Chapter 16 - Tutorials

Terms

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

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

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

Distribution and Duplication Guidelines

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

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

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

This chapter will show you how to complete a number of tasks when using SharePoint
2010.

16.2 Connecting to Outlook

This tutorial will show you the steps required to link Outlook 2010 to a SharePoint 2010
calendar. This will allow you to create appointments in either SharePoint 2010 or
Outlook 2010 and have them automatically sync with all other linked calendars. Only
using Outlook 2010 or Outlook 2007 it is possible to achieve two way synchronization
between the calendars. It is possible to follow the same steps with Outlook 2003 but
you can only synchronize from SharePoint 2010 to Outlook 2003 and the not the
reverse.

Calendar - Calendar T;:?? - [l - (2] @ - Page- Safety~ Tools - '@'

Calendar Tools -
CIASVRO2\administrator -

Site Actions ~ @i TGS Events  Calendar

Team Site » Calendar + Calendar

Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important events.

Home | Test Search Search this site... el Q
4 2010 L3
| (+ November 2010
Jan Feb Mar
Apr May Jun Monday Tuesday wednesday Thursday Friday Saturday Sunday
Jul Aug Sep 1 2 3 a 5 5 7
Oct Nov Dec

12:00 pm - 1:00 pm
Today is Monday, 1 Training
Movember 2010

¥ calendars in view B 2 0 Ll = 3 L
Calendar

Libraries 15 16 17 18 19 20 21

Site Pages

Shared Documents & add
22 23 24 25 26 27 28

Lists

Calendar

Tasks 29 30 1 2 3 4 5

Discussions

Team Discussion

The first step in the process is to locate the SharePoint 2010 calendar you wish to
synchronize with Outlook 2010. It is also recommended that you have Outlook 2010
already running before you commence this process.
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|;|Calendarfcaleﬂdar & B - = E@ v Page v Safety v Tools - @"

Calendar Tools

Site Actions ~ @ Browse Calendar

i pay % %I ;';ﬂ {7 Create view  Current View: Q ) @ or [&] Export to Excel | Edit List = & -
| = o ||
i week = [ Modify View - Calendar - 4 —f | [A] Open with Access 53 Form Web Parts - 2
Expand Collapse Calendars E-maila Alert RSS Connect to List
{iH] Manth All Al Overlay  fl] Create Column Link Me., Feed Outlook Settings
Scope Expand Manage Views Share & Track Connect & Export Customize List Settings
4 2010 3
[+ November 2010
Jan Feb Mar
Apr May Jun Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Jul Aug Sep 1 2 3 4 5 5 7
Oct N D
© o = 12:00 pm - 1:00 pr
Today is Monday, 1 Training
MNovember 2010
[ calendars in view 8 ° 10 1 2 3 14
Calendar

From then ribbon select Calendar | Connect to Outlook.

Internet Explorer |

'\J - Do you want to allow this website to open a program on
1 your computer?
From: ciaswr(2
Program: Microsoft Qutook

Address: stssync://fsts/?
ver=1,1&type=calendar&cmd=add-folderdbase- . |

-

[ Mways ask before opening this type of address

Aow | Cancel

| W I Allowing web content to open a program can be useful, but it can
0 potertialty ham your computer. Do not allow it unless you trust
= the source of the content. What's the risk?

You may be prompted with a security warning about allowing content from a web site.
As this is a known good source select the Allow button to continue.

Microsoft Outlook |
Connect this SharePoint Calendar to Outlook?

You should only connect lists from sources you know and trust.
Team Site - Calendar
http: ffcasvri2/Lists fCalendar

To configure this Calendar, dick Advanced.

Advanced... | Yes | Mo I

You will now be taken to Outlook 2010 where you will see the above message asking for
permission to connect Outlook 2010 to your SharePoint 2010 calendar.
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Select Yes to continue.

.Ql —11 ] | = Calendar - director@ciaops.com - Microsoft Outlook o B EE

File Home Send / Receive Folder View
ﬁ @ f@; % E ﬁ ﬁ % % %“—E‘m ﬁ % E ::J-_‘?i? d Find a Contact ~

ﬁpuhhsh Cnline = [} Address Book
New Mew  Mew | Today MNext7 Day | Work Week Month Schedule Open  Calendar | E-mail . ~
Appointment Meeting Items ~ Days Week - View Calendar ~ Groups ~ | Calendar == -alendar Fermissions
Mew Go To F Arrange w | Manage Calendars Share Find

4 Movember 2010 f
Mo Tuwe Th Fr sa su 4 » 1 November 2010 Search Calendar (Ctrl ) P

v T S e Calendar X 4u Team Site - Calendar »
56 118 10 o 2 . Maaiex : Macies
22 3 24 35 X 27T 28
7 0 gam A
4 [¥] My Calendars
00
[¥l Calendar 9
4 [v] Other Calendars
[w] Team Site - Calendar 109
l€ 3 =
12 pm Training
Boardroom
Ij\ Mail a0
Show tasks on: Due Date e
o Calendar
- w
&=| Contacts =
o
e (=
o] Tasks
k] 53 @ T A
Iems: 0 | D= o 100% (=) (¥)

When you select Calendar in Outlook 2010 you should now see you have an additional
calendar from which you can select to view.

As you can see in the above screen shot above there is the normal (private) Outlook
calendar on the left (in blue) and the new linked SharePoint 2010 calendar on the right
(in green). Under the All Calendar Items on the left hand side of the screen you can see
that making a selection of which calendar to view is as simple as clicking the selection
box for that calendar. Likewise, to remove any calendar from the view, simply uncheck
the box that corresponds to that calendar.
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0] = Team Site - Calendar - SharePoint Lists - Microsoft Outlook o B ER
File. Home Send / Receive Folder View A1 e
== ¢ i3 ind a Cc o
"’i;"l @ % % E | == % % EE Eﬁ % |::|. L@Share Calendar Find a Contact
A ' = =1 Publish Online [ Address Book
MNew New MNew Today Mext7 Day | Work Week Month Schedule Open  Calendar E-mail P B
Appointment Meeting Items = Days Week A View Calendar* Groups * | Calendar c Lalendar Fe
Mew GoTo Fl Arrange = | Manage Calendars Share Find

4 Movember 2010 f

Mo TuWe Th Fr Sa Su 4 b 1 NOVember 2010 Search Team Site - Calendar (Ctrl+E} pel
El s e e % Calendar X % Team Site - Calendar  *
8 9 10 11 12 13 14 T Manday
15 16 17 18 19 20 A1
22 3 24 25 26 2T 8
29 30
a8 am &

4 [v] Wy Calendars
Calendar goo
4[] Other Calendars
[¥] Team Site - Calendar

[

o
=]
=1
il

pm | Training
12 Boardroom

[~ mai M hd
Show tasks on: Due Date Start Date Due Date Reminder Time v
| Calendar
w
8=| contacts =
o
= [ad
7] Tasks
ol O (8] ~
Irems: 1 | |DEmEm 1w =) [] (F)

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

In the above case, the SharePoint 2010 calendar (green) that was on the right of the
screen has been overlaid on the private Outlook 2010 calendar (blue). You will notice
that although the calendars are overlaid you can still see the appointments in both. If
you look closely at the appointments you will see that some are coloured blue. This
indicates that this appointment belongs in the private Outlook 2010 calendar (blue).

This overlay ability is unique to Outlook 2010 and Outlook 2007 and provides an easy
way to view two calendars to determine whether appointments clash. This could prove
to be very handy if the SharePoint 2010 calendar represented common company-wide
appointments, because it could be quickly linked and then overlaid on private calendars
to determine business scheduling.
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ﬁ| H g e ¥ | Test Item in SharePaoint Calendar - Event (=R

File Event Insert Format Text Review o @

|__' K4 _:] Calendar = . . [ [ | '_- )
m x % & Forvard - Iﬁ B show as: [ Free G Q nE B
Appointment

Save & Delete Copyto My & Reminder: 18 hours + Recurrence Time Categorize Zoom
Close Calendar @O”ENUtE Zones - 4

Actions Show Options El Tags Zoom
Subject: Test Item in SharePoint Calendar
Location: ~
Start time: Tue 2/11/2010 =~ | |12:00 AM All day event
End time: Tue 2/11/2010 - | |12:00 AM

New calendar item created in Outlook but stored in SharePoint.l

To demonstrate the bi-direction synchronization ability of SharePoint 2010 calendars
and Outlook 2010 a new appointment will be created in the SharePoint 2010 calendar
from Outlook 2010.

To create a new appointment, simply locate the SharePoint 2010 calendar (in this case
green) and double click on any day. This will launch the event window like shown above.
You will note that this new appointment will reside in the SharePoint 2010 calendar by
examining the lower left corner of this window. Here it says In Shared Folder: SharePoint
— Calendar confirming we are actually creating this new event in our SharePoint 2010
calendar.

Complete the remaining details for the event and press Save and Close in the upper left
of the window when complete.
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T o

4 November 2010 f

Mo TuWe Th Fr Sa Su 4 b November 2010 Search Team Site - Calendar (Ctri+E} A
E 2 3 4 5 6 7 Calendar X 4 Team Site - Calendar %
€ P i Mon | Tue | Wed | Thu | Fi | sat | sun Mon | Tue | wed | Thu | Fi | sat | sun
15 16 17 15 15 20 21 1Nov |2 3 4 5 6 7 1Nov |2 3 4 5 6 7
222324 2526 27 8 ”
2930 1 2 3 45 = gl| Tmir | [|Tesl
e =
— —
4[] My Calendars
[¥ Calendar 8 9 10 11 12 12 14 8 9 10 11 12 12 14

4 ] Other Calendars
Team Site - Calendar

8- 13711
ry
il

8- 13711

Previous Appointment

16 17 18 19 20 21 15 16 17 18 19 20 21

15 - 20711
Iext Appointm ent
15 - 20411

23 24 25 26 27 28 22 23 24 25 26 27 28

[~ mail = =

=] 2
= = =
'ﬁ Calendar s e
&=| contacts 29 30 1Dec 2 3 4 5 29 30 1Dec 2 3 4 5
=
7] Tasks

29411 - 471
29411 - 471

ol O3 (2] ~

When you are returned to your calendar view you should now see the new appointment
you just created. In the above example we can see the new appointment on the right
hand side, in the green calendar on the 2.

+ (% November 2010

Monday Tuesday Wedne=zday Thursday
1 2 3 4
12:00 pm - 1:00 pr| Test Item in Shard
Training )

[Test Ttem in SharePoint Calendar |
8 9 10 11

If we now return to our calendar in SharePoint 2010 and refresh the page, we can see
that the new appointment we just created in Outlook 2010 now appears in the
SharePoint 2010 calendar (on the 10t as expected).

To create calendar events in SharePoint 2010 you must have the appropriate rights to
do so, these same rights apply when creating events from linked Outlook 2010 as well.

16.3 Creating linked fields

Good database design allows you to create fields which are linked between database
tables. This is known as relational databases and improves the performance of
databases by avoiding redundancy and data errors.
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It is possible to create something similar within SharePoint 2010 via the use of linked
fields. In this case we are going to create a new list that records telephone calls from an
existing list of customers. Here our SharePoint 2010 site already has a list of the
customer details so we will link our new list to this.

‘administrator ~

Site Actions ~ @Y [EEONGT

| Team Site » Contacts » All contacts

Home  Test Search Search this site... P Q
Libraries T @ LastName First Name Company Business Phone Home Phone E-mail Address

Site Pages Crane e Robert CIAOPS 0409010950 director@ciaops.com
Shared Documents Doe &inew John Company 518018918 81201801 jdoe@domain.com

Lists o Add new item

As you can see from the above screen shot a list of contact details already exists in our
SharePoint 2010 site. Note here that this list contains a field called Last Name which we
will be using to link to in our new list.

.| Contacts - All contacts

Site Actions ~ | i IS

— Edit Page
} Modify the web parts on this

page. contacts

= MNew Fage
Create a page you can

customize.

MNew Document Library me
D Create a place to store and
share documents. £ HEw

New Site o
Create a site for a team or
0 project.

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

=Ly, View All Site Content
"E View all libraries and lists in
this site.

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

Site Permissions
@ Give people access to this site.

£ Site Settings
Access all zettings for thiz =site.

The first step in the process is to create our new list. To do this we select Site Actions |
Create from the upper left of the screen. Remember, that you do not see the Site
Actions tab unless you have the appropriate design rights on the SharePoint 2010 site.
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Custom List

[T A blank list to which you can add your own columns and wviews. Use this if none of the built-in list types
are similar to the list you want to malke.

Libraries Communications Tracking Custom Lists Pages and Sites
Document Library Announcements Links Custom List Page
Form Library Contacts Calendar Custom List in Datasheet Web Part Fage
Wiew
Wiki Page Library Discussion Board Tasks Sites and Workspaces
. ; . External List
Picture Library Project Tasks

. Import Spreadsheet
Issue Tracking

Survey

Next, select Custom List from under the Custom Lists heading.

Site Actions ~ g

. , ;
Team Site » New
Home | Test Search 0
Libraries Name and Description
Site Pages Type a new name as you wantit to appear in headings and links throughout the site, Type M
Shared Documents descriptive text that will help site visitors use this list. ICaIIers
Lists Description:
Calendar ;I
Tasks
Contacts ;I
Discussions Navigation
Team Discussion Spedfy whether a link to this list appears in the Quick Launch. Displav this list the Quick
isplay this list on the Quic
Launch?
‘;_*:T Recycle Bin & Yes i No
3 Al site Content
Create Cancel

Give the new list a name. In this case it is Callers. Add a description if desired, set the
navigation option and press the Create button to create a new list.
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[ Callers - All Ttems %5 v B v - = v Page - Safety - Toos - @~

List Tools _
CIASVRO2\administrator ~

Site Actions » @ [T Ttems List

Team Site » Callers » All Items

Lal

Home | Test Search Search this site... P e
Libraries O g Tite

Site Pages There are no items to show in this view of the "Callers™ list. To add a new item, dick New™.

Shared Documents
dF Add new item
Lists
Calendar
Tasks
Contacts

Callers

You should now see the new list displayed on the screen as shown above. You will
notice that it only has a single field called Title.

Site Actions - ﬁ Browse

Ej = [F ~ Current
1 |

O g 1O il ANlTem

Standard| Datasheet New ] Creat
View View Row | Vi F| Curr
View Format Datasheet Manage View

Librarieg — { Title

To create a new field select List | Create Column from the ribbon menu. The Create
Column button is highlighted above.
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Create Column

Name and Type

Type a name for this

store in the column,

Additional Column
Settings

selected.

column, and select the type
ofinformation you want to

Spedfy detailed options for
the type of information you

|»

Column name:
|Ca|ler

The type of information in this column is:
 single line of text
' Multiple lines of text
¢ Choice (menu to choose from)
¢ Number (1, 1.0, 100)
O Currency (%, ¥, €)
€ Date and Time
;f__;LoDI-cup {information already on this site)
' ves/No (check box)
" Person or Group
" Hyperlink or Picture
¢ Calculated (calculation based on other columns)
€ External Data

Description:

Require that this column contains information:
C Yes & No

Enforce unigue values:
 Yes @ No

Getinformation from-

In the Create Column screen select a name for the field (in this case Caller) and then

select the type of field desired.

In this case we want the Caller field to reference another list so we select the Lookup

option.

Scroll down the screen for further options.

selected.

the type of information you

Require that this column contains information:
 ves & No
Enforce unigue values:
 Yes % No
Get information from:
In this column:
|La.5t Name ;I
™ Allow multiple values

Add a column to show each of these additional fields:
Mo
[T Last Name
I Modified
[T Created
[ version
I Last Name (linked to item)
[ First Name
™ Full Name
" E-mail Address
[ company
I Jab Title
[" Business Fhone
[ Home Phone
[ Mobile Number

You can enter a description if desired.
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In the Get Information From: field you will see a drop box, that when selected, will allow
to select from any existing list you have on your SharePoint 2010 site. In this case we
select our existing list Contacts.

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

previously selected list (that we are linking to). In this case we wish to select the field
Last Name.

Press the OK button to create the new field.

| callers - All Items A~ Bl - ) o= - Page - Safety- Tooks~ @~
CIASVRO2\administrator -
site Actions ~ @Y  Browse
= fj — [} - Current View: [=4 E-mail a Link Syncto SharePoint Workspace L:_;'gv 1] @
Q| E 5 1O T allkems - i Alert Me + Connect to Outlook (A] S & -
Standard| Datasheet — New Create List
Wiew Wiew Row View [ Current Page [ RsS Feed @ Export to Excel @ Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize List Settings
Libraries O @ Tite Caller
Site Pages There are no items to show in this view of the "Callers” list. To add a new item, dick New™,

Shared Documents
4 Add new item
Lists
Calendar
Tasks
Contacts

Callers

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

Continue to add any columns required for the new list.

HE B N

3 Copy
Save Cancel  Paste Attach
File
Commit Clipboard Actions
Title *
Caller
Time

Save Cancel
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If you now create a new item in that list you can see the linked field in operation.

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

to information you already have present on your site.

Pres OK to save the item when compete.

Team Site » Callers » All Items

Home | Test Search

Libraries I o Title

Site Pages Issues with product

Shared Documents
4k Add new item

£ HEW

Search this site... p [?)

Time

2/11/2010

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

If you now click on the value for any entry in the linked field (in this case CRANE which
you will note is hyperlinked), you will be taken directly to that entry in the linked list (in

this case Contacts).

Contacts - Crane

Custom Commands

= Version History

.@Manage Permissions
Item X Delete Item

Manage

G Alert Me

Actions

Last Name
First Name

Full Name
E-mail Address
Company

Job Title
Business Phone
Home Phone
Mobile Number
Fax Number
Address

City
State/Province

ZIP/Postal Code

Country/Reagion

Crane

Robert

Robert Crane
director@ciaops.com
CIAOPS

Principal

0409010950

0405010950
0298681121
PO Box 5
Beecroft
NSW

2119

Australia

| v
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The display from the original linked list (in this case, Contacts) is shown above. To return
to the new list simply press the Continue button at the bottom of the window.

The big advantage of using linked or lookup fields in your lists, is that you can reduce the
amount of information in each list and you can also improve your data integrity. This
means that when others use the SharePoint 2010 site they do not have to remember
what values should appear in fields they simply select that from a drop down if that field
is already linked.

16.4 Configuring a basic workflow

A workflow is a pre-configure set of steps that are followed from beginning to end.
SharePoint 2010 comes with what is known as three state workflow built in. It is also
possible to create additional workflows via SharePoint designer. In this tutorial we will
only cover the basics of using the standard three stage workflow.

For more information about Windows SharePoint workflows see:

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

A good example of workflow might be where a new document is uploaded to a
SharePoint 2010 document library. Once this document is completed it needs to be
reviewed and approved by someone within the organization. You would like this process
to be as automatic as possible with the appropriate person being notified at each stage
of the process, as to what their requirements are. In short, that is exactly the process
that this tutorial will take you through.

Shared Documents - All Documents i v B v 0 = - Page - Safety - Teols- @

Library Tools

CIASVRO2\administrator ~

Site Actions ~ @ [N Documents Library
Team Site » Shared Documents » All Documents
Share a document with the team by adding it to this document library.
Home | Test  Search Search this site... P @
Libraries T Type Name Maodified Maodified By Alpha File Size  Title
Site Pages a getting started with 23/09/2010 3:32 PM  CIASVROZ\administrator Completed 1932 KB~ CIAOPS-A
Shared Documents sharepoint
@ hill chamber 17/09/2010 2:42 PM CIASVRO2\administrator Completed 334 KB CIAOPS-A
Lists IE_] SBSMobility - 20/09/2010 1:30 PM CIASVRO2\administrator 117 KB CIAQPS-A
Converted
Calendar
@I_] SBSMaobility 20/09/2010 1:20 PM Robert Crane Completed 265 KB CIAOPS-A
Tasks
Contacts ﬁ ServerWeb 17/09/2010 1:57 PM CIASVRO2\administrator Completed 72 KB ServerWeb.xml
Callers 4 Add document

The first step in the process is to locate the document library in your SharePoint 2010
site that you wish the workflow to apply to. Note that you can attach a workflow (or
multiple workflows) to many SharePoint 2010 items, but not all.
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Library Tools

= Qhﬂndif}"fiewv Currg

_) Hjj b —'“-—':I Il Create Column | Al

Standard| Datasheet New Create

View View Row Bl View | I Mavigate Up
View Format Datasheet Manage Views
L - —

The first step in the process is to create an additional field in our document library that
will be used for controlling the stages of our work flow. To add this field, from the
ribbon menu of the document library, select Library | Create Column.

Create Column

Name and Type Column name:

IStatus

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

" Single line of text

 Multiple lines of text

{f% Choice (menu to choose from)

' Number (1, 1.0, 100)

' Currency (§, ¥, €)

" Date and Time

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

" Person or Group

' Hyperlink or Picture

e Calculated (calculation based on other -
columns)

' External Data

Additional Column Settings Description:

Specify detailed options for the type of information you selected. I j

Require that this column contains information:
Cyes & no

Enforce unigue values:

Coyes oo

Type each choice on a separate line: =

Give the new column or field a name (in this case Status) and select Choice for the type
of information that this column will hold.

Scroll down the screen for further options.
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@ Column Validation

Require that this column contains information:
C ves @ no

Enforce unigue values:

Coves @ o

Type each choice on a separate line:

Created
Pending

Approved|
4

Display choices using:

ol Drop-Down Menu
¢ Radio Buttons

0 Checkboxes (allow multiple selections)

Allow 'Fill-in' choices:

Coves @ o

Default value:
@ Choice ¢ Calculated Value

Enter Choice #1

¥ Add to default view

OK Cancel

141

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

completed.

Select any additional choices that you require and press the OK button to save your

changes.

After you have been return to the document library, now select Library | Workflow
Settings from the document library ribbon menu to commence configuring a workflow.
The button is on the extreme right of the ribbon as shown below.

Library Tools L.
. ) 02\administrator ~
Site Actions ~ @ Browse Library
= E - Modify View » Current View: J Q Lo L} Form Web Parts - - $

)| H g | &0 [l Create Column Al Documents = 3 - (3 Ededit Library -7 5.

Standard| Datasheet  MNew Create E-maila Alert RSS Syncto SharePoint Libr
View View w View [ ¥ Mavigate Up Current Page Link ex Feed Workspace "] @ New Quick Step Sett]
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings
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CIASVRO2\administrator -

#
& -

ﬁ |_:g Form Web Parts « |
(& [.] edit Library .T
Li Waorkflow Settings

port | Add a Workflow

nt

&lp| Create a Workflow in SharePoint Designer J

- Create a Reusable Workflow in SharePoint Designer
Tl S — —

=

Select Add a Workflow.

Team Site » Shared Documents + Document Library Settings » Add a Workflow

Use this page to set up a workflow for this document library.
Home  Test Search (2]
Libraries Workdlow Description:
Site Pages Select a workflow to add to this Use this workflow te track items in a

document library. If the workflow list.
Shared Documents template you want does not appear,
contact your administrator to getit

added to your site collection or

Lists workspace,
Calendar
Name . c
Tasks Type a unique name for this workflow:
Type a name for this workflow, The
Contact:
ontacts name will be used to identify this I
Callers workflow to users of this document
library.
Discussions
Task List .
Team Discussion ) Description:
Select a task list to use with this Select a task list: Use the Tasks list to keep track of
workflow. You can select an existing |Tas|-c5 ;I work that you or your team needs to
- . task list or request that a new task complete.
4 Recycle Bin list be created.

[Zh Al site Content

History List ) _
Select a history list: Description:
Select a history list to use with this F F i
Workflow Hist - History list for workflow.
workfiow. You can select an existing I oritiow History —I 2
history list or request that a new

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

In the Name section, give your workflow a unique descriptive name because, remember,
it is possible to have multiple workflows attached to different elements of a SharePoint

2010 element like this document.

Scroll down the screen for further options.

© www.ciaops.com
29 December 2014 Page 18



http://www.ciaops.com/

Chapter 16 - Tutorials

CIASVRO2\administrator -

Site Actions ~ i

Callers WOKMOW 0 USEFS 0T this docLment
library.
Discussions
Task List .
Team Discussion o Description: )
Select a task list to use with this Select a task list: Use the Tasks list to keep track of
workflow. You can select an existing |Tas|-cs | work that you or your team needs to
- task list or request that a new task complete.
4| Recycle Bin list be created.
2 Al site Content
History List i
Select a history list: Description:
Select 3 history list to use with this |WUrI-cF|c|w History ;I History list for workflow.

workflow. You can select an existing
higtory list or request that a new
higtory list be created.

Start Options . . . . .

[¥ Allow this workflow to be manually started by an authenticated user with Edit Item permissions.
Sf:;l:g hiow this workfiow can be [T Reguire Manage Lists Permissions to start the workflow.
[T Start this workflow to approve publishing a major version of an item

Start this workflow when a new item is created.

[T start this workflow when an item is changed

Next Cancel

You now need to select a Task list to use with the workflow. You can use an existing task
list on your SharePoint 2010 site but it is generally recommended that you select the
option New task list in order to have the workflow information separate from any other
task lists you may have on your site.

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

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

commencing automatically when a new item is created or uploaded.

When you have made the desired options press the Next button to continue.
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Team Site » Customize the Three-state workflow
Home | Test Search
- : Workflow states: . )
Libraries Select a 'Choice’ field:
Site Pages Select a 'Choice’ field, and then selecta Status -
. value for the initial, middle, and final 5 I't' o =
Shared Documents states, For an Issues list, the states for nifial state
an item are spedified by the Status | Created ;I
field, where: 7
: Middle stat
Lists Initial State = Active jode srare
Middle State = Resolved I Pending ;I
Calendar Final State = Closed Final state
As the item moves through the various IA P LI
Tasks stages of the workflow, the item is Pprove
Contacts updated automatically.
Callers
Specify what you want te happen R
when a workflow is initiated: East _II:_'_fIta'IS:
Discussions For example, when a workflow is asic Tite: . .
) ) inftiated on an issue in an Issues list, — Tom eelre ey dne T2l eelzaiel 5
Team Discussion Microsoft SharePoint Foundation Custom message: IWorl-cFIow initiated: concatenated to the custom
creates a task for the assigned user. MUEEEz2Es
When the user completes the task, the W Include list field: INamE ;I
= e Bi workflow changes from its initial state
& Recycle Bin {Active) to its middle state {Resalved). Task D iption:
g All Site Content ‘fou can also choose to send an e-mail ask Description:
message to notify the assigned user of Customn message: IA workflow has been ini
the task, e -
= ¥ Include list field: |T|t|e 3|
¥ Insert link to List item
P T

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

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

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

Scroll down the screen for further options.
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Site Actions ~

Discussions

Team Discussion

'g:‘ Recycle Bin

Q All Site Content
the task.

For example, when a workflow is
initiated on an issue in an Issues list,
Microsoft SharePoint Foundation
creates a task for the assigned user.
‘When the user completes the task, the
workflow changes from its initial state
{Active) to its middle state (Resolved).
‘fou can also choose to send an e-mail
message to notify the assigned user of

Task Title:

Custom messzage: |Workflow initiated:

The value for the field selected is
concatenated to the custom
message.

¥ Include list field: |Name

Task Description:

Custom message: |[A workflow has been ini:

[¥ Include list field: | Title
¥ Insert link to List itern

Task Due Date:

¥ Include list field: ICreated

Task Assigned To:

= Include list field: |Craated By

" Custom: |

|2 w

E-mail Message Details:

¥ send e-mail message

To:
I W Include Task Assigned To

Subject:

I ¥ Use Task Title
Body:

[¥ Insert link to List item

| E— |

Next, you need to decide what actions will take place when a workflow is initiated (the
first stage of the workflow). You can now set the options for what will appear in the

workflow task list that you created in the previous screen and also determine when the
task is due and who the initial task will be assigned to.

Scroll down the screen for further options.

Specify what you want to happen
when a workflow changes to its
middle state:

For example, when an issue in an
Issues list changes to Resolved status,
it creates a task for the assigned user.
When the user completes the task, the
workflow changes from its middle state
(Resolved) toits final state (Closed).
You can also choose to send an e-mail
message to notify the assigned user of
the task.

E-mail Message Details:

¥ send e-mail message

To:

|r0ber‘t@5b52008.local ¥ include Task Assigned To
Subject:

|'I-cﬂow has been initiated W Use Task Title
Body:

¥ Insert link to List item

A SharePoint ;I

workflow has been

initiated. e

Task Details:
Task Title:

Custom message: |Review task

The value for the field selected is
concatenated to the custom
message.

¥ Include list field: |Narne

Taszk Description:

Custom message: |A review task has been

[

I¥ Include list field: | Title
¥ Insert link to List item

Task Due Date:

[~

¥ Include list field: | Created

=
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TVTTEN T1e USer CompIsteEs T1e t3ak, 01
workflow changes from its middle state
(Resolved) to itz final state (Closed).
You can also choose to send an e-mail
message to notify the assigned user of
the task.

¥ Include Tist Tield: TName

Task Description:

Custom message: |A review task has been

¥ Include list field: | Title
¥ Insert link to List item

Task Due Date:

M Include list field: |Created

Task Assigned To:

& Include list field: |Created By

Custom: |

| & G2

E-mail Message Details:

¥ send e-mail message
To:

|r0ber‘t@5b52008.loc:al V! Include Task Assigned To

Subject:

|iten'| is ready for review ¥ Use Task Title

Body:
¥ Insert link to List item
A SharePoint ;I

workflow itermn is
ready for review. LI

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

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

second stage).

Once this information has been entered scroll down to the bottom of the screen and
press the OK button to save the workflow.
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Shared Documents - gs1.pdf

H B 0L X
85 &y copy
Save  Cancel Paste Delete

Item

Commit Clipboard Actions

o The document was uploaded successfully. Use this form to update the properties of the document.

MName * |951 .pdf
Title ISharePoint presntation|
Status ICreated vl

Created at 1/11/2010 12:25 PM by CIASYRO02\administrator Save

Cancel
Last medified at 1/11/2010 12:25 PM by CIASVRO2\administrator

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

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

T Type Name Modified Modified By Alpha File Size Title Status Workflow1
B] getting 23/09/2010 3:32 PM CIASVRO2\administrator Completed 1932 KB~ CIAOPS-A
started with
sharepoint
B} gsl & Hew 1/11/2010 12:25 PM CIASVRO2\administrator Completed 916 KB CIAOPS-A Created In Progress
ﬂ;] hill 17/09/2010 2:42 FM CIASVRO2\administrator Completed 334 KB CIACPS-A
chamber

After saving the document to the document library we can now see it listed along with
the workflow field (Document Approval) which indicates that the workflow is /In
Progress. We can also see that the Status of the item is set to Created.
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[~ Inbox - Microsoft Outlook - = X
I File Edit View Go Tools Adions Help Twpe a question for help =
PSANew - | @ (33 X | CkReply (S8Replyto All (5 Forward W | [ send/Receive - [ | [ Searchaddressbocks - | @) B
Mail « |3 Inbox Search Inbos P]=| «
Favorite Folders 2 | B4 [ A From Subject Received Size Categaries WV |A 4
[3 Inbox (1 o
O Unread Mail = Date: Today o
[ sent Items -] Compa... SharePoint Workflow has bee... Mon 23/03/2009 ... 5 KB g
Mail Folders 3 ]
il
21 Al Mail Ttems -
= €5 Mailbox - Robert crane || SharePoint Workflow has been initiated Workflow initiated: outlook o |
&) Deleted ltems notifications.pptx z |
Drafts . =
% %0 CompanyWebAdmin@sbs2008.local £
f_a E-Mail Sent: Mon 23/03/2009 1:43 PM ,3
Outhox To: Robert Crane
% RSS Feeds w
sent Items The following SharePoint workflow has been started i Bt
# [ Search Folders 5
® 5 SharePaint Folders » ; ; . . 5
® (5 SharePoint Lists http://companyweb/Shared Documents/outlook notifications pptx =
ot
2
E 3
] Mail
o| Calendar
FENERNEr BEJ R i
1 em All folders are up to date, Eﬂ Connected to Microsoft Exchange ™

12 start ¢~ shared Documents - .., I8 Inhox - Microsaft Q... EN '(_;ﬂ L 1:43PM

If we now examine the inbox of the person whom we nominated to receive the
workflow initiated email alert when the workflow was initiated, we find the above email
from SharePoint 2010. You will notice that the email has a link to the SharePoint 2010
document library to make access very easy.

[T Type Name Modified
d getting 23/09/2010 3
started with
sharepoint
M ]  gst e Hmuzum ad
View Properties 17/09/2010 3

Edit Properties
20/09/2010 1

@ & {

Check Out
Worldflows
Alert Me 20/09/2010 1
Send To ¥ (17/09/2010 1

Manage Permissions

X &

Delete
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Returning to the document library we now see there is an additional menu item on the
properties menu (the pull down arrow appears when you hover over the item in the

document library). This Workflows item allows us to view the workflow process in more
detail.

Select the item Workflows from the item’s property menu.

Start a New Workflow

@ Alpha

Workflows

Select a workflow for more details on the current status or history.  Show my workflows only.

Name Started Ended Status

Running Workflows

Workflowl 1/11/2010 12:25 PM In Progress
Completed Workflows

Alpha 1/11/2010 12:25 PM 1/11/2010 12:25 PM Completed

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

In this case we can see that the item is already running the Workflow1 workflow and
that it is In Progress.

Shared Documents - gs1.pdf

HEB B X

53 Copy
Save Cancel Paste Delete
Item
Commit Clipboard Actions
Name * |951 .pdf
Title |C1AOPS-A
Status [Fendinc |

Created at 1/11/2010 12:25 PM by CIASVRO2\administrator

- o . . Save Cancel
Last modified at 1/11/2010 12:25 PM by CIASVRO2\administrator

If we now return to the file in our document library, view the properties of the item and
then change the Status field from Created to Pending and select OK to save we will
move the workflow from the initial stage to the next (or middle) stage of the workflow.
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A getting 23/09/2010 3:32 FM CIASVROZ2\administrator Completed 1932 KB CIAQPS-A

started with

sharepoint
] gsl EEHEw f11/2010 12:31 PM CIASVROZ\administrator Completed 916 KB CIAOPS-A Pending In Progress
@] hill 17/09/2010 2:42 PM CIASVRO2\administrator Completed 334 KB CIADPS-A

chamber

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

[~ Inbox - Microsoft Outlook - = X
I File Edit View Go Tools Adions Help Twpe a question for help =
PadNew - @5 13 X | ChReply SfReplyto All (5 Forward | 05 W | LSend/Receive ~ (& | [ Search addressbocks - | @) B
Mail « |3 Inbox |Z+.=:'Z'.':- P'|¥ «
Favorite Folders 2 | B4 [ A From Subject Received Size Categaries WV |A 4
5 tnbox (1 o
O Unread Mail = Date: Today o
@ Sent Items -] Compa... Document approval Tasks - .. Mon 23/03/2009 ... 10 KB :I
Mail Folders 3 (1 Compa.. SharePoint Workflow has bee... Mon 23/03/2009 ... 5KB L ﬁ
21 Al Mail Ttems -
= &' Mailbax - Robert Crane [ Create Rule... [ Edit this task... o
\a] Deleted Items . age
% Drats Document approval Tasks - Workflow initiated: outlook not... has been =
[ Inbox (1) assigned to you £
[ g Junk E-Mail - ?
rg oo Companyweb [CompanyWebAdmin@sbs2008.local] d
@ RSS Feeds Sentt Maon 23/03/2009 1:46 PM
(=) Sent Items Ta Robert Crane v
# [ Search Folders |Z| g
# 5 SharePoint Folders E‘
H @ SharePoint Lists A warkflow has been initiated on the following list item. SB5 design and implementation =
http:/fcompanyweb/Shared Documentsfoutiook notifications.pptx =
H
Iﬁ Mail To complete this task:
1. Review outlook notifications.pptx.
e 2. Perform the specific activities required for this task.
3.  Use the Edit this task button to mark the task as completed. (If you cannot update this
['E ﬁ l-Ca @ 6 task, you might not have access to it. Click here to request access.) |Z|
2 Items All folders are up to date, [3 Connected to Microsoft Exchange ™

¢~ shared Documents - .., (8 Inbox - Microsaft Q... En &)@ ndapM

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

The email outlines the steps that must be taken to complete this task as well as links to
relevant areas in the SharePoint 2010 site.
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Shared Documents - gsl.pdf

HBE 0o X

53 Copy

Save  Cancel Paste Delete
Item
Commit Clipboard Actions
Name * |951 .pdf
Title |cracPs-A
Status S

Created at 1/11/2010 12:25 PM by CIASVRO2\administrator

Save Cancel
Last modified at 1/11/2010 12:31 PM by CIASVRO2\administrator

As part of this document approval process we return to the properties of the item in the
SharePoint 2010 document library and change the Status field to Approved and press OK
to update.

A getting 23/09/2010 3:32 PM CIASVRO2\administrator Completed 1932 KB CIAOPS-A

started with

sharepoint
B gsl Hinew 1/11/2010 12:32 PM CIASVRO2\administrator Completed 916 KB CIAQPS-A Approved Completed
@ hill 17/09/2010 2:42 PM ClASVRO2\administrator Completed 334 KB CIAOQPS-A

chamber

Once the document status has been updated you will be returned to the document
library. You will now see that the workflow field, (Document approval), has changed to
read Completed. This indicates that the workflow process for that document is now
complete.
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[T Type Mame Modified
| getting 23/09/2010
etarted with
sharepoint

M3 gsl inew | w01/11/2010 1

\iew Properties 17/09/2010
Edit Properties
20/09/2010
|y Check Out e
@ Workflows
J:'lIEI"t Me QD'IDQ'IZDID
Send To b |17/09/2010

$ Manage Permissions
K Delete

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

Start a New Workflow

—. | Alpha s | Workflowl
| G/) E/" Use this workflow to track items in a list.

Workflows
Select a workflow for more details on the current status or history,  Show my workflows only,

Name Started Ended Status
Running Workflows

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

Workflowl 1/11/2010 12:25 PM 1/11/2010 12:32 PM Completed

Alpha 1/11/2010 12:25 PM 1/11/2010 12:25 PM Completed

At the top of the screen you will see that it is possible to initiate another workflow on
this item (since the previous one is now complete). You will also notice that the status of
the workflow says Completed.

To view the history of the workflow click on the workflow name, in this case Document
approval, under the heading Completed Workflows at the bottom of the screen.
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Workflow Information

Tasks

- Acscigned To

[T clasveoz
Yadministrator

CIASWROZ

‘administrator

Workflow History

7 Date Occurred

1/11/2010 12:25 PM

1/11/2010 12:25 PM

Initiator: CIASVRO2\administrator
Started: 1/11/2010 12:25FM
Last run: 1/11/2010 12:32 PM

Title

Document: gs1

Status: Completed

Workflow initiated: gsl.pdf

EE HEW

Review task gsl.pdf f2new

The following events have occurred in this workflow,

Event Type

Workflow
Initiated

Error

1/11/2010 12:31 PM Task

User ID

CIASVROZ
‘administrator

System Account

CIASVROZ

The following tasks have been assigned to the participants in this workflow. Click a task to edit it. You can also view these tasks in the list Tasks.

Due Date  Status Related Content  Cutcome
1/11/2010 Completed gsi The task has been
completed.
1/11/2010 Completed gs1 The task has been
completed.
Diescription COutcome

Three-state workflow started on
http://ciasvr02/Shared%20Documents/gs1.pdf.

The e-mail message cannot be sent. Make sure the
outgoing e-mail settings for the server are configured
correctly.

Three-state workflow state change on The task has

You can see the tasks that were assigned, their due dates as well as their status. You can

click on the task names if required for more information.

Continue to scroll down the screen for more information.

| Aszigned To

CIASVROZ
\administrator

CIASVROZ
\administrator

Workflow History

[ Date Cccurred

1/11/2010 12:25 PM

1/11/2010 12:25 PM

1/11/2010 12:31 PM

1/11/2010 12:31 PM

1/11/2010 12:32 PM

[T 1/11/2010 12:32 PM

Title

Workflow initiated: gsl.pdf

EIE HEW

Review task gsl.pdf @inew

The following events have occurred in this workfiow.

Event Type

Waorkflow
Initiated

Error

Task
Completed

Error

Task
Completed

Workflow
Completed

User ID

CIASWROZ
\administrator

System Account

CIASWVROZ
‘administrator

System Account

CIASWVROZ
\administrator

CIASWVROZ
\administrator

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

Due Date  Status Related Content  Outcome
1/11/2010 Completed gsi The task has been
completed.
1/11/2010 Completed gsl The task has been
completed.
Description Cutcome

Three-state workflow started on
http://ciasvr02/Shared%2000cuments/gsl.pdf.

The e-mail meszage cannot be sent. Make sure the
outgoing e-mail settings for the server are configured
correctly.

Three-state workflow state change on The task has
http://ciaswvri2/Shared%2000cuments/gs1.pdf. been
Shared Documents.Status is now Pending. completed.

The e-mail mes=zage cannot be sent. Make sure the
outgoing e-mail settings for the server are configured
correctly.

Three-state workflow state change on The task has
http://ciasvro2/Shared%200ocuments/gsl.pdf. been
Shared Documents.Status is now Approved. completed.

Three-state workflow completed on
http://ciasvr02/Shared%20Documents/gs1.pdf.
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At the bottom of the screen you will find the workflow history providing you a complete
audit trail of all the steps that have been taken.

All of this workflow information is available at any stage during the workflow process.

Team Site » Tasks » All Tasks
Use the Tasks list to keep track of work that you or your team needs to complete.
Home | Test Search Search this site... el 7]
Libraries - W Type Title Assigned To Status Priority Due Date % Complete Predecessors  Related
Site Pages ] Workflow CIASVRO2\administrater Completed (2) 1/11/2010 100 % gsl
Shared Documents initiated: Normal
gsl.pdf
£ HEW
Lists ] Review CIASVRO2\administrater Completed (2) 1/11/2010 100 % gsl
Calend task Normal
alendar gsL.pdf
Tacks £ HEW

If you View All Site Content (in the upper left above the Quick Start menu) you will find a
Task list corresponding to your workflow (in this case called Tasks) if required for
review.

This tutorial has taken you through the steps of configuring and using a basic three state
workflow that come standard with SharePoint 2010.

16.5 Taking files offline with Outlook 2010

This tutorial is designed to explain how to take documents in SharePoint 2010
Document Libraries offline with Microsoft Outlook 2010. To complete this process you
will require access to a SharePoint 2010 site via a web browser as well as Microsoft
Outlook 2010 installed on your local system.

Team Site » Shared Documents » All Documents
Share a document with the team by adding it to this document library.
Home Test Search Search this site...
Libraries T Type Name Maodified Modified By File Size
Site Pages B crn june 2009 & new 1/11/2010 1:50 FM CIASVROZ\administrater 85 KB
ST RIS IZH forecast Fnew 1/11/2010 12:53 PM CIASVRO2\administrator 21 KB
. R gsl i Hew 1/11/2010 1:51 PM CIASWROZ2\administrator 916 KB
Lists
A The problems with emails & new 1/11/2010 1:51 PM CIASVROZ\administrator 507 KB
Calendar
Tasks 4 Add document
Contacts

To take files from a SharePoint 2010 Document Library offline using Outlook 2010 firstly
navigate to the Document Library in your SharePoint 2010 Site using a web browser.

© www.ciaops.com
29 December 2014 Page 30



http://www.ciaops.com/

Chapter 16 - Tutorials

Library Tools

Site Actions » @8 Browse Library

Q L} Form Web Parts -

=) fj ) [[» Modify View . Current View: Q i
") = z e [ll Create Column | All Documents - : B |“_—'~| Edit Library
Standard| Datasheet  Mew Create E-maila Alert  RSS syncto SharepAiNt
View View Row ] View [ Mavigate Up Current Page Link Me~  Feed Warksp g @ MNew Quick Step
View Format Datasheet Manage Views Share & Track Connegl & Export Customize Library

From the ribbon menu item of the Document Library select Library | Connect to
Outlook item. This button is to the right of the screen as indicated above.

Internet Explorer x|

'\J < Do you want to allow this website to open a program on
*  your computer?
From: ciaswrl2
Program: Microsoft Qutlook

Address: stssync://sts/?
ver =1, 18type =documents&cmd =add-

1

V¥ Mways ask before opening this type of address

Mlow | Cancel

potentially ham your computer. Do not allow it unless you trust

lél Allowing web content to open a program can be useful, but it can
" the source of the cortent. What's the risk?

You may be prompted with a security warning about allowing content from a web site.
As this is a known good source select the Allow button to continue.
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8=

[E) Rss Feeds
L2 Search Folders

o~ Mail
ﬁ Calendar

Contacts

& Tasks

el 3 (2 -

@] —j 9 | = Inbox - director@ciaops.com - Microsoft Outlook o [E 2
i Home Send / Receive Folder View
: = Igno N x4 [ Move Find a Contact -
LI I X aqadgs 3 N :
%= Clean Up ~ - " = -8 - &Rules‘ C (B Address Book
Mew  MNew Delete Reply Re Forward B - . _ ~ o - _ _ Send/Receive
E-mail Ttems» | & Junk - A (3 Team E-msil ~| | oflOneNote | ¥ Follow Up W Filter E-ma All Folders
Mew Delete Respond Quick Steps F} Move Tags Find Send/Receive
4 Favorites
_ Search Inbox (Ctri+E) »r g
L-] Inbox
L;-] sent ftems Arrange By: Date Mewest on top ﬁ
=
(5] Deleted Ttems There are no items to show in this view, ]
=3
........................................ 5
e
4 director@ciaops.com Microsoft Outlook 5' B
L5 nbox Connect this SharePoint Document Library to Outlook? v
7| Drafts
L@,l ‘fou should only connect lists from sources you know and trust. -
L= Sent Items g
5] Deleted tems Team Site - Shared Documents 2
[g Junk E-mail http: f{ciasvr02/Shared Documentsf ;
3 outbox To configure this Decument Library, dick Advanced. %

Advanced... Yes

Ttem

s0 |

| mEg 10e

If not already open, Outlook 2010 will launch. You will then be presented with a warning
window like that shown above asking whether you wish to allow Outlook 2010 to
connect to this document library.

Press the Yes button to allow this connection.

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

Make any changes and press the OK button to continue.
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ﬂ|'11 |=

Send / Receive

Team Site - Shared Documents - SharePoint Lists - Microsoft Outlook

Folder View

o B ER

.] .“ ! x 3 \g $ _‘3 Move to: 7 = _B Move = f=d Unread/Read |Finda Contact ~
b f=3 Clean Up ¢ o ,_'5 To Manager Lil‘\llules' Cate z [ Address Book
MNew  Mew Delete | Reply Reply Forward B pgre = - — copy S ~ ~
E-mail Ttems - &y Junk ~ Al i 5 Team E-mail 7| | shortcut (M Oneote | ¥ Follow 7 Filter E-ma
MNew Delete Respond Quick Steps Move Tags Find
# Faverites ‘5 h Team Site - Shared D) ts (Ctrl+ 2 <
Search Team Site - Shared Documents (Ctrl=
| B3 inbox forecastxlsx
lj Sent ftems Arrange By: Availability CIASVRO2\administrator rﬁ
=
)
oz et 4 Downloaded Documents Monday, 1 November 2010 g
B — W 21 KB 2
[ Inbox 4+ | [ onjune 2009.pdf 1:51 PM g
(7| Drafts CIASVRO2\administrator
(= sent Items IE] forecast.xisx 12:54 PM
. =| ¥
(3] Deleted rems CIASVRO2\administrator A B C D E Ca o
™ )
(g Junk E-mail _] osLpdf . . 1:51 PM 1 Jan Feb Mar Apr May Jun E
[ Outbox CIASVRO2\administrator 2 |NSW 100 106 112 118 124 el
[f5) RS Feeds ] The problems with emails.paf 1:51 PM 3 VIC 99 108 107 126 135 7
CIASVRO2\administrator =
LG Search Folders 4 |QLD 83 95 107 119 131
| 4 sharepoint Lists s
@ Deleted Items b 3
7
40 Search Folders 3
LG offiine Documen v
9
.j Mail 10
11 L4
| Calendar 12
8| Contacts 13
14
o] Tasks 15
-
k] Ca . ar eal e ee il
- M 4+ M| Chartl | Sheetl / Sheetd .~ Sheet[] 4 [ ] 4
Items: 4 Unread: 4 | Send/Receive mm— This folder was last updated on1/11/20101:56 PM. | [ EI 10%

Once the SharePoint 2010 Document Library is connected you will see that Outlook
2010 creates an additional folder (if it did not already exist) called SharePoint Lists under
the current mail folders on the left of the screen. Underneath this folder you will find
your linked SharePoint list (in this case Shared Documents).

If you click on this SharePoint List in Outlook 2010 you will see a list of the documents in
the SharePoint 2010 document library appear as items. Selecting any of these items will
display a preview of that file (provided the appropriate file viewer is available in Outlook

2010).

You can open an item in the list by double clicking on it.

You will normally be prompted as to whether you wish to open the file since the source

may be un-trusted to the local machine.

In this case select the Open button to continue.
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IEII H9 -5 Microsoft Excel = @ R

Home Insert Page Layout Formulas Data Review View [ e

9 = General - Eggl Conditional Formatting ~ j‘ﬂ Insert = E - %
v = [ﬁ
$ - % » | [EiFormatasTable - & Delete ~ | [g]-

i= = - L Sort & Find &
FEE gom () el Styles - [ElFormat = | 2~ Filter~ Select -

Clipboard Font Fl Alignment Fl MNumber Fl Styles Cells Editing

& Calibri 1l v A A =
Pacte I—"\‘ﬁ' & A
) B 7 U~ - - A-

i
i ]

0 Offline Server Workbook  To modify this workbook, edit it offline and save it to the server later. | Edit Offline x

D4 - £ | 107 z

@_Jforacast (2} [Read-Only] (=
A B c D E E G H I 1 K L M N C
1 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
2 |NSW 100 106 112 118 124 130 136 142 148 154 160 166
3 VIC 99 108 107 126 135 144 153 162 171 180 189 198
Zl QLo 83 95I 107! 119 131 143 155 167 179 191 203 215

Ready | |[EEm 0% c——0—@
—

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

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

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

You will also notice an Edit Offline button to the right.
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N EECHE

& Calibri - 11

aste B I U~ i~
7 = i

Clipboard Font

Home Insert Page Layout

M

I
i (1]
%

Microsoft Excel
Data Review View

General

$ - %
E' «.0 .00

60 &0

- =1
=
i=

Alignment % | MNumber

FﬁCunditimnalmeatﬁng' j’ﬂlnsert' - W ‘:ﬁ
§- =

Sort & Find &
T Filter~ Select~

o = ER

> @

0 Offline Server Workbook — To modify this workbook, edit it offline and save it to the server later, | Edit Offline |

D4 v

@]forecast

A B c
1 Jan Feb

2 |NSW 100 106
3 |VIC 99 108

|4 |aw 83 o[«
5

.
| To allow you to edit offline, this document will be stored on your
* computer in:

SharePoint Drafts

You can turn off offline editing or change the settings in:

Offline Editing Options
I~ Don't show this message again

[ o ]

Ready |

[EEm w0 &

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

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

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

in Excel.

Press the OK button to continue.
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E SharePoint Drafts

@ | % - Administrator = My Documents - SharePoint Drafts - lﬂ

| Organize v Indudeinlibrary »*  Sharewith +  New folder

i 5 Documents 2l Name - Date modified
J’ Music

- i Pictures @ forecast 1/11/2010 2:00

i E Videos

B8 Administrator

17 Contacts

m Desktop

& Downloads
fi [ir Favorites

§ Links
= ;_ My Documents
Outlook Files

W My Music

=| My Pictures

8 My Videos

# Saved Games
& Searches

= 1% Computer
&, Local Disk (C2)

= €l Network >4l 1 i

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

Excel Options 2=l

General .
H Customize how workbooks are saved.
Farmulas
Proofing Save workbooks
Save files in this format: IExceI Workbook ;I
Language [V save AutoRecover information every |10 E‘ minutes
72 Keep the last autosaved version if I close without saving
Advanced

AutoRecover file location: IC:\U sers\AdministratorAppData\Roaming\Microsoft\Excel),

Customize Ribban Default file location: IC:\Users\Administrator\Documents

AutoRecover exceptions for: I@ forecast.xlsx hd I

[l Disable AutoRecover for this workbook only

Quick Access Toolbar

Trust Center

Offline editing options for document management server files

Save checked-out files to: (i)
' The server drafts location on this computer
% The Office Document Cache

Server drafts location: IC:\Users\Ad ministrator\Documents\SharePoint Drafts) Browse... |

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel: (i) Colors... |
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You can alter the offline Excel options either by clicking the hyperlink shown in the
previous window.

When you do you will see a window similar to that displayed above. The middle section
on the right displays the offline editing options which can be changed if desired.

After you finish editing the document and close it,

ﬂu‘j |=

M B

Team Site - Shared Documg

S5end / Receive Folder View

X ag

= sent tems
@ Deleted Items

&) Deleted Items

li@ Junk E-mail
[[3] outbox

L) RSS Feeds

L& Search Folders

4 SharePoint Lists

&) Deleted Items

4| 0 5earch Folders
LG Offline Documen
LO SharePoint Draftg
4 Team Site - Shared =

MNew  New Delete | Reply Reply Forward B prore -
E-mail Ttems~ | & Junk~ All 2
Mew Delete Respond
4 Favorites &
) Search Team Site - Shared Documents (Ctrl+ O
L] Inbox

Arrange By: Availability

4 Downloaded Documents

1 o june 2009.pdf 1:51 PM
CIASVRO2'administrator

IEJ forecast.xlsx 12:54 PM
CIASVRO2'administrator

1 osLpdf 1:51 PM

CIASVRO2\administratar

j The problems with emails.pdf 1:51 PM
CIASVROZVadministrator

You will now see in a small icon in the bottom right of the item in Outlook 2010 as well a
message window in the document preview basically telling you that the changes made
to the document only reside on the local machine and have not been updated to the
SharePoint 2010 Document Library. This is typically because the machine is now working
in an ‘offline’ state, not connected to the original SharePoint 2010 Document Library.
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o9 = I

File. Home 5end / Receive Fold
= *® - 4a Reply
9o X

4 Reply All
Mew  New Delete B
E-mail Items~ &' = Forward
Mew Delete Respond
4 Favorites < R
earch Inbox (
[5) mbox
@ Sent ftems Arrange By: Dat)
&) Deleted Items There are no

[ search Folders =

A Sharrfeint Licks
"j Cpen in New Window
o,

Open File Location
o
[J' C’.& LClose "SharePoint Lists”
D 4 Mew Folder...
~ 3 Show in Favarites
= ﬂ B
s | Folde
e & DataFi

A2l contacte

le Properties...

The actual SharePoint Lists folder in Outlook 2010 is merely a PST file saved on the local
workstation. You can determine the location of this PST by right mouse clicking on the
SharePoint Lists item in Qutlook 2010 and then selecting Properties from the menu that
appears.

lg“ Lﬁ ) |7 Inbox - director@ciaops.com - Microsoft Outlook
File. Home TR e SharePoint Lists Properties : |
£ .] [% 5 ﬁ L General |Horne Pagel Find a Contact = 5
L= ' & l— [G Address Book 3
New  New Delete SharePoint Lists . . Send/Receive
E-mail Items~ &~ % - \ Filter E-mail = | )l Folders
New Delete Type: Folder containing Mail and Post Items Find Send/Receive
4 Favorites < Location: Microsoft Outlook
Se: <
[ mbox Desciption:
[ sent tems il G|
-
(&) Deleted ftems g
=]
________________________________________ ‘g
L@ search Folders & :
& show number of unread items
| ST UE S " show total number of items
@ Deleted Items "
When posting to this folder, use: [TPM Post =] g
4 [ search Folders posting = e
Ep Offline Documen 2
L@ sharePoint Drafts 5
=
S Folder Size... | Advanced... s
L] Mail
Upgrade to Color Categories... |
0| Calendar
8=| Contacts
a o] Ca E . oK I Cancel | Appl |
ltems: 0 | €3 Working Offline | DB 1036 (=i

Select the Advanced button.
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.ﬂl —ﬁ 9= Bciaops.com - Microsoft Qutlook o B R
File Home Send / Recein xl| o @
X -
P :. I_H w ﬁ 3 X nd a Contact = —
% = N 4 General | Ll Address Book 1=
Mew  MNew Delete e _ _ Send/Receive
E-mail Ttems~ | &~ G MNeme: [sherepcint s ite All Falders
New Delete Find Send/Receive
Filename: I C:\Users\Administrator \AppData'LocalMicrosoft\Out
4 Favorites 4 B "
-
[ Inbox ] Format: [ Outlook Data File =
Arr
(=3 sent ttems Change Password Changes the password used to access z
€3] Deleted Items ng " | the Outiock data file g
CompactNow Reduces the size of your Outlook data B
L@ search Folders = = file g
ES
4 sharePoint Lists <
bl
{a] Deleted tems G g
4 [0 Search Folders !
E’}J Offline Documen)|
[, sharePoint Drafts :
oK I Cancel Apnly. g
[ Mail &
Upgrade to Color Categories... =
=
&
ﬂ Calendar %
8-| contacts
oK Cancel Appl
"R | [T
ftemsi 0 | € working offiine | M B8 0% —————— 1 4

In this case you can see that SharePoint Lists item is a Personal Folder File format (i.e.
PST) and by default its location is
C:\users\<current_user>\AppData\local\Microsoft\Outlook.

B outlook

e,

k_)\—/ | . = Users ~ Administrator = AppData = Local = Microsoft = Outlook -

- ml Sear

Organize *  Indudeinlibrary =  Share with +  MNew folder
E @ Administrator ;I Mame = Date modified |
EE' ' AFLZD;:E | RoamCache 1/11/2010 1:57 PM
@ Application D || rdaste.sharing. xml. obi 1112010 2:10 PM
[@ History rSharePoint Lists. pst. tmp 1/11/2010 2:13 PM
= Microsoft || Outlook. sharing. xml. obi 1/11/2010 2:10 PM
/ Credentials (8] sharePaint Lists.pst 1/11/2010 2:18 PM
./ Ewent View
. Feeds
| Feeds Cac
.. FORMS
. InternetEx
L Office
Outlook
./ RoamCat
. Windows
.. Microsoft Hel

If you view this location with the Windows file manager you can see the .PST file (in this

case SharePoint Lists.pst).
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Inside this PST file is initially kept a full copy of every document in your SharePoint 2010
Document Library. If you wish to connect to a large document library it could result in a
large PST file being created on the local system.

It is also important to note that while the offline files remain read only they reside inside
this PST. When you elect to edit them locally a copy is also stored in the SharePoint
drafts folder also on the local machine as shown previously.

g| 'ii 9 | = Offline Documents - SharePoint Lists - Microsoft Outlook = B 2R
File Home Send / Receive Folder View ] 0
£ [EL 1 £ Reply (23 Move to: 7 sa g Move ~ v Find a Contact ~
i s Re
§ .L-@ReplyAll Sl &Rules' [} Address Book
Mew  Mew Delete - - =53 Copy Copy - ags -
E-mail Hems~ %v &5 Forward @ ick Print hortcut LM Onellote - =
Mew Delete Respond Quick Prin Move Find
-
4 Favorites 4 - 4 Reply .
=) Inbox search Offline Docy 3 Forward Sl.pdf
— Arrange By: Folder | __ a B CIASVRO2\administrator
=4 Sent Items 2=l %8s Copy Shortout . ;;ﬁ
\ . h =]
{a] Deleted Items 4 Team Site - Sha Remove Offline Copy [ 1: Monday, 1 November 2010 5
"""""""""""""""""""""" s ¥ = 916 KB b=
O search Folders 4 ] gslpdf [ Mark as Upread 3
. . CIASVROZ2\admi e
4 sharePoint Lists e
< _] The problems Y 5
\al Deleted ltems CIASVROZ\admi Find Related 3 =
) wadmi This file cannot be previewed because E
4.0 Search Folders _] ernjune 2009.¢ ; Quick Steps b there is no previewer installed for it.
Lo offiine Documen| | | CIA5VROZadmi
L3 sharePoint Drafts _ ] forecastasx ) A d
CIASVROZ2administrator L 5'
. =
[~ Mail -]
=
o Calendar ?
=
3
8=| Contacts
¥ k] 03 (E -
Items: 4  Unread: 2 | QWOrking Offline | [0 EF 10%

It is possible to remove the offline copy of the file from the local PST file by right mouse
clicking on the item and selecting Remove Offline Copy from the menu that appears.
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Ig“ —i,] f) | = Team Site - Shared Documents - SharePoint Lists - Microsoft Qutlook o = ER
File Home Send / Receive Folder View & e
v : 1 ‘@ R x & Rep = 23 Moveto: 7 sz, 25 Move ~ w | [FindaContact =

! % @ Reply Al B - lﬁ%Rules' [ Address Book
Mew  New Delete - il . _ = Copy L Tags o
E-mail Tems~ | @7 S Forward = | |3 Team E-mail | | swortcut (B OneMote =  Filter E-ma
MNew Delete Respond Quick Steps ] Mave Find
4 Favarites <
~— Search Team Site - Shared Documents [Ctrl+ & forecast.xlsx
-] Inbox
[ sent tems Arrange By: Availability Sent Tue 2/11/2010 12:57 AM H
Changed By: CIASVRO2\administrator =
@ Deleted Items . S
4 Downloaded Documents Checked Out To: £
"""""""""""""""""""""""""""" Last Ch d: Mon 1/11/2010 2:20 PM =
4 SharePoint Lists « | 1 onjune 2009.pdf 1:51 PM aet Enange on 1AL/ g
P L Size: 21 KB B
ﬁ Deleted fems CIASVRO2\administrator é
= |_1 gs1.pdf 1:51 PM Click below to download and preview this document. &
4L0 Search Folders CIASVROZ\administrator g,
L2 Offline Documen; [ The problems with emails.pdf 1:51 PM é
LA SharePoint Drafts CIASVROZ\administrator
4 Team Site - Shared A\ d
> 4 Available for Download =
. ; a
[~ Mail 3] forecast.xdsx 2:20 PM &
: CIASVROZ\administrator 2 =
-
| Calendar %
8=| contacts
- Download this document
& k]l C3 & -
ltems:4 Unread: 1 | This folder was last updated on 1/11/2010 2:04 PM. QWorking Offline | [ B3 100% (=)

After doing this you will no longer see a preview of that file. If you wish to have an
offline copy for viewing simply click the Download this document button to copy that
file from the SharePoint 2010 document library back to the local .PST file again.

[T Type Name Madified
] crn june 2009 &EHew 1/11/2010 1:50 PM
r |Z|_] forecast &wew »|1/11/2010 12:53 PM
3 gsl Einew View Froperties 1/11/2010 1:51 FM
B The problg E# Edit Properties 1/11/2010 1:51 PM

View in Browser
dp Add document .
Edit in Browser

& Edit in Microsoft Excel
|y Check Out
@

Waorkflows
Alert Me
Send To 4

Delete

@ Manage Fermissions
X

If you connect to a SharePoint 2010 document library in Outlook 2010, subsequently
take it offline and edit documents offline, you may face the issue of document version
conflicts when you try and update a document to the SharePoint 2010 Document
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Library upon return. This is because another person may have already updated that
document in your absence.

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

To prevent document version conflicts you should ensure any documents you wish to
take offline for editing are checked out in the document library beforehand. This
checkout process can only be done via a browser in the SharePoint 2010 Document
Library and not via Outlook 2010. Simply select the options arrow to the right of the
document name and select Check Out from the menu that appears.

[ Type Mame —— = jified B
P Microsoft Internet Explorer : =| ¥
3 crn june 2009 & SVROZ2Vadministrator
*fou are about to check out: o
| forecast &inew e [frmmscioe SVRO2\administrator
B gsl &mew From:  ciaswr(2 SVRO2\administrator
W
3 The problems w I Use my local drafts folder SVRO2Vadministrator

dr Add document OK |

Some files can harm your computer. i this information loaks
suspicious, or you do not fully tust the source, do not open the file.

When you do a check out you will be prompted whether you wish to use the local drafts
folder. This again stores a copy of the file in your SharePoint Drafts folder as detailed
previously. If you elect not to use the local draft folder, a copy will be made anyway
when you elect to edit the document after opening it in Outlook 2010.

T Type Name
3 crn june 2009 & Hew
@é forecast ©2Hew
J gsl EEHEW
3 The problems with emails & Hew

When a document is checked out from a document library the type icon appears with a
little green arrow in the bottom right when viewed in a web browser. In this mode any
other user will only be able to view this file and not make changes until the file has been
checked back in.
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ﬁl _j i) |; Team Site - Shared Documents - SharePaini

File Home Send / Receive Folder Wiew
=
== % b Reply  p A3 Move to: 7
1@ X . B

i

-L% Reply All .;_—3 To Manager -
MNew  New Delete - . ]
E-mail Items - &v i Forward T [ Team E-mail =
MNew Delete Respond Quick Steps
4 Favorites 4
. Search Team Site - Shared Documents [Ctri+ O
L~ Inbox

[} sent Hems Arrange By: Availability

@ Deleted Items
4 Downloaded Documents

4 SharePoint Lists B lJ crn june 2009, pdf 1:51 PM
@ Deleted ems CIASVRO2Vadministrator
lz‘._] forecast.xlsx 2:20 PM
4 [0 search Folders CIASVRO2\administrator L
L& Offline Documen) |1 gsi.pdf 1:51 PM
Lo SharePoint Draft CIASVROZ\administrator

lj The problems with emails.pdf 1:.51 PM
CIAaSVRO2Yadministrator

4= Team 5Site - Shared
w

] Mail

After the file has been checked out, and in this case saved to the local drafts folder, you
will again see the icon in the bottom right of the item in Outlook 2010 and the message
window in the document preview telling you that the document is currently on the local
machine.

[ Type MName Modified
I_1 crn june 2009 & Hew 1/11/2010 1:50 PM
oy forecast &new ~[1/11/2010 12:53 PM
|_1 gsl &fHew View Properties 1/11/2010 1:51 PM
0 The probld 5 Edit Properties 1/11/2010 1:51 PM
View in Browser
gk Add document L
Edit in Browser
&) Edit in Microsoft Excel
| fy CheckIn
|#y Discard Check Out
E/) Workflows
Alert Me
Send To 4
.@ Manage Permissions
¥ Delete

When the local machine has been returned ‘online’ and any offline documents have
been updated you need to return to the SharePoint 2010 Document Library via a web
browser and check in any documents that were previously checked out so other people
can edit them.
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Check in mi

Retain Check Out
" . Retain your check out after checking in?
Other users will not see your
changes until you check in. If € Yes @ No
you wish to continue editing,
you can retain your check out
after checking in.

Comments
Comments:

Type comments describing [ ;I
what has changed in this
VErsion.

OK Cancel |

When you check in a document you will be prompted as to whether you wish the
document to remain checked out and enter any comments about the version you wish.
Normally, you will select the option for Yes to check the document back into the library
and press the OK button to continue.

[T Type Mame Modified
J crn june 2009 £ Hew 1/11/2010 1:50 PM
)| forecast @ Hew 1/11/2010 2:26 PM
J gsl Einew 1/11/2010 1:51 PM
3 The problems with emails 2 Hew 1/11/2010 1:51 PM

Once the document has been checked back in you will no longer see a green arrow in
the bottom right of the document type icon.

If you also return to Outlook 2010, you will no longer see any indication that there is a
local edited copy.

16.8 Mapping a Network Place

This tutorial will cover how to create a standard Windows network place that points to a
SharePoint 2010 Document Library. You will need access to a local workstation and need
to know the address of the SharePoint 2010 Document Library you wish to directly map
to.
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Robert Crane

((e Internet u My Documents

Internet Explorer

y * i 5 My Recent Documents »
I .~ E-mail

LY Microsoft Office Outlook

Eo) My Pictures
\ MSN @ My Music

g! My Computer
@ Windows Media Player

- My Network Places

-
‘% Windows Messenger =
E’ Control Panel
@ Tour Windows XP @, Set Program Access and
Defaults
Files and Settings Transfer t‘:é Printers and Faxes
L Wizard

I\'éE Microsoft Office Word 2007 @ Hekg el Sl
p Search

All Programs D =7 Run...

@ Log OFff 'O Shut Down

f " wiki - Windows Inter,.. & Test: wiki - Microsoft ... fﬁ Microsoft Word

4 stant

On a local workstation select the option to view Network Places after logging in as the
required user.
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g | My Network Places
File Edit Wiew Favorites Tools  Help #

O Back I'\_) L% p Search [{’2‘ Folders v

Address ‘a My Metwork Places V| Go

The Internet

MNetwork Tasks

Q Add a netwark place

.3 Wiews nebwork connections

;;’i], Set up a wireless network
far a home or small office

@ Search Active Direckory

@ Show icons For networked
LPAP devices

Other Places

@' Desktop

“ Entire Metwork.

9 My Computer

5} My Documents
%22y Printers and Faxes

¥ My Metwork Pl  EN

Select the option to Add a Network Place.
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\_/'l lﬁ /_\J Search /5 Folders v

#dd Network Place Wizard 3

welcome to the Add Network Place
Wizard

Thiz wizard helps you sign up for a gervice that offers orline storage space.
‘r'ou can uze this space to store, organize, and share your documents and
pictures uzing only a Web browser and Intermnet connection.

You can also uge this wizard to create a shortcut to 3 'Web site, an FTP site,
or other network, location.

To continue, click Nest.

Iext » ][ Cancel ]

Pp— r 3 r 5 r
1y Start ¢ Wiki - Wi, . (g Microsoft.., | B My B Add Net EN

In this case click Next to continue with the wizard.

w Go
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O Back

" My Network Places

File Edit Wiew Favorites Tools

©

L% pSearch [{2‘ Folders v

Help

MNetwork To

Q Add a

Add Network Place Wizard

where do you want to create this network place?

.3 Wiew

2 Setup o
&
far a ho

@ Search 4

_ Shaw ic
LIPAP de

Other PlacH

@' Deskkop|

@ Entire M
9 [y Com|

5 My Docy

%22y Printers

Select a zervice provider. |f you do not have a membership with the provider you select, the wizard will help
you create an account. To just create a shorteut, click "Choose another network, location.”

Service providers:

ork. location, of FTF site

[ < Back ]l M est > J[ Cancel ]

Click Next again to continue.
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|
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File Edit Wiew Favorites  Tools  Help i’

Q Back -\D @ p Search E{E‘ Folders v

Add Network Place Wizard

Network T3 Wwhat is the address of thiz network place? m
‘!2 Add a n %

‘; Wiew

;‘i Set up o Type the addresz of the ‘web zite, FTP site, or network location that this shortcut will open.
far a ho

@ Search 4

@ Show ic Internet or network address:

= UPRP ds
hittp:// compang ared documents V| [ Browse...

Wiew some examples.

Other PlacH

@' Deskkop|

@ Entire M
9 [y Com|

5 My Docy

%22y Printers

[ < Back ]l M est > J[ Cancel ]

T My Netw, .. B Add Mt EN | Lk B, 00 2:03PM

ﬂ Test: Wik, ..

1B Microsaft...

Enter the address of the SharePoint 2010 Document Library, in this case
http://companyweb/shared documents.

Press Next to continue.
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I
" My Network Places
File Edit Wiew Favorites  Tools  Help i’

O Back I'\_) L% p Search [{2‘ Folders v

Add Network Place Wizard

Network T4 What do you want to name thiz place? m
Q Add an

.; Wiew
;‘i Setup 4 Create a name for this shortcut that will help you easily identify this netwaork. place:

far a ho
@ o http: /¢ companyweb/shared documents.

_ Shaw ic
UPnP del  Type a name for this netwark place:

:s:haleu:l documents on companyweb

Other PlacH

@' Deskkop|

@ Entire M
9 [y Com|

5 My Docy

%22y Printers

[ < Back ” M est > ][ Cancel ]

ﬂ Test: Wik, ..

3 Microsaft. ., T My Netw, .. B A Nt .. EN | L M@, % 2i0Eem

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

\_/'l lﬁ /_\J Search /5 Folders v

:;'

Completing the Add Network Place
Wizard

r'ou have successfully created this network place:

zhared documents on companywel

A ghortcut for thiz place will appear in My Mebwork, Places,

Open this netwark place when | click Finish.

To close thiz wizard, click Finizh.

Finigh ][ Cancel ]

¢4 Start o | (@ vicrosoft.. | ey etw. . B A Nt .. EN

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

Press the Finish button to complete the process.

w Go

2:03 PM

© www.ciaops.com
29 December 2014

Page 51


http://www.ciaops.com/

Chapter 16 - Tutorials

® shared documents on companyweh |._||i||£|
File Edit Wiew Favorites Tools  Help #
O Back IJ l@ p Search [Ei‘ Folders v
Address Q Ycompanywebishared documents V| Go
] ) sharepoint - business, dacx
File and Folder Tasks Microsoft OFfice Word Document
535 KB
E’ IMake a new Folder
e Publish this Falder ko the sharepaint-tech-primer, dacx six secrets, docx
Web Microsoft Office Word Docurment Microsoft Office Word Docurnent
1,551 kB 34 KB
Other Places
ﬁa My Metwark Places
My Documents
9 My Computer
Details
OWE fa T Miki - Mic, . I'ﬁ' Microsoft Word & 2 ‘WindowsE,., -~ EN - g ", 3¢ 2104 PM

The network place should now be displayed and it should display the files in the
SharePoint 2010 Document Library.
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PR

Look in: |g My Mebwork Places v| @ -3 b T EH -

o Trusted “Entire Metwork
Templates | | sty weh Sites on MSH

& My Recent "3 <hared documents on companyywet
Documents

@' Deskbop
Iy
B Documents

2l

Compuker

g My Metwark,
Flaces

File: name: | v |

Files of Lype: |AII Word Documents (*.docx; *.docm; *.dobx; * . dotm; *.doc; *.dat; * htemg * . html; *.ekF; *.mbk; * vl

[ Open H[ Cancel ]
=

‘Words: 0 |

¢4 start

- Microsaft ... Microsoft

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

File Edit Wiew Favorites Tools  Help L

e Back - \_/'l lﬁ /_\J Search v

Address |;_;) \hcomparywebishared documents v| E

H_T" Folders

X
folders Li?_-‘ > sharepaint - business.docx
(B} Deskiop Farrms T Microsaft Cffice Word Document

535 KB
Lj:; My Dacuments ==

= t’l My Computer Tw= sharepoint-tech-primet ,docx Towz " six secrets. docx
& 314 Floppy (A1) I = Microsoft Office Word Document L'_—‘-—;' Microsoft Office Word Document
e Local Disk () 1,351 kB 34 kB
() PI_VER_2_0_REY_D (D:)
[&F control Panel
= g My Mebwiork Places
ﬁ Entire Metwork
@ My Web Sites on M3N
SR8 -} red documents on compa
IC3) Forms
& Recycle Bin

[%

!

—'—_ - 3 r -
g S13H - 450 ic... Micras ’ @ shared docum, ..

If you use Windows Explorer you should also be able to browse to this location under
My Network Places. The ability to create and edit documents here is determined by the
user rights within SharePoint 2010.

16.7 Implementing shared OneNote notebooks

OneNote is an electronic version of a paper notebook where you can record all sorts of
information that you probably now typically keep on paper. You enter the information
into OneNote in a variety of ways including typing, copying and pasting as well as using a
stylus if available. You can also easily draw diagrams and include other graphics to
enhance the information that you save.

OneNote allows you to easily edit and relocate your information. You can quickly and
easily create more space at the bottom of a page, move a section to another location or
create new pages and sections quickly and easily. You can even have multiple notebooks
for each different type of information.

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

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

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

This tutorial will show you how to create a shared OneNote notebook on a SharePoint
server that is hosted on the Internet.

F

N]| (= HI=E = Microsoft Onellote = [= 82
Home Insert Share Ciraw Review View o2 @
* Unfiled Notes Search All Notebooks (Ctrl+E) O +
_|Mew Page - >

@ This section is empty.

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

http://www?7.buyoffice.microsoft.com/asia/product.aspx?sku=10234613&cache
=-144022050&country_id=AU&culture=en-US

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

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

Once you have this information select File | New from the menu.
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@I ] | Microsoft OneMote o B E3

Home Insert Share Diraw Review View 0

New Notebook

1. Store Notebook On:

e Web
&) Accessfrom any computer or browser,

Share with others (optional).
Network

Shared with others on the network or
SharePoint.

My Computer

Help 2. Name:

Workl
] Options

9 Exit

3. Network Location:
http://ciasvrl2/Shared Documents/ Browse

Recent Locations

= Shared Documents
- http://ciasvr02/Shared Documents/

Create
Motebook

Select Network as the location, enter a notebook name and the network location (in this
case a SharePoint 2010 Document Library).

It is recommended that you keep the notebook name as short but descriptive as
possible and avoid using special characters like spaces, question marks, exclamation
marks and so on.

Once you have selected these options press the Create Notebook button to continue.
You can also elect to send an email to others to let them know about this new shared

notebook but it is recommended that you uncheck this option because identical emails
can be sent out once the notebook has been created.
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Home Insert Share Diraw Review WView
Info

New Notebook

Microsoft Oneliote g Z

Connecting to new notebook location

Nej Cancel |
=g T TTOTT Ty CoTTROTOr T TTOTTeT
Share Share with others (optional).
E | Shared with others on the network or
i x|
Help
|z] Options
Ed Exit
3. Ne¢
rep Ce | [e=

Recent Locations

.A/ Shared Documents
- http://ciasvil2/5hared Documents/

If the location in which you have chosen to store the new notebook requires a password
for access you will need to enter it now. If you are storing the new notebook on an
internal server then you will normally not be prompted for credentials as they will
automatically be passed through to the server for you.

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

@| IIE-:I' a9 BE =] = Untitled page - Microsoft OneNote o B 22
Home Insert Share Draw Review WView Ll 0
> New Section 1 s Search All Notebooks (Ctrl+E) O ~
4
g el lE Lt i . _IMNew Page -
ijﬂ Untitled page

Monday, 1 November 2010
320 PM
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You should now see a new notebook displayed in OneNote. You will notice that near the
notebook name, in the upper left of the screen, is a sync icon. In this case it is green

which indicates that the information on the server and the information displayed to you
are the same.

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

[T Type MName Modified Modified By
Ca Work 1/11/2010 3:20 PM CIASVROZVadministrator

gp Add document

If you now visit the location where the notebook is stored on the SharePoint 2010

server, you will find a folder with the name of the notebook in the document library (in
this case Work).

T Type Name Modified Modified By
@f MNew Section 1 £ Hew 1/11/2010 3:21 PM CIASVRO2Vadministrator
@ﬂ COpen Motebooke £ new 1/11/2010 3:21 PM CIASVYROZ2Vadministrator

gp Add document

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

[T Type Name Modified Modified By
@ Mew Section 1 £ HEw 1/11/2010 3:21 PM CIASVROZ\administrator
@ Mew Section 2 £ Hew 1/11/2010 3:26 PM CIASVRO2\administrator
Igﬂ Cpen Notebook & Hew 1/11/2010 3:26 PM CIASVRO2\administrator
dp Add document

Once you update the notebook and add more pages you will see them appear in the
folder in the document library.
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(N]| (e A== Untitied
Home Insert Share Draw Reviewy

Mew Section 1 New Section 2

Rename...

B rark | v

il

Save As..

Sync This Notebook Now [Shift+F3)

@

Notebook Sync Status...
Close This Notebook
Copy Link to Notebook
New Section

New Section Group

New Notebook...

TN

fal  MNotebook Recycle Bin

Properties...

Although a notebook stored on a SharePoint server will automatically synchronize in the
background it is possible to force this synchronization process at any time. To do this,
right mouse click on the Notebook name on the left hand side and select Sync Theis
Notebook Now or simply press the Shift+F9 key.

When synchronization occurs, the green sync icon next to the notebook name in the
upper left of the screen will spin. Once it stops spinning the synchronization is complete.

File Edit “iew Insert Format Share Tools  Table  Window  Help j

@ - @ - CaNew v (] % Ca @9 - WTask - YyTag - &icip B 4H | @ | 1w00% - Ti17 -

fujﬂ Work Mew Section L | Page 2 Search

B OneNote needs a password to sync some of your notebooks. Click here to see the list of sections and notebooks that I
require passwords,

ﬁka ¥ |

Infg

If you return to the notebook after closing the OneNote application you will find that
OneNote automatically opens the notebook for you. However it merely opens the last
local copy of the notebook it has stored. It is possible that additional updates have been
made to the notebook since it was closed so you need to ensure that these changes are
synchronized.

As you can see above, when you open the notebook at the top of the page will appear a
warning that prompts you that you need to login to get the latest changes to the
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notebook from the remote server. This will normally not occur with internal servers as
they typically automatically pass through any login credentials.

Eile  Edit Miew Insert

Format  Share Tools  Table  Window

Help [ 7]
@ -@D-|Cobew ~ (] % Ha @9 | WTask - YyTag - awiclp @A 4H (@ [00% ~ 2ir - B|i=~
s Hjﬂ Work New Section 1| Page 2 | Search All Notebook]
-
§ @ OneMote needs a password to sync some of your notebooks. Click here to see the list of sections and notebooks that | | |Mew Page
i require passwords, o
&} work (http:/isharepoint.ciaops. comdemo/onencte ok
Information
“Monday, 25 lanuary 2010
11:32 AM

To login to the remote notebook to access any changes simply click on the warning
message and select the location of the notebook that appears.

M Information - Microsoft Office OneMote

‘ File Edit Wiew Insert

Format  Share Tools Table ‘Window Help |_:f'j

» 1T+ B = . WL
]
”» M Work Hew Section 1| Page 2 | |Search All Motebooks P '|
=
§ @ OneMote needs a password to sync some of your notebooks. Click here to see the list of sections and notebooks that | Mew Page - | ¥
require passwords.
@ Information
~Informatio n‘
“Monday, 25 lanuary 2010
11:32 AM

Connecting to sharepaint . ciaops, com,

User name: |£E director@ciaops,com V|

Password: | (LTI I LY ] |

Remember my password

[ K ] ’ Cancel

ﬁ' Connect to sharepain, ..

You will then be prompted to enter your login details for the remote notebook.

Press the OK button when complete.
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. Bl Edib Miew

Insert

@vJT o Mew - [ | o —_‘Iﬁ

Farmat  Share

Motebooks

@ Work

S Mew Section 1
= Page 2

:{_3, o

b3

“Monday,
11:32 AN

Upon correct login you should see the green sync icon near the notebook name spin as
any updates are loaded to your local copy. The time that this synchronization takes
depends on how many changes have occurred since the local notebook was last

synchronized with the server.

When the synchronization process is complete the sync icon will stop spinning and
remain green. Depending on how you have your notebook view configured you may
also see a green tick with the sync icon indicating that the process is complete.

Now the copy of the local notebook and the one on the server are the same.

@ Information - Microsoft Office OneNote

Help [

- B =L WL

Search All Notebooks © +

Eile  Edit  Wiew Share Tools Table ‘Window
D@ @) v pew v K G @D - Wrask v P Tan - atdip @ H @ 100%
Notebooks Ly work Mew Section 1| Page 2
b Jwork @
& Mew Section 1 H .
N Information
FeatherText
ure
Unfiled Motes
% All Mokebooks

|_JMew Page v »

Information

- Windows L., m Infarmation - Microsa...

12:51 PM
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If a file is embedded in a OneNote notebook that is stored on a SharePoint server that
file can be updated without the need for OneNote on the remote desktop.

[T Type Mame Madified Madified By
3 MNew Section 1_onefiles 1/11/2010 3:31 PM CIASVRO02\administrator
@P Mew Section 1 £2HEw 1/11/2010 3:31 PM System Account
@P MNew Section 2 B Hew 1/11/2010 3:26 PM CIASVRO02\administrator
Open Notebook £ Hew 1/11/2010 3:26 PM CIASVROZ\administrator
% Add document

This is because the file that is embedded in the OneNote notebook page is actually
saved in a separate folder in the document library as shown above (in this case the
folder called New Section 1_onefiles).

Team Site » Shared Documents » ... New Section 1_onefiles » All Documents

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

Home | Test Search Search this site...
Libraries [T Type Name Maodified Modified By
Site Pages 0 c85f2b53-87c8-464d-9384-a1a3976203063 & rew 1/11/2010 3:31 PM CIASVROZ\administrator

Shared Documents
4 Add document

Inside this folder you will find the embedded document which can be updated without
OneNote and any updates will also be pushed out to the OneNote notebooks when they

synchronize.
Nl @ [0 |- Page 2 -
Home Insert Share Draw Review

Notebooks: < New Section 1 New Section 2
m Work -
Rename...
S New S

S New S| save fs..
Sync This Notebook Now (Shift=F2)

)

Motebook Sync Status...
Close This Notebook
Copy Link to Notebook
Mew Section

Mew Section Group

Mew Motebook...

LEh D&

@ Motebook Recycle Bin

Properties...
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You can view the storage location of a OneNote notebook by simply right mouse
clicking on the notebook name in the upper left and selecting Properties from the menu
that appears.

Notebook Properties 2 x|

Cisplay name: IW:l'k

Does not affect the actual notebook folder name.

Color: i.mJ Work ]:'j

Path: http:f/dasvri2/Shared Documents MWark M ork/

Change Location... |

Default Format: OneMaote 2010 notebook format Convert to 2010 |

Convert to 2007 |

Ok I Cancel |

You will then see the path to which the notebook is displayed as well as an option to
change its location if desired.

Press the OK button when complete.
16.8 Inline Editing

One of the new features of SharePoint 2010 is inline editing. This means that you can
edit the properties of a list item without having to firstly open the item.

The first step in enabling inline editing is to modify the existing view of the items. In this
case we'll do it on a document library to demonstrate that it can also be done here.

Site Actions ~ [ [T ) Library

Companyweb » Shared Documents » All Documents

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

Home Search this site... 2 @
Libraries T Type Name File Size Modified Modified By Style
Site Pages 0 powar of an hour & wew 1121 KB 2/28/2011 3:07 BM robert
Shared D t )
ared Documesns 0 SMBNation2008-GS1 Einew 1497 KB 2/28/2011 2:40 PM robert

Fax Center
% Add document

View the Document library as shown above. Select the Library tab, at the top of the
page, to expose the ribbon menu.
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Library Tools

Site Actions ~ Browse m

E BE| — ¥ Modify View + Current View:
1 1 |}
—J E:j‘ E| - il Create Column | All Documents  ~
5tandard| Datasheet  New Create
Wiew View Row |#]  View [J) Navigate Up | Current Page
View Format Datasheet Manage Views
Libraries [T Type MName
Site Pages | power of an hour & Hew

Shared Documents ]
| SMBMation2008-G51 & Hew

Fax Center

From the ribbon menu select the option Modify View (just under the Library tab), which
is towards the middle of the ribbon near the Create View button.

[ fonet

Site Actions ~ g

Companyweb » Shared Documents » Document Library Settings + Edit View

To customize this view further, use a Web page editor compatible with Microsoft SharePoint Foundation.

Home e
Libraries OK Cancel |
Site Pages

Name
Shared Documents View Name:

Type a name for this view of the document library, Make the name
Fax Cent: All Documents
e enter descriptive, such as "Sorted by Author®, so that site visitors will know what . I b address of this view:

to expect when they dick this link. Web address of this view:
List http://companyweb/Shared Documents/Forms/ IAIIItems
Ists

-aspx

Calendar

This view appears by default when visitors follow a link to this document library.

Tasks If you want to delete this view, first make another view the default.
Discussions 3 Columns
Team Discussion Sglac_t or _dear the dm_ack box next to z_aach calumn you want to show or Display Column Name Position from Left
:Siggrﬂsmv:m:i?i:np?rfﬁnﬁjggy the order of the columns, selecta =4 Type (icon linked to document) m
Pictures I3 Name (linked to document with edit menu) IE
Pictures ¥ File Size 3 =
¥ Modified [« =
5 Recycle Bin ~ Modified By lﬁ
[Z an site Content 2 Style [e =1
- Check In Comment m
r Checked Out To ﬂ

This will bring you into the Edit View window. Scroll down until you locate the option
Inline editing, which is towards the bottom.

= Inline Editing

Choose whether an edit button on each row should be
provided. This button allows users to edit the current row in
the current view, without navigating to the form. Inline editing
i= only available on views that have their Style set to Default.

Allow inline editing

If you now expand the option you should see that you can tick a check box to enable this
setting.
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Check the Inline Editing option and scroll to the bottom of the screen and press the OK
button to save your changes for this view.

r Type Mame
reE power of an hour & new
3 SMEMation2008-G51 & Hew

You should now be returned to the list of items. If you hover the mouse over an item
you should see that a new edit icon appears to the left of the entry. Click on this icon to
open the Inline editing ability for this entry.

- Type Name File Size Modified Modified By Style

ower of an hour pdf 1121 KB robert -
B3 0O b P | =

A SMBNation2008-GS51 & Hew 1497 KB robert

Once clicked, you should now see all the editable fields in entry placed into edit mode.
You can now simply make the changes desired and use the Tab button to move to the
next field.

When you have finished simply press the Save icon (on the left of the entry, where the
edit icon you pressed was. The icon appears as a floppy disk). Alternatively if you wish to
discard the changes you have just made press the Cancel button (red cross).

You can still edit items in the list the normal way by selecting the item and then clicking
Edit Properties from the ribbon menu, however Inline editing does provide improved
functionality and can easily be enabled on most views.

16.9 Creating and using a wiki

A wiki document library is similar in many ways to the standard Document Library. It
contains a list of HTML documents that can be easily opened, sorted and filtered. Where
a Wiki Library differs from a standard Document Library is can only contain HTML
documents and these documents are created and linked together simply using a web
browser. Unlike most standard Document Libraries, you don’t require any application
except a web browser to work with a Wiki Library.

A Wiki Library works really well for things like knowledge bases and frequently asked
guestions. It is also very handy when multiple people need to collaborate on a single
topic, maybe like a meeting agenda.
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site Actions ~ i B G

Companyweb » Home

Internal Web site
Home Search this site... =T 7 ]
Libraries
Announcements ‘A
Site Pages indaoy i -
g Welcome to your Internal Web site 11/25/2010 3:59 PM m[ﬁmsma" Business Server "7
Shared Documents by Administrator .
Fax Center Windows Small Business Server provides your organization with this internal Web site. You can use Links
your internal Web site to share documents, pictures, and other information with co-workers. You 2 Windows Small Business Server "7"
can also use features that enable e-mail and fax. For more... P.revie:v Slient CC!‘I‘I[.‘UtETT’(Elp
Lists Install the server's security certificate on your remote computer 11/25/2010 3:59 PM
Calendar by Administrator gk Add new link
Task You can configure remote computers to trust the Windows Small Business Server "7" Preview
asks server by installing the server's security certificate. This will enable your browser to connect to the
Remote Web Access site without security warnings.
Discussions

Team Discussion 4k Add new announcement
Pictures Calendar

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

= 4 Add new it
% Recyde Bin Add new even

3 Al site Content

In most default SharePoint installations a Wiki library will not have been created on a
site. To do so, go to the location where you wish to create the Wiki Library.

site Actions ~ | @ B B

— Edit Page
;l) Edit the contents of this page.

= Mew Page
5 Create a page you can

customize.

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

New Site
=Y Create a site for a team or
project.

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

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

Edit in SharePaint Designer
7,8 Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.

Select Site Actions in the top left and then More Options from the pull down menu that
appears.
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Site Actions ~ g

Companyweb » Create

LY Add new sites, pages, libraries, or lists to this site.

Home 9

Improve the Creation Experience Install Microsoft Silverlight

Select an item to create a new list, library,
discussion board, survey, page or site.
Hover over an item to view details.

Libraries Communications Tracking Custom Lists Pages and Sites
Document Library Announcements Links Custom List Page
Form Library Contacts Calendar Custom List in Datasheet Web Part Page
View
Wiki Page Library Discussion Board Tasks Blog
. External List .
Ficture Library Project Tasks Team Sites
. Import Spreadshest
Issue Tracking Sites and Workspaces
Survey

If you do not have Microsoft Silverlight installed then you will see the above basic
screen. Select Wiki Page Library from the Libraries section to the left of the page.

Browse From: . .
Search Ins

Installed Items >

led Items

Title & Type - i
Wwiki Page Library

Office.com - | A
- . =) @ ({% Type: Library
Filter By: = Categories: Collaboration, Content

All Types 3 Links Multipage Meeting Page An interconnected set of easily editable
Workspace .
b P web pages, which can contain text,
Library images and web parts.
List

Page | = | | = 44 ‘wikil
= = s
-

All Categories 5 Picture Library Project Tasks Social Meeting
Workspace
Blank & Custom
Collaboration
Communication =)
Content Vy /%
Data A
Survey Tasks Team Site

&

Web Part Page Wiki Page Library

Meetings
Tracking

Given that it is easy to install Microsoft Silverlight and it gives you a much better user
experience we will assume here that it is installed.

When it is, locate the option Wiki Page Library at the bottom of the displayed list. When
selected provide a name for the library (in this case Wiki) over on the right hand side of
the screen.
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Press the Create button to complete the process.

-, ,- Processing...

Please wait while your changes are processed.

You should see the Processing status displayed and in a matter of moments the Wiki will
be created.

site Actions - @ B BB

Companyweb » Wiki+ Home

Internal Web site
Home Search this site... P @
Recently Modified Welcome to your wiki library!
Home You can get started and add content to this page by clicking Edit at the top of this page, or you can learn more about wiki libraries by

clicking How To Use This Library.
How To Use This Library

What is a wiki library?

ibrari Wikiwiki means quick in Hawaiian. A wiki library is a document library in which users can easily edit any page. The library grows organically
Libraries 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.

Site Pages

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

Fax Center knowledge.

Wik 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

Upon successful creation you will now see the default Wiki Home page (which is called
Home). In most cases it is easier to delete the default Wiki Library documents and start
afresh. You can however edit these pages as desired by clicking on the Page tab at the
top of the screen and then the Edit document button on the ribbon menu that appears.

However, in this case we will remove the default documents and start creating new
pages.
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W E

Site Actions -

Browse

5;2 _ E |# Page History ,-: j
: @F‘age Permissions I ﬁ
Edit Check Out Edit Rename E-mail a Make I
- - Properties - Page }{ Delete Page Link Homepage
Edit Manage Share & Track Page Act

Recently Modified
Home

How To Use This Library

Libraries
Site Pages

Shared Documents

Welcome to your wiki library!
You can get started and add content to this page by clickin
clicking How To Use This Library.

What is a wiki library?
Wikiwiks means quick in Hawaiian. A wiki library is a docur
by linking existing pages together or by creating links to n

and create the page.

In business environments, a wiki library provides a low-m
meszages, gleaned from hallway conversations, or written

Fax Center knowledge.

Wiki - L . .
Other example uses of wiki libraries include brainstorming
the field, tracking call center knowledge, and building an e

Licte

To delete the document on screen select the Page tab at the top of the screen. This
should reveal the ribbon menu. Click on the Delete Page option to remove the page
from the Wiki.

e E

Site Actions - Browse

Companyweb » Home

Internal Web site
Home

Libraries
Site Pages
Shared Documents

Fax Center

L

Lists
Calendar

Tasks

Announcements

Welcome to your Internal Wel
by Administrator

Windows Small Business Server p
yvour internal Web site to share do
can alzo use features that enable

Install the server’'s security c
by Administrator

You can configure remote comput
server by installing the server's =e
Remote Web Access site without 5
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Once the page has been deleted you will be returned to the home page of the
SharePoint site. To return to the Wiki click the name of the Wiki (in this case Wiki) on
the Quickstart menu on the left of the screen.

e
Library Tools

Site Actions ~ B NI Documents Library

i} Companyweb » Wiki » All Pages

Home
Recently Modified [T Type MName Modified By
How To Use This Library @ How To Use This Library #inew robert
) ) gr Add new page
Libraries
Site Pages

Shared Documents

You should now see only a single HTML document listed in a familiar Document Library
view (here called How To Use This Library).

Library Tools

Site Actions ~ Browse Documents

j by _ﬁ Check Qut E ._.5 = _,ﬂ Wersion History
¥ |3= =
Check In B & @Document Permissions
MNew Upload MNew Edit ) View Edit
Document » Document -~ Folder Document |2l Discard Check Qut  Properties Properties }( Delete Documernt
New Open & Check Out Manage 5
Recently Modified W Type MName Maodified By Modified

How To Use This Library | |5 gy How To Use This Library & wew robert 2/28/2011

% Add new page

Libraries

Select the Documents tab at the top of screen of the screen to reveal the ribbon menu.
Select the page listing and then click Delete Document from the ribbon menu.

Message from webpage x|

::l Are you sure you want to send the item(s) to the site Recyde Bin?

0K I Cancel
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You will be prompted to confirm the document deletion. Select the OK button to
remove the document from the Wiki Library.

With the ribbon menu still open select the New Document icon on the left of the ribbon
menu.

New Page mi

Thiz page will be created in the Wiki library.

MNew page name:

| Create I Cancel

You’ll now be prompted to enter the name of the document you are creating. There are

some limitations on what you can call Wiki documents but generally most names arte
acceptable.

Editing Tools

Site Actions ~ B M Browse Page Format Text

1 1 . Cut i . —
| E Verdana || 12pt -~ H = = T

4 Copy
Save & Close Check Out  Paste T U ake x. x° |387, A, G EED Cmmoommm
. - - Undo . - - - =
Edit Clipboard Font FParagraph

Recently Modified Enter information here including:
Page 1

Libraries

Site Pages

You will now be placed into edit mode and can start typing directly into the web page
displayed.

As with most Microsoft Office programs, you can use the buttons on the ribbon menu to
help you format your text. This includes setting the font, alignment and so on.
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Site Actions - iﬁ E"-‘ Browse F'agg

Editing Tools
Format Text Insert
= @N By M m

Table Picture Link Upload Web Existing Mew
File Part List List

- -

Tables Media Links Web Parts

Recently Modified
Page 1

Enter information here including:

Libraries

Site Pages

Shared Documents

You can also add additional ‘web elements’ to the Wiki Library via the Insert tab at the
top of the page.

When you click this you can see the number of additional elements you can add to the
Wiki document at the current location of the cursor.

For example, if you wanted to add an image to the wiki document at the current
location of the cursor press the Picture button on the ribbon menu.

Select Picture

Name: IC:'l.duwnluads\ciaups.jpg Browse .. |

Upload to: |5ite Assets ;I

¥ Owerwrite existing files

oK | Cancel |

This will display the above dialog box asking you to browse to the location of the image
on your local machine as well as a location where the image will be uploaded to. By
default all Wiki Library assets are saved into a separate document library called Site
Assets.

When you are happy with your selections, press the OK button to proceed. The image
you selected will now be copied up to the SharePoint site, and placed in the Site Assets
document library, and displayed on the wiki page.
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S - Claops.jpg

HE 0Ll X

Save Cancel Paste Delete
Item
Commit Clipboard Actions

o The document was uploaded successfully, Use this form to update the properties of the document.

Mame * |c:ia|:||:|5 Jpg
Title |CIAOPS Logo|
Created at 2/28/2011 4:04 PM by robert Save Cancel

Last modified at 2/28/2011 4:04 FM by robert

You will then be prompted to enter more detail about the image that you are uploading.
It is always good practice to provide as much detail as possible to assist you later on
searching and indentifying the image.

Once complete, press the Save button to continue.
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site Actions ~ @ M Browse

= [ QN
ke o)

Table Picture Link Upload
- - File

Tables Media Links

Editing Tools

Fage Format Text
By D (im

Web Existing Mew
Part List List

Web Parts

Recently Modified
Page 1

Libraries

Site Pages

Shared Documents
Fax Center

Wiki

Lists

Calendar

Tasks Links

WWW.ciaops.com

Discussions

Team Discussion

Files
Pictures O power of an hour.pdf
Pictures

and More!

E Recycle Bin

Enter information here including:

Pictures

You should now see the image displayed on the Wiki page.

You can also add a number of other elements in a similar way like web links, embedded
files, etc as shown above.

Site Actions =

=i
Save & Close| Check Out

L] -

Edit

-
E—- Browse

Editing Tools
Format Text Insert

|# Page History

=

@F‘age Permissions

Edit Rename
Properties ~ Page

% Delete Page
Manage

Recently Modified
Page 1

Libraries
Site Pages

Shared Documents

= (Contor

Enter information here ing

Pictures

C A
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Importantly, once you have finished editing the file it is vital that you save your changes.
To do so, simply press the Save & Close button on the left of the ribbon menu.

You should now see document displayed a web page. You can return to editing this
document at any stage simply by pressing the Edit Document button from the ribbon
bar.

Pictures Thg

Pictures

& Re ocycle Bin

) Al Site Content

When you upload additional items to a wiki page, by default, they are saved in a
Document Library called Site Assets. This Document Library is not normally visible on the
Quickstart menu but can be located via the All Site Content area.

To locate the All Site Content area simply return to the Home page of your site and look
for the All Site Content link at the bottom of the Quickstart menu as shown above. Click
on this.

Document Libraries

e Fax Center Document ibrary for manaaging and sending faxes 4 3 months ago
. Share a document with the team by adding it to this e
4 Shared Documents document library. 2 75 minutes ago

Use this library to store files which are included on pages

ot SESJASSCts within this site, such as images on Wiki pages.

4 19 minutes ago

@j Site Pages Usze this library to create and store pages on this site. 2 3 months ago
Usze the style library to store style sheets, such as CS5 or

S5 Style Library ¥5L files. The style sheets in this gallery can be used by 0 3 months ago
this site or any of its subsites.

&) Wiki 1 18 minutes ago

You should now see a complete list of all the content on the site. In the list you will find
a Document Libraries heading and in here a Document Library called Site Assets. To view
Site Assets simply click on the text.
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Site Actions ~ B TSN Documents Library

Companyweb » Site Assets » All Documents

Use this library to store files which are included on pages within this site, such as images on Wi

Home
Libraries [~ Type MName Modified
Site Pages | Wiki 2/28/2011 4:04 PM

Shared Documents

Fax Center gh Add document

Wik

In the Site Assets Document Library you will find the content which you uploaded in a
folder with the name of the Wiki.

Library Tools

Site Actions ~ Documents Library

Companyweb » Site Assets » Wiki » All Document

Use this library to store files which are included on pages within t

Home
Libraries T Type Mame
Site Pages Ca Page 1

Shared Documents

Fax Center g Add document

Wik

Inside this folder is another folder with the name of each page in the Wiki where
additions have been uploaded. In this case, Page 1.
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Library Tools
site Actions ~ @S Browse Documents
j ﬁ 7 Check Cut
. L '
5 j Check In :
Mew Upload Mew Edit View Edit
Document ~ Document~ Folder Document &, Discard Check Qut  Properties Properties
MNew Open & Check Cut N
Libraries T Type Name
Site Pages Ltj Ciaops & Hew
Shared Documents
d power of an hour £fHew
Fax Center
Wik 4 Add document

Finally, inside this wiki page folder you will find the items that you uploaded for use on
the Wiki page. In this case an image and a file.

Site Actions = @ Documents Library

Companyweb » Wiki » All Pages

LaLl
Home
Recently Modified T Type Name Modified By
Fage 1 ;E:' Page 1 &Fnew robert
] ) 9r Add new page
Libraries
Site Pages

Shared Documents
Fax Center

Wiki

If you return to the Wiki Library by clicking on its name on the Quickstart menu you
should see a familiar list of documents as shown above. If you wish to have a default
page displayed when you click on the link for a Wiki Library simply name that document
Home.

To view any Wiki document in the library simply click on the document name.
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WWWwW.Ciaops.com
Discussions
Team Discussion -
Files
Pictures 1 power of an hour.pdf
Pictures
. and More!
Al Recycle Bin
(2R all Site Content -
Link to age2 this wiki

Another feature of Wiki documents is that it easy to create hyperlinks between them. To
create a hyperlink to another page in the Wiki Library simply edit the document and
insert the name of the page that you wish to link between a set of double square braces
like shown above.

Pictures .
Files

Pictures
3 power of an hour.pdf
4 Recycle Bin

3 Al Site Content

and More!

Link to paqge2 in this wiki

After you save the page and view it you will see that the hyperlink has already been
created.

New Page B x
This page will be created in the Wiki library.

The page 'page2’ does not exist. Do you want to create it?

Cancel
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There is no need to create the page prior to creating the hyperlink in a Wiki page. If you

click on a hyperlink that doesn’t already have a matching Wiki page you will be

prompted to automatically create it as shown above.

| Companyweb - page2

Site Actions ~ @I M

Browse Page

T , Cut
—% Verdana
| Copy
Save & Close Check Out  Paste
- - - Undo -
Edit Clipboard

B 7 U s x, x* %7

Editing Tools
Insert

Format Text

~  apt -

Font

Recently Modified |
page
Page 1

Libraries

Site Pages

By clicking Create a new page, with the title of the hyperlink, will be created and you will

immediately being editing that page.

This allows you to start creating an extensive Wiki page library structure without the
need for creating all the pages first. Simply create the hyperlinks inside the documents
as you go and when they are clicked on (by someone with contribute rights) they will

automatically be created.

site Actions ~ B

Erowse

—'2 E |# Page History

Edit Check Cut Edit Rename

Properties » Page ‘X Delete Page

Edit Manage

- -

@F‘age Permissions

o=

E-mail a
Link

Share & Track

Recently Modified
page?
Fage 1

Libraries Pictures

Enter information here includin

Another feature of Wiki Libraries that is on by default is versioning. This means that
every time a Wiki page is edited a previous copy is retained. You can view these by
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viewing the wiki page you desire, then selecting the Page tab at the top of the screen
and finally the Page History option from the ribbon menu.

Home

Versions X Delete Item ﬁ-"-._EIManagE Permissions | gqCheck Out  Dy]version History @ Alert
5.0 2/28/2011 4:31 PM

Compare with version This page does not show changes in Web Parts, images, or HTML formatting.

[+0=] Modified at 2/28/2011 4:31 PM by robert Deleted  Added
4.0 2/28/2011 4:30 PM

3.0 2/28/2011 4:30 PM Wiki Content
2.0 2/28/2011 4:09 PM

1.0 2/28/2011 4:01 PM
Enter information here including:

Libraries .

Site Pages M
Shared Documents
Fax Center

Wik

Lists

Calendar

When you do so, you will see a list of previous version on the left. There you can select a
different version to compare the current document with.

Pictures -
File
Fictures

b

3 power of an hour.pdf

1
i

&( Recycle Bin
) Al Site Content -
and More!
Link to page2 wiki-pagein this wiki

If you scroll through the document you will see the location where changes have been
made as shown above.

This brief introduction has given you a basic overview of how to create and work with
SharePoint Wiki Libraries. The major difference between Wiki and Document Libraries is
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that Wiki Libraries do not require any additional application to create and work with
documents, it is all done through a web browser. This makes Wiki Libraries ideal for
things such as knowledge bases, frequently asked questions (FAQs) as well a general
collaboration.

16.10 Using Powershell

The Basics

The preferred tool for SharePoint 2010 administration by Microsoft is now Powershell.
Powershell is basically a powerful scripting language that is executed from a command
prompt on the server console. Powershell is not only available for SharePoint but is also
available for most Microsoft programs.

@ Internet Explorer (&4-bit)
(& Interret Explorer
é?_' Windows SBS Console
“7 Windows Update
. Accessories

Robert C
. Administrative Tools HREHL f_rans

. Maintenance
Docurments

. Microsoft Exchange Server 2010
. Microsoft SharePoint 2010 Products
2% SharePoint 2010 Central Administration

Computer

% SharePoint 2010 Management Shell coo o
{g} sharePoint 2010 Products Configuration v Open

. Microsoft SQL Server 2008 ’:5 Run as administrator
. Micrasoft SQL Server 2008 R2 Open file location
. Startup Pin ko Taskbar

Pin ko Skark Menu

. Windows Small Business Server

Restore previous versions

Send to 3
Cut
Copy
1Hy Delete
‘ Back Hy Rename
I Search programs and files 1!59 Properties
|

EJ - >

To run the SharePoint Powershell, from the SharePoint server console select Start | All
Programs | Microsoft SharePoint 2010 Products | SharePoint 2010 Management Shell.
Ensure that you right mouse click on this icon and select Run as administrator from the
menu that appears.

© www.ciaops.com
29 December 2014 Page 82



http://www.ciaops.com/

Chapter 16 - Tutorials

@ User Account Control | x|

Do you want to allow the following program to make changes to this
computer?

| Program name:  Windows Powershel
"-_1'1 Werified publisher: Microsoft Windows

j Show details Yes | Mo I

Change when these notifications appear

Accept the User Account Control when it appears by click on the Yes button.

%.Administratur: SharePoint 2010

P5: GC:slUserssrohertl> _

All you will see now is what looks like a standard command prompt. Closer examination
will reveal the letters PS at the beginning of the line. This indicates a Powershell
command prompt.

As mentioned previously, Powershell is a scripting language that is common to many
Microsoft products. It works by executing commands that are typed at the Powershell
command prompt. For example if we type:

get-process

at this SharePoint Powershell prompt we see:

# Administrator: SharePoint 2010 Management Shell
PS5 C:xlUserssrobert?> get—process

MPMCKD> WECKY UMCHD CPUCs2 ProcessName

certsru
conhost
conhost
conhost

conhost

CSPsSSE

CEPES
CEPES
DataCGollectorSuc
dfzrs

dfssvc

dllhost

dllho=st

dns

This is because the command get-process is a know Powershell command that will
return all the processes running on the machine.

© www.ciaops.com
29 December 2014 Page 83



http://www.ciaops.com/

Chapter 16 - Tutorials

If you now type:
get-spsite
we see:

@ Administrator: SharePoint 2010 Manageme
PS C:s\Userssrobert> get—spsite

Url

https 1 7zites 987

Ps: C:slUzerssrohert

The command get-spsite is a SharePoint specific command that returns information
about the SharePoint sites on that SharePoint server.

The Powershell commands are known as command-lets or cmdlet for short.

As you can imagine, with so many software products installed so many different ways,
there is not always the need to have all the Powershell commands for every application
available on every system. For this very reason Powershell allows you to load software
specific ‘snap-ins’ that allow you to work with the applications that are installed on your
system. When you run the SharePoint Management Shell you are actually running
standard Powershell and automatically adding the snaps-ins for SharePoint so they are
available when the prompt is displayed.

You could do exactly the same thing by first running the command Powershell from an
elevated command prompt and then typing the following command:

add-pssnapin Microsoft.sharepoint.powershell

like so:

[z4.] Administrator: Command Prompt - powershell

Microsoft Windows [Uersion 6.1.76H8@1
Copuright (c?> 288? Microsoft Corporation. All rights reserved.

C:sUWindowsssystemd2 povershell
Windows PowerShell
Copuright (C> 28B? Microsoft Corporation. All rights reserved.

P5 C:sUWindowsssyztem32?> add-pssnapin microsoft.zhavrepoint.powerszhell
P5 C:sUWindowsssystem32> _
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Without adding this specific snap-in for SharePoint none of the SharePoint cmdlets will
work. So when you run the SharePoint Management Shell you are simply running
standard Powershell with the SharePoint snap-ins as well.

You may ask where do these snap-in files come from? They are basically automatically
installed when you install the application software. So for each supported application
that you install on your system, a set of Powershell snap-ins will also be installed, ready
for use.

Another handy thing is that you can create a file containing all the commands and
execute that a program. This allows you to script a number of common tasks and
execute them consistently. All you need to do is save the commands into a text file with
a .ps extension and then execute them from an elevated command prompt via:

powershell script.ps

PSS C:sWindowsssystem32» get—spuwebapplications

If you make an error by typing a command incorrectly you will normally be greeted by a
message like that shown above in red. It is usually easy to determine exactly where the
problem lies and how to make a correction.
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: Commmand Prompt - powershell

PS C:sUWindowsssystem32> get—help
TOPIC
Get—Help

SHORT DESCRIPTION
Displays help about Windows PowerShell cmdlets and concepts.

LONG DESCRIPTION

SYNTAR
get—help {{CmdletName?> | <{TopicHName>>
help {<CmdletMame> | <TopicHame>}
{CmdletMName> -7

"Get—help'" and "-7" display help on one page.
"Help" displays help on multiple pages.

Examples:
get—help get-process Dizplays help about the Get—Process cmdlet.
get—help about_signing Dizplays help about signing scripts.
help where—-ohject Displays help about the Where—0Object cmdlet.
help abhout_foreach Dizplays help about foreach loops in PowerShell.
set—service —7? Dizplays help ahout the Set—Service cmdlet.

You can use wildcard characters in the help commands <not with —-7>.
If multiple help topics match, PowerShell displays a list of matching
topics. If only one help topic matches, PowerShell dizplays the topic.

Examples:
get—help = Displays all help topics.
get—help get—= Displays topics that begin with get—.
help =ohject= Displays topics with "object'™ in the name.
get—help about* Displays all conceptual topics.

For information about wildcards, type:
get—help about_wildcard

REMARKS
To learn abhout Windows PowerShell, read the following help topics:
get—command = Gets information abhout cmdlets from the cmdlet code.
get—membher = Gets the properties and methods of an ohject.
where—ohject - Filters object properties.
about_obhject = Explainzs the use of objects in Windows PowerShell.
about_remote = Tells how to run commands t

Powershell also has an extensive help system that you can access via the command
prompt. For example you can type the following as shown above:

get-help
If you want assistance with a specific command (for example get-spweb) simply type:
get-help get-spweb

and something like the following will be displayed:
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PSS C:sMWindowsssystem32> get—help get—spueh

NAME
Get—SPlebh

SYMOPSIS
Returns all subsites that match the given criteria.

SYNTAX
Get—5Pleh [[-Identity] <SPUebPipeBind>]1 [-AssignmentCollection <S5PAssignmen
tCollection>] [Confirm [{SwitchParameter>1] [-Filter <{ScriptBlockX*] [-Limi
t <String>*] [Regex {SwitchParameter>] [-Site {SPSitePipeBind>]1 [Whatlf [«
SwitchParameter>1] [{CommonParameters’]

DESCRIPTION
The Get—S5PFWebh cmdlet returns all subsites that match the scope given hy the
Identity parameter. All subsites that meet the criteria are returned.

SharePoint cmdlets

Get-spwebapplication

PS8 C:sUWindowsssystemd2 get—spuwebapplication
Url
S2BS SharePoint https:-rsites:-987~

PS: C:sUWindowsssystem3d2> _

Returns the Display name and URL of SharePoint sites configured on server.

Get-spsite
P5: C:sUWindowsssystemd2}» get—spsite
Url
https: /- sites:?87

PS C:sUWindowsssystemd2> _

Returns the URL of SharePoint sites configured on server.

Get-spfarm
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PE C:sUWindowsssystemd2» get—spfarm

Status

SharePoint_Conf igurationDatabaze Online

PS5 C:sWindowsssystem32» _

Returns the name of the SharePoint farm configuration database and its status (online
or offline)

Get-spcontentdatabase

PSS C:sUWindows“system3d2> get—spcontentdatabase

eece?dB2-72a6—41e46—888d—-da?347772641
SharellebhDh
WebApplication SPUebApplication Hame=5BS SharePoint
SeErver CIASURA3~SHAREPOINT
CurrentSiteCount i

P5: C:sWindowsssystem32> _

Returns information about the SharePoint content database including its Id, name, web
application it is attached to, the SQL server instance.

16.11 Working with subsites

A SharePoint subsite is like a completely new SharePoint site except that it lives
underneath an existing site, much like folders and sub folders in a hard disk file system.

Top Site

Sub Site Sub Site Sub Site

Sub Site

B

© www.ciaops.com
29 December 2014 Page 88



http://www.ciaops.com/

Chapter 16 - Tutorials

Subsites can have their own independent look and feel, they can have their own unique
security and they can even have their own subsites creating a full tree structure as
shown above. The thing they all have in common is that they all have a parent site and it
is from this parent site that a subsite is created. Thus, in the above diagram the Top site
is the parent of Subsite A, while Subsite A is the parent of Subsite B.

= Edit Page
\_} Edit the contents of this page,
= MNew Page
Create a page you can
custommize,
Mew Docurnent Library
D Create & place to store and ]
share documents,
ur Inte
MHew Site
@ Create a site for a tearn or Usiness
[ r interns
More Options... “fou car
Create other types of pages,
lists, libraries, and sites. wer's se
=L, Wiew all Site Content
"E View all libraries and lists in e remoty
this site. by insts
Edit in ShareFoint Designer Ect to thy
¥ Create or edit lists, pages, and
workflows, or adjust settings.
Site Permissions
@ Give people access to this site, ounceml
& Site Settings
Access all settings for this site.
tly no uy
S Decacle oo

To create a subsite from your existing location, ensure that you are logged into the site
with the rights to create a subsite and then click on the Site Actions option in the top
left of the screen. From the menu that appears select New Site.

Title and Description X
Title:

Type a title and description For wour new site, The title wil |
be displaved on each page in the site,

Description:

Web Site Address
URL narme:

Lsers can navigate bo wour site by byping the Wb site http:/fcompan web.a’l
address (IURLY inka their browser, ¥ou can enker the lask g At

part of the address, You should keep it short and easy to

remember.

For example, http:/fcompanyweb! stename

Template Selection
Select a template:
& sike kemplate determines what lisks and Features will be
available on wour new site, Select a site template based on
the descriptions of each template and how you intend to use

Collabaration | Meetings

the new sike, Many aspects of a site can be custaormized Blank Site
after creation, However, the site template cannot be Docurnent Waorkspace
changed once the site is created. Blog

Group Work Site
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You will then be taken to location where you will need to enter some parameters about
your site. At the top of the screen you will need to enter a Title and Description for the
subsite.

The next option is to enter the Web Site Address. This is the URL that can be directly
typed into the address bar of a browser to take you to this subsite. It is recommended
that you keep it as short as possible and avoid using special characters such as spaces,
commas, dots, slashes etc. The prefix for the URL will already be displayed (as it is taken
from the parent site). All you need to do is enter in what you desire for the site
identification part of the URL.

Scroll down the screen for more options.

Template Selection
Select a termnplate:

A site template determines what lisks and Features will be
available on vour new site, Select a site template based on

Collaboration | Meetings

the descriptions of each template and how wouintend to use Team Site

the new site, Many aspects of a site can be customized Blank Site

after creation, However, the site template cannot be Document Workspace
changed ance the site is creaated. Blog

Group Work Site

& site For teams to quickly organize, author, and share information, It
provides a document library, and lisks For managing announcements, calendar
items, tasks, and discussions.,

Permissions L
User Permissions:

‘ou can give permission ko access vour new site to the same & Use same permissions as parent site
users who have access bo this parent site, or you can give I ) o
permission to a unique set of users, Use unigue permissions

Mote: If vou select Use same permissions as parent
site, one set of user permissions is shared by both sites,
Conseguently, wou cannok change user permissions on your
new site unless wou are an administrator of this parent site,

In the Template Selection you now need to select from a range of different templates on
which the subsite will be based. The number of templates available depends on how
many templates have been installed on your SharePoint system. In most cases you will
only see two tabs, Collaboration and Meeting.

elect a temnplate: Select a template:

Collaboration | Meetings

Collaboration

Basic Meeting Wa

Blank Site -
Docurnent Workspace Blank Meeting Workspace
Blag Decision Meeting Workspace

Social Meeting Warkspace

Group Work Site i |
Multipage Meeting Workspace
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In general it is recommended that you select the Team Site template as this has most of
the options required already configured for you. However, there is no reason why you
cannot select any of other templates displayed.

As mentioned it is also possible to add new templates to your SharePoint site that you
can select here. This will be covered in a later tutorial.

Scroll down the screen for more options.

Permissions .
User Permissions:
You can give permission bo access vour new site to the same
users who have access bo this parent sike, or vou can give I ) o
permission ko a unique sek of users., Use unigue permissions

¥ Use same permissions as parent site

Moke: IF vou select Use same permissions as parent
site, one set of user permissions is shared by both sites,
Consequently, you cannot change user permissions on wour
new sike unless you are an administrator of this parent site,

Mavwigation

Display this sit th ick L. b of th t site?
Specify whether links ko this site appear in the Guick Launch . lEpplieRy it it O Hs QUIER Letinei @F S PErsnit i
and the top link bar of the parent site, C ves & Mo

Display this site on the top link bar of the parent site?

" ves Mo

Mavigation Inheritance

) o
Specify whether this site will have its own bop link bar or use Yee e e V13 loe v e perents sl

the one From its parent, © ves & Mo

Create | Cancel |

You are next prompted to enter how permissions will be handled for this subsite. The
Use same permissions as parent site inherits the permissions from the location where
you are creating this new subsite in. This means that users at this location will have
exactly the same rights in this subsite as the do in the parent.

If you wish to set permissions differently from the existing site then you will need to
select the second option — Use unique permissions. Selecting this means you will be
prompted when the site is created to nominate who will have access to the subsite.
More information about configuring this can be found below.

Next, you need to decide how the navigation for this subsite will be handled. If you want
the subsite to appear on the Quickstart menu (which is the menu to the left of the page)
of the parent site then select the Yes option. You can add the link later if you need to
but generally the recommendation is to add to aid navigation unless you want users to
visit the URL directly.
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Comparywel

Internal Web site
Haorne Subsite

Sites
Subsite

Libraries
Zite Pages
Zhared Docurments

Fax Center

You can see above that the subsite created now appears as a link below a heading Sites
on the Quickstart menu of the parent site.

You will also note in the above screen shot that an additional tab has also been created
on the parent site Top Link bar called Subsite. The second option asks you whether you
wish to create this tab. Again, it is generally better to create this tab, however it can
always be recreated later on.

Finally, you need to decide whether you want to use the existing top link navigation bar,
that appears on the parent site, to also appear in this subsite. Once again this option can
be configured at a later stage if required.

FProcessing...

Flease wait while your changes are processed.

Once you have selected your options scroll down to the bottom of the screen and press
the OK button to create the subsite. When you do so you should see a Processing
window appear like shown above.
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Browse

Subszite » Home

Home | Subsits Searchthis site... P2 7 |

Libraries

Site Pages Welcome to your site!

Shared Documents

Add a new image, change this welcome text or add new lists

Lists to this page by clicking the edit button above. vou can click

on Shared Docurnents to add files or on the calendar to
Calendar create new tear events. Use the links in the getting started
Tasks section ta share your site and customize its look.

Discussions Shared Documents
Tearn Discussion

- Type Marme Modified Modified By
= . There are no iterns to show in this view of the "Shared
&/ Recycls Bin Documents" document library, To add a new item, click

[ Al site Content Mew” or "Upload”.

dh Add document

After a few moments you should see a site displayed based on the template you
selected. However, if you selected to have unique permission there is one more step to
complete.

¥isitors to this Site o
(" Create a new group (¥ Use an existing group

Wisitors can read content in the Web site. Create a group of visitors
or re-use an existing SharePoint group, I CompanyWeb Visitars ;I

Members of this Site o
{# Create a new group {~ Use an existing group

Members can contribute content to the Web site, Create a group of
site members or re-use an exisking SharePoint group.

ISubsite Members

Robert ;

8, o
Owners of this Site o
(¥ Create a new group (" Use an existing group
Cuwners have full control over the Web site. Create a group of
owners or re-use an existing SharePoink group, |Subsite Ovnere
Robett ;
8

Because you selected the option to create unique permissions for your site you will
need to configure those now. You will therefore be prompted to enter the names of the
three standard SharePoint site groups Visitors, Members and Owners. You will also be
able to enter user details into any of these groups (with the current user automatically
being added as a site member and site owner as shown above).
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By default, you will normally be prompted to use an existing visitors group for this
subsite, however you can change this by selecting the Create a new group option in the
Visitors to this site area at the top of the page. Doing so should display a page like:

Yisitors to this Site

Yisitors can read content in the Web site, Create a group of visitors
of re-use an existing SharePoint group,

Members of this Site

Members can contribute content to the Web site, Create a group of
site members or re-use an existing SharePoint group,

Owners of this Site

Cwners have full conkrol over the Web site, Create a group of
OWNEFS OF Fe-Use an existing SharePoint group,

(¢ Create a new group

(" Use an existing group

|Subsite Visitars

(¥ Create a new group

(" Use an existing group

8, [

|Subsite Members

Robett;

{* Create a new group

" Use an existing group

8, 0

|Subsite Qwners

Robert;

g, [

It is generally recommended that if you are going to create unique permission for this
subsite that you create three unique security groups to avoid confusion.

Once these groups have been set scroll down and press the OK button at the bottom of
the screen to complete the configuration of your subsite. When complete you should

see something like:
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Browse
Subszite » Home

Home | Subsits Searchthis site... P2 7 |

Libraries

Site Pages Welcome to your site!

Shared Documents

Add a new image, change this welcome text or add new lists

Lists to this page by clicking the edit button above. vou can click

on Shared Docurnents to add files or on the calendar to
Calendar create new tear events. Use the links in the getting started
Tasks section ta share your site and customize its look.

Discussions Shared Documents

Tearn Discussion
- Type Marme Modified Modified By

= . There are no items to show in this view of the "Shared
4 Recycls Bin Documents" document library, To add a new item, click

[ Al site Content Mew” or "Upload”.

dh Add document

You should now see a subsite based on the template you selected during creation (in
this case a team site). You are free to configure this subsite as required and note that
you can access it directly (if need be) via its URL (in this case
http://companyweb/subsite).

{-" wa v I';l hiktp: ffcompanyweb/subsite SitePages /Home, aspi

i 7 Favorites | '3,'5 £ | Suggested Sikes = & | Web Slice Gallery -

Lite Actions =

H Subsite » Home

Horme Subsite

il =i

To delete a subsite (and all its contents) you firstly need to navigate to that subsite.
Once there, select Site Actions in the upper left.

© www.ciaops.com
29 December 2014 Page 95



http://www.ciaops.com/

il
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Browse

Edit Page
Edit the contents of this page.

Mew Page
Create a page you can
customize.

Mew Docurnent Library
Create 3 place to store and
share docurnents,

Mew Site
Create a site for a team or
project.

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

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

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

Site Permissions
Give people access to this site,

Site Settings
Access all settings for this site,

Chapter 16 - Tutorials

LY

oe

ury

From the menu that appears select Site Settings.

Users and Permissions

sy

People and groups
Site permissions

Galleries

Site colurnns

Site content types
Master pages

Site Administration
Fegional settings

Site libraries and lists
User alerts

RZ=
Zearch and offline
availability

Sites and workspaces
iarkflow settings

Site Collection

Administration
o to top level site settings

-

Look and Feel

Title, description, and icon
Cuick launch

Top link bar

Tree vwigw

Site theme

Site Actions

Manage site features
Save site as template

Site Web Analytics reports
Reset to site definition
Delete this site

Reporting Services
Manage Shared Schedules
Repaorting Services Site
Settings

Select the option Delete this site from under the Site Actions section to the right.
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YWarning
‘fou are about ko delete the Following 'Web sike: httpefjcompanyweb)subsite

Deleking the Web site will permanently destray all content and user information, inclading:

Documents and document: libraries

Lists and list data, including surveys, discussions, announcements, calendar

‘Web site sethings and configurations

Permission levels and security information relating to the Web site

Groups created with this Web site: Subsite Owners, Subsite Mambers, Subsite Yisitors

To continue, click Delete.

Delete | Cancel |

You will then receive a warning to confirm that you wish to delete the site and all its
contents as shown above. Unless you have SharePoint Service Pack 1 installed on your
system subsites are removed permanently once they are deleted.

When ready press the Delete button to remove the subsite and all its contents.

Warning

ou are abouk o delete the Fallowing Weh site: httpffcompanywebfsubsite

Dieleting the Weh site « — - E——
. Message from webpage E |

Documents and
Listz and list dz
Wwieb site settin
Permission lewve
Groups created

To continue, click Du fo )4 I Cancel

3 | Are you sure you wank to permanently delete this Web site and all
' its contenks?

Delete |

You'll then be asked for the final time whether you wish to delete the site. Press the OK
button to proceed.
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e Delete Web

Your Web site has been deleted.

4 350 back to site

Depending on the size of your site you will see a Processing screen after which you will
see the message shown above that the subsite has been deleted.

Press on the Go back to site link to return to the parent subsite.

Companyweb » Home

Internal Web site
Hame Search this site.. P @
Sites h
) ) Announcements f}
Libraries Welcome to your Internal Web site 6/26/2011 11:49 AM }g:ﬁ‘dwﬁmallsuﬂnmﬁmrml
Site Pages by Adrinistrator ink
Shared D N windows Small Business Server provides your organization with this internal Wweb site. Links
ared Lacuments Tou can use your internal web site to share docurnents, pictures, and other information o Windows Srmall Business Server
Fax Center with co-workers, You can also use features that enable e-rmail and fax, For maore.., 2011 Standard Client Computer
Hel
Install the server's security certificate on your remote 6/26/2011 11:49 AM P
Lists computer
by Adrinistrator df add new link
Calendar rou can configure remote compuoters to trust the Windows Small Business Server 2011
Tasks Standard server by installing the server's security certificate, This will enable vour
browser to connect to the Remote Web Access site without security warnings.
Discussions

Team Discussion
df Add new announcement

Pictures Calendar

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

You should see that the subsite no longer appears on either the Quickstart menu or the
Top Link bar.

16.12 Document Co-authoring

SharePoint 2010 supports the concept of document co-authoring with the latest version
of desktop and web Office applications. Not every application directly supports
document co-authoring at this point in time. This tutorial will cover how document co-
authoring works and which Office applications support it.
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Word

purposes; however you are not permitted to
written authorization from the Computer Ini
party, posting of documents to the Internet
license and copyright agreements.

By using this Guide you agree to these terms

Authors editing this document

L J | RobertCrane

L | Lewis Collins

o

Page:1 of 43 | Words:3481 | 2 | <& |

Document co-authoring is only supported with the DOCX format for Word documents.
When a DOCX document is saved to a SharePoint 2010 document library and then
opened by multiple users using Word 2010, co authoring is automatically enabled.

When a document is being co authored you will see a list of authors in the lower left of
the Word 2010 application. If you click on the icon it will reveal the current list of co-
authors as shown above.

You can also view who is co-authoring a document by going into the backstage area of
Word 2010 and selecting Info as shown below.

Home Insert Page Layout References Mailings Review View

H"’ Save

Save As

ﬁ Cpen

[j" Close .
People Currently Editing

= Last updated today at 3:24 PM

Information about 3B - installation

https://ciacps365.sharepoint.com/Shared Documents/3B - installation.docx

Send a \ | | Robert Crane
Recent Message = A
New r'} \ Lewiz Collins
Print
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You can see who the co-authors are and even send them a message directly from Word
2010 if desired.

If your return to the Word 2010 document will notice that the Save button in the top
right is a different from what you normally see. It actually is now a Save and Refresh
button. This means that when you save a document the changes you have made locally
will be uploaded to the server and at the same time you will receive any updates from
co-authors sent down to your local version.

As multiple co-authors work on a document and make changes, those changes will not
be visible to others until they save and refresh their local copy.

% Updates Available |f_§

However, as updates are made in the background all co-authors will be notified that
changes to the document have been made via the Updates Available status display in
the lower part of the Word 2010 application. This gives a co-author an indication that
they should save and refresh their local version of the document to receive the latest
updates from other co-authors.
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Hello World

This is new from Lewis

Word has refreshed your document with changes made by other
authors, To compare the document with a previous version dick
the File tab.

Learn mare about refreshing your document

B Don't show this message again

Once a co-author has pressed the Save and Refresh button, if there are any updates
from other co-authors they will see a message like shown above (which can be disabled
if desired).

They will also see the additional information incorporated by other co-authors
highlighted (in this case in green).

Hello World
his is new from Lewisl

Co-authors may also see a refresh icon displayed in their document as shown above.
This simply indicates to the local co-author that additional updates to the document are
available.
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Hello World

This is new from Lewisl

Additional information from Robert

Robert Crane

Co-authoring works by locking a paragraph for exclusive use. In the above example one
co author (Robert Crane) has locked a paragraph for exclusive use. No information is
currently displayed as the remote co-author has yet to update their changes.

This modification is not allowed because the selection is locked.

I 11 ="

If the local co-author attempts to navigate to this ‘locked’ area and make changes they
will be prevented from doing so. A message will display at the bottom of the Word 2010
window explaining that the section is locked.

Robert Crane = X
director@ciaops365.onmicrosoft.com

=3 _-lv w

Robert Crane |

If the local co-author clicks on the name of the remote co-author they will see their
contact card as shown above. From here it is possible to contact the remote co-author
via email, chat or phone if appropriately configured.
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Hello World

This is new from Lewis

Robert Crane - X
director@ciaops365.onmicrosoft.com

= S E- -
Robert Crz Department
Office
Waork
Mobile
Home
E-mail director@ciaops365.onmicrosoft.com
Calendar Schedule a meeting

Location

Contact

Pressing the button on the far right of the contact card reveals the full contact card for
that remote co-author.

If the remote co-author has signed to Lync then their status will also be displayed.

Robert Crane is no longer editing this document. *
Click the status bar to show all authers editing this document.

Va
547 | B1 [ |

When a remote co-author closes the document a message like that shown above will be
displayed. The count of co-authors will also decrease.

The above example demonstrates what happens when a Word document (DOCX) is
open simultaneously using the Word 2010 application on the local desktop. Many
SharePoint installations also support Word Web Apps, which allows the viewing and
editing of documents in a browser.
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Microsoft Word Web App

This file is currently being edited in Microsoft Word
2010, You can edit this file along with that user by
opening the document in Microsoft Word 2010,

.........................................

EDpenianldjl[ Close l

If the document is currently open with Word 2010 desktop application remotely and a
local user attempts to edit that document with Word Web App they will see the above
message indicating that they are unable to edit the document while it is open in Word
2010. They can always open the document for viewing in Word Web App.

Microsoft Word Web App

Waord Web App cannot open this document for editing
because it is currently being edited by another user,

If the document is currently open with Word Web App remotely and a local user
attempts to also open the document locally with Word Web App, they will be prevented
from doing so as shown above.

This file is locked for editing by Lewis Collins
Do you want to:

Q view a read-only copy
@ Edit the file and merge your changes with the server file when it becomes available
Ed Receive a notification when the server file is available

Why can't I edit the server file?

If the document is currently open with Word Web App remotely and a local user
attempts to also open the document locally with Word 2010, they will be prevented
from doing so as shown above.
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Excel
Excel 2010 has a more limited number of document co-authoring options than does

Word 2010.

This file is locked for editing by Lewis Collins
Do you want to:

©Q view a read-only copy

@ save and edit a copy of the file
Ed Receive a notification when the server file is available

o [ cocs |

If the spreadsheet, saved in a SharePoint 2010 document library, is currently open with

Excel 2010 remotely and a local user attempts to also open the spreadsheet locally with
Excel 2010, they will be prevented from doing so as shown above.

Excel

This workbook is locked for editing by
Lewis Collins.

If the spreadsheet is currently open with Excel 2010 remotely and a local user attempts

to also open the spreadsheet locally for editing with Excel Web App, they will be
prevented from doing so as shown above.

People editing this workbook

Lewis Collins
Robert Crane

i 2 people editing -
43 v ®100% v

If the spreadsheet is currently open with Excel Web App remotely and a local user
attempts to also open the spreadsheet locally with Excel Web App, they will be able to
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co -author the spreadsheet. The co-authors will be displayed in the lower right of the
browser window.

Document co-authoring is only supported with the XLSX format for Excel spreadsheets.
When an XLSX spreadsheet is saved to a SharePoint 2010 document library and then
opened by multiple users using Excel Web App, co authoring is automatically enabled.

The reason that co authoring is supported in the Excel Web Apps is that this version has
a more limited amount of functionality when compared to the desktop version of Excel
2010.

When using co authoring via Excel Web App any changes are automatically saved to
SharePoint and all the remote spreadsheets get updated automatically with any
changes. It is also important to note with Excel Web App that there is no cell, column or
row locking. Whoever makes the last change to a cell is the one that is saved. This
means that it is possible to over write a remote co authors updates without receiving
any notifications.

PowerPoint

The way co-authoring works in Power Point 2010 is very similar to that found with Word
2010.

Authors editing this document

Robert Crane

Lewis Callins

mmer~ | $2 |

I=CRr
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When a PowerPoint 2010 presentation is opened using PowerPoint 2010 on the desktop
by multiple co authors, they will be shown in the lower portion of the PowerPoint 2010
application. Click on this icon will reveals the names of the co authors.

Document co-authoring is only supported with the PPTX format for PowerPoint 2010
presentations. When a PPTX document is saved to a SharePoint 2010 document library
and then opened by multiple users using PowerPoint 2010, co authoring is automatically
enabled.

Microsoft PowerPoint Web App

e The service is temporarily unavailable, Please try again
later.

If the presentation is currently open with PowerPoint 2010 remotely and a local user
attempts to also open the spreadsheet locally with PowerPoint Web App, they will be
prevented from doing so as shown above.

Microsoft PowerPoint Web App

PowerPoint Web App cannot open this presentation for
editing because it is locked by Lewis Collins.

If the presentation is currently open with PowerPoint Web App remotely and a local
user attempts to also open the spreadsheet locally with PowerPoint Web App, they will
be prevented from doing so as shown above.

OneNote

Probably the application that provides the greatest co authoring flexibility is OneNote
2010.
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E Team Site » Shared Documents » Adobe
! Microsoft OneMNote Web App
Home Insert View
l . Calibri - 17 TIIZ v iz v if} AHBbC( AaBhCc AaBbCc
b iE s =
Paste "3 B 7 U abe X% - . A. 5 = =- | Heading1 | | Heading2 | | Heading3
Clipboard Basic Text Styles
L Mew Section 1
- Section 3
Section 2 Tuezday, 30 August 2011
Section 3 Fas P
Even more text
Opening OneNote 2010 notebooks using OneNote Web App as shown above or
@| n BE =] = Section 3 - Microsoft OneMaote (Trial) N 1
Haome Insert Share Draw Review View B o
Mew Section 1 e Search All Motebooks (Ctrl+E) & -
r_é e l_‘]NewPage - ¥
5 - Section 3 _ =
M T y, 30 August 2011 . Section 2
Section 3

Even moretext

5! Adobe

opening with OneNote 2010 co-authoring is supported. Thus, co-authoring with
OneNote is supported whether the notebooks are opened up remotely in OneNote Web

App or OneNote 2010 not matter how it is opened locally.
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Document co-authoring with OneNote Web Apps is only supported with the 2010
format for OneNote notebooks. When a OneNote 2010 notebook is saved to a
SharePoint 2010 document library and then opened by multiple users using OneNote
2010 or OneNote Web App, co-authoring is automatically enabled. Previous versions of
OneNote notebooks support document co-authoring with OneNote 2010 only.

One of the other great things about OneNote is that is included with every version of
Office 2010.

16.13 SharePoint with an iPad

The Apple iPad is a very common device that people wish to use with SharePoint. The
greatest value of using the iPad with SharePoint is when it used as a “viewing” device
rather than an “editing” or “creating” device. This is mainly due to the limitations of
directly editing documents on an iPad given the inbuilt restrictions.

The biggest limitation with the iPad is the fact that iPad applications do not have the
ability to share documents. Each generally has a local file storage area, however that
area is restricted to only being used by that application. Thus, if you have an application
that allows Office document editing it generally can’t share its storage area with an
application that works with SharePoint. There are ways around this but they are
extremely cumbersome as this article will demonstrate.

The most beneficial iPad apps for use with SharePoint include:

SharePlus (http://www.shareplusapp.com/). This app comes in both a lite and full
version. The lite version allows you to view SharePoint sites but not make any changes
but is free to download. To make changes you will require the full version which costs
around $15.
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Sharefun Intranet Shared Documents
L Seltings
CEO Biog % Forms Group By
Project Managemeni Created By *[:
.| Support She Drilecs Son By
 SLoomahagopman. o ST ™
4 | Announcements -
. ] naess Calumng
= Calendar .| Busi Dacuments
- | Chocked Oul To
;] lssuos o | f¢  About Downloads
. = Copy Source
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SharePlus allows you to configure access to multiple SharePoint sites (including those
using Office 365). It then allows you to browse the content of the sites via a menu on
the left hand side as shown above. As you click into each area the content is displayed
on the right. Clicking further on the content allows you to view the information
contained in that content, such as files.

Filemente (http://www.aircreek.com/home/). This app is very similar to SharePlus in
that it allows you to directly navigate SharePoint sites. It too comes in a free Lite and
paid Full version. The Full version cost around $13.
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Where it is perhaps stronger than SharePlus is when it comes to working with the
different SharePoint library views. It is still not fantastic but it is a little better than
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SharePlus. However, the look, feel and functionality is very similar to SharePlus and it
also supports Office 365.

Dropbox (www.dropbox.com). With Dropbox you are able to sign up for 2GB of cloud
storage for free. You can then synchronize information between your PC, MAC, mobile,
iPhone, iPad and other devices.

The reason that Dropbox is a recommended app for SharePoint is that it allows the
sharing of information between iPad apps. Thus, you can use Dropbox as transfer
method of moving files that you want to work on between SharePoint and apps to edit
documents. The process is rather cumbersome but at this stage it is the best option that
is available.

You can purchase additional storage beyond the free 2GB limit if you desire and
unfortunately during the transfer process you end up with copies of files in Dropbox and
potentially SharePoint, so good file management is required.

Office? HD (http://www.bytesquared.com/products/office/ipad/). This app comes in a
free and paid version (which costs around $15) and allows you to view and edit (paid
version only) Microsoft Office documents on your iPad.

The major limitation is that the app generally only works with files in its own local store,
much like other iPad apps. However, it does support the connection to other cloud
based services, of which Dropbox is one. As mentioned above, you can therefore use
Dropbox as a transfer mechanism between iPad apps when editing Office documents
from SharePoint.

Documents to Go (http://www.dataviz.com/products/documentstogo/iphone/). An
app, again very similar to Office? HD in that it allows you to edit Microsoft Office
documents. Unfortunately, this app does not have a free version, it has a standard and
premium version starting from about $10.

Importantly, Documents to Go also has the ability to connect to cloud storage, including
Dropbox, which you are going to need if you plan to edit Office documents from
SharePoint.

Quickoffice Prod HD (http://www.quickoffice.com/quickoffice pro hd ipad/). Another
app that allows the editing of Office documents. Unfortunately, there is again no free
version here and app starts at around $21 for the iPad version. It currently doesn’t use
Dropbox as a storage option but there are other apps that can be used for sharing.

Using Office Web Apps on an iPad
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There are no issues browsing through SharePoint sites using the Safari browser that
comes with the iPad, however issues arise when you attempt to edit documents using
Office Web Apps.

If you open an Office document in Office Web Apps and then try to also edit that
document in the Safari browser you find that you are unable to get cursor focus. When
you select a region to edit all you can select is a block of the page. Doing so does not
allow you to edit the page.

If you again use Office Web Apps with third party browsers, which can be installed on
the iPad, you still end up with the same issue. The conclusion here would be that all the
browsers are using the same rendering engine and thus preventing editing of the page.
So the end result is that although Office Web Apps can be put into “browser edit mode”
due to the limitations of the iPad browser, editing is not currently possible.

Process of editing Office documents saved in SharePoint with an iPad

One of the most surprising challenges with SharePoint is to get it working effectively on
an iPad. The issues lie with both Apple and Microsoft, however there are certainly ways
that you can overcome the problems. It must be said that such solutions are by no
means easy or straightforward and more importantly there is going to be some costs
involved.

Probably the most important piece of technology that you'll need to get documents to
and from SharePoint is Dropbox.

Next you'll need an iPad App that supports the ability to edit Office documents as well
as access these documents from Dropbox. There are a few of these around but that one
chosen here will be Office? Plus.

Finally, you are going to need an app that allows you to access your SharePoint site.
Again, there are a few of these but the one chosen here is called SharePlus. Again, to
make changes to SharePoint you are going to need to purchase the Pro version as the
Lite version only allows navigation and read access.

Now with the apps in place on our iPad (Dropbox, Office2 Plus and SharePlus) we can
configure our environment. First start by logging into your account with the Dropbox
app. Ensure that you can see any files that you have transferred in there. If you open
any Office document from your Dropbox you should see the contents displayed by
Dropbox. In many cases a complex document may not display as expected and large
graphics can have trouble being displayed.

With the document open in Dropbox you should notice an "Open In" icon in the top
right (appears as an arrow out of a box). Clicking this will provide you with a list of apps

© www.ciaops.com
29 December 2014 Page 112



http://www.ciaops.com/

Chapter 16 - Tutorials

on the iPad that allow you to open the document. You should see Office? Plus and
SharePlus in this list. Select Office? Plus to open the document and start editing.

¥ Hello World.docx & = [

ki) sharePlus

Hello World 2
5 Office Plus
This & new from Lowis Coling
Q FilamenteLite

Thes is & new bt from David Benet.  This is done in WY

3 Evernote

Addacoal informaton from Robert

And more informaton in this paragragh that I'm working on af $he moment 5o thers
should be no way that somecne else can get access 10 this area

If you now go to save your edited document you will be greeted with a message that the
Save Failed as the folder is read only. By default iPad Apps can only save to their own
local storage which is independent of any other application on the iPad. So the only
option you'll have is to save the application to the local file storage.

Hello World-2
Additional information from Robert

And more information in this
paragraph that I'm working on at the
moment so there should be no way
tr dLECIBECHE BiSRCalO8LE0EEES
Save Failed
The folder is read-only. Try saving

to a different folder.

R T NN -
OK

e ——— e —
Change using Firefox on OSX Lion

Change using Safari on OSX Lion.

If you now close the document and return to the front screen of the Office? Plus App
you'll find that only the Local File store is available. However, if you hit edit in the top
right of the screen you can add a service. One of the services presented is Dropbox, so
go ahead and configure your Dropbox account details here. Once complete the front
page of Office? Plus should now display your Dropbox under the cloud folders heading.
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Office? Plus

| Local Files

Cloud Folders

o director@ciaops.com

If you open your Dropbox folder from Office? Plus now, locate the document you just
attempted to change, edit and save the document you won't receive the nasty unable to
save message as the file is saved directly to Dropbox by Office? Plus. So what we have
now done is configure Dropbox as a sort of central location for files between apps on
the iPad.

We now need to configure SharePlus to access our SharePoint site. To do this simply
open the SharePlus app and add a configuration for your SharePoint site. Once you have
configured this you should be able to browse your site using SharePlus. Once you have
located a file in SharePoint you wish to work on, you can again select the "Open In"
button and select from a range of applications on your iPad. If you select Office? Plus
here you will again be able to edit the document but you will be unable to save it back
to SharePlus and your SharePoint site. The trick is to open it with Dropbox.
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11:47 AM
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Doing so will open the Dropbox app and ask you where you want the file uploaded to in
Dropbox. Make your selection and upload. To edit and save the file we have to close
Dropbox and open Office? Plus. At the front screen we need to open the Dropbox cloud
folder configured previously, navigate to the location where we just uploaded the
document from SharePlus and click on it to edit. When we finish we save the file and it
is updated in our Dropbox.

We now need to return to our Dropbox app and locate the file just edited in Office? Plus.
If you click on the file to view it you should see any changes. If you now select the "Open
In" button on the top right you should be able to select SharePlus. Doing so will copy the
file from Dropbox to the Local Files in SharePlus.

If you now use SharePlus to navigate to the location where you wish the updated file to
be loaded you can press the “+” key in the top right. You then select Add Document. If
you then click Select document you will see a menu displayed, of which one of the items
will be "Local Files". If you select this you should see the file you just edited displayed.
Select this file and then select Save in the top right and you are all done.
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11:50 AM
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Document
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Style Local Files

In summary, what we have done is configured Dropbox as a temporary storage and
sharing area between iPad apps. We then export the file (via Dropbox) to Office? Plus to
allow editing. We then imported (from Dropbox) the file into SharePlus and then
uploaded into SharePoint.

The conclusion here is that it really shouldn't be this difficult to edit a file from
SharePoint. The major issue probably lies at the feet of the iPad which doesn't allow
apps to share their local storage. If they did, chances are we could everything via
SharePlus. It would also help if Office Web Apps in edit mode worked as it does on a PC
allowing full document updating from a web browser. If you really want to point the
finger at anyone for these restrictions you really have to point it at Apple.

So even though editing documents from SharePoint is possible it is not something that
you would be doing on a regular basis, it is really only in "case of emergency" stuff. This
leads to the conclusion that as it stands at the moment the iPad is more a SharePoint
viewing device than a document editing device. Applications like SharePlus certainly
make viewing SharePoint on an iPad much easier and editing other SharePoint
information like lists, calendars and tasks is straightforward, it is only when we start
trying to edit documents that we begin to have complications.

Hopefully the future will bring a reduction in these complications and a more integrated
editing solution for SharePoint but having two competing software businesses having to
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resolve the issues may mean a long wait until users realize the promise of SharePoint
functionality via an iPad.

OneNote on the iPad

The application that probably lends itself most to the iPad is OneNote. Fortunately,
there is a native OneNote application for the iPhone (which also runs on the iPad) from
Microsoft (http://itunes.apple.com/au/app/microsoft-onenote/id410395246?mt=8).
Unfortunately, this native app only currently allows connection to Windows Live
Skydrive (http://skydrive.live.com) and not SharePoint. Thus, you can sync OneNote
notebooks that live on Skydrive but not on a SharePoint site (not even Office 365
SharePoint online) with this native app.

. m

Take notes
on iPhone or iPad

& Sync them with MS OneNote®

30-DAY 514 SUBSCRIBE

TRlAl_ iPhone Learn More

s

“7 iPhone, iPad ‘ 201D (z22) BlackBerry.

A third party alternative worth considering is Mobilenoter
(http://www.mobilenoter.com/). With this application you install a version of
Mobilenoter on your Windows desktop. You can select which OneNote files you wish to
synchronize. To provide the flexibility to the iPad you will need to subscribe to the
Mobilenoter Cloud edition (for about $15 per year). What this enables you to do is
synchronize from your desktop OneNote to the Mobilenoter cloud service (up to 600MB
of storage). If you then install the Mobilenoter app on your iPad you can synchronize
these OneNote file back from the Mobilenoter cloud to the iPad.

Now if you make changes to your OneNote files on your desktop or iPad they will be
synchronized by Mobilenoter. What makes this solution even more powerful is if the
OneNote files are saved on a SharePoint site (local or hosted). In that case they can be
shared with multiple people via OneNote on the desktop as will via Mobilenoter to
mobile devices.

© www.ciaops.com
29 December 2014 Page 117



http://www.ciaops.com/
http://itunes.apple.com/au/app/microsoft-onenote/id410395246?mt=8
http://skydrive.live.com/
http://www.mobilenoter.com/

Chapter 16 - Tutorials

It is important to remember that Mobilenoter needs to be running on the desktop in the
background to update OneNote files to the cloud but is does provide a handy way to
sync a OneNote file saved on SharePoint to an iPad

16.14 Publishing an Access database

Microsoft provides the ability to “publish” an Access database to SharePoint 2010. To do
this you require Access services installed and enabled on SharePoint Server Enterprise
2010.

It is important to note that not all Access databases can be ‘published’ to Access
Services on SharePoint. Some of the high end functionality around Access is not
supported (typically complex Visual Basic code). It is therefore in important to test the
computability of any Access database with Access services before attempting to
‘publish’ it. This facility is built into Access 2010 and will be illustrated in this example.

In this example we will take an Access database from the Office templates and publish it
to Access Services.

To start the process open the Access database you wish to publish. In this case we will
be working with a movie collection database.

I“ H ) - -5 Movie Collection Web Database : Database (Access 2007) - Microsoft Access (Trial) =] =P E3
Home Create External Data Database Tools & e

% == ¥ cut p di 7 Selection D = New = ﬁ e - ME=E =

—— B3 Copy i ding T Advanced U] 8 save b4 =+ B [ U |:iE i 21 EH

Vifw Foste # Format Painter flter %7 Remove Sort ¥ Toggle Filter Rifﬁevsh P Delete - B4 Find R-| A-87- & == H

Views Clipboard [P Sort & Filter Records Find Text Formatting

All Access Objects = « | 5 Home x
‘Searm.. |P

Tables kS ‘ ' C = DIIE U

@] Actors

E Directors : . . S

E Movie Format ovie

E Movie Rating =

E Movies

B wishlist Welcome to your movie collection!

Forms x

To view your current movies or your wishlist, click the tabs above.
@ Actor Details

E Director Details
Getti Started
(8 cetting starte You can also:
E Home
[@ Movie Details Add Movies To Your Collection Add Movies To Your Wish List
E Movie List
0@ wish List
@ Wish List Details . . . . . . . e
View a Printable List Of Your Movies View a Printable List of Your Wish List
Reports &

E_:& Print Movies
i Print wish List
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You can see that the database contains tables, forms and reports.

E | | Movie Collection Web Database : Database (Access 2007) - Microsoft Access (Trial) = B 22
Home Create External Data Database Tools e
File Types Access Services Overview
. @ Share your database with your team, friends, or organization with Access
[E] save Database As Save Database As Services and SharePoint,
= Open .
e = Use this if you want to:
£ Close Database N Make your database available through a Web browser and Access.
Store tables in a central SharePoint location.
(] Movie Collection W... Publish Round trip queries, forms, reports, code, and linked tables that are not
[ Web compatible,
| . . J
lhic ? Publish to Access Services Click here to watch a videe demo
Recent CHS
Package and Distribute Check Wek Compatibility
NeD Package Solution ‘y You can check your database application for Web
Run Compatibility compatibility to identify items and settings that
Print Checker are not supported on the Web.

Save & Publish The database is compatible with the Web.

Publish to Access Services

Hel r*

P q Full URL:
:] Options Server URL:
3 Exit Site Mame:

To publish the database select the File tab which takes you to the Office backstage.
From there select Save & Publish, then Publish to Access Services.

You should then see a button Run Compatibility Checker which you should click to
ensure that you database can be ‘published’ to Access Services.

If no messages are returned from the Compatibility Checker enter the URL of the
SharePoint Server site you wish to use and the site name for this database. When a
database is ‘published’ to Access Services it is done so via a complete subsite. Thus,
when complete, the site you entered in the Server URL field will have an additional
subsite of name Site Name.

When you have completed all the details press the Publish to Access Services button.
You may be prompted to login to your SharePoint site. The login that use here will need

the rights to create a subsite in SharePoint so it is generally best to use an administrator
login.
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Synchronizing Web Application
Creating SharePoint List for 'Actors’

[ Synchronizing Web Application

Synchronizing Data in Tables
|

[ Synchronizing Web Application

Synchronizing Data in Tables (9%%)
|

You should now see the site being published to SharePoint. This process may take
several minutes as information is transferred to SharePoint.
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Publish Access Application

Publish Succeeded

https://ciaops365.sharepoint.com/test/movies

The server may still need some time to process your application before
it is available for use on the server.

Once the process is complete you should see a message like that shown above
indicating success. Click on the displayed URL to visit the location of the ‘published’
database.

movies * oOptions -

? Administrator » [
m:_ My Movie Collection

n
s Alist of all your current and future movies.

Getting Started

Movie List Wish List

Welcome to your movie collection!

To view your current movies or your wishlist, click the tabs above.
You can also:

Add Movies To Your Collection

Add Movies To Your Wish List

View a Printable List Of Your Movies

View a Printable List of Your Wish List
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You should now see your database displayed through a web page like shown above. In
this case you can click on the tabs or the buttons and enter information as you can with
the local application.

E movies ¥ | Options -

Share Site
Invite new users to your site.

COpen In Access
Edit database in Microsoft
Access.

Site Permissions

. : ,::--?I} Manage access and
Getting Started permissions for database

users.
sigil Sgﬁings
| YWiew and manage your :
We | CO L database objectz and =settings. = Ctl
@ Mavigate Up
To view youl 5 Mavigate up to the parent site. tabs al

As indicated, the database has been published to a separate SharePoint site. If you
select the Options menu at the top of the screen you will see a number of site level
commands.

All the database information is now saved in this SharePoint site and it continues to
operate like the local copy of the Access database would.

16.15 Publishing an Visio diagram

SharePoint Server Enterprise 2010 supports the ability to publish Visio diagrams. This is
especially handy for things like layouts and diagrams as it provides an interactive way of
anyone viewing these diagrams. This tutorial will cover how to publish and display a
Visio diagram using SharePoint Visio services.

SharePoint Visio Services is part of SharePoint Server Enterprise. To publish a diagram to
SharePoint open that document with Visio on the desktop.
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The original Visio diagram will remain in a separate file to that ‘published’ to SharePoint.
It can thus remain on the local drive or saved into a Document Library on SharePoint.
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]| (= |

Home Insert Design Data Process

H Save

demo [Read-Only] - Microsoft Visio (Trial)

Review View

Save to SharePoint

Saveto a SharePoint site to collaborate with other people on this document.

Current Location

Save 8 Send
Save A5
5 Open BE i Send Using E-mail
d Close

Save to SharePoint

Info

File Types
Recent

H Change File Type
New

Help

2] Options

4 Exit

Print Create PDF/XPS Document

Shared Documents
I=]

https://ciaops365.sharepoint.com/Shar...

Locations

Browse for a location
=]

File Types

u ﬂ: Drawing
iz Uses the Visio Drawing format

(7] Web Drawing
Data-refreshable drawing for use with
Visio Services on SharePoint

&

Save As

When you are ready to ‘publish’ the diagram select the File tab to display the Office

backstage area as shown above.

Select the option Save & Send, then Save to SharePoint. You will then to select a
location or Browse for a location. The editable Visio diagram (i.e. *.vsd) can be saved in
any normal file location, including SharePoint document library.

Once you have completed the required information press the Save As button to publish

the drawing.
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ek

| V] Save As

o=
=1l Recent Places

- Libraries
@ Documents

J’i Music

- 4| m |

[
| = https/foa.,. ared Documents » - earch Shared Documents
{ ’LJ | https://ci Shared D | 49 || Search Shared D o
Organize * Mew folder 4= - @
(W] Microsoft Visio * Name Date modified Type
. Adobe 28/07/201111:21 ... File folder
L Favorites 3 % demo 28/10/2011 1:27 PM  Microsoft
Bl Desktop
4. Downloads

File name: https:f.."ciaopﬂﬂS.sharepoint.comftesb’shared%lﬂdocuments|

Save as type: [Web Drawing

Authors: director Tags: Add a tag

[ Options... [¥] Automatically view
files in browser

“ Hide Folders Tools v | Sae | | Cancel

You should then be prompted to complete the process by press the Save button.

[ Saving

Saving as: ‘https://daops365.sharepoint, com/test/shared
documents,/dema, vdw'

You should then see the file being transferred to SharePoint as shown above.
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= = >
(7] demo.vdw - Shared Documents - ciaops365.shar... % v B v 2 @ v Pagev Safetyv Toolsv @~ |
Test » Shared Documents: demo.vdw & W @ ClroPs Administrator - By
Visio Web Access %
@ Openin Visio [2] Refresh Page-1 E 83% T‘_l-)—"!' 12 3

-

Done & Intemnet | Protected Mode: On fa v ®100% ~

When complete, you should be taken to the published Visio drawing in SharePoint. It
should appear in a web page like shown above.

Here you notice a number of controls at the top of the screen including the ability to
change the zoom.
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@demo.vdw-SharedDocuments-:iaop5365.shar.‘. }:I\ v B v [ @mm v Pagev Safetyv Tools~v <Qw G

Test » Shared Documents: demo.vdw

(\] openinvisio [2) Refresh Page-1 [+] 53% (=) - @@ 3

Done @ Internet | Protected Mode: On 2 v ®R100% ~

Selecting the zoom allows you to easily change the resolution of Visio drawing all
through a web interface. You can also open the drawing in Visio if you choose.

I% demo £ Hew

When you close the Visio diagram and return to the publish location you will see the
Visio file like any other file in a library. You will however notice that the diagram has the
extension .VDW to indicate a Visio drawing.

16.16 Publishing an InfoPath form

InfoPath is a technology from Microsoft that allows you create ‘intelligent forms’ What
is meant by intelligent forms is that fields can have a mask that requires them to be
entered in a certain way, other fields can be multiplied together to form other fields and
so on.
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Once InfoPath forms have been created they need to viewed with either InfoPath
Designer or InfoPath filler. Unfortunately, unlike Word and Excel viewers the basic
InfoPath Filler is part of the full InfoPath package and cannot be obtained separately.

However, with SharePoint Server 2010 you can use Form Services to display ‘published’
InfoPath forms on a web page. You simply create the form using InfoPath Designer and
then ‘publish’ it up to a SharePoint Form library. This tutorial will show you how to

complete this process.

[I“ =] éf = (Design) Supply requisition form - Microsoft InfoPath (Trial) = = =R
Home Insert Page Design Data Developer & 9
E Ju  Verdana T - A/ [abl Text Box ‘_;i Rich Text Box I_T_‘:;]- = & Spelling - _f\l
= J
o Ly B I U~ ¥ é' AaBLCeDd AaBt ~ | |[EH prop-Down List... [ Check Box = 34 Find ~ @
Pavste FNEE=E = . MNormal Headingl 2] || @ Option Button ﬂ Date Picker = Rﬁ?:, MREL“:?E "_L} Select All Preview
Clipboard Format Text Font Styles Controls Rules Editing Form
| = | Fields v X
5 . Drag a field to add it to the form.
Office Supply Requisition Form
Fields:
= [ myFields
Date of Request: 7| Department:| gglact. . - Acc't. (=] RequestDate*
Mo.: =] Department™
Deliver To: Room No. Mail Code: = AccountNo
=] DeliverTo™
Requestor: Extension: =] RoomMo*®
=] MailCode
- =] Reguester
Stock items (do not require approval) (=] Extension
=] AuthorizeDate
|stock Ttem Quantity 5 ] Approval
1 |5 StockItemsGroup
| Select... (5 Mon-StockItemsGroup
=] =] DateCrdered
Q =] OrderedBy
=] DateReceived
=] RecdBy
=] DateDelivered
Nonstock items (approval must be obtained) (=] Deliveredsy
=l AttachPO
|store’s Stock No. Quantity Unit Description (=l AttachPackingslip
= AttachInvoice
| Select... M [0 signatures1
[~
Orders are subject to a $10.00 minimum. Applicable sales tax will be added. Requests for exchanges or returns =
must be made within five days of delivery and may be subject to restocking charges.
Approval
This request is () Approved () Not Approved
Comments
[ Show details
Actions
< = .
Manage Data Connections...

Once you have created the InfoPath form in InfoPath Designer, select the File tab from

across the top of the screen.
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#

@“ A G ot B R A (Design) Supply requisition form - Microsoft InfoPath (Trial)

Home Insert Page Design Data Developer

H Save

Publish
Save As
3 Open Publish form to current location
| Update this form at its current publish location,

Ej" Close =1

Publish lecation: Not published.
Info
Recent

Publish form to a SharePoint Library
New Al Create or update a form library form on SharePoint,

Users can access this form online.
SharePoint

Print Server
Publish

Publish form to a list of e-mail recipients
Help =1 Create a new e-mail message which contains this form.

Uszers must have InfoPath Filler to fill out the form.

|z] Options E-rnail Use this option when recipients do not have access to SharePoint

- J forms.
[ Exit

Publish form to a network location or file share

Publish this form to a shared location so that people in your
organizaticn can fill it out.

(i

N'-“-h'"'_:"k Use this option when you do not have access to a SharePoint Server,
i Users rust have InfoPath Filler to fill out the form.
Export
Export Source Files
Iﬂ Save as a folder containing form template component files.
Export
Source Files

From the Microsoft office backstage select Publish, then the SharePoint Server button.
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Enter the location of your SharePoint or InfoPath Forms Services site:

Example: http:/fwww.example.com

[ < Back ][ Mext =

You will then be prompted to enter the URL of your SharePoint site.

When this is complete press Next to continue.
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Publishing Wizard B |z
What do you want to create or modify?

(@) Eorm Library

Publish this form template as a template in a form library. A form

library stores forms based on this form template. Users can open
and fill out forms in the library. You can specify which fields in the
template appear as columns in the library.

(7 Site Content Type (advanced)

A site content type allows this form template to be used in multiple
libraries and sites. You can spedfy which fields in the template
appear as columns in the library.

Next, you will asked where you store the form in SharePoint. You can either store it in a
Form Library (the default) or in a Site Content Type. In this example we’ll use a Form
Library so leave the default option set and press the Next button.
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Publishing Wizard [~ B |[E3m]
What do you want to do?
@ Create a new form library
(") Update the form template in an existing form library
Form library to update:
Mame Description
Form Templates Thig library contains administrator-app. ..
Forms
Shared Documents Share a docurnent with the team by a...
Site Assets Use this library to store files which are. ..
Site Pages IIse this library to create and store pa...
@ Slides
@ Style Library IUse the style library to store style she. ..
[ < Back ] - Mext> | [ Cancel ]

You can now select whether you wish to create a new form library (the default) or
update an existing form library. In this case we’ll select to create a new Form Library in
our SharePoint site, so press the Next key to continue.
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Type a name and description for this form library.

Mame: |IDFﬁ::E Supplies

Description:

[ <Back J[ Mext> | [ concel |

Since we are creating a new Form Library we need to give the library a name, in this
case Office Supplies.

When this is complete press the Next button to continue.
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-

[ publishing Wizard

The fields listed below will be available as columns in SharePoint sites and Outlook
folders.

Column Mame

Request Date

Remove

e ment

Deliver To Modify...
Rioom Mo

Mail Code
Reguester
Extension
Authorize Date

Approval

[ < Back ” Mext = ][ Cancel ]

You may now need to add the fields from InfoPath to the columns in SharePoint. You do
so by using the Add button.

Press the Next button when this process is complete.
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Publishing Wizard

Verify the form information below and then didk publish,

Form Library: Office Supplies

Location: https: f{daops365.sharepaint. comf
Server Type: InfoPath Forms Services

Security Level: Restricted

| <Back |[_ Ppublsh

|[ Canicel ]

You are now shown a summary screen. If everything is correct here press the Publish
button to upload the form to SharePoint.
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[ Publishing Wizard E=

Your form template was published successfully.

Form Library: Office Supplies

Location: https: /jciaops365.sharepaint. com/Office Supplies/
Server Type: InfoPath Forms Services

Security Level; Restricted

[]5end the form to e-mail recipients. ..
[] Open this form library. ..

1

Cance

[

When the ‘publish’ process is complete you should see a summary screen like shown
above indicating success.

Press the Close button to complete the process.

CIAOPS Administrator - E_—,

Site Actions ~ [l TR Documents Library
- : : 4 1.7
Sj Team Site » Office Supplies » All Documents -4
(=5 IlLikelt Tags &
Motes
Home | Subsite  Movies Test Records  Search Search this site... F=) o
Sites [ Type MName Modified Modified By Checked Out To Diepartment Request Date Deliver To
Records There are no items to show in this view of the "Office Supplies”™ document library. To add a new item, dick "Mew™ or "Upload™.
Search

4 Add document

Libraries
Site Pages
Shared Docymente

If you now visit the SharePoint site you should see a new Form Library in the Quickstart
menu. You will also notice that it contains no items but has columns matching the items
you added when you published the InfoPath form.
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If you click the Add docume
happen.

nt link at the bottom of the list one of two things will

I“ Lg ) ™ |5 Forml - Microsoft InfoPath (Trial)
Home Insert
% Cut . T AL | i= - 34 Find
=52 Copy X N 2ac Replace
Paste I al 4 = = Jin Spelling ...,
- fForrnat Painter I - = - = . P - g S Select All
Clipboard Font Paragraph Editing
Office Supply Requisition Form
Date of Request: || Department: gelect... * o Acc't. MNo.:
Deliver To: * Room No. = Mail Code:
Requestor: Extension:
W Click here to reqguisition stock items
W Click here to requisition non-stock items
Purchasing Department
Date Ordered: Ordered By: Select... h
Date Received: Received By: Select... h
Date Delivered: Delivered By: Select... s
Attach Purchase Order Attach Packing Slip Attach Invoice
W Click hereto attach a file 0 Click hereto attach a file W Click hereto attach a file

If you InfoPath installed on your system the form maybe displayed here. This either
means you do not have Form Services installed on your SharePoint server or the form
you published was too complex to be displayed by SharePoint Form Services.

CIAOPS Administrator » [

Site Actions ~ @ IS Documents Library
5 i
' i "/ L4
S?J Team Site » Office Supplies » All Documents &
Ilike It Tags &
Motes
Home | Subsite  Movies Test Records  Search Search this site... P 0
Sites [ Type Name Modified Modified By Checked Out To Diepartment Request Date Del
Becords G  Formi  31/10/2011 3:40PM  CIACPS Administrator Human 31/10/2011 Me
Search £ HEW Resources
4k Add document
Libraries
Site Pages
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If you complete the form and save it and then view the SharePoint library you will see
the item displayed as shown above.

’ﬁ

BHRBE DT

Submit  Save Save  Close Paste Print
As Preview

Commit Clipboard Views

Infopath Example

Intelligent form

Date l1/10/2011 ] 7/11/2011
Location Office Iz‘

Day e Monday

- Tuesday

e Wednesday
e Thursday
- Friday

- Saturday
- Sunday

Submit

However, if you have Form Services running and have created a suitable form you
should see it displayed in a web page, as shown above, when you select the Add
document link in the form library.

Once you complete the form here you can click the Submit button to save the form
information back to SharePoint and close the window displaying the form.

16.17 Using Powershell to do an automated installation
One of the things that you can use Powershell to do is automate the installation of your
SharePoint environment. The following example details how to complete an installation

of SharePoint up to the point of creating a web application.

Script
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cls

write-host -foregroundcolor green "Commencing installation"

## Create Stopwatch

Sstopwatch=new-object system.diagnostics.stopwatch
Sstopwatch.start()

## Create directory uses c:\wsf

write-host -foregroundcolor green "Creating directory"
Screate=[l0.Directory]::CreateDirectory("c:\wsf")

## Extract files — assumes install file in c:\ and will extract to c:\wsf
write-host -foregroundcolor green "Extracting files"

Sextract = "c:\sharepointfoundation.exe"

Sargs = "/extract:c:\wsf /passive /quiet"

Sresult = start-process Sextract Sargs -wait

## Run perquisites — assumes location in c:\wsf

write-host -foregroundcolor green "Installing Prerequisites"
Sexecute="c:\wsf\prerequisiteinstaller.exe"

Sargs="/unattended"

Sresult = start-process Sexecute Sargs -wait

## Install binaries — assumes location in c:\wsf and c:\config.xml
write-host -foregroundcolor green "Installing Binaries"
Sexecute="c:\wsf\setup.exe"

Sargs="/config c:\config.xml"

Sresult = start-process Sexecute Sargs -wait

## Add snap ins

write-host -foregroundcolor green "Adding Snap Ins"

if((Get-PSSnapin | Where {S_.Name -eq "Microsoft SharePoint Powershell"}) -eq
Snull){ add-pssnapin Microsoft.SharePoint.Powershell; }

## Configure Admin site — assumes SQL instance = server\sqlexpress
write-host -foregroundcolor green "Creating Admin databases"
new-spconfigurationdatabase -databasename "sharepoint_config" -
databaseserver "serverb\sqglexpress" -administrationcontentdatabasename
"config_database" -passphrase (convertto-securestring "p@sswOrd" -asplaintext
-force)

## Initialize Central Admin site

write-host -foregroundcolor green "Initializing Central Admin site"
install-sphelpcollection -all

initialize-spresourcesecurity

install-spservice

install-spfeature -allexistingfeatures

## Create Central Admin site

write-host -foregroundcolor green "Creating Central Admin site"
new-spcentraladministration -port 5555 -windowsauthprovider "ntlm" install-
spapplicationcontent

## Elapsed time
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Sstopwatch.stop() Sts=Sstopwatch.elapsed

Selapsedtime = [system.string]::format("{0:00}:{1:00}:{2:00}:{3:00}",Sts.hours,
Sts.minutes, Sts.seconds, Sts.milliseconds/10);

"Runtime = Selapsedtime"

## End

write-host -foregroundcolor green "Installation complete”

Config.xml

<Configuration>
<Package Id="sts">
<Setting Id="SETUPTYPE" Value="CLEAN_INSTALL" />
<Setting Id="SERVERROLE" Value="APPLICATION" />
</Package>
<DATADIR Value="%CommonProgramFiles%\Microsoft Shared\Web Server
Extensions\14\Data" />
<Logging Type="verbose" Path="%temp%" Template="Microsoft Windows SharePoint
Services 4.0 Setup *.log" />
<!--PIDKEY Value="PIDKey Value" /-->
<Setting Id="UsingUlInstallMode" Value="0Otor" />
<Setting Id="SETUP_REBOOT" Value="Never" />
<Setting Id="AllowWindowsClientInstall" Value="True"/>
<Display Level="Basic" CompletionNotice="No" AcceptEULA="Yes" />
</Configuration>

Pre-requisites

Windows Server 2008 R2
- Server name = serverb
SQL 2008 Server Express R2
- Instance = SQLEXPRESS
SharePoint Foundation installation file
- Locatedin c:\
Config.xml file
- Locatedin c:\

Script walk through

cls
write-host -foregroundcolor green "Commencing installation"

These commands will clear the screen and output the text “Commencing installation” in
green.

## Create Stopwatch
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Sstopwatch=new-object system.diagnostics.stopwatch
Sstopwatch.start()

This command creates a variable that can be used as a timer. The second command
starts the timer running so that the duration of the process can be tracked.

## Create directory uses c:\wsf
write-host -foregroundcolor green "Creating directory"
Screate=[l0.Directory]::CreateDirectory("c:\wsf")

These commands will first out more text to the screen and then create a directory
c:\wsf.

## Extract files — assumes install file in c:\ and will extract to c:\wsf
write-host -foregroundcolor green "Extracting files"

Sextract = "c:\sharepointfoundation.exe"

Sargs = "/extract:c:\wsf /passive /quiet"

Sresult = start-process Sextract Sargs -wait

Information about the process will again be written to screen. The following commands
will execute the program c:\sharepointfoundation.exe with arguments /extract:\wsf
/passive /quiet. This will extract all the required SharePoint Foundation installation files
to a directory (which has already been created earlier) called c:\wsf. No output will be
displayed on the screen.

## Run perquisites — assumes location in c:\wsf

write-host -foregroundcolor green "Installing Prerequisites"
Sexecute="c:\wsf\prerequisiteinstaller.exe"
Sargs="/unattended"

Sresult = start-process Sexecute Sargs —wait

More status information is displayed before the SharePoint prerequisite installer is run
from c:\wsf in quiet mode (i.e. with no output).

## Install binaries — assumes location in c:\wsf and c:\config.xml
write-host -foregroundcolor green "Installing Binaries"
Sexecute="c:\wsf\setup.exe"

Sargs="/config c:\config.xml"

Sresult = start-process Sexecute Sargs —wait

The SharePoint setup program will now be run and it will use the configuration
parameters found in the file c:\config.xml.

## Add snap ins
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write-host -foregroundcolor green "Adding Snap Ins"
if((Get-PSSnapin | Where {S_.Name -eq "Microsoft SharePoint Powershell"}) -eq
Snull){ add-pssnapin Microsoft.SharePoint.Powershell; }

Once the setup has completed the SharePoint Powershell cmdlets will be available on
the system so these are now loaded so that they can be utilized by the script.

## Configure Admin site — assumes SQL instance = server\sqlexpress

write-host -foregroundcolor green "Creating Admin databases"

new-spconfigurationdatabase -databasename "sharepoint_config" -
databaseserver "serverb\sqglexpress" -administrationcontentdatabasename
"config_database" -passphrase (convertto-securestring "p@sswOrd" -
asplaintext -force)

A new set of SharePoint databases is now created on the instance server\sqglexpress.

These databases are sharepoint_config and config_database. The passphrase for the
SharePoint farm is set as p@ssword.

## Initialize Central Admin site

write-host -foregroundcolor green "Initializing Central Admin site"
install-sphelpcollection -all

initialize-spresourcesecurity

install-spservice

install-spfeature —allexistingfeatures

All the standard SharePoint features are configured into the SharePoint farm with their
defaults.

## Create Central Admin site

write-host -foregroundcolor green "Creating Central Admin site"
new-spcentraladministration -port 5555 -windowsauthprovider "ntIm" install-
spapplicationcontent

A new SharePoint Central Administration site is created on port 5555 with NTLM
autenication.

## Elapsed time

Sstopwatch.stop() Sts=Sstopwatch.elapsed

Selapsedtime = [system.string]::format("{0:00}:{1:00}:{2:00}:{3:00}",Sts.hours,
Sts.minutes, Sts.seconds, Sts.milliseconds/10);

"Runtime = Selapsedtime"

The time is now stopped and the difference in time between start and finish is now
displayed in an easy to read format.
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## End
write-host -foregroundcolor green "Installation complete”

16.18 Look and feel modifications

The first thing that many people want to customize is the look and feel of their
SharePoint site. There are a number of ways of achieving this, via the Windows interface
right through to using Visual Studio and creating custom code.

The most important thing that you need to as before diving into major modifications is
really whether such modifications are going to make it better for the average end user.
What may seem as a good idea to ‘pretty’ up a site can in fact dramatically slow it down
and make it far more difficulty for end users to use and thereby get their jobs done. It is
important to remember, that in most cases SharePoint has been implemented as a
productivity and collaboration tool rather than simply a web site. For reason it is
extremely important to keep in mind the end user when making any site alterations.

Title, description and icon

The first place to start any customizations is to alter the information in the top left of
the SharePoint site. By default it will appear something like:

site Actions + @ B EECLIE

Test » Home

Home
Pictures

Welcome to your site!

Sites

Before making any changes to SharePoint sites you will need to login to SharePoint as an
administrator. Once you have done this select Site Actions from the top left and then
Site Settings from the drop down menu that appears.
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site Actions | 3 B EECT

Edit Page
Edit the contents of this page.

New Page
Create a page you can
customize.

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

o B Ky

New Site
@ Create a site for a team or
project.

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

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

Edit in SharePoint Designer
Create or edit lists, pages, and
worlkflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all zettings for this =site.

%% B

This will take you to the Site Settings for that SharePoint site. Here you will find a
subsection called Look and Feel.

& Look and Feel
[\Q Title, description, and icon
Quick launch

Top link bar
Tree view
Site theme

Click the first link in the list is Title, description and icon.
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Title and Description

Type a title and description for your Web site, The title is displayed on each
page in the site. The description is displayed on the home page.

Logo URL and Description

Associate a logo with this site by entering the URL to an image file
(recommended size: 60 x 60 pixels). Add an optional description for the
image. Mote: If the file location has a local relative address, for example,

[ layoutsfimages/logo.gif, you must copy the graphics file to that location on

Title:

251

Description:

URL:

Click here to test
Enter a description {used as alternative text for the picture):

each front-end Web server,

Web Site Address

URL name:
Users can navigate to your site by typing the Web site address (URL) into T : : 0 ’—
their browser. You can enter the last part of the address. You should keep it B =P iy =<t

short and easy to remember,

For example, http://sharepoint2010.ciaops. com/sitename

You should see three sections displayed, Title and Description, Logo URL and Description
and Web Site Address.

Title and Description — The text in the Title field is the title of the site and what is
displayed in the top left of your site like so and appears on every page in the site:

Site Actions ~ §7

Browse

) Test » Home

Horne

Pictures

Pictures

Welcome to your site!

Sites

The text in the description field is the text that appears just below the Title on the home
page like so:
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Site Actions ~ g

Browse

Test » Home

This is from the description field.,

Hame

The other important thing to consider when entering information into these fields is
that both are used with search. It is therefore always best practice to ensure that you
enter meaningful information here to help end users find the information they are
searching for. This is especially true if you are creating a hierarchy of sites and subsites.
Logo URL and description — The default logo that appears in the top left is:

Site Actior ' Browse

est » Home
This is from the description field.

Horne

If you wish to utilize something different you will need to insert a link to that graphicin
the URL field. It is important to note that no scaling options are available and the
recommended size of the icon is 60 x 60 pixels. You can link to graphics that are located
anywhere, even on the Internet, however it is important to ensure that all users have
access to these linked graphics and consider what may happen is the link to any external
source is not available. In that case any externally linked graphic will not display and all
you see is a broken link icon like so:

[ Test» Site Settings

A much better option is to upload the desired graphic into SharePoint (into the Site
Assets library say) and then use the link to that location. This will ensure that provided
your users have access to SharePoint they will also be able to see the graphic.

You can also enter a description for this graphic and it is recommended that you use the
field to enter information about the location where the graphic has been obtained or is
stored simply to make it easier to edit in the future.
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Once you make a change you should see the new graphic displayed in the top left of
each page of that SharePoint site like so:

Test » Site Settings

Web site address — If you are not at the top (or root) of your SharePoint hierarchy then
you will have the ability to change the address of the site. You will notice that you only
have the option to change the last part of the address and it should be done with care
because any change here will break any manual or absolute links to this location
(SharePoint will update its links automatically but not if you have manually typed these
in somewhere like a menu bar).

Best practice here is to ensure that the address is kept as short as possible and does not
include special characters and importantly does not contain any spaces (even though
they are accepted).

Once you have made the changes you desire press the OK button to save these and
return to the Site Settings page.

Quick Launch menu
The next area that you can modify from the Look and Feel section in the Site Settings
page is the Quick Launch menu that appears down the left hand side of the site.
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siteActions -~ i B Browse Page

Test » Home

Ll
Home
Pictures
Pictures ) .
elcome to your site!
Sites
Subsite Add a new image, change this welcome text or add new lists to this page by clicking the edit button above. vou can
click on Shared Docurments to add files or on the calendar to create new team events, Use the links in the getting
started section to share your site and customize its look,
Libraries
Shared Documents
Shared Documents - O
Index only
ik 0 Type = Mame Madified Modified By
'E 2 - product features 3/03/2011 3:035 PM Robert Crane
Lists )
IE_] sharepoint bpos 5/09/2011 927 PM Robert Crane
Calendar
IE__] sharepaint bpos-1 5/09/2011 9:41 FM Robert Crane
Tasks
Custom 4k add document
Contacts

Leave Request

-y

If you click on the Quick Launch menu in Site Settings under the Look and Feel section
you should now see the following options:

=i'New Navigation Link =i'New Heading [=PChange Order

Q Pictures

Pictures

Sites
Subsite

Libraries
Shared Documents
Index only
Wiki

Lists
Calendar
Tasks
B} custom
Contacts
Leave Request
b staff

Discussions
Team Discussion

Emails

It is important to remember that what you see here will be the Quick Launch menu from
the SharePoint site you are working with.
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If you click on any of the edit icon next to any of the heading you see displayed you will
be taken to a screen that allows you to change the web address, the description for that
option like so:

URL
Type the Web address:

Jtest/Shared Documents/Forms/allltems.aspx
Type the description:

Shared Documents

Heading
Libraries -

If the option that you select is a not a heading you will also see the pull down option
Heading which allows you to locate that option under that location in the menu.

When you have finished making changes simply press the OK button to save. You can
also remove the option from the Quick Launch menu by pressing the Delete key.

If you click the New Navigation Link from the menu at the top of the page you will taken
to area that looks very similar to edit screen just mentioned.

URL
Type the Web address:

Type the description:

Heading
Pictures -

In here you can enter the details for a new item on the Quick Launch menu. The
information that you enter here doesn’t necessarily have to point to a location within
the SharePoint site. It can point to another SharePoint site, a web site, external URL or
link that is viewable through a web browser.

Once you have entered in the Web address and the Description you can also select
under which heading the item will appear in the Quick Launch menu.
Press the OK button to save any changes.

If you press the New Heading link at the top of the screen you will be taken to screen
where you can enter the details for a new heading on the Quick Launch menu.
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URL
Type the Web address:

[htto:/]

Type the description:

The Web address field can point to any valid web address again but in the case of
SharePoint content it will normally point to a summary of those items. So for example,
click on the Libraries heading in a SharePoint site will reveal:

[ Create & site Workflows view: | Document Libraries =
Iterns Last Modified

Document Libraries

Ep) Index only 1 14 months ago

Share a document with the team by adding it to this 3

; 6 weeks ago
document library. ’ g

Ep) Shared Documents

Use this library to store files which are included on

o4 Site Assets pages within this site, such as images on Wiki 7 9 months ago
pages.
@ Site Pages tﬁ: this library to create and store pages on this 5 3 months ago

gj Wik 1 11 months ago

The URL for this will look something like:

/test/ layouts/viewlsts.aspx?BaseType=1
Thus, if you ever want to recover a deleted SharePoint heading in the Quick Launch
menu then it will have to be similar to the format shown above for the appropriate
location. However, it is important to remember that you can insert any valid web
address into this field.

Press the OK when complete to save the changes.

If you select the Change Order link from the menu bar at the top you will now see the
layout of the Quick Launch menu displayed something like:
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1 [x] Pictures

1 [zl Pictures

2 x| Sites

1 =] Subsite

3 [z Libraries
1 [=| shared Documents
2 [=| Index only
3 =1 wiki
4 x| Lists
Calendar
Tasks
Custom
Contacts

Leave Request

Staff

@ | koW | e
a5 = A

5 [ | Discussions

1 [=| Team Discussion

2 [=| Emails

Each of the numerical entries to the left of the menu items can be altered via the pull
down option. This means you can arrange the order in which the items appear in the
Quick Launch menu. You will also see that you can the ordering is hierarchical so that
you can change the ordering of the major headings as well as each sub item beneath.
When you have completed your changes press the OK button to save the changes.

Top Link Bar

The Top Link Bar is the group of links that appear across the top of a site commencing
with Home.

Site Actions ~ g B

Browse Page

T ome

Horne

Pictures

Pictures

Welcome to your site!

Sites

Top Link Bar items are normally created when you create a subsite. However, it is
possible to edit what appears here. To do so, select the Top Link Bar option from the
Look and Feel section of the Site Settings.
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=i New Navigation Link _lese Links from Parent

L} Home

You can edit any items that already appear by clicking on the edit icon which appears to
the left of the item. Doing so will take you to an edit screen for that item, like so:

URL
Type the Web address:

Jtest
Type the description:

Home

You can now generally edit the Web address and Description (you can’t in this case
because it refers to the default Home item).

You will also notice that you can delete the item by selecting the Delete button.

Once you have made any changes press the OK button to save and exit the screen.

In most cases you will probably not see a lot of entries here. However, if you select the
New Navigation Link from the menu bar you will be taken to a section where you can
manually add a new item.

URL
Type the Web address:

Type the description:

Much like the Quick Launch options discussed above you can now enter a valid URL and
a description. The text that you place in the description field is what will be displayed in
the new item in the Top Link Bar.

When you have completed any changes press the OK button to save and continue.

If you have more than one item in the Top Link Bar you will also see an option at the top
Change Order. Pressing that will take you to a screen that allows you to reorder how the
items appear on the Top Link Bar like so:
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Link Order Link Name
1 = Home
2 - CIAQPS

To change the order simply alter the number in the drop down box to the left of the
item. The screen will automatically update.

When you have finished making your changes select the OK button to exit and save.
The final menu item, Use Links from Parent allows you to display the Top Link Bar from
the parent site (if one exists). This is used in many cases to preserve a single navigation
interface through a hierarchy of sites and subsites. Each new subsite you create
generally receives its own Top Link Bar with items only valid for that site and not the
parent. However, using this option allows you to over write that.

If a site is using the Top Link Bar from its parent you will instead see the following
option:

X Stop Inheriting Links

Clicking this will cease the inheritance and allow you to create individual menu items.

Note that if you edit the Top Link Bar, Use the links from the parent site and then stop
inheriting any item you have created will not reappear as they are removed during the
inheritance process.

Tree View
When the hierarchy of a SharePoint site increases navigation can become difficult for
end users to locate information. To potentially overcome this issue you can enable what

is known as Tree View for your site.

When Tree View is enabled for the site you will see an expanded menu of your site
appear at the bottom of the Quick Launch menu that appears like:
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Site Content

>I;| Subsite ﬂ
IEY Index only

54 Shared Documen
> By Site Assets
Pictures

wf Announcements
ﬁ Calendar

fis| Contacts

f| Custom

ﬁ Leave Request
% Links

@ Site Pages

T staff

2] Tasks

&) Wik

> H Emails j

7

You can then select which item you want to navigate tp by directly clicking on that item
in the Tree View.

The Tree View display option is enabled from the Tree View item in the Look and Feel
section of the Site Settings.

Enable Quick Launch

Specify whether the Quidk Launch should be displayed to aid navigation. The ¥ Enable Quick Launch

Quick Launch displays site contentin a logical manner.

Enable Tree View

V 1 L
Specfy whether a tree view should be displayed to aid navigation, The tree ¥ Enable Tree View

view displays site content in a physical manner.

In this area you will see that you can not only enable Tree View but also the Quick
Launch menu. If the Quick Launch menu is disabled all you will see on the left hand side
of your site will be the Recycle Bin and the all Site Content links by default.
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Test » Home

Home CIAOQPS

 — .
4/ Recycle Bin

&) all Site Content Welco

Add a new
click an Sha
started sech

Shared D

Press the OK button to save the changes and exit these options.
Site Theme

Using the Site Theme option from the Look and Feel section of Site Settings it is possible
to customize the colours of the site.

Select a Theme
Default {no theme) -
Azure
B
Bﬁctr;sweet
HLE(EEEEEN cay_
moooogggg Construct
NOERCEOEEE Conventon
| () | =) seee Graham
HELCEEEEEEEN Grapello
ENEEEEEEEE Laminate
Hyperlink Followed Hyperlink Modern lllose
H M
Head'ng FOI‘It Lorem ipsum dolor sit amet... pi.lL-I,::;éga
BOdy FOI'It Lerem ipsum dolor sit amet... ghcrilsrizr |
‘Vantage
iewpoint j

When you select this option you will be taken to page that displays a list of different
themes on the right hand side. If you click on any of these themes you will see the
scheme change on the left hand side giving you an indication of the appearance of that
theme.

Once you have select a desired theme press the OK button to save the changes.
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One of the benefits of using different themes is that it allows end users to distinguish
between which area they current are in within SharePoint. If all sites have the same
default theme then navigating through a hierarchy of sites can become confusing.

With SharePoint Server 2010 there are lot more options for customizing the theme. It is
also possible to use Microsoft PowerPoint to create new themes that can be applied to
all versions of SharePoint. However, doing this also requires access to the SharePoint
server.

Views

When you create an item in SharePoint like a list, document library, calendar and so on,
this process also creates a number of standard ‘views’ of that item. A view is simply a
custom method of looking at the data contained in that item. Importantly you can not
only customize the views that already exist but you can create new views.

In this case we will examine the views on a standard document library.

When you view the document library you will see a list of files in that library. You will
also see a list of fields displayed including type, name, modified etc. What you are
seeing is what is known as the default view for that library. This is the view that is
displayed when you first enter the library. You can see whether there are any more
views for the item available by selecting the pull down arrow to the right of the library
name in the bread crumb navigation at the top of the page.

Test » Shared Documents » All Documents
Share a document with the team by All Documents
i Modify this View

fal =
Home | CIAOPS A Create View

Pictures Type  MName Modified
R brd 2 - product features 3/03/2011 3:03 PM
_ | sharepoint bpos 5/09/2011 9:27 PM
Sites - I b
) [ sharepoint bpos-1 5/09/2011 9:41 FM
Subsite J

aF Add document

In the case above you can see that there is currently only one view called All
Documents. If there were additional views then you could select them here.
To start with we will select option from the menu to Modify this View.
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OK Cancel
Name
View Name:
e rene b evien o e dount [ ocumerts
“Sorted by Author”, so that site visitors wil Web address of this view:
know what to expect when they dick this ink. http://sharepoint2010.ciaops.com/test/Shared Documents/Forms/ |Allltems .aspx ﬂ
This view appears by default when wvisitors follow a link to this document library. If vou want to delete this view, first
another view the default.
= Columns
Select or dear the check box next to each Display Column Name Position from Lef{
cUIun_m you want to s_huw or hide in this view W Type (icon linked to docurnent) T E
of this page. To spedify the order of the P )
;ﬂ:ﬂqi{:i‘zs 2 number n the Position v Name (linked to document with edit menu) [27+1
2 Modified 3 ©
2 Modified By [+ =l
v Trim ’E
I Check In Comment 6 vl
I Checked Out To m
I Content Type ’E
|— Copy Source ’E
r Created ’ﬂ
| Created By 11 |
- Edit (link to edit item) [z =
I File Size ’@
I Folder Child Count 14 ||
row 5
- Itemn Child Count 16 =]
- Mame (for use in forms) ’ﬂ
I Name (linked to document) ’E
- Title 15 =
) Version 20 =)

You will now be taken to a screen that allows you to make changes to the current view.
The Name area allows you to not only change what the view is called but also change
the URL.

The Columns area allows you to select which columns will be displayed in the view and
in what order that will appear across the screen. To allow a column to display simply
place a check in the box to the left of the column name. To position where the field will
be displayed from the left simply pull down the options box to the right of the column
and select a number (which represents the position from the left).

Scroll down to view further options.
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= Sort
Select up to two columns to determine

the order in which the items in the

view are displayed. Learn about |Narne (for use in forms) -
sorting items.

First sort by the column:

i Show items in ascending order
13 (A, B C,orl, 2, 3)

I lg Show items in descending order
1 (C, B, A, 0r3 2 1)

Then sort by the column:

|N|:|r|e =l
1 Show items in ascending order
o) 12 N
5 (A, B, C,or1,2, 3)

o 3 Show items in descending order
l? (C, B, A 0or3 2 1)

[” Sort only by specified criteria (folders may not appear before items).

=2 Filter

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

the current date or the current user of

the site, type [Today] or [Me] as the s
column value. Use indexed columns in

the first clause in order to speed up

==== Show items only when the following is true:

your wiew. Filters are particularly Show the items when column
important for lists containing 5,000 or
more items because they allow you to | None 3

work with large lists more efficiently.
Learn about filtering items.

| iz equal to -

 and & Or
When column
| None -]

[is equal to B

The Sort area allows you to determine the order in which the items will appear in this
view. You may select up to two columns to sort by. Use the selector to the right of the
sort by the column fields to select which column you require. You can then select

whether you wish the sort order to be ascending or descending by making a selection
from the options below.

The Filter area allows you to determine which items will actually be displayed. By default

all items are shown but using the fields here you can elect to only show a restricted set
of items.
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To restrict the items that are displayed select the option Show items only when the
following is true: then use the selector to locate the field(s) you wish to filter on. Next
select the condition you require the filter to meet. For example (is equal to, is not equal
to, etc. finally enter the value in the last option box. You can continue to string condition
together using the and/or condition.

Scroll down for more options

= Inline Editing

Choose whether an edit button an each

row should be provided. This button

allows users to edit the current row in

the current view, without navigating to ¥ Allow inline editing
the form. Inline editing is only

available on views that have their

Style =et to Default.

= Tabular View

Choose whether individual checkboxes

for each row should be provided.

These checkboxes allow users to select W Allow individual itemn checkboxes
multiple list items to perform bulk

operations.

= Group By

Select up to two columns to determine
what type of group and subgroup the
items in the view will be displayed in. |Nune ;l
Learn about grouping items.

First group by the column:

o I | Show groups in ascending order
* IBFF (a,B,Cor1,23)

-~ u‘:' Show groups in descending order

== (c,B,A0r321)

Then group by the column:
|N|:rne ;I

o IE Show groups in ascending order
¥ | (A, B,C,orl,23)

- 15 Show groups in descending order
| (C,B, A 0r3,2 1)

By default, show groupings:
{* Collapsed (" Expanded

Mumber of groups to display per page:

e
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The next set of options will need to be expended so you can view them. To do this click
the [+] box to the left of the option name.

The option Inline Editing allows you to select an item in the view and then edit its
properties directly in the list without hgving to pop up a new window.

I Mame

v 2 2 - product features

gy sharepoint bpos

gy sharepoint bpos-1

With Inline Editing enabled you should see a small edit icon appear when you select the
item. Click that edit icon will place that item into edit mode.

r Type Mame
I.g@ 'ﬂ |2 - product features pdf

(e sharepoint bpos
(e sharepoint bpos-1

g Add document

In edit mode you see the edit icon change to a Save / Cancel icon and the first field will
be editable like shown. You can now make changes to these fields and tab through them
on the screen. When you are complete simply press the Save icon to update the
information.

The option Tabular View provides the ability for a checkbox to appear to the left of the
entry which can be selected. This then allows the ability to work with multiple records in
the view like so:

[w Type  MName Maodified

v £} "™ 2 - product features 3/03/2011 3:03 PM
v [} (e} ] sharepoint bpos 5/09/2011 9:27 FM
v £} ®] sharepoint bpos-1 5/09/2011 9:41 PM
gr Add document
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The option Group By allows you to collect like items together and display them under a
common heading. This makes working with large groups of items much easier. All you
need to do is select the columns that you wish to Group By and then the order in which
they will be grouped (ascending or descending). You can also select whether you wish
these groups to be displayed Collapsed or Expanded by default as well as the limit on
how many groups to display per page. Once Group By has been enabled and configured

it will appear like:

Type MName Modified

= Tvpe : Eﬂ (2)
(e sharepoint bpos
(e sharepoint bpos-1

S09/2011 9:27 PM

(4]

/09/2011 9:41 PM

(4]

= Tvpe : ﬂ (1)
'ﬂ 2 - product features 3/03/2011 3:03 PM

gr Add document

Here we can see that the items are grouped by their file type and are displayed
expanded by default. To close any group simply click on the — box next to the word Type
at the start of the grouping. To expand any group press the + box when it is displayed.
To clear grouping simply select to group by None.

Scroll down the page for more options.

© www.ciaops.com
29 December 2014 Page 161



http://www.ciaops.com/

Chapter 16 - Tutorials

= Totals

Select one or more totsls to display.

= Style

Choose a style for this view from the list on
the right.

= Folders

Specify whether to navigate through folders
to wiew items, or to view all items at once.

= Ttem Limit

Use an item limit to limit the amount of data
that is returned to users of this view. You can
either make this an absolute limit, or allow
users to view all the items in the document
library in batches of the specified size. Learn
about managing large lists,

Column Name

Modified (Awverage supported in datasheet view only)
Maodified By
Name

Type

View St\_,rle:

Basic Table
Document Details
MNewsletter
Newsletter, no lines
Shaded

Preview Pane

Folders or Flat:
{* Show items inside folders
{~ Show all items without folders

Number of items= to display:

o

{* Display items in batches of the specified size.

" Limit the total number of items returned to the specified amount.

The Totals option allows you to produce a mathematical result on a column, depending
on the contents of that column. In here you should see a list of all the suitable columns
with a pull down menu for each like so:

Column Name Total

Modified (Average supported in datasheet view only) |Nune "I
Modified By |N|:|-ne -I
Mame |Cu|.|nt "I
Type |N|:|-ne -I

When you pull down the Total option you will see a list of functions that can be
performed with that column. Depending on the column these include: count, average,
sum, total. With a Total field selected for a column you view should look something like:
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-

Type MName

Count= 3

'E 2 - product features

(8] sharepoint bpos

(8] sharepoint bpos-1

gr Add document

You should see the Total displayed at the top of the page just under the column name as

shown above.

To remove the Totals from a view simply select the option None.

The option Style alters how items are displayed on the page. For example if you select

Document Details from the list provided the display will now appear like:

-E 2 - product features

E_] sharepoint bpos-1

Mame 2 - product features
Modified 3/03/2011 3:03 FM
Modified By Robert Crane

Trim 3/03/2011

Mame sharepoint bpos-1
Modified 5/09/2011 9:41FM
Modified By Robert Crane

5 @

sharepoint bpos
MName

Modified
Modified By
Trimi

sharepaint bpos
5/08/20119:27 PM
Robert Crane
5/09/2011

It is important to remember that not all styles work for all lists.

With the Folders options you can determine whether users have to navigate through
any folders that exist. If the option Show items inside folders is selected you will see the
normal files and folders structure that was created originally like so:

-

Type

3

pd
|E|_]
|E|_]

Mame
Subfolder
2 - product features

sharepoint bpos

csharepoint bpos-1

Madified

13/01/2012 5:01 PM

3/03/2011 3:03 PM

5/09/2011 9:27 PM

5/09/2011 9:41 FM
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If however you select the option Show all items without folders then the display will
show all the files from all the locations (including those inside folders) as a single list of
files.

So from the previous example, there is a single file in the folder Subfolder. When the
Show all items without folders is selected for the view instead of seeing 3 files and 1
folder as above you will see 4 files and no folders like so:

Type Mame Modified
'ﬂ 2 - product features 3/03/2011 3:03 PM
™ office365 training & rew 13/01/2012 5:05 PM

IEﬂ csharepeint bpos
IEﬂ charepeint bpos-1

n
[}
]
(=]
=
[
[
(=]
%]
J

o
L
I

This allows you to create a traditional folder hierarchy in your library but then allows
end users to see all the files in that hierarchy without folders. This option when
combined with the power of SharePoint to natively filter and sort makes it much easier
to locate information while still catering to users who prefer the traditional folders
arrangement method. Importantly, you can have multiple view of the same data, thus
satisfying both types of users.

As the information in SharePoint grows there becomes a need to control how much of it
is displayed at any one time, this is where the Item Limit option for views comes in. With
this option you can control either how many items appear on a page or alternatively
restrict the display to only that number of items in total. Simply set a value for the limit
desired.

Just about every component of SharePoint has the ability to be displayed via a special
‘cut-down’ version of the site for use with mobile device. In most cases this ‘cut-down’
version will automatically display on mobile devices but is visible via any browser if you
append /m to the end of the location (i.e. http://sharepointsite.com/m ). The Mobile
area of the view will allow you to customize the settings for how this view appears on
mobile devices.

Firstly, the Mobile view is enabled by default. Unselecting the Enable this for mobile
access will disable the ‘cut-down’ of this list and display the full list when browsed to on
any device. You can also determine whether this Mobile view is the default that will be
displayed on a mobile device when this area is accessed. You can also control how many
items will be displayed on screen (a much lower number due to the restricted screen
size on mobile devices) and finally you can choose which field to be displayed in the
mobile view, again due to screen size restrictions.
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Once you have completed any changes press the OK button to save and you will be
returned to the view of your information but now it will appear with all the settings you
have just completed.

Creating new views

SharePoint allows you to not only modify an existing view it also allows you to create
new views of the data. You can generally have as many views you want allowing you to
easily swap between them.

Views can also be created and edit from the ribbon interface. Simply click the Library
tab at the top of the page to reveal the ribbon.

Library Tools

site Actions - IEGIHE Documents Library

Test » Shared Documents +» All Documents

Share a document with the team by adding it to this document |

Home CIAQPS

Once you do so you should see the ribbon and provided you have the rights you will see
the Create View button towards the middle.

Library To~
N/

Robert Crane ~
Site Actions + @ Browse m ¢
R o - =
— __:1) dify View - Current View: [~4 E-mail a Link 0] [E2 Formweb Parts @
L) o/ [l Create Column Al Documents = i Alert Me + [Fd| Edit Library o] & -
Standard| Datasheet New Create Syncto SharePoint Library
View View Row Miew Navigate Up Current Page [ RsS Feed Workspace @ New Quick Step Settings

View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings

You will also notice just to the right of the Create View button the Modify View button
which takes you through the identical process that was detailed above.

If you press the Create View button you will then be prompted to select from a number
of different view formats like so:
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Choose a view format
=] Standard View =7 Datasheet View
_g View data on a Web page. You can choose from a list of _h}b View data in an editable spreadsheet format that is
dizplay styles. convenient for bulk editing and quick customization.
- Gantt View
7| Calendar View —_':| i P . .
view data as a daily, weekly, or menthly calendar. _‘“% View list items in a Gantt char:t to see a graphical
representation of how a team's tasks relate over time.
Custom View in SharePoint Designer
Start SharePoint Designer to create a new view for this
list with capabilities such as conditional formatting.
Start from an existing view
o Al Documents

Consider these like templates for your view. You will also notice at the bottom a list of
existing views. The advantage with selecting an existing view is that it will take the
settings and configurations already in place and allow you to edit these and save them
as a new view. In most cases this is the recommended best practice.

In this case we will select the All Documents view at the bottom to proceed.

OK | Cancel

Name

View Name:
Type a name for this view of the document library. Make the name “
descriptive, such as "Sorted by Author®, so that site visitors wil
know what to expect when they didk this link.

[ mMake this the default view
{Applies to public views only)

Audience

View Audience:
Select the option that represents the intended audience for this ("  Create a Perzonal View
view,

Personal views are intended for your use only.

{+ Create a Public View
Public views can be visited by anyone using the
site.

You will be taken to a screen that looks very similar to the Modify View options
mentioned previously. The major difference is the top selection of the page. Here you
are prompted for a View Name. This will appear in the list of views so it is important to
give it a descriptive title. You can also select whether you wish to make this the default
view by place a check in the box provided.

As mentioned before each item in SharePoint has a default view that is displayed when
you first enter that area. Once more than a single view exists in any area you can select
any view to be the default.

The final option at the top allows you to specify whether the new view you are creating
will be Personal or Public. A Personal view is only available to the user who created that
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view, while a Public view is available to all SharePoint users. By default the option will be
to have a Public view.

Once you have completed the desired changes press the OK button to save. You will
then be returned to the SharePoint item and the new view options will be displayed.

- Type Mame Modified Edit MName

Count= 4

= Type : IE_] (2)

Count= 2
IEI_] sharepoint bpos 5/09/2011 9:27 PM IJ sharepoint bpos
IE_] sharepoint bpos-1 5/09/2011 9:41 PM |_3 sharepoint bpos-1
= Type: -E (2)
Count= 2
'E 2 - product features 3/03/2011 3:03 PM |_} 2 - product features
'E office365 training 13/01/2012 5:05 PM m office365 training

4k Add document

You will now see that if you pull down the arrow from the end of the breadcrumb
navigation there is an additional view (here View 2).

Library Tools

Browse Documents Library

Test » Shared Documents » iew 2

Share a document with the team by All Doc brary.
View 2
CIAGPS i Modify this View
b [ Type i Create View Modifi
& Count= 4

Selecting any of the views here will display that view.

You will see something similar if you pull down the views option form the ribbon like so:
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Library Tools
= -19 Modify View » Current View: -mail a Link
|
- il Create Column = View 2 - S Alert Me -
Mew Create
Row View MNavigate Up Default El rss Feed
Datasheet Manage Vi all Documents Share & Track
r Type Mame Public Maodified
Count= 4 View 2
=l Tarme = IE1 2

Using the ribbon you can easily see which view is default.

You can delete a view, provided it isn’t the default view, by editing the view again and
selecting the Delete button that appears at the top of the page:

Delete OK
Name )
View Name:
Type a name for this view of the document
library. Make the name descriptive, such as |m —
"Sorted by Authaor”, so that site visitors will Web address of this view:

know what to expect when they didk this link.

http://sharepoint2010.ciacps.com/test/Shared Documents/Forms/ |View 2

[ Make this the default view
(Applies to public views only)

You will be prompted to ensure that you wish to delete the view. If you select the OK
button the view will be removed and is generally not recoverable via the Recycle Bin.
The final way that you can work with Views is via the Library Settings option in the
ribbon interface from the Library tab.

Library Tools

R T Documents |

Robert Cra e
Library

= — [P Modify View . Current View: [.—~4 E-mail a Link Q LﬁForm Web Parts - )
[ (
) UO 1l Create Column | All Documents = d Alert Me - (& [ Edit Library e &
Standard| Datasheet Mew Create Sync to SharePoint Library
View View Row Wiew Navigate Up Current Page [ RsS Feed Workspace @ MNew Quick Step Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings

Scrolling down to the bottom of the page will reveal the Views area where you can edit
existing views, by clicking on them, and also create new Views.
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Columns

A column stores information about each document in the document library. The following columns are currently available in this
document library:

Column (click to edit) Type Required
Title Single line of text
Trim Calculated (calculation based
on other columns)
Created By Person or Group
Modified By Person or Group
Checked Qut To Person or Group

Create column
Add from existing site columns

Column ordering

Indexed colu

Views

A view of a document library allows you to see a particular selection of items or to see the items sorted in a particular order. Views
currently configured for this document library:

View (click to edit) Default View Mobile View Default Mobile View
All Documents v v v

Create view

16.19 SharePoint Workspace 2010

SharePoint Workspace 2010 is an Office 2010 desktop application that can be used to
save a local copy of many (but not all) of the elements in a SharePoint site. It is not
designed as a backup solution merely an off-line client.

SharePoint Workspace 2010 is included with Office 2010 Professional Plus 2010. It will
only sync information from SharePoint 2010 sites.

When you run SharePoint Workspace 2010 for the very first time you will be asked to
create an account.
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@ Account Configuration Wizard @

Welcome to SharePoint Workspace!

() Restore an existing account

Privacy Statement
Help

Mext = ] [ Cancel

Select the Create a new account and press the Next button.

@ Account Configuration Wizard E

Create Account

@ Create the account using your e-mail address
Mame:

E-mail Address:

Allow me to recover my account later

() Create the account using an Account Configuration Code

Privacy Statement
Help

[ < Back Finish Cancel
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Enter and Name and E-Mail Address into the fields and press the Finish button.

re =

Create Account

Creating account...
This may take a minute,

After a few moments the account will be created and you will be taken to the
Launchbar.

@l 0. | launchbar-M. o 3 =3

NG | Home View & 9
oE ] p X Delete
&Y Add Contact

New Search

Workspaces Actions

Unread
Read

This list shows your workspaces. To create a
workspace, click New.

=] Workspaces
% Contacts

SharePoint 2010 Workspace is an upgrade from a peer to peer collaboration product
known as Groove. You can therefore not only sync to SharePoint 2010 sites but you can
also create independent collaborative Groove workspaces. The text here will focus only
on the SharePoint component of this product.

There are a number of different ways to sync a SharePoint 2010 workspace. The first of
these is via SharePoint Workspace 2010 itself.
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@l Go|= Llaunchbar - M. - F

2 '
(A
File Home Wiew 9

X Delete
£ Add Contact
Search
# Mark Read -
E Workspace

M — SharePoint Workspace
M| Create a copy of a SharePoint site on your local computer
that is automatically synchronized with the server.
- Groove Workspace
' =% Create a new workspace with tools to share content with
workspace members,
Shared Folder

'l? Create a folder in your file system to be shared with
other people or computers,

If you pull down the New option you will see that you have a choice of creating:

- SharePoint Workspace
- Groove Workspace
- Shared Folder

Mew SharePoint Workspace E

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

You should anly sync from sources that you trust.

Learn mare about what you can do with a SharePoint workspace

Location: Enter the location of a SharePaoint site -

Configure... Ok Cancel

Downloaded Documents:

1 files of 10,000 Learn about file limits

Selecting the SharePoint Workspace option will then prompt you for the location of
your SharePoint 2010 site. Simply type the URL of the site into this location.
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Sync to SharePoint Workspace

Sync the list "Shared Documents” to your computer?
Create a synchronized copy of this SharePoint list on your computer.,

You should only sync from sources that you trust,
List Mame: Shared Documents

List Location: https: //daops365e.sharepoint. com/Shared Documents

Learn mare about what you can do with a SharePoint workspace

Co ] [

Downloaded Documents:

1 files of 10,000 Learn about file limits

You can also press the Configure button once you have enter the SharePoint 2010 site
address to select which parts of the SharePoint 2010 site you wish to sync.

- ey [pModify View . Current View: & 3 (0] connect to Outiook = = . i a
Hjj = *5 [l Create Column | All Documents ~ Q J Iig L‘ LE ca /‘_;I L@ @ @]

(3] Export to Excel

Datashest  New Create E.maila Alert RSS  Syncto SharePoint Cannect to FormWeb Edit Mew Quick Library _ Library  Workflow
View Row 2 View [ Navigate Up « Curent Page Link  Me. Feed Workspace Office~ [ Openwith Explorer  Parts~  Library  Stép  Seftings Permissions Settings -
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings
Pictures [ Type Name Modified Modified By
Bicturee B debug 5/16/2012 10:47 PM Lewis Collins
= iPad intro 5/16/2012 10:48 PM Lewis Collins
Libraries
E metrics 5/16/2012 10:47 PM Lewis Collins
Site Pages
ot Speaker Call for Papers 5/16/2012 10:39 PM Lewis Collins
Shared Documents
E] windowsIntuneLogo 5/16/2012 10:48 PM Lewis Collins
Lists % Add document
Tasks

Discussions

Team Discussion

(& Recycle Bin

[ All Site Content

The next way that you can sync something from SharePoint 2010 is to firstly navigate to
that location in SharePoint 2010. In this case a document library.

sync to SharePoint
Waorkspace
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Provided you are using SharePoint 2010 server you will find a Sync to SharePoint
Workspace button in the ribbon bar when you select the Library tab.

Internet Explorer Security @

A website wants to open web content using this
program on your computer

This program will open outside of Protected mode, Internet Explorer's
Protected mode helps protect your computer. If you do not trust this
website, do not open this program,

Mame: Microsoft SharePoint Workspace
— Publisher:  Microsoft Corporation

[ Do not show me the warning for this program again

{E}- Details Allow ] [ Don't allow J

If you select the Sync to SharePoint Workspace button you might next be prompted
with a firewall warning message as shown above. Select the Do not show me the
warning for this program again option and press the Allow button to continue.

IE Sync to SharePoint Workspace - Microsoft SharePoint Worksp... EI [=] @

Syncing the site 'Team Site' to your computer

SharePoint Workspace is creating a local cached copy of your SharePoint site that wil
automatically sync with the site. This allows you to access your SharePoint content even
when you are offline,

Learn more about what you can do with & SharePoint workspace

I —— L — |

Sync Progress | Errors

MName Progress i
Initialization — Y —
Announcements Mot selected for download
Farm Templates Mot selected for download E
Links Mot selected for download
Pictures Mot selected for download A
Shared Documents Mot yet started
Site Assets Mot selected for download

i Site Pages Mot supported -

[] close this dialog when sync completes

Open Workspace Cancel Sync ] [ Close J
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You should now see the SharePoint items start to synchronize. A progress bar will be
displayed as shown above.

@ Sync to SharePoint Workspace - Microsoft SharePoint Worksp... E’

'Team Site' is ready. Click "Open Workspace' to go to the
workspace.

MNote: Some documents may still be downloading.

Learn more about what you can do with & SharePoint workspace

Sync Progress | Errors

Mame Progress o
Links Mot selected for download
Pictures Mot selected for download i

+" Shared Documents Completed
Site Assets Mot selected for download

,.-i,,Site Pages Mot supported E
Style Library Mot selected for download
Tasks Mot selected for download
Team Discussion Mot selected for download -

Close this dialog when sync completes

Open Workspace Cancel Sync

When the process is complete you will be prompted to Close this window or Open
Workspace.

In this case select the Close button to continue.
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|E| }v, & Launchbar - M.. = = 52
Home View & e
X Delete
&Y Add Contact
Mew Search
- 4 Mark Read ~
Waorkspaces Actions
New!
|| Team Site
Unread
Read

_"_1| Workspaces

% Contacts

You should now see that the SharePoint 2010 site or location you have selected has
been added to the Launchbar under the New! section. If you double click on this it will
open into the workspace.

_—

sync View

> @

\_Tj @: 2 = b \% ‘ B save As 1 L&y Check Out 7 w A- [& Launchbar
- = Ea = — =]l Rename A [ checkIn " & | P searth
New Add Mew Paste Copy | Download Delete . Versions —, Mark Mark
Document = Documents Folder as Link - 55) Properties & Discard Check Out | Read - Unread~ 4
New Clipboard Document SharePoint Track Go To
Content Team Site > Shared Documents
Documents Folders Mame Modified Modified By
E;—;}Shared Documents ed Do || debug.bet 17/05/2012 3:47 PM Lewis Collins
Available on Server ﬁ iPad intro.pdf 17/05/2012 3:45 PM Lewis Collins
2= Announcements metrics.xlsx 17/05/2012 3:47 PM Lewis Collins
EJ__‘, Form Templates Speaker Call for Papers.doc  17/05/2012 3:39 PM Lewis Collins
j_,:_ Links |i=| WindowsIntunelogo.jpg 17/05/2012 3:48 PM Lewis Collins
[ Pictures
[5# Site Assets
[ Site Pages
[ Style Library
5= Tasks
5= Team Discussion

When the workspace opens you will a familiar navigation layout to other Office 2010

products, with Ribbon across the top and the content at the bottom.
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Under the Ribbon on the left hand side you will find a navigation tree while on the right
you will see the individual items within the tree.

Home Sync View & 0
e e * o B save As - i Check Out s A~ [& Launchbar
[ N = U #: £ # 5
By e =] Rename i3 CheckIn L search
MNew Add Mew Paste Copy | Download Delete X Versions ., ~ ~ Mark Mark
Document * Documents Falder as Link - @ Properties g Discard Check Out | Read - Unread~ 4
New Clipboard Document SharePoint Track GoTo
Content Team Site > Shared Documents
Documents Folders Mame Moadified Maodified By
|+ Shared Documents [ Shared Documents || debug.bet 17/05/2012 3:47 PM Lewis Collins

Awvailable on Server
5= Announcements
[ Form Templates
5= Links

[ Pictures

[ Site Assets

| site Pages

[15# Style Library

5= Tasks

a—
o~ Team Discussion

pa iPad intro.pdf
EH) metrics.elsx

l.@] Speaker Call for Papers.doc
|i= WindowsIntunelogo.jpg

17/05/2012 3:48 PM
17/05/2012 3:47 PM
17/05/2012 3:39 PM
17/05/2012 3:48 PM

Lewis Collins
Lewis Collins
Lewis Collins
Lewis Collins

You notice that if you select an item on the right hand side that different buttons in the

ribbon will become a

ctive.

If you wish to view an item from the right hand side, in this case from a Document

Library, simply doubl

e click to open it.

I Home Sync View & e
R : * s [& save As - L Check out s A [& Launchbar
[ = ol . 3 -
By o =]l Rename L5 checkIn - P search
New Add New Paste Copy | Download Delete i Versions i N Mark  Mark
Document ~ Documents Folder as Link - E5) Properties gl Discard Check Out | Read - Unread ~
New Clipboard Document SharePoint Track GoTo
Content Team Site > Shared Documents
Documents Folders Mame Modified Maodified By
|~ Shared Documents [ shared Documents || debug.tet 17/05/2012 3:47 PM Lewis Collins

Awailable on Server
5= Announcements
[ Form Templates
o= -

5~ Links

[ Pictures

[ Site Assets

@ Site Pages

[i5 Style Library

jf_ Tasks

P .
5~ Team Discussion

L5 GSSPP.pphe

T iPad intro.pdf
@Jmetrics.xlsx

l.@] Speaker Call for Papers.doc
= WindowsIntunelogo.jpg

18,/06,/2012 2:00 PM
17/05/2012 3:48 PM
17/05/2012 3:47 PM
17/05/2012 3:39 PM
17/05/2012 3:45 PM

Administrator
Lewis Callins
Lewis Collins
Lewis Collins
Lewis Collins

If you drag and drop an item (typically a file) from your local machine to the item list on
the right hand side it will copy that item into the workspace but then also automatically
sync that item to the SharePoint 2010 site that is connected to the workspace (providing

it is available).

In this case the PowerPoint GSSPP.pptx has been copied to the workspace area.
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S_‘“l Team Site » Shared Documents » All Documents -
S

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

Home
Pictures [ Type Name Modified
Pictures debug 5/16/2012 10:47 PM

LEE GS55FF Einew 6/18/2012 9:00 PM
Libraries ) )

@ iPad intro 5/16/2012 10:48 PM
Site Pages

metrics 5/16/2012 10:47 PM
Shared Documents

% Speaker Call for Papers 5/16/2012 10:39 PM
Lists @ WindowsIntunelogo 5/16/2012 10:48 PM
Tasks & Add document

When the SharePoint site is checked you will find that document has indeed also been
uploaded here (as noted by the New logo next to the filename).

Home Sync View ) 0
7B 28 = =1 [E save As |y check out we a- [& Launchbar
= [ = el 4 3 N
B3 o =]i Rename Lf5 CheckIn [ P search
MNew Add MNew Paste Copy | |Download| Delete ) Versions - - Mark  Mark
Document ~ Documents Folder as Link - E5) Properties lighy Discard Check Out | Read~ Unread~ #
MNewr Clipboard By | Download SharePoint Track GoTo
Content Team Site = Shared Ij Discard Local Copy I
Documents Folders Q Eind All Downloaded Documents Modified Modified By
|7 Shared Documents [ Shared Documents || debug.bet 17/05/2012 3:47 PM Lewis Collins
Available on Server (2] GsSPP.pptx 19/06/2012 2:00 PM Administrator
£= Announcements iPad intro.pdf 17/05/2012 3:43 P Lewis Collins
[ Form Templates metrics xlsx 17/05/2012 3:47 PM Lewis Collins
5= Links Speaker Call for Papers.doc  17/05/2012 3:39 PM Lewis Collins
o = ) ) )
[ Pictures Ji=| WindowsIntunelogo.jpg 17/05/2012 3:45 PM Lewis Collins
[ Site Assets
| Site Pages
[ Style Library
j_F_ Tasks
2= Team Discussion

If you wish to remove the copy that is located locally in the workspace (without
removing the copy that is in SharePoint), simply select that item then select from the
Download options as shown above on the Ribbon bar.

In the menu options you will find an item Discard Local Copy.
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Confirm Local Copy Delete

This will discard the document from your computer. The document
will still be available from the SharePoint site,

| ok || Cancsl

Selecting this item will then prompt you to confirm that you wish to discard only the
local copy of the document.

Press OK to continue.

Mame Modified Modified By

| debug.bd 17/05/2012 3:47 PM Lewis Collins
| 19/06/2012 2:00 PM Administrator

A iPad intro.pdf 17/05/2012 3:43 PM Lewis Collins
l?:lj metrics.xlsx 17/05/2012 3:47 PM Lewis Collins
@Speaker Call for Papers.doc 170572012 3:39 PM Lewis Collins
= WindowsIntunelogo.jpg 17/05/2012 3:458 PM Lewis Collins

You will then see a small icon with an arrow appear to the left of the item name as
shown above. This indicates that the item is in the SharePoint 2010 site but not stored
locally in the SharePoint workspace.

If you have configured SharePoint workspace to only download items on demand that
icon will remain. To download a local copy of the file from SharePoint 2010 simply click
this icon.

If however, you have configured SharePoint Workspace 2010 to automatically sync a
copy of all SharePoint items the icon will disappear once a local copy has been
automatically brought down to the desktop.

Falders MName Modified Maodified By
E Shared Documents | debug.bet 17/05/2012 3:47 PM Lewis Collins
| 19/06/2012 2:00 PM Administrator

1A iPad intro.pdf 17/05/2012 3:45 PM Lewis Collins

I%J metrics.xlsx 17/05/2012 3:47 PM Lewis Collins

@Speaker Call for Papers.doc  17/05/2012 3:39 PM Lewis Collins

= WindowsIntunelogo jpg 17/05/2012 3:45 PM Lewis Collins
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Once a copy has been re-synced to SharePoint Workspace locally you will notice that a
small green star appear to the right of the item as shown above. A similar green star also
appears on the folder name at the extreme left as well as back in the Launchbar when
you navigate there. This allows you to easily see what synced content has been updated
after a synchronization.

Team Site = Shared Documents

Faolders
[ Shared Documents

Mame Modified Modified By
| debug.te 17/05/2012 3:47 PM Lewis Collins
% GSSPP.ppix 19/06,/2012 2:00 PM Administrator
|A iPad intro.pdf 17/05/2012 3:48 PM Lewis Collins

metrics.xlsx 17/05/2012 3:47 PM
u L3 Speaker Call for Papers.doc  17/05/2012 3:39 PM Lewis Collins
k| WindowsIntunelogo jpg 17/05/2012 3:45 PM Lewis Collins

Lewis Collins

SharePoint Workspace 2010 also allows you to work on multiple items, much like you
can with Windows Explorer.

Home Sync | View s @
- + == (B save As Check Out w A~ [ launchbar
B L “ B
=| 53 C) — =]l Rename L [&cC . [

I B search
New Add MNew Paste Copy Download Delete Versions Mark Mark.

Document * Documents Folder as Link ~ @Proper‘ties |t#hy Discard Check Out | Read ~ Unread +
Mew Clipboard Drocument SharePoint Track Go To

The Home tab provides command to work on items with SharePoint Workspace. You will
see that you have the options to:

- Create a New Document
- Add Documents

- Create a Folder

- Copy, Cut and Paste

- Copy as Link

- Download

- Delete

- Save As Rename and view the properties
- Manage Versions

- Checkin Check out

- Mark as Read

- Etc
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Home Sync View
0 e =
Sk

Sync  Change Sync  Sync

- Settings = Status
Sync

-~

If you select the Sync tab you will see:
- Sync
- Change Sync Settings
- View Sync Status

Home Sync View

Content  Current View: | All Documents - ?:l

Sort Documents -
MNew
Content: Type * || Window
Show/Hide Sort Window

The final View tab allows you to chance the view of the items, much like in SharePoint,
as well create a window to work with (handy for dragging and dropping files between
locations).

|@ Team Site - Home ‘7| I

Site Actions - | @ B Page
Edit Page

@ Edit the contents of this page.
Sync to SharePoint Workspace

s_;l Create 3 synchronized copy of

this site on your computer.

= Mew Page
- Create a page you can .
\j customize. = to your site!

> New Document Library
LD Create a place to store and

share documents. e, change this welcome text or ad

New Site Shared Documents to add files or|
Create a site for a team or ed section to share your site and d
g project.

More Options...

Create other types of pages,
lists, libraries, and sites. ments
View All Site Content Name
View all libraries and lists in
this site. debug

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings. iPad intro

cad
Site Settings metrice

(GSSPP Hnew

Access all settings for this site.
Speaker Call for Papers

Share Site

Invite new users to your site. WindowsIntunelogo

W A0 gocorment
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The easiest way to sync a complete SharePoint 2010 site to SharePoint Workspace 2010
is navigate to the home page of the SharePoint 2010 site and select Site Actions from

the upper left.

From the menu that appears you should see an option Sync to SharePoint Workspace.

This option may not appear if you have not been given the rights to synchronize. If you
have select this menu option to proceed.

Sync to SharePoint Workspace @

Sync the site "Team Site" to your computer?
Create a synchronized copy of this SharePoint site on your computer.

You should only sync from sources that you trust.

Site Name: Team Site
Site Location: https: //cdaops365e. sharepoint. com

Learn more about what you can do with a SharePoint workspace

) o

Downloaded Documents:

1 files of 10,000 Learn about file limits

=

You will then be given the option to configure what you wished to be synchronized.
Press the Configure button to view the synchronization options.
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Configure Settings
Configure Download Settings
Select a library or list to sync to the workspace. You can sync more content later, as needed.

Site Mame: Team Site
Site Location:  htips:/fdaops365e.sharepoint. com

Mame Items LastModified Content = L e
. . Select a library or list to configure
Libraries download settings.
53] Form Templates 0 17/02f2012 All Ttems
23| Pictures 1 21f05/2012 All Ttems
53] Shared Documents 3 19/06/2012 All Ttems
23] Site Assets 0 17/02f2012 All Ttems =
23] Style Library 0 17/02f2012 All Ttems
Lists
1 Announcements 1 17f02f2012 All Ttems
1 Links 0 17/02/2012 All Ttems
1 Tasks 1 17/05/2012 all Ttems —
11| Team Discussion 0 17/02j2012 all Ttems
Mot Supported =

[ OK ]l Cancel ]

You will now see a list of items in that SharePoint site as shown above as well as the
total amount of contents each contains.

Configure Settings
Configure Download Settings
Select a library or list to sync to the workspace. You can sync more content later, as needed.

Site Mame: Team Site
Site Location:  hitps://daops365e.sharepoint. com

MName Items LastModified Content ol o T

Librari MName: Shared Documents

ibraries

)
53|Form Templates 0 17022012 All Ttems Dowrload:
53] Pictures 1 21f05/2012 All Ttems I” p ]

- i
[E5IShared Documents & 19/06/2012 Al Ttems - Itehﬂ"s o
i ms

3] Site Assets 0 17/02f2012 Al Ttems = Headers Onl
LaIStyle Library 0 17/02/2012 Al Ttems Em_

Lists
11 Announcements 1 17022012 All Ttems
] Links 0 17/02/2012 Al Ttems
[ Tasks 1 17/05/2012 Al Ttems .
1] Team Discussion 0 17/02/2012 all Ttems

Mot Supported =

[ OK ]l Cancel ]

You can select an item and then from the options that appear on the right you can elect
how you wish this items synchronization to be handled. The options available are:
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- All items: everything will be copied to the local SharePoint Workspace 2010 and

saved locally and in SharePoint.

- Headers only: a listing of the contents of the item will be synchronized to
SharePoint Workspace 2010 but the item will remain in the SharePoint 2010 site.
If you want to have the item locally or for off line usage you will need to

download the contents manually.

- No Content: Not information about the contents, listing or item will be
synchronized with SharePoint Workspace 2010. This allows you reduce the
amount of information that needs to be synchronized with SharePoint.

BNGIEN | Home Sync View
. s
J . ey _7% f(

EEY G
Co Download Delete

=™ RE Team Site - Pictures - Microsoft SharePoint Workspace (Trial) = B O

B, Save As

L5 CheckIn r B search

MNew Clipboard Document

)

A~ [& Launchbar

Mark
Read -~ Unread~ ¥

ShareFoint Track Go To

Content Team Site > Pictures

Documents

[.=# Shared Documents
Awvailable on Server
5.~ Announcements
[ Form Templates
a— Links

| Pictures

[ Site Assets

% Site Pages

5= Tasks

5~ Team Discussion

[ Style Library This list is not currently on this computer

g Open the list in a browser

j]v Connect "Pictures” to Server

If you configure an area not to synchronize with SharePoint Workspace 2010 it will still
appear the navigation list on the left hand side, however they will appear under the
Available on Server heading. When you click on that item, as shown above, you will be
given the option to either open the item in a browser or connect to server (i.e.

synchronize to SharePoint Workspace 2010).
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Content Team 5ite > Announcements

Documents

[ Shared Documents
Downloading

jJ:_ Announcements
Available on Server
= Form Templates
3= Links

= Pictures

[ Site Assets

[8 Site Pages Initializing SharePoint Sync. This may take a few minutes.
[ Style Library

5= Tasks

o= - -
5~ Tearn Discussion

If you click the connect to server option you will see the item move to the Downloading
heading and then finally up to the top part of the navigation once downloading of the
content is complete.

Content Team Site = Announcements
Documents Title Modified -
|- Shared Documents Get Started with Microsoft SharePoint Foundation! 17/02/2012 4:23 PM
Lists

3= Announcements
Available on Server
= Form Templates
a— .

a2~ Links

5 Pictures

| Site Assets

Iﬁ Site Pages

[= Style Library

3= Tasks

o= - -
5~ Team Discussion

Different items in SharePoint appear different in SharePoint Workspace 2010. The
above example is from a list where you can view each record. You will also notice that
different items appear under different headings such as Documents or Lists.
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Content Team Site = Site Pages

Documents

= Shared Documents
Lists

jJ:_ Announcements
Awvailable on Server
= Form Templates
3= Links

| Pictures

5 Site Assets

| Site Pages This list type is not supported by SharePoint Workspace.

[5 Style Library
1= Tasks

2~ Team Discussion : @ Open the list in a browser

You will also find some items that are not supported by SharePoint Workspace 2010.
Some of these include Site Pages and Wikis. When you navigate to these you will see the
above message noting that the item is not supported but providing you with a hyperlink
to open in in your browser.

Home Sync View

o e =
Sync |Change Sync| Sync

< Settings = | Status

m{"q Disconnect "Announcements” from Server

Content Team Site > Announcements
Documents Title
[= Shared Documents Get Started with Microsoft
Lists

9= Announcements
Available on Server
[+ Form Templates
5= Links

[l Pictures

[ Site Assets

|8 Site Pages

[l Style Library

5= Tasks

o= . .
2~ Team Discussion

SharePoint Workspace 2010 bi-directionally syncs information between the desktop and
SharePoint sites. You can control this syncing ability via the options in the Sync tab.

The Sync button allows you to force a sync and update all the information between
locations.

The Change Sync Settings button allows you to disconnect the item from SharePoint
Workspace 2010 so it is no longer linked with SharePoint Workspace 2010.
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Sync Status @
MName Status
A Team Discussion Synchronized
_'\, Tasks Synchronized
‘L\, Style Library Synchronized
PN Site Assets Synchronized
Shared Documents Synchronized
PO Links Synchronized
_'\, Form Templates Synchronized
_'\, Contacts Synchronized
PO Announcements Synchronized

Last Successful Sync: -
28/06/2012 11:29 PM

Last Attempted Sync:
28/06/2012 11:29 PM

Details:
Synchronized

Copy to Clipboard ] [ Close

The final button, Sync Status, allows you to see the progress and results of any recent
syncs as shown above.

Where SharePoint Workspace 2010 works really well is when users are working in an
area of SharePoint 2010 that has many large files. Having them synced to their desktop
at all time and working from with SharePoint Workspace 2010 at all times, rather than
via the web interface, is a much better experience for users. This is even more the case
where SharePoint 2010 is in a hosted environment.

SharePoint Workspace 2010 can provide a lot of additional functionality and flexibility to
SharePoint 2010 and can make the experience of using SharePoint more that of
traditional files and folders. This is especially handy if a user has many files to work with
or files that are large.

Reference

Video: Creating a SharePoint workspace - http://office.microsoft.com/en-us/sharepoint-
workspace-help/video-creating-a-sharepoint-workspace-VA102043699.aspx

Video: Changing synchronization settings in SharePoint Workspace 2010 -
http://office.microsoft.com/en-us/sharepoint-workspace-help/video-changing-
synchronization-settings-in-sharepoint-workspace-2010-VA102098608.aspx

Video: Getting Started with SharePoint Workspace - http://office.microsoft.com/en-
us/sharepoint-workspace-help/getting-started-with-sharepoint-workspace-2010-
HA010379248.aspx
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Chapter 16 - Tutorials

Basic tasks in SharePoint Workspace 2010 - http://office.microsoft.com/en-
us/sharepoint-workspace-help/basic-tasks-in-sharepoint-workspace-2010-
HA101830011.aspx?CTT=5&origin=HA010379248

SharePoint Workspace 2010: An introduction - http://office.microsoft.com/en-
us/sharepoint-workspace-help/sharepoint-workspace-2010-an-introduction-
RZ101972732.aspx?CTT=5&origin=HA010379248

16.99 Conclusion

The aim of this chapter is to show you better understand some of the ways that you can
actually use SharePoint 2010 in practice.

If you have any suggestions or comments about the information here please contact
director@ciaops.com.

© www.ciaops.com
29 December 2014 Page 188



http://www.ciaops.com/
http://office.microsoft.com/en-us/sharepoint-workspace-help/basic-tasks-in-sharepoint-workspace-2010-HA101830011.aspx?CTT=5&origin=HA010379248
http://office.microsoft.com/en-us/sharepoint-workspace-help/basic-tasks-in-sharepoint-workspace-2010-HA101830011.aspx?CTT=5&origin=HA010379248
http://office.microsoft.com/en-us/sharepoint-workspace-help/basic-tasks-in-sharepoint-workspace-2010-HA101830011.aspx?CTT=5&origin=HA010379248
http://office.microsoft.com/en-us/sharepoint-workspace-help/sharepoint-workspace-2010-an-introduction-RZ101972732.aspx?CTT=5&origin=HA010379248
http://office.microsoft.com/en-us/sharepoint-workspace-help/sharepoint-workspace-2010-an-introduction-RZ101972732.aspx?CTT=5&origin=HA010379248
http://office.microsoft.com/en-us/sharepoint-workspace-help/sharepoint-workspace-2010-an-introduction-RZ101972732.aspx?CTT=5&origin=HA010379248
mailto:director@ciaops.com

