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Foreword

At DataLan Corporation, we spend a significant amount of time discussing a select group 
of people that we refer to as Professional Information Workers. We define this group as people
who spend most of their working day creating documents and sending e-mail. Personally, 
I use a simple litmus test to identify Professional Information Workers; if you start your day
checking mail in Microsoft Outlook, then you are probably a Professional Information Worker.
I certainly fall squarely into this category.

As Professional Information Workers, we are unique because we deal with data in many
different forms such as documents, e-mails, transactional information, schedules, contacts,
and task lists. We are often expected to retrieve information from these various sources and
synthesize it together so that decisions can be made in a business process. What’s more, this
usually involves coordinating the efforts of other Professional Information Workers. The chal-
lenges of coordinating information, people, and processes within an organization are
significant and frustrating.

In the vast majority of organizations, information is stored and retrieved by type as
opposed to business context. In other words, documents are stored on a file server simply
because they are in document form. Similarly, e-mail is stored on Exchange regardless of the
business information the messages contain. The same is true for transactional information,
which is all stored in databases. The situation resulting from this seemingly logical decision 
to store information by type is chaos for the Professional Information Worker.

Imagine for a moment that you are a Professional Information Worker asked to assemble
all available information pertaining to your top ten customers. How many different data
stores would you have to visit in order to complete a profile for these customers? You might
start by searching the file system for all known documents concerning these important cus-
tomers. Then, you might search your e-mail inbox for related messages. You’d also ask other
people to search their inboxes for messages and forward them to you. While everyone is
searching for messages, you might ask them to make a list of pertinent contacts they have in
Microsoft Outlook and forward them to you as well. Finally, you might request the IT depart-
ment run a series of reports to assemble financial information about the customers. Profiling
your top ten customers turns out to be a significant project that can take days or weeks to
complete.

Now imagine that you are a Professional Information Worker responsible for publishing
the quarterly financial report internally to executive management. This report is a Microsoft
Word document that pulls together information from several different lines of business and
includes analysis by key sales and operations managers. Clearly, you have many of the same
information issues as I discussed previously, but you now have the additional burden of coor-
dinating several contributors to the same document. In most organizations, this coordination
is accomplished by sending countless e-mails with attachments as you attempt to get content
reviewed and approved. In all likelihood, you will also need several meetings to coordinate
efforts and manage the process. Once again, this turns out to be a significant project that will
require days or weeks to complete.
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The scenarios I describe are significant because they reveal a wide gap between the needs
of Professional Information Workers and the information systems that support them. Conse-
quently, most Professional Information Workers spend the bulk of their day compensating for
the weaknesses of these systems. In fact, many Professional Information Workers have simply
become part of the overall information system and spend their entire day augmenting, organ-
izing, and managing information. This strikes me as an incredibly poor use of highly talented
people.

How did we arrive at this place where people are spending their day bridging data stores
together through spreadsheets and e-mail? Well, I suppose it was inevitable. After all, software
vendors—including Microsoft—have historically been more concerned with selling discreet
applications as opposed to creating an environment that supports Professional Information
Workers. All of these discreet applications have found their way onto our desktops, laptops,
and servers to create the current mess. This is where SharePoint technology comes into the
picture.

SharePoint invites Professional Information Workers to organize and retrieve information
differently. Instead of storing data by type, SharePoint provides an infrastructure that allows
information to be stored by business context. This means that you can have a single destina-
tion, which contains all relevant information for a business topic. Instead of assembling a
customer profile manually, for example, you could navigate to a single SharePoint site dedi-
cated to providing a complete customer profile. Similarly, you can have a single SharePoint
site dedicated to the creation of a document like the quarterly report in my scenario. While
not without some flaws, SharePoint does have the power to transform the way Professional
Information Workers access and use information.

While I believe that SharePoint can have significant positive benefits for an organization,
it is impossible to overstate the level of change required to bring it to fruition. I have witnessed
many organizations install a SharePoint “pilot” project only to see it fail because the end users
did not understand how to use the system or embrace the required changes. Ultimately, the
success of any SharePoint implementation is in the hands of the Professional Information
Workers who use it. Users like you must commit to mastering the SharePoint system, and 
the SharePoint 2003 User’s Guide has been written to help you accomplish that goal.

Seth Bates and Tony Smith have been working with Professional Information Workers 
and helping them embrace SharePoint solutions since the product was released. They are in 
a unique position to understand the difficulties faced by individuals and organizations when
transitioning from a traditional work environment to a SharePoint solution. They have used
this knowledge to construct a logical learning path for Professional Information Workers and
encapsulate it in a book.

Because a SharePoint solution is a dynamic system driven by the needs of its users, Pro-
fessional Information Workers must become familiar with the basic building blocks of the
system. Seth and Tony have provided this information in the first part of the book, which is
essential reading for everyone. The second part of the book focuses on specific business sce-
narios where SharePoint can be helpful. These scenarios are excellent starting points and will
undoubtedly help you visualize new ways to use SharePoint technology. I’d recommend that
you review all of the scenarios even if they do not apply directly to your daily work.

In all my years of architecting and building solutions, I have found that projects rarely 
fail because of the underlying technology. The primary threat to any business solution is that
the end users will not accept the system and refuse to change their work habits. This is why
the SharePoint 2003 User’s Guide is so important to the industry. SharePoint is one of the

■FOREWORDxii



fastest-growing products in Microsoft history and promises to be as widespread as Microsoft
Office itself. Without a strong effort to educate Professional Information Workers, many of
these systems will not be successful. I wish you all the best in leading the transformation 
of your organization.

Scot Hillier
Author of Microsoft SharePoint: Building Office 2003 

Solutions and Advanced SharePoint Services Solutions
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Introduction

SharePoint 2003 is quickly becoming more prevalent in the workplace, and all types of busi-
ness professionals are becoming involved in using and managing SharePoint-based resources.
We have seen many situations where, after SharePoint is introduced, individuals struggle to
leverage these resources without a good enough understanding of the capabilities to gain the
most value possible. SharePoint 2003 User’s Guide was an outcome of this need, and our book
can serve as a reference for people working within a SharePoint environment.

The goal of this book is to deliver a tool to all levels of SharePoint users. Beginners will be
supplied with the information they need to most effectively use SharePoint’s capabilities. Inter-
mediate users will be given the information they need to manage their SharePoint resources.
Advanced users will be provided the foundation needed for building business solutions using
SharePoint’s capabilities. We have spent a great deal of effort putting our experiences working
with a variety of organizations and knowledge of the product into an easily understood format for
learning about SharePoint 2003, which we hope will enable you to gain the in-depth knowledge
you need to effectively use and manage these tools.

Further reading about the topics provided in this book can be found at http://
www.sharepointextras.com where we provide additional information about SharePoint 
including references to other resources.

Who This Book Is For
The goal of this book is to provide the knowledge necessary for people to effectively use 
SharePoint. Whether you have not yet used SharePoint, just started using the basic features, 
or have been using it for a long of time, this book provides the skills you need to work effi-
ciently with the capabilities SharePoint gives you.

If you want to learn about these capabilities in a detailed yet understandable approach,
this book is for you. Being a user guide, this book does not require you to have any program-
ming knowledge. It does assume you have a basic understanding of navigating web sites.
Some of the more advanced topics require prior working knowledge of Microsoft Office 
products like Word and Excel.

How This Book Is Organized
The chapters in this book are organized into two groups. Chapters 1 to 7 provide the funda-
mental knowledge of SharePoint that users need in order to successfully utilize the capabilities
supplied by the technology. This group can be used as a reference guide, allowing you to easily
look up specific SharePoint topics, and includes step-by-step instructions, figures, tables, and
examples. The capabilities described in these chapters are important and act as the building
blocks for the second group of chapters.
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The second group consists of Chapters 8 to 11. These four chapters present business 
solutions commonly deployed through SharePoint. Each of these chapters contains an exam-
ple scenario that will help you understand the challenges faced along with the benefits that
SharePoint provides to the situation. The scenarios also include the necessary steps for creat-
ing these solutions within a SharePoint environment.

Chapter 1: Introduction to SharePoint Technologies
This chapter introduces you to the world of Microsoft SharePoint. It contains an explanation
of the technology, its uses, and related terminology.

Chapter 2: Using the Portal
This chapter provides an understanding of portals and areas making up Microsoft SharePoint
Portal Server 2003. We cover security, content, structure, personalization, and search capabili-
ties using detailed examples.

Chapter 3: Using Windows SharePoint Services Sites
This chapter focuses on the use of sites and workspaces created from Windows SharePoint
Services. It contains the details you need to understand how to customize and use sites
including the available templates, security features, and usage analysis.

Chapter 4: Custom Lists and Data
This chapter provides the knowledge needed to work with lists within SharePoint. We describe
the use and management of custom lists in detail. You also learn about the advanced integra-
tion with Office that SharePoint’s custom lists provide.

Chapter 5: Template Lists
This chapter contains a detailed look at the lists that are provided by SharePoint for you to use
as templates when creating your own lists. We discuss the use and management of each list in
detail along with any advanced integration with Office that they provide.

Chapter 6: Libraries
This chapter teaches the use and management of libraries within SharePoint. Used to manage
a variety of files from Office documents to images, these SharePoint libraries encompass
many collaborative features, which we cover in this chapter. Advanced integration between
these libraries and Office products, which can enhance your experience with SharePoint, is
also covered.
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Chapter 7: Pages, Web Parts, and Alerts
Pages and web parts allow for the customization of portals and sites. This chapter uses
detailed steps to show you how to customize SharePoint using the various types of pages and
the functional components known as web parts. Additionally, we discuss the concept of alerts,
which give you a powerful way to notify SharePoint users of changes to information within
SharePoint.

Chapter 8: SharePoint Document Collaboration Solutions
One of the most common ways SharePoint is used is to create document collaboration solutions.
This chapter describes the challenges SharePoint document collaboration solutions can address,
the benefits you can receive by creating these solutions, and tips to be mindful of when creating
these solutions. We construct a sample document collaboration solution and describe how the
solution would be used.

Chapter 9: SharePoint Project Collaboration Solutions
Project collaboration is another common use for SharePoint. In this chapter, we describe how
to create project collaboration solutions through SharePoint. We construct a sample solution
and describe the benefits that can be received by creating these solutions.

Chapter 10: SharePoint Meeting Management Solutions
SharePoint provides strong meeting management capabilities. We discuss meeting manage-
ment and how a SharePoint environment can be configured to support meeting management
processes. We also build a sample meeting management solution and describe the benefits
that can be received by creating these solutions.

Chapter 11: SharePoint Information Center Solutions
SharePoint is commonly used to create intranet or extranet solutions. We refer to these solutions
as information centers. We describe the value of creating SharePoint-based information centers
and discuss the capabilities to include and create a sample information center solution.
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Introduction to 
SharePoint Technologies

Microsoft SharePoint technologies are the foundation of the Microsoft Office System. The
Office System is a new term Microsoft has coined to describe a collection of applications,
servers, and services that work together to improve user and team productivity. These prod-
ucts are tightly integrated and can be combined to address a wide range of business needs.
The Office System contains Office 2003 (including new applications like InfoPath and
OneNote), Windows SharePoint Services, SharePoint Portal Server 2003, Project Server, and
Live Communications Server. The goals behind the Office System are to

• Provide business users better access to information. This includes not only making
more information available, but also providing capabilities to locate the information
most relevant to a business user’s needs.

• Enable groups of individuals within a company and between different companies to
work together effectively and more easily share information.

• Improve individual and team productivity by making it easier to create information and
provide this information to the appropriate people, allowing them to make informed
business decisions.

The Office System products and services are brought together to create Information
Worker solutions. An information worker is anyone who contributes knowledge to a business
process or uses that knowledge to make decisions. This includes anyone who enters data into
systems, discusses that information with others, or takes action based on the information.
Information Worker solutions are business solutions, which include applications and
processes, that allow information workers to improve their productivity, enhance collabora-
tion with others, make information available to others, and reduce the time it takes to make
accurate, informed business decisions.

Microsoft SharePoint technologies are an integral part of the Office System framework.
SharePoint is the next generation of Microsoft’s information management and collaboration
platform and provides the foundation on which Information Worker solutions are built.
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What Is Microsoft SharePoint?
Microsoft SharePoint is made up of two main products, Windows SharePoint Services and
SharePoint Portal Server 2003. Windows SharePoint Services (WSS) is an add-on service for
Windows Server 2003. Through WSS Microsoft provides the platform and services necessary to
build information sharing and collaboration solutions. WSS is an individual and team produc-
tivity platform and a key component in the development of Information Worker solutions.
WSS provides web-based team collaboration services needed to enable information workers
to effectively create, manage, and share documents and other information. In addition to the
creation of collaborative web sites, WSS can be used as the foundation for the development of
business applications and to provide the information management capabilities needed by
these applications.

Microsoft SharePoint Portal Server 2003 (SPS) is a set of technologies designed to unify
systems and information from different sources into enterprise solutions to effectively bring
together people, information, and processes. SPS includes navigational capabilities that help
guide business users through enterprise resources including WSS sites, documents, applica-
tions, processes, and data. SPS contains powerful searching and indexing capabilities, which
allow for relevant, high-quality information to be easily located and accessed regardless of
where this information is located in the enterprise and in what system this information
resides. Targeting particular information to groups of users and allowing users to create their
own customized spaces within the portal are also features of SharePoint Portal Server. SPS
expands on the development capabilities of WSS, allowing application developers to use 
virtually all of the capabilities of SPS and WSS within their custom applications.

Why Is It Valuable?
Together Windows SharePoint Services and SharePoint Portal Server provide the next step in
the evolution of the Microsoft information management and collaboration platform. They
provide an application solutions foundation, a document management and collaboration
platform, and the building blocks necessary to create Information Worker solutions. Through
the use of these products intelligent portal-based solutions can be created to connect teams 
of business users with the applications, processes, and information they need to perform 
their jobs.

In the current work environment individuals often find it difficult to identify and locate
information they need in a timely manner. When they do find needed information, it is often
outdated and no longer relevant. As multiple workers collaborate on content, multiple ver-
sions are created, and confusion occurs when workers become unaware which version is
current. Also, when more than one worker is responsible for editing information, there is a
high risk of this information being lost in the transition. These different versions of the infor-
mation get copied to numerous locations and are often e-mailed to large groups of people
unnecessarily, wasting disk space and resulting in confusion about which version is the latest
copy. Conversely, managers and other workers needing these materials are not notified that
the information is available or when the information is updated after it has been distributed.
All of these issues result in time being lost to searching for information and verifying the accu-
racy of the information.
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In the first part of this book, Chapters 2 through 7, we will discuss the components that
make up a SharePoint environment and give you the information you need to effectively work
with these components. Then in the second part of this book, Chapters 8 through 11, we will
discuss some of the most common situations in which SharePoint solutions are used to solve a
variety of business challenges. The solutions that we will focus our discussions around include
the following:

• Document collaboration: Often the goal of a group of information workers is to create
materials based on enterprise information. Often these individuals are geographically
dispersed, with each individual needing the same level of access to the materials being
created and the enterprise information the materials are based on. The group must
know where the most recent copies of documents are located and be able to gain the
appropriate level of access to these items. In addition, the ability to effectively commu-
nicate between team members is crucial to the efficiency of the collaboration process.
The management of responsibilities and deadlines around the creation of the materials
is also important to the document collaboration process.

• Project collaboration: When teams of people are brought together to work on a project,
how well the project is managed will significantly impact its success. All aspects of the
project, including the process, communications, deliverables, timelines, and tasks, 
need to be properly managed to ensure the success of the project. All interested parties,
including team members, stakeholders, and managers, need visibility into the progress
of the project and all associated resources. These individuals need to be kept aware of
project status, timelines, issues, and any other pertinent information.

• Meeting management: Individuals spend a significant amount of time preparing for and
participating in meetings. Organizations often try to find ways to reduce the quantity and
duration of meetings in order to reduce the impact meetings have on people’s time. To
increase the effectiveness of a meeting, all aspects of the meeting must be properly man-
aged. This includes preparation tasks, meeting facilitation, and post-meeting follow-up.
Prior to a meeting, objectives and agendas must be defined and meeting materials must
be created. These items must then be communicated to attendees so that they can ade-
quately prepare for the meeting. During a meeting, facilitators need to keep the meeting
on topic, decisions must be recorded, and action items must be tracked. Finally, after the
meeting, follow-up materials must be distributed and the progress of the identified action
items must be managed. Managing these aspects must also take into account remote
meeting attendance so that remote attendees can effectively participate in the meeting.

• Information centers: Organizations often need to provide groups of individuals the abil-
ity to distribute items for use throughout the organization. Information owners will
create and then need to publish materials for use by others. The information owners
need to be able to effectively manage these materials, keeping them current and verify-
ing that they are accurate. These materials also must to be organized in such a way that
they are easy to find when they are needed.
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What Are the Building Blocks?
Windows SharePoint Services and SharePoint Portal Server 2003 include many tools that can
be combined to create a wide range of business solutions. Sites and workspaces provide a cen-
tral place to consolidate a wide variety of information in a secure manner. Lists and libraries
allow users to create and edit documents and other information. Alerts give users the ability to
receive notifications when content has been added or changed. Pages and web parts allow for
the customization of sites so that data and documents are presented in ways that make it eas-
ier for workers to find the information they need. Portal area navigation and searching
capabilities provide the tools necessary to find relevant information when it is needed regard-
less of its location. My Site allows you to create your own customized site in SharePoint Portal
Server to store your documents, tasks, and other information, and then make any of this infor-
mation available to others.

In this book we will further define what these tools are, how they are used, and how to
combine them into useful Information Worker solutions.
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Using the Portal

A SharePoint Portal Server 2003 (SPS) portal is the entry point into a SharePoint environ-
ment. A portal acts as the centralized access point for locating, working with, and managing
an organization’s information. The portal allows you to do the following:

• Search for information, such as people, sites, and documents, regardless of the infor-
mation’s location or format. This enables you to retrieve all relevant information you
have access to on a topic or containing specific references.

• Organize information into meaningful structures using areas so that portal users can
easily browse through this information.

• Maintain personal sites that enable you to create personal views of portal information
for your use and public views of your information to share with others.

• Create alerts that are personal notifications you can configure to be notified when rele-
vant information is added or changed in SharePoint areas or sites.

• Target specific content to groups of individuals for whom the information is particu-
larly relevant.

In this chapter we will familiarize you with the general layout and structure of SPS. We will
describe the elements that make up a SharePoint portal, including areas, listings, portal search,
and My Site. We will review the layout of these elements and discuss how they are used.

5
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Portal Areas
Areas are the primary organizational units of a SharePoint portal. They are used to group and
structure content so that information can be easily located through browsing. A defined area
structure acts as a portal blueprint or site map enabling the creation of an information hierar-
chy that maps to the way people need to work with the information. Figure 2-1 shows the
typical layout of an area.

Figure 2-1. Topics area

Figure 2-1 shows the default layout of the Topics area. The Topics area is one of the default
areas created as part of a new SharePoint portal. An area is organized so that navigation and
management options are grouped within the banner and in the left-hand bar, leaving the
remainder of the area for the presentation of content, applications, listings, or any other type
of information an area manager chooses to make available. We can break an area down into
the following groupings of options:

• Area Listings Bar: Located across the top of the portal page, the Area Listings Bar presents
the list of top-level areas, which includes the home page and any areas directly under the
home page. When a portal is initially created, this list will include Home, Topics, News,
and Sites. However, this list may differ in your environment as it will reflect the top-level
area structure of your SharePoint portal environment.

• Portal Toolbar: Located in the top right of the portal, the Portal Toolbar contains portal
management and help links. The list of links in this area can include the following:

• My Site: My Site is listed for portal users that have been granted the right to have a
personal site. The My Site link gives you access to your personal site. We will dis-
cuss My Site in more detail later in this chapter.

CHAPTER 2 ■ USING THE PORTAL6



• Site Settings: The Site Settings link is available for users having some level of man-
agement capabilities within the portal, which is typically someone who is at least a
Content Manager for the portal. The Site Settings link gives you access to the Site
Settings page containing the portal management tools. From this Site Settings
page you will only have access to the management capabilities that have been
made available to you based on your role in the portal. Other management capa-
bilities beyond those you have access to may be listed; however, you will not be
able to make changes to these other items.

• Help: The Help link is available to all portal users and provides online context-
sensitive assistance for SharePoint capabilities.

• Search Tools: Located in the upper right just below the Area Listings Bar, the Search
Tools allow you to perform basic and advanced searches for information available
through SharePoint and crawled by the SharePoint index services. The information
available for searching usually includes all content stored in SharePoint Portal Server
and Windows SharePoint Services and may also include content stored in other
sources, such as Exchange Public Folders, network file shares, or other internal or
external web sites.

• Current Area Navigation: Located in the left-hand section just below the Area Listing
Bar, the Current Area Navigation shows context-centric navigation. This includes the
hierarchy of areas above the current location as well as any subareas within the current
location. For example, if you are currently in the Divisions area, which is located under
the Topics area, and this area has two children called Domestic and International, the
area navigation will show the hierarchy of areas above Divisions, which includes Home
and Topics, and the list of subareas contained within Divisions, which includes Domes-
tic and International.

• Actions: Located in the left-hand section just below the Current Area Navigation, the
Actions section provides the list of area management and area content management
tasks that are available to you for the currently displayed area. This list only contains
those options that are available to you based on your security rights within the area.
Table 2-1 shows the options that are available based on a user’s site group assignment.
Assigning users to site groups defines the rights that those users will have within the
portal. We will discuss site groups in more detail in the “Portal Site Groups” section later
in this chapter. The following are the options that can be made available in the Action
section:

• Add Listings: Allows you to add new portal listings to an area in the portal. Portal
listings are references to materials, web sites, etc. We will discuss listings in more
detail in the “Portal Listings” section later in this chapter.

• Add Person: Allows you to add a listing to a portal user with an area. We will discuss
people listings in more detail in the “Portal Listings” section later in this chapter.

• Create Subarea: Used to create a new portal area under the area currently being
displayed. We will discuss creating and managing areas in the “Managing Areas”
section later in this chapter.
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• Upload Document: Takes you to the document upload screen for the default docu-
ment library created within the area. We will discuss managing documents in
Chapter 6.

• Change Settings: Used to change the configuration settings for the currently dis-
played portal area.

• Manage Security: Used to manage the security settings for the area currently being
displayed.

• Manage Content: Provides access to the area’s Documents and Lists page where all
of the content items available in the area including all listings, libraries, and lists
can be accessed and managed.

• Manage Portal Site: Presents a graphical view of the portal area structure, allowing
for drag-and-drop management of the area hierarchy. It also provides access to
some of the more common area management features including editing area
properties, managing area security, creating listings, and creating subareas.

• Add to My Links: Allows you to create a link to the currently displayed area that will
be available within the My Links list in your My Site. We will discuss My Site in more
detail in the “My Site” section toward the end of this chapter.

• Alert Me: Allows you to create an alert that will notify you of changes made to
materials within the currently displayed area. We will discuss alerts in more detail
in Chapter 7.

• Edit Page: Gives you access to the area editing options including the Modify Page
capabilities and the page content management options. We will discuss page man-
agement in more detail in Chapter 7.

Table 2-1. Actions Available by Security Site Group

Reader Member Contributor Content Web Administrator
Manager Designer

Add Listing � � � � �

Add Person � � � � �

Create Subarea � � �

Upload Document � � � � �

Change Settings � � �

Manage Security �

Manage Content � � � �

Manage Portal Site � � �

Add to My Link � � � � �

Alert Me � � � � �

Edit Page � � � �
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• Content: Located to the right of the Current Area Navigation and Actions sections and
below the Search Tools, the Content section is the main body of the portal page. This is
the part of the page that contains the elements for display within the area. This may
include documents, lists, portal-based applications, and references to sites or other
content.

■Note Portal areas can be customized by administrators through the use of available third-party add-ins
and tools like Microsoft FrontPage. If changes are made to the overall structure of an area or to an area tem-
plate, the location or presentation of the preceding groupings of options may vary.

Navigating Through Areas
Navigation through the portal can be a little confusing. Portals can bring together a wide variety
of information located in many sources. Areas can provide access into Windows SharePoint 
Services sites, web sites (internal or external), applications, and content stored on network file
shares or in Exchange. It is important for the portal’s area structure to provide a path that is logi-
cal and easy for portal users to follow.

To navigate through available portal areas, you click the area to access either from the
Area Listings Bar or the Current Area Navigation section. This will bring you to the selected
area. When you navigate to an area, the content contained within the area is displayed and the
name of the area is listed for easy reference at the top of the Content section. Also, the Current
Area Navigation section will be updated to list the area hierarchy information for the currently
displayed area.

Once you have navigated to the area, any available area management options will be
listed in the Actions list. The options in this list will vary based on your rights within the area.
Table 2-1 presents the complete list of actions and the security levels, or site groups, for which
the options are available. When you select one of these available actions, the options listed
under the action will sometimes be further restricted based on your security rights. In the fol-
lowing sections we will discuss the capabilities provided by the options available under the
Actions section.

■Note There are several third-party navigation solutions that can be added to SharePoint to extend and
enhance the existing portal navigation capabilities. These options can allow you to provide alternative navi-
gation methods as well as ways to extend the default navigation capabilities if they do not completely meet
your organization’s needs.

Portal Site Groups
As we mentioned, many options that are available to users within the portal are dependent on
the user’s security rights. Security rights are assigned through roles called site groups. Users
can be assigned to site groups individually or based on their membership in Active Directory
groups. Role assignments determine who can view areas, manage content in areas, edit areas,
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create areas, etc. A standard set of site groups is available by default with a portal. However, it
is possible to create additional site groups in order to provide customized permission levels. 
It is also possible to change the permissions associated with existing site groups. However, this
should be done sparingly and only when creating a new site group will not meet the security
requirements. The following are the standard site groups defined in an SPS portal:

• Readers: Can view SPS areas and area content. Readers cannot add or edit content or
perform any management functions on areas. By default, Readers cannot use personal
features of the portal, such as creating alerts or maintaining a personal My Site.

• Members: Have all the rights of a Reader as well as the ability to view and personalize
areas and area content. Members can use the personal features of the portal, like alerts
and My Site.

• Contributors: Have all rights of a Member as well as the ability to add, edit, and delete
content items within an SPS area. Contributors can also browse directories and create
and manage personal views of areas. Contributors cannot create new libraries and lists
or manage shared views of areas.

• Content Managers: Have all rights of a Contributor as well as the ability to create and
manage areas and listings and create WSS sites.

• Web Designers: Have all rights of a Content Manager as well as the ability to apply style
sheets to areas.

• Administrators: Have full user and administrative rights to all portal areas and content.

Adding Users to Site Groups
To add a user or Active Directory group to a site group:

1. From the portal home page, click the Manage Users link under Actions.

2. On the Manage Users page, click the Add Users option.

3. On the Add Users page:

a. Select users to add in one of two ways. The first way is to enter the Active Directory
user ID (in the form domain\user), user e-mail address, or Active Directory group
name (in the form domain\group) that you wish to add.

The second way is to click the Select Users and Groups option. This option allows
you to search for the desired users or groups. To use this searching capability, you
would select a Find By value, which allows you to choose what attribute to search
for; you then enter the search criteria and click Find. The list of accounts meeting
the entered criteria will be listed. You can then add the desired users and groups to
the Selected Accounts list. Once all needed accounts are in the Selected Accounts
list, click OK to return to the Add Users page.

b. Check the site groups membership that you wish to assign to the user or group.

c. Click the Next button.
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4. If the user or group information was not found in the Active Directory, an error screen
will be displayed. If this screen is presented, click the browser Back button to return to
the Add Users page, update the information so that it refers to a valid active directory
user or group, and click the Next button.

5. If the user or group was found in Active Directory, the Add Users page containing step
3 and step 4 is presented. On this page, verify the account information and determine
whether an e-mail should be sent to the user notifying that user of the change in rights
by checking or unchecking the send e-mail option. This option will be disabled if a
group account was selected. If a user was selected and you wish to send a notification
e-mail to the user, you enter the text to be sent in the Subject and Body fields. Once the
send e-mail option information has been appropriately set, click the Finish button.

■Note The Confirm Users information in step 3 of the Add Users page should never need to be updated.
This information is pulled from the Active Directory as part of the user profile. If this information is not accu-
rate, it should be appropriately updated in the Active Directory by a network administrator instead of being
changed in the SharePoint portal.

The user or group is added to the selected site group. The Manage Users page is displayed
and the newly added site group assignment is listed.

Changing Existing Site Group Assignments
To change an existing site group assignment:

1. From the portal home page, click the Manage Users link under Actions.

2. On the Manage Users page, check the boxes in front of the site group assignments that
you will be updating and click the Edit Site Groups of Selected Users option. If you are
updating a single site group assignment, you can simply click the name of the assigned
user or group.

3. On the Edit Site Group Membership page, update the site group assignment by check-
ing and unchecking the site group options and then clicking the OK button to save the
changes.

The updates to site group assignments are saved. The Manage Users page is displayed
and the updates made are reflected in the site group assignment list.

Deleting Existing Site Group Assignments
To remove an existing site group assignment:

1. From the portal home page, click the Manage Users link under Actions.

2. On the Manage Users page, check the boxes in front of the site group assignment(s)
that you will be removing and click the Remove Selected Users option.
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3. Confirm the deletion of the site group assignment by clicking the OK button on the
displayed message box.

The selected site group assignments are deleted. The Manage Users page is refreshed to
reflect the changes made.

Managing Areas
One of the most significant benefits of a SharePoint portal is that the business owners of con-
tent can be responsible for the management of the areas and sites in which their content
resides. Content owners do not need to rely on IT departments to manage portal areas, post
content, or organize materials. This allows the content owners to have control over the entire
information management process and allows the IT group to focus on the management of the
overall portal without needing to get involved in the management of business team resources.

When SharePoint is introduced into an organization, a decision must be made concerning
the level of ownership business teams will have around the management of SharePoint sites and
areas. In many cases, the responsibility of maintaining the areas and the information contained
in areas is given to the information owners. That said, it is often also true that the organization
will want to maintain some level of consistency with navigation and layout of the overall Share-
Point environment. To meet this goal, the organization will incorporate certain restrictions or
policies involving area management. In this section, we will discuss the structure of areas and
how they are managed. This information can then be applied to your organization in the way 
that best meets your desired balance between business owner control and navigation and layout
consistency.

As we discussed earlier in this chapter, SPS areas are the primary tools used to organize
enterprise resources being made available through a SharePoint portal. A portal area structure
is made up of areas created by portal managers as well as some default specialty areas avail-
able automatically that are used to manage specific portal services. These specialty areas
include the following:

• Home: Portal home page designed to be the gateway or entry point into the overall
SharePoint environment.

• Topics: Default area that includes a sample area hierarchy. The Topics area is provided
to allow for information to be organized by subject area.

• News: Area designed to contain corporate news postings.

• Sites: Area that organizes portal site listings. The Sites area provides a complete list of
WSS and web sites and allows users to sort, filter, and group these sites based on need.
The management of site listings is also handled through this area.

We will review the capabilities provided by these specialty areas later in this chapter. First
we will discuss the capabilities around creating and working with basic areas.
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Creating an Area
Areas can be organized to provide a navigation structure that makes it easy for workers to
browse through enterprise resources when looking for resources. Areas can be nested within
each other to create any hierarchy necessary. A nested area, or subarea, is created by doing the
following:

1. Navigate to the area under which you wish to create the new subarea.

2. From the Actions list of the area, click the Create Subarea link.

3. On the Create Area page:

a. Enter the name for the subarea. This is the name that will appear in the area listings.
You can also enter an optional description that is displayed at the top of the subarea
when it is accessed.

b. Enter the publication date information that is used to determine when the subarea
should be available for users. By default, the start date is set to today’s date and the
expiration date is blank, which will make the site available immediately and for an
unlimited duration. You can update these two dates to limit the availability of the
subarea to within a specific timeframe.

c. Choose the location where the area will be listed. By default, the subarea will be
placed under the area in which you clicked the Create Subarea link. If you wish to
change this, you can click the Change Location link and select a different area
under which to place the new subarea.

4. Once all of the options have been appropriately set on the Create Area page, click the
OK button.

The subarea is created, and you are returned to the area in which you clicked the Create
Subarea link. The new subarea is listed in the Current Area Navigation.

■Note Areas can also be created through the Portal Site Map. We will discuss this in more detail in the
“Managing Areas Through the Portal Site Map” section later in this chapter.

Editing Properties of an Area
Areas that have been created in SPS can be updated to address changing needs. These needs
may come in the form of restructuring the site, requiring that areas be placed in different loca-
tions; or in the form of an adjustment in the purpose of an area, requiring that some attributes
about the area, like title or description, be updated. To make any of these changes to an area:

1. Navigate to the area that needs to be updated.

2. From the Actions list in the area, click the Change Settings link.
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3. On the Change Settings page, make the necessary updates to the area. The Change Set-
tings page is divided into five tabs organizing the area attributes. The information that
can be changed about an area includes the following:

a. On the General tab, the title, description, and location information entered when
the area was created can be updated. This tab also lets you specify a contact for the
area. You can either select a contact from the list of users or enter the contact’s
information. The contact information can be presented in the portal area using 
the Area Details web part.

b. On the Publishing tab, you can update the publishing start and expiration dates
that were entered when the area was created. This tab also lets you set listing
approval options. You can specify whether listings must be approved before they
are made available to users and whether listings added by area managers should
be automatically approved. Listings are references to any type of information
located in the enterprise and referenced through a portal area. We will discuss 
listings in the “Portal Listings” section later in this chapter.

c. On the Page tab, page template information is updated. You can specify the tem-
plates that are available for use on subareas created within this area, and you can
change the template that this area is using. Page templates provide look-and-feel
parameters for the portal area. This includes information layout parameters and
color schemes in use.

d. On the Display tab, you can specify whether the area should be excluded from 
the portal navigation bars and whether listings should be sorted alphabetically or
manually within the area. You can also update image information for the area and
specify an icon image. The image appears at the top of the content section of the
area, and the icon image is displayed next to links pointing to this area.

e. On the Search tab, you can specify whether the area and its content are included 
in search results and whether the area is included in Topic Assistance. Topic Assis-
tance suggests content for the area when content is automatically categorized.
Topic Assistance can be used to automatically populate areas with listings based
on SharePoint “learning” what types of information should be listed in the area. An
administrator must activate and configure Topic Assistance to make this capability
available.

4. Once all changes have been made on the Change Settings page, click the OK button.

The area is updated based on the changes made to the area settings, and you are returned
to the area.

Manage Area Security
By default, an area inherits the security from its parent area, and the Home area security is
based on the overall portal site group assignments, which we discussed earlier in this chapter.
If an area requires permissions different from its parent, the area security must be updated to
reflect this change. Setting permissions on an area works slightly different from setting the
overall site group assignments. Since the assignment of the users into site groups was done at
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the portal level, to change the permissions that the users who have been assigned to the site
groups have in a specific area, the permissions of the site groups within that area must be
altered. For example, if the portal users that have been assigned to the Contributor site group
should not be allowed to update content within the Topics area, the rights of the Contributor
site group must be changed in the Topics area to reflect the needed permission restrictions.

If additional permissions must be added beyond the existing site group assignments,
these permissions can be explicitly defined within the area. For example, if an individual is a
member of the Reader site group who requires Contributor-level rights to a specific area, that
person can be explicitly defined in the area security as having the ability to edit content.

Editing Existing Area Security

To edit existing security information within an area:

1. Navigate to the area in which security needs to be updated.

2. From the Actions list of the area, click the Manage Security link.

3. On the Manage Security Settings page, check the box in front of the site group, user, or
group that must be updated, and click the Edit option.

4. If you selected a site group, the Advanced Edit Rights on Area page is presented. If you
selected a user or group, the Simple Edit Rights on Area page is presented. You have the
ability to toggle between the Advanced and Simple views.

5. You then select the appropriate rights and click the OK button.

The area security is updated based on the changes made, and you are returned to the area.

Adding New Area Security

To add permissions for a new user or group within an area:

1. Navigate to the area in which the user or group needs to be added.

2. From the Actions list of the area, click the Manage Security link.

3. On the Manage Security Settings page, click the New User option.

4. On the Add New User to Area page, enter the user or group to add and select the secu-
rity the user or group should have in the area. You have the ability to toggle between
the Advanced and Simple views in order to set the appropriate level of security. Once
the user information and security level have been entered, click the OK button.

The area security is updated based on the additions made, and you are returned to the area.

Deleting Existing Security

To delete existing security permissions within an area:

1. Navigate to the area in which the security information needs to be deleted.

2. From the Actions list of the area, click the Manage Security link.

CHAPTER 2 ■ USING THE PORTAL 15



3. On the Manage Security Settings page, check the box in front of the site group, user, or
group to remove, and click the Remove Permissions option.

4. Confirm the deletion of the permissions by clicking the OK button on the displayed
message box.

The area security is updated based on the changes made, and you are returned to the area.

Managing Areas Through the Portal Site Map
The Portal Site Map provides a pictorial view of the portal’s area hierarchy. This page allows
you to perform area management tasks from this central hierarchy without having to navigate
to the individual areas. Many of the area management tasks we have been discussing can be
performed on the Portal Site Map page. You access the Portal Site Map page by clicking the
Manage Portal Site link in the Actions list from any area. Figure 2-2 shows the Portal Site Map
page.

Figure 2-2. Portal Site Map

You can expand and collapse the area structure in order to view as little or as much of the
area hierarchy as necessary. You can then hover over an area in the tree to make the drop-down
list for that area visible, as shown in Figure 2-3.
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Figure 2-3. Portal Site Map drop-down options

From this drop-down list, you can perform any of the following functions:

• Create an area by clicking the Create Subarea option from the drop-down list or by
clicking the Create Area option in the Actions section. This will take you to the Create
Area page discussed earlier in this chapter.

• Edit properties of an area by clicking the Edit option from the drop-down list. This will
take you to the Change Settings page for the selected area that we discussed earlier in
this chapter.

• Manage area security by clicking the Manage Security option from the drop-down list.
This will take you to the Manage Security Settings page for the selected area that we 
discussed earlier in this chapter.

• Delete an existing area by clicking the Delete option from the drop-down list. This will
present the deletion confirmation prompt. Clicking the OK button on this prompt will
delete the area and refresh the Portal Site Map.

• Move an area by dragging an existing area to a new location in the Portal Site Map. As
you drag the area, you will notice reference bars that are presented as you move. These
bars are provided as a guide to where the area will be placed if you release the mouse
button.

Portal Listings
Listings are references or links that get placed in a portal area to point to content. Listings can
reference WSS sites, internal or external web sites, network directories, files, or applications.
Listings can also reference HTML information created through SPS for the sole purpose of
being referenced by the listing. Listings are what allow SharePoint areas to organize enterprise
resources into a logical hierarchy.
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Listings are displayed in the content section of areas through the use of the Listings web
part. This web part is available on areas by default when they are created. Figure 2-4 depicts a
standard area containing listings.

Figure 2-4. Divisions area

Adding Listings
Listings can reside in any area. To add a listing to an area:

1. Navigate to the area where you wish to create the listing.

2. From the Actions list in the area, click the Add Listing link.

3. On the Add Listings page:

a. Enter the title of the listing. This is the name by which the listing will be displayed
in the portal area. You can also add a listing description, which if entered is dis-
played directly beneath the listing title in the portal area.

b. Enter the content for the listing. Listing content is either in the form of a web or file
path address or is text entered for use as the listing content. To reference existing
WSS sites, web content, network directories, files, or applications, select the Existing
Listing option and enter the full web address or UNC path to the desired content. To
create a listing by entering text to be displayed, select the Add a Listing by Entering
Text option and click the Open Text Editor button. The text editor is presented in
which you can enter the content for the listing. Once the information is entered,
click the OK button to return to the Add Listings page.
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c. Select a group for the listing from the group drop-down list. Groups are used to
organize listings in the area.

d. Optionally, you can enter the path to an image file. This image is used for listings
where the Add Listing by Entering Text option was selected. For these types of list-
ings, the image will appear at the top of the listing when it is viewed.

e. Select the location for the listing. By default, the listing location will be set to the
area in which you click the Add Listing link. However, this information can be
changed, and listings can be configured to appear in multiple areas. Listing loca-
tions are updated by clicking the Change Location link and then selecting all of 
the areas in which the listing should appear. Once all of the locations have been
selected, click the OK button on the Change Location window to save the changes
and return to the Add Listing page.

f. Optionally, you can select audiences for the listing. Audiences are used to identify
groups of individuals for which the listing is important. By selecting audiences,
you can target listings to a specific group of people. While audiences do not deter-
mine what users have the right to access the listing (access is determined by the
area security), they do identify the individuals for which the listing is important.
When audiences are selected, the listing will appear in the targeted web parts and
in the Targeted links section of My Site for users that are members of the audience.
Defining audiences and targeting content is a way to highlight or emphasize infor-
mation for select portal users.

■Note Audiences must be created by a technical SharePoint administrator. By default, only one audience is
available, called All Portal Users, which is used when content should be targeted to all SharePoint users.

4. Once all the necessary listing information has been entered on the Add Listings page,
click the OK button.

The listing is saved, and you are returned to the area from which you clicked the Add List-
ing link. The listing will be displayed in the area’s Listing web part. By default, this web part is
located in the Content section of an area. If site managers have removed the web part from the
page, it would need to be readded for the listing to be visible. We will describe working with
web parts in Chapter 7.

Listings can also be added from the Portal Site Map page. To add a listing through the 
Portal Site Map page:

1. From the Actions section of any area, click the Manage Portal Site link.

2. On the Portal Site Map page, highlight the area in which to add the listing, and select
the Add Listing option from the drop-down menu.

3. Enter the information for the new listing into the Add Listings page as described previ-
ously, and click the OK button.

The listing is saved, and you are returned to the Portal Site Map page.
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We discussed earlier in this chapter that areas can be configured so that listings require
approval before they are made available to portal users. When an area is configured so that
listings must be approved, any listings added to an area by a nonarea manager will not appear
until an area manager approves them. Those that are added by an area manager will also not
appear until they are approved if the area was configured to require approval for listings
posted by managers. Approving or rejecting a listing is done by editing the listing. We will 
discuss setting the listing approval status in the upcoming “Editing Listings” section.

Adding a Person Listing
There is a second type of listing you can add: a person listing, which provides a reference to a
portal user’s My Site. Person listings are grouped with all other listings once they have been
created. To create a person listing:

1. Navigate to the area in which you wish to add the listing.

2. From the Actions list in the area, click the Add Person link.

3. On the Add Person page:

a. Select the account name to be listed by clicking the Select Person link and then
entering the search options for the person you wish to locate. Then add the name
to the Selected Account Name list by clicking the Add button. Only one account
name can be listed in the Selected Account Name list. Once the needed name is in
the Selected Account Name list, click the OK button to return to the Add Person
page. You can also add a listing description, which if entered is displayed directly
beneath the listing title in the portal area.

b. Select a group for the listing from the group drop-down list. Groups are used to
categorize listings when you access the area.

c. Select the location for the listing. By default, the listing location will be set to the
area in which you click the Add Listing link. However, this information can be
changed, and listings can be configured to appear in multiple areas. Listing loca-
tions are updated by clicking the Change Location link and then selecting all of 
the areas in which the listing should appear. Once all of the locations have been
selected, click the OK button on the Change Location window to save the changes
and return to the Add Listing page.

d. Optionally, you can select audiences for the listing. Audiences are used to group
individuals for whom the content will be targeted. While audiences do not deter-
mine what users have the right to access the listing (access is determined by the
area security), they do identify the individuals for whom the listing is important.
When audiences are selected, the listing will appear in targeted web parts and in
the Targeted Links section of My Site for users who are members of the audience.
Defining audiences and targeting content is a way to highlight or emphasize infor-
mation for select portal users.

4. Once all the necessary listing information has been entered on the Add Listings page,
click the OK button.
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The person listing is saved, and you are returned to the area from which you clicked the
Add Person link.

Editing Listings
Assuming that the Listings web part is included in the Content section of the area containing a
listing that you want to edit, follow these steps to edit the listing:

1. Navigate to the area containing the listing that needs to be updated.

2. From the Actions list, click the Edit Page link. The Edit Page link activates the manage-
ment options for the content area and any content elements available in the content
area.

3. Hover over the listing you want to update, and click the down arrow to display the 
Listing Management options as shown in Figure 2-5.

Figure 2-5. Listing Management options

4. Click the Edit option from the Listing Management options drop-down list.

5. On the Change Settings page, make the necessary updates to the listing. The Change
Settings page is divided into four tabs organizing the listing attributes. The information
that can be changed about a listing includes the following:

a. On the General tab, you can update general listing information. The title, descrip-
tion, content, and location information that were entered during the creation of
the listing can be updated. When the listing references external content, a list of
related items is also presented. This is a list of other listings that exist in the portal
that reference the same document. This related-items list can be used to easily
locate other listings that may need to be updated as well.

b. On the Publishing tab, you can update publishing start and expiration dates and
approval status information. Publishing dates are used to determine when the list-
ing should be available to users. By default, the start date is set to the date the listing
is created and the expiration date is left blank. This makes the listing available from
the time it was created for an unlimited duration. These dates can be updated to
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limit the availability of the listing. The approval status is used to identify whether
the listing is approved for use. Listings will not be available for portal users if they
are not in an approved status. When areas are configured so that approvals to listing
elements are not required, all listings default to an approved status. If areas are con-
figured so that listing approvals are required, the listings will be given a pending
status when they are created and must be approved before available for use. Listing
statuses can be Pending (waiting for approval), Approved (available for access),
Rejected (not to be displayed), and Archive (flagged for later archival).

c. On the Display tab, you can change the group information and audiences that
were selected when the listing was created. You can also update the image refer-
ence that was set when the area was created and specify an icon image. The icon
image is displayed next to links for the listing in the area.

d. On the Search tab, you can specify whether the listing should appear in search
results. By default, when a listing is created, this option is set to yes.

6. Once all changes have been made to the listing, click the OK button.

The changes to the listing are saved, and you are returned to the area that contained the
listing.

Changing the approval status information and the ability to move the listing to another
area are options that are also made available directly through the Listing Management options
drop-down list presented in Figure 2-5. To move a listing to a different location:

1. Navigate to the area containing the listing that needs to be updated.

2. From the Actions list in the area, click the Edit Page link.

3. Hover over the listing you want to move and click the down arrow to display the Listing
Management options drop-down list as shown in Figure 2-5.

4. Click the Move option from the Listing Management options drop-down list.

5. On the Move Listing page, click the Change Location option and select the new loca-
tion for the listing. Then click the OK button to save the changes.

The listing is moved to the new location, and you are returned to the area originally con-
taining the listing.

To change the approval status of a listing from the Listing Management options drop-
down list:

1. Navigate to the area containing the listing that needs to be updated.

2. From the Actions list, click the Edit Page link.

3. Hover over the listing you want to change the status of and click the down arrow to dis-
play the Listing Management options drop-down list as shown in Figure 2-5.

4. Click the approval status to which the listing should be changed. The options that are
available include Approved, Undo Approval, Reject, and Archive. The option represent-
ing the current approval status of the listing will be disabled in the drop-down list.

The listing approval status is updated, and the area is refreshed to reflect the change.
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■Note Listings in anything other than an approved status are not visible in the list when viewing the page.
In order to make these listings visible, you must click the Edit Page link in the Actions section. This will make
unapproved listings available for management.

Editing a Person Listing
To edit a person listing:

1. Navigate to the area containing the person listing that needs to be updated.

2. From the Actions list, click the Edit Page link. The Edit Page link activates the manage-
ment options for the area and any content elements displayed in the area.

3. Hover over the person listing you want to update and click the down arrow to display
the Listing Management options drop-down list as shown in Figure 2-5.

4. Click the Edit option from the Listing Management options drop-down list.

5. On the Change Settings page, make the necessary updates to the listing. The Change
Settings page is divided into four tabs organizing the listing attributes. The information
that can be changed about a person listing includes the following:

a. On the General tab, you can update general listing information. The name, descrip-
tion, and location information that was entered during the creation of the person
listing can be updated. To update the name, click the Select Person link and enter
search options for the person you wish to locate, and then add the name to the
Selected Account Name list by clicking the Add button. Only one name can reside 
in the Selected Account Name list. Once the name you need is in the Selected
Account Name list, click the OK button to return to the Change Settings page.

b. On the Publishing tab, you can update publishing start and expiration dates and
approval status information. Publishing dates are used to determine when the list-
ing should be available to users. By default, the start date is set to the date the
listing is created, and the expiration date is left blank. This makes the listing avail-
able from the time it was created for an unlimited duration. These dates can be
updated to limit the availability of the listing. The approval status is used to iden-
tify whether the listing is approved for use. Listings will not be available for portal
users if they are not in an approved status. When areas are configured so that
approvals to listing elements are not required, all listings default to an approved
status. If areas are configured so that listing approvals are required, the listings will
be given a pending status when they are created and must be approved before
available for use. Listing statuses can be Pending (waiting for approval), Approved
(available for access), Rejected (not to be displayed), and Archive (flagged for later
archival).

c. On the Display tab, you can change the group information and audiences that
were selected when the listing was created. You can also update the image refer-
ence that was set when the person listing was created and specify an icon image.
The icon image is displayed next to links for the listing on the area.
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d. On the Search tab, you can specify whether the listing should appear in search
results. By default, when a listing is created, this option is set to yes.

6. Once all changes have been made to the listing, click the OK button.

The changes to the person listing are saved, and you are returned to the area that contained
the listing.

Deleting Listings
To delete an existing listing or person listing:

1. Navigate to the area containing the listing that needs to be deleted.

2. From the Actions list in the area, click the Edit Page link.

3. Hover over the listing you want to delete and click the down arrow to display the 
Listing Management options drop-down list as shown in Figure 2-5.

4. Click the Delete option from the Listing Management options drop-down list.

5. Confirm the deletion of the listing by clicking the OK button on the displayed message
box.

The listing is deleted and the area is refreshed to reflect the change.

■Note Deleting a listing will permanently remove it from SharePoint. If you wish to make the listing
unavailable but not delete it, you should change the listing’s approval status.

Managing Grouping and Ordering of Listings
Groupings are used to organize listings that are displayed in an area, and ordering allows you
to specify the display order of the listings within each grouping. In the “Adding Listings” and
“Editing Listings” sections earlier, we discussed how to assign listings to groupings. In this sec-
tion, we will discuss managing grouping values and managing the order of listing elements
within groupings.

To access the management tools for grouping and ordering, you click the Edit Page link 
in the Actions section. This will make the page management options available including the
Manage Grouping and Ordering link below the Listings web part. When you click this link, 
you are taken to the Grouping and Ordering page as shown in Figure 2-6. The Grouping and
Ordering page lists all listings, regardless of status, and allows for the assignment of groupings
and the management of the order of the listings within the groupings.

To change a listing’s grouping from the Grouping and Ordering page, simply select the
new grouping value from the Group drop-down list. This will move the listing under the new
grouping.
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Figure 2-6. Grouping and Ordering page

Within each grouping, the default listing order is dependent on the area’s listing order set-
ting. We discussed this setting in the “Editing Properties of an Area” section earlier. If the area
is configured for listings to be manually ordered, which is the default setting for an area, the
listings will be listed in the order that they were created. If the area is configured for listings to
be sorted alphabetically, then the listings will be displayed in alphabetical order. To change
the order of listings within the groupings on the Grouping and Ordering page, simply select
the new ordering value from the Order drop-down list for the listing. This will move the listing
to the new ordered location within the grouping.

■Note Content Managers, Web Designers, and Administrators have the ability to manage grouping and
ordering by default. While Contributors do have the ability to view the Grouping and Ordering page, they will
not be able to change these values.

Adding New Groupings
New groupings can be added by performing the following steps:

1. On the Grouping and Ordering page, click the Add Group option.

2. On the Create Group page, enter the title for the new group and click the OK button.
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The group is added to the Groupings list, and you are returned to the Grouping and
Ordering page.

Editing Existing Groupings
Existing groups are edited through the Change Group Order page. To edit an existing group-
ing:

1. On the Grouping and Ordering page, click the Manage Groups link in the Actions list.

2. On the Change Group Order page, the available groups are listed in the order that they
are displayed in the area. To change the order of the groups, you can update the Posi-
tion from Top value. When this value is changed, the groups are reordered to reflect the
change that was made.

3. To edit the group name, hover over the group name you wish to change and click the
down arrow to display the Grouping Management options as shown in Figure 2-7.

Figure 2-7. Grouping Management options

4. Click the Rename option from the Grouping Management options drop-down list.

5. On the Rename Group page, update the title for the group and click the OK button.

The group name will be updated, and you are returned to the Change Group Order page.

Deleting Existing Groupings
To delete a grouping:

1. On the Grouping and Ordering page, click the Manage Groups link in the Actions list.

2. On the Change Group Order page, hover over the group name you wish to delete and click
the down arrow to display the Grouping Management options as shown in Figure 2-7.

3. Click the Delete option from the Grouping Management options drop-down list. 
The Delete option will only be available for groupings that were created by users. The
default groupings created for the list cannot be deleted. They can only be renamed.

4. Confirm the deletion of the group by clicking the OK button on the displayed message
box.

The group will be deleted and the Change Group Order page is refreshed to reflect the
change. It is important to note that the default groupings for the listings (Highlighted, General,
and Expert) cannot be deleted. These items can only be renamed. Only additional groups that
are added can be deleted.
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Special Areas
There are four areas that are automatically created as part of a SharePoint portal. Two of these
areas are provided as starting points for creating a portal, while the other two provide specific
capabilities for the portal. These four areas are the Home area, Topics area, News area, and
Sites area. We will discuss the purpose for each of these areas and the unique capabilities they
provide. This discussion will be based on the default layout of these areas. If a portal adminis-
trator has made any major alterations to these areas, the information provided here may differ
slightly from your portal. However, in most cases, even when these areas have been updated,
they will still contain the capabilities and attributes listed in this section.

Home Area
The Home area is the home page of the portal. This area is designed to be the primary entry
point or gateway into the portal. When a portal is created, the home area contains News List-
ings, Events, and Links for You web parts. News Listings presents all current news available in
the News area. (We will discuss the News area later in this section.) The Events list allows you
to make key company event information available to portal users. This may include seminars
being hosted, company holidays, and any other noteworthy events. We will discuss Event lists
in more detail in Chapter 5. Links for You presents all content elements that have been tar-
geted to you. Content in portal areas and WSS sites can be targeted to portal audiences. We
discussed targeting listings to audiences earlier in this chapter and will discuss targeting other
types of content to users in subsequent chapters. With the inclusion of these two web parts,
the home page becomes the first stop to learn about current news and events related to the
company and to get to information that has been identified as being important for you. 
Figure 2-8 shows a standard SharePoint portal home page.

Figure 2-8. Home page



The Home area can be updated in the same way as any other area in the portal. Given
this, portal administrators can change the web parts that are available and update the home
page to include the information that provides the most value. We will discuss updating portal
pages and managing web parts in Chapter 7.

One unique characteristic to be aware of on the Home area is that the Current Area Navi-
gation works slightly differently. In all other areas, the Current Area Navigation shows the
current area’s hierarchy. On the Home area, the Current Area Navigation displays the subareas
contained in the Topics area of the portal. This is done because the Topics area is designed to
contain a topical organization of enterprise information. However, if the Topics area is deleted
from the portal or hidden from the portal navigation, the Current Area Navigation will revert
back to listing the subareas of the Home area.

Topics Area
The Topics area is designed to be the starting point for creating and organizing information by
subject area. It is designed to provide an overview of the structure of the portal site and allow
for easy browsing through materials managed by the portal. This is done through the use of
the Browse by Topic web part listed in the Topics area. The Browse by Topic web part lists the
map of the areas contained within the Topics area. It does this by listing all subareas under the
current area with all of the subareas’ children as well. Figure 2-9 shows the organization of the
Topics area.

Figure 2-9. Topics area

As with the Home area, a portal manager responsible for the Topics area can change its
layout and remove the Browse by Topic web part, but by default, this area provides a map of
topic areas available to users within the portal.
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News Area
The News area is provided as a location where news information can be disseminated to the
organization. News items are very similar to listings in that they can reference existing content
in the enterprise or can contain content created in the News area for the sole purpose of being
listed as news.

By default, news items are presented on the portal home page through the News Listings web
part, but the News Listings web part can be added to any area, making the portal news available
in that area. News items are managed through the News area in the same way that listings are
managed in any other portal area. If news needs to be broken down into subgroupings, subareas
can be created under the News area. By default, Company News, Press Announcements, and
External News subareas are available under the News area. The News area contains the News
Areas web part, which lists news elements located within the subareas under the News area. 
Figure 2-10 shows the organization of the News area.

Figure 2-10. News area

Adding News Items
To add a news item to the News area:

1. Navigate to the News area by clicking News in the Area Listings Bar.

2. From the Actions list in the area, click the Add News link.

3. On the Add News page:

a. Enter the title of the news item. This is the name by which the news item will be
displayed in the portal area. You can also add a description, which if entered is 
displayed directly beneath the title in the portal area.
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b. Enter the content for the news item. News item content is either in the form of a
reference to a web-based or network file or as text entered for use as the news item
content. To reference existing materials, select the Link to Existing Content option
and enter the full web address or UNC path to the desired content. To create a list-
ing by entering text, select the Add News Listing by Entering Text option and click
the Open Text Editor button. The text editor is presented in which you can enter
the content for the news item. Once the information is entered, click the OK but-
ton to return to the Add News page.

c. Enter date information for the news item. A start date for when the news item
should be available to users is needed. This date defaults to the current date and
can be changed. An expiration date for the news item can also be added. The expi-
ration date when entered determines when the news item should no longer be
available.

d. Select a group for the news item from the Group drop-down list. Groups are used
to organize news items.

e. Optionally, you can enter the path to an image file. For news items, using the Add
News Listing by Entering Text option, this graphic is displayed at the top of news
content when it is viewed.

f. Select the location for the news item. By default, the news item will be placed in
the News area. This should typically not be changed. If the news item is placed in
an area other than the News area or an area located under the News area, it will be
added as a normal portal listing. The news item location information is updated by
clicking the Change Location link and then selecting all of the areas in which the
news item should exist. News items can be placed in multiple locations. Once the
news item locations are selected, click the OK button to close the Change Location
window and return to the Add News page.

g. Optionally, you can select audiences for the news item. By selecting audiences, you
target items to a specific group of people. While audiences do not determine what
users have the right to access the news (access is determined by the area security),
they do identify the individuals for which the item is important. When audiences
are selected, the news item will appear in the targeted web parts and in the Tar-
geted links section of My Site for users who are members of the audience. Defining
audiences is a way to highlight or emphasize information for select portal users.

4. Once the news item information has been entered, click the OK button.

The news item is saved, and you are returned to the News area. The news item will be 
displayed in the news list.

Editing News Items
To edit existing news items:

1. Navigate to the News area by clicking News in the Area Listings Bar.
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2. From the Actions list in the area, click the Edit Page link. The Edit Page link activates
the management options for the area and any content displayed in the content area.

3. Hover over the news item you want to update and click the down arrow to display the
News Management options as shown in Figure 2-11.

Figure 2-11. News Management options

4. Click the Edit option from the News Management options drop-down list.

5. On the Change Settings page, make the necessary updates to the news item. The
Change Settings page is divided into four tabs organizing the news item attributes. 
The information that can be changed includes the following:

a. On the General tab, you can update general news item information. The title,
description, content, and location information entered during the creation of the
news item can be updated. However, changing the location of the news item to an
area other than the News area or a subarea under the News area will result in the
news item becoming a listing within that area. When the news item references
external content, a list of related items is also presented. This is a list of other news
items and listings in the portal that reference the same document. This related-
items list can be used to easily locate other listings and news that may need to be
updated.

b. On the Publishing tab, you can update publishing start and expiration dates and
approval status information. Publishing dates are used to determine when the news
item should be available to users and includes the dates entered when the news 
item was created. The approval status is used to identify whether the news item is
approved for viewing. News items will not be available for portal users if they are not
in an approved status. When the News area is configured so that approvals are not
required, all news items default to an approved status. If the news area is configured
so that news item approvals are required, the news listings will be given a Pending
status when they are created and must be approved before they are available for use.
News item statuses can be Pending (waiting for approval), Approved (available for
access), Rejected (not to be displayed), and Archive (flagged for later archival).
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c. On the Display tab, you can change the group information and audience listings
that were set when the news item was created. You can also update image informa-
tion entered when the item was created and specify an icon image. The icon image
is displayed next to links for the news item when the news item is listed on the
News or Home areas.

d. On the Search tab, you can specify whether the news item should appear in search
results. By default, when a news item is created, this option is set to yes.

6. Once all changes have been made to the news item, click the OK button.

The changes to the news item are saved, and you are returned to the News area.
Changing the approval status information and the ability to move the news item to another

area are options that are also made available directly through the News Management options
drop-down list shown in Figure 2-11. To move a news item to a different location:

1. Navigate to the News area by clicking News in the Area Listings Bar.

2. From the Actions list in the area, click the Edit Page link. The Edit Page link activates
the management options for the area and any content displayed in the content area.

3. Hover over the news item you want to move and click the down arrow to display the
News Management options as shown in Figure 2-11.

4. Click the Move option from the News Management options drop-down list.

5. On the Move Listing page, click the Change Location option and select the new loca-
tion for the news item. Then click the OK button to save the changes.

The news item is moved to the new location, and you are returned to the News area. If the
news item is moved to an area other than the News area or a subarea under the News area, it is
treated as a normal portal listing.

To change the approval status of a news item from the News Management options drop-
down list, follow these steps:

1. Navigate to the News area by clicking News in the Area Listings Bar.

2. From the Actions list in the News area, click the Edit Page link.

3. Hover over the news item you want to change the status of and click the down arrow to
display the News Management options as shown in Figure 2-11.

4. Click the desired approval status from the News Management options drop-down list.
The options that are available include Approved, Undo Approval, Reject, and Archive.
The option representing the current approval status of the news item will be disabled
in the drop-down list.

The news item approval status is updated, and the area is refreshed to reflect the change.

■Note News items, like listings, in anything other than an approved status are not visible in the news list
when viewing the page. In order to make these items visible, you must click the Edit Page link in the Actions
section. This will make unapproved news items available for management.
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Deleting News Items
To delete an existing news item:

1. Navigate to the News area by clicking News in the Area Listings Bar.

2. From the Actions list in the News area, click the Edit Page link. The Edit Page link activates
the management options for the area and any content displayed in the content area.

3. Hover over the news item you want to delete and click the down arrow to display the
News Management options as shown in Figure 2-11.

4. Click the Delete option in the News Management options drop-down list.

5. Confirm the deletion of the news item by clicking the OK button on the displayed 
message box.

The news item is deleted and the News area is refreshed to reflect the change.

Sites Area
The Sites area provides a consolidated list of all WSS and Internet/intranet sites associated
with the portal. We call this list of sites the site listing. The Sites area is used to manage and
organize site listings. We will discuss creating and managing WSS sites in Chapter 3.

By default, the Sites area provides several views of site listings. These views allow you to
search for sites, browse through sites based on site attributes, browse through sites identified
as spotlight sites, and browse through those that were most recently added. Figure 2-12 shows
the default layout of the Sites area.

Figure 2-12. Sites area
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Sites are listed in the site directory based on site listings. Site listings are references to web
sites (intranet/Internet/WSS) that define the details about how and where a site should be ref-
erenced within a SharePoint portal. When WSS sites are created from within the Sites area, a
listing is automatically created for the site. However, additional site listings can be added, and
existing site listings can be edited or deleted through tools available in the Sites area.

The site management tools are made available in the Actions section of the Sites area
page. The Actions section will contain several different management options in this area from
those we discussed in standard areas. These additional options include the following:

• Create Site: Used to create new WSS sites and define how these sites should be listed in
the portal. We will discuss creating WSS sites in Chapter 3.

• Add Link to Site: Used to create new portal site listings that point to existing WSS or web
sites.

• Manage Sites: Allows you to manage existing site listings.

• Customize List: Allows you to change the properties of the Site Listings list. The Site List-
ings list is a custom SharePoint Portal list that can be updated to meet your organization’s
specific needs. This link allows you to access the management options for this SharePoint
list.

• Edit View: Available when a view is selected from the Select View section. This option
takes you to the Edit View page, where you can customize the selected view of the site
listings. We will discuss customizing views in Chapter 4.

Along with the site management options, the Sites area also includes resources that allow
you to easily organize and find sites. This area includes five tools that support this:

• Search for Sites: The Search for Sites section in the Sites area allows you to search for
sites based on information within the site. To perform a site search, enter the search
text into the Search for Sites text field and click the green arrow. This will perform a
search for any sites containing the information you had entered. This search performs 
a standard portal search for sites so the results are presented in the standard portal
search results page. We will discuss using the portal search and the portal search results
page in the “Portal Search” section later in this chapter.

• Browse Sites By: The Browse Sites By section in the Sites area groups sites by their avail-
able attribute values. A site attribute is a defined characteristic by which sites can be
categorized. By default, sites have division and region attributes that can be associated
to them. This allows you to select division and region values for each site listing. The
site listings will then be grouped based on the values selected. While division and
region are provided by default, portal administrators can add new attributes for use in
categorizing site listings. Using the Browse Sites By tools, you can click any of the listed
site attribute values to view a list of sites grouped under the attribute value. Site attrib-
utes are set when the site listing is created. These attribute values can later be updated
by editing the site listing. We will discuss editing site listings later in this chapter.

• Spotlight Sites: The Spotlight Sites section lists sites that have been flagged as spotlight
sites. Flagging a site as a spotlight is done to make certain sites stand out. A site might
be listed in the spotlight section if it contains some content or applications needed by a
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majority of portal users, if the site contains some new capabilities of note, or for any
other reason that you decide a site should be listed as a spotlight site. It is important to
keep the list of spotlight sites small so that the list only includes several sites of note.
The spotlight attribute is set when the site listing is created. The spotlight attribute can
also be changed by editing existing site listings. We will discuss creating and editing site
listings later in this section.

• Newest Sites: The Newest Sites list in the Sites page lists the five most recently created
sites. These sites are grouped by the time period in which they were added, including
Today, Yesterday, This Week, This Month, and Earlier. This provides an easy way to find
out what new resources are being made available to users through SharePoint.

• Sites I Have Created: The Sites I Have Created list in the Sites page lists all of the sites
that you, the logged-on user, have created. These sites are grouped by their approval
status and ordered based on when they were created, with the most recently create sites
at the top. These tools allow you to easily navigate to sites that you have created. It can
also be used to review the current approval status of the site you have created to deter-
mine whether it is available for use by portal users. We will discuss site approvals in
more detail in Chapter 3.

Site Listings
Site listings are the references to WSS sites and web sites that are listed in the Sites area. These
listings allow SharePoint to track information about sites and make these sites accessible
through the portal. When new WSS sites are created using the Create Site option in the Sites
area, a site listing is automatically created for this new site. Site listings can also be created for
existing sites, and all existing site listings can be updated through the Sites area.

Creating a Site Listing for an Existing Site

To create a new listing for a WSS or web site that already exists:

1. Navigate to the Sites area by clicking Sites in the Area Listings Bar.

2. In the Sites area, click the Add Link to Site link from the Actions list.

3. On the Add Link to Site page, enter the information about the new site listing. This
information will include the following:

a. In the Site Link section, enter the title for the site listing. This is the name used
within SharePoint to reference the site. The site can be a WSS site or any other
available web site. You must also enter the URL to the site. The URL must include
the full http:// path to the site. You can also enter a site description and owner
information, and identify whether the site should appear in the Spotlight list. Site
attribute values are also set in this section. As we discussed earlier, by default there
are two site attributes: Division and Region. However, if others have been added,
they will appear here as well. We will discuss adding and managing attributes in
more detail later in this chapter.

b. In the Search Results section, you identify whether the site and information on the
site should be included when portal users perform searches.
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c. In the Areas section, you specify the areas under which the listing will be displayed.
You can select multiple areas under which the listing will be made available. Any list-
ing created, regardless of the location selected, will appear in the Sites area. If you do
not select an area under which the site should be listed, it will only appear in the
Sites area.

4. Click the OK button once all the necessary information has been entered.

The new site listing is created, and you are returned to the Sites area.

Edit an Existing Site Listing

You can edit an existing site listing by following these steps:

1. Navigate to the Sites area by clicking Sites in the Area Listings Bar.

2. On the Sites page, click the Manage Sites link in the Actions section.

3. The existing site listings are displayed in the Content section of the Sites page. Hover
over the site listing that you wish to edit and click the down arrow to display the Site
Listing Management options as shown in Figure 2-13.

Figure 2-13. Site Listing Management options

4. Click the Edit Item option from the Site Listings Management options drop-down list.

5. On the Edit Site Listing page, the title, URL, description, owner, spotlight, and attribute
values you had entered when the site listing was created are displayed. You can make
any edits necessary to this information and then click the Save and Close option.

The site listing changes are saved, and you are returned to the Sites area.

Delete an Existing Site Listing

You can delete an existing site listing by following these steps:

1. Navigate to the Sites area by clicking Sites in the Area Listings Bar.

2. On the Sites page, click the Manage Sites link in the Actions section.

3. The existing site listings are displayed in the Content section of the Sites page. Hover
over the site listing that you wish to delete and click the down arrow to display the Site
Listings Management options as shown in Figure 2-13.

4. Click the Delete Item option from the Site Listings Management options drop-down list.
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5. Confirm the deletion of the site listing by clicking the OK button on the displayed mes-
sage box.

■Note Deleting a site listing does not delete the actual site, only the selected reference to the site. We will
discuss deleting WSS sites in Chapter 3.

Managing Attributes for Site Listings

As we previously discussed, site listing attributes are used to categorize site listings in the Sites
area. By default, there are two attributes available for categorizing site listings: Division and
Region. We set these attributes when the site listing is created or edited.

Editing Site Listing Attribute Values
You can edit the attribute values as follows:

1. Navigate to the Sites area by clicking Sites in the Area Listings Bar.

2. On the Sites page, click the Customize List link in the Actions section.

3. On the Customize Sites page in the Columns section, click the name of the attribute
you wish to change.

4. On the Change Column page in the Optional Settings for Column section, edit the val-
ues listed in the Type Each Choice On a Separate Line text area. Once all of the options
have been appropriately updated, click the OK button.

The site listing attribute values will be updated, and you will be returned to the Customize
Sites page.

■Note If you edit values that are currently in use in the site listings, you must update the listings that con-
tain the edited values. For example, if we change the Finance option under Divisions to read Accounting,
sites that had been assigned the value of Finance will still have a value of Finance. You must edit each listing
having a division value of Finance and change this value to Accounting.

Adding New Site Listing Attributes
As we previously discussed, you can add new attributes by which sites can be categorized. To
add a new attribute:

1. Navigate to the Sites area by clicking Sites in the Area Listings Bar.

2. On the Sites page, click the Customize List link in the Actions section.

3. On the Customize Sites page in the Columns section, click the Add a New Column link.

4. On the Add Column page, enter the information for the new site listing:
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a. In the Name and Type section, enter the name and type information for the attrib-
ute. The Name option specifies the name that will be displayed for the attribute.
The Type option indicates the type of attribute being added. For site attributes, 
the type should typically be a Choice List. Select Choice List for this value.

b. In the Optional Settings for Column section, replace the Enter Choice # text in the
Type Each Choice on a Separate Line text area with the valid choices for the attrib-
ute values. In the Default Value text box, enter the choice text to use as a default
value for the attribute. If no default value should be specified, then leave this text
box empty.

5. Once you have entered all of the necessary information, click the OK button to save the
information.

The new attribute information is saved, and you are returned to the Customize Sites page.
The site listing is a special SharePoint list and can be managed in a similar way to other

standard and custom lists in SharePoint. The Customize Sites page is the list customization
page for the site listings list. For more information on managing lists and adding or editing list
columns, see Chapter 4.

Portal Search
SharePoint Portal Server provides index and search capabilities that allow users to search for
and find sites, documents, people, and other WSS site elements (such as lists or calendars)
that are pertinent to their needs. Users can perform a simple search or an advanced search.

Performing a Simple Search
A simple search is performed by typing search words into the search box in the Search Tools
section of any area and then clicking the green arrow. You can narrow the scope of content to
search by changing the content source value. A content source is a defined set of information
sources such as WSS sites, portal locations, file shares, or Exchange sources. By default, the
simple search will search across all content sources. By selecting a specific content source, 
you can narrow the search to only look across a specific set of information.

When text is entered into the search box, the content sources are scanned for inclusion 
of the entered words. For example, if vacation schedule is entered into the search box, all
selected content sources will be scanned for the word “vacation” and the word “schedule” 
anywhere in the content, and any results containing either word are returned. If you wish to
search for a phrase instead of just words, place the phrase in quotes in the search box. Contin-
uing our example, if “vacation schedule” is entered into the search box, content containing
this phrase, not just the individual words, will be returned.

Performing an Advanced Search
Clicking the magnifying glass in the Search Tools section of any area takes you to the Advanced
Search page. The portal advanced search allows you to find content using more refined search
options and criteria. The advanced search allows for the selection of specific types of items (such
as documents, lists, or people) as well as item properties containing specific values (such as the
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author being Tony Smith or title containing Yearly Budget). Figure 2-14 shows the Advanced
Search page.

Figure 2-14. Advanced Search screen

To perform an advanced search:

1. Go to the Advanced Search screen by clicking the magnifying glass in the Search Tools
section of any area.

2. Select the content sources across which to search. By default, All Sources will be
selected. The All Sources option will cause the search to be performed across all avail-
able content sources.

3. Select the Search by Type value that identifies the type of items being searched for. You
can search for area items, areas, document libraries, documents, lists, people, picture
libraries, or pictures.

4. Enter the Search by Properties information. This identifies the attributes of the items
to search across and the values to search for. When specifying search properties, you
must select the type of constraint to use. For example, if you are looking for all materi-
als authored by Tim, you would select the Author property and choose the Contains
constraint, and then type Tim into the search box.

5. If you want to search by more than one constraint, select And or Or after the entered
search constraint and then enter a new constraint in the next constraint line. The And
option identifies that content should only be returned if both constraints are met, while
the Or option specifies that content should be returned if either of the constraints is met.
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6. If you wish to restrict your search based on when items were created or last modified,
set the Search by Date values. This is done by selecting the radio button in front of the
option and then selecting Modified to search for items last modified within the entered
timeframe or selecting Created to search for items created within the entered timeframe.
Then enter the timeframe value and unit.

7. Once all search requirements have been entered, click the Search button to perform
the search.

The search results page will be presented containing references to all items satisfying the
search criteria.

Working with Search Results
Whether you perform an advanced search or a simple search, the results that meet the search
criteria are listed on the search results page. Search results can be organized into the following
views:

• By Site: This is the default view. Results are grouped by the site in which the content
resides and sorted by relevance.

• Simple List: Results are sorted by relevance.

• By Author: Results are grouped by author, with the authors sorted by relevance and the
results within each author grouping sorted by relevance.

• By Date: Results are grouped by timeframes based on when they were last modified and
then sorted by relevance.

• By Area: Results are grouped by area in which the content resides and sorted by relevance.

Search results are listed with the name of the item returned along with the author, date the
item was last modified, beginning text from item, the link to the item, and the options for 
the item. The options for the item include the following:

• Add to My Links: Adds a link to the content element to your My Site. We will discuss 
My Links in the “My Site” section later in this chapter.

• Alert Me: Allows you to set up an alert for the item. Alerts are set up so that you are noti-
fied when changes to the item occur. We will discuss alerts in more detail in Chapter 7.

• Item Details: Shows additional details about the item. These additional details include
the creation date, size, revision number, and content source.

To reduce the amount of information displayed for each search result, you can click the
Show Less link from the Action list. This will collapse the search result elements so that only
the name of the item, author, date last modified, and element options are displayed. To reset
the search results list so that it shows the original amount of information, click the Show More
link in the Actions list.
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Changing Search Result Grouping
By default, when search results are grouped by site, author, date, or area, only the most rele-
vant result within each grouping is displayed. The other results are collapsed or hidden on the
page. To expand the results within a specific grouping, you can click the See More Results link
at the bottom of the grouping. This will expand the group so that all search results contained
within it are visible. To expand the search results for all of the groups listed on the search
results page, you can click the Expand Groups link in the Actions section of the page. Search
results can later be collapsed by either clicking the Hide Results link at the bottom of a
grouped results list to collapse the specific group or clicking the Collapse Groups link 
from the Actions section of the page to collapse the results for all groups.

Change Search Results Sorting
While search results are sorted by relevance initially, you can specify different sort options.
Selecting different sort options will not change the groupings; however, the groupings will be
reordered into the new sort order and items within each of the groupings will also be ordered
into the new sort order. To change the sorting of results on the search results page:

1. Click the Advanced Search Link from the Actions list in the search results page.

2. The advanced search elements will be added at the top of the screen, and the sorting
options will be made available in the left-hand menu. The options available for sorting
results are Author, Date, Relevance (default sorting value), Size, and Title.

3. Click the new Sort By value. This will sort the items by the value selected.

4. An up or down arrow will be listed next to the Sort By value selected. This arrow depicts
whether the items are sorted in ascending (up arrow) or descending (down arrow) order.
This order can be changed by clicking the Sort By value a second time. When this is done,
the arrow direction will change, and the results will be placed in the reverse order.

My Site
My Site is your personal SharePoint web site. It provides a location where you can organize
and manage your work. You can also use it as a location to share your own information and
your own views of information with others.

To access your My Site, click the My Site link from the Portal Toolbar. The first time you
access your My Site, it will be created and configured for you. My Site has two separate views,
or presentations. The private view is designed to allow you access to your own My Site materi-
als, and the public view is designed to allow other users to access your My Site information.
Each view has different restrictions and provides different levels of access to the information
in your My Site.
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Private View
When you go to your own My Site, you are presented with the private view of your informa-
tion. This view contains your My Site information and is meant to be organized in a way that
makes it easy for you to leverage the information presented. Figure 2-15 shows a default My
Site private view.

Figure 2-15. My Site private view

When you first access your My Site, the private view will include the following:

• My Calendar: Links to your Microsoft Outlook calendar allowing for events listed on
your calendar to be viewable in your My Site.

• News for You: Lists current news items that have been targeted to audiences to which
you are a member.

• My Links Summary: Lists areas and content in the portal that you have added to your
My Links. Adding references to the My Links section is done by clicking the Add to My
Links option in the Action section of any portal page or from the management options
of a specific content item.

• Links for You: Lists content in the portal that has been targeted to audiences to which
you are a member. We have discussed how audience assignments are set for areas and
listings in this chapter. In the following chapters, we will describe how audiences are
assigned to other types of portal content as well.

• My Alerts Summary: Lists all alerts that you have created against content in the portal.
Alerts allow you to be notified when information in the portal or in a WSS site is
changed. We will discuss alerts more in Chapter 7.
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• Private Documents: Listed in the My Lists section of the left menu, Private Documents is
a document library available only for you. This library can be used to store documents
that no other users should have access to. You can think of this library similarly to your
home or user drive on a network. It is a place you can save information where it will not
be accessible by others. If absolutely necessary, permissions can be updated on this
library to give other required users access to the documents contained within it. How-
ever, if other users need access to documents stored within your My Site, you would
typically place these items in the Shared Documents library instead of giving other por-
tal users access to your Private Documents library. We will discuss document libraries in
more detail in Chapter 6.

• Shared Documents: Listed in the My Lists section of the left menu, Shared Documents is
a document library available in your My Site that other portal users have access to. You
have the ability to grant users any necessary level of permissions to this library. You can
define those that just have read access as well as those that can contribute or manage
information in this library. This library is designed as a place for you to share your infor-
mation with others. We will discuss document libraries in more detail in Chapter 6.

• My Pictures: Listed in the My Lists section of the left menu, My Pictures is a picture
library available for you to share pictures and photos with others. Like the Shared Doc-
uments library, the security on this library can be configured to allow any portal users
to have the appropriate levels of permissions. We will discuss picture libraries in more
detail in Chapter 6.

You can create other pages, document libraries, and lists; add web parts; and organize
information in your My Site in the way that allows you to best use the information stored and
referenced here. To create pages, document libraries, and lists, refer to Chapters 4 through 6.

In order to provide you with easy access to any items created in My Site, the search
options provide an additional searching content source beyond those provided in the rest of
the portal. The My Site search provides a This Personal Site content source. This is the default
option for searching when in My Site, and it allows your search to be limited to content stored
within your My Site. This content source is available when you search your own My Site, but it
is not available when you are viewing other users’ My Sites.

Through your My Site, you have the ability to edit your user profile. Your user profile con-
tains information about you that SharePoint uses when referencing you in the portal. Much of
the information in your profile is pulled from your organization’s Active Directory and cannot
be edited through SharePoint. The SharePoint technical administrator can determine the user
profile details that can be edited by portal users. Individuals can then edit these profile details
through their My Site. To edit profile information:

1. On your My Site private view page, click the Edit Profile link from the Actions list.

2. On the Edit My Profile page, update the profile items that must be changed. By default,
you have the ability to update About Me (a brief description about you), Picture URL
(reference to a picture of you), Home Phone, Cell Phone, Fax, and Assistant.

3. Once the information has been properly updated, click the Save and Close option.

The profile information is updated, and you are returned to your My Site.
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Public View
Whenever your information is listed somewhere in the portal as a contact within an area, the
owner or editor of documents or other content, or through a personal listing, your name is
listed as a link that references your My Site. When other portal users go to your My Site, they
are presented with your site’s public view. The public view of your My Site is used to share
information with others. This view allows you to organize portal content in the way that you
want other portal users to find and view this information. Figure 2-16 shows a typical public
view of a My Site.

Figure 2-16. My Site public view

By default, the public view includes the following:

• User Profiles: Presents the profile information about the My Site owner. This includes
the contact information about the user.

• Shared Links: Lists references to portal materials that the site owner has made available
to others.

• Recent Documents: Lists documents in the portal and WSS that have been recently
updated by the My Site owner.

As the owner of your My Site, you can create additional pages, document libraries, and
lists; add additional web parts; and organize the information in the public view of your My Site
to reflect the way you want others to access this information. Creating these other objects and
customizing pages are discussed in Chapters 4 through 7.
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Using Windows SharePoint
Services Sites

Windows SharePoint Services (WSS) provides the core document management, document
collaboration, information storage, and application platform capabilities for a SharePoint
environment. While the SharePoint Portal Server (SPS), through areas, alerts, and enterprise
searching, provides the tools necessary to organize and locate information, Windows Share-
Point Services sites are the foundation on which the information is stored and managed. 
WSS sites provide locations where groups of people can work together and share information.
These sites can be used to collect team knowledge and enable individuals to effectively work
with this knowledge.

As an application development platform, Windows SharePoint Services provides many 
of the building blocks needed to construct Information Worker applications. WSS also tightly
integrates with the other Office System products, enabling WSS-based applications to be eas-
ily extended to include a wide range of capabilities.

Several different types of components can be used to store and manage information,
facilitate collaboration, and provide workflow, reporting, and other application-centric capa-
bilities through WSS sites. These components include the following:

• Lists: WSS includes a variety of standard lists and the ability to create custom lists. Both
standard and custom lists can be modified to meet specific information management
needs. We will discuss lists in detail in Chapters 4 and 5.

• Libraries: Document, picture, and form libraries are available in WSS to manage docu-
ments, images, and web forms. Attributes can be associated to files in libraries in order
to facilitate organizing and retrieving these materials. We will discuss libraries in more
detail in Chapter 6.

• Discussion boards: Discussion boards are forums used to discuss topics. Comments can
be posted on a discussion board and then replies can be made to these postings. We
will examine discussion boards in more detail in Chapter 5.

• Surveys: Surveys provide the ability for team members to be polled on specific subjects.
You can specify a list of questions to be answered and then the results can be compiled.
We will discuss surveys in Chapter 5.
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• Web parts: A web part is an application component that can be displayed and managed
through web part pages in SharePoint. WSS site pages are web part pages that can host
web parts. Web parts are components that provide application functionality within
SharePoint. We will discuss web parts in more detail in Chapter 7.

In this chapter, we will familiarize you with the general layout and structure of WSS sites.
We will describe how to create and maintain sites and how to use the various features of these
sites including templates, search tools, and site statistics. We will also discuss how to manage
the various aspects of WSS sites including site security.

Sites
WSS sites provide the information management capabilities, collaboration services, and
application platform that make up the foundation of a SharePoint environment. Sites include
a variety of components and services to enable these capabilities. Three different categories of
sites are available within WSS for managing and hosting information:

• Team sites: Designed to facilitate team collaboration. These sites provide the capabili-
ties necessary to allow groups of individuals to work together on projects and
initiatives.

• Document workspaces: Used to facilitate the creation of documents. These sites include
the capabilities needed to allow multiple people to collaborate around the development
and management of materials.

• Meeting workspaces: Used to manage meetings. These sites include the capabilities nec-
essary to help plan meetings, share information between meeting attendees, organize
materials presented during meetings, and track postmeeting action items.

SharePoint includes several site templates for use when creating any of these types of
sites. A template is a starting point or default set of capabilities organized to meet a specific
need. You can create a site based on a template in order to automatically provide a starting set
of capabilities for the site. You can then, if necessary, customize the created site to better meet
specific needs. The default set of site templates available for creating team sites, document
workspaces, and meeting workspaces is designed to provide the most common functionality
needed when sites are created.

As we mentioned previously, several types of components are available in WSS that pro-
vide the core capabilities of WSS sites. These components act as the building blocks for most
WSS-based solutions. Table 3-1 lists the components available in the WSS team sites, docu-
ment workspaces, and meeting workspaces.
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Table 3-1. Site Component Options

Team Site Document Workspace Meeting Workspace

Libraries

Document library � � �

Form library � � �

Picture library � � �

Lists

Agenda �

Announcements � � �

Contacts � � �

Decisions �

Issues � � �

Links � � �

Objectives �

Tasks � � �

Text box �

Things to bring �

Custom lists � � �

Discussion Boards

Discussion board � � �

Surveys

Survey � � �

Web Pages

Basic page � �

Web part page � � �

Sites and workspaces � � �

Configuring and using each of these components will be discussed in subsequent chapters.
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Site Layouts
In order to help you better understand the three types of WSS sites, we will discuss their lay-
outs and structure. We will also discuss the standard site templates that are available when
creating these sites and the capabilities in these templates. This will give you the information
you need to determine the sites to use depending on the situation. It will also help you decide
which site templates to choose when creating a new site.

When we discuss the site types and the associated site templates, we can break our dis-
cussion into two parts. In the first, we will discuss team sites and document workspaces. We
can group these two types of WSS sites together because the layout and capabilities provided
by both are very similar. In the second part of our discussion, we will explore meeting work-
spaces. Meeting workspaces need to be discussed separately because their structures and
capabilities are significantly different from those provided in team sites and document work-
spaces.

Team Sites and Document Workspaces
Team sites and document workspaces are very similar in form and function. Both team sites
and document workspaces are designed to allow groups of people to work together. Team sites
support project-centric work in which people are working together on short-term, limited-
duration projects or on long-standing, ongoing initiatives. Due to this function, team sites are
the most general-purpose sites available in WSS and can be used for a variety of information
management and collaboration needs.

Document workspaces are designed to provide the tools necessary for people to work
together when creating documents. These workspaces include resources to support the man-
agement of the document creation process and the materials that go into the development of
these documents.

Team sites and document workspaces have the following structure:

• Site Toolbar: Located at the top of the site, the Site Toolbar contains site management
links, help links, and navigation options. The list of links in this area will include the 
following:

• Home: The Home link will take you to the site’s home page, which is the initial
screen presented when the site is first accessed. An example of a team site home
page can be seen in Figure 3-3 later in this chapter.

• Documents and Lists: The Documents and Lists link gives you access to the list of
components that have been created within the site. This will include all libraries,
lists, discussion boards, and surveys.

• Create: The Create link gives you access to the component creation page. This page
allows you to create any type of library, list, page, or site available for use in team
sites or document workspaces.
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• Site Settings: The Site Settings link gives you access to the administration options
for the site. This is where you go to perform administrative tasks like updating the
site name and description, creating templates, managing security, etc. The options
available to you in this area are determined by your security rights within the site.
We will discuss security rights in more detail in the “Managing Site Security” section
later in this chapter.

• Help: The Help link provides online context-sensitive assistance for SharePoint
capabilities.

• Up To: The Up To link is located at the far right of the Site Toolbar. This link pro-
vides access to the site’s parent. For sites that are nested within other sites, called
subsites, this link will take you up to the parent site. For top-level WSS sites, this
link will take you to the SharePoint portal home page.

• Search Tools: Located in the upper right of the site just below the Site Toolbar, the
Search Tools allow you to search for information located within the current site. Unlike
the Search Tools in portal areas, the Search Tools in a WSS site will only search across
content located within the current site. These searches do not span the entire site hier-
archy or the entire portal as do the search capabilities provided in portal areas. The WSS
search tools are also context sensitive, allowing them to be used to search across only 
a specific library or list as well. This is done by performing a search from within the
library’s or list’s page. We will discuss these types of searches in the “WSS Site Search”
section.

■Note There are third-party tools available that can replace the WSS site search capabilities with portal-
like search tools. These tools allow for search options to work consistently within portal areas and WSS sites.

• Quick Launch: Located in the left-hand section of a site, the Quick Launch list provides
easy access to components that are available within the site. Only components that
have been configured to be displayed in the Quick Launch list will appear here.

• Content: Located to the right of Quick Launch list and below the Site Toolbar, the Con-
tent section is the main body of the site page. This section will contain the elements you
want to make available through the site. This may include documents, lists, web parts,
etc. For team sites, the content section is divided into left and right zones where con-
tent elements can be placed. This allows content on the site to be organized into a
two-column structure. Figure 3-1 shows the Content section structure for a team site.
For document workspaces, the content section is divided into a top zone, a left zone,
and a right zone. This allows content in the top zone to span the entire content section,
and then below this zone content can be organized into a two-column structure. 
Figure 3-2 shows the content section structure for a document workspace.
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Figure 3-1. Team site Content section

Figure 3-2. Document workspace Content section

The content that will be located in these types of sites will vary based on the template you
select and the changes you make to the created site. Two default site templates are available
for creating new team sites and one default site template for creating document workspaces.
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Before we discuss creating sites, we need to show you the default set of templates that are
available, the layouts of these templates, and the capabilities they provide so that you will 
be able to select the template that will best meet your needs when creating a new site.

Team Site Template

The first Team Site template available is called the Team Site. This template is designed to 
provide the most common set of capabilities used when creating a site that will be used 
to facilitate general project-type collaboration or information sharing. The site created 
when using this template is depicted in Figure 3-3.

Figure 3-3. Team site

This template includes the components listed in Table 3-2.

Table 3-2. Team Site Template Components

Item Type In Quick Launch In Content Area

Libraries and Lists

Announcements Announcements list No Yes (left zone)

Contacts Contact list Yes No

Events Events list No Yes (left zone)

General Discussion Discussion board Yes No

Links Link list No Yes (right zone)

Shared Documents Document library Yes No

Tasks Task list Yes No

Web Parts

Site Image Image web part N/A Yes (right zone)
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Blank Site Template

The second Team Site template available is called Blank Site. This template is used to create a
blank team site that only contains a Site Image web part. Figure 3-4 depicts a default blank site.

Figure 3-4. Blank site

A blank site is designed to provide you with an empty site that you can tailor to meet your
specific needs. The blank site should be used when most of the items in the Team Site tem-
plate are not applicable to your situation. This allows you to create a site to meet your needs
without having to remove unnecessary components.

Document Workspace Template

There is only one default document workspace template, which appears in Figure 3-5.
This template provides the most common set of capabilities needed when creating a site

to manage the collaborative effort around creating a document. Document workspaces cre-
ated from the Document Workspace template include the components listed in Table 3-3.

Table 3-3. Document Workspace Template Components

Item Type In Quick Launch In Content Area

Libraries and Lists

Announcements Announcements list No Yes (top zone)

Contacts Contact list Yes No

Events Events list Yes No

General Discussion Discussion board Yes No

Links Link list No Yes (right zone)

Shared Documents Document library No Yes (left zone)

Tasks Task list No Yes (left zone)

Web Parts

Members Web part N/A Yes (right zone)
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Figure 3-5. Document workpace

■Note When creating sites from any template, it is always a good practice to remove any components from
the site that you do not want others to use. This will not only eliminate the possibility of people using compo-
nents that are not intended for use, but also help keep the site layout and structure as organized and easy to
use as possible.

Meeting Workspaces
Meeting workspaces are WSS sites designed to organize meeting materials and facilitate 
meeting planning and follow-up. Prior to a meeting, a meeting workspace can be used to col-
lect and organize needed documents, create the agenda, and track and manage attendee lists
and responses. During a meeting, the site can be used to gain access to materials being pre-
sented, track identified action items, and log decisions made. Finally, after a meeting the site
can be used to publish meeting minutes, post any follow-up materials, and track the progress
made against assigned action items.



Meeting workspaces have very different layouts from team sites and document work-
spaces. Figure 3-6 depicts the default layout of a meeting workspace.

Figure 3-6. Basic meeting workspace

Meeting workspaces have the following structure:

• Site Toolbar: Located at the top of the workspace, the Site Toolbar contains help links
and navigation options. The list of links in this section includes the following:

• Home: The Home link will take you to the workspace’s home page, which is the 
initial screen presented when the workspace is first accessed. An example of a
meeting workspace home page is displayed in Figure 3-6.

• Help: The Help link provides online context-sensitive assistance for SharePoint
capabilities.

• Up To: The Up To link is located at the far right of the Site Toolbar. This link pro-
vides access to the site’s parent. For sites that are nested within other sites, or
subsites, this link will take you to the parent site. For top-level sites, this link will
take you to the SharePoint portal home page.

• Search Tools: Located in the upper right of the site just below the Site Toolbar, the
Search Tools allow you to search for information located within the current meeting
workspace. Unlike the Search Tools in portal areas, the Search Tools in a site will only
search across content located within the current site. These searches do not span the
entire site hierarchy or the entire portal like those available in portal areas.
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■Note As with team sites and document workspaces, third-party tools are available for meeting work-
spaces that can replace the site search capabilities with portal-like search tools. These tools allow for the
search capabilities to work consistently in portal areas and WSS sites.

• Page List: Located below the Site Toolbar and Search Tools, the Page List is a tab-like list
of all pages available within the current site. The first page listed in the Page List is the
home page, which references the default page of the site.

• Content: Located below the Page List, the Content section is the main body of the site
page. This section contains the elements being made available through the site page.
This may include documents, lists, web parts, etc. For meeting workspaces, the Content
section is divided into a left zone, a center zone, and a right zone. This allows content to
be organized into a one-, two-, or three-column structure. Figure 3-7 shows the Content
section layout for a meeting workspace.

Figure 3-7. Meeting workspace Content section

There are five default templates for creating meeting workspaces. These templates are
designed to provide the components typically used to support a variety of types of meetings.
The sites created from these templates can then be tailored by adding and removing compo-
nents, rearranging components, and adding or removing pages.

Basic Meeting Workspace Template

The Basic Meeting Workspace template is used to create general-use meeting workspaces.
Sites created from this template contain the most commonly used resources for facilitating a
meeting. The basic meeting workspace is the most general-purpose meeting site in WSS. Fig-
ure 3-6 depicts a workspace created from the Basic Meeting Workspace template. This
template includes the components listed in Table 3-4.
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Table 3-4. Basic Meeting Workspace Template Components

Item Type Page Location on Page

Libraries and Lists

Agenda Agenda list Home Center zone

Attendees Attendees list Home Left zone

Document Library Document library Home Center zone

Objectives Objectives list Home Left zone

Blank Meeting Workspace Template

The Blank Meeting Workspace template provides an empty meeting workspace site. Sites 
created using the Blank Meeting Workspace template will not contain any components. The
Blank Meeting Workspace template is provided for when you need to create a new meeting
workspace that is not similar to any of the available meeting workspace templates. This tem-
plate allows you to add the components necessary to support your specific needs without
having to remove unnecessary items.

Decision Meeting Workspace Template

The Decision Meeting Workspace template is provided to support meetings being held to
make a set of decisions. Sites created from this template contain the most common resources
necessary to support the decision-making process. The decisions made are then tracked
within the site. Figure 3-8 depicts the default layout of a workspace created from the Decision
Meeting Workspace template.

The default decision meeting workspace contains the components listed in Table 3-5.

Table 3-5. Decision Meeting Workspace Template Components

Item Type Page Location on Page

Libraries and Lists

Agenda Agenda list Home Center zone

Attendees Attendees list Home Left zone

Decisions Decisions list Home Center zone

Document Library Document library Home Center zone

Objectives Objectives list Home Left zone

Tasks Task list Home Center zone
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Figure 3-8. Decision meeting workspace

Social Meeting Workspace

The Social Meeting Workspace template provides the resources typically needed to facilitate
meetings related to social gatherings. This might include anything from a company holiday
party or picnic to a baby shower. Figure 3-9 depicts the default layout of a workspace created
from the Social Meeting Workspace template.

Figure 3-9. Social meeting workspace
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The default social meeting workspace contains the components listed in Table 3-6.

Table 3-6. Social Meeting Workspace Template Components

Item Type Page Location on Page

Libraries and Lists

Attendees Attendees list Home Left zone

Directions Text Box list Home Center zone

Discussion Board Discussion board Discussion Left zone

Picture Library Picture library Photos Left zone

Things to Bring Things to Bring list Home Right zone

Web Parts

Image Image web part Home Right zone

Multipage Meeting Workspace

The Multipage Meeting Workspace template is used as a starting point for creating meeting
workspaces that will contain more than one page. While you can always add pages to a site
created from any of the other meeting workspace templates, the Multipage Meeting Work-
space template creates a site with two additional pages already included. The structure and
default components available as part of the Multipage Meeting Workspace template are iden-
tical to those provided in the Basic Meeting Workspace template. The only difference in this
template is the inclusion of the two additional, initially empty pages. Figure 3-10 depicts the
default layout of a workspace created using the Multipage Meeting Workspace template.

Figure 3-10. Multipage meeting workspace

The default multipage meeting workspace contains the components listed in Table 3-7.
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Table 3-7. Multipage Meeting Workspace Template Components

Item Type Page Location on Page

Libraries and Lists

Agenda Agenda list Home Center zone

Attendees Attendees list Home Left zone

Objectives Objectives list Home Left zone

Recurring Meeting Workspace

The Recurring Meeting Workspace template provides a meeting workspace that contains separate
sites for the individual meetings held as part of a recurring meeting event. These workspaces are
only available when meetings are created using the Events list (see Chapter 5) or through
Microsoft Outlook 2003 as part of setting up a new recurring Outlook meeting. The recurring
meeting workspace can be based on any of the meeting workspace templates we have already
discussed or any custom meeting workspace templates that you create. When these workspaces
are created, they have a left-hand bar similar to those on team sites and document workspaces.
This left-hand bar lists the dates of each meeting included in the recurring meeting schedule. By
clicking one of these listed dates, you can access the workspace for that date. Figure 3-11 depicts
the default layout of the recurring meeting workspace. We will describe creating these workspaces
in the “Creating Sites” section later in this chapter.

Figure 3-11. Recurring meeting workspace
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All of the team site, document workspace, and meeting workspace templates provide
starting-point structures for a variety of collaboration needs. You can tailor sites created from
any of these templates to meet your specific needs. You can also create your own templates
that can be used when creating new sites. We will discuss customizing sites in Chapter 7.

When creating a site, you should pick the template that will best meet your needs. For
example, if you are creating a new site that will contain information about your company’s
lines of business, you may decide to use a Multipage Meeting Workspace template. This type
of template would allow you to dedicate a tab to the materials for each line of business. This is
just one example of how a meeting workspace could be used for something other than a meet-
ing. All of the team site, document workspace, and meeting workspace templates have this
potential. The key to selecting the right template is identifying the one with the layout and
structure that best suits your specific needs.

Navigating Through WSS Sites
In Chapter 2 we discussed site listings, which enable portal areas to reference web resources.
Site listings that reference WSS sites provide the navigational links between a SharePoint por-
tal and WSS sites. Clicking these site listings in the portal areas will take you to the associated
team site, document workspace, or meeting workspace.

Navigation within WSS sites varies based on the site type. Navigation within team sites
and document workspaces works the same; however, navigating in meeting workspaces works
very differently.

Navigating Through Team Sites and Document Workspaces
Team sites and document workspaces are very similar in layout and structure. The navigation
between components within these types of sites and to subsites nested below these sites is
handled in the same way.

From a team site or document workspace home page, you can navigate to components
contained within the site in one of three ways. First, for any element listed in the Content area
of the site, you can click the header of the item, such as clicking the Announcements header in
a team site. This will take you to the selected item’s detail page. The second method used to
navigate to site items is to click the name of the item in the Quick Launch list. This will also
take you to the selected item’s detail page; however, this option is only available for items that
have been configured to display in the Quick Launch list. The third method available for navi-
gating to site elements is to click the Documents and Lists link in the Site Toolbar. This link
takes to you the Documents and Lists page, which lists all libraries, lists, discussion boards,
and surveys currently available in the site. You can then click the name of any of the listed
items to view the detail page for that item. We will discuss working with each of the different
types of components available in WSS sites in Chapters 4 through 7.

Additional site pages in a team site or document workspace are stored as documents in a
document library. In order to navigate to additional site pages, you must navigate to the docu-
ment library containing the pages and then click the page listed in the document library. An
alternative method would be to place a document library view web part on the site home
page. This will make the other site pages available on the site home page. We will discuss doc-
ument libraries in more detail in Chapter 6. Given that additional site pages are handled in
this way, they are not often used. Instead, content is more frequently broken out into a nested
site hierarchy.
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Subsites

It is very common for team sites and document workspaces to have additional team sites, 
document workspaces, or meeting workspaces nested within them. For example, a human
resources site may have a subsite dedicated to providing HR benefit details. Another example
would be a client site that contains individual project sites for the client. As we have men-
tioned previously, when sites are nested within other sites, they are called subsites. There are
three main ways to navigate to subsites contained within a site, the first of which is as follows:

1. Navigate to the site containing the subsites.

2. Click the Documents and Lists link on the Site Toolbar.

3. On the Documents and Lists page, click the Sites, Document Workspaces, or Meeting
Workspaces link in the left navigation bar.

4. On the Sites and Workspaces page, click All under Select a View to see all sites and
workspaces located under the current site, and then click the name of the subsite you
wish to view.

This will present the selected subsite’s home page. The second way to navigate to a sub-
site is only available for individuals having access to the Site Settings pages. To navigate to
subsites in this method:

1. Navigate to the site containing the subsites.

2. Click the Site Settings link on the Site Toolbar.

3. On the Site Settings page, click the Manage Sites and Workspaces link in the Adminis-
tration section.

4. On the Manage Sites and Workspaces page, click the name of the subsite you wish to view.

This will present the selected subsite’s home page. The third way to navigate to a subsite is
through the use of a subsite viewer web part that would be placed in the Content section of
the site. This is by far the more common method for providing subsite navigation capabilities
within a site. However, no subsite viewer is provided in a default SharePoint deployment. A
third-party subsite viewer web part would need to be installed. Many third-party components
are available that provide this capability, several being freely distributed. A SharePoint techni-
cal administrator would need to install these for use in your WSS sites. You would then be able
to add this web part to the content section of your site. We will discuss adding web parts to
WSS site pages in Chapter 7.

Navigating Through Meeting Workspaces
The layout of meeting workspaces is different from the layout of team sites and document
workspaces. Subsequently, navigating within meeting workspaces works differently as well.
Quick Launch and the Documents and Lists options are not available in meeting workspaces,
so the primary method for navigating between components in a meeting workspace is done
by clicking the title of the component in the Content section of the workspace. Since almost all
items making up a meeting workspace will reside on one of the workspace pages, this method
works well.
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When additional pages are available in meeting workspaces, these pages are referenced 
in the workspace’s Page list. To navigate to these pages, simply click the page name in the Page
list. Given that pages are handled in this manner, it is more common for additional pages to be
used in meeting workspaces than in team sites or document workspaces.

Subsites

Meeting workspaces can also have subsites located underneath them. However, this typically
does not occur as frequently as with team sites or document workspaces. Navigating to sub-
sites in meeting workspaces is similar to navigating to them from team sites and document
workspaces as we described previously. The main difference is that there is no Documents and
Links option on the home page of a meeting workspace, so navigating to subsites through this
link is not available. Given this, there are only two main ways to navigate to subsites within a
meeting workspace. The first way is as follows:

1. Navigate to the meeting workspace containing the subsites to view.

2. From the site, click the Modify This Workspace link at the top right of the Content sec-
tion and then select Site Settings from the Modify This Workspace menu, shown in
Figure 3-12.

Figure 3-12. Modify This Workspace menu

3. On the Site Settings page, click the Manage Sites and Workspaces link in the Adminis-
tration section.

4. On the Sites and Workspaces page, click the name of the subsite you wish to view. 
Figure 3-13 shows the Sites and Workspaces page.

This will present the selected subsite’s home page.
The second way to navigate to a subsite is through the use of a subsite viewer web part 

that would be placed in the Content section of the meeting workspace. As with team sites and
document workspaces, this is by far the most common method for providing subsite naviga-
tion capabilities. There are many third-party components available that provide this capability,
several being freely distributed. A SharePoint technical administrator would need to install
these and make them available for use in WSS sites. We will discuss adding web parts to WSS
site pages in Chapter 7.
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Figure 3-13. Sites and Workspaces page

Creating Sites
When we talk about creating and managing WSS sites, we need to break our discussion down
into two topics: top-level sites and subsites. A top-level site is a WSS site created from within
the portal. Its only parent locations are portal areas in which listings are available that point to
the site. A subsite is a WSS site that is created within another WSS site. WSS sites can be nested
to create any desired SharePoint structure.

■Note As we discussed in Chapter 1, we are assuming that you are using SharePoint Portal Server and
Windows SharePoint Services together. If you had deployed only Windows SharePoint Services, then creating
top-level sites is handled through the SharePoint Central Administration tools.

Creating Top-Level WSS Sites
One important decision to make when determining the layout of your SharePoint environ-
ment is the site structure. Determining this structure requires understanding how the portal
will be used and requires planning to be done around the structure that will best support this
use. As part of this planning, you need to consider the number of top-level WSS sites you will
be creating. Each top-level WSS site has its own set of security rights, while subsites can
inherit the rights of their parent site. When designing your SharePoint site structure, it is
important to break top-level sites out logically, but it is equally important to keep the number
of these sites manageable, since security must be administered for each.
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You create top-level WSS sites the same way regardless of the type of WSS site you are 
creating. To create a top-level WSS site:

1. Navigate to the sites area in the portal by click the Sites link in the Area Listing Bar.

2. On the sites area, click the Create Site link in the Actions list.

3. On the New SharePoint Site page, follow these steps:

a. In the Title and Description section, enter the title for the site. This is the name by
which the site will be displayed in any site references including portal listings. You
can also add a description that, if entered, is displayed directly beneath the title in
the portal listings and at the top of the content section of the site.

b. In the Web Site Address section, enter the URL name for the site. It is often good
practice to make this the same as the site title. However, it is also good practice to
not include any spaces in the URL, so if the site title is Business Planning, the URL
name would be BusinessPlanning.

c. In the Your E-mail Address section, your e-mail address should be automatically
listed in the E-mail Address box. If it is not, you can type in your e-mail address.
This e-mail address is used by SharePoint to send you information about the site.
An example of this would be sending you notifications when users request access
to the site.

d. Once all the necessary information is entered, click the Create button.

4. On the Add Link to Site Page, follow these steps:

a. In the Site Link section, you can specify whether the site should be listed in the site
directory. This option is checked by default. The site title, URL name, and descrip-
tion will be listed in the Title, URL, and Description lines based on the information
you entered into the New SharePoint Site page. It is good practice to not change
these values. You can, however, specify optional site owner information to be asso-
ciated with the site and then enter the values for any listed site attributes. As we
discussed in Chapter 2, site attributes are used to help organize listings in portal
areas. Finally, you can identify whether the site should be listed in the Spotlight
Sites section of the sites area.

b. In the Search Results section, you can identify whether the site and its content
should be included in search results when searches are performed using the search
options in portal areas. This is the default, so the site and its content are included
in search results.

c. In the Areas section, you can specify the portal areas where the site will be listed.
You can select multiple areas. Areas are selected by clicking the Change Location
link and then selecting all of the areas in which the site should be listed. Once all of
the areas have been selected, click the OK button on the Change Location window
to save the locations and return to the Add Link to Site page.

d. Once all the necessary information has been entered on the Add Link to Site page,
click the OK button.
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5. On the Template Selection page, pick the template on which the site should be based. The
template identifies the default layout of the site and the components included in the site.
We discussed the format and components of the default templates earlier in this chapter.
For information on any additional custom templates added by your organization and
listed in this section, you will need to refer to your SharePoint administrator.

The site is created, and you are taken to the home page of the new site.

Creating Subsites
As we described earlier, any existing WSS team sites, document workspaces, or meeting work-
spaces can contain subsites. You can create any type of WSS site under existing sites by
following these steps:

1. Navigate to the WSS site under which the new subsite should be created.

2. On the site home page, do one of the following as appropriate:

a. For team sites and document workspaces, click the Create link on the Site Toolbar.
Then on the Create Page page, click the Sites and Workspaces link under the Web
Pages section.

b. For meeting workspaces, click the Modify This Workspace link at the top right of
the Content section and then select Site Settings from the Modify This Workspace
menu, shown in Figure 3-12. Then on the Site Settings page click the Manage Sites
and Workspaces link in the Administration section. On the Sites and Workspaces
page, click the Create option. These steps, while more complicated than those
described previously, will also work for accessing the New SharePoint Site page 
for team sites and document workspaces.

3. On the New SharePoint Site page, make these changes:

a. In the Title and Description section, enter the title for the site. This is the name by
which the site will be displayed in any site references. You can also add a descrip-
tion, which if entered is displayed at the top of the content section of the site.

b. In the Web Site Address section, enter the URL name for the site. It is often good
practice to make this the same as the site title. However, it is also good practice to
not include spaces in the URL name, so if a site title is Business Planning, the URL
name would be BusinessPlanning.

c. In the Permissions section, specify whether the user access permissions for the
subsite being created should be the same as the permissions of the parent site or
whether unique permissions should be used. When you select to use the same 
permissions, security will be based on the permissions of the parent site. We will
discuss changing site permissions in the “Managing Site Security” section later in
this chapter.

d. Once all the necessary information is entered, click the Create button.
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4. On the Template Selection page, pick the template on which the site should be based.
The template identifies the default format and components included in the site. We
discussed the format and components of the default templates earlier in this chapter.
For information on any additional custom templates listed, you will need to refer to
the site administrator. Once the desired template is selected, click the OK button.

The subsite is created, and you are taken to the home page of the new subsite.

Creating Meeting Workspaces Through Outlook 2003
As we discussed earlier, meeting workspaces can be created as part of creating a new Outlook
2003 meeting request. This allows the Outlook meeting and the meeting workspace to be
linked so that attendee information in the meeting workspace reflects the attendees of the
Outlook meeting. It also allows for the meeting request in Outlook to reference the associated
meeting workspace.

To create a new meeting workspace as part of creating a new Outlook meeting request:

1. In Outlook 2003, begin creating a new meeting request either by right-clicking a calen-
dar time and selecting New Meeting Request or New Recurring Meeting, by clicking
the down arrow on the New button in the Outlook button bar and selecting Meeting
Request, or by selecting File ➤ New ➤ Meeting Request from the Outlook menu.

2. Enter the details about the meeting on the New Meeting form.

3. Click the Meeting Workspace button on the New Meeting form. This will present the
Meeting Workspace task pane.

4. On the Meeting Workspace task pane, click the Change Settings link in the Create a
Workspace section.

5. On the Create Meeting Workspace task pane, as shown in Figure 3-14, follow these
steps:

a. Select a location where the meeting workspace will be created. If the desired loca-
tion is not in the Select a Location drop-down list, choose Other and then enter the
URL to the required location in the Other Workspace Server window and click OK.

b. Select a workspace template by choosing the Create a New Workspace option and
selecting the desired Meeting Workspace template.

c. Click the OK button.

6. On the Meeting Workspace task pane, click the Create button. The meeting workspace
is created and a link to the meeting workspace is added to the meeting request. If the
Outlook meeting is a recurring meeting, a recurring meeting workspace will be created.

7. Click the Send button on the Outlook meeting request to send this Outlook request to
the attendees.
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Figure 3-14. Outlook meeting request with Meeting Workspace task pane

When meeting requests are created in this way, the attendee list in the meeting site is
linked to the Outlook meeting attendee list.

You can also link a new Outlook meeting to an existing meeting workspace. To do this, 
follow the same steps as earlier, except instead of selecting the Create a New Workspace option
in the Meeting Workspace task pane, as in step 5b, select the Link to an Existing Workspace
option and select the workspace from the Workspace drop-down list. Keep in mind that the
Workspace drop-down list will contain the list of meeting workspaces that exist under the
location selected in the Select a Location drop-down list. If there are no meeting workspaces
under this location, the Select a Workspace drop-down list will not contain any values.

Creating a New Document Workspace from Office 2003
Document workspaces can be created from within the Microsoft Office 2003 Word, Excel, and
PowerPoint programs. This is extremely helpful when the creator of a document decides that 
a document workspace is needed in order to further develop the document and, if necessary,
collaborate with others during this update process. The document workspace can be created
without leaving the program the creator is using. This minimizes work interruptions and
makes creating document workspaces much more convenient for people who spend a signifi-
cant amount of time working in Word, Excel, or PowerPoint.

To create a document workspace from within Office 2003:

1. In Word, Excel, or PowerPoint, select the Shared Workspace option from the task pane
drop-down header. If the task pane is not open, you can open it by selecting View ➤
Task Pane from the program menu.
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2. In the Shared Workspace task pane, as shown in Figure 3-15, do the following:

a. Enter the name for the workspace in the Document Workspace Name field.

b. Select the location where the workspace will be created from the Location for New
Workspace drop-down list. If the location where you want to create this workspace
is not listed, choose the (Type New URL) option and enter the location under
which the new workspace will be created.

c. Click the Create button.

Figure 3-15. Microsoft Word with Shared Workspace task pane

3. If the document has not yet been saved, you will be asked to save the document.

The workspace is created and the document is placed in the workspace.

Create a New Document Workspace from a Document in a Site
Document workspaces can also be easily created for documents that already exist in a WSS
site. At times, a document that exists within a site will need to be updated, and the update
process will involve multiple people working on the document. While updates are being made
to the document, you may wish to leave the current version available for site users. In this sit-
uation, you can create a new document workspace for this document. When the workspace is
created, a copy of the document will be placed in the workspace. Within the workspace, you
will be given the ability to post the document back to the original location once all the neces-
sary updates have been made.
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To create a new document workspace for an existing WSS document:

1. Navigate to the location in WSS where the document resides.

2. Hover over the document and select the Create Document Workspace option from the
document’s drop-down list.

3. On the Create Document Workspace page, click the OK button.

The new document workspace is created, and a copy of the selected document is placed
in the workspace.

Once the version of the document in the workspace is finalized, you can publish it back to
the original source document by selecting the Publish to Source Location option from the docu-
ment’s drop-down menu. We will discuss managing documents in more detail in Chapter 6.

■Note When you create a document workspace in this way and are planning to edit the document in the
new document workspace, it is important to not edit the original source document. Publishing the document
from the created document workspace back to the source document will overwrite any changes made to the
source document. We will discuss managing documents in more detail in Chapter 6.

Managing Site Security
Similar to the way site group assignments determine the rights a user has in portal areas, site
group assignments in WSS sites determine what rights users have in WSS sites. You can define
users’ rights within a site based on the level of access they require to the information con-
tained within the site.

Security must be configured for all top-level WSS sites. By default, the only user who will
have access to a newly created top-level site will be the person who created the site. When a
subsite is created within an existing WSS site, you can define whether it should inherit the per-
missions of the parent site or whether it should have unique permissions. If you specify that
the subsite should inherit permissions from the parent site, then security is not managed for
the subsite; instead, the security will be based on the rights assigned in the parent site. If you
use unique permissions, then the only user who will initially have access to the subsite will be
the user who created the subsite.

There are four default site groups available in WSS sites:

• Reader: Has read-only access to the information contained within the site

• Contributor: Can add and edit content to lists and libraries in the site

• Web Designer: Can create lists and libraries, and customize pages in the site

• Administrator: Has full administrative access to all site resources

When creating your WSS sites, it is important to understand the security needs of the
individuals who will be using the sites and assign them the appropriate security to allow them
to work with the materials within the site.
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Adding Users to Site Groups
For top-level sites and subsites that have been configured to use unique permissions, users
who are part of the Administrators site group can change the permissions for the site. To add
permissions on a top-level site or subsite that uses unique permissions:

1. Navigate to the site in which you need to change permissions.

2. Navigate to the Site Settings page using one of the following methods:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Manage Users link in the Administration section.

4. On the Manage Users page, click the Add Users option.

5. On the Add Users page, enter the domain user or group account information, or enter
the e-mail address for the user you wish to add, select the site group memberships that
you wish to assign to the user or group, and click the Next button.

6. If the user or group information was not found in Active Directory, an error screen will
be displayed. If this screen is presented, click the browser Back button to return to the
Add Users page, update the information so that it refers to a valid Active Directory user
or group, and click the Next button.

7. If the user or group was found in Active Directory, then the Add Users page containing
step 3 and step 4 is presented. On this page, verify the user’s information and then deter-
mine whether an e-mail should be sent to the user notifying that person of the change in
rights by checking or unchecking the Send E-mail option. If you wish to send a notifica-
tion e-mail to the user, enter the text to be sent in the Subject and Body fields. Once the
send e-mail option information has been appropriately set, click the Finish button.

■Note The information in the Confirm Users Information section in step 3 of the Add Users page should
never need to be updated. This information is pulled from Active Directory as part of the user profile. If this
information is not accurate, it should be appropriately updated in the Active Directory instead of being
changed in the site.

The user or group is added to the selected site group, and you are returned to the Manage
Users page.

You can also add users to site groups using the Members web part. This web part is available
in team sites and document workspaces, but not in meeting workspaces. The Members web part
displays the list of users and groups having access to the site. It also has a link that allows you to
add new users. When you click the Add New Member link, if you are an administrator of the site,
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you are taken to the Add Users page as described in step 5 earlier. You would then follow the
same steps to add the new users or groups and assign them to the appropriate site groups.

■Note If you are not an administrator of the site and you click the Add New Members link in the Members
web part, you will be prompted with a logon screen instead of being given access to the Add Users page.

Changing Existing Site Group Assignments
To change existing site group assignments for a top-level site or a subsite that uses unique
permissions:

1. Navigate to the site in which you need to change permissions.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Manage Users link in the Administration section.

4. On the Manage Users page, check the boxes in front of the site group assignments that
you will be updating and click the Edit Site Groups of Selected Users option. If you are
updating a single site group assignment, you can simply click the name of the assigned
user or group.

5. On the Edit Site Group Membership page, update the site group assignment by check-
ing and unchecking the site group options and then clicking the OK button to save the
changes.

The updates to the site group assignments are saved. The Manage Users page is dis-
played, and the updates made are reflected in the site group assignment list.

Deleting Existing Site Group Assignments
To remove an existing site group assignment for a top-level site or a subsite that uses unique
permissions:

1. Navigate to the site in which you need to delete permissions.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.
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b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Manage Users link in the Administration section.

4. On the Manage Users page, check the boxes in front of the site group assignment(s)
that you will be removing and click the Remove Selected Users option.

5. Confirm the deletion of the site group assignment by clicking the OK button on the
displayed message box.

Changing Permission Inheritance for a Subsite
As we have discussed, when you create a subsite you have the ability to identify whether the
subsite should have its own unique permission definitions or whether it should inherit per-
missions from its parent site. After the site has been created, you have the ability to change
this setting if the security requirements around the subsite change. To change the permission
inheritance settings for a subsite:

1. Navigate to the site in which you need to change permission inheritance.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Site Administration page, click the Manage Permission Inheritance link in the
Users and Permissions section.

5. On the Manage Permission Inheritance page, select either the Use the same permis-
sions as the parent site option or the Use unique permissions option based on whether
you want to have the site inherit permissions from the parent or use unique permis-
sions. Then click the OK button.

6. If you changed the permission inheritance option to Use the same permissions as the
parent site, then you must click OK in the message box warning you that changing the
site to inherit permissions can cause you or others to not be able to use the site.

The permission inheritance for the site is updated, and you are returned to the Site
Administration page.
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Setting Site Creation Permissions
It is not uncommon for you to need to allow nonadministrators to create subsites within an
existing site. This can occur for many reasons, such as when you want users to create work-
spaces for projects or when you want users to create and manage meeting workspaces under a
team site. An example of this would be having a yearly budgeting project site that is used to
create departmental and overall company budgets for the upcoming year. You may want to
allow site users to have the ability to create meeting workspaces under the yearly budgeting
site that can be used to manage the meetings held during the budgeting process.

Another example of when you would want users to create subsites within an existing site
would be when you have a request for proposal (RFP) response site used to store and track
information around RFP responses your company is creating. In this scenario, you may want
site users to have the ability to create a team site under the RFP site whenever a new RFP is
received. This subsite will then be used to manage the materials and the collaboration efforts
concerning the creation of the RFP response.

Defining who has the ability to create subsites is done by an administrator of a WSS site.
The administrator will select the site groups that should have the ability to create subsites in
the current WSS site. This assignment will also allow these individuals to create subsites within
any sites inheriting permissions from the site where this permission was granted. To assign
site creation rights to a site group in a site:

1. Navigate to the site in which you need to assign site creation permissions.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Configure Site and Workspace Creation link under
the Administration section.

4. The Modify Site and Workspace Creation screen lists the site groups eligible for being
granted site creation rights; by default, these groups are Contributors and Web Design-
ers. Click the checkbox in front of the site groups that should be given subsite creation
rights and click the OK button.

The specified groups are granted site creation rights, and you are returned to the Site Set-
tings page.

Changing Site Group Permissions
As we discussed in Chapter 2, with portal site groups, administrators of WSS sites can change
the permissions of existing site groups and create additional site groups tailored to meet spe-
cific site security needs. In some cases, you may need to tailor the permissions of existing site
groups to meet specific security needs within a site. In other situations, you may want to 
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create new site groups that provide a specific set of permissions within the site. It is always
better to create a new site group instead of editing the default ones provided, but there are 
situations where this is not practical.

Editing Existing Site Group Permissions

To edit the permissions of an existing site group:

1. Navigate to the site in which you need to change site group permissions.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Site Administration page, click the Manage Site Groups link under the Users
and Permissions section.

5. On the Manage Site Groups page, click the name of the site group for which you will be
changing the permissions.

6. On the Members Of page, click the Edit Site Group Permissions option.

7. On the Edit Site Group page, update the listed permissions by checking or unchecking
permission options for the site group. Once the desired permission options are set,
click the Submit button.

The permissions of the site group are updated, and you are returned to the Members Of
page.

Creating New Site Groups

To create new site groups:

1. Navigate to the site in which you need to create a new site group.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

CHAPTER 3 ■ USING WINDOWS SHAREPOINT SERVICES SITES74



4. On the Site Administration page, click the Manage Site Groups link under the Users
and Permissions section.

5. On the Manage Site Groups page, click the Add a Site Group option.

6. On the Add a Site Group page, do the following:

a. In the Site Group Name and Description section, enter the name for the new site
group. You can also enter an optional description. The description is presented
next to the name when the site group is listed for selection in the site security 
management pages.

b. In the Rights section, check the checkboxes in front of all permissions that the site
group should have.

c. Once all of the necessary information has been entered, click the Create Site Group
button.

The new site group is created, and you are returned to the Manage Site Groups page.

Deleting Existing Site Groups

To delete an existing site group:

1. Navigate to the site in which you need to delete a site group.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link 
at the top right of the Content section and then selecting Site Settings from the
Modify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Site Administration page, click the Manage Site Groups link under the Users
and Permissions section.

5. On the Manage Site Groups page, check the checkbox in front of the site group to
delete and click the Delete Selected Site Groups option.

6. On the delete confirmation screen, click the OK button.

The site group is deleted, and the site group list is updated on the Manage Site Groups
page to reflect the change.

Managing Cross-Site Groups
Cross-site groups are used in WSS sites when you want to group a list of users together who
are not represented by an Active Directory group, and assign rights to that group within multi-
ple sites under the same site collection. We call the group of sites nested within a single

CHAPTER 3 ■ USING WINDOWS SHAREPOINT SERVICES SITES 75



top-level site a site collection. For example, you may have a site called Proposals in your Sales
area, and within this Proposals site you create subsites for each proposal the sales group cre-
ates. For our example, we will assume that there are set teams of people who work together on
proposals, and that only the team working on a proposal should have access to that proposal’s
site. In this scenario, you can create a cross-site group for each proposal team and use this
group to assign rights to proposal sites when they are created.

Cross-site groups are available for use within all sites contained in the same site collec-
tion. Cross-site groups can be assigned to normal site groups the same way you would assign
active directory users or groups to site groups. Cross-site groups do not by themselves have
rights within sites the way normal site groups do. They must be assigned to a normal site
group in order for them to be granted rights within a site.

Creating Cross-Site Groups

You can create and manage cross-site groups from any site contained in the same site collec-
tion as long as you are at least a Contributor within the site. To create a new cross-site group:

1. Navigate to any site within the site collection where you are at least a Contributor.

2. Click the Site Settings link on the Site Toolbar.

3. On the Site Settings page, click the Go to Site Administration option in the Administra-
tion section.

4. On the Site Administration page, click the Manage Cross-Site Groups option in the
Users and Permissions section.

5. On the My Cross-Site Groups page, click the New Cross-Site Group menu option.

6. On the new Cross-Site Group page, make the following changes:

a. In the Name and Description section, enter the name for the site group. You can
also enter an optional description.

b. In the Owners section, select the user or group that will own the cross-site group.
The owner is the user or group that can make updates to the cross-site group prop-
erties and membership. You can either select yourself, some other user, or the
members of the cross-site group.

c. Click the Create button.

The cross-site group is created, and the creator is added as a member of the group.

Editing Cross-Site Groups

Cross-site group owners have the ability to update the properties of their groups, including
the group name, description, and owner. To update the properties of a cross-site group:

1. Navigate to any site within the site collection where you are at least a Contributor.

2. Click the Site Settings link on the Site Toolbar.

3. On the Site Settings page, click the Go to Site Administration option in the Administra-
tion section.
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4. On the Site Administration page, click the Manage Cross-Site Groups option in the
Users and Permissions section.

5. On the My Cross-Site Groups page, click the name of the cross-site group to edit.

6. On the Members Of page, click the Change Cross-Site Group Settings option.

7. On the Change Cross-Site Group Settings page, make any necessary updates to the
name, description, or ownership information. Then click the OK button.

The updates you made to the cross-site group are saved, and you are returned to the
Members Of page.

Changing Cross-Site Group Membership

To change the members of a cross-site group that you own:

1. Navigate to any site within the site collection where you are at least a Contributor.

2. Click the Site Settings link on the Site Toolbar.

3. On the Site Settings page, click the Go to Site Administration option in the Administra-
tion section.

4. On the Site Administration page, click the Manage Cross-Site Groups option in the
Users and Permissions section.

5. On the My Cross-Site Groups page, click the name of the cross-site group to update.

6. On the Members Of page, add or remove members as follows:

a. To add members: Click the Add Members option. Then on the Add Users Page enter
the active directory account information for the user to add and click the Next but-
ton. Then click the Finish button on the Add Users Confirmation page.

b. To remove members: Click the checkbox in front of the account to remove and click
the Delete Selected Members option. Click OK on the deletion confirmation window.

You are returned to the Members Of page, and the members list is updated to reflect the
memberships changes made.

Deleting Cross-Site Groups

To delete existing cross-site groups that you own:

1. Navigate to any site within the site collection where you are at least a Contributor.

2. Click the Site Settings link on the Site Toolbar.

3. On the Site Settings page, click the Go to Site Administration option in the Administra-
tion section.

4. On the Site Administration page, click the Manage Cross-Site Groups option in the
Users and Permissions section.

CHAPTER 3 ■ USING WINDOWS SHAREPOINT SERVICES SITES 77



5. On the My Cross-Site Groups page, click the checkbox in front of the cross-site groups
to delete, and click the Delete Selected Cross-Site Groups option.

6. Click OK on the deletion confirmation message box.

The selected cross-site groups are deleted, and the My Cross-Site Groups page is updated
to reflect the change.

Changing General Site Details
The information that you enter about the site when it is created, such as the title and descrip-
tion, can be changed later. You can also change other types of information about the site, such
as the theme. These changes allow you to configure the site to meet the specific needs it is
being created to fulfill or to allow you to update the site over time as these needs change.

Updating Site Title and Description
To update the site title and description information that was entered when the site was cre-
ated:

1. Navigate to the site in which you need to update the site title and description.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Change Site Title and Description link in the Cus-
tomization section.

4. On the Change Site Title and Description page, update the site title and description
information as needed, and then click the OK button.

The changes made are applied to the site, and you are returned to the Site Settings page.

■Note While you can change the site title and description, you cannot change the site URL. This means that
if the link to the Finance site is http://server1/sites/finance, and you decide to change the title of the Finance
site to Accounting, you will access the Accounting site through the original http://server1/sites/finance URL.

Updating Site Themes
A site theme defines the font and color schemes for a site. Themes allow complete color and
font configurations to be stored together and applied through a single step. This ensures 
aesthetic consistency within the site. By default, individuals in the Web Designers and 
Administrators site groups have the ability to change site themes.
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To change the theme on a site:

1. Navigate to the site in which you need to change the theme.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Apply Theme to Site link in the Customization sec-
tion.

4. On the Apply Theme to Web Site page, select the theme to be applied from the list and
click the Apply button.

The selected theme is applied to the site, and you are returned to the Site Settings page.

Deleting Sites
There are two ways to delete existing sites. The first is to delete the site from within that site’s
Site Settings page. To delete an existing site in this way:

1. Navigate to the site you wish to delete.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Site Administration page, click the Delete This Site link under the Management
and Statistics section.

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

The site is deleted and you are taken to the Your Web Site Has Been Deleted page.
The second way to delete a site is from the Sites and Workspaces page of the site’s parent.

Given that you delete the site from within its parent, this method only works for deleting sub-
sites. It cannot be used to delete a top-level site. To delete sites in this way:

1. Navigate to the parent of the subsite you wish to delete.

2. Navigate to the Sites and Workspaces page as we discussed in the “Navigating Through
WSS Sites” section.
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3. Click the Delete icon for the listed subsite to delete.

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

The site is deleted, and you are returned to the Sites and Workspaces page. Sites can only
be deleted when they do not contain subsites. If there are subsites nested under the site being
deleted, you will be prompted with an error when you try to delete the site.

■Note Deleting a site permanently removes the site and all of its content.

Site Templates
As we discussed earlier in this chapter, when you create a new site or subsite, you select a tem-
plate as part of the creation process. The site template defines the initial set of components to
include in the site being created and defines the layout of the components in the new site. The
template also defines the structure and configuration of the components within the site and
whether any content, such as list values and documents, should be added to the new site
being created.

Creating Site Templates
The templates we discussed earlier are default templates provided to create team sites, docu-
ment workspaces, and meeting workspaces. Once you create a new site based on one of the
available templates and then tailor the site to meet your specific needs, you can save the
updated site as a new template that can be used when additional sites are created. Anyone
who is a member of the Administrator site group can create and manage site templates.

The templates that you will be creating will be made available when sites are created
within the same site collection where the site template was created. As we mentioned previ-
ously, we call the group of sites nested within a single top-level site a site collection.

An example of how site templates are used can be seen when you have a top-level site
called Budget Planning which contains a subsite called 2005 Budget. You can then update 
the 2005 Budget site to reflect the layout needed to support yearly budget planning and so it
includes the components needed to support yearly budget planning. We will discuss creating
components and editing page layouts in Chapters 4 through 7. Once the 2005 Budget site has
the desired structure and content, you can save it as a template. This template will then be
available when other new sites are created within the Budget Planning site collection. By sav-
ing the 2005 Budget site as a template, you save yourself and others the future effort of having
to perform the same customizations you made to the 2005 Budget site when additional yearly
budget sites are required. It also allows you to provide others with a starting point for creating
yearly budget sites that include the layout and components they will need within these sites.
This helps to ensure that all of the yearly budget sites have a consistent structure and that the
structure contains the resources needed to properly support the budget planning process.
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■Note While our discussions about creating and managing site templates focus on templates that are 
only available within the site collection where they were created, templates can also be created and made
available for when you create top-level sites and subsites in any site collection. A technical SharePoint
administrator must save and register templates so they can be used in this way.

To create a site template for use in the current site collection:

1. Navigate to the site you wish to save as a site template.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Site Administration page, click the Save Site as Template link under the Man-
agement and Statistics section.

5. On the Save Site as Template page, make the following changes:

a. In the File Name section, enter the name that will be used to save the template.

b. In the Title and Description section, enter the title for the template. This is the
name the template will appear as when you select a template during the site cre-
ation process. You can also enter an optional description for the template.

c. In the Include Content section, you can specify whether the content within the
selected site should be included in the site template. Content includes any docu-
ments or list data that exists in the selected site. To include the content in the
template, check the Include Content checkbox.

d. Once all necessary information is entered on the Save Site as Template page, click
the OK button.

■Note When you choose to include content, this will only include content within the current site. It does not
include subsites of the current site or content within these subsites.

6. On the Operation Completed Successfully page, click the OK button.
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A copy of the site is saved as a template, and you are returned to the Site Administration
page. The new site template will now be available in the Template Selection page when people
create new sites within the same site collection.

Editing Site Templates
To edit a site template, you simply edit the site you originally used to create the site template
or create a new site from the existing template and then make the edits to that site. Once the
changes have been made to the site, you create the new template by following the steps
described previously. You can then delete the old template from the Site Templates Gallery. 
We will discuss deleting templates in the “Deleting Site Templates” section later in this chapter.

Even though you cannot edit existing template files, you can edit the properties of these
files. The properties that can be edited include the file name, title, and description. To edit this
information for an existing site template:

1. Navigate to the top-level site under which the template is available.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Top-Level Site Administration page, click the Manage Site Template Gallery link
under the Site Collection Galleries section.

5. On the Site Template Gallery page, click the Edit icon next to the name of the template
you wish to edit.

6. On the Site Template Gallery edit page, make any necessary updates to the template’s
file name, title, and description, and then click the Save and Close option.

The changes are saved, and you are returned to the Site Template Gallery page.

Deleting Site Templates
While you cannot remove the default site template provided, you can delete any custom site
templates created. To delete an existing custom site template:

1. Navigate to the top-level site under which the template is available.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.
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b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Top-Level Site Administration page, click the Manage Site Template Gallery link
under the Site Collection Galleries section.

5. On the Site Template Gallery page, click the Edit icon next to the name of the template
you wish to edit.

6. On the Site Template Gallery edit page, click the Delete option.

7. Click the OK button on the delete confirmation window.

The template is deleted, and you are returned to the Site Template Gallery page.

WSS Site Search
When you navigate to a WSS site, the Search Toolbar is available similarly to the way it is in portal
areas; however, searching within WSS sites works very differently from searching in portal areas.
First, there is no advanced search option available in WSS sites. The only search available is equiv-
alent to the portal area simple search we discussed in Chapter 2. WSS site searches will also only
search for information within the current site. They will not look across information stored in any
other portal location. They also do not include information stored in any subsites.

The WSS search is context sensitive within the site. If a search is performed from the site
home page, all libraries and lists within the site are included in the search. When the search is
performed from within the page of a specific library or list, only content in that library or list
will be included in the search.

To perform a WSS search, you type the words to search for into the search box in the
Search Tools section of the WSS site page and click the green arrow. Documents or list items
located in the site that meet the entered search criteria will be listed.

Site Statistics
Site statistics are provided for WSS sites in order to allow you to review how your site is being
used by site users and to monitor the resources that your site is using. Statistical information
about user access and resource consumption is available to users who are part of the Adminis-
trators site group for the site.

■Note For site statistic options to be available, a technical administrator of the SharePoint environment
must have enabled them for use in the SharePoint environment.
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Site Usage Statistics
Site usage data is available to allow you to evaluate how people are using your site. The types
of access that are available for review include the following:

• Number of Hits per Page: Includes details about how many times pages and documents
within your site have been accessed

• User Access Statistics: Includes information about how often each user is accessing the
site

• Operating System Access Statistics: Includes information about the operating systems
being used to access the site

• Browser Access Statistics: Includes information about the browsers being used to access
the site

• Referrer URL Statistics: Includes the list of URLs users accessing the site navigated from
when going to this site

For each of these types of information, you can look at monthly statistics or daily statistics.
Monthly statistics will provide the following information:

• The total number of times the page has been accessed

• The number of times the page was accessed in the most recent month it was accessed

• The date the page was last accessed

• The number of times the page was accessed on the last day it was accessed

Figure 3-16 shows a standard monthly Number of Hits per Page Site Usage Report.

Figure 3-16. Monthly Number of Hits per Page Site Usage Report
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Daily statistics provide a daily breakdown of access volumes. Figure 3-17 shows a daily
User Access Statistics Site Usage Report.

Figure 3-17. Daily User Access Statistics Site Usage Report

Viewing Site Usage Statistics
To view usage statistics for a site:

1. Navigate to the site in which you want to view site usage information.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Site Administration page, click the View Site Usage Data under the Manage-
ment and Statistics section.

5. On the Site Usage Report page, select the type of report from the Select Report drop-
down list, select either Monthly Summary or Daily, and click the Go button.

The selected report statistics are displayed.

CHAPTER 3 ■ USING WINDOWS SHAREPOINT SERVICES SITES 85



Site Collection Usage Statistics
Site collection usage information provides some basic statistics about a site collection. As we
mentioned earlier, a site collection is made up of all sites contained within the same top-level
site. Site collection usage statistics allow you to understand, at a high level, how your site col-
lection is used and how many resources the site collection is using within the SharePoint
environment. The statistics that can be viewed include the following:

• Storage Information: Provides basic information about the storage space used by the
site collection. This includes the current space used, percent of space used by web 
discussions, and maximum storage allowed for the site.

■Note Site storage allocation limits can be configured to define the maximum amount of space a site or
site collection can use. These settings must be configured by a technical administrator of the SharePoint
environment.

• User Information: Lists the number of users who have been added to the site collection
and provides any user account restriction details.

• Activity Information: Provides basic access statistics for the site collection including the
total number of times information within the site collection has been accessed and
bandwidth used on the last day the site was accessed.

Figure 3-18 depicts site collection usage information.

Figure 3-18. Site Collection Usage Summary
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An example of how the site collection usage statistics and the site usage statistics could be
used together would be when site administrators want to understand how effective their sites
are and where work should be spent to increase site effectiveness. Administrators can look at
the site collection usage statistics to see how many hits their site collections are receiving. If
administrators notice a specific site collection is not being accessed as much as others, they
can review the site usage statistics for the sites within that site collection to determine the
sites not being used. This will help them identify areas where work within the environment
may be needed.

Viewing Site Collection Usage Statistics
To view the site collection usage information:

1. Navigate to the top-level site under which you want to view site collection usage infor-
mation.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Top-Level Site Administration page, click the View Site Collection Usage Sum-
mary link under the Site Collection Administration section.

The Site Collection Usage Summary screen is presented, listing the site collection usage
information.

Site Hierarchy
From a top-level site, you can view the entire hierarchy within a site collection. This allows you
to view the entire structure of a site collection without having to manually traverse the sites in
the site collection. To view the site hierarchy:

1. Navigate to the top-level site under which you want to view the site hierarchy.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.
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4. On the Top-Level Site Administration page, click the View Site Hierarchy link under the
Site Collection Administration section.

The View Site Hierarchy page is presented listing the URLs and titles for all sites in the
current site collection. You can go directly to any of the listed sites by clicking the site’s URL.
Figure 3-19 depicts a site hierarchy.

Figure 3-19. Site hierarchy

Storage Space Allocation
WSS sites include the ability to view storage space allocations within a site collection. You have
the ability to view the amount of space used by all components within a site hierarchy, including
all libraries and lists. This allows you to identify how space is being used throughout the site and
can be used to help locate sites using excessive amounts of storage or site components not being
used to store any information. Figure 3-20 depicts storage space allocation information.

Figure 3-20. Storage space allocation
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Viewing Storage Space Allocation
To view storage space allocation information:

1. Navigate to the top-level site under which you want to view the storage space alloca-
tion information.

2. Navigate to the Site Settings page using one of the following methods as appropriate:

a. For team sites and document workspaces, this is done by clicking the Site Settings
link on the Site Toolbar.

b. For meeting workspaces, this is done by clicking the Modify This Workspace link at
the top right of the Content section and then selecting Site Settings from the Mod-
ify This Workspace menu.

3. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

4. On the Top-Level Site Administration page, click the View Storage Space Allocation link
under the Site Collection Administration section.

5. On the Storage Space Allocation page, select the number of items, type of items, and
sort information to display.

a. Show Items can be set to 25, 50, or 100 and determines the number of items to dis-
play allocation information for at a time.

b. The Show Only drop-down list allows you to select the type of items that will be
listed. You can choose to list document libraries, documents, or lists.

c. The Sort By drop-down list allows you to select the sort method for the items being
displayed. You can choose to sort information using these options: Size (Decreasing),
Size (Increasing), Date (Decreasing), or Date (Increasing).

6. Once the Show Items, Show Only, and Sort By options are set properly, click the Go!
button.

The storage allocations for the items selected are displayed. These items are sorted based
on the Sort By value that was selected. You can click any of the listed items to access them.



Custom Lists and Data

In SharePoint, Microsoft has simplified the storage of information into the basic concept of 
a list. Much of the data that you contribute to or consume is based on the fundamental idea
that it is contained in a list of similar information. Each of the lists in SharePoint can have its
own unique set of attributes that describe an item in the list. WSS comes with many standard
list templates and the capability to create your own custom lists based on the data that best
describes the information you are trying to capture.

The most frequently used way of tracking any information in SharePoint is through the
use of a custom list. Using a custom list allows you to store information in a structured repre-
sentation of the data that you design. Lists in SharePoint also allow you to control how the
information is displayed, who has the ability to alter or view the information, and whether
new content must be approved before it appears in the list. The ability to customize lists
allows SharePoint content structure and data to be maintained by business users rather than
having to rely on your IT staff.

Creating Custom Lists
There are multiple ways to create a custom list in SharePoint. The quickest way is to choose
the Custom List option on your site’s Create page. You will also notice an option on the Create
page that will enable you to create a custom list using the Datasheet view rather than the stan-
dard view that the Custom List option uses. The Datasheet view will be described in the
“Managing Views” section later in this chapter.

To create a new custom list, follow these steps:

1. Navigate to a Windows SharePoint Services site, or create a new site as described in
Chapter 3.

2. Click the Create link on the top menu bar.

3. On the Create page, click the Custom List link in the Custom Lists section.

4. On the New List page, enter a name and description for the list.

5. Select Yes under the Navigation options if you want to show a link to this list on the
Quick Launch menu of the site.

6. Click the Create button.
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You have now created a custom list that contains a single data column called Title. Figure
4-1 shows a list like the one you have just created. Later in this chapter, in the “Managing Cus-
tom Lists” section, we will describe how to customize this list by configuring additional
columns and discuss ways of managing information in the list.

Figure 4-1. A new custom list

Working with Custom Lists
Now that you have a list to work with, you need to provide content in that list. In addition to
adding, editing, and deleting items, it is important to know how to find the information in a
list so that you can locate the items in an efficient manner.

A quick way to find items is using the search bar near the top of the list screen. When on
the home page of a site, this search bar finds information throughout the site, but when used
on the list screen, it only shows results found in the current list. The list screen is displayed by
clicking the name of the list on the Quick Launch menu of the site’s home page or from the
Documents and Lists page by clicking the Documents and Lists link on the site’s top menu.

Adding, Editing, and Deleting Items
Before you can explore how to use other features of a list, you must first know how to add
items.

To add items to a list, follow these steps:

1. Click the New Item link on the list page.

2. On the New Item page, enter a title. Title is the only column of data in the list when it is
created. Later we will add more columns to the list, and there will be more than just a
title to enter on the New Item page.

3. Click the Save and Close link.
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Editing and deleting items is performed by first displaying the item’s context menu. 
Displaying a context menu in SharePoint is not performed by right-clicking the mouse as it 
is in many other programs, but rather by hovering the mouse over the item in the list so that
the item becomes highlighted and a small inverted triangle appears on the right-hand side 
of the item. Once this triangle appears, click it to display the list item’s context menu, as
shown in Figure 4-2.

This context menu gives you the View Item option, which shows a read-only display of all
of the information about this item. Not all information about an item is necessarily displayed
on the list page, so viewing an item ensures that you see all data related to an item.

The item’s context menu also gives you the ability to edit the item by performing the fol-
lowing steps:

1. Activate the item’s context menu by hovering over the item with your mouse and click-
ing the inverted triangle.

2. Click the Edit Item link in the context menu.

3. On the Edit Item page, change the title.

4. Click the Save and Close link.

Figure 4-2. A list item’s context menu

You may have noticed many places so far that allow you to delete a list item. The context
menu, the View Item page, and the Edit Item page all have links allowing you to delete the
item. After clicking these links, you are requested to confirm that you wish to delete the item.

■Caution Once you select OK on the confirmation for deleting the item, the information it contains is phys-
ically deleted from SharePoint. It is not possible to recover the list item without assistance from your IT staff.
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Attachments
Lists have the ability to store files attached to a particular list item. Including attachments
allows users to access documents and files that are related to the list item in one location.
Enabling this ability for a list is described in the “Managing Custom Lists” section later in this
chapter. To attach a file to an existing list item in a list with attachments enabled:

1. Activate the item’s context menu by hovering over the item with your mouse and click-
ing the inverted triangle.

2. Click the Edit Item link in the context menu.

3. On the Edit Item page, click the Attach File link in the toolbar.

4. Click the Browse button.

5. On the Choose File dialog box, select a file and click the Open button.

6. On the Edit Item page, click the OK button. Repeat steps 3 through 6 to attach multiple
files to the list item.

7. Click the Save and Close link in the toolbar.

After step 6, the file you chose will be shown under the Attachments heading on the Edit
Item page. It is important to note that the file is not actually attached to the list item until you
click the Save and Close link, which saves changes to the data. You can remove attachments
from a list item by selecting the Delete link that is displayed next to the attachment on the Edit
Item page. This also requires you to click the Save and Close link before the attachment is
actually removed from the list item.

Filtering and Sorting the List
Lists can contain hundreds of items or more, which can quickly make it difficult to find the
items you are looking for when browsing the list. SharePoint lists provide ways of filtering and
sorting information that you are probably already familiar with.

Sorting the items can prove to be a valuable asset when visually scanning a list for a par-
ticular item. The name of each data column that supports sorting will appear as a link on the
list page. To sort by a specific column, simply click that link. The list will redisplay with the col-
umn you selected sorted in ascending order (for example, A to Z and 1 to 10). Clicking another
column name will re-sort the list with that new column’s information in ascending order. If
you click a column name that is already sorting in ascending order, the list will redisplay with
that column sorted in descending order (for example, Z to A and 10 to 1). You can tell what col-
umn a list is sorted on by a small arrow that will appear directly beside the column name of
the column that is the basis for the sorting of the list. This arrow will be pointed down when
the list is sorted in ascending order, and it will be pointed up when the list is sorted in 
decending order.

Another feature of SharePoint lists is the ability to filter the list items based on selected
column values. This powerful feature allows you to take a list containing hundreds of items
and reduce the items shown to you to only the ones that meet the criteria you are looking for.
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To filter a list, perform the following steps:

1. Click the Filter link on the list page.

2. Drop-down lists will appear above the column titles for each column in the list. These
drop-down lists will contain all of the possible values that are being used in the
selected column for the list.

3. Click the drop-down list for the Titles column and select a value.

4. The list will refresh and only show you items that contain your selected value for the
title.

5. Click the Change Filter link to modify the filtering.

6. Select a new value from the Title column’s drop-down list or select (All) to remove the
filter from the Title column.

7. The list will refresh with the new filter you have selected.

8. Steps 6 and 7 can be repeated using different columns in the list in order to apply mul-
tiple filters simultaneously.

A funnel-shaped icon will be displayed next to the column name of any column that cur-
rently has a filter applied to it. Filtering is not supported for every type of column. For example,
columns based on Multiple lines of text and Hyperlink or Pictures types, which are described in
the “Managing Columns” section later in this chapter, do not support filtering.

Filtering a list can let you quickly condense list information to just the items you are look-
ing for. Imagine a list of product sales with columns containing the product, sales amount,
date, and salesperson. If you have hundreds or thousands of sales, the list becomes too long to
look through for sales by a specific salesperson, but with filtering you can quickly filter on a
specific salesperson by selecting that salesperson’s name in the appropriate column. The sales
list will refresh, showing you only the sales by that person. Furthermore, you can sort that fil-
tered list by date and have a very beneficial view of the data as shown in Figure 4-3.

Figure 4-3. Filtering and sorting list items

CHAPTER 4 ■ CUSTOM LISTS AND DATA 95



Even more powerful is the ability to use these views, or combinations of sorting, filtering,
and other criteria, by simply selecting them rather than entering the criteria every time you
look at the list.

Using Views
List views are important because they allow list items to be presented in the way that users
can best work with the information. Views determine the information displayed on the screen,
including columns shown, the order that items are displayed, and the style used to present the
items. When in a list, the view can be selected from the left menu. From the examples earlier,
you can see that by creating a new list, a view called All Items was also created, and since it is
the only view available, it is the currently selected view. This can also be seen in Figure 4-3.

Users with the appropriate permissions in SharePoint can create additional views for a list
that display the same list with different filtering, sorting, grouping, or summations. When the
list has multiple views, they will each be available via a link on the left menu bar, allowing you
to easily switch between them. Once you have selected a view that most closely represents the
information you want to see, you can further filter and sort the list items displayed by using
the filtering and sorting functionality we have already discussed. The creation of these views
will be discussed in the “Managing Views” section later in this chapter.

Faster Data Manipulation Using the Datasheet
A more advanced way to edit the items in a list is to use the Datasheet view. SharePoint inte-
grates with Office 2003 to provide an easy way for you to edit multiple items in a list quickly
without having to go to each individual item’s Edit Item page separately. In order for the
Datasheet view to work, you need Office 2003 installed on the computer you are using to
access the list. Your browser security settings must also allow ActiveX components to run in
order for the Datasheet view to operate properly.

To edit items in the Datasheet view, simply click the Edit in Datasheet link on the toolbar
of the list. The list will change to an Excel-like display as shown in Figure 4-4. This display will
allow you to easily manipulate multiple items in the list quickly by utilizing familiar productiv-
ity features such as copy/paste.

The Datasheet view provides rudimentary spreadsheet abilities such as creating summa-
tions via the toolbar. A context menu via a right-click on the Datasheet view provides you easy
access to options for adding and deleting rows or columns. The context menu also provides
the ability to auto-fill cells or for you to pick cell values from a list of previously entered values
in the column. When you need to modify or approve multiple list items, the Datasheet view
proves much more valuable than individually selecting and updating each list item.
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Figure 4-4. The Datasheet view

Managing Custom Lists
The power of using custom lists to store information in a site is the ability to customize the list
to meet any structured information sharing need. Lists allow you to determine not only what
data is stored in the list, but also how it is stored, how it is displayed, when it is displayed, and
who has the ability to view, create, or edit that information.

■Note Creating and managing a list requires that you have the proper permissions. By default, you must
be in the Administrator or Web Designer site groups in order to have access to creating and customizing lists.

All management of a list begins by selecting the Modify Settings and Columns link from
the Actions menu on the list screen. Clicking this link takes you to the Customize List screen
where the options are categorized into General Settings, which includes security; Columns,
where you determine how the information is stored; and Views, where you customize the 
ways in which other users can see the information.



Settings
The General Settings options allow you to change basic aspects of the list that make it easier
for other users to understand the purpose of the list as well as provide navigation and basic
workflow options. The General Settings screen is also where you would specify whether users
are allowed to attach files to a list item.

To edit the general settings of a list, follow these steps:

1. On the list screen, click the Modify Settings and Columns link in the Actions list on the
left menu.

2. On the Customize List screen, click the Change General Settings link under the General
Settings category.

Table 4-1 describes the list settings you can edit in order to customize the behavior of a list.

Table 4-1. General Settings for SharePoint Lists

Setting Description

Name The name used to identify the list through your SharePoint site. This
should be short but descriptive enough so that users know the purpose
of the list from the name alone.

Description More elaborate explanation of the lists’ purpose. This is displayed on
the Documents and Lists screen to help users find the information they
are looking for as well as on the list screen to communicate the purpose
of the list to users.

Navigation Determines whether a link for the list is displayed on the Quick Launch
bar on the left side of the site’s home page. Selecting Yes allows users to
easily see that your list exists and quickly navigate to it.

Content Approval Selecting Yes to enable the Content Approval option means that users
do not see newly added items until a user with Manage List permission
(Administrator or Web Designer group members normally) approves
the item. See the “Content Approval” section next for more information
on approving items for entry in a list.

Attachments Determines whether users can add files as an attachment to the list
item. Select Enable Attachments to allow users to attach one or more
files to items in the list.

Item-Level Permissions Provides the ability to limit the items that users can view or edit. Read 
access options allow you to specify whether users can view all items in 
the list or only the items they have created. Edit access options allow 
you to specify whether users can edit all items or the items they have 
created, or restrict edit access entirely. Users who have the Manage List 
permission can see and edit all items and are unaffected by item-level 
permissions.

Content Approval
Approving items for entry in a list does not occur in the Customize List screen; nevertheless, it
is an important part of managing list content when it is enabled. Once content approval is
enabled in the general settings for a list, the actual approval and rejection occurs on the list
screen. Enable content approval when you do not want users seeing information until an
approver has had the opportunity to review it.
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Items in a list with content approval enabled will contain an additional option in their
context menu as you can see in Figure 4-5. Items that have not been approved by a user with
the Manage List permission will not appear in the list to most users of the site. Users who do
not have this permission will not see their new items in the All Items view until after an
approver has reviewed it.

Enabling content approval also creates two new views for the list to help users work with
the list items. The first is called Approve/Reject Items and is intended for users with the Man-
age List permission to use in order to quickly display the list items categorized by status. This
view is displayed in Figure 4-5. In this manner, approvers can easily see pending items and
take the appropriate approval action. Users without this permission will not be able to access
the Approve/Reject Items view.

Figure 4-5. Item approval

To approve or reject newly added list items:

1. As a site administrator or web designer, navigate to a list that has the Content Approval
option enabled.

2. Select the Approve/Reject Items view by clicking the link in the views list on the left.

3. Activate the context menu of the item you wish to approve or reject by hovering over
the Title column with your mouse and clicking the inverted triangle.

4. Click the Approve/Reject link in the context menu.

5. Select the appropriate approval status for the item. Pending leaves the item in the cur-
rent state, neither approved nor rejected. The Approved option makes the item visible
to all users of the list. Rejected marks it as rejected so that the creator can modify the
item but it remains hidden from other users of the list.

6. Enter a comment explaining the content approval decision especially when rejecting
an item, so that the creator can understand why the item was rejected.
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Users who have added items to the list should select the My Submissions view to see
whether any of their items have been rejected. This view displays to users all items they have
created and categorizes them based on their approval status. If an item is rejected by the con-
tent approver, any comments entered by the approver are displayed in the My Submissions
view so that the submitter can make corrections or add another item.

■Note Items added by a user that has the Manage List permission are automatically approved and will
immediately appear to all users who can normally view items in the list.

Security
An important decision when managing your list is who will have access to it. Different levels of
access range from viewing items to deleting items and can be even as powerful as allowing
other users to manage the list properties and settings themselves.

Table 4-2 describes the list security that is applied to the standard SharePoint site groups
when you first create a list.

Table 4-2. Default List Security

Site Group Security

Administrator Can perform all functions in a list including viewing list items, modifying list 
items, managing list settings, and changing permissions.

Web Designer Can view, add, modify, and delete items in the list. A member of this group
also has the ability to modify the list’s general settings and structure as well as
approve/reject items, but cannot change the security settings of the list even 
if that member was the one who created the list.

Contributor Can view, add, modify, and delete items in the list.

Reader Can only view items. Readers are not allowed to add, edit, or otherwise 
modify the content of the list.

■Note SharePoint displays links to many actions that a user does not necessarily have the permissions to
use. When users without the proper permissions attempts to click these links or complete the action, they
will be prompted for an account and password that has the correct permissions. This is not an error like
many users believe, rather it is how SharePoint security works in many places.

As you can see from Table 4-2, the only users with the ability to change list security are
those in the Administrator site group. If you are a site administrator, Web Designer members
may request changes to security for the lists that they have created since they cannot modify
the security themselves.
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As an administrator, you have many options for changing list permissions. Access can be
granted based on site groups or domain users. Furthermore, permissions for users can be
determined by basic list permission groups or more granular advanced permission settings.

To add users to the list security, perform the following steps:

1. On the List screen, click the Modify Settings and Columns link in the Actions list on the
left menu.

2. On the Customize List screen, click the Change Permissions for this List link under the
General Settings section.

3. On the Change Permissions screen, click the Add Users link on the toolbar.

4. On the Add Users screen, enter the e-mail address or user name of the user or users
you wish to add in the Users box. You can also give access to the list to a site group that
does not yet have permission by entering the site group name in the Users box.

5. If you do not know the exact e-mail addresses or user names of the people you want to
give access to, you can click the Address Book button. This button will open up the
same address book you should be familiar with from Outlook. From the address book
you can search for people in both corporate and personal address lists. When you have
found a user you wish to grant access to for the list, select that user in the list and click
the To button. After you have done this for all of the users you wish to add, click the OK
button.

6. Select the permission group that you want your new users to have access to. For more
granular security, click the Advanced Permissions link. The advanced permissions
allow you to choose specific permissions from all available access types that you can
grant to another user.

■Note When you add multiple users at the same time, they can only have the same permissions. If you
need to give different permissions to each user or group, you must perform these steps for each distinct set
of users and permissions you need to create.

7. Click the Next button.

8. On steps 3 and 4 of Add Users, enter any additional information about the users and
specify whether you want SharePoint to notify them about their new ability to access
this list.

9. Click the Finish button.

You will now notice that the users you have added show up in the list of users with access
to the list along with the permissions you specified. You should also notice that a new message
and link appear near the top of the Change Permissions screen. This message tells you that the
list no longer has the same permissions as the site it is on. The link provides you with an easy
way to reset the permissions to the same security that the site is using.
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To modify list permissions for a site group, perform the following steps:

1. On the List screen, click the Modify Settings and Columns link in the Actions list on the
left menu.

2. On the Customize List screen, click the Change Permissions for this List link under the
General Settings section.

3. On the Change Permissions screen, check the boxes next to the Contributor and
Reader site groups. We will change permissions for both of these groups at the same
time. If you only wish to change the permissions for a single group, you can click the
name of that site group.

4. Click the Edit Permissions of Selected Users link on the toolbar.

5. For this example, we will allow the Readers and Contributors groups to add and edit
list items but not to delete items. To do this, click the Advanced Permissions link.

6. Check the boxes next to View List Items, Add List Items, and Edit List Items.

7. Click the OK button.

The Change Permissions screen will refresh, and you will now notice that the Contributor
and Reader permissions are both displayed as being custom. Expanding the custom permis-
sion by clicking the plus sign allows you to view the specific permissions for these site groups.

Managing Columns
The power of custom lists resides in the ability to design the structure determining how your
information will be stored and presented. SharePoint refers to the individual data fields in
your list as columns. Each column has a specific type of data associated with it. These types
include text, numbers, currency, and many others that allow SharePoint to enforce formatting
and allow for other business rules on the data such as minimum and maximum values for
number entry.

The complete list of column types can be seen in Figure 4-6.

Figure 4-6. Column types on the Add Column screen
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SharePoint provides you with an easy way to determine the number, type, order, and set-
tings for each column in your list. To add a column to a list, perform the following steps:

1. On the List screen, click the Modify Settings and Columns link in the Actions list on the
left menu.

2. On the Customize List screen, click the Add New Column link under the Columns sec-
tion.

3. On the Add Column screen, enter a short descriptive name for the column.

4. Choose the column type for the information that will be entered into this column.

5. Specify any settings under the optional settings section. The settings that appear in
this section are dependent on the column type and will dynamically change if you
select a different column type. These settings are described in detail in upcoming sec-
tions.

6. Check the boxes next to Add to default view. This makes the information visible on the
default view when users are displaying this list. Views are covered in detail later in this
chapter.

7. Click the OK button.

When these steps are completed, you are taken back to the Customize List screen and
your new column can be seen in the Columns section. To edit a column, simply click the name
of the column in the Columns section. The settings for the column will be available for modifi-
cation in the Change Column screen.

■Caution When changing the column type, SharePoint will warn you that you could experience data loss.
For example, changing a Single line of text column to a Number will result in SharePoint dropping any values
that contain character data (for example, “abc123”) since it does not know how to interpret them strictly as
numbers. SharePoint takes it another step further, permitting certain column types to be changed only to
certain other column types. For example, you cannot change a Single line of text column to a Lookup since it
cannot reconcile the data between the two types. Likewise, once a Multiple lines of text column is created,
it cannot be changed to any other type. Be sure to plan out the design of your list well to avoid having to
make these changes when users have already populated the list with data.

To delete a column, perform the following steps:

1. On the Customize List screen, click the name of the column under the Columns section.

2. On the Change Column screen, click the Delete button at the bottom of the screen.

3. When prompted to confirm that you wish to delete the column and all of the data that
it contains, click the OK button.
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■Caution Once you select OK on the confirmation for deleting the item, the column is physically deleted
from SharePoint. All of the data in that column is deleted from SharePoint as well. It is not possible to recover
the data without assistance from your IT staff, so be absolutely sure that the information in that column is no
longer needed before confirming that it should be deleted.

Once you have created many columns to hold all of the information for a list, you may
find that you want to modify the order in which they are displayed to the user. More important
columns may need to be placed earlier in the order or related items placed nearer to each
other. Modifying the order of the columns affects how they appear when a user adds, edits, or
views a list item.

To modify the order of the columns, perform these steps:

1. On the Customize List screen, click the Change the Order of the Fields link under the
Columns section.

2. On the Change Field Order screen, change the position of a column by selecting a
number in the drop-down list next to it in the list. A smaller number moves the column
closer to the top of the display, while a larger number moves it farther down. As you
change the sequence number for a column, other sequence numbers will automati-
cally change to maintain the same number of sequence numbers in the proper order.

3. Repeat step 2 until the columns’ order numbers are in the correct sequence that you
want them displayed to the user.

4. Click the OK button.

As you saw while performing the previous steps, there are many different column types,
and each has its own settings and functionality. We will now take you through each type in
detail so you can make the most productive use of this SharePoint functionality when creating
the structure for your lists.

Single Line of Text
Use the Single line of text type when the column should contain any textual information,
including numbers, punctuation, and symbols, without carriage returns. Examples include
names, phone numbers, and titles. This column type will display to the user as a text box,
allowing entry of text on one line. Table 4-3 lists the optional settings for a Single line of text
column.
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Table 4-3. Optional Settings for Single Line of Text Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand 
what information they should enter.

Required Information Specifies whether users must enter information in this column in order 
to add or edit an item.

Maximum Characters The largest number of characters that users can enter. This value can be
from 1 to 255 (the default).

Default Value The initial value for the column when users create a new list item. 
This can be specific text or a value calculated from a formula. For 
more information on using calculations and formulas, see the 
calculated column type and formula discussion in the “Calculated” 
section later in this chapter.

Multiple Lines of Text
Use the Multiple lines of text type when the column should contain any long textual informa-
tion that can span more than a single line of entry with no maximum length or if you need 
rich text editing capabilities. Examples include addresses, comments, and directions. This 
column type will display to the user as a text area, allowing entry of text on more than one 
line. Table 4-4 lists the optional settings for a Multiple lines of text column.

Table 4-4. Optional Settings for Multiple Lines of Text Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand 
what information they should enter.

Required Information Specifies whether users must enter information in this column in order 
to add or edit an item.

Number of Lines The height of the text area, in lines, that is displayed when users add a 
to Display new item.

Allow Rich Text Determines whether a toolbar is displayed on the text area, which 
allows users to alter the look of the text with features such as bold, 
italics, underline, alignment, indentation, numbered lists, and colors.

Choice
Use the Choice type when you want to present a list of predetermined values to the user.
Examples could include state, status, and department. You can determine how the choices are
displayed to the user by selecting a display type from the optional settings. Table 4-5 lists the
optional settings for a Choice column.
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Table 4-5. Optional Settings for Choice Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what
information they should enter.

Required Information Specifies whether users must enter information in this column in order to 
add or edit an item.

Choices Type the predetermined list of choices here, making sure each choice is on 
a separate line.

Display Type Determines how the choices will be displayed to users. Possible types are 
drop-down list, radio buttons, and checkboxes. Choosing checkboxes 
allows users to select multiple values for this column.

Allow Fillins If you choose Yes for this option, users can type in a value that is not in the 
predetermined choice list.

Default Value The initial value for the column when users create a new list item. This can
be a specific choice or a value calculated from a formula.

Number
Use the Number type when the column should contain only numerical data, including per-
cents. SharePoint will not allow character information in this column type, which allows you
to perform mathematical operations on the information in this column when using views.
Views and how to do these mathematical operations are discussed in detail later in this chap-
ter. Examples include quantity, discount, and age. Table 4-6 lists the optional settings for a
Number column.

Table 4-6. Optional Settings for Number Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what
information they should enter.

Required Information Specifies whether users must enter information in this column in order to 
add or edit an item.

Limits Allows you to specify the minimum and maximum value that users can 
enter. If users enter a value outside of this range, they are shown a message
with the limits displayed so that they can correct the information.

Decimals Determines how many decimal places to display. If set to Automatic, the 
decimal is displayed differently for each value entered. If set to a specific 
number, the decimal is displayed at that position for every value; thus a 
decimal of 2 displays the value 5 as 5.00.

Default Value The initial value for the column when users create a new list item. This can
be a specific value or a value calculated from a formula.

Percentage If you check this option, all values are displayed as and behave like percents.
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■Caution When changing a Number column that contains data to a percentage, SharePoint determines
the percentage value using decimals so that the value 0.5 becomes 50%. As a result, the value 50, which
users could have entered intending 50%, becomes 5000% when you change a Number column from a non-
percentage to a percentage.

Currency
Use the Currency type when the column should contain only monetary values. Examples
include cost, salary, and payment. This column type behaves very similarly to the number col-
umn by allowing mathematical operations in views. Table 4-7 lists the optional settings for a
Currency column.

Table 4-7. Optional Settings for Currency Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what
information they should enter.

Required Information Specifies whether users must enter information in this column in order to 
add or edit an item.

Limits Allows you to specify the minimum and maximum value that users can 
enter. If users enter a value outside of this range, they are shown a message
with the limits displayed so that they can correct the information.

Decimals Determines how many decimal places to display. If set to Automatic, the 
decimal is displayed differently for each value entered. If set to a specific 
number, the decimal is displayed at that position for every value; thus a 
decimal of 2 displays the value 5 as 5.00.

Default Value The initial value for the column when users create a new list item. This can
be a specific value or a value calculated from a formula.

Currency Format Allows you to choose a country to determine the currency type and how 
the values are displayed with currency symbols.

Date and Time
Use the Date and Time type when the column should contain either date values or both date
and time values. Examples include paid date, due date, and start time. Unfortunately, Share-
Point does not provide the ability to enter a time value without a date. Table 4-8 lists the
optional settings for a Date and Time column.
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Table 4-8. Optional Settings for Date and Time Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what
information they should enter.

Required Information Specifies whether users must enter information in this column in order to 
add or edit an item.

Format Determines whether the values for this column contain only a date or both
a date and time.

Default Value The initial value for the column when users create a new list item. This can
be the current date and time when the item is added, a specific date and 
time, or a value calculated from a formula.

■Caution SharePoint does not provide the ability to enter only time values. If you select only a time for a
Date and Time column without entering a date and save the changes, the time value you chose will not be
saved.

Lookup
Use the Lookup type when the column should contain a list of choices for the user to select
from. The difference between this type and the Choice type is that the Lookup type determines
the choices dynamically by presenting the values from another list on the same site. It also
allows you to create a column whose choices are the list of users for the site. A Lookup column
is always displayed as a drop-down list when entering the data as shown in Figure 4-7. The
values are presented as links on the list screen allowing you to quickly see the list item associ-
ated with the given lookup value. Table 4-9 lists the optional settings for a Lookup column.

Figure 4-7. A Lookup column

■Note Presence Information requires that your technical IT administrator has installed Microsoft’s Live
Communications Server and Windows Messenger in your organization. These products are not part of a
standard SharePoint deployment.
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Table 4-9. Optional Settings for Lookup Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what
information they should enter.

Required Information Specifies whether users must enter information in this column in order to 
add or edit an item.

Source List The list whose list items will be used as choices in this column. Options 
include all other lists in the site as well as a special list called User 
Information that contains all of the users of the site.

Source Column The column in the source list that will contain the values to be used as 
choices in this list.

Presence Information If the User Information option is selected as the source list, this optional 
setting is presented. Check this to include the presence and messaging 
interface next to the selected users. This interface provides integration 
with Windows Messenger features.

Yes/No
Use the Yes/No type when the column should contain a simple on or off value. Examples
include active and reviewed. This column type will display to the user as a checkbox. 
Table 4-10 lists the optional settings for a Yes/No column.

Table 4-10. Optional Settings for Yes/No Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what
information they should enter

Default Value The initial value for the column when users create a new list item

Hyperlink or Picture
Use the Hyperlink or Picture type when the column should contain either a link to someplace
else or an image that should be displayed with the list item. Examples include logos and web
site links. Table 4-11 lists the optional settings for a Hyperlink or Picture column.

Table 4-11. Optional Settings for Hyperlink or Picture Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what
information they should enter.

Required Information Specifies whether users must enter information in this column in order to 
add or edit an item.

Format Used to determine whether the value should be displayed as a link that 
users can click or an image that gets displayed on the list or View Item 
screens. When entering an image, users cannot upload a file; instead they 
must enter a URL to the image.
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Calculated
Use the Calculated type when the column should not allow users to determine the value but
rather should calculate the value based on a formula that can include other list item column
data. Examples include discount amount, current date period, and net sale price. This column
type will not display to users in the Add Item screen, but the calculated value will display in
the list and View Item screens. Table 4-12 lists the optional settings for a Calculated column.

Table 4-12. Optional Settings for Calculated Columns

Setting Description

Description Displayed on the Add and Edit Item screens to help users understand what 
information they should enter.

Formula The calculation used to determine the value for the column.

Data Type The type of data that the Calculated column will create. Available data types are 
text, number, currency, date and time, and yes/no. Other optional settings are 
available according to the data type selected, similar to optional settings for the 
corresponding column types; for instance, the number data type allows you to 
select decimals and percentage.

The ability to create list columns that display the results of logical, mathematical, and
other operations on list data makes SharePoint lists extremely customizable. In addition to 
the Calculated column type, calculations can be used to determine the default value for other
column types.

The formula is what determines the resulting value for the Calculated column. A formula
is made up of functions, operators, constants, and references to other columns. Functions are
predefined calculations that require you to specify parameters and return a result. SharePoint
categorizes the available functions into the categories discussed in Table 4-13.

Table 4-13. Types of Functions in SharePoint

Category Description

Date and Time Works with dates and date columns. An example is DATEDIF(), which 
calculates the amount of a specified time unit between two dates.

Financial Performs calculations for loans, investments, and other financial data. 
An example is FV(), which calculates a future value of an investment 
given a period, payments, and interest rate.

Information Functions in this category return True or False if a value matches the 
information type requested. Examples include ISNUMBER(), ISTEXT(), 
and ISBLANK().

Logical Applies logic to parameters. An example is IF(), which conditionally 
returns separate results based on the logical truth of a given value. 
Other examples include AND, OR, and NOT.
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Category Description

Lookup and Reference The only function in this category is CHOOSE(), which allows the 
calculation to select a value from different choices based on a specified 
parameter.

Math and Trigonometry A large group of functions that perform mathematical calculations. 
An example is SUM(), which returns the result from adding all of its 
parameters.

Statistical Another large group of functions that perform statistics-based 
calculations. An example is STDEV(), which returns the standard 
deviation from the parameters passed to it.

Text and Data This group of functions perform string manipulation and other data-
specific calculations. An example is LEN(), which returns the number of
characters that the text parameter contains. These functions also let 
you combine or compare values from different columns.

In addition to functions, SharePoint provides the ability to use operators in your formulas.
Operators come in three types: arithmetic, comparison, and text. Arithmetic operators provide
add (+), subtract (–), multiply (*), divide (/), and other operations that produce numeric results.
Comparison operators result in a logical yes/no and include less than (<), greater than (>),
equals (=), as well as others. The only text operator available is for concatenation (&), which
results in the combination of two text values.

A very important aspect to creating powerful calculated columns is the ability to include
references to other columns. You reference other columns by entering the column name in the
formula. If SharePoint uses the column name for its own internal use, you may have to enclose
the reference in brackets like this: [LastName]. When a calculation uses a column reference, it
is referring to the value in the referenced column for the same list item on which the calcula-
tion is being performed. This allows you to perform functions on the columns or manipulate
them with operators. Formulas can also include constants. Specific numbers, text, or dates
that are entered into a formula are considered constants, since their value for the formula is
not dependent on another function or column data.

■Note You cannot use column references in column default values. It is also not possible for calculations to
use column values in rows other than the current row.

Figure 4-8 shows where a formula and return type are specified for a calculated column.
Table 4-14 provides examples of formulas that will help you to better understand how func-
tions, operators, constants, and columns can be combined to create beneficial calculated
columns.
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Figure 4-8. Calculated column optional settings

Table 4-14. Example Formulas

Formula Description

=SUM(Num1, Num 2, Num 3) Uses the SUM() function to add three columns that are 
referenced

=SUM(Num 1, Num 2)/ Num 3 Uses the SUM() function to add two columns and then 
divides that number by the value in a third column using 
the / operator

=LastName&","&FirstName Uses the concatenation operator to create a full name 
column from separate LastName and FirstName columns

=IF(Cost>10, "High", "Low") Uses the IF() function to return a constant text value of 
High if the Cost column is greater than 10 and a constant 
text value of Low if it is not

=TEXT(WEEKDAY(DueDate), "ddd") Shows how to nest functions by using both the WEEKDAY()
function to determine the day of the week as a number 
and the TEXT() function to convert that number to its 
three-letter abbreviation

SharePoint provides many more functions and operators for calculated columns than we
have the space to cover in this chapter. For more information on calculated columns, see the
SharePoint help files by clicking the Show Me More Information link under the Optional Set-
tings section on the Add Column or Change Column screens.
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Managing Views
Earlier in this chapter we mentioned the use of views, which are an integral part of creating
and using a list. Views are a persisted display of the data in a list, and they are created to pro-
vide a quick way for your users to find the data they need in a way that is most meaningful to
them. Views provide the filtering and sorting abilities that you can achieve normally through 
a list but also add grouping, mathematical operations on columns, the ability to show or hide
certain columns, and more. As you will see later, views can be public, so that all users of the
list see a link to the view, or private, so that only the user creating the view sees a link to 
the view on the list screen.

There are three types of views in SharePoint, each with its own abilities and settings that
determine how the view displays data. The standard type is the most commonly used view. It
displays items in a tabular display that contains grouping and style settings not found in the
other view types. The datasheet type uses the Datasheet view discussed earlier to display the
data in an Excel-like editable grid. The calendar type displays the list items in a calendar format
based on date fields from the list item that you specify. Refer to Table 4-15 for the best uses for
each view type.

Table 4-15. The Different View Types

Type Purpose

Standard Use the standard view type when you want list items displayed in a line-item or
tabular format. The standard view allows grouping to provide an expandable and
collapsible display of the list items. It also allows a style setting that you can use to
present your list items as line items, tables, business cards, and other variations.

Datasheet The datasheet type is best used when the data changes frequently and time spent
updating items should be minimized. The user can switch to a Datasheet view while
in a standard view, so the standard type is the better option for most of your views.
Users must have Office 2003 installed in order to use the datasheet type.

Calendar Use the calendar when the data is best suited to representation by dates. The 
calendar can be shown in a month, week, or daily view. Good examples for a 
calendar type are lists of events, tasks, and milestones where displaying by date 
allows users to interpret important or recent list items the same way they would 
look at an Outlook calendar.

■Tip The All Items view created with a new custom list is determined by the link you choose on the Create
page. Choosing the Custom List link generates the All Items view as a standard view, while the Custom List
in Datasheet View link creates the All Items view as a Datasheet view.

Standard and Datasheet Views
One of the primary selections when managing a view is deciding what data should be displayed.
The view allows you to select just one column up to as many as all of them to be displayed. You
are also given the ability to determine the order in which the columns are displayed in the view.
The columns you have created for the list are not the only columns available for the view to 
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display. The view can actually expose some columns that SharePoint uses to manage the list as
well as columns related to item approval. Table 4-16 further describes the special columns that
can be used in a view.

■Caution Modifying the order of the columns in the list settings does not change the order of columns in
any views. You must edit the view and change the Position From Left value of each column to change how
the view displays them.

Just like you can sort the list items in the normal list screen, a view allows you to deter-
mine what the default sort will be for users displaying the view. These settings only determine
what the initial sort will be when the view is first displayed. Users can still sort the items even
further via the standard functionality on the list screen. Compared to the normal sort, the
view’s sort functionality is more complex. In the list screen you can only sort by a single col-
umn, but a view can be sorted by up to two columns. The view also allows you to sort on
columns that are not actually being displayed, including the special columns described in
Table 4-16.

Table 4-16. Special List Columns for Use in Views

Column Description

Attachments Used to determine whether the list item contains attachments. When
displayed in a view, this column will contain a paperclip icon if there are
attachments associated with the list item. Setting the filter criteria to Yes or
No allows you to filter based on this column.

Title (linked to Edit) Displays the Title column as a link that takes the user to the Edit Item
screen. This column is identical to the normal Title column when used for
sorting and filtering.

ID Contains a number that uniquely identifies a list item within a list.

Modified The date and time that the list item was last edited. If the item was never
edited, it contains the date and time the list item was created.

Created The date and time that the list item was created.

Created By The user who created the list item.

Modified By The last user to modify the list item.

Approval Status The status of the list item in the approval process. Possible values are
Pending, Rejected, and Approved. This column is only available in lists
that require approval.

Approver Comments The comments entered by the approver during the approval process. This
column is only available in lists that require approval.

Edit (link to Edit) Displays a column containing an Edit icon as a link that takes the user to
the Edit Item screen.

Title (link to View) Displays the Title column as a link that takes the user to the View Item 
screen. This column is identical to the normal Title column when used for 
sorting and filtering.
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■Tip The column used to sort the view does not need to be one of the columns being displayed.

Filtering in views is also similar to filtering in the list screen but provides enhanced func-
tionality. One difference is the ability to combine multiple filters using AND and OR logical
operators. The list screen provides only the ability to create a filter where the column value
exactly matches the specified value. The view’s filtering makes it easy to create filters that use
other operators such as greater than, less than, is not equal to, begins with, and contains. By
creating a combination of up to ten of these filters, you are able to create powerful filters that
can simplify a large list to only the items meeting strict criteria.

There are also two special values that you can use when creating filters. Entering [Today]
as the value for the filter uses the current date as the filter’s criteria. Typing [Me] as the value
for the filter causes SharePoint to use the current user as the criteria for the filter. These spe-
cial values allow you to create views like My Items or Items Submitted Today. In addition to the
columns you have created for the list, you can specify filter criteria for the special columns
described in Table 4-16.

Another feature of a standard view is the ability to display the list items in a group-by-
group fashion. Grouping only applies to standard views and not Datasheet views. You can
select what column controls the grouping, and all list items with the same value in that col-
umn will be displayed together in expandable and collapsible groups. SharePoint allows for up
to two levels of grouping. You are able to specify the sort order of the groups as well as their
default behavior of being collapsed or expanded. All columns including the special columns in
Table 4-16 can be part of a view’s grouping criteria.

SharePoint views allow you to perform mathematical functions on the data in a given col-
umn. These are specified in the Totals section of the Manage View screen. The functions
available to perform on a column depend on the column type. Many columns allow you to
generate a count of the number of list items that contain a value in that column. Date
columns allow you display the average, minimum, or maximum values that the column con-
tains for all list items in the view. Number columns allow you to perform all of these functions
as well as display the sum, standard deviation, and variance of the values. Totals can be gener-
ated from all columns including the special columns described in Table 4-16.

The view type is the most important option in determining how the list looks when dis-
played. The standard view type lets you choose from a list of styles that control exactly the
manner in which the columns are displaying on the list screen. The view style is not available
for a Datasheet view. Table 4-17 describes the different options available to you when choos-
ing the style of your view.

Long lists of data that are not filtered down in views will reduce performance when
viewed or make the list extremely long. Many users balk at the idea of scrolling down page
after page in their browser in order to find the item they need to work with. In addition to the
previously discussed features that reduce these situations, views also impose limits on the
number of list items being displayed in the view. You are given the option of changing Share-
Point’s default limit of 100 items. You can choose to display only the specified number of list
items, but this could cause users to be unaware of all of the data in the list. The other option is
to allow users to page through the list items in batches of the specified number of list items.
Choosing the paging option displays the number of the list items they are currently viewing as
well as a Next link to see the next batch of list items, but no Previous link.
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Table 4-17. View Styles

Style Description

Basic Table Displays each list item in a single row with each column in the view
being displayed from left to right.

Boxed List items are displayed in individual boxes, two boxes wide on the
screen. Inside each box the column information is displayed vertically
alongside the column labels. This style gives the appearance of
business cards when the list contains contact information. Figure 4-9
shows the boxed view style.

Boxed (no labels) Identical to the boxed style but without the column labels.

Newsletter Displays the list items in rows, but in each row the Single line of text
columns early in the view’s column order are displayed horizontally
like headlines. All additional columns in the view are displayed
vertically underneath the headline columns without column labels.

Newsletter (no lines) Identical to the newsletter style but without horizontal lines separating
the individual list items.

Shaded Identical to the basic table except that alternating items are displayed 
with a background color, making it easier to follow the columns from 
left to right for a particular list item.

Figure 4-9. Boxed view style

■Tip When filtering a paged view the filter is applied to the entire list, not just the items on the currently
displayed page.
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To create a public standard view, follow these steps:

1. On the list screen, click the Modify Settings and Columns link in the Actions menu on
the left.

2. On the Customize List screen, click the Add a New View link under the Views section.

3. On the Create View screen, click the Standard View link.

4. In the Name section, enter a name for the view and check the box to make this view
the default view that others will use to access this list.

5. In the Audience section, select Create a Public View so that other users will be shown a
link to this view.

6. In the Columns section, check the box next to each column that you wish to appear in
the view. You can also specify the order in which the columns will be displayed in the
view by modifying the numbers under the Position from Left heading.

7. In the Sort section, use the drop-down list to select the column that will be used to sort
the list. Select whether the sorting should be performed in an ascending (A to Z, 1 to 10)
or descending (Z to A, 10 to 1) manner. You can choose an additional sorting column
that will be used if the initial sorting column contains duplicate values.

8. In the Filter section, you can choose to display only the list items that match a given
criterion. Use the drop-down lists to select a column and an operation, and then type
in a value in the text box. To create more than two filters, click the Show More Columns
link.

9. In the Group By section, select a column to display the list items in groups determined
by the values in the column. This section also allows you to determine how the groups
are sorted and whether they are expanded or collapsed by default.

10. In the Totals section, choose any mathematical calculations you wish to perform on the
list items and have displayed in the view. Count is the most common calculation and is
a nice way to let users know how many list items are in the view they are displaying.

11. In the Styles section, choose the style for the view as described in Table 4-17. The default
style is the basic table.

12. In the Limits section, select the number of list items that should be displayed and
whether that should be a hard limit or the size of batches that the user can page through.

13. Click the OK button.

CHAPTER 4 ■ CUSTOM LISTS AND DATA 117



Calendar View
What we have discussed so far regarding views pertains mostly to the standard or datasheet
types. The calendar view type contains different settings in order to generate a usable display.

While all of the columns of a list are available to display in a standard view, only the Title
column is displayed in a calendar view. When creating a calendar view, there is no need to
choose what columns to display; rather, you choose what columns the calendar dates are based
on. The calendar view type gives two options for this. The first is to base the calendar on a single
date, and SharePoint displays a list of the date columns in the list for you to choose from for this.
The other option is to base the calendar on two date columns where each calendar entry begins
on one column and ends on the date in the second column. This makes the calendar more use-
ful when the list contains begin and end dates or assigned and due dates.

Another option for the calendar view type allows you to choose from three different cal-
endar settings. These settings are a monthly, weekly, or daily view. The option you choose in
the view is only the initial display when a user clicks the link to display the view. Once display-
ing the view, you are able to change the display by clicking the toolbar of the list or by clicking
specific dates in the calendar.

The only other option that is available when creating a calendar view is a filter. The filter
in a calendar view works identically to the filter in the standard and Datasheet view settings.
There are no sorting, totals, groups, styles, or limits available in a calendar view.

To create a public calendar view, follow these steps:

1. On the list screen, click the Modify Settings and Columns link in the Actions menu on
the left.

2. On the Customize List screen, click the Add a New View link under the Views section.

3. On the Create View screen, click the Calendar View link.

4. In the Name section, enter a name for the view and check the box if you want to make
this view the default view that others will use to access this list.

5. In the Audience section, select Create a Public View so that other users will be shown a
link to this view.

6. In the Columns section, select which date columns to base the calendar display on.
You can choose to base it on a single date or to have the calendar display items with
two dates that represent the start and end of the calendar entry.

7. In the Calendar Settings section, select the Month View to have the calendar initially
display the current month to the user.

8. In the Filter section, you can choose to display only the list items that match a given cri-
terion. Use the drop-down lists to select a column and an operation, and then type a
value in the text box. To create more than two filters, click the Show More Columns link.

9. Click the OK button.

The calendar will now be available to select from on the list screen. Figure 4-10 shows a
calendar view displayed by week for the previously mentioned Sales example.
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Figure 4-10. Calendar view

Creating a List Template
Often you need to create multiple lists with the same or similar columns, views, and settings.
Whether you need to create these lists in the same site or create a similar list in multiple sites,
it is extremely inefficient to go through the process of creating the list, adding columns, creat-
ing views, and all the other steps that go into making a useful list repeatedly for each instance
where you need the list.

As an example, you may be tracking sales on a SharePoint site. International sales may
include the same column and views that domestic sales would use, but also include additional
columns or views that are not associated with domestic sales. It would be inefficient to create
the domestic sales list with all of its columns and views and then duplicate the effort in order
to create the international sales list.

To make it easier to quickly create lists that are similar in structure, SharePoint allows you
to take any list and make a list template from it. You can even choose to have it maintain the
content, or list items, in the template. Then, when you create a new list in the same site collec-
tion, you are able to select the list template you have created as shown in Figure 4-11. When
the new list is created, it will contain the same columns, views, and settings as the original list
and can also contain the same information.

Figure 4-11. Create screen with a Sales List template
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To create a list template, follow these steps:

1. As a site administrator or web designer, navigate to a list screen.

2. Click the Modify Settings and Columns link in the Actions menu on the left.

3. Under General Settings, click the Save List as Template link.

4. Specify a file name, a simple title, and a more elaborate description for the template.

5. If you want the template to contain all of the data and attachments currently in the list,
check the Include content checkbox.

6. Click the OK button.

At this point, the template is available for use when creating new lists as shown in Figure
4-11. After the template is created, a link that takes you to the list template gallery will be dis-
played. The list template gallery allows you to manage all of the list templates that you or
other users create.

To get to the list template gallery from a site, follow these steps:

1. On the site’s home page, click the Site Settings link on the top menu bar.

2. On the Site Settings screen, click the Go to Site Administration link under the Adminis-
tration section.

3. If the site you are on is a subsite rather than a top-level site, click the Go to Top-level
Site Administration link under the Site Collection Administration section; otherwise
skip to step 4.

4. On the Top-level Site Administration screen, click the Manage List Template Gallery
link under the Site Collection Galleries section.

Changing the file name, title, and description can be accomplished by clicking the edit
icon for the appropriate template. Clicking the file name link allows you to download the tem-
plate file from the SharePoint site. If you already have previously created template files, you
can upload them into the list template gallery by clicking the Upload Template link in the tool-
bar and selecting the .stp file you want added to the gallery.

■Tip Template files (.stp) can be downloaded from SharePoint and uploaded into a different SharePoint site
collection or even a different installation of SharePoint. This can be beneficial when creating a list structure
that can be used in multiple installations of SharePoint in your organization.

Deleting the List
You may want to delete a list if the data is no longer needed, if the list was created on the
wrong site, or for other reasons. The Customize List screen allows you to quickly delete a list
from a site.



To delete a list, follow these steps:

1. On the list screen, click the Modify Settings and Columns link in the Actions list on the
left menu

2. On the Customize List screen, click the Delete this List link under the General Settings
category.

3. Click OK when prompted for confirmation that you wish to delete the list.

■Caution Once you select OK on the confirmation for deleting the list, the list and all of the information it
contains is physically deleted from SharePoint. It is not possible to recover that list without assistance from
your IT staff.

Adding a Listing to the Portal
Now that you have the ability to create custom lists to hold information that other users will
want to find, you must make it easier for those users to find that information through the por-
tal. As discussed in earlier chapters, the portal is instrumental in allowing users to easily find
the information they are looking for. One of the best ways to allow users to find this informa-
tion is to provide listings in the area or areas that best relate to the list.

Lists give you the ability to easily add listings to multiple portal areas from the Customize
List screen. The functionality is virtually the same as adding a listing when in a portal area as
described in Chapter 2.

To add listings for a list to the portal, perform the following steps:

1. On the list screen, click the Modify Settings and Columns link in the Actions list on the
left menu.

2. On the Customize List screen, click the Select a Portal Area for this List link under the
General Settings category.

3. On the Add Listing screen, the title, description, and content address are all prepopulated
with the corresponding values from the list. You can modify these values if you want.

4. On the Add Listing screen, you can select a group to categorize the listing and provide
the URL of an image to display with this listing.

5. On the Add Listing screen, click the Change Location link under the Location section.

6. On the Change location dialog box, expand the tree by clicking the plus signs and
check the boxes next to all of the areas on which you want a listing for your list.

7. On the Change location dialog box, click the OK button.

8. On the Add Listing screen, select the audiences that you want this listing specifically
targeted to.

9. Click the OK button to create the listings.
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After you complete the preceding steps, listings for your list will have appeared in the
selected portal areas. You are able to edit these portal listings the same way you learned how to
edit portal listings in Chapter 2. Now users are able to easily find their way from the Share-
Point portal to the list you have created.

Differences Between Portal Lists and Site Lists
Lists have a few slight differences when they are created in a SharePoint Portal Server 2003
area as opposed to a Windows SharePoint Services site. In order to work with lists in SPS, you
will need to be in at least the Contributor site group for the area that the list resides on. Keep
in mind that this does not mean an area that a listing for the list appears, but the actual area
that houses the list.

Whereas on a WSS site you can get to the list from the Quick Launch navigation on the
right or the Documents and Lists link on the top menu, these links do not appear for a Share-
Point Portal Server 2003 area. If you are in at least the Contributor site group, there will be a
Manage Content link in the Actions list on the left side of the screen. This link takes you to all
of the existing lists (and libraries, which we will discuss in Chapter 6) and provides you with
further links to create new lists the same way we create them earlier in this chapter.

The other major difference between SPS lists and WSS lists relates to security. You may
remember that the WSS lists contained a link on the Customize List screen called Change per-
missions for this list so that you could modify security at the list level. This link does not
appear for a list that is housed in a SharePoint Portal Server 2003 area. The following tip shows
you how you can still modify security at the list level in a portal area.

■Tip Even though you are not given a link to modify security at the list level in a portal area, you can still
accomplish this by typing the following URL in your browser:

http://<Portal Name>/<Area Name>/_layouts/1033/shropt.aspx?obj{<List Identifier>},list

Be sure to replace <Portal Name> with the name of your portal server, <Area Name> with the name of the
area containing the list (if the list is on the Home area of the portal, do not specify an area name in this URL),
and <List Identifier> with the unique ID associated with the list. An easy way to find the unique ID for the
list is to copy it from the URL of the Customize List screen. After navigating to the Customize List screen,
everything directly after ‘List=” in the URL and between the braces is the unique ID.
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Advanced Office 2003 Integration
There are many advanced features when using Office 2003 that allow you to manage list infor-
mation. Most of these enhanced abilities are provided through Excel 2003 and allow you to view,
edit, and manipulate list data from within an Excel spreadsheet instead of through the Share-
Point site. We will describe some of the more useful features including exporting SharePoint list
information into Excel, importing Excel data into a SharePoint list, and synchronizing data
changes between the two.

Exporting SharePoint Lists to Excel
The ability to take existing lists in SharePoint Portal Server areas or Windows SharePoint Ser-
vices sites and export the list items into a spreadsheet is fairly straightforward. This can be
beneficial when providing the information to someone without access to the list or when you
need to do what-if scenarios on the data without making permanent changes to the list.

To export a list to Excel, follow these steps:

1. Navigate to a SharePoint list you want to export.

2. Click the Export to Spreadsheet link in the Actions list on the left menu.

3. If you are prompted about opening or saving the Microsoft Office Excel Web Query
File, click the Open button.

4. On the Opening Query dialog box in Excel, click the Open button to confirm that you
want to run the query to export the information into the Excel spreadsheet.

5. If you already have Excel 2003 open, the Import Data dialog box will appear. Choose
where to put the list. Options include a region on the current worksheet, a new work-
sheet, or a new workbook. If you did not have Excel 2003 running, the data will be put
into a new workbook.

■Note When exporting list information to Excel, all list items displayed by the current view are exported.
Items removed from the view by its filter setting are not included, but setting the temporary filter on the list
screen has no effect on the data exported.
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The Excel List
The new data that appears after performing the preceding steps is actually more than just val-
ues in a spreadsheet format. This information is treated as a list within Excel. You can tell that
a region of cells in Excel is a list by the colored box surrounding the cells, the column headings
that act as filters using drop-down menus, and the additional list actions available in the Excel
menu under the Data option as shown in Figure 4-12. These list actions are also available by
right-clicking the list in the spreadsheet or by displaying the List toolbar within Excel.

Figure 4-12. An Excel List after exporting from SharePoint

The power of the Excel List is that it is linked to the list in SharePoint that was used to cre-
ate the spreadsheet. This allows you to make changes to the data in Excel and have those
changes applied to the list in SharePoint, or vice versa. Of the available Excel List actions, the
following are the most important to the integration with SharePoint:

• View List on Server

• Unlink List

• Synchronize List

• Discard Changes and Refresh

The View List on Server action launches your browser and displays the default view of the
linked SharePoint list.

The Unlink List action removes the link between the Excel List and the SharePoint list.
After unlinking the lists, data changes can no longer be synchronized between them. You may
do this when you have completed your what-if scenarios or data editing and no longer want
the Excel sheet used as an interface for changing the SharePoint list information. Once this
unlinking is performed, the Excel List cannot be relinked to the same SharePoint list; you
would have to export the SharePoint list again using the steps provided earlier.
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The Synchronize List action is the most important of the advanced actions when using
linked lists. This action sends any changes made to the Excel List to SharePoint and also
updates the Excel List with any changes that users have made to the SharePoint list. Synchro-
nizing the lists often ensures that everyone is viewing the latest information whether they are
using SharePoint or the Excel sheet.

Sometimes a conflict occurs when you have edited a value in Excel and, before synchro-
nizing, a user has edited the same value in the SharePoint list. The next time you choose to
synchronize the lists, Excel will display the Resolve Conflicts and Errors dialog box. This dialog
box displays each list item that has had conflicting changes made to it, highlights the conflict,
and allows you to choose how to resolve it. For each conflict you can discard or apply your
change. You can also choose to have Excel discard or apply your changes for all conflicts 
at once.

The Discard Changes and Refresh action retrieves the list information from the Share-
Point list and uses it to repopulate the Excel List. Any changes you have made in the Excel List
are overwritten by the list data from SharePoint.

Creating Custom Lists Using Excel
In the “Exporting SharePoint Lists to Excel” section, we described how to take an existing
SharePoint list and manage the data in Excel. The integration between Office 2003 and 
Windows SharePoint Services also allows you to use an existing Excel sheet as the basis 
for creating a SharePoint list. There are two ways of doing this.

Import Spreadsheet
If you have followed the steps to create a custom list earlier in this chapter, you may have
noticed an additional link on the site’s Create page under the Custom Lists section. This
Import Spreadsheet link is what provides the starting point when creating a custom list based
on existing Excel data.

To create a custom list from existing Excel data, follow these steps:

1. Navigate to a SharePoint site where you want the list created.

2. Click the Create link on the top menu bar.

3. On the Create page, click the Import Spreadsheet link in the Custom Lists section.

4. On the New List page, enter a name and description for the list.

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

6. On the Choose File dialog box, locate and select the Excel file that contains your source
data, then click the Open button.

7. On the New List page, click the Import button. The spreadsheet will open in Excel, and
the Import to Windows SharePoint Services List dialog box will be displayed.
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8. In the Import to Windows SharePoint Services list dialog box shown in Figure 4-13,
select the range type. Range of Cells allows you to select the cells from the spreadsheet,
while List Range and Named Range allow you to select an existing range using the
Select Range drop-down.

Figure 4-13. The Import to Windows SharePoint Services list dialog box

9. Click the Import button.

■Note The Import to Windows SharePoint Services list dialog box will not allow you to import values that
already are linked to another SharePoint list.

Publish List
The second way to create a custom list using existing Excel data is by publishing the list from
within Excel. Before you can publish the list, your Excel data must be converted to an Excel
List. To convert your values to an Excel List:

1. Highlight the range of values by clicking the top-left value and dragging the mouse to
the bottom-right value.

2. Under the Data menu, choose the List submenu and click the Create List action.

3. On the Create List dialog box, click the My List has Headers checkbox if your values
include column headers.

4. Click the OK button.

Once your values are formatted as an Excel List, you are able to publish them as a custom
list to a SharePoint site. To publish the list, follow these steps:

1. Select the Excel List.

2. Under the Data menu, choose the List submenu and click the Publish List action.

3. On the Publish List to SharePoint Site dialog box, enter the URL of the SharePoint site
where the list should be created.

4. Select the checkbox labeled Link to the New SharePoint List. This makes the Excel List
and SharePoint list linked as described earlier.

CHAPTER 4 ■ CUSTOM LISTS AND DATA126



5. Enter a name and description for the list.

6. Click the Next button.

7. On the Publish List to SharePoint Site dialog box, verify the columns and data types
that will be created. If there is a problem, cancel the publishing and make changes to
the spreadsheet.

8. Click the Finish button.

After performing the preceding steps, a dialog box will display giving you a link to the new
custom list in SharePoint. If you checked the Link to the New SharePoint List box, the lists will
be linked allowing you to perform the actions described in the Excel List discussion earlier.
This includes synchronizing changes between the Excel List and the new SharePoint list.

Advanced Datasheet Features
Earlier in this chapter, we discussed the use of the Datasheet view for enhanced editing of list
data. The Datasheet view contains numerous features that allow for integration with Office
2003 products. These features, described in Table 4-18, can be found by clicking the Task Pane
link in the Datasheet view’s toolbar. The task pane will appear on the right side of the
Datasheet view and consists of a toolbar and Office Links section as shown in Figure 4-14.

Table 4-18. Datasheet Task Pane Office Links

Feature Description

Export and Link to Excel Exports the list information in the same manner as the Export to
Spreadsheet link on the Actions menu. The lists are linked,
allowing you to synchronize data between Excel and SharePoint.

Print with Excel Exports the list information to Excel and displays the Print dialog
box, allowing you to quickly print out the list items.

Chart with Excel Exports the list information to Excel and displays the Chart
Wizard dialog box, allowing you to create graphs and charts
based on the list items.

Create Excel PivotTable Report Exports the list information to Excel and displays the PivotTable
Field List dialog box and toolbar. The PivotTable allows you to
select from the columns in the SharePoint list and create
PivotTable reports with the capability to alter rows and columns
interactively to display data detail in different ways.

Export to Access Exports the list information into a new Access table in either a
new or existing Access database. When doing this, the list and
Access database are not linked and cannot be synchronized
between the two.

Create Linked Table in Access Creates a new Access-linked table in either a new or existing
Access database. The linked table is synchronized with the
SharePoint list. Any changes made in Access are also visible in
the SharePoint list and vice versa.

Report with Access Creates a new Access linked table in either a new or existing 
Access database and then generates an Access report based on 
the information in the linked table.
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Figure 4-14. The DataSheet view’s task pane

■Note For more information on Office 2003 features like PivotTables and Access Reporting, please see the
product documentation.
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Template Lists

Creating custom lists for all of your information needs, while powerful and flexible, can
become time consuming. To address this, SharePoint comes with built-in standard lists that
you can use as templates. These lists greatly reduce the amount of time it takes to design and
build all of the facilities you will use to manage data in your Windows SharePoint Services sites
and SharePoint Portal Server areas. Many of these templates include enhanced integration
with Office 2003 products.

As well as an existing structure of list columns, these list templates come with a number
of views intended to make the list items more manageable for your users. These lists still 
allow you to modify the structure by adding new columns, modifying the settings of existing
columns, or removing extra columns that are not appropriate for your list’s needs. Managing
the views and settings of a list created from a template is performed in the same way you
would for a custom list. Refer to Chapter 4 for more details on accomplishing these actions.
This chapter will also refer to lists that have been added to a web part page on a site or portal.
How to do this is discussed in detail in Chapter 7.

Standard Lists
SharePoint provides many list templates that are available to use whether you are creating a
list in the portal, a team site, a document workspace, or a meeting workspace. These standard
lists apply to most situations involving team collaboration and information management.
Many of these standard list templates include additional capabilities and integration with
other Office System products that you do not get from building custom lists. By understanding
these unique features, you can choose the right list and customize it further to make the best
use of SharePoint technologies.

We will describe each of these lists and their unique capabilities in this chapter. Before get-
ting into these details, we will give you the steps needed to create a new standard list. To create a
new standard list in a Windows SharePoint Services team site or document workspace:

1. Click the Create link on the Site Toolbar.

2. On the Create screen, click the link of your desired template under the Lists section.

3. On the New List screen, enter a name and description for the list.

4. Under the Navigation section, select Yes if you want a link to the list displayed on the
Quick Launch menu of the site’s home page.

5. Click the Create button. 129
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To create a new standard list in a SharePoint Portal Server area:

1. Click the Manage Content link from the Actions list on the left.

2. On the Document and Lists screen, click the Create link on the toolbar.

3. On the Create screen, click the link of your desired template under the Lists section.

4. On the New List screen, enter a name and description for the list.

5. The Navigation section does not apply to a standard SPS area as there is no Quick
Launch menu displayed. You can therefore ignore this option.

6. Click the Create button.

To create a new standard list in a meeting workspace, see the “Meeting Workspace Lists”
section later in this chapter.

Links
The Links list template creates a list you should use when you want to provide a list of links to
both external and internal web pages. The list contains a single view, called All Links, which
displays all list items along with an Edit column for editing a list item. The columns in the
Links list template are shown in Table 5-1.

Table 5-1. Links List Columns

Column Type Notes

URL Hyperlink or Picture The web address for the link along with the text that should 
be shown as the name

Notes Multiple lines of text Long description of the link

Links lists prove most useful when you add them to the home web part page of the site.
(Adding web parts to a page is discussed in Chapter 7.) Displaying your links list on the home
page of the site provides users with an easy way to find other web sites relevant to the infor-
mation in the team site. For example, a site for the company sales team could benefit from
links to the corporate web site and sales entry system. Figure 5-1 shows the links list displayed
on the home page of a team site.

Figure 5-1. A links list displayed on a site
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Changing List Item Order
There is no ability to change the order of the list items in a custom list; however, this feature 
is part of many template lists. The Links list template is one of these lists. This feature is con-
trolled by a setting that can be configured for each view created for the list. When managing a
view in the links list, there will be an additional option under the Sort section that lets you
turn on and off this feature, which allows users to manually order the items in the list.

To change the order of the links in a links list:

1. Navigate to the links list screen.

2. On the links list screen, click the Change Order link on the toolbar.

3. On the Change Order screen, set the order by changing the numbers in the Position
from Top column with smaller numbers being towards the top of the list.

4. Click the OK button.

■Note When you click a link in the links list, the link opens in the current instance of the browser; therefore
you leave the context of your portal. Without technical customization, you cannot have the links launch in a
new window unless you right-click the link and choose the Open in New Window option in your browser.

Announcements
The Announcements list template allows you to easily create a list of items intended to inform
site users of important messages. The list contains a single view called All Items, which dis-
plays the title of the announcement as well as the last time it was modified. The columns in
the Announcements list template are shown in Table 5-2.

Table 5-2. Announcements List Columns

Column Type Notes

Title Single line of text Short text that is used as a heading for the announcement.

Body Multiple lines of text Longer text message of the announcement.

Expires Date and Time The date when the list item is no longer relevant. This allows 
views to filter using this date and display only the most 
recent items.

Like the links list discussed earlier, the announcements list is often added to the home
web part page of a site. Having the announcements list, as shown in Figure 5-2, as one of the
first lists displayed on a site allows you to increase your ability to keep users up to date on the
latest related news.
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Figure 5-2. The announcements list displayed on a site

■Note The default view used when the announcements list is added to a web part page filters on the
Expires column with an expression of Expires is greater than or equal to [Today]. This helps
keep the list of announcements displayed short, as list items are not displayed once the Expires date passes.

Contacts
The Contacts list template is helpful in maintaining contact information for people that 
your site users may need to reach. This could include other team members, client contacts, 
or vendor information. The contacts list, shown in Figure 5-3, contains a single view called 
All Contacts, which by default displays the last name, first name, company, business phone,
home phone, and e-mail address of each contact. The columns in the Contacts list template
are shown in Table 5-3.

Figure 5-3. The contacts list screen
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Table 5-3. Contacts List Columns

Column Type Notes

Last Name Single line of text

First Name Single line of text

Full Name Single line of text Full Name is not calculated from Last Name and 
First Name columns.

E-mail Address Single line of text Accepts any text as no validation is done on the 
value entered, ensuring that it is a proper e-mail 
address format. If the value is a proper e-mail 
address, it is displayed as an e-mail link.

Company Single line of text

Job Title Single line of text

Business Phone Single line of text Accepts any text as no validation is done on the 
value entered, ensuring that it is a proper phone 
number format.

Home Phone Single line of text Accepts any text as no validation is done on the 
value entered, ensuring that it is a proper phone 
number format.

Mobile Phone Single line of text Accepts any text as no validation is done on the 
value entered, ensuring that it is a proper phone 
number format.

Fax Number Single line of text Accepts any text as no validation is done on the 
value entered, ensuring that it is a proper phone 
number format.

Address Multiple lines of text

City Single line of text

State Single line of text

Postal Code Single line of text Accepts any text as no validation is done on the 
value entered, ensuring that it is a proper postal 
code format.

Country Single line of text

Web Page Hyperlink Link to corporate or personal web page.

Notes Multiple lines of text

Exporting Contacts
The Contacts list template provides many ways in which to integrate your contact information
with other applications that use contacts. SharePoint allows you to both import and export
contact information from your Windows Address Book. Exporting allows the contacts in your
list to be available in such applications as Outlook. Contacts must be exported individually
from SharePoint. To export a contact:

1. Navigate to the contacts list screen.

2. On the contacts list screen, open the context menu of the contact you wish to export.

3. Click the Export Contact link.



4. When you are prompted that you are downloading a file, click the Open button.

a. If you have Outlook installed, a New Contact window will appear with information
populated from the SharePoint contact. Click the Save and Close button on the
toolbar.

b. If you do not have Outlook installed, a Contact Properties window will appear.
Click the Add to Address Book button and the properties will become editable.
Click the OK button to add the contact to your address book.

5. The contact will now appear in your address book.

Importing Contacts
Exporting contacts is useful when the contact information has already been added to your
SharePoint list and you would like that information locally. More often, when initially creating
a contacts list, you may have that information in your local address book or in an enterprise
Global Address List and want to import it into the SharePoint contacts list. The contacts list
screen allows you to perform an import from these sources if you have Office 2003 installed.

■Tip You can only import contacts that contain an e-mail address. Contacts without e-mail addresses will
not be available in the list of contacts to import.

To import contacts, perform the following steps:

1. Navigate to the contacts list screen.

2. On the contacts list screen, click the Import Contacts link on the toolbar.

3. On the Select Users to Import dialog box, select an address list from the Show Names
From The drop-down list. This will contain all local address books along with enter-
prise address lists for your organization.

4. Select a user or group from the list. Selecting a group will import all members of the
group into the contacts list.

5. Click the Add button.

6. Repeat steps 3 through 5 for each user you wish to import into your SharePoint con-
tacts list.

7. Click the OK button.

8. The list will refresh and contain the newly imported contacts.
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■Caution There is no synchronization between exported or import contacts and SharePoint contacts lists.
If you make modifications to the contact in SharePoint, it will not be modified in your address book and vice
versa. You must make the modification in both places or export/import the contact again. See the next sec-
tion, “Linking Contacts Lists with Outlook,” for more enhanced Outlook integration.

Linking Contacts Lists with Outlook
In addition to importing and exporting contacts to your Windows Address Book, SharePoint
allows you to link the contacts list with Outlook 2003. Linking a SharePoint contacts list with
Outlook creates a contacts folder in Outlook that displays contact information retrieved from
SharePoint. The list of contacts is read-only when in Outlook, so all modifications must be
performed in the SharePoint contacts list. This ensures that the information is centrally man-
aged yet still available for use by everyone within Outlook.

To link a contacts list with Outlook:

1. Navigate to the contacts list screen.

2. On the contacts list screen, click the Link to Outlook link on the toolbar.

3. You are prompted that Outlook does not recognize the site that the contacts list is on,
and it asks you to verify that you want to add the contacts list to Outlook. Click the Yes
button.

4. The linked list will display as a new folder in the Other Contacts section of your Outlook
contacts as shown in Figure 5-4.

Figure 5-4. A linked contacts list in Outlook
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If you edit a contact in Outlook that has been linked from SharePoint, you are told that the
item is read-only. Outlook allows you to save a copy of the contact in your default contacts list
where you can make changes, but the items are not linked to SharePoint. The best place to
make changes to the contact information is in the SharePoint contacts list, as the new infor-
mation will be presented each time you open the list in Outlook. Outlook caches a local copy
of the contacts list so that, even if you are not able to connect to SharePoint, you can still see
the contact information as of the last time you viewed the list from Outlook.

■Caution If you have Office 2003 installed and still cannot import/export or link contact information, your
installation may not be complete. Have an administrator ensure that the Windows SharePoint Services Sup-
port component of Office 2003 has been installed and that Outlook is your default e-mail client.

Events
The Events list template is one of the most feature-rich list templates available, allowing you
to maintain lists of events within a team site or portal area. Some common uses for the Events
list template include tracking meetings, deadlines, or milestones. The Events list template is
further enhanced by features such as recurring events and integration with SharePoint work-
spaces and Outlook 2003, all of which are discussed in the upcoming text. Events list items are
based on dates and include the columns shown in Table 5-4.

Table 5-4. Events List Columns

Column Type Notes

Title Single line of text

Begin Date and Time Starting time for the event.

End Date and Time Ending time for the event.

Description Multiple lines of text Long text description of the event.

Location Single line of text Where the event will take place.

Recurrence Special Controls whether the event occurs multiple times and 
when. See the “Recurrence” section.

Workspace Special Links to an associated meeting workspace if one has 
been created for the event.

The Events list template contains several default views, allowing the users to display the
list items in various ways. These views are listed in Table 5-5. Remember that, just like all lists,
you can still customize the events list, shown in Figure 5-5, by adding or editing fields and 
creating additional views to display the events in more meaningful ways to your users.
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Table 5-5. Events List Views

View Description

All Events The default view, it displays all items in the list. Recurring events are displayed as
a single list item.

Calendar Displays all events in a calendar view type, allowing the user to graphically see 
the events in the list.

Current Events Displays all events that occur on the current date and any dates in the future. 
Each instance of a recurring event is shown separately.

Figure 5-5. The events list

Recurrence
A unique aspect of items in the events list is the ability to mark them as recurring events. A
recurring event is one that happens more than once over a time period, like a weekly sales
meeting. When creating a new event in the events list or editing an existing event, you are
given the ability to determine its recurrence.

The event’s recurrence is determined by a time period, a pattern, and a date range. Each
time period is associated with its own available pattern settings that let you precisely deter-
mine how often the event occurs. These time periods and patterns are shown in Table 5-6. The
date range consists of a start date and an ending. Available ending types for a recurring event
are a specific date, a number of occurrences, or an option for no end date to the recurrence.
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Table 5-6. Recurrence Time Periods and Patterns

Time Period Pattern

Daily Every X days (example: every 2 days)

Weekly Every X weeks and on which days of the week the event
occurs (example: every 1 week on Monday, Wednesday, and Friday)

Monthly Day X of every Y month (example: day 1 of every 3 months)

or

The ordered weekday of every X month 
(example: the second Monday of every 2 months)

Yearly None

Recurring Events in Views

When an event is recurring, the first column in the All Events view will contain an icon with
two circular arrows. You can see an example of this in Figure 5-5. The special column used for
this is the Recurrence column, which is available when managing views.

A recurring event is displayed as a single list item in the All Events view, but the Current
Events view displays each occurrence of a recurring event as a separate list item. You can dis-
play each occurrence of a recurring event separately in your custom views using a new view
type, Standard View with Expanded Recurring Events, inherent only to events lists.

As discussed in Chapter 4, creating a new view takes you to a screen displaying the available
view types. When you create a new view in an events list, there will be a link for the Standard View
with Expanded Recurring Events view type. This view type only allows you to specify column, 
filter, style, and item limit settings but displays each occurrence of a recurring event separately 
in the list. This can be seen in Figure 5-6, which is displaying the same list shown in Figure 5-5 
but using the Current Events view.

Figure 5-6. The Current Events view displays each event occurrence.
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When you choose to view a recurring event from the Calendar view, the Current Events
view, or any other view that displays expanded recurring events, you are looking at an individ-
ual occurrence of that event. You can notice the difference by the options in the toolbar of the
View Item or Edit Item screens. When you are viewing an occurrence, there will be an addi-
tional link in the toolbar called Edit Series. In this case, the Edit Item link allows you to edit the
specific occurrence of an event that you are currently viewing, while the Edit Series link allows
you to make modifications to the recurring event that the item is an instance of. Clicking the
Edit Series link takes you to the same screen that you would go to when choosing the Edit Item
link from the context menu of a list item in a standard view like the All Events view.

■Note Editing a single occurrence of a recurring event will cause a new recurring events list item to be
created based on the updated information. The new event is still associated with the original series but will
be presented separately in views based on the standard view type such as All Events.

Exporting Events
Like the contacts list, the events list allows you to export list items from SharePoint. The events
list exports events list item information in a calendar information file that Outlook can then
import. Events must be exported individually from SharePoint, and recurring events can only
be exported one occurrence at a time. To export an event:

1. Navigate to the events list screen.

2. On the events list screen, open the context menu of the event you wish to export.

3. Click the View Item option.

4. On the Item screen, click the Export Event link in the toolbar.

5. When you are prompted that you are downloading a file, click the Open button.

6. A new Outlook appointment window will appear with information populated from the
SharePoint event. Click the Save and Close button on the toolbar.

7. The event will now appear in your default calendar.

■Caution There is no synchronization between exported events and SharePoint events lists. If you make
modifications to the event in SharePoint, it will not be modified in your Outlook calendar and vice versa.

Linking Events Lists with Outlook
Another feature of the Events list template that is not available from custom lists is the ability 
to view the events information through Outlook 2003. Similar to the link feature in a contacts
list, linking a SharePoint events list with Outlook creates a new calendar in Outlook. The list of
events is read-only when in Outlook, so all modifications must be performed in the SharePoint



events list. This ensures that the information is the same when displayed in both places. Link-
ing events lists with Outlook can allow you to easily view a calendar of events such as your
company’s training schedule or scheduled client visits.

To link an events list with Outlook:

1. Navigate to the events list screen.

2. On the events list screen, click the Link to Outlook link on the toolbar.

3. You are prompted that Outlook does not recognize the site that the events list is on,
and it asks you to verify that you want to add the events list to Outlook. Click the Yes
button.

4. The linked list will display as a calendar in the Other Calendars section of Outlook as
shown in Figure 5-7. To display your calendars within Outlook, select the Calendar
option from the Go application menu.

Figure 5-7. A linked events list in Outlook

You cannot edit an event in Outlook that has been linked from SharePoint. Outlook allows
you to save a copy of the event to your default calendar where you can then make changes.
The only place to make global changes to the events information is in the SharePoint events
list, as the new information will be displayed each time you view the calendar in Outlook.
Other users of the events list will also see the most up-to-date information, ensuring that the
latest changes are available to every user. Outlook caches a local copy of the events list calen-
dar so that even if you are not able to connect to SharePoint, you can still see the event
information as of the last time you viewed the calendar from Outlook.
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■Caution If you have Office 2003 installed and still cannot access events list information, your installation
may not be complete. Have an administrator ensure that the Windows SharePoint Services Support compo-
nent of Office 2003 has been installed.

Workspaces
A useful feature of the events list is the ability to integrate directly into meeting workspaces
from the events list items. The meeting workspaces you read about in Chapter 3 can be 
created from events in the events list, resulting in additional navigation and information 
available in both the meeting workspace and events list item.

When adding or editing an event, you will see a workspace checkbox near the bottom of
the screen. Checking this box will create a meeting workspace and associates the workspaces
with your event. You are able to create a new meeting workspace or associate the event with
an already existing workspace under the current site if a workspace was already created 
without the use of the events list.

To create a meeting workspace for an existing events list item:

1. Navigate to the events list screen.

2. On the events list screen, activate the context menu for an event and click the Edit 
Item link.

3. On the Item screen, check the Workspace checkbox.

4. Click the Save and Close link on the toolbar.

5. On the New or Existing Meeting Workspace screen, if a meeting workspace already
exists under the current site, a Create or Link section will be displayed. Make sure the
Create a New Meeting Workspace option is selected. Selecting the Link to an Existing
Meeting Workspace option allows you to associate the event with a meeting workspace
you have already created by selecting it from the list.

6. The title and web address is already populated using the name of the event. Enter a
description.

7. Click the OK button.

8. On the Template Selection page, select the Meeting Workspace template to use for this
event. These templates are described in Chapter 3.

9. Click the OK button.

After following these steps, you are brought to the newly created meeting workspace. The
meeting workspace’s integration with the events list can be seen underneath the title of the
workspace. The date and time of the event is retrieved from the events list and a Go to Events
link is displayed, allowing you to quickly navigate back to the list. Also, you are automatically
added to the attendees list, discussed later in this chapter, as the organizer of the meeting.
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If you click the Go to Events link so that the events list is displayed, you will see that the
list item now displays an icon of a meeting in the All Events view. This can be seen earlier in
Figures 5-5 and 5-6. A link is also displayed in the View Item screen for the event. Clicking
either the icon or link takes you to the meeting workspace shown in Figure 5-8.

Figure 5-8. A meeting workspace created from a recurring event

Workspaces in Series

Creating a meeting workspace for a recurring event adds an additional level of functionality to
the meeting workspace. The workspace is created using the same steps given in the previous
section, but when the workspace is displayed, you will notice a new navigation menu on the
left. This navigation menu, shown in Figure 5-8, allows you to navigate to different displays of
the workspace based on each occurrence of the event.

These instances of the workspace are said to be “in series” as they are all related to the
same event. Content added to one instance of the series does not necessarily display in other
instances. This is determined by a setting in the workspace lists. This setting is described in
the “Meeting Workspace Lists” section later in this chapter.

■Tip You can specify that lists share content between series by changing an option in their List Settings
screen. How to do this in detail is shown later in the “Meeting Workspace Lists” section of this chapter.
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Tasks
The Tasks list template is one of the most commonly used templates in team collaboration
sites. The tasks list is used to assign and manage tasks for site users. The columns in the Tasks
list template are shown in Table 5-7. Remember that you can customize the columns, including
the available options for Choice columns, in order to tailor your list to your current business
terminology.

Table 5-7. Tasks List Columns

Column Type Notes

Title Single line of text

Priority Choice Default options include High, Normal, and Low

Status Choice Default options include Not Started, In Progress, 
Completed, Deferred, and Waiting on someone else

% Complete Number Only allows numbers from 0 to 100

Assigned To Lookup Choose from users of the current WSS site or SPS area

Description Multiple lines of text

Start Date Date and Time

Due Date Date and Time

■Note If the site’s security is based on Active Directory groups, individual users will not be displayed in
Lookup columns like Assigned To until they have visited the site.

The Tasks list template contains many different default views designed to provide users
with easy ways in which to display the tasks they are interested in. These views are listed in
Table 5-8.

Table 5-8. Tasks List Views

View Description

All Tasks The default view, it displays all items in the list.

My Tasks Displays title, status, priority, % complete, and due date for all of the current 
user’s tasks. This is accomplished by using a filter of Assigned To is equal to [Me].

Due Today Displays title, assigned to, status, priority, and % complete for all of the tasks due 
on the current date. This view uses a filter of Due Date is equal to [Today].

Active Tasks Displays title, assigned to, status, priority, % complete, and due date for all active 
tasks. Active tasks are determined by a filter of Status is not equal to Completed.

By Assigned To Similar to the All Tasks view except that it sorts the list items based on the Assigned 
To column.
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The item-level security described in Chapter 4 is particularly useful to ensure that users
cannot modify tasks that are not their responsibility. SharePoint does not provide the ability to
link a tasks list to your tasks in Outlook. Aside from the extra views that the template gives you,
there is no functionality on the tasks list screen, as shown in Figure 5-9, which is not available
when using custom lists. You could build a list identical to the tasks list by using the features
available for custom lists, but it is provided to make creating this common list type easier.

Figure 5-9. The tasks list

■Note A drawback of storing your tasks in multiple tasks lists on SharePoint sites is that there is no built-in
way to see all of your tasks in a single list. There are third-party products that address this issue by provid-
ing rollup functionality of all of your tasks in SharePoint.
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Issues
Similar to the Tasks list template, the Issues list template is useful for creating a list of items
where a user must take action. The issues list is best suited as a list of risks that must be miti-
gated or business opportunities that must be managed. The columns in the Issues list
template are shown in Table 5-9.

Table 5-9. Issues List Columns

Column Type Notes

Title Single line of text

Assigned To Lookup Choose from users of the current WSS site or SPS area.

Status Choice Default options include Active, Resolved, and Closed.

Category Choice Default options include Category1, Category2, and 
Category3. Make sure to edit these options when 
creating your issues list.

Priority Choice Default options include High, Normal, and Low.

Comment Multiple lines of text

Due Date Date and Time

Like some other list templates, the Issues list template contains default views designed to
provide users with easy ways in which to display the issues more relevant to them. These
views are listed in Table 5-10.

Table 5-10. Issues List Views

View Description

All Issues The default view, it displays all items in the list.

My Issues Displays title, status, priority, category, and due date for all of the current user’s 
tasks. This is accomplished by using a filter of Assigned To is equal to [Me].

Active Issues Displays title, assigned to, status, priority, category, and due date for all active tasks. 
Active tasks are determined by a filter of  Status is equal to Active.

The issues list comes with the ability to notify users via e-mail when they have been
assigned a list item or when a list item they own has been modified. This is the only list tem-
plate that contains this feature. To enable this notification, set Email Notification to Yes on the
General Settings screen of the issues list.
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Related Issues
The issues list allows for relationships between list items, which is not available with custom
lists or other list templates. Each issue includes a list of related issues from the same list. These
related issues are displayed on the View Item screen as links to the related issue’s View Item
screen. The View Item screen for an issue is displayed in Figure 5-10.

The Add Item and Edit Item screens allow you to manage this relationship. A special column
called Add Related Issue is used to enter new related issues. This column is not displayed in any
views and does not contain data itself; it is only used to enter the related Issue ID on the Add
Item or Edit Item screen. Adding related issues must be done one at a time, saving the list item
for each related issue. A remove link is provided alongside each related issue in the Edit Item
screen, allowing you to remove that issue from the list of related issues for the currently dis-
played issue.

Figure 5-10. An issue with related issues

Current Issues
Editing list items in an issues list causes SharePoint to handle the underlying data differently
than it does other lists. In all other lists, when you edit a value in a list, SharePoint saves the
changes you have made to the existing list item. This is not how SharePoint handles the edit-
ing of issues. When you edit a list item in an issues list and save the changes, a new list item is
created with the most recent information for the issue, and the history of the issue informa-
tion is displayed on the View Item page. You then have multiple list items that are really the
same issue.
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The issues list does not display all copies of each issue, only the most recent list item. 
This is accomplished by using a special column called Current. This column is not displayed
to the user; instead SharePoint uses this column to mark which list item for an issue is the
most recent. All views in the Issues list template contain a filter of Current is equal to Yes,
which causes the view to only display the most recent versions of the issues.

■Tip Always remember to include the Current is equal to Yes filter when creating views for an issues
list unless you need to see all historical versions of the issues.

Reports
Another aspect unique to the issues list is the inclusion of built-in reports. Although the stan-
dard reports are fairly simple in nature, they can prove to be very helpful in managing and
monitoring a potentially large issues list such as a software defect tracking list or help desk call
tracking list. The Issues list template comes with four issues list reports. Each report has its own
specific settings, as shown in Table 5-11, that allow you to filter the data that will be presented in
the report.

Table 5-11. Issues List Reports

Report Description Settings (Available Filters)

Issues by category Displays the number of issues Category
in each category Status

Issues by person Displays the number of issues Assigned To
in each category for each user Status

Issues created over a date range Displays the number of issues Start Date
created on dates in a date range End Date

Category

Issues for a date range Displays the number of issues Start Date
that exist on dates in a End Date
date range Category

Assigned To
Status

To view a report, perform the following steps:

1. Navigate to the issues list screen.

2. On the Issues screen, click the View Reports link in the Actions list.

3. On the Issues–Reports screen, click the link of the report type that you want to view.

4. On the Report screen, change the settings in the list on the left to set how the report
will filter the issues for the report.

5. Click the Create Report button and a report will display similar to the one shown in
Figure 5-11.
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Figure 5-11. Report showing issues for a date range

Meeting Workspace Lists
In addition to the standard lists discussed previously, meeting workspaces provide more list
templates not available in Windows SharePoint Services team sites or document workspaces.
These additional list templates are designed to enhance a meeting workspace that is focused
on organizing and managing a meeting event. While they do not have the additional integra-
tion with Office 2003 that some of the standard lists have, the meeting workspace lists do have
some features not found in other lists.

Creating lists in a meeting workspace is a little different from creating them in team sites
or document workspaces. Meeting workspaces do not include the Create link that is promi-
nently displayed at the top of team sites to allow easy creation of lists. Instead, you must
create new lists via the Modify This Workspace link. This link, and the related Modify Shared
Page link that you see in a team site or document workspaces, is used to manage web parts
and web part pages. Web parts and web part pages are discussed in more detail in Chapter 7.

To create a new list in a Windows SharePoint Services meeting workspace:

1. Click the Modify This Workspace link on the top-right side of the workspace.

2. From the context menu that is displayed, click the Add Web Parts link.

3. On the Create Lists pane, drag the type of list that you want to create onto the web part
page and the list is created. If the list template you want is not displayed on the pane,
click the Show All Lists link and continue with these steps.

4. On the New List screen, enter a name and description for the list.

5. Click the Create button.
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Lists for Meetings in Series
If you followed the preceding steps to create a list using the Show All Lists link, you may have
noticed a new setting when creating a list as well as a setting that is shown in team site lists
which is missing in workspaces. Since there is no Quick Launch menu for a meeting work-
space like there is in a team site, there is no Navigation section on the New List page when
creating new lists.

Instead of the Navigation section, a section titled Share List Items Across All Meetings
(Series Items) is displayed. Selecting Yes for this setting makes the list and its contents shared
among workspaces in the same series. Workspaces created for recurring events as described in
the “Events” section earlier in this chapter are able to use this setting. Each workspace created
for the recurring event is said to be in the same series.

When you select to share the item, any item added to a list in one workspace in the series
will be displayed to users of all workspaces in the series. This setting is available for all lists cre-
ated in a meeting workspace, not just the list templates described in the upcoming sections.

If you do not select Yes for Sharing List Items Across Meetings in a recurring meeting
workspace, lists will have an additional link in the toolbar. This link will allow you to display
list items for the current meeting occurrence or display a consolidated view of list items from
all occurrences of the meeting workspace. The link in the toolbar toggles between This Meet-
ing and All Meetings.

Agenda
The Agenda list template creates a list that should be used in meeting workspaces to manage the
topics to be discussed and when during the meeting they will be the focal point. The columns in
the Agenda list template are all text columns rather than being more specific column types such
as Date and Time. The columns in the Agenda list template are shown in Table 5-12.

Table 5-12. Agenda List Columns

Column Type Notes

Subject Single line of text

Owner Single line of text Text column type allows any text entry rather than selection 
of site users like other list templates provide.

Time Single line of text Text column type allows any text entry rather than specific 
date and time values.

Notes Multiple lines of text

The agenda list contains two views to allow users to best review and manage the meeting
agenda. These views are described in Table 5-13.
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Table 5-13. Agenda List Views

View Description

All Items The default view, it displays all items in the list. Items are displayed with a custom 
style that shows the Notes column underneath the other three columns in the list.

My Items Displays items that the current user has created. This is accomplished by using a 
filter of Created By is equal to [Me].

Changing List Item Order
Many of the meeting workspace list templates, including the Agenda list template, allow you
to change the order of the items in the list. This is available to all views of the list where you
have specified to allow users to order items in the Sort section of the List screen. This func-
tionality can also be seen in the Links list template described in the “Links” section near the
beginning of this chapter.

To change the order of the links in an agenda list:

1. Navigate to the agenda list screen.

2. On the agenda list screen, click the Change Order link on the toolbar.

3. On the Change Order screen, set the order by changing the numbers in the Position
from Top column with smaller numbers being towards the top of the list.

4. Click the OK button.

■Note Changing the list item order changes the order of the items for all views of a list. There is no way to
change the order of the list items differently for each view.

Decisions
The Decisions list template creates a list that can be used to record decisions made during 
the course of a meeting. This allows decisions made during the course of the meeting to be
recorded as they are made and makes these decisions available for review after the meeting.
The columns in the Decisions list template are shown in Table 5-14.

Table 5-14. Decisions List Columns

Column Type Notes

Decision Single line of text

Contact Single line of text Text column type allows any text entry rather than selection of 
site users.

Status Choice Default options include Final, Pending Approval, and Proposed.
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The decisions list contains two different views in which users can display decisions list
items. Like many other meeting workspace lists, the views in the Decisions list template allow
the user to change the display order of the list items. These views are described in Table 5-15.

Table 5-15. Decisions List Views

View Description

All Items The default view, it displays all items in the list.

My Items Displays items that the current user has created. This is accomplished by using a 
filter of Created By is equal to [Me].

Objectives
The Objectives list template is used to create a list of goals for the meeting. Most meeting
workspace templates contain an objectives list built from the Objectives list template. The
objectives list is an extremely simple list with only a single column, shown in Table 5-16, and 
a single view that displays all list items. As with most other meeting workspace list templates,
the objectives list provides the ability for the user to change the display order of the list items.

Table 5-16. Objectives List Column

Column Type

Objective Multiple lines of text

Text Box
The Text Box list template creates a highly specialized yet very simple list. A list item for the
text box list consists of a single text field as shown in Table 5-17.

Table 5-17. Text Box List Column

Column Type

Text Multiple lines of text

The list also contains a single view called All Items that displays every item in the list. The
uniqueness of this list, though, is that only a single list item exists in the list. After adding a list
item using the Add New Item link, the list no longer allows the addition of new items. Instead,
the list contains an Edit Text link that allows the user to alter the text of the only list item in the
list. Since the list contains only a single list item, there are far fewer options available when
managing the list. The Customize List screen does not allow you to add or edit columns or
views, and the Change General Settings screen does not display settings for attachments or
approval of list items.
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The purpose of the text box list is to allow the user to insert text onto the meeting work-
space page. Since the text column is a Multiple lines of text type, the text that the user enters
can be decorated with colors, alignment, bolding, font size, and other rich text aspects as
shown in Figure 5-12. You can also see the text box list in use by creating a social meeting
workspace. The social meeting workspace contains a directions list that is created from the
Text Box list template.

Figure 5-12. The text box list used to customize a meeting workspace

Things to Bring
The Things to Bring list template creates a list of items necessary for the meeting and who is
responsible for them. This list can be beneficial in both corporate and social meeting work-
spaces to manage who is responsible for meeting necessities. The columns in the Things to
Bring list template are shown in Table 5-18.

Table 5-18. Things to Bring List Columns

Column Type Notes

Item Single line of text

Comment Single line of text

Owner Single line of text Text column type allows any text entry rather than selection of
site users.



The things to bring list contains the two views most common in meeting workspace lists,
allowing users to see all of the list items or the list items they created. Like many other meeting
workspace lists, the views in the Things to Bring list template allow the user to change the dis-
play order of the list items. These views are described in Table 5-19.

Table 5-19. Things to Bring List Views

View Description

All Items The default view, it displays all items in the list.

My Items Displays items that the current user has created. This is accomplished by using a filter 
of Created By is equal to [Me].

Attendees
The Attendees list template allows members of the Administrator site group to manage people
who will be involved in a meeting. The attendees list is created automatically when you create
a meeting workspace. The list maintains a list of people who are invited to the meeting, along
with an attendance type and response. The columns in the Attendees list template are shown
in Table 5-20.

Table 5-20. Attendees List Columns

Column Type Notes

Name Single line of text

Comment Multiple lines of text

Response Choice Options include None, Accepted Tentative, and Declined. 
The attendees list does not allow you to change these 
options.

Attendance Choice Options include Required, Optional, and Organizer. The 
attendees list does not allow you to change these options.

■Note There can only be one attendees list in a meeting workspace. If you add another attendees list, both
lists will display the same information.

Managing the Attendees List
The attendees list does not display an Add Item link on the list screen like most other lists.
There also is no context menu for any columns, preventing you from editing any of the atten-
dees. In order to add, edit, or delete attendees, you must first click the Manage Attendees link
displayed on the toolbar of the list screen as shown in Figure 5-13. The list will then display a
built-in view that includes an Add Attendee link on the toolbar and a context menu on the
Name column. This context menu provides the View Item, Edit Item, and Delete Item options
found in all other lists.
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Figure 5-13. The attendees list screen

■Caution Adding people directly to the attendees list does not automatically give them access to the
meeting workspace. Make sure you add them as users of the workspaces in order to provide them with the
proper access.

To add an attendee directly to the attendees list:

1. Navigate to the meeting workspace.

2. On the meeting workspace screen, click the Manage Attendees link on the attendees list.

3. On the attendees list screen, click the Add Attendee link on the toolbar.

4. On the New Item screen, enter the e-mail address or user name for the new attendee.

5. If you do not know the exact e-mail address or user name of the person you want to
add, you can click the Address Book button. This button will open up the same address
book you should be familiar with from Outlook. From the address book, you can
search for the user in both corporate and personal address lists. When you have found
a user you wish to grant access to for the list, select that user in the list and click the OK
button.

6. Set the attendance type of required, optional, or organizer for the new attendee.

7. Click the Save and Close link on the toolbar.
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■Tip You cannot delete the attendees list from a meeting workspace. If you do not want the attendees list
to display, you can hide the web part on the workspace’s web part page. See Chapter 7 for further informa-
tion on managing web parts and web part pages.

Special Lists
There are two more lists provided for use in WSS sites and SPS areas that have not yet been
discussed in this chapter. These two lists are highly specialized to perform very specific man-
agement of their list items that you cannot get through either custom lists or any of the other
list templates. The Discussion Board and Survey list templates manage and present their list
items in a manner that is specific to their own purpose.

Discussion Boards
If you have ever used an Internet news group or web site discussion forum, then SharePoint’s
Discussion Board list template will be familiar to you. The purpose of a discussion board is to
organize messages around similar topics. New messages can be created as well as replies to
existing messages. The columns of a discussion board list include the user-editable columns
shown in Table 5-21 as well as some special columns that SharePoint uses to manage how the
list items are related and displayed.

Table 5-21. Discussion Board List Columns

Column Type

Subject Single line of text

Text Multiple lines of text

The Created and Created By columns normally found in other lists do not exist in a dis-
cussion board list. Instead, there are Posted At and Posted By columns that perform the same
functions but are more accurately named for this type of list. There is also a Reply column that
can be used in a user-created view to display an icon that, when clicked, allows a user to reply
to the current discussion thread.

The discussion board comes with two views that show the discussion messages in distinct
ways. Each user often has their own preference for viewing discussion forums in one of the
two views described in Table 5-22.
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Table 5-22. Discussion Board List Views

View Description

Threaded The default view, it displays list items (messages) and their replies grouped together.
These groupings are called threads and are shown in Figure 5-14. This view contains 
a unique link in the toolbar labeled Expand/Collapse, which allows you to expand 
or collapse the thread groupings.

Flat Displays all list items in the discussion board as separate list items. The subject, 
who it was posted by, and modified date are displayed as well as the message itself, 
which is collapsed and can be viewed by clicking the plus sign next to the subject.

Figure 5-14. The discussion board displaying the threaded view

Using the Discussion Board
Aside from reading the message in a discussion board, you will want to do two things: create
new discussion threads and reply to existing threads. To create a new discussion thread, click
the New Discussion link on the toolbar of the discussion board screen. Enter a subject and
text, and then click the Save and Close link just as you would when creating new list items in
other list types.

To reply to an existing thread, you can click the Reply icon if it is presented in the view
currently displayed. If the Reply column is not displayed, choose Reply from the context menu
of a list item in the appropriate thread. Both methods take you to a New Item screen where the
subject is populated with the subject of the thread you are replying to. Enter a message and
click the Save and Close link to create a new message in the thread.
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■Tip When replying to a thread, you can change the subject line even though it is filled in for you. Share-
Point will still know which thread the message belongs to.

Surveys
The Survey list template allows you to create lists that are presented to users as a question-
naire. Although the underlying technology is the same as with other lists, the survey list is
highly customized to make managing, responding, and reporting results match what you
would expect when working with a survey. Surveys are an easy way to gain feedback from
users. A survey added to a human resources site could poll employees about medical benefits
satisfaction or preferences for a holiday party location.

To create a new survey, perform the following steps:

1. Click the Create link on the top menu of the site.

2. On the Create screen, click the Survey link under the Surveys section.

3. On the New Survey screen, enter a name and description for the survey.

4. Under the Survey Options section, specify whether users’ names should be displayed
with their responses and if a user should be able to respond to the survey more than
once.

5. On the Add Question screen, enter the text for the question and choose an answer
type. The answer types are almost identical to column types when adding columns to a
list in Chapter 4.

6. Specify the optional settings for the current question. The settings available are deter-
mined based on the answer type you selected.

7. If you want to add another question, click the Next Question button and repeat steps 5
and 6.

8. If you do not wish to add any more questions to the survey, click the Finish button.

Instead of managing the columns, in a survey you manage the questions. Managing ques-
tions is extremely similar to managing columns in a custom list. Clicking the Modify Survey and
Questions link on the survey screen will take you to the Customize Survey screen, allowing you
to manage the survey. Here, under the Questions section, you can add, edit, and rearrange sur-
vey questions in the same manner that you manage columns in other lists.

Surveys come with standard views as shown in Table 5-23. You do not have the ability to
edit these views or add new views.
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Table 5-23. Survey Views

View Description

Overview The default view, it displays the name, description, time created, and the 
number of responses for the survey.

Graphical Summary For each question, this displays the percentage of respondents giving each 
answer.

All Responses This view is similar to the All Items view found in other lists. It shows a list 
item for each user who has responded to the survey. It contains the familiar 
context menu, allowing you to view, edit, or delete a list item.

■Tip If you want users in the Reader site group to respond to a survey, you must configure the security on
the survey. The default settings do not allow these users to add items, thus prohibiting them from responding
to the survey.

Rating Scale
Instead of having column types like the other lists we have discussed, survey questions have
answer types, which are managed in the same way as column types in other lists. Along with
the types provided for columns, answer types include a new type called Rating Scale. The Rat-
ing Scale, shown in Figure 5-15, is displayed as a grid in which the user selects a value from a
range for each row. Optional settings for the Rating Scale type are shown in Table 5-24.

Figure 5-15. Responding to a survey
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Table 5-24. Optional Settings for Rating Scale Answer Types

Setting Description

Required Specifies whether users must answer this question in order to submit their 
responses for the survey.

Choices Indicates the labels for the grid rows. These choices determine the number of 
rows displayed.

Number Range Determines the number of columns in the grid, or the number of options the 
user can select from to answer each row.

Range Text Specifies the column heading. There are three range text entries: one for the left 
side, one for the right side, and one for the middle of the grid.

N/A Option Specifies whether an option of N/A is available as an answer.

N/A Option Text Specifies the heading for the N/A option column.

Responding to a Survey
For the survey to be useful, you will need to respond to the questions that were created and
likely have others respond as well. Responding to a survey is similar to the experience of creat-
ing a new list item in other lists.

To respond to a survey:

1. Navigate to the survey list screen.

2. On the survey list screen, click the Respond to This Survey link in the toolbar. If you
have already responded and the survey does not allow multiple responses per user,
you will be presented with an error message.

3. On the New Item screen, shown in Figure 5-15, enter answers for each question with
an asterisk, as these are required to save your response.

4. Enter answers for any nonrequired questions you want.

5. Click the Save and Close link on the toolbar.

After responding to the survey, you are taken to the Survey Overview view where you can
see how many responses there are so far. You can now use the views created by the list to see a
breakdown of the responses to each question or to see who has responded to the survey.

Advanced Office 2003 Integration
Throughout this chapter we have discussed various ways in which template SharePoint lists
integrate with Office 2003 products. In addition to importing contacts, exporting events, and
linking contacts or events lists with Outlook, lists created from SharePoint list templates pro-
vide some additional integration with Office 2003 that we explored in our discussion of
custom lists in Chapter 4.
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Exporting SharePoint Lists to Excel
The exporting of list information from custom lists into Excel discussed earlier in Chapter 4
also applies to template SharePoint lists. This provides you with an easier interface with which
to modify large amounts of data in the list. Once in Excel, you can make numerous changes to
the information and then commit all of the changes to the SharePoint list at the same time.
This allows you to make updates while ensuring that SharePoint users are viewing a complete
list of updated information rather than a partially completed list that would be shown if you
were editing items individually within SharePoint.

To export a list to Excel, follow these steps:

1. Navigate to a SharePoint list you want to export.

2. Click the Export to Spreadsheet link on the Actions list on the left menu.

3. If you are prompted about opening or saving the Microsoft Office Excel Web Query
File, click the Open button.

4. On the Opening Query dialog box in Excel, click the Open button to confirm that you
want to run the query to export the information into the Excel spreadsheet.

5. If you already have Excel 2003 open, the Import Data dialog box will appear. Choose
where to put the list. Options include a region on the current worksheet, a new work-
sheet, or a new workbook. If you did not have Excel 2003 running, the data will be put
into a new workbook.

■Note When exporting list information to Excel, all list items displayed by the current view are exported.
Items removed from the view by its filter setting are not included, but setting the temporary filter on the list
screen has no effect on the data exported.

The Excel List
After performing the preceding steps to export a list to Excel, the data that appears in the Excel
spreadsheet is formatted as an Excel List. The cells of an Excel List are denoted by the colored
box surrounding the cells, the column headings that act as filters using drop-down menus,
and the additional List actions available in the Excel menu under the Data option. The context
menu, available by right-clicking the list in the spreadsheet, and the List toolbar also provide
these actions.

The Excel List is what gives you the ability to make changes to the data within Excel and
apply those changes to the SharePoint list. The Excel List can also receive changes that Share-
Point users have made to the SharePoint list. The Excel List provides the following actions for
you to manage the connection between the SharePoint list and Excel List:

• View List on Server: Opens the SharePoint list in your browser

• Unlink List: Severs the connection between the Excel List and the SharePoint list
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• Synchronize List: Sends information updates to and from the SharePoint list and pro-
vides the ability to resolve data conflicts

• Discard Changes and Refresh: Cancels data updates made within Excel and retrieves the
list information from SharePoint

Advanced Datasheet Features
In Chapter 4, we described the use of the Datasheet view for editing custom list data. 
The Datasheet view is also available for use with the standard and meeting workspace lists 
discussed in this chapter. The Datasheet view contains numerous features that allow for 
integration with Office 2003 products. Clicking the Task Pane link in the Datasheet’s toolbar
will display a list of Office integration features that are described in Table 5-25.

Table 5-25. Datasheet Task Pane Office Links

Feature Description

Export and Link to Excel Exports the list information in the same manner as the Export to
Spreadsheet link on the Actions menu. The lists are linked,
allowing you to synchronize data between Excel and SharePoint.

Print with Excel Exports the list information to Excel and displays the Print dialog
box, allowing you to quickly print out the list items.

Chart with Excel Exports the list information to Excel and displays the Chart Wizard
dialog box, allowing you to create graphs and charts based on the
list items.

Create Excel PivotTable Report Exports the list information to Excel and displays the PivotTable
Field List dialog box and toolbar. The PivotTable allows you to
select from the columns in the SharePoint list and create
PivotTable reports with the capability to alter rows and columns
interactively to display data detail in different ways.

Export to Access Exports the list information into a new Access table in either a new
or existing Access database. When doing this, the list and Access
database are not linked and cannot be synchronized between the
two.

Create Linked Table in Access Creates a new Access-linked table in either a new or existing Access
database. The linked table is synchronized with the SharePoint list.
Any changes made in Access are also visible in the SharePoint list
and vice versa.

Report with Access Creates a new Access-linked table in either a new or existing Access
database and then generates an Access report based on the infor-
mation in the linked table as shown in Figure 5-16. This can be a 
valuable method for printing list information.
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Figure 5-16. Using the Report with Access feature to create a contacts list report

CHAPTER 5 ■ TEMPLATE L ISTS162



Libraries

In the previous two chapters, we discussed lists, which are one of the main components
SharePoint uses to store information. As you saw, SharePoint provides a great deal of flexibility
in storing and managing raw data using custom and template lists. In addition to raw data
management, an Information Worker solution often needs to store and maintain documents.

Information workers spend countless hours creating, approving, and publishing various
documents that are used to directly impact business processes and decisions. SharePoint pro-
vides most traditional document management capabilities including version control, content
approval, searching, and document metadata.

SharePoint’s document management is based on libraries. Using a library is very similar
to using a list, as many of the display and management features are the same. Columns, views,
and other familiar elements of SharePoint lists can also be found in a library. Libraries expand
on list capabilities by providing the necessary document management features mentioned
previously.

SharePoint libraries are categorized into these three different types:

• Document library: Stores most file types and provides integration into Office 2003 prod-
ucts such as Word 2003 and Excel 2003

• Form library: Specialized library for storing XML-based forms like those created by the
new Office 2003 product InfoPath

• Picture library: Contains additional features around the storage and management of
image file types

Document Library
Of the three types of libraries that SharePoint provides, the document library is the general-
purpose library for managing files. You can think of a document library as a SharePoint list,
with columns, views, settings, and permissions, except that each of the list items has a file
associated with it. The document library also includes document management capabilities
like check-in, check-out, versioning, and folder structures not found with lists. Features of a
library that are identical to a list will only be briefly described in this chapter; for more details,
please refer back to Chapter 4.
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Creating Document Libraries
There is more than one way that you can create a custom document library in SharePoint. The
quickest way is to choose the Document Library option on your site’s Create page. To create a
new document library, follow these steps:

1. Navigate to a Windows SharePoint Services site or create a new site as described in
Chapter 3.

2. Click the Create link on the top menu bar.

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

4. On the New Document Library page, enter a name and description for the library.

5. Select Yes under the Navigation section if you want to show a link to this library on the
Quick Launch menu of the site’s home page.

6. In the Document Versions section, select Yes if you want the library to provide version-
control features for the documents. This is discussed in the “Managing Document
Libraries” section later in this chapter.

7. In the Document Template section, select the template file type for the library. Docu-
ment templates are also discussed in the “Managing Document Libraries” section later
in this chapter.

8. Click the Create button.

You have now created a document library that contains a single data column called Title.
Viewing the library provides the file name, type, and modification information of each docu-
ment. Figure 6-1 shows a library like the one you have just created.

Figure 6-1. A new document library
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Working with Document Libraries
As we have said, libraries contain many of the same features found in lists. This is because
SharePoint libraries are built on the same general principles as lists. Although working with
the libraries will seem very similar to working with lists, there are many new ways of adding
and maintaining information in a document library, which we will describe.

Using Views
Views function the same way in a library as they do in lists. They determine what information
is presented to the user and in what format. On the library screen, the view is selected from
the left menu under the Select a View heading.

By default, two views are created for a document library. The first is called All Documents
and displays the file name, type, and modification information for all documents in the
library.

The second view, called the Explorer View, provides an interface similar to the Windows
Explorer that is used to view and manage files on your computer. Documents and folders are
shown as icons in this view. Many of the options for working with documents are exactly like
the options available in Windows Explorer such as presenting the documents in list, detail,
and icon displays. Right-clicking the Explorer View area presents the same functionality as
right-clicking in Windows Explorer. Creating new folders and documents, cut/copy/paste,
renaming, and other file system features are all available through this special document
library view shown in Figure 6-2.

Figure 6-2. The Explorer View
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■Caution The Explorer View requires that a technology called WebDAV is properly configured on your
computer. If the Explorer View does not display properly, your IT administrator will need to ensure that you
have WebDAV properly installed and configured.

Users having permission to manage a library can create new views each with its own way
of presenting the document information. Each of these views will be available in the left menu
after being created. Remember that you can apply filters and sorting after choosing an appro-
priate view as described in Chapter 4.

Filtering and Sorting Documents
Since libraries are built on the same underlying principles as lists, you are able to manipulate
the documents as you would list items. This includes filtering and sorting the documents
being displayed on the library screen.

Filtering is accomplished by clicking the Filter link on the toolbar of the library screen.
Drop-down lists are then presented above each filterable column in the library. Selecting a
value in these drop-down lists will filter the library so that only documents with the selected
values are displayed. A funnel icon next to a column heading indicates that a filter is currently
being applied to documents based on that column. To remove a filter, select the (All) option in
the drop-down list.

Sorting the documents in a library is accomplished by clicking the column heading. Initially
a column will sort in ascending order. Clicking that same column heading again will re-sort the
library based on a descending order for that column, while clicking a different heading will sort
the library based on the newly selected column. A small icon of an arrow next to the column
heading indicates which column the library is sorting on and the direction.

Folders
You have the ability to create folders in document libraries. This lets you structure the way that
documents are stored within a single document library. The structure of folders is a hierarchy
similar to that of other familiar file systems like local and shared network drives.

To create a new folder in a document library:

1. Navigate to the Document Library screen.

2. On the Document Library screen, click the New Folder link on the toolbar.

3. On the New Folder screen, enter a name for the folder.

4. Click the Save and Close link.

The folder will appear in the library just like a document but will have an icon that looks 
like a tabbed manila file folder, similar to the Windows Explorer folder icon. Navigating through
folders in a document library is quite simple. To view the documents in a folder, simply click 
the name of the folder in the library. The currently displayed folder is shown underneath the
document library’s name near the top of the page. When you are viewing the documents inside 
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a folder, there will be an additional link on the toolbar. This link, simply titled Up, will take you
out of the current folder that you are viewing and display the contents of the parent folder in the
hierarchy.

■Tip Instead of using folders to organize a document library, have the manager of the document library
create custom columns you can use to categorize the documents. This is generally seen as the more appro-
priate way to organize documents in SharePoint and supports more robust searching.

Folders have a unique set of options available in their context menus. These options include
editing and deleting the folder. To edit a folder:

1. Click the Edit Properties link in the context menu of the folder.

2. On the Edit Folder page, change the Name. This is the only editable folder information.

3. Click the Save and Close link.

To delete a folder, select Delete from the folder’s context menu and click OK when prompted
for confirmation. The Edit Folder screen also contains a link on the toolbar to delete the folder.

■Caution Once you click OK on the confirmation dialog box for deleting the folder, the folder and all of the
documents within it are physically deleted from SharePoint. It is not possible to recover the documents with-
out assistance from your technical SharePoint administrator. Third-party products are available that can add
recycle bin functionality to SharePoint, allowing easier recovery.

Adding Documents
Once a document library exists, you need to know how to get your documents into the library
before others can work with them. There are two main ways to accomplish this from within
the SharePoint document library. The first is to use the New Document link to create a new file
from the document library’s document template. Setting the library’s document template, the
default being a Microsoft Word document, is discussed in the “Managing Document Libraries”
section later in this chapter. To create a new document in a document library:

1. Click the New Document link on the toolbar of the library page.

2. If a warning message is displayed regarding opening documents, click the OK button.

3. In the application that opens, create your document.

4. Select to save the document. If the application is an Office application, you will be shown
the Save As dialog box, allowing you to save the document directly into the document
library.

5. Close the application.
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■Caution The New Document link requires that you have Microsoft Office 2003 installed.

Using the New Document link is a good way to add new documents to the document
library. For documents that already exist, the document library provides a way to upload the
document from your local computer or network into the document library. This is accom-
plished from the Upload Document link in the library using these steps:

1. Click the Upload Document link on the toolbar of the library page.

2. On the Upload Document screen, shown in Figure 6-3, click the Browse button.

Figure 6-3. Uploading a document

3. On the Choose File dialog box, select the file you want to upload by navigating the
drive and folders on your local computer or network.

4. Click the Open button.

5. On the Upload Document screen, edit any additional property information that is
available for the library.

6. Click the Save and Close link on the toolbar.

■Caution There are restrictions on the file types that can be uploaded into a SharePoint document library.
For example, EXE files are not permitted by default. Uploading one of these files will result in an error being
displayed. The list of disallowed types is managed by your technical SharePoint administrator.

If you have Office 2003 installed on your computer, another link will be presented to you
on the Upload Document screen. This link, Upload Multiple Files, allows you to select and
upload more than the single file at a time that you are able to do on the default Upload Docu-
ment screen. A restriction when uploading multiple files is that you are unable to set any
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metadata information on the files as they are uploaded like you can when uploading a single
file. The metadata information can be entered after the documents are uploaded. How to do
this is described in the “Editing Document Properties” section later in this chapter.

Clicking the Upload Multiple Files link displays your file system view as shown in Figure 6-4.
Local drives, network shares, and networked computers and their folders are shown on the left.
The right side of the screen lists the files in the currently selected drive or folder. Each file is dis-
played with a checkbox, thereby allowing you to select multiple files. Check off all of the files you
want to upload and click the Save and Close link from the toolbar to upload all of these files into
your document library.

Figure 6-4. Uploading multiple files

Editing Documents
The context menu displayed for a document, just like context menus for list items, provides
the entry point into working with your documents. This includes editing a document’s con-
tent. If the file type is a recognized type, like from an Office application, the context menu will
include an Edit in <Application> choice. For instance, Word documents will have the option
Edit in Microsoft Office Word in their context menu. Selecting this choice will open the docu-
ment in the native application. After making any changes to the file, saving the file will save
the new document back to the document library.

Check-Out and Check-In

After opening a document for editing from a document library and saving your changes, other
users can immediately view the modifications by opening the document themselves. At times 
you will want to make changes that are not seen by others until you are ready. There are also times
when you want to save some changes to the document but have not completed all of the changes
you need to make before others make further modifications. The way to solve these situations is
through a control mechanism like the check-in and check-out capability of SharePoint.
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To edit a document by checking it out:

1. Activate the document’s context menu by hovering over the file name with your mouse
and clicking the inverted triangle.

2. Click the Check Out link in the context menu. The document is now checked out to
you.

3. Activate the document’s context menu again and click the Edit in <Application> link.

4. Change the content of the file and save the document back into the library.

5. Repeat steps 3 and 4 until you are ready for others to see your changes.

6. Activate the document’s context menu and click the Check In link.

7. On the Check In screen, shown in Figure 6-5, add comments describing the changes
that were made to the document.

Figure 6-5. The Check In screen

8. Click the OK button.

Until you check the document in, other users will not see the latest content while viewing
the document library. If they choose to view the document, they will see it as it looked before
you checked it out, even if you have saved the document back to the document library. This
allows you to make incremental updates, saving the document each time, and then checking
it in when you have completed all of your changes. When the document is checked out to you,
other users are unable to make edits to it until you have checked the document back in.

Users in the administrator site group have the ability to check in documents that other
users have checked out. This is important in the event that urgent modifications must be made
to the document, the user who has the document checked out leaves your company, or another
similar situation occurs. If you are the administrator, you will be able to select Check In from the
context menu of the checked-out document. On the Check In screen, select the appropriate
option to keep or discard changes that were made to the document. After clicking the OK 
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button, a confirmation warning will be displayed stating the user who has the document checked
out along with the date and time they checked it out. Clicking Yes on the warning dialog box
checks in the document, allowing other users to gain access to the most recent version.

Editing Document Properties

In addition to the actual file content, you may also need to edit the document properties in
the library. The document properties include the document file name, title, and any additional
columns that the document library designer has created to help categorize the document in
the library.

The context menu for each document contains two links to allow you to work with the
document properties, also called metadata. Click View Properties in the context menu to dis-
play a screen of document properties including the creator of the document and when it was
created, along with who edited the document last and when it was edited. From this screen,
you can edit the properties by clicking the Edit Item link on the toolbar. Another way to edit
the item properties is the Edit Properties selection in the document’s context menu. Either of
these two options displays a screen that allows you to change the document’s file name, title,
and other custom metadata. To edit a document’s properties from the Document Library screen:

1. Activate the document’s context menu by hovering over the file name with your mouse
and clicking the inverted triangle.

2. Click the Edit Properties link in the context menu.

3. On the Edit Properties page, change the file name, title, or other properties.

4. Click the Save and Close link.

Document Workspaces
Creating and using document workspaces was discussed, along with Windows SharePoint Ser-
vices sites, in Chapter 3. Document libraries provide an additional way to create document
workspaces that integrates them with a document in the library. You can use this approach to
easily create a separate workspace devoted to the collaborative creation of a specific docu-
ment. This can prove useful when many people are collectively contributing to the production
of a complex document such as a contract, a proposal response, or a company policy file.

To create a document workspace for a document:

1. Navigate to the Document Library screen.

2. Activate the document’s context menu by hovering over the file name with your mouse
and clicking the inverted triangle.

3. Click the Create Document Workspace link in the context menu.

4. On the Create Document Workspace page, click the OK button.

Once you have completed the preceding steps, your new document workspace will be
displayed as shown in Figure 6-6. Notice the Shared Documents document library that was
created contains the document from which you created the workspace. You will be automati-
cally added to the site users and displayed in the Members web part. To allow others to work
collaboratively with you, add new users to the site as described in Chapter 3. This allows you
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to set different permissions for the workspace from the permissions that exist for the original
document library. While a large group of users may be able to view the original document
library, you may only want a small subset of those users to have access to the workspace in
order to edit the document. You are able to create lists, add other supporting documents, 
and use other SharePoint features in order to collaborate on the document modifications.

Figure 6-6. A document workspace created from a document library

Once you have made the necessary changes to the document, you can publish it back to
the initial document library from which you created the workspace. To do this, perform the
following steps:

1. In the document workspace, activate the document’s context menu by hovering over
the file name with your mouse and clicking the inverted triangle.

2. Click the Publish to Source Location link in the context menu. This is shown in 
Figure 6-6.

3. On the Publish to Source Location page, click the OK button.

4. On the Confirmation page, click the Home link on the top menu to return to the 
document workspace.
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To return to the workspace from the parent WSS site, click the Document Workspaces link
under the See Also section of the Documents and Lists page of the site. For more information
regarding navigating subsites, refer to the “Navigating Through WSS Sites” section of Chapter 3.

Versions
Like many other document management platforms, SharePoint document libraries have the
ability to store each instance of a saved document as a separate version. Enabling document
versioning is done through the management features of the document library. This setting is
available on the General Settings screen of the library as explained in the “Managing Docu-
ment Libraries” section later in this chapter.

A document library that has document versioning enabled allows you to view previous
versions of a document from the Versions Saved screen. To view a previous version of a docu-
ment in a library with versioning enabled:

1. Activate the document’s context menu by hovering over the file name with your mouse
and clicking the inverted triangle.

2. Click the Version History link in the context menu.

3. On the Versions Saved page, shown in Figure 6-7, click the Modified link that repre-
sents the version you wish to view.

Figure 6-7. Document version history

There are some peculiarities to note when viewing versions of a document. The docu-
ment version may open inside of the browser window rather than in the native application.
If this happens, make sure to click the back button on the browser in order to return to the
document library. Closing the window will close not only the document, but also the browser
window you were using to view the library. Another potential, and sometimes confusing,
browser behavior is caching the versions while you view them. While viewing older versions 
of a document, if another user edits the document, the links on the Version History screen
may not display the appropriate versions. Using a new browser window to display older 
document versions will solve this issue.
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The Versions Saved screen provides the ability to restore an older version of the docu-
ment, thereby making it the current version. You may need to do this if you discover that
newer versions had incorrect information added to them and you wish to revert to a version
with accurate information. To restore a version:

1. Navigate to the Versions Saved screen for the document.

2. Activate the context menu for the version you wish to restore and click the Restore link.

3. When prompted for confirmation, click the OK button.

4. A new version of the document will be created from the selected version and set as the
current version.

Deleting versions can be done in two ways. If you want to delete all historical versions of
the document, without deleting the document itself, click the Delete Previous Versions link on
the toolbar of the Versions Saved screen. If you want to delete a single version, use the Delete
link in the context menu of the version you wish to remove.

■Tip If a document is checked out, a new version is not created every time you save the document. A new
version will only be created once the document is checked in. Conversely, if you do not check out the docu-
ment, each time the document is saved a new version is created.

Faster Data Manipulation Using the Datasheet
The Datasheet capabilities found in a list are also provided for document libraries. This integra-
tion with Office 2003 allows an easy way for you to edit the metadata of multiple documents in
a list without having to go to each document’s Edit Item page separately. This can be especially
useful for updating metadata after performing a multiple file upload.

■Note In order for Datasheet mode to work, you need Office 2003 installed on the computer you are using
when accessing the library. Your browser security settings must also allow ActiveX components to run in
order for the Datasheet view to operate properly.

To edit document information in Datasheet mode, click the Edit in Datasheet link on the
toolbar of the library. The library changes to a spreadsheet display, allowing you to quickly
change multiple data values. Spreadsheet abilities such as creating summations are available
via the toolbar. A context menu via a right-click of the Datasheet view provides you with the
ability to add and delete rows or columns. The context menu also provides the ability to auto-
fill cells or for you to pick cell values from a list of previously entered values in the column.
When you need to modify the metadata of multiple documents in the same library, the
Datasheet view is more efficient than navigating to each individual Edit Item page.
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Managing Document Libraries
Just like lists, the power of a document library resides in your ability to customize the way it
stores and presents information to the user. Many of the management features of a library are
identical to those found in custom lists.

■Note Creating and managing a library requires that you have the proper permissions. By default, you must
be in the Administrator or Web Designer site groups in order to have access to creating and customizing libraries.

All management of a library begins by selecting the Modify Settings and Columns link from
the Actions list on the library screen. Clicking this link takes you to the Customize Library screen
where the options are categorized into General Settings; Columns, where you determine how
the document metadata is stored; and Views, where you customize the ways in which other
users can see the documents.

General Settings
The General Settings screen allows you to determine the functionality available to users of the
library and allows you to alter the general characteristics of the library.

To edit the general settings of a library, follow these steps:

1. Navigate to the Document Library screen.

2. On the Document Library screen, click the Modify Settings and Columns link in the
Actions list on the left menu.

3. On the Customize Library screen, click the Change General Settings link under the
General Settings category.

Table 6-1 describes the library settings you can edit in order to customize the behavior of
a document library.

Table 6-1. General Settings for SharePoint Document Libraries

Setting Description

Name Specifies the name used to identify the library through your SharePoint site.

Description Gives a more elaborate explanation of the library’s purpose. This is 
displayed on the Documents and Lists screen and the library screen.

Navigation Determines whether a link for the library is displayed on the Quick Launch
bar on the left side of the site screen.

Content Approval Allows you to enable the Content Approval feature so that users do not see 
newly added items until a user with Manage List permission (members of 
the Administrator or Web Designer groups normally) approves the item.

Document Versions Enables versioning that causes the library to maintain separate copies of a 
document each time it is saved to the library.

Document Template Allows you to enter the URL of a document in the site that should be used 
as the template for all new documents created in the library through the 
New Document option.
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Document Template
Every document library uses a template in order to determine what type of file is created when
the user clicks the New Document link on the toolbar of the library screen. Initially, the docu-
ment template is selected when the document library is created as shown in Figure 6-8.

Figure 6-8. Document template

Available document template options are as follows:

• None: No template is used; however, a Word document is created when the user clicks
the New Document link in the library.

• Word document

• FrontPage web page

• Excel spreadsheet

• PowerPoint presentation

• Basic Page: A SharePoint Basic Page (see Chapter 7) is created in the library when the
user clicks the New Document link.

• Web Part Page: A SharePoint Web Part Page (see Chapter 7) is created in the library
when the user clicks the New Document link.

Once the document library has been created, you can customize the document template
it is using. Since the document template initially is just a blank new document of the type
specified as the document library template option, you may want to add content to standard-
ize how the documents in the library look. For instance, you may want to add headers and
footers with the company logo to a Word document template in a document library for con-
tracts, or a corporate About Us slide to a PowerPoint document template in a library for
corporate presentations. To edit the document template:

1. On the Document Library screen, click the Modify Settings and Columns link in the
Actions list on the left menu.

2. On the Customize Library screen, click the Edit Template link next to the Document
Template heading under the General Settings section.

3. If a warning message is displayed regarding opening documents, click the OK button.
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4. When the document template opens in its native application, make the changes you
desire.

5. Save the document template from the application menu or toolbar, and then close the
application.

A document library also allows you to use an existing document as the document tem-
plate. The document must be placed in the same document library where it will be used as a
template. You cannot use a document in another document library on the current or any other
site. To set the document template for a library to a specific document in the library:

1. On the Document Library screen, click the Modify Settings and Columns link in the
Actions list on the left menu.

2. On the Customize Library screen, click the Change General Settings link under the
General Settings category.

3. On the Change General Settings screen, enter the URL to the document under 
the Document Template section. This should be in the following format: <Document
Library>/Forms/<File Name>. An example would be Policies/Forms/VacationTime.doc,
where Policies is the name of the document library and VacationTime.doc is the file
name. Documents must exist in the Forms directory of the document library in order
to be used as templates. Adding a document into the Forms directory of the document
library is discussed in the “Advanced Office 2003 Integration” section later in this 
chapter.

4. Click the OK button.

■Note Changing the document template will not affect existing documents in a document library, only new
documents created using the New Document option after the template has changed.

Content Approval
When content approval is enabled for a document library, a newly added document is not 
displayed to all users, even in the All Documents view, until someone with the Manage List
permission has approved the document. The process, which begins on the library screen, is
identical to the content approval process in lists.

Libraries with content approval enabled will contain two new views intended to help
content approvers work with the documents. The first is called Approve/Reject Items and is
intended for users with the Manage List permission to display the documents categorized by
status. In this manner, approvers can easily see pending documents and take the appropriate
approval action. Users without this permission will receive a login dialog box when trying to
access the Approve/Reject Items view.

Users who have added documents to the library can use the My Submissions view to see
the current state of their documents. This view displays all documents the user has created,
categorized by their approval status. When approving or rejecting a submission, the content
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approver can enter comments explaining their action. These comments can be seen in the My
Submissions view so that the submitter can make corrections or take other appropriate steps.

■Note Documents added by a user who has the Manage List permission are automatically approved and
will immediately appear to all users who can normally view documents in the library.

Security
Managing the security of a document library is performed identically to managing the security
of lists. By default the library inherits the security of the site or area that it is on. If you are in
the administrator site group, you have the ability to modify the security using the same users,
site groups, and site group permissions that we described in detail in Chapter 4.

To modify library permissions security in a WSS site:

1. On the Library screen, click the Modify Settings and Columns link in the Actions list on
the left menu.

2. On the Customize Library screen, click the Change Permissions for this Document
Library link under the General Settings section.

3. Proceed by adding, modifying, and deleting users and site groups based on the “Secu-
rity” section in Chapter 4.

The advanced permissions available in a library are identical to those found in a Share-
Point list with one notable addition. A Cancel Check-Out permission can be given to a site
group or user to allow them to undo check-out actions by other users.

Managing Columns
The ability to design your own structure to provide users with information about your docu-
ments is often a key to the efficient use of your document library. SharePoint provides you
with the ability to add library metadata, called columns, of various data types including for-
matting rules about the information that can be stored in these columns.

Adding and managing columns in a library is done exactly like it is for lists. The data
types, optional settings, and management process are identical. Refer to “Managing Columns”
in Chapter 4 for more details on the available column types and how to add or edit columns.
Adding columns to document libraries and maintaining the information makes it easier for
users to locate documents relevant to their needs.

Managing Views
We have already discussed several document library views earlier in this chapter. One such
view is the All Documents view, which is available by default when a document library is cre-
ated. Once the library is created, you are able to create your own custom views to customize
the way in which the documents are displayed to users. The same types of views available for
lists are also available in libraries: standard, datasheet, and calendar.
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The sorting, filtering, grouping, styles, and totals that are settings for list views apply to
libraries as well. These options and how to add, edit, and configure views is described in detail
in the “Managing Views” section of Chapter 4. Library views have an additional setting avail-
able under the Folders section that allows you to determine whether the view displays the
folder structure or instead shows all files regardless of which folder they are contained in. 
The Styles section has an additional style available called Document Details, which displays
each document in a separate box with its modification and size information shown.

Libraries also have a different set of special columns that are available for use in views.
These columns are shown in Table 6-2 and can provide value when displaying them in your
custom views.

Table 6-2. Special Document Library Columns for Use in Views

Column Description

Type Determines the file type of the document. When used in views, the type is 
displayed as a familiar icon representing the file type.

Name Displays the file name as a link that opens the document. Also provides
(linked to document the context menu for editing and managing a document.
with edit menu)

Name Displays the file name as a link that opens the document.
(linked to document)

Modified Indicates the date and time that the document or its metadata was last 
edited. If the document was never edited, it contains the date and time the
document was created.

Modified By Indicates the last user to modify the document.

File Size Specifies the size of the document (in kilobytes).

ID Contains a number that uniquely identities a document within a library.

Created By Indicates the user who added the document to the library.

Created Specifies the date and time that the document was added to the library.

Checked Out To Indicates the user who currently has the document checked out.
(link to username 
to user details page)

Approval Status Specifies the status of the document in the approval process. Possible 
values are Pending, Rejected, and Approved. This column is only available 
in libraries that require approval.

Approver Comments Displays the comments entered by the approver during the approval 
process. This column is only available in libraries that require approval.

Edit (link to Edit) Displays a column containing an icon as a link that takes the user to the 
Edit Item screen.

Creating a Library Template
As was described in the “Creating a List Template” section of Chapter 4, you often find yourself
needing to use the same library structure for multiple libraries. Also, you may want to use the
same library structure in multiple sites. It would be an inefficient use of time for you to manu-
ally create the columns and views for multiple instances of similar libraries.
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Imagine having separate sites for each department in your company. Each department
has policy and procedure documents they want stored in document libraries within their
sites. The columns and views for each document library are similar, so it is a good practice 
to create a single document library and save this library as a template.

To create a library template:

1. As a member of the site Administrator or Web Designer site groups, navigate to a
library screen.

2. Click the Modify Settings and Columns link in the Actions menu on the left.

3. Under General Settings, click the Save Document Library as Template link.

4. Specify a file name, a simple title, and more elaborate description for the template.

5. If you want the template to contain the documents currently in the library, check the
Include content checkbox.

6. Click the OK button.

A template for this site collection is now created based on the document library. This tem-
plate will be available in the Document Libraries section of the Create page. When you want to
create a document library that is based on the template, choose the template on the Create
page rather than choosing the Document Library link.

Deleting the Library
There may be times when deleting a library is necessary. This is accomplished on the Customize
Library screen.

To delete a library, follow these steps:

1. On the library screen, click the Modify Settings and Columns link in the Actions list on
the left menu.

2. On the Customize Library screen, click the Delete this Document Library link under
the General Settings category.

3. Click OK when prompted for confirmation that you wish to delete the library.

■Caution Once you click OK on the confirmation dialog box for deleting the library, the library and all of
the documents it contains are physically deleted from SharePoint. It is not possible to recover the documents
without assistance from your IT staff.

Adding a Listing to the Portal
Portal listings can be created that link to a document library, allowing users to quickly find the
documents important to them. These listings are created from the document library itself in a
manner very similar to creating listings for lists. It provides the ability to create multiple list-
ings on various portal areas simultaneously.
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Adding a listing to the portal can be done via the Select a Portal Area for this Document
Library link on the Customize Library screen. See the “Adding a Listing to the Portal” section of
Chapter 4 for more details on adding a listing.

You can also add a listing to the portal that links to a specific document. To do this, select
the Submit to Portal Area from the document’s context menu while viewing the library. The
Add a Listing screen will be displayed and behave as described in Chapter 4. This feature is
also available when uploading a document by selecting the Add a Listing for this Document
checkbox on the Upload screen.

Differences Between Portal Document Libraries and Site Document Libraries
Libraries in the portal and libraries in a WSS site have a few differences. Portal areas do not
contain the Quick Launch menu or Documents and Lists link found in a WSS site. Instead, a
Manage Content link is available in areas in the Actions list on the left side of the screen for
users in at least the Contributor site group. This link takes you to a screen with links to all of
the existing lists and libraries and the ability to create new ones.

Document libraries created in a portal area contain different default columns from those
created in WSS sites. While document libraries created in sites initially only contain a Title col-
umn, document libraries created in SPS areas contain the columns shown in Table 6-3.

Table 6-3. Default Area Document Library Columns

Column Type Notes

Title Single line of text

Owner Single line of text Text column type allows any text entry rather than 
selection of portal users.

Description Multiple lines of text

Status Choice Default options include Rough, Draft, In Review, and Final.

The other major difference between SPS libraries and WSS libraries is that the link on 
the Library screen called Change Permissions does not appear for a library that is housed in 
a SharePoint Portal Server 2003 area. The following tip shows you how you can still modify
security at the library level in a portal area.

■Tip Even though you are not given a link to modify security at the library level in a portal area, you can
still accomplish this by typing the following URL in your browser:

http://<Portal Name>/<Area Name>/_layouts/1033/shropt.aspx?obj{<Library Identifier>},list

Be sure to replace <Portal Name> with the name of your portal server, <Area Name> with the name of the
area containing the list (if the list is on the Home area of the portal, do not specify an area name in this URL),
and <Library Identifier> with the unique ID associated with the library. An easy way to find the unique ID 
for the library is to copy it from the URL of the Customize Library screen. After navigating to the Customize
Library screen, everything directly after “List=” in the URL and between the braces is the unique ID.

CHAPTER 6 ■ LIBRARIES 181



Form Library
A new application in the Office 2003 suite is InfoPath 2003. InfoPath is a form creation and
submission tool that lets a designer create a form for data entry, and users can then fill out this
form. After a user fills out the form, the data can be saved to XML files, databases, or other
data management tools where it can then be analyzed and incorporated into related business
processes. An example is a purchase order in which employees enter information regarding
items they wish to buy like quantity, cost, and reason for purchase, and after being submitted,
the information is reviewed by their manager or purchasing coordinator.

SharePoint includes integration for InfoPath forms through the use of form libraries. A
form library is very similar to a document library except that the template used in the library is
an InfoPath form. Instead of uploading documents, the library’s responsibility is to provide a
repository for completed forms and give users the ability to review the responses.

■Note For additional information on how to use Microsoft Office InfoPath 2003, please see the help files
that come with the product or visit http://office.microsoft.com.

Creating Form Libraries
Creating form libraries can be accomplished by publishing an InfoPath form using InfoPath or
through the library creation process within a Windows SharePoint Services site or portal server
area.

To create a new form library from within a WSS site, follow these steps:

1. Navigate to a Windows SharePoint Services site or create a new site as described in
Chapter 3.

2. Click the Create link on the top menu bar.

3. On the Create page, click the Form Library link in the Document Libraries section.

4. On the New Form Library page, enter a name and description for the library.

5. Select Yes under the Navigation section if you want to show a link to this library on the
Quick Launch menu of the site’s home page.

6. In the Form Versions section, select Yes if you want the library to provide version-
control features for the form files. This is discussed in detail in the “Managing Form
Libraries” section later in this chapter.

7. In the Form Template section, select a template form from the available templates.
WSS only comes with the Blank Form template, but we will discuss how to obtain other
templates in the “Managing Form Libraries” section later in this chapter.

8. Click the Create button.

You have now created a form library based on the form template you selected. Viewing
the library provides the file name, type, modification information, and custom form fields of
each submitted form. Figure 6-9 shows a library like the one you have just created.
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Figure 6-9. A new form library using the Sales Report form template available from the 
Microsoft Office 2003 Web Parts and Components package

Working with Form Libraries
In order to work with form libraries, you need to have a working knowledge of using Microsoft
Office InfoPath. From a user’s perspective, opening an InfoPath form, entering appropriate
information in the fields presented, and then saving the form is all that is necessary. Form
libraries allow you to save and organize related forms in one place while being able to view
data from the forms without opening each individual form.

Using Views
By now you are familiar with the concept of views and their use in determining the way in
which the items are displayed to the users of the list or library. When a form library is created,
it comes with default views as shown in Table 6-4.

Table 6-4. Form Library Views

View Description

All Forms The default view displays the file name, modification information, and form data 
for all items in the library.

Explorer View Displays an interface that allows you to view and manage forms similar to how 
files are managed with Windows Explorer. This view is also used in document 
libraries.

Merge Forms Allows you to combine the data from multiple forms into a single form. This view 
is only available with certain form templates that allow data merging like the 
Sales Report template.

My Forms Displays the type, file name, and modification information for all of the current 
user’s forms. This is accomplished by using a filter of Created By is equal to [Me].
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As is the case with other views in lists and libraries, the view contains filtering and sorting
information. In addition to the view’s filtering and sorting, you are able to apply additional filter-
ing and sorting on the library screen as described in the “Using Views” section for document
libraries earlier in this chapter.

Adding Forms
Adding forms to a forms library can be accomplished in two ways. The first, and most com-
mon, is to create a new form by using the form library’s template. This provides a quick way to
fill out form information and lets you make the most out of the form library’s integration with
InfoPath. To create a new form:

1. Click the Fill Out This Form link on the toolbar of the form library screen.

2. When InfoPath opens, as shown in Figure 6-10, enter the appropriate data in the fields
on the InfoPath form.

Figure 6-10. Filling out a form with InfoPath

3. Select to save the document from the menu or toolbar of InfoPath.

4. On the Save As dialog box, which will display the form library as the destination,
change the name of the file.

5. Click the Save button.

6. Close InfoPath.
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You are also able to upload a form into the form library. Uploading a form that was not
created based on the library’s template is allowed, but you will not receive the complete inte-
gration with the library that is provided. To upload forms, simply click the Upload Form link
on the toolbar of the library screen. The Upload Form screen will appear and function identi-
cally to the Upload Document screen in document libraries. Follow the same process used
there by clicking the Browse button, selecting a file, and then clicking the Save and Close link
to upload the form.

Editing Forms
After you either create a new form or upload an existing form to the library, you are able to edit
the form’s data. To edit the information in the form, the context menu available in the library
includes an Edit in Microsoft Office InfoPath option. Selecting this option will open the form
in InfoPath, allowing you to make modifications and save it back to the library.

The check-out and check-in features of document libraries also apply to form libraries. To
prevent others from working on the same form that you are editing, it is best to check out the
form first. After making all of your changes using InfoPath, save the form back to the library
and check it in so that other users see that changes have taken place. Until you check the form
in, other users of the library will not see the updates you made even if you have saved the form
back to the library. This allows you to keep the form checked out until you are ready for others
to see your modifications.

Edit Form Properties

In addition to editing the InfoPath forms themselves, you can edit the custom properties cre-
ated for the form library to further describe each form. This is accomplished from the Edit
Properties link in the context menu of each form in the library. Changing the title and file
name of the form is accomplished on the Edit Properties screen.

■Note You can only edit custom form properties from the Edit Properties screen, not the data in the 
form itself.

Merge Forms

Libraries created from InfoPath form templates that allow form merging provide an additional
view called Merge Form. This Merge Form view allows you to combine the data from separate
forms into a single form. Many of the form templates discussed in the “Form Templates” section
later in this chapter contain the form merging capabilities. This could be useful to consolidate
such things as purchase orders, timesheets, and sales reports. To merge forms in a form library:

1. On the Library screen, click the Merge Forms view in the Select a View list on the left.

2. On the Merge Forms view, check the checkbox in the Merge column for each form you
want to combine.

3. Click the Merge Forms link on the toolbar.
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4. InfoPath will open and combine the data from the forms selected. Make any additional
updates to the information.

5. Select to save the document from the menu or toolbar of InfoPath.

6. On the Save As dialog box, which will display the form library as the destination,
change the name of the file.

7. Click the Save button and then close InfoPath.

■Note Merging forms does not delete the original forms; it creates a new form with the combined data
from the multiple source forms.

Folders and Versions
Just as we discussed earlier in this chapter with regard to document libraries, you can create
folders in form libraries to help you organize your forms. The adding, editing, and deleting of
folders is performed using the same steps as with a document library, so refer to the “Folders”
section of “Working with Document Libraries” earlier for further instructions.

Version history features are also available when versioning is enabled for the form library.
Viewing the Version History screen via the form’s context menu along with restoring, deleting,
and viewing versions is accomplished using the same steps written in the “Versions” section of
“Working with Document Libraries.”

Managing Form Libraries
Many settings and options used when managing form libraries are identical to those of lists
and document libraries. Please refer back to the “Managing Document Libraries” section in
this chapter or the “Managing Custom Lists” section in Chapter 4 for detailed instructions for
managing library metadata, views, settings, and templates.

General Settings
The Change General Settings screen available from the Customize Library page allows you to
specify general settings of the library. The settings available for the form library are similar to
the document library settings. Table 6-5 describes these form library settings.

Table 6-5. General Settings for SharePoint Form Libraries

Setting Description

Name Indicates the name used to identify the library through your SharePoint site.

Description Provides a more elaborate explanation of the library’s purpose. This is 
displayed on the Documents and Lists screen and the library screen.

Navigation Determines whether a link for the library is displayed on the Quick Launch 
bar on the left side of the site screen.
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Setting Description

Content Approval Allows you to enable the Content Approval feature so that users do not see 
newly added forms until a user with Manage List permission (members of 
the Administrator or Web Designer groups normally) approves the item.

Form Versions Enables versioning, which causes the library to maintain separate copies of 
a form each time it is saved to the library.

Form Template Allows you to enter the URL of an InfoPath form in the site that should be 
used as the template for all new forms in the library.

Form Templates
In the same manner that a document library contains a template file used when creating new
documents, form libraries have an InfoPath file used as a template when users click the Fill Out
this Form link on the toolbar of the form library screen. You specify which form template is
used by the library during its creation. SharePoint comes with only a blank form as a template.
The blank form requires you to use InfoPath to create the fields and layout that the 
form will use.

Microsoft has made available an addition to Windows SharePoint Services called the
Microsoft Office 2003 Web Parts and Components. When this is installed on the SharePoint
server, a large number of prebuilt form templates become available in form libraries. These
templates include the following:

• Absence Request

• Expense Report

• Invoice

• Purchase Order

• Status Report

• Travel Request

■Tip The Microsoft Office 2003 Web Part and Components provides added functionality and Office integra-
tion for users, including numerous form library templates. Your technical SharePoint administrator can obtain
this add-in from the Microsoft web site or from http://www.sharepointextras.com.

After a form library has been created, you can customize the template from the Cus-
tomize Library screen. This is especially useful if you chose the Blank Form template when
creating the library with the intention of designing it from scratch. To edit the form template
using InfoPath 2003:

1. On the Library screen, click the Modify Settings and Columns link in the Actions list on
the left menu.

2. On the Customize Library screen, click the Edit Template link next to the Template
heading under the General Settings section.
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3. When the document template opens in InfoPath, make the changes you desire in
Design Mode. Refer to InfoPath documentation for instructions on using the InfoPath
product.

4. Save the document template from the application menu or toolbar, and then close
InfoPath.

Managing Columns and Views
At first glance it seems that only a Title column is available when a form library is created. This
is true in a sense, but the form library is tightly integrated with the form template you chose
when creating the form library. This allows the library to display the data fields from the form
as columns in the library’s views.

For example, creating a form library using the Absence Request form displays employee
name, department manager, time requested, and other data from the form. As users fill out
these forms and save them to the library, the data they entered into the forms can be dis-
played in the library screen. This allows you to see their responses without opening each
individual form.

When creating custom views, the form library contains the same special columns available
in document libraries. The creation information, modification information, and file size of the
form are present. As a result of the integration between the form library and the InfoPath forms,
views can also use the form’s data fields to perform sort, filter, group, and totaling functionality.

■Tip Displaying, filtering, grouping, and totaling InfoPath form fields in form library views is a simple yet
extremely effective way for users to arrange and display the completed InfoPath forms.

Relink Forms
When InfoPath forms are filled out, they contain a link to the template that was used to create
them. If there are forms in a form library that are not linked to the form library’s template, the
library allows you to relink these forms with the template. The form will not be linked to the
template if it is uploaded rather than created by using the Fill Out this Form toolbar link, or if
the form or its library has been moved from a different site in SharePoint. To relink forms in a
form library:

1. On the Library screen, click the Modify Settings and Columns link in the Actions list on
the left menu.

2. On the Customize Library screen, click the Relink Forms to this Form Library link
under the General Settings section.

3. On the Relink Forms screen, check the checkbox in the Relink column next to each
form that you wish to relink to the form template.

4. Click the Relink Forms link on the toolbar.
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■Caution Ensure that your technical SharePoint administrator has installed Service Pack 1 for Windows
SharePoint Services and you have the latest service pack for InfoPath 2003 before attempting to relink
forms. An issue with the original version of SharePoint 2003 has the potential to cause data corruption in
your forms when performing a relink operation.

Other Library Management
Remaining management features of SharePoint form libraries are performed exactly like 
their counterparts in document libraries and lists. The following management tasks can all 
be accomplished using the descriptions and steps found earlier in this chapter or in the 
“Managing Lists” section of Chapter 4:

• Content approval

• Library security

• Library template management

• Deletion of libraries

• Addition of library listings to the portal

Picture Library
Picture libraries build upon the file management features introduced earlier by the document
library. They have the same mechanisms for displaying the file information including views, 
folders, filtering, and sorting. Picture libraries then add many image-specific features and integra-
tion into other applications not available with a document library. These added features make
pictures libraries the ideal place to store your image files in SharePoint. 

Appropriate uses of picture libraries include storage of corporate marketing graphics, pres-
entation diagrams, product photographs, and company event slideshows. Features of a picture
library that are identical to a list or document library will be briefly mentioned here and then ref-
erenced to the appropriate chapter for more details.

Creating Picture Libraries
There are multiple links from which you can create a picture library in SharePoint. The quick-
est way is to choose the Picture Library option on your site’s Create page.

To create a new picture library, follow these steps:

1. Navigate to a Windows SharePoint Services site or create a new site as described in
Chapter 3.

2. Click the Create link on the top menu bar.

3. On the Create page, click the Picture Library link in the Picture Libraries section.
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4. On the New Picture Library page, enter a name and description for the library.

5. Select Yes under the Navigation section if you want to show a link to this library on the
Quick Launch menu of the site.

6. In the Picture Versions section, select Yes if you want the library to provide version-
control features for the images. This is discussed in the “Managing Picture Libraries”
section later in this chapter.

7. Click the Create button.

You have now created a picture library containing the default set of columns and views
associated with the picture library template. Viewing the library provides the file name, type,
file size, and picture dimensions of each image. Figure 6-11 shows a library like the one you
have just created.

Figure 6-11. A new picture library

Working with Picture Libraries
Now that you are familiar with both lists and document libraries, it should be easy to learn the
basics of using a picture library. There are some unique features that provide added value to
picture libraries that we will discuss.

Using Views
One of the first things you notice about a picture library is the unique ways in which the
library can display the files. Views for picture libraries provide some image-specific function-
ality that makes looking for images easier.

When a picture library is created, it comes with three default views. One of these views 
is the Explorer View, which we discussed with document libraries, and it works the same way
here. The other two default views, All Pictures and Selected Pictures, actually contain three 
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different display styles for showing the image files. You can select the display style in the View
list on the left side of the Picture Library screen. The display styles are described in Table 6-6.

Table 6-6. Display Styles for Picture Library Views

Display Description

Details Displays the images similarly to the standard view type in which each item is 
displayed on a row-by-row basis showing data about the item. Default data 
displayed in this view is type, file name, picture size, and file size. A thumbnail 
version of the selected image is displayed on the left side of the page.

Thumbnails Displays small versions of all images in the view with the file name below the 
picture as shown in Figure 6-12. Clicking the image takes you to the View 
Properties screen for the picture.

Filmstrip Displays tiny versions of all images in the view horizontally along the top and a 
larger version of the selected image below. The file name and description of the 
selected image is also shown. Changing which image is selected displays the 
newly selected image in the larger display. Clicking the large image takes you to 
the View Properties screen for the picture.

Figure 6-12. The thumbnails display in a picture library

The All Pictures view uses the preceding display styles and shows all pictures in the library.
The Selected Pictures view displays a subset of the pictures in All Pictures. Each file in All Pic-
tures has a corresponding checkbox next to it. Checking the checkbox for one or more of the
images and then switching to the Selected Pictures view shows only those pictures you had
selected in the All Pictures view. These selections are remembered when you leave the library 
or site and return. The selecting pictures functionality is needed for downloading or editing 
pictures, as discussed later in this chapter. If you have no pictures selected before choosing the
Selected Pictures view, a message will be displayed stating that there is nothing for it to display.
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Filtering and Sorting Pictures
Using the filtering and sorting features of a picture library is performed almost identically to
the same features in other lists and libraries. The only difference is that column headings used
for sorting and displaying filters are not shown on all of the different display styles for the
views. The only display style that contains these headings is the Details type. In order to sort
the pictures being displayed, you must first change to the Details type. Once on the Details
type, use the column headings to sort the list of pictures as you would any other library or list.
Now you can switch to the Thumbnails or Filmstrip display style, and they will use the sorting
you specified earlier.

The Filter button is displayed on the toolbar of all three display styles. It also uses column
headings to allow you to determine which columns are being filtered, so clicking the button
will take you to the Details display style. Once on this display style you can set filtering the
same way we have discussed in the “Filtering and Sorting the List” section of Chapter 4. After
setting your filters, changing to the Thumbnails or Filmstrip display style will show those types
using the filters you selected on the Details type.

Folders
Just as we discussed earlier in this chapter with regard to document and form libraries, you
can create folders in picture libraries to help you organize your images. The adding, editing,
and deleting of folders is performed using the same steps as you would in these other libraries.

The Picture Library does have an additional folder feature not found in the other two
library types. A link is provided in the Actions list that allows you to display a hierarchical view
of all folders in the library and quickly navigate to any of them. To do this, perform these steps:

1. Navigate to the Picture Library screen.

2. On the Picture Library screen, click the View All Folders link in the Actions list on the left.

3. On the View Folders screen, shown in Figure 6-13, the hierarchy of folders in the 
picture library will be displayed in the Folders section.

Figure 6-13. The All Folders screen for a picture library

4. Click the name or icon of a folder to quickly navigate to that folder’s contents.
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■Tip Although the link does not exist in the Actions list of a document or form library, you can still get to
the View Folders screen by entering the URL yourself or creating your own link to the following page:

http://<Site URL>/_layouts/1033/folders.aspx?List={<List Identifier>}

Replace <Site URL> with the URL to the site or area containing your library and <List Identifier> with the
unique ID associated with the library. An easy way to find the unique ID for the list is to copy it from the URL
of the Customize List screen if you have the proper permissions. After navigating to the Customize Library
screen, everything directly after “List=” in the URL and between the braces is the unique ID.

Adding Pictures
Adding pictures to the library is similar to uploading documents in a document library. Unlike
a document library, there is no link allowing you to create new pictures; you are only able to
upload previously existing picture files. Rather than being performed from an Upload link, 
this is accomplished from the Add Picture link in the library using these steps:

1. Click the Add Picture link on the toolbar of the library page.

2. On the Add Picture screen, click the Browse button.

3. On the Choose File dialog box, select the image file you want to upload by navigating
the drive and folders on your local computer or network.

4. Click the Open button.

5. Back on the Add Picture screen, click the Save and Close link on the toolbar.

If you have Office 2003 installed on your computer, another link will be presented to you
on the Add Picture screen. This link, Upload Multiple Files, starts the Microsoft Office Picture
Manager application, which comes with Office 2003. The Picture Manager provides you with
the ability to organize and edit image files. To upload using the Picture Manager:

1. Click the Add Picture link on the toolbar of the library page.

2. On the Add Picture screen, click the Upload Multiple Files link.

3. When Microsoft Office Picture Manager opens, use the Picture Shortcuts area on the
left to locate and select the folder containing the image files you want to upload.

4. In the Thumbnail area in the middle of the application, select the images you want to
upload. Select multiple images by pressing and holding the Ctrl key while selecting 
the files.

5. In the Upload Settings area, select to send either the original pictures or to optimize
the images for viewing on the web. Optimizing the images reduces the size of the file
but also decreases the quality of the image.

6. Click the Upload and Close button.

7. On the Uploading Pictures screen, click the Go Back To link to return to the picture
library.
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Editing Pictures
Editing pictures in a picture library is another feature that utilizes the integration with Microsoft
Office Picture Manager. If you do not have Office 2003, specifically Picture Manager, installed, you
will not be able to edit the files in a picture library without using another application outside of
SharePoint and uploading them again.

There are many ways to begin the process of editing pictures. The context menu on the
Details display contains an Edit Picture option that allows you to edit that specific picture. 
The toolbar displayed on a picture library view contains an Edit Pictures link that allows you
to edit all of the selected pictures at once. The View Properties and Edit Properties screens 
discussed later include an Edit Picture link on the toolbar. To edit multiple pictures, follow
these steps:

1. Navigate to the Picture Library screen.

2. On the Picture Library screen, select at least one picture by checking the correspon-
ding checkbox.

3. Click the Edit Pictures link on the toolbar.

4. When Microsoft Office Picture Manager opens, as shown in Figure 6-14, use the fea-
tures it provides to modify your images. These features are mostly found under the
Picture menu.

Figure 6-14. Microsoft Office Picture Manager

5. Click the Save and Close button.

6. On the Editing Pictures screen, click the Go Back To link to return to the picture library.
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■Note For further information on how to use Microsoft Office Picture Manager, please see the help files
that come with the product or visit http://office.microsoft.com.

Check-Out and Check-In

Picture libraries allow you to check out and check in the files in order to determine when other
users of the library are able to view updated files. This feature is identical to the check-out
process used in document and form libraries; however, the only display style that contains a
context menu for each library item is the Details display of a standard view like All Pictures.
You can also use the check-out and check-in links on the toolbar of the View Properties
screen.

Edit Picture Properties

Picture properties allow users to more easily find and maintain relevant images. Therefore, it
is important to make sure these properties accurately describe the associated picture. These
properties are displayed in the library views to describe the pictures.

The Edit Properties screen contains the ability to change this information. There are 
several ways to access the Edit Properties screen. The Details display style of library views 
provides a context menu for each picture, and this context menu presents links to both the
View Properties screen and the Edit Properties screen. The View Properties screen, shown in
Figure 6-15, contains a link to the Edit Properties screen on the toolbar.

Figure 6-15. The View Properties screen

The Edit Properties screen for a picture library displays a large image of the picture along
with editable data for the default and custom properties that are maintained for each picture
in the picture library. After editing any of this information, click the Save and Close link to
commit your changes back to the library.
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Versions
Pictures libraries allow versioning and provide the same interface into versions as do docu-
ment and form libraries. The Version History screen allowing you to view, restore, and delete
previous versions is available. For details on using versioning, see the “Versions” section under
“Document Libraries” earlier in this chapter. The one versioning difference with picture
libraries is the location where you can gain access to the Version History screen. Only the
Details display style gives you the context menu for each picture that contains the Version 
History link.

Download
A missing feature from document libraries is the ability to easily download one or more docu-
ments to your local file system or network drives. Not only does the picture library come with
this functionality, but it does so using two different methods.

The simpler method of the download feature lets you download a single picture at a time.
No integration with Office 2003 is necessary for this feature to work. You will find the down-
load feature available in the context menus displayed in the Details display style. To download
a single picture file, perform the following steps:

1. Navigate to a Details display of the Picture Library screen.

2. Activate the document’s context menu by hovering over the file name with your mouse
and clicking the inverted triangle.

3. Click the Download Picture link in the context menu.

4. On the File Download dialog box, click the Save button.

5. On the Save As dialog box, navigate to the directory in which to save the file and click
the Save button.

The more advanced approach to downloading the picture files allows you to download
multiple files at the same time. This is accomplished with integration into the Microsoft Office
Picture Manager application installed with Office 2003. While downloading via this method,
you are able to choose from multiple image sizes that the downloaded pictures will be saved
as. This allows you to create thumbnails of the pictures easily. Access to this feature is provided
through the Download link on the toolbar of the picture library. To download multiple pictures
from a picture library:

1. Navigate to the Picture Library screen.

2. On the Picture Library screen, select at least one picture by checking the corresponding
checkbox.

3. Click the Download link on the toolbar.
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4. On the Download Pictures screen, shown in Figure 6-16, select the size that you want
the image files to be saved as.

Figure 6-16. Downloading images from a picture library

5. Click the Download button.

6. On the Download Pictures dialog box, click the Browse button.

7. Navigate to the directory in which to save the file and click the OK button.

8. Back on the Download Pictures dialog box, click the Save button.

Downloading picture files in this manner provides you with many options. You may have
noticed the Set Advanced Options link on the Download Pictures screen. Clicking that link
presents you with the options shown in Table 6-7.
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Table 6-7. Download Advanced Options

Option Notes

File Format Allows you to determine the file format of the image when it is saved. 
Available options are JPG, TIF, BMP, GIF, and PNG formats.

Picture Size Allows you to resize the image that is saved. You are able to choose from a list of 
predefined dimensions, specify custom dimensions, or specify a percentage of 
the original size.

The Download Pictures dialog box contains three options including the directory where
the files will be saved. The second is the ability to rename the files with a standard prefix and
incrementing number like August1, August2, August3, etc. The last option allows you to open
the downloaded pictures into Microsoft Office Picture Manager where you can continue to
work with them.

Send To
Another unique and valuable feature of picture libraries is the option to send selected pictures
to an Office 2003 application. This includes the useful capability to send the image in an e-mail
message via Outlook. In addition to being available as a link on the toolbar of the Picture
Library page, the Send To feature can be accessed through a link on the Download Pictures
screen shown in Figure 6-16. SharePoint once again uses its integration with the Microsoft
Office Picture Manager application to accomplish this. You are able to send the pictures to
either a currently open or a new document for the applications shown in Table 6-8, each 
with its own available options.

Table 6-8. Send To Application Options

Application Options

Outlook Allows you to include the pictures as attachments or inline previews as well as 
specify an image size and layout style

Word Allows you to resize the image before sending it

PowerPoint Allows you to resize the image before sending it

Excel Allows you to resize the image before sending it

To e-mail pictures to another user:

1. Navigate to the Picture Library screen.

2. On the Picture Library screen, select at least one picture by checking the correspon-
ding checkbox.

3. Click the Send To link on the toolbar.
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4. On the Send Pictures dialog box, shown in Figure 6-17, select Microsoft Office Outlook
message.

Figure 6-17. Sending pictures to another application

5. Click the Send button.

After performing the preceding steps, a new Outlook message window will appear that
includes the pictures you selected from the Picture Library. The Send Pictures dialog box also
allows you to insert the picture into an open Office document by presenting you with a list of
the currently open files. This can save you time when adding images to Office documents.

■Caution The Send To, multiple-file Download, and other useful features require you to have Microsoft
Office Picture Manager installed and ActiveX controls supported. This application is part of the Office 2003
installation.

Slide Show
Another unique way to work with picture libraries is to display a slide show, which is useful for
presentations or leisurely browsing of the images in the library. Available in the Actions list of
the Picture Library screen is the View Slide Show link. Clicking this launches a pop-up window
with a large rendition of the first image in the library along with a set of media controls on the
right. These controls let you start, pause, and stop the slide show along with moving to the
previous or next image in the library.
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The slide show is not started until you press the play link, at which time the page will
begin displaying pictures from the library  at five-second intervals. Along with each image, 
the file name, description, and date the picture was taken is also presented.

Managing Picture Libraries
The tasks and options used when managing picture libraries are so similar to those of lists and
document libraries that we will not go into detail about most of them here. Please refer back to
the “Managing Document Libraries” section in this chapter or the “Managing Custom Lists”
section in Chapter 4 for detailed instructions for managing library columns, views, settings,
and templates.

General Settings
As is the case with all other libraries and lists, the General Settings screen allows you to deter-
mine the basic behavior of the picture library. Table 6-9 describes the library settings you can
edit in order to customize the behavior of a picture library.

Table 6-9. General Settings for SharePoint Picture Libraries

Setting Description

Name Indicates the name used to identify the library through your SharePoint site

Description Provides a more elaborate explanation of the library’s purpose displayed on 
the Documents and Lists screen and the library screen

Navigation Determines whether a link for the library is displayed on the site’s Quick 
Launch bar

Content Approval Allows you to enable the Content Approval feature so that users do not see 
newly added items until a user with Manage List permission (members of the 
Administrator or Web Designer groups normally) approves the item

Picture Versions Enables versioning, which causes the library to maintain separate copies of a 
picture each time it is saved to the library

Managing Columns
Adding and managing the columns used to define the library’s information structure is
accomplished the same way in a picture library as in other libraries and lists. The same col-
umn types as in other libraries exist for use when collecting information about each picture 
so you can refer to the detailed description of these in Chapter 4. The default picture library
columns are shown in Table 6-10.

Table 6-10. Default Picture Library columns

Column Type

Title Single line of text

Date Picture Taken Date and Time

Description Multiple lines of text

Keywords Multiple lines of text
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Managing Views
As mentioned earlier, views have additional features in picture libraries. They also are missing
some of the features of other library and list types. Upon creating a view in a picture library,
you will see that the Create View screen does not have an option for creating a Datasheet view,
as the Datasheet view features are not available in picture libraries.

Unique to a picture library is the view style called Picture Library Details. This view style 
is what allows a user to choose from the display styles described earlier. These display styles
provide for viewing thumbnails and previews of selected images while in the picture library.

Picture libraries also have their own set of special columns that are available for display-
ing, filtering, sorting, and grouping in views. These columns are shown in Table 6-11 and
provide additional detail about the images when users are navigating the picture library.

Table 6-11. Special Picture Library Columns for Use in Views

Column Description

Type (icon linked to document) Determines the file type of the picture. When used in views, the 
type is displayed as a familiar icon representing the file type.

Name (linked to document) Displays the file name as a link that opens the picture.

Name (linked to document Displays the file name as a link that opens the picture. Also
with edit menu) provides the context menu for editing and managing a picture.

Name (linked to display items) Displays the file name as a link that displays the picture properties.

Picture Size Indicates dimensions of the image.

File Size Specifies the size of the picture (in kilobytes).

Created By Indicates the user who added the picture to the library.

ID Contains a number that uniquely identifies a picture within a library.

Modified By Indicates the last user to modify the picture.

Modified Specifies the date and time that the picture or its metadata was 
last edited.

Created Specifies the date and time that the picture was added to the library.

Checked Out To (link to Indicates the user who currently has the picture checked out.
username to user details page)

Approval Status Specifies the status of the picture in the approval process. 
Possible values are Pending, Rejected, and Approved. This 
column is only available in libraries that require approval.

Approver Comments Shows the comments entered by the approver during the approval
process. This column is only available in libraries that require 
approval.

Edit (link to Edit) Displays a column containing an icon as a link that takes the user 
to the Edit Item screen.

File Type Displays the file extension.

Picture Width Specifies width dimension of the image (in pixels).

Picture Height Specifies height dimension of the image (in pixels).

Thumbnail Displays the thumbnail version of the image that SharePoint 
creates when a picture is uploaded.

Web Preview Displays the preview version of the image that SharePoint creates 
when a picture is uploaded.
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Other Library Management
Remaining management features of SharePoint picture libraries are performed exactly like
their counterparts in document libraries and lists. The following management tasks can all be
accomplished using the descriptions and steps found earlier in this chapter or in the “Manag-
ing Custom Lists” section of Chapter 4:

• Content approval

• Library security

• Library template management

• Deletion of libraries

• Addition of library listings to the portal

Advanced Office 2003 Integration
The Office 2003 suite of products is focused mainly on document creation, and thus contains
many enhanced integration points with SharePoint libraries. Integration points between
Office 2003 and picture libraries like editing, downloading, and sending pictures were dis-
cussed earlier in this chapter. While we will only briefly describe features that also exist for
SharePoint lists, we will discuss in detail the additional library integration such as the ability to
save directly into a library from Office products. We will also show you how to use the feature-
rich Shared Workspace Task Pane to work with many aspects of a SharePoint site without using
your browser.

Open and Save As Integration
Earlier in this chapter, we discussed various methods for uploading to and opening files from
document libraries. These methods require the use of a browser to navigate to the site and per-
form the desired actions. Office 2003 provides enhanced integration between its File menu and
SharePoint libraries. This integration allows you to save to a library directly from the File ➤ Save
As dialog box in any of the following Office applications: Word, Excel, FrontPage, InfoPath, 
Project, OneNote, Outlook, PowerPoint, Publisher, and Visio. 

Entering the URL of the document’s site into the Save As dialog box displays the list of docu-
ment libraries in that site. Once you select the document library in which to save the document
and specify a file name, Office prompts you for custom column information that exists for the
library. If the library includes columns of the same name as Office document properties, the
document’s metadata will be set based on the values specified in the Office document.
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To save a file to a document library from within an Office 2003 application, follow these
steps:

1. Select the Save As option from the File menu in the Office 2003 application.

2. On the Save As dialog box, enter the URL to the site in the File Name box and press
Enter. The URL can be copied from the address bar of a browser window that is open
to the site and should not contain everything up to the last backslash.

3. In the list of document libraries, double-click the desired library.

4. When the contents of the selected document library are displayed, enter a file name
for your new document in the File Name box.

5. Click the Save button.

6. If there are custom columns for the selected document library, the Web File Properties
dialog box will appear, allowing you to specify document metadata as shown in Figure
6-18. Enter the appropriate information about the document and click the OK button.

Figure 6-18. Saving to a document library from Word 2003
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When discussing document templates earlier in this chapter, we stated that the document
template must reside in the Forms folder of the document library. The easiest way to save a
document into this folder is using the Save As integration with Office as outlined in the follow-
ing steps:

1. Select the Save As option from the File menu in the Office 2003 application.

2. In the Save As dialog box, enter the URL to the site in the File Name box and press
Enter. The URL can be copied from the address bar of a browser window that is open
to the site and should contain everything up to the last backslash.

3. In the list of document libraries, double-click the desired library.

4. On the Save As dialog box, click the Views button on the toolbar. This button does not
have a label but can be found to the left of the Tools button.

5. Select the Details option, which allows you to see the Forms folder that exists within
the document library.

6. Double-click the Forms folder.

7. Enter a file name for your new template in the File Name box.

8. Click the Save button.

In addition to SharePoint’s integration with the Save As action of Office products, libraries
can be accessed using the Open action in the File menu. The process is very similar to the
steps discussed earlier using Save As. Selecting the Open action and entering the URL to the
site in the File Name box will display the document libraries that exist on that site. Selecting a
document library will display the files of the proper type for the Office application you are
using. You are then able to select one of these files to open within the application.

■Tip You can make it easier to access a SharePoint site or library within the Save As or Open dialog box 
of Office 2003 by adding it to the My Places list. When the site or library contents are displayed in the dialog
box, select the Add to My Places action from the Tools button on the dialog box’s toolbar. This will add an
icon to the left area of the dialog box that you can use as a shortcut to access the site or library.

Shared Workspace Task Pane
One of the most lavish integration aspects between Office 2003 and SharePoint is the Shared
Workspace Task Pane. The Shared Workspace Task Pane allows you to access and modify con-
tent in a SharePoint site from within Office without having to navigate to the site using your
browser. The Shared Workspace Task Pane, shown in Figure 6-19, is available in the following
Office 2003 applications: Word, Excel, Microsoft Project, OneNote, PowerPoint, and Visio.

The default behavior of these applications is to display the Shared Workspace Task Pane
whenever opening a document from a SharePoint document library. You can also display the
Shared Workspace Task Pane using the Task Pane option in the application’s View menu. Once
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the Task Pane is displayed, select Shared Workspace from the list of task panes available when
clicking the task pane’s title.

Figure 6-19. The Shared Workspace Task Pane

If the current document that is open does not reside in SharePoint, the Shared Workspace
Task Pane allows you to create a document workspace for it. How to do this was previously dis-
cussed in the “Creating a New Document Workspace from Office 2003” section of Chapter 3.

When the open document in Office is contained within a SharePoint document library,
the Shared Workspace Task Pane provides a link that will open the site in a browser window
and an Update button to refresh the site contents, and also displays the following tabs of
information:

• Status: Displays the checked-out status of the document and whom the document is
checked out to. It also displays a link that allows you to check in the document if it is
checked out.

• Members: Displays the users of the site. Also provides links to add new users or create a
new e-mail message to the users of the site to facilitate collaboration.

• Tasks: Displays tasks from the tasks list on the site. You are also able to add, edit, and
delete tasks; mark tasks as completed; and create alerts for the tasks list. Alerts are 
discussed in Chapter 7.
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• Documents: Shown in Figure 6-20, this tab displays the documents within the library
where the currently open document is stored. This tab provides the ability to add,
delete, and open documents as well as create folders and alerts for the library. Alerts 
are discussed in Chapter 7.

Figure 6-20. The Documents tab of the Shared Workspace Task Pane

• Links: Displays links from the Links list on the site. You are also able to add, edit, and
delete links, and create alerts for the links list. Alerts are discussed in Chapter 7.

• Document Information: Displays creation and modification information for the docu-
ment. This tab also includes the custom columns for the library, allowing you to set the
document’s metadata values. Check-in, check-out, and complete version history man-
agement is included on this tab, allowing you to completely manage a document from
within Office without needing to open the site in a browser.

All of the preceding tabs include a Get Updates button that retrieves the latest informa-
tion from SharePoint and refreshes the task pane. These tabs also include an Options link
where you can configure task pane behavior including automated updates to the information
displayed in the task pane.
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■Note The Documents tab of the Shared Workspace Task Pane only displays documents within the same
library as the currently open document, not all documents stored in the site. The Tasks and Links tabs only
display information from the tasks and links lists created from default SharePoint site templates.

Creating Form Libraries Through InfoPath Form Publishing
Earlier in this chapter, we described how to create form libraries from SharePoint. When fol-
lowing this method, you are limited when choosing the form template to those installed on
the SharePoint environment. Creating custom InfoPath 2003 forms is a powerful way to cap-
ture and store information in SharePoint.

In order to facilitate the use of custom InfoPath forms in form libraries, InfoPath provides
the Publishing Wizard, which lets you create a new form library based on a custom form. This
allows you to integrate the library and InfoPath together by specifying which InfoPath fields
are displayed as columns in the library. Displaying these fields as form library columns allows
users to easily view InfoPath data in the library without opening each individual form. An
option is also available to publish a form to an existing library, thereby making it the template.

To publish an InfoPath form to a new SharePoint form library, follow these steps:

1. Select the Publish option from the File menu in InfoPath.

2. On the Publishing Wizard dialog box, click the Next button.

3. Select to publish the form to a SharePoint form library and click the Next button.

4. Select the Create a New Form Library option and click the Next button.

5. Enter the URL of the site where you want your InfoPath form to reside and click the
Next button.

6. Enter a name and description for the new form library and click the Next button.

7. Now you can specify which InfoPath fields should be displayed as columns within the
form library.

a. Click the Add button.

b. On the Select a Field or Group dialog box, shown in Figure 6-21, select a field
whose data you want displayed in the library.

c. For the Column Name, you can rename the field to a more user-friendly value.

d. Click the OK button.

e. Repeat step 7 until you have all of the desired fields listed.
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Figure 6-21. Adding form library columns in the Publishing Wizard

8. Click the Finish button.

9. Click the Close button.

After completing the preceding steps, the new form library will exist on the site. When a
user clicks the library’s New Form link, your custom InfoPath form will be displayed, and the
appropriate information can be entered and saved to the form library.

Exporting Library Metadata to Excel
In Chapters 4 and 5, we discussed how exporting list information to Excel can provide an eas-
ier interface for making multiple changes to the list data. This integration with Office 2003 is
also available when working with the document or form libraries. Picture libraries do not
allow exporting to Excel.

To export a document library to Excel, follow these steps:

1. Navigate to a SharePoint document library you want to export.

2. Click the Export to Spreadsheet link in the Actions list on the left menu.

3. If you are prompted about opening or saving the Microsoft Office Excel Web Query
File, click the Open button.

4. On the Opening Query dialog box in Excel, click the Open button to confirm that you
want to run the query to export the information into the Excel spreadsheet.

5. If you already have Excel 2003 open, the Import Data dialog box will appear. Choose
where to put the list. Options include a region on the current worksheet, a new work-
sheet, or a new workbook. If you did not have Excel 2003 running, the data will be put
into a new workbook.
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■Note When exporting library information to Excel, all documents displayed by the current view are
exported. Documents removed from the view by its filter setting are not included, but setting the temporary
filter on the library screen has no effect on the data exported.

After performing the preceding steps to export a library to Excel, the data is formatted as
an Excel List just like exporting a SharePoint list formats the data. Many library columns are
read-only when working with the Excel List. You cannot edit file names, creation information,
modification information, file sizes, or the ID column when working with the linked library in
Excel. As described in more detail in Chapters 4 and 5, the Excel List provides the following
actions for you to manage the connection between the SharePoint library and Excel List:

• View List on Server: Opens the SharePoint library in your browser

• Unlink List: Severs the connection between the Excel List and the SharePoint library

• Synchronize List: Sends information updates to and from the SharePoint library and
provides the ability to resolve data conflicts

• Discard Changes and Refresh: Cancels data updates made within Excel and retrieves the
library information from SharePoint

Advanced Datasheet Features
In Chapter 4, we described the use of the Datasheet view for editing custom list data. The
Datasheet view is also available when working with document and form libraries. The Datasheet
view contains numerous features that allow for integration with Office 2003 products. Clicking
the Task Pane link in the Datasheet’s toolbar will display a list of Office integration features includ-
ing various export capabilities to both Excel worksheets and Access databases. For more detail
about these capabilities, please refer to Chapter 4.
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Pages, Web Parts, and Alerts

Up to this point, we have discussed the organization and storage mediums for information
in SharePoint. This included the basic organization and management of sites and areas. We
also described the means for structuring and storing data in SharePoint lists and libraries. In
discussing these topics, we have touched on basic presentation aspects of information like
listings, areas, site templates, and views.

You will need to further customize the ways in which information is presented to allow 
others to effectively utilize portals and sites. SharePoint allows you to create pages in areas and
sites in addition to those created by default like the home page in a team site. Both the default
pages and additionally created pages can be customized with the provided rich-text-entry tools,
by using components called web parts, or by using FrontPage 2003. Web parts are configurable
components that provide a set of functionality similar to a small application. In this chapter, 
we will show you how to customize pages to include these web parts. We will discuss what web
parts are provided by Windows SharePoint Services and SharePoint Portal Server 2003.

Once you have SharePoint portals and sites configured to include list data and docu-
ments, users will need to know when the information important to them has changed. Alerts
are SharePoint’s mechanism for notifying users that new information is available or existing
information has been changed. The last part of this chapter will discuss using and managing
alerts in both portals and sites.

Pages
Most sites and areas initially contain a single presentation page when created, the home page.
For example, when creating a site from the Team Site template, the home page of the site is
created with various web parts that display the announcements list, events list, and links list.
Except for navigating to the list screens themselves, there is no other page created that can be
customized to display lists, libraries, or web parts. The exception to this rule is the Multipage
Meeting Workspace site template, which contains three pages upon creation.

SharePoint allows you to expand the sites by creating additional pages. These pages can
then be customized to display information. The two types of pages that are available to add to
your sites and areas are

• Basic Page

• Web Part Page
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Basic Pages
The simplest page type is the Basic Page. The Basic Page is available in portal areas, team sites,
and document workspaces. You cannot create this type of page in sites created from the vari-
ous meeting workspace templates. This page is customized by using the Rich Text Editor,
presented as a dialog box, to create a static display of decorated text and images. The Basic
Page is useful for creating pages made completely from static content without needing any
HTML knowledge. Uses include newsletters and user instructions.

Creating Basic Pages
When Basic Pages are created, they are stored in a document library. This means that before
creating any new pages for a site or area, you must make sure that the site or area has a docu-
ment library that can be used to store the pages. To create a Basic Page in a WSS site, follow
these steps:

1. Navigate to a Windows SharePoint Services site or create a new site as described in
Chapter 3.

2. Ensure that a document library exists that the new page can be created in. If not, follow
the process described in Chapter 6 for creating a document library.

3. Click the Create link on the top menu bar.

4. On the Create page, click the Basic Page link in the Web Pages section.

5. On the New Basic Page screen, type a name for the page.

6. Under the Save Location section, select the document library where you want the page
to reside.

7. Click the Create button.

■Note Since SharePoint treats the creation of new pages similarly to creating a new document in a library,
you only need to be in a site group that allows you to add new documents to a library in order to have the
proper permissions for creating new pages. Using the default groups, this is any site group except for Reader.

Once the page is created, it will be shown and a dialog window will be displayed as you
can see in Figure 7-1. This dialog window is the Rich Text Editor, which is what you use to cre-
ate the content to be displayed on your new Basic Page. The Rich Text Editor is made up of two
toolbars that provide enhanced text along with the design area. Using the text editor may be
familiar to you, as most of the toolbar buttons are identical to those found in Microsoft Office
products such as Word. Some of the features available in the Rich Text Editor are

• Fonts, including style, size, and color

• Text decorations like bold, italics, and underline

• Alignment and indentation

• Tables

• Images and hyperlinks
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Figure 7-1. A new Basic Page showing the Rich Text Editor

After creating and formatting the information to present, click the Save button. This will
set the page’s content to what was created in the editor. The dialog window will disappear and
the page will refresh, showing the content you have created.

Viewing and Editing Basic Pages
Once additional pages have been created for your site or area, you will want other users to be
able to view them. Since the pages are actually stored as documents within a library, users can
simply navigate to the library using the Quick Launch menu in a site or a listing in the portal.
The drawback to this is that users need to know that they should look in a particular docu-
ment library for pages.

One way to make it easier for users of your site to navigate to a Basic Page is by using the
links list. Create a links list as described in Chapter 5 and display this list on the site’s home
page. (The Team Site template has a links list created and displayed by default.) Then add links
to the links list that point to your added pages. When users view your site, they will then see a
list of links on the home page, as shown in Figure 7-2, which can take them to the additional
pages of content.

Figure 7-2. A links list used to display additional site pages

CHAPTER 7 ■ PAGES, WEB PARTS, AND ALERTS 213



Another option for displaying the pages is displaying the List View Web Part for the docu-
ment library on the home page of the site. This results in the pages contained in the document
library being shown on the home page as links. See the “Web Parts” section later in this chap-
ter for information on using the List View Web Part.

Editing the content of a Basic Page is just as simple as creating one since SharePoint pro-
vides an additional hyperlink on the page that enables you to edit the content. This hyperlink
is only displayed to users who have the required permissions to edit documents in a library. 
By default, this includes members of the Contributor, Web Designer, and Administrator site
groups. To edit the page content:

1. Navigate to the Basic Page screen.

2. On the Basic Page screen, click the Edit Content link on the top-right corner.

3. In the Rich Text Editor dialog box, modify the information displayed using the dialog
box’s toolbar buttons.

4. Click the Save button.

The page will refresh, displaying the new content you created using the Rich Text Editor.
In addition to the navigation options previously mentioned, you can enter the URLs of other
pages in the site into the Rich Text Editor. These URLs will then be displayed as links, allowing
site users to easily navigate between content pages.

Web Part Pages
The other page type is called a Web Part Page. This page type is much more complex than the
Basic Page and requires much more discussion around how to use and customize it. It is avail-
able in portal areas and all WSS site templates including meeting workspaces. In fact, portal
areas and the home pages of sites are customized Web Part Pages.

Before we continue with Web Part Pages, we must first define the term for the components
that are used to customize a Web Part Page, the web part. A web part is a modular component of
functionality that provides additional features to the user when added to a Web Part Page. Some
examples of this functionality are showing list items from a SharePoint list, allowing you to search
a database, showing the user’s Outlook Inbox, or displaying the users of a site. We will discuss web
parts in more detail later in this chapter.

Creating Web Part Pages
Creating Web Part Pages is handled differently depending on the type of site or area you are
creating them in. Creating a Web Part Page in either a portal area, team site, or document
workspace is very similar to the way you create a Basic Page. Just like the Basic Page, a Web
Part Page must be created within a document library in the same area or site.

An important configuration of the Web Part Page that you must select during the creation
process is the layout of the Web Part Zones. Web Part Zones are regions where web parts can
be added to the page. Different layouts can be used in order to allow users to arrange web
parts in different numbers of columns and rows on the screen.
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To create a Web Part Page in a WSS site as shown in Figure 7-3, follow these steps:

1. Navigate to a Windows SharePoint Services site or create a new site as described in
Chapter 3.

2. Ensure that a document library exists that the new page can be created in. If not, 
follow the process described in Chapter 6 for creating a document library.

3. Click the Create link on the top menu bar.

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

5. On the New Web Part Page screen, type a name for the page.

6. Under the Layout section, select the layout of Web Part Zones for the page. This cannot
be changed through the site once the page is created.

7. Under the Save Location section, select the document library where you want the page
to reside.

8. Click the Create button.

Figure 7-3. A new Web Part Page with the header, footer, and three-column layout

■Note Since SharePoint treats the creation of new pages for a site similarly to creating a new document in
a library, you only need to be in a site group that allows you to add new documents to a library in order to
have the proper permissions for creating new pages. Using the default groups, this is any site group except
for Reader.
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For creating the Web Part Page in a portal area, the only change to the steps earlier is that
you initiate the process by clicking the Manage Content link in the Actions list, and then click
the Create button on the toolbar. You will then be at step 4 in the list of earlier steps. Since por-
tal areas contain a document library when they are created, it is unnecessary to create one
before creating the Web Part Page, although it helps to organize pages in their own libraries.

Within a meeting workspace, Web Part Pages are created a little differently. The pages are
not stored in a document library like they are on team sites, portal areas, or document work-
spaces. You also cannot select the layout of the Web Part Zones for pages added to a meeting
workspace, as they are always created with a three-column layout as described in Chapter 3.
Web Part Pages appear as tabs on the meeting workspace, shown in Figure 7-4, which allow
users to quickly change from page to page while within the workspace.

Figure 7-4. A new workspace Web Part Page

To create a Web Part Page in a WSS meeting workspace, follow these steps:

1. Navigate to a Windows SharePoint Services meeting workspace or create a new meet-
ing workspace as described in Chapter 3.

2. Click the Modify This Workspace link near the top-right corner of the screen and click
the Add Pages option.

3. On the Pages pane, enter a name for the page. This name will appear on the tab within
the meeting workspace.

4. Click the Add button.

■Note Creating new Web Part Pages for a meeting workspace is restricted to users in the Web Designer
and Administrator default site groups. If you are not in one of these groups, the Modify This Workspace link
will not appear.

Viewing Web Part Pages
Users of a team site may initially be unaware that there are additional Web Part Pages for a site
since, like Basic Pages, they reside in a document library with no navigation to them provided
by the site. You can use the same links list idea described under Basic Pages to present links for
the Web Part Pages to other users of your site. Simply add a links list to the site and add links to
it that point to your pages inside the document library. You can also use the List View Web Part
idea described under “Basic Pages.” We will describe how to add the List View Web Part to the
home page later in this chapter.
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When using Web Part Pages in a meeting workspace, the pages are displayed as tabs on
the home page of the workspace so no additional navigational aid should be needed.

There are actually two views of any Web Part Page in a team site. The first is the Shared
View, which is available to all users of the site. Users in the Web Designer and Administrator
default site groups manage it. For the second view, SharePoint allows you to create a cus-
tomized view of Web Part Pages called a Personal View. In order to create the Personal View,
the user’s site groups must allow the Add/Remove Personal Web Parts and Update Personal
Web Parts permissions. Using the default site groups, only the Reader site group does not
allow users to maintain their own Personal View of a page. You can customize what is dis-
played on your Personal View using the steps described in the “Managing the Web Part Page”
section later in this chapter. Only you can see and manage your Personal View. Using a Per-
sonal View allows you to further increase the efficiency with which you use SharePoint by
configuring the information displayed to best reflect how you work with it.

Editing Web Part Pages
There is very little you can do to edit a Web Part Page in a team site or portal area. The layout
cannot be changed through SharePoint, although the name of the page can be by navigating
to the document library where it resides. Once there, edit the properties of the page just like
editing properties of other documents in a library. You may be wondering how to change the
content of the page. This is accomplished by modifying the web parts displayed on the page,
the discussion of which we have separated from our look at the editing of the page and
describe under the “Web Parts” section later in this chapter.

Web Part Pages in meeting workspaces provide more editable settings than Web Part Pages
in team sites, document workspaces, or portal areas. Renaming, reordering, and deleting can all
be done with these pages. All modifications begin using the Modify This Workspace link.

To change the order that pages are displayed on the meeting workspace:

1. Click the Modify This Workspace link near the top-right corner of the screen and click
the Manage Pages option.

2. On the Pages pane, as shown in Figure 7-5, click the name of a page you wish to
rearrange under the Pages for This Meeting heading.

3. Click the Up or Down button in the Pages pane to change the order of the selected
page.

4. Repeat steps 2 and 3 until the pages are listed in the desired order.

5. Click the OK button.

The screen will refresh, displaying the page tabs in the new order specified.
To delete a page in a meeting workspace:

1. Click the Modify This Workspace link near the top-right corner of the screen, and click
the Manage Pages option.

2. On the Pages pane, as shown in Figure 7-5, click the Action bar, which initially displays
Order. In the Actions menu, select the Delete option.
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Figure 7-5. The Pages pane for a meeting workspace

3. On the Pages pane, click the name of the page you wish to delete in the Pages for This
Meeting list.

4. Click the Delete button.

5. When prompted for confirmation, click the OK button.

The screen will refresh, displaying the page tabs except for the deleted page.
To rename a Web Part Page in a meeting workspace:

1. Click the Modify This Workspace link near the top-right corner of the screen, and click
the Manage Pages option.

2. On the Pages pane, as shown in Figure 7-5, click the Action bar, which initially displays
Order. In the Actions menu, select the Settings option.

3. If the page you want to rename is not the currently displayed page, click the link on the
tab for it so that it becomes the currently active page.

4. On the Pages pane, modify the name of the page.

5. Click the OK button.

The screen will refresh, displaying the new name for the Web Part Page on the appropriate tab.

■Note You are unable to delete, rename, or reorder the home page of a meeting workspace.

Web Parts
Web parts are an important determining factor for how information is presented to Share-
Point users. These reusable components can be placed on Web Part Pages and configured to
present SharePoint content in the most beneficial way for your site.
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Web parts are not limited to only displaying SharePoint information. They can also provide
you with the ability to search and manage data in external databases and file systems. Custom
web parts can be developed to provide much of the functionality found in other applications,
thereby integrating your SharePoint environment with your other existing systems.

Adding Web Parts to Pages
Once you have either an area or site created, or have added a Web Part Page to an existing site,
you will want to customize the display of the page by adding web parts. This is accomplished
directly on the page using links provided by SharePoint.

When adding a web part to a portal area, you must first click the Edit Page link in the
Actions list in order to gain access to the Modify Shared Page link. Once this is done, all 
functionality discussed further in this chapter will perform similarly in an area or WSS site.

To add a web part to a page in a team site or document workspace:

1. Determine which view of the page you want to add the web part to by clicking the
Modify Shared Page link near the top-right corner of the screen and selecting either 
the Shared View or Personal View option. If you do not have the ability to modify the
Shared View, these options will not be available, and the link will say Modify My Page.

2. Click the Modify Shared Page link near the top-right corner of the screen.

3. On the context menu, hover over the Add Web Parts choice and click the Browse
option. The web part galleries, used to organize the available web parts, are described
later in this chapter.

4. On the Add Web Parts pane, click the Next or Previous link under the Web Part List until
the web part you want to add to the page is listed.

5. Click the name of the web part and, while holding down your mouse button, drag it to
a Web Part Zone on the page to the left. A blue line will appear, like in Figure 7-6, show-
ing you where the web part can be placed.

Figure 7-6. Dragging a web part onto the page
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6. When the line is in the desired zone and in the correct order in that zone, release the
mouse button.

7. On the Add Web Parts pane, click the X at the top of the pane to close it.

Adding web parts to a page in a meeting workspace is slightly different from the process
used to add them to a page in a site. To do this, perform the following steps:

1. Click the Modify This Workspace link near the top-right corner of the screen.

2. On the context menu, click the Add Web Parts option.

3. On the Add Web Parts pane, click the Action bar, which initially displays Create Lists. 
In the Actions menu, select the Browse option.

4. On the Add Web Parts pane, click the Next or Previous link under the Web Part List until
the web part you want to add to the page is listed.

5. Click the name of the web part and, while holding down your mouse button, drag it 
to a Web Part Zone on the page to the left. A blue line will appear, like in Figure 7-6,
showing you where the web part can be placed.

6. When the line is in the desired zone and in the correct order in that zone, release the
mouse button.

7. On the Add Web Parts pane, click the X at the top of the pane to close it.

The page will be refreshed and now show the newly added web part, including any con-
tent it displays, in the Web Part Zone.

■Note Modifying the web parts on the Shared View of a Web Part Page requires that you be in either the
Web Designer or Administrator default site group.

Managing the Web Part Page
After adding web parts to a page, you may need to do many other tasks in order to create a
useful Web Part Page. Rearranging, closing, deleting, and connecting web parts are all done
after placing the page in Design Mode. Design Mode provides you with the capabilities to
modify the presentation of the Web Part Page without needing any programming knowledge.

Shared View vs. Personal View
Your Personal View is managed in the same manner as the Shared View. In order to manage
your Personal View of a page, select the Personal View option from the Context Menu of the
Modify Shared Page link. If you do not have rights to modify the Shared View, but can still 
create a Personal View, the Modify Shared Page link will actually say Modify My Page.
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■Tip If you have modified your Personal View and need to revert all changes back to what is currently dis-
played on the Shared View, select the Reset Page Content option in the Modify My Page menu.

Rearranging the Page
After placing web parts on the page, you may determine that the page would function better 
if the web parts were presented in a different order or in different Web Part Zones. SharePoint
allows you to easily rearrange the web part on the page once the page is in Design Mode.
Design Mode displays the current page, making the management features available to you. 
To set the page to Design Mode and rearrange web parts:

1. Click the Modify Shared Page link, or Modify This Workspace link when in a meeting
workspace, near the top-right corner of the screen.

2. On the context menu, click the Design this Page option. The page will be refreshed and
the Web Part Zones will be visible. The page is now in Design Mode.

3. Click the title bar of a web part you want to move and, while holding down the mouse
button, drag the web part elsewhere on the page. A blue line will appear showing you
where the web part can be placed.

4. When the line is in the desired zone and in the correct order in that zone, release the
mouse button.

You may also want to remove web parts that you have determined should no longer
appear on the page. There are three ways to keep a web part’s content from displaying on the
page. The first is to minimize it. Minimizing a web part keeps the title bar displayed but does
not display the contents of the web part to the user. To minimize a web part on a page:

1. Place the page in Design Mode as described earlier.

2. On the title bar of the web part you wish to close, click the drop-down arrow on the
right.

3. On the web part’s context menu, click the Minimize option.

The second method of removing a web part is to close it. Closing the web part keeps it
from being displayed, but the web part will still be available in the Web Part Page Gallery dis-
cussed later in this chapter. This enables you to quickly add the web part back to the page 
at a later time. Also, the web part properties that determine behavior or appearance will be
retained when the web part is closed and re-added from the Web Part Page Gallery. Modifying
web part properties is described later in this chapter. To close a web part on a page, follow the
preceding steps for minimizing, but choose the Close option from the web part’s context menu.
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The last way to remove a web part is to delete it from the page. Deleting the web part
keeps it from being displayed in the page and, unlike closing, does not make it available in 
the Web Part Page Gallery. Once a web part is deleted, adding it again must be done from the
gallery where it was initially contained, and any modified properties must be reconfigured. To
delete a web part on a page, follow the preceding steps for minimizing but choose the Delete
option from the web part’s context menu.

■Tip Do not be too intimidated to delete a web part from a Web Part Page. You are not deleting the web
part from SharePoint, only the specific instance of it on the page you are currently viewing.

Editing Web Part Properties
Each web part has its own collection of settings that determine how it functions and displays
information. Editing these properties allows you to make potentially drastic changes in the
behavior of the web part, further meeting the needs of your site’s users. To edit the properties
of a web part:

1. Click the Modify Shared Page link near the top-right corner of the screen.

2. On the context menu, hover over the Modify Shared Web Parts choice and click the
name of the web part you want to customize.

3. On the Web Part Properties pane as shown in Figure 7-7, change the properties of the
web part.

Figure 7-7. Editing web part properties

4. Click the OK button.
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Different web parts have different settings available for you to use when customizing their
behavior. A certain set of properties is used by most web parts, usually under the Appearance,
Layout, and Advanced sections of the Web Part Properties pane. These common properties are
described in Table 7-1.

Table 7-1. Common Web Part Properties

Property Description

Appearance

Title Specifies the text displayed in the title bar.

Height Specifies a fixed height, or allows the web part to adjust to the zone’s height.

Width Specifies a fixed width, or allows the web part to adjust to the zone’s width.

Frame State Determines whether the web part appears minimized.

Frame Style Determines whether the title bar and/or a border are displayed with the 
web part.

Layout

Visible Allows you to hide web parts from users while still leaving them on the page.
This is useful when making web part connections for which you do not 
necessarily want the web part displayed.

Direction Allows you to control the direction that text is displayed in the web part.

Zone Determines which zone the web part is in.

Part Order Determines in what order the web part is displayed in the zone with relation 
to other web parts in that zone.

Advanced

Allow Minimize/ Determines whether other users are able to rearrange this web part on their
Close/Zone Change Personal Views.

Allow Export Determines whether certain properties are included in a web part export;
Sensitive Properties see “Exporting and Importing Web Parts” later in this chapter.

Detail Link Causes the title bar to be displayed as a link to this URL.

Description Displays specified text as a tooltip when the mouse is over the title bar.

Help Link Indicates the URL that users are taken to if they click the Help option in the 
web part’s context menu.

Icon File Not currently used.

Missing Assembly Error Specifies the message to display to users if there is a problem when Share-
Point tries to execute the web part.

The previously mentioned List View Web Part, the most commonly used of all of the web
parts, contains two additional properties that are very important to its behavior. The Selected
View property lets you select which of the list’s views will be used to determine how the items
are displayed. An Edit the Current View link is available, which allows you to create a custom
view specific to the display of the web part.

The other important property specific to a List View Web Part is the Toolbar Type. This
property determines what functional links are displayed in the web part. The Full Toolbar
option shows the same toolbar you would see on the list screen, while the Summary Toolbar
shows only an Add Item/New Document link. The No Toolbar option keeps the web part from
displaying any of these links and is useful when the users do not have permission to edit the
items in the list or library.

CHAPTER 7 ■ PAGES, WEB PARTS, AND ALERTS 223



■Caution Changes made to a list or library view are not propagated to the List View Web Part. For exam-
ple, if the filter for a view was changed and you wanted that change to apply to a List View Web Part
displaying the list, you would need to edit the web part properties and reselect the view that was modified.

Web Part Connections
One of the more advanced ways in which you can customize the behavior of the web parts on
a page is by using connections. Each connection is made between a provider web part and a
consumer web part. Web part connections pass information from one web part to another in
order to manipulate the contents of the consumer web part. Not all web parts provide connec-
tion functionality. The different types of information that can be passed in connections are

• List

• Row

• Cell

• Filter/parameter values

These connections can be created between web parts in order to create various relation-
ships between the information displayed in them. This includes creating parent/child, search/
results, and summary/detail relationships. For example, imagine your site has a clients list and a
sales list that are both displayed using web parts on the site’s home page. You can create a web
part connection that provides a row from the clients list to the sales list so that, by selecting a
client from the list, the sales list is updated to show only the sales to that specific client. In this
example, the connection would cause the clients list web part to display radio buttons next to
the rows that you use to select a specific client. This behavior is shown in Figure 7-8.

Figure 7-8. Two task web parts using a connection to display a summary/detail relationship

CHAPTER 7 ■ PAGES, WEB PARTS, AND ALERTS224



To create a web part connection between tasks list web parts, perform the following steps:

1. Place the page in Design Mode as described earlier.

2. On the title bar of the first tasks list web part, click the drop-down arrow on the right.

3. Move the mouse over the Connections option.

4. On the Connection submenu, move the mouse over the appropriate connection type.
The available connection types will vary depending on the capabilities of the web part.

5. On the Connection Type submenu that lists the other web parts that can accept this
type of connection, click the desired web part.

6. If multiple connection types are available for the target web part, a Choose Connection
dialog box will appear. Select the appropriate connection type.

7. If the connection requires further input to know how to associate the two web parts
using the connection, the Edit Connection dialog box will appear.

a. On the Edit Connection dialog box, select the column that should provide the data
and click the Next button.

b. On the Edit Connection dialog box, select the column that should use the provided
data and click the Finish button.

The screen will refresh, showing you the newly connected web parts whose content is now
impacted by the specified connection.

To remove a connection, perform the following steps:

1. Place the page in Design Mode as described earlier.

2. On the title bar of the web part you wish to close, click the drop-down arrow on the right.

3. Move the mouse over the Connections option.

4. On the Connection submenu, move the mouse over the connection type you want to
remove. Currently enabled connections will be marked with a check in the menu.

5. On the Connection Type submenu that lists the other web parts that can accept this
type of connection, click the desired web part. Currently enabled connections will be
marked with a check in the menu.

6. On the Edit Connection dialog box, click the Remove Connection button.

Exporting and Importing Web Parts
After you have properly configured a web part including both common and unique properties,
you may want to reuse the web part with the same settings in other sites or pages. SharePoint
provides you with this capability by allowing you to export the web part and then import it
into another site. Not all web parts contain this export feature.
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Exporting the web part creates an XML file with a .DWP extension that contains the prop-
erties of the web part and the information SharePoint needs to execute its functionality. If the
Allow Export Sensitive Properties property is disabled, the export will not include certain
properties marked as sensitive information. To export a web part, follow these steps:

1. Place the page in Design Mode as described earlier.

2. On the title bar of the web part you wish to export, click the drop-down arrow on 
the right.

3. On the web part’s context menu, click the Export option.

4. On the File Download dialog box, click the Save button.

5. On the Save As dialog box, browse to the directory where you want the DWP file placed
and click the Save button.

In order to use this exported web part, or any other DWP provided to you by other users,
you must import it into the site as a member of the Administrator site group where you want
to use the web part. You can import a web part in one of two ways. The first way to import the
DWP file prevents others from using the web part but must be done each time you want to
add it to a page. To import a web part using this method, follow these steps:

1. Click the Modify Shared Page link near the top-right corner of the screen.

2. On the context menu, hover over the Add Web Parts choice and click the Import option.

3. On the Add Web Parts pane, click the Browse button.

4. On the Choose File dialog box, browse to the DWP file, select it, and click the Open
button.

5. On the Add Web Parts pane, click the Upload button.

6. Under the Uploaded Web Part section, drag the web part onto the page in the same
manner used to add web parts described earlier.

The other process used to import a web part file causes the web part to appear in the Site
Gallery described later in this chapter. This is beneficial because other users can easily add
instances of this imported web part by using the gallery, whereas the previous import method
was a one-time-use scenario. To import a web part using this method, follow these steps:

1. On the Site screen, click the Site Settings link on the Site Toolbar.

2. On the Site Settings page, click the Go to Site Administration link under the Adminis-
tration section.

3. If the Site Administration screen is displayed, click the Go to Top-level Site Administra-
tion link under the Site Collection Administration section.

4. On the Top-level Site Administration screen, click the Manage Web Part Gallery link
under the Site Collection Galleries section.

CHAPTER 7 ■ PAGES, WEB PARTS, AND ALERTS226



5. On the Web Part Gallery screen, click the Upload Web Part link on the toolbar.

6. On the Upload Web Part screen, click the Browse button.

7. On the Choose File dialog box, browse to the DWP file, select it, and click the Open
button.

8. On the Upload Web Part screen, click the Save and Close link on the toolbar.

The Web Part Gallery screen will refresh and contain your newly uploaded web part in 
the list.

Standard Galleries and Web Parts
Both SharePoint Portal Server 2003 and Windows SharePoint Services come with a number of
web parts that are available for you to add to your Web Part Pages. These web parts, and any
additional web parts added to your SharePoint environment, are organized into galleries.

In a default installation of Windows SharePoint Services or SharePoint Portal Server 2003,
there are four galleries, each with their own purpose:

• Web Part Page Gallery

• Site Gallery

• Virtual Server Gallery

• Online Gallery

Web Part Page Gallery
This gallery contains web parts that have been closed on the current Web Part Page. This allows
you to add these web parts back onto the page and continue using them. When added to the
page, the web parts retain the properties and behavior that they had when they were closed.

Site Gallery
This gallery contains web parts that have been imported into your site along with most of the
built-in web parts that come with SharePoint. One of these built-in web parts is the List View
Web Part that is used to display the contents of a site’s list or library on a Web Part Page. An
instance of the List View Web Part will be displayed in the gallery for each list or library that
exists on the site. These instances will be displayed using the name of the list or library. Other
web parts contained in the Site Gallery are described in the tables that follow.

The Site Gallery provides a different set of web parts when used in an SPS area from what
it displays in a WSS site. The web parts available in a SharePoint Portal Server 2003 area are
described in Table 7-2. The web parts available via the Site Gallery in a Windows SharePoint
Services site are listed in Table 7-3.
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Table 7-2. SPS Site Gallery Web Parts

Web Part Description

List View Web Part An instance of this web part will be displayed in the Site Gallery for 
each list or library on the site. This web part allows you to display list 
information on the Web Part Page using one of the list’s views specified by 
the Selected View property of the List View Web Part. You can also create a 
custom view used only for displaying the list information on the Web Part 
Page by using the Edit the Current View link on the Web Part Properties 
pane. Users can be allowed to view, add, or edit list items from the Web 
Part Page based on the Toolbar Type property of the List View Web Part. 
This web part was shown previously in Figure 7-8.

Area Contents Displays the subareas of the current area.

Area Details Displays the title and current owner of the area.

Content Editor Allows you to add custom HTML or rich text to a page as shown in 
Figure 7-9. The Properties pane for this web part provides you with tools 
to create rich text, enter HTML, or specify an external file to use when 
generating the contents.

Form Web Part Allows you to create HTML forms that can then be connected to other web
parts to control their content. An example would be to create a simple 
search that filters the displayed contents of the target web part.

Grouped Listing Displays the listings for an area. Contains many web part properties to 
determine exactly how the listings are displayed to the user including the 
number of columns, size, sorting, and grouping.

Image Web Part Displays an image on the Web Part Page, allowing you to control alignment
and background color.

Links for You Displays area listings that have been targeted to SharePoint Portal Server 
Audiences that the user is a member of.

My Alerts Summary Displays the user’s alert results. See the “Alerts” section later in this chapter
for more information on alerts.

My Calendar/Inbox/ Connects to Exchange Server 2003 in order to display your calendar, mail
Mail Folder/Tasks inbox, other mail folders, or tasks within the Web Part Page. These web 

parts are usually used on the portal’s My Site.

My Links Displays a list of personal links. This is intended for use on the portal’s 
My Site.

My Workspace Sites Displays a list of personal workspace sites. This can only be used on the 
portal’s My Site.

News Displays listings from the current area. This is intended for use on the 
News area of the portal.

News Areas Displays listings from subareas. This is intended for use on the News area 
of the portal.

News for You Displays listings that have been targeted to SharePoint Portal Server 
Audiences that the user is a member of. This is intended for use on the 
portal’s My Site.

Page Viewer Web Part Allows you to display another web page, file, or folder within your Web 
Part Page.

Topic Assistant Displays area content suggestions from the SharePoint Portal Server 2003
Suggestions Topic Assistant. This requires that your technical SharePoint administrator

has enabled and configured the Topic Assistant.
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Web Part Description

XML Web Part Displays an XML document on the Web Part Page. You can optionally 
specify an XSLT that should be applied to the XML to determine how the 
XML is rendered. Using this web part requires XML/XSLT development 
knowledge.

Your Recent Displays documents that the current user has recently modified. This web
Documents part is intended for use on the portal’s My Site.

Figure 7-9. An example of the Content Editor web part

Table 7-3. WSS Site Gallery Web Parts

Web Part Description

List View Web Part An instance of this web part will be displayed in the Site Gallery for 
each list or library on the site. This web part allows you to display list 
information on the Web Part Page using one of the list’s views specified by 
the Selected View property of the List View Web Part. You can also create a 
custom view used only for displaying the list information on the Web Part 
Page by using the Edit the Current View link on the Web Part Properties 
pane. Users can be allowed to view, add, or edit list items from the Web 
Part Page based on the Toolbar Type property of the List View Web Part. 
This web part was shown previously in Figure 7-8.

Content Editor Allows you to add custom HTML or rich text to a page as shown in 
Figure 7-9. The Properties pane for this web part provides you with tools 
to create rich text, enter HTML, or specify an external file to use when 
generating the contents.

Form Web Part Allows you to create HTML forms that can then be connected to other web
parts to control their content. An example would be to create a simple 
search that filters the displayed contents of the target web part.

Image Web Part Displays an image on the Web Part Page, allowing you to control alignment
and background color.

Members Displays a list of the users who have access to the site and allows you to 
easily view their public profile by clicking their name in the web part.

Page Viewer Web Part Allows you to display another web page, file, or folder within your Web 
Part Page.

XML Web Part Displays an XML document on the Web Part Page. You can optionally 
specify an XSLT that should be applied to the XML to determine how the 
XML is rendered. Using this web part requires XML/XSLT development 
knowledge.
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Virtual Server Gallery
This gallery contains web parts that have been installed on the SharePoint server, usually by a
technical SharePoint administrator. This is where you will most often find web parts added to
your SharePoint environment by your organization.

Online Gallery
The contents of an Online Gallery are retrieved from an external web site. In a standard Share-
Point installation, the Online Gallery displays a list of web parts provided by Microsoft. Since
the contents are retrieved from an external web site, viewing this gallery requires an available
Internet connection.

■Note The technical SharePoint administrator has the ability to disable the Online Gallery, resulting in
security and performance improvements. If you do not see the Online Gallery in SharePoint, your administra-
tor has disabled it.

As of the time we are writing this chapter, the default Microsoft Online Gallery provides
eight web parts for use in SharePoint. These eight web parts are actually instances of the Con-
tent Editor web part that have been configured to access information on the MSNBC.com web
site. Some of them, like the MSNBC Weather web part, require initial configuration in order to
display information appropriate to users of the site.

The available web parts in the Online Gallery are

• MSNBC Business News

• MSNBC Entertainment News

• MSNBC News

• MSNBC Sports News

• MSNBC Stock News: Requires you to enter a list of symbols for the stocks that you want
it to display news for

• MSNBC Stock Quotes: Requires you to enter a list of symbols for the stocks that you
want it to display quotes for

• MSNBC Technology News

• MSNBC Weather: Requires you to enter the name of the city or zip code for the location
for which you want it to display the weather forecast

Further Customization
You are not limited to using only the web parts that come with SharePoint. Web parts can be
developed using Microsoft development tools like Visual Studio .NET 2003. Many software
vendors have created custom web parts that can be used with your portal and sites to add 
new functionality to SharePoint. From navigational displays to enterprise data access and
reporting, these web parts can enhance the user experience and productivity when using
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SharePoint. Your technical SharePoint administrator and IT staff may be able to provide you
with the added functionality you desire for your portal and sites by either writing their own
web parts or obtaining them from outside vendors.

Another way to customize your Web Part Pages, although somewhat more advanced than
modifying them through SharePoint alone, is by using FrontPage 2003. FrontPage is a web site
development and management product that is part of the Office 2003 suite of applications. It
includes integration with SharePoint sites that allows you to alter the look and feel of the pages.
This includes making numerous changes not available via SharePoint itself.

■Caution Editing SharePoint pages using FrontPage 2003 is restricted to users in the Web Designer and
Administrator default site groups. In order to successfully use FrontPage to modify SharePoint, some knowl-
edge of web development is important, as it is possible to severely damage the SharePoint site, workspace,
or portal area.

You may remember that we stated that once a layout of Web Part Zones is chosen for a
Web Part Page, it cannot be modified through SharePoint. One of the features FrontPage 2003
provides is the ability to add or edit the Web Part Zones on a page. Adding HTML, spread-
sheets, charts, and the Data View also are enhancements to Web Part Pages provided by
FrontPage. To open a Web Part Page for editing in FrontPage 2003:

1. Run the FrontPage 2003 application on your computer.

2. On the File menu, choose Open Site.

3. In the Open Site dialog box, enter the URL to the site, but not a specific page of the site,
in the site name box. An example is http://sharepointserver/sites/Sales.

4. Click the OK button.

5. When the site opens in FrontPage, the pages are displayed in the Folder List on the left.

6. Double-click the page you want to open for editing, and it will be displayed as shown
in Figure 7-10.

Figure 7-10. Editing a Web Part Page using FrontPage 2003
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■Caution Editing SharePoint pages using FrontPage 2003 causes the pages to become unghosted. This
means that they are no longer being displayed based on the underlying SharePoint page templates. When
your technical SharePoint administrator applies software upgrades and patches to SharePoint, the unghosted
pages may not receive the upgrades appropriately. If this is a concern, refrain from editing pages with 
FrontPage.

Alerts
After learning about all the ways you can manage and display information in SharePoint, it
quickly becomes evident that you cannot possibly be aware of changes to all of the documents
and lists in SharePoint that you may want to know about. Having to manually look through
SharePoint for new or changed information would be an incredibly inefficient use of time.

When using an information management platform such as SharePoint, the ability to be
notified when important documents or data have changed is necessary. Both WSS and SPS
provide the ability to receive such alerts when information changes; however, each has a
unique set of options and means of managing the alerts.

Alerts in the Portal
The use of alerts in a SharePoint Portal Server portal is limited to users who have been given
the Use Personal Features site group permission. All default site groups have this permission
except for the Reader site group. If you are in the Reader site group and your SharePoint
administrator has not given that group the Use Personal Features permission, you will 
not be able to perform the steps necessary to receive alerts.

When managing alerts in the portal, there are important settings that specify when and 
how your alerts notify you of changes in content. The most commonly used setting is the delivery
option. The delivery option specifies how a particular alert will notify you of the content changes.
The delivery options available by default are

• My Alerts Summary: Delivers notifications via a web part usually displayed on the 
portal’s My Site. This web part can also be added to other areas of the portal.

• E-mail Address: Delivers notifications via e-mail messages to the e-mail address associated
with your SharePoint user profile. The e-mail option also lets you decide how frequently
you want the notifications sent. Frequency options are immediate, daily, and weekly.

■Tip Alerts set to a frequency of immediate are not generated as soon as a change is made. These notifi-
cations are generated on an interval that your technical SharePoint administrator can set. The default setting
is 5 minutes.
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■Note Other delivery options may be available to you in your SharePoint environment, as there are third-
party products and custom development that can be done to create new types of delivery options such as
using Windows Messenger.

Other options available when managing alerts are deemed advanced options by Microsoft. 
A valuable advanced option is the Alert Result, which determines the type of content change that
you wish to be notified of. Options for the Alert Result are

• Items are discovered: Notifies you when new content is found

• Items are changed: Notifies you when existing content is modified

The last option, also considered an advanced option, is a filter. The filtering ability is very
basic, allowing you to specify that the alert should only notify you of items that either contain,
or do not contain, certain keywords.

Subscribing to an Alert in the Portal
If you have been given the Use Personal Features permission for the portal, you will be able to
subscribe to many different varieties of alerts.

• Search: Notifies you about changes in search results. For example, searching for “Health
Insurance” and then subscribing to the search results notifies you of changes to health
insurance information within SharePoint.

• User: This type of alert has the following unique Alert Result options that you can be
notified about:

• The user’s profile changed: This occurs when information is updated in the user’s
SharePoint profile.

• The user’s personal site changed: This occurs when the user modifies their My Site.

• Items that the user owns are discovered: This occurs when the user adds content to
SharePoint.

• Items that the user owns are changed: This occurs when someone edits content that
this user added to SharePoint.

• Portal Area: Notifies you about content changes in an entire portal area.

• List/Library: Notifies you regarding information in a specific list or library.

• List/Library Item: Notifies you when a specific item in a list or library is altered.

Alerts created for a search can notify you when search results have changed. These alerts
are created from the Search Results page of the SharePoint portal. User alerts can also be cre-
ated from the Search Results page as well as from the User Profile page. These alerts are
created using the Alert Me link under the appropriate result.
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To subscribe to an alert for a search:

1. Navigate to the portal.

2. Enter search criteria in the search box and click the green search button.

3. On the Search Results page, click the Alert Me link in the Actions list on the left.

4. On the Add Search Alert page, modify the name of the alert to something more
descriptive.

5. Under the Delivery Options section, choose whether you want to be notified via e-mail,
the My Alerts Summary web part, or both.

6. Click the OK button.

Alerts created for a portal area notify you when any items on the portal area have been
added or modified. This includes all changes to any list or library within the area.

To subscribe to an alert for a portal area:

1. Navigate to the portal area for which you want to be alerted to content changes.

2. Click the Alert Me link in the Actions list on the left.

3. On the Add Area Alert page, modify the name of the alert to something more descrip-
tive.

4. Under the Delivery Options section, choose whether you want to be notified via e-mail,
the My Alerts Summary web part, or both.

5. Click the OK button.

Alerts created for a list or library notify you when any items in that specific list or library
have been added or modified. In order to create this type of alert, you must have access to the
list or library screen.

To subscribe to an alert for a list or library on a portal area:

1. Navigate to the list or library screen for which you want to be alerted to content
changes. This can be done via the Manage Content link in the Actions list, a List View
Web Part on the area, or any other link to the list/library.

2. On the List or Library page, click the Alert Me link in the Actions list on the left.

3. On the Add List Alert page, modify the name of the alert to something more descriptive.

4. Under the Delivery Options section shown in Figure 7-11, choose whether you want to
be notified via e-mail, the My Alerts Summary web part, or both.
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Figure 7-11. Subscribing to a portal list alert

5. Click the OK button.

The most granular alert possible is based on a single list item. With access to the list/
library screen, you can create an alert for a single list item or document in a portal area.

To subscribe to an alert for a specific list or library item:

1. Navigate to the list or library screen containing the list item or document. This can be
done via the Manage Content link in the Actions list, a List View Web Part on the area,
or any other link to the list or library.

2. On the List or Library page, display the context menu for the item that you want to be
alerted for and choose the Alert Me link.

3. On the Add List Item Alert page, modify the name of the alert to something more
descriptive.

4. Under the Delivery Options section, choose whether you want to be notified via e-mail,
the My Alerts Summary web part, or both.

5. Click the OK button.

When creating an alert in any of the three preceding scenarios, you have the ability 
to specify advanced options. To specify advanced options when creating an alert, click the
Advanced Options link near the bottom of the Add Area Alert page. You will then be able to
specify the type of content change to notify you of under the Alert Result section. Also, under
the Filter section you can check the Items Must checkbox, and then choose Contain or Not
contain and enter keywords in order to specify the filter condition for identifying the content
that you should be notified of. The filter condition looks for the keywords in the item columns
as well as the content of documents.
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Receiving an Alert
One way to receive an alert is via an e-mail message. Based on the Frequency option selected
for the alert, you will receive an e-mail message for each alert that has generated results. The
e-mail will contain the text from the content that caused each notification along with links to
manage your alerts. These links are similar to the ones described in the next section, “Manag-
ing Your Alerts.”

The second way to receive alert notifications is using the My Alerts Summary web part.
This web part is displayed on the private view of the portal’s My Site by default. The web part
displays each alert that you have created in the portal along with the content that matches the
alert options you have specified. The My Alerts Summary web part is also used to gain access
to your personal alert management page, described next.

Managing Your Alerts
Managing your alerts is done from the My Alerts page in the portal. You can access this page
via the Manage Alerts link in the Actions list on My Site or from the Go to My Alerts Page link
on the My Alerts Summary web part.

The My Alerts page is displayed similarly to how lists and libraries are displayed using dif-
ferent views to display the alerts to the user. The types of views that are available are described
in Table 7-4.

Table 7-4. My Alerts Views

View Description

Summary The default view, it displays the alert name, its active status, the number of 
current results, and the alert’s delivery options.

Document and Displays notifications for any list item alerts whose content has been changed. 
List Item Alerts A link to the content is presented along with the user who modified the content, 

when it was modified, and management links. You must have list item alerts for 
this view to be accessible.

User An instance of this view type will be available for each User alert you create. It 
displays content found based on the unique Alert Results options associated 
with an alert for a user. A link is available in the Actions list that takes you to the 
public view of the user’s My Site.

Search An instance of this view type will be available for each Search alert you create. It 
displays all results of the search that meets the notification criteria of the alert.  
A link is available in the Actions list that allows you to run the search.

Area An instance of this view type will be available for each Area alert you create. It 
displays all content in the area that meets the notification criteria of the alert. 
Links to the content are presented.

List An instance of this view type will be available for each List alert you create. Like 
other instance-based views, it displays all content in the list that meets the alert’s
notification criteria.
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The Summary view is where you can accomplish the management of your alerts. The
view, shown in Figure 7-12, contains an Actions list that allows you to perform actions on all
alerts in the view. The actions available are Delete, Deactivate, Activate, and Delete All Results.
Each alert has a context menu, with the following options, allowing you to work with that spe-
cific alert:

• Edit: Takes you to a page that allows you to change the alert settings such as delivery
options, alert results, and filter

• Delete: Removes the alert permanently

• Activate/Deactivate: Allows you to temporarily stop the alert from processing and then
turn it back on

• Open: Takes you to the area, list, or item that the alert is processing

Figure 7-12. My Alerts Summary view

The Document and List Item Alerts view allows for the same management features but
does not contain context menus for the items. Instead, there are Alert Action links under each
alert notification displayed as well as management links in the Actions list of the view.

The other alert views also have similar management links available. Since these other
views show the results from a specific alert, their Actions list provides the same functions
found on the context menu of the corresponding alert in the Overview view.

Alerts in Sites
Unlike alerts in the portal, anyone with access to a WSS site can subscribe to alerts in that site.
You do not need to be in any particular site group or have any specific site group permissions.
All notifications from site alerts are generated via e-mail to the address associated with the site
user. Since sites are usually the main facilitator of collaboration in SharePoint, alerts play a key
role in sites by actively sending notifications to team members alerting them to information
that may be crucial to the collaboration effort.
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Alerts in sites have different options from alerts in the portal. One option is the Change
Type. The Change Type specifies what content changes you should be notified of. This is simi-
lar to the Alert Result option found in the portal alerts. Options for the Change Type are

• All changes: You are notified of any content change.

• Added items: You are notified when new content is added.

• Changed items: You are notified when existing content is changed.

• Deleted items: You are notified when existing content is deleted.

• Web discussion updates: You are notified when comments in web discussions are
changed. This only applies to document libraries.

■Note Alerts for deleted items do not allow you to undelete them, only to know that they have been deleted.

The other option for managing site alerts is the Alert Frequency. This option determines
how often you are sent an e-mail notification. Available frequency options are immediate,
daily, and weekly.

■Tip Alerts set to a frequency of immediate are not generated as soon as a change is made. These notifi-
cations are generated on an interval that your technical SharePoint administrator can set. The default setting
is 5 minutes.

Subscribing to an Alert
There are two alert types that you can subscribe to in a WSS site or workspace:

• List/Library: Notifies you regarding information in a specific list or library.

• List/Library Item: Notifies you when a specific item in a list or library is altered. This
alert is especially useful in large lists or libraries to receive notification on a specific
item without being notified of changes to other less-important information.

Alerts created for a list/library notify you when any items in that specific list/library have
been added or modified. In order to create this type of alert, you must have access to the list or
library screen.

To subscribe to an alert for a list or library on a site or workspace:

1. Navigate to the list or library screen for which you want to be alerted to content
changes. This can be done via the Quick Launch menu, a List View Web Part on the
site, or any other link to the list/library.
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2. On the List/Library page, click the Alert Me link in the Actions list on the left.

3. On the New Alert page, shown in Figure 7-13, select the Change Type that you want to
be alerted for.

Figure 7-13. Subscribing to a site list alert

4. Under the Alert Frequency section, choose how often you wish to receive e-mail notifi-
cations.

5. Click the OK button.

You can also create an alert for a single list item in a list or document in a library on the
site by performing the following steps:

1. Navigate to the list or library screen containing the list item or document. This can be
done via the Quick Launch menu, a List View Web Part on the site, or any other link to
the list/library.

2. On the List/Library page, display the context menu for the item that you want to be
alerted for and choose the Alert Me link.

3. On the New Alert page, select the Change Type that you want to be alerted for. You will
notice that only All changes, Changed items, and Web discussion changes (in docu-
ment libraries) are available for list/library item alerts.

4. Under the Alert Frequency section, choose how often you wish to receive e-mail notifi-
cations.

5. Click the OK button.
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Receiving an Alert
Receiving notifications for an alert in a WSS site is done by e-mail. The My Alert Summary web
part used in the portal cannot be used with WSS alerts. Just like the alerts created in the portal,
notifications are sent based on the frequency option of the alert. An e-mail message is gener-
ated for each alert that contains results. Each message contains links to the site, list, and list
item that caused the alert to notify you. There is also a link to the My Alerts page where you
can manage your alerts, as you see in Figure 7-14.

Figure 7-14. A site alert received via e-mail

■Caution The SharePoint environment must be properly configured with a mail server for e-mails, includ-
ing alerts, to be sent. If alerts are not being received, have your technical SharePoint administrator verify the
SMTP server configuration of your SharePoint environment.

Managing Your Alerts
Alerts are managed on the My Alerts page of a WSS site. Each site contains a separate My
Alerts page displaying your alerts for that specific site. SharePoint does not provide the ability
for you to view all of your alerts for all WSS sites on a single page. You can get to the My Alerts
page from the link in the alert notification e-mail or from the site itself.

To navigate to the My Alerts page shown in Figure 7-15:

1. Navigate to the WSS site that the alert is from.

2. On the site screen, click the Site Settings link in the top menu.

3. On the Site Settings page, click the My Alerts on this Site link in the Manage My Infor-
mation section.
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Figure 7-15. The My Alerts page

The My Alerts page shows you the name of each alert, the Change Type, and the Alert 
Frequency in one consolidated view with the alerts grouped by Alert Frequency. You can
delete alerts by checking the corresponding checkboxes and clicking the Delete Selected
Alerts button on the toolbar. In addition to adding list/library alerts from the specific list 
or library, you can add them from the My Alerts page by performing the following steps:

1. On the My Alerts on This Site page, click the Add Alert button on the toolbar.

2. On the New Alert page, select the list or library that you want the new alert to notify
you for.

3. Click the Next button.

4. On the New Alert page, select the change type that you want to be alerted for.

5. Under the Alert Frequency section, choose how often you wish to receive e-mail 
notifications.

6. Click the OK button.

To edit an alert from the My Alerts page:

1. On the My Alerts on This Site page, click the name of the alert that you want to edit.

2. On the Edit Alert page, alter the Change Type or Alert Frequency settings.

3. Click the OK button.

Managing Alerts for Other Users
SharePoint does not come with the capabilities for you to perform complete management of
alerts for all users of a site. Unfortunately, this means that administrators of a site cannot add
alerts for other users to important document libraries or lists in the site. Each user must create
their own alerts.
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While you cannot add or edit other users’ alerts, as a member of the Administrator site
group you are able to delete alerts for other users. This is provided especially for the instance
when a user’s access to the site is revoked. When a user is removed from a site, their Alerts are
not automatically deleted. This results in a user without access to the site receiving alerts
regarding documents and information they should not see. To delete an alert for other users:

1. Navigate to the WSS site that the alert is from.

2. On the site screen, click the Site Settings link in the top menu.

3. On the Site Settings page, click the Go to Site Administration link in the Administration
section.

4. On the Site Administration page, click the Manage User Alerts link in the Management
and Statistics section.

5. On the Manage User Alerts page, select a site user from the Display Alerts For drop-
down list and click the Update button.

6. After the list of alerts for the selected user is displayed, select each alert you want to
delete by selecting the associated checkboxes.

7. Click the Delete Selected Alerts link on the toolbar.

8. On the confirmation dialog box, click the OK button.

■Tip Third-party web parts and solutions have been created that can allow an administrator to fully man-
age all aspects of alerts for other users. In order to leverage this ability, these custom solutions would need
to be added to your SharePoint deployment by a technical SharePoint administrator.
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SharePoint Document
Collaboration Solutions

Some of the most common solutions provided through SharePoint are document collabora-
tion solutions. A document collaboration solution facilitates the process through which required
materials are created, approved, and distributed. SharePoint Portal Server and Windows Share-
Point Services provide many of the tools necessary to create these types of solutions. SharePoint
is also integrated with other Microsoft Office System products, such as Word, Excel, and Outlook,
that are essential components of many document creation efforts.

In this chapter, we will discuss document collaboration solutions and describe how a
SharePoint environment can be configured to support the needs of document collaboration
processes. We will discuss a sample document collaboration situation and walk through how a
SharePoint-based solution would address the needs of the situation.

Document Collaboration Overview
There are many situations in which individuals work together on an initiative where the end
result is the creation of one or more documents. Some examples include the following:

• Annual reports created for distribution to a company’s stakeholders

• Client statements created for distribution to clients

• Request for proposals (RFPs) or RFP responses created for distribution to vendors, 
partners, or customers

• Policy and procedure documents for distribution to an organization’s employees

These are just a few examples of collaboration efforts resulting in the creation of docu-
ments to be distributed or made available to a defined group of people.

Document collaboration initiatives typically have set deadlines and require the participation
of multiple individuals, often from more than one department. The work that these individuals
need to complete when creating the document is often interdependent. These dependencies
result in a series of tasks that require the participants to monitor the progress of the initiative in
order to know when they are able to perform their specific tasks.
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Collaboration Teams
The structure of the processes and teams vary between different types of document collaboration
efforts. In some cases, the same team of individuals will always work together on collaboration
projects, with each person performing a consistent set of tasks for each project. However, more
frequently, the individuals needed to participate in a collaboration project will be decided when
the project is started.

The team members are often selected based on a combination of factors including their
knowledge around the project topic, their skill set, and their availability. The people having the
right combination of these factors may be located in different physical locations and, in some
cases, work for different organizations. The end result is that organizations need tools that
support dynamic and distributed teams, allowing these teams to effectively work together.

Collaboration Resources
There are many resources that are typically brought together when working on a document
collaboration effort. The resources required for a collaboration effort can be categorized as
follows:

• Existing information: Often information that already exists within your organization
can be leveraged during the project. This information may be in the form of existing
documents, data stored in other applications, information available only in hard copy,
knowledge existing in someone’s head, or online resources available from third-party
sources. These materials may provide details required for reference during a current
initiative or may contain information to be directly added to the materials being cre-
ated. This information must be easy to locate and organize.

• Collaboration process: The processes defined within the organization for creating various
types of materials can range from simple steps followed to facilitate basic information
collection to a structured workflow process that includes defined document develop-
ment stages and approval steps. Regardless of the complexity, the process must be
defined and properly managed.

• Collaboration tools: Tools are required that enable the collaboration process. The tools
can range from the programs used to create and edit materials to the systems used to
facilitate and manage the collaboration effort. These tools must provide the services
necessary to support the process regardless of its complexity.

• Collaboration team: The individuals participating in the collaboration effort are the
most important aspect of the initiative. The people involved need the information nec-
essary to complete their assigned tasks and need the tools that allow them to work as
efficiently and accurately as possible.

• Process management: Team members participating in the initiative, management staff
responsible for the team members, and other individuals having an interest in the
materials being generated must all be kept up to date on the overall objectives, dead-
lines, and progress of the process. Management resources are required that allow the
process to be monitored and managed without having a negative impact on deadlines
or participants’ efficiencies.
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Challenges of Document Collaboration
Organizations are becoming increasingly interested in optimizing collaboration efforts. There
are many reasons why this has become an increasingly important goal. Your organization may
want to reduce the time it takes to generate needed materials, expand the volume of materials
being created, or better audit and manage the material creation process to help ensure the
quality of materials created.

Microsoft SharePoint includes capabilities designed to address many factors that can neg-
atively impact document collaboration efforts in order to help organizations optimize these
processes. Some of these factors include the following:

• Information that is needed to support the collaboration effort is often spread across many
sources: This information may be in the form of existing materials scattered throughout
your organization, Internet-based resources available from third parties, data in appli-
cations, documents only available in hard-copy format, or even knowledge stored in
someone’s head. Very rarely do all the participants know about all of the information
that is available and could be leveraged when creating materials. This often results in
duplication of effort, since team members will need to re-create information that they
are not aware exists. Having information spread across multiple sources and in multi-
ple formats results in the team spending a significant amount of time searching for this
relevant information. This searching will often impact other people as well since in
many cases the only way to find information is to contact the person who created it or
manages it.

• Multiple versions of the same information exist: Common methods used to distribute
important materials are through e-mail or as hard copy. When previously distributed
information is later updated, the updates will also be distributed through e-mail or as
hard copy. These distribution approaches result in multiple versions of the same infor-
mation circulating through the organization. When this occurs, it becomes difficult to
identify the most recent and most accurate versions. People will need to request the
most up-to-date copy of the items from the owner at the start of the collaboration
effort, which impacts their progress and impacts the people from whom they are
requesting the information. In some cases, people will simply use the version they 
feel is the most recent, which can result in outdated materials being used.

• Staff needing to participate in the process are spread across multiple locations: In many
cases, document collaboration efforts will require the involvement of people having a
variety of skills and knowledge. It is not uncommon for the people best suited to partic-
ipate in a collaborative effort to be based in different locations. When this is the case,
information sharing is commonly done through e-mail, making it very difficult to track
progress of the process and to manage the materials being shared. This will also result
in many of the issues we discussed under the preceding two bullet points. In some situ-
ations, it is not possible to share the information through e-mail. This might be due to
the size of the documents being worked on or other limiting factors. Also, in some cases
it is simply too difficult to coordinate efforts when people are not based out of the same
location. This is often due to communications challenges. When information cannot be
easily shared or when communications between team members cannot be managed
for distributed teams, participants for the process will be selected based on their prox-
imity to each other instead of their knowledge, skills, or availability. This can result in
more time being required to complete the effort, and it can negatively impact the qual-
ity of the materials created.
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• Managing the effort requires a significant time investment: Management of document
collaboration efforts is often handled through periodically polling participants in order
to obtain status information. These efforts often require frequent meetings and discus-
sions to communicate changing goals and deadlines. This results in interruptions of the
work being done and can also result in team members having different understandings
of goals, responsibilities, and deadlines.

• Information sharing between team members is inefficient: In many document collabora-
tion efforts, information is shared via e-mail, printed documents, and word of mouth.
As we discussed earlier, this can result in version control issues as these materials are
passed around, collected, and assembled into a final document. This can also result in
breakdowns in communication. When information is shared in this way, it is difficult
maintaining a unified understanding of the goals, deadlines, and responsibilities
around the project. It also makes introducing new people into the process after it is
under way more difficult, since a significant amount of time would be required to accli-
mate the new person to the goals, status, location of materials, and overall
understanding of the progress to date.

Needs for Document Collaboration
As we discussed earlier, there are many challenges that can negatively impact the effectiveness
of the team and the accuracy of the created materials. Any of the challenges we discussed pre-
viously can have significant impacts on the effectiveness of document collaboration efforts.
Microsoft SharePoint provides capabilities to help address these challenges, which include the
following:

• A single location for all document collaboration resources: Windows SharePoint Services
(WSS) sites are designed to act as a central repository for all collaboration materials.
This repository would contain

• All materials for the effort

• References to other related internal, external, and third-party information

• Communications about the project

• Project and process management information, such as tasks, issues, and status
materials

• Content created during the initiative
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This location would also act as the focal point for the management of the process and
be available to all team members regardless of location. It would provide a central place
where any person can go to get information on the status of the project, review the
work done to date, and understand the objectives and goals. Having a central location
for all materials also ensures that team members are working on the same and most
up-to-date version of these materials.

• The ability to easily locate available information: Being able to quickly and easily locate
all available information on a specific topic can significantly increase team effective-
ness during a document collaboration project. SharePoint Portal Server (SPS) search
tools allow you to search across all enterprise information based on keywords or spe-
cific criteria. This can save people time when researching a specific topic. It can also
significantly reduce duplication of effort, since locating available information will not
require any foreknowledge about the existence of the information. Locating informa-
tion will also be done without the need to invest time in querying people or manually
sifting through existing information repositories.

• The flexibility to support simple and complex collaboration processes: SharePoint pro-
vides basic content approval workflow capabilities, and in conjunction with other
Microsoft Office System products can add the process management and advanced
workflow capabilities needed to support more complex collaboration processes. These
tools are configurable so that overly complex processes or technical requirements do
not burden simple document collaboration processes. Conversely, the tools are flexible
enough to support complex processes requiring more sophisticated business logic 
and technical requirements. These tools can be made to support the defined process,
instead of your needing to adjust the process to support the requirements and limita-
tions of the tools.

SharePoint Document Collaboration Solutions
The capabilities of SharePoint Portal Server and Windows SharePoint Services that we dis-
cussed in Chapters 2 through 7 can be brought together into solutions that can overcome the
challenges and address the document collaboration needs discussed previously. These capa-
bilities can be used to create an environment in which teams can work together to create the
materials they need.

In order to demonstrate how a SharePoint environment can address document collabora-
tion needs, we will use the RFP response example that we mentioned earlier in this chapter.
We will describe the organization of a SharePoint solution that can address the needs of this
type of collaborative effort. We will describe the situation in which the solution will be used
and then outline the components making up the solution. Finally, we will walk through a 
typical RFP response workflow to demonstrate how the environment would be used.
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■Note The solution described in this chapter leverages only those capabilities native to SharePoint. There
are many Microsoft and third-party tools that can be added to a SharePoint environment to extend the docu-
ment collaboration capabilities and provide additional functionality. We will make note of some of the areas
that can be enhanced through the use of additional tools as we discuss the RFP response example.

RFP Response Requirements
In our document collaboration example, we will assume our organization frequently responds
to requests for proposals (RFPs) to obtain business. We will also assume that our organization
has several distributed offices. Our goal will be to provide an RFP response solution that
allows our organization to quickly respond to RFP requests and for our response to meet the
quality standards of our organization. Additionally, we need to allow distributed RFP response
teams to work together as effectively as the teams where all members are based in the same
location.

In order to meet the listed goals, we are assuming that our RFP response solution must
allow for the following:

• People from any location must be able to participate in the RFP response creation
process.

• Team members must be able to easily locate information available within the organiza-
tion that could be used during the creation of the RFP response.

• Materials and communications related to the RFP response development process must
be centrally managed.

• Process management tools such as objectives, task assignments, schedules, and status
information must be available to all team members and management staff.

SharePoint Solution Components
Our SharePoint RFP response solution will leverage many of the SharePoint capabilities that
we discussed in Chapters 2 through 7. Our sample solution will use the following:

• Portal areas and listings: Areas will provide the starting point for navigation through our
RFP response solution. Listings within these areas will then provide us with access to
the WSS sites that will contain the materials we need while we are creating a response
to an RFP. (We discussed portal areas and listings in Chapter 2.)

• Portal search capabilities: The portal search capabilities will allow us to locate informa-
tion we can leverage when developing a response to an RFP. (We discussed portal
search capabilities in Chapter 2.)

• Windows SharePoint Services (WSS) sites: WSS sites will provide the primary storage and
access point for all of the resources that we will be creating and using during the RFP
response development process. (We discussed WSS sites in Chapter 3.)
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• Site templates: We will create site templates to provide the teams of people working on
RFP responses with a WSS site structure that includes the components needed to sup-
port the RFP response process. (We discussed WSS site templates in Chapter 3.)

• Lists: We will use both custom and template lists to track information and manage com-
munication for the development of RFP responses. (We discussed custom lists in
Chapter 4 and template lists in Chapter 5.)

• Libraries: Documents and images needed during the development of RFP responses
will be stored in document and picture libraries. (We discussed libraries in Chapter 6.)

• Alerts: Alerts will be used to notify individuals when information within their RFP
response sites has changed. (We discussed alerts in Chapter 7.)

• Web parts: We will use several of the web parts that come with SharePoint to support
our RFP response process. (We discussed web parts in Chapter 7.)

RFP Response Process Definition
The types of components that we discussed earlier will be leveraged in the RFP response solu-
tion to support our organization’s RFP response process. The following steps outline the
high-level flow of events that make up our organization’s RFP response process:

1. The team of people responsible for the creation of the RFP response are identified.
This team will include the following:

a. Sales representative: Responsible for the overall RFP creation process and for com-
municating with the company that sent the RFP. The sales representative is the
conduit between the company sending the RFP and the individuals responsible for
creating the response. The sales representative will be responsible for adding the
pricing information to the RFP response based on the products and services out-
lined by the analyst and designer. This person will also be the one to deliver the
RFP response back to the company that sent the RFP.

b. Analyst: Responsible for determining the products and services needed to address
the requirements outlined in the RFP. The analyst is also responsible for complet-
ing the offerings section of the RFP response.

c. Designer: Responsible for creating estimates for services, detailing licensing
requirements, and providing any solution design details required based on the
products and services identified by the analyst.

2. The sales representative will initiate the process by creating the site for the RFP
response. As part of this step, the sales representative will populate objectives, tasks,
timelines, and any relevant documents.

3. The analyst will identify the products and services that are needed to address the
requirements listed in the RFP. If any additional information must be requested from
the issuer of the RFP to determine these needs, the analyst will work through the sales
representative to get this information.
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4. The designer will create service estimates and add any design-related information to
the products and services listed by the analyst. The designer will request additional
information of the analyst if any clarification is needed on the product and services
information created by the analyst.

5. The analyst will write the offering’s description in the RFP Response document based
on the information compiled by the designer.

6. The sales representative will review the information added by the analyst and add the
necessary product cost information. The sales representative will also add any addi-
tional references or background information required.

7. The sales representative will perform a final review of the RFP response and then
deliver the response to the issuer of the RFP. The sales representative will then be
responsible for closing out the RFP response process and updating the status as the
deal progresses.

SharePoint Environment Layout
We will need to configure several components in our SharePoint environment to address the
needs of our RFP response process. In order to help determine the configuration of these
components, we need to make certain assumptions about our SharePoint environment. 
The assumptions that we will be making include the following:

• We have a SharePoint environment that includes both SharePoint Portal Server and
Windows SharePoint Services.

• Portal searching and indexing has been configured for our environment. For the pur-
poses of this sample, there will not need to be any specific content included in the
search results. However, to deploy a similar solution into a production environment,
you would need searching and indexing configured so that all relevant materials within
SharePoint and in other repositories within your organization could be searched using
the SharePoint portal search. A technical administrator of the SharePoint environment
would need to configure this.

• A technical administrator has deployed a subsite viewer web part for use within the
SharePoint environment. This web part will list the subsites located under the site
where the web part is placed. This will be the only web part that we will refer to which 
is not provided in a default SharePoint deployment. While it is not required to have this
web part in order to navigate through a WSS site hierarchy, having it provides a signifi-
cant usability enhancement to SharePoint. There are several subsite viewer web parts
available and freely downloadable. If you are unsure where to go to obtain a subsite
viewer web part, you can refer to the book web site (http://www.sharepointextras.com)
for more information.
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The layout of the components that we will be using in our RFP response process sample
includes the following:

• Resources area: This area is provided by default under the Topics area in a new Share-
Point portal. We will use the Resources area to refer to general resources that are being
made available to the organization. These resources may include phone directories,
access to enterprise applications, references to enterprise materials, and so on. For our
RFP response environment, we will use the Resources area to reference a Presentation
Materials site that contains graphics, logos, and other resources approved by the organ-
ization for use when creating new materials, such as RFP responses.

• Divisions area: This area is also provided by default under the Topics area in a new
SharePoint portal. This area is used to group resources for specific divisions or depart-
ments within the organization. For our RFP response environment, this area will
include a reference to the Sales area, which will contain references to sales-related
resources.

• Sales area: This area is provided by default under the Divisions area in a new SharePoint
portal. This area is used to group all resources that are relevant to the company’s sales
group. This would include all reference to sites, external content, materials, and so on
that sales personnel would find valuable. For our RFP response environment, this area
will include a reference to an RFP Responses site that contains the individual document
collaboration sites for RFP response projects.

• Presentation Materials site: Referenced from the Resources area, this site contains
resources provided by the organization for use when creating new materials. This can
include graphics, logos, company description information, templates, general refer-
ences, and the like. For the purpose of our example, we will be using the Presentation
Materials site to manage graphics, such as company logos and charts, and standard text
items, such as a company description and product descriptions. In our example, this
site will contain the following components:

• Presentation Materials: This document library will be used to store and organize
standard materials for use when creating new documents. This will include com-
pany details, product descriptions, references, testimonials, templates, and so on.

• Presentation Graphics: This picture library will be used to store and organize stan-
dard company graphics. This will include company logos, charts, and other graphics.

• Contacts: This contacts list references the individuals responsible for the materials
stored in this site. This information makes it easy for people to identify and contact
the owners of presentation materials when they have a question about an item or
notice errors in available materials.
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• How To: This custom list will be used to store basic instructions on how to incorpo-
rate the presentation materials or presentation graphics into documents and how
to perform other tasks related to using these materials.

• Links: This links list is used to reference any external resources that are considered
standard materials but that are stored in other locations. This would include any
third-party materials available through the web.

• RFP Responses site: Referenced from the Sales area, this site contains all RFP responses
created by the company. It will also contain the document workspaces that were used
to facilitate the creation of these RFP responses. In our example, this site will contain
the following components:

• Document workspaces: Created as part of the RFP response process, these work-
spaces are based on the Document Workspace template we discussed in Chapter 3.

• RFP Responses: This document library contains the documents created in response
to the specific RFP requests received.

• Document Workspace template: This template will be used to create workspaces that
will be located within the RFP Responses site. These workspaces will be used to manage
the resources needed to support the creation of specific RFP responses. In our example,
this site will contain the following resources:

• Shared Documents: This document library will contain materials being collected 
or created for an RFP response. For our example this library will include estimate
sheets, presentations, the original RFP, and the RFP response being created.

• Announcements: This announcements list will contain any news around the RFP
response of which the RFP response team should be aware. This may include
announcements around extensions to deadlines, updates to available resources, 
or notifications of team assignment changes.

• Contacts: This contacts list will contain relevant contact information related to the
RFP response. This would include the RFP issuer’s information as well as any addi-
tional contacts provided by the issuer. It would also include contact information
for the members of the RFP response team.

• Events: This events list will contain information about any events related to the
RFP response. This would include any meetings being held to review RFP content,
the RFP due date, meetings to present the RFP response to the customer, and so on.

• Links: This links list will contain references to any web sites related to the RFP
response. This list would include references to the RFP issuer’s Internet site and
references to any third-party Internet resources relevant to the response creation
process.

• Tasks: This tasks list will contain all the task assignments for the creation of the
RFP response.

• General Discussion: This discussion board will be used to manage communications
between the team members concerning the RFP response.

Figure 8-1 depicts the layout of these resources.
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Figure 8-1. RFP response resource layout

In order for you to walk through the RFP response process as we describe it, these resources
must be configured within your SharePoint environment. The following steps outline how to con-
figure these resources. For details around the specifics of how to perform any of the described
configuration tasks, you can refer to the chapter that discusses the specific item.

Configuring the Divisions Area
As we described earlier, the Divisions area will contain references to the various divisions
within the organization. We need to update the Divisions area to support the needs of our 
RFP response process. Figure 8-2 depicts the desired layout of the Divisions area.

Figure 8-2. Divisions area

Portal Home Area

Topics Area

Resources Area

Divisions Area

Sales Area

Presentation Materials Site

RFP Responses Site

RFP Response Workspaces
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The following steps describe how to update the Divisions area for our RFP example:

1. Remove the Grouped Listings web part from the Middle Left Zone of the Divisions area
page.

2. Add the Area Contents web part to the Middle Left Zone of the Divisions area page.

Configure the Sales Area
The Sales area will reference sales-related resources and, for our example, is the entry point
used to access the RFP Responses site that will contain all RFP response resources. The default
layout of the Sales area will support our RFP example. Figure 8-3 depicts the desired layout of
the Sales area.

Figure 8-3. Sales area

Configuring the Resources Area
The Resources area will contain general company materials used by people across the organi-
zation. For our example, this area will reference the Presentation Materials site that contains
graphics and documents to be used when creating corporate materials, such as presentations
or client documentation. The default layout of the Resources area will support our RFP exam-
ple. Figure 8-4 depicts the desired layout of the Resources area.

Creating and Configuring the Presentation Materials Site
The Presentation Materials site will contain all standard documents and graphics for use when
creating new corporate materials. Figure 8-5 depicts the desired layout of the Presentation
Materials site.
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Figure 8-4. Resources area

Figure 8-5. Presentation Materials site

CHAPTER 8 ■ SHAREPOINT DOCUMENT COLLABORATION SOLUTIONS 255



The following steps describe how to create and configure the Presentation Materials site:

1. Create the Presentation Materials site.

a. Create a listing for the site in the Resources area.

b. Base the site on the Blank Site template.

2. Create the Presentation Materials document library.

a. Base the Presentation Materials document library on the document library type.

b. Select to display the library in the Quick Launch list.

3. Configure the Presentation Materials document library.

a. Create a column called Item Type that is a Choice type and make it required. The
choices for Item Type should be set to Company Details, Product Descriptions,
General Inserts, and References and Testimonials. This column should be saved
with no default value.

b. Create a column called Owner that is a Single line of text type and make it
required. The Owner column should allow for a maximum of 30 characters to be
entered.

c. Update the All Documents view by placing the Item Type column in Position 3 and
placing the Owner column in Position 4.

d. Create a new view called By Item Type, make it the default view, and include the
following columns: Type, Name (linked to document), Owner, Modified, and 
Modified By. Sort by Name (linked to document) and group by Item Type.

e. Create a new view called By Item Type Collapsed and include the following
columns: Type, Name (linked to document), Owner, and Modified. Sort by 
Name (linked to document). Group by Item Type with the group collapsed.

4. Create the Presentation Graphics picture library.

a. Base the Presentation Graphics library on the picture library type.

b. Select to display the library in the Quick Launch list.

5. Configure the Presentation Graphics picture library.

a. Create a column called Item Type that is a Choice type and make it required. The
choices for Item Type should be set to Company Details, Product Descriptions,
General Inserts, and References and Testimonials. This column should be saved
with no default value.

b. Create a column called Owner that is a Single line of text type and make it
required. The Owner column should allow for a maximum of 30 characters to be
entered.

c. Update the All Pictures view by placing the Item Type column in Position 4 and
placing the Owner column in Position 5.

d. Create a new view called By Item Type, make it the default view, and include the
following columns: Selection Checkbox (select a picture), Type, Name (linked to
display items), Owner, Picture Size, File Size, and (must be selected for picture
library details view) Sort by Name (linked to display items) and group by Item
Type.
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e. Create a new view called By Item Type Collapsed and include the following
columns: Selection Checkbox (select a picture), Type, Name (linked to display
item), Owner, Picture Size, and (must be selected for picture library details view)
Sort by Name (linked to display items). Group by Item Type with the group col-
lapsed.

6. Create the Contacts list.

a. Base the Contacts list on the Contacts list template.

b. Select to display the list in the Quick Launch list.

7. Create the How To list.

a. Base the How To list on the Custom list template.

b. Select to display the list in the Quick Launch list.

8. Configure the How To list.

a. Create a column called Details that is a Multiple lines of text type and make it
required. This column should allow rich HTML text.

b. Update the All Items view so that it displays Attachments, Title (linked to item),
and Details. Select to sort by Title (linked to item).

c. Create a new view called Titles Only and include Attachments and Title (linked to
item). Sort by Title (linked to item).

9. Create the Links list.

a. Base the Links list on the Links list template.

b. Select to display the list in the Quick Launch list.

10. Update the Presentation Materials site page.

a. Place the Presentation Materials library web part in the Left Zone, and choose to
display the By Item Type Collapsed view and use the Summary Toolbar.

b. Place the Presentation Graphics library web part in the Left Zone below the 
Presentation Materials library web part, and choose to display the By Item Type
Collapsed view and use the Summary Toolbar.

c. Place the How To list web part in the Right Zone, and choose to display the Titles
Only view and use the Summary Toolbar.

d. Place the Links list web part in the Right Zone below the How To list web part.

e. Place the Contacts list web part in the Right Zone below the Links list web part.

11. Add the following content to the Presentation Materials Library. This content will be
used in the RFP response process walk-through that follows.

a. A company background Word document named Company Background: Set the Item
Type to Company Details.

b. A company value-add proposition Word document named Company Value-Add:
Set the Item Type to Company Details.

c. One or more reference Word and Excel documents: Set the Item Type to References
and Testimonials.
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12. Add the following content to the Presentation Graphics library. This content will be
used in the RFP response process walk-through that follows.

a. A company offerings JPG or GIF image named Offerings

b. A company logo JPG or GIF image named Company Logo

13. Add any additional relevant documents, pictures, contact information, how-to instruc-
tions, and links to the site libraries and lists.

Creating and Configuring the RFP Responses Site
The RFP Responses site will contain all sites created to manage specific RFP responses. This site
will also contain documentation related to RFP response policies and procedures. Figure 8-6
depicts the desired layout of the RFP Responses site.

Figure 8-6. RFP Responses site

The following steps describe how to create and configure the RFP Responses site:

1. Create the RFP Responses site.

a. Create a listing for the site in the Sales area.

b. Base the site on the Blank Site template.

2. Create the RFP Responses document library.

a. Base the RFP Responses library on the document library type.

b. Select to display the library in the Quick Launch list.

3. Configure the RFP Responses document library.

a. Create a column called Client that is a Single line of text type and make it required.

b. Create a column called Project that is a Single line of text type and make it required.

c. Create a column called Project Size that is a Currency type and make it required.
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d. Create a column called Owner that is a Lookup type and make it required. Leave
the Get Information From value as User Information and the In This Column value
as Display Name. Leave the Include Presence Information and the Add to Default
View options checked.

e. Create a column called Response Due that is a Date and Time type and make it
required. This column should be set to Date Only.

f. Create a column called Opportunity Status that is a Choice type and make it
required. The choices for Opportunity Status should be set to In Development,
Submitted, Won, and Lost. This column should be saved with a default value of In
Development.

g. Update the All Documents view so that it displays Type (icon linked to document),
Name (linked to document with edit menu), Client, Project, Project Size, Opportu-
nity Status, Owner, Response Due, Modified, and Modified By. Select to sort by
Client and Project.

h. Create a new view called By Client and include the following columns: Project, 
Project Size, Opportunity Status, Owner Response Due, Modified, and Modified By.
Select to sort by Project and group by Company.

i. Create a new view called By Opportunity Status and include the following columns:
Client, Project, Project Size, Owner Response Due, Modified, and Modified By. Select
to sort by Client and Project and group by Opportunity Status.

j. Edit the library template. The template is a Word document. It should be edited 
so that it represents a document template for a new RFP response. This template
should include the sections that make up an RFP response and use the layout of a
standard response. It should also include any standard text that should be part of
any RFP response.

4. Update the RFP Responses site page.

a. Place the RPF Responses library web part in the Left Zone, and choose to display
the All Documents view and use the Full Toolbar.

b. Place the Subsite viewer web part in the Right Zone and make the title read RFP
Response Workspaces.

■Note This assumes that a SharePoint technical administrator has added a subsite viewer web part to the
SharePoint environment. As we mentioned earlier, there are several subsite viewer web parts available that
can be freely downloaded.

The resources needed for the RFP response process are now configured.
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RFP Response Process Walk-Through
Now that we have configured the resources needed for the RFP response process, we can dis-
cuss the steps that will be followed when creating a new RFP response. During this discussion,
we will describe how each of the areas and sites that you configured previously are used dur-
ing the RFP response process. We will describe how people in each of the roles listed earlier
(sales representative, analyst, and designer) will work together to create the RFP response.

When we walk through the RFP response process, we will assume the following:

• An RFP response has been received from a client or potential client. For the purposes 
of our example, we will call this company DataLan Corporation.

• The team of people that will be involved in the process have been identified.

• The entire organization is authorized to view the materials in an RFP response site, but
only the individuals defined as the response creation team can edit information within
the site.

The following steps describe the process that we will walk you through to develop the
response for the RFP received from DataLan Corporation.

1. Assuming the role of sales representative, create a new RFP Response document for
the received RFP.

a. Create a new document in the RFP Responses document library of the RFP
Responses site called DataLan 2005 using the New Document option in the
library’s menu.

b. Add general information to the document, such as client name, headers, and any
necessary details.

c. Save the new document and during the save, add appropriate values to the docu-
ment properties presented. Table 8-1 shows the values to set for each of the listed
properties.

Table 8-1. RFP Summary List Values

Column Value

Client DataLan Corporation

Project 2005 RFP

Project Size $200,000

Owner Sales representative (this would be the 
name of the sales representative)

Response Due 12/01/2005

Opportunity Status In Development

2. The sales representative creates a new workspace to facilitate the creation of the RFP
response. The new workspace will be created using the Create Document Workspace
option from the DataLan 2005 document context menu.
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3. The sales representative will add all initial information to the DataLan 2005 site.

a. Grant the analyst and designer Contributor-level access within the site using the
Members web part. When adding these individuals, select to send them an e-mail
about the new site and in the e-mail body describe that they have been selected to
be part of the team for creating the DataLan 2005 RFP response. The team mem-
bers will then go to the site to review the information about the received RFP.

b. Grant Domain Users Reader-level access within the site using the Members web part.

c. Add the received RFP from DataLan Corporation to the site.

d. Add a link to the Links list that references the Presentation Materials site. If you do
not know the URL for the Presentation Materials site, you can navigate to the site
and copy the URL from the web browser’s address bar.

e. Add a link to the Links list that references the issuer’s web site, 
http://www.datalan.com, and call this link DataLan Internet Site.

f. Add the tasks that must be done to create the RFP response to the Tasks list. 
Table 8-2 lists the tasks that should be created.

Table 8-2. Task List Values

Title Assigned To Start Date Due Date

Add company background, value Sales representative 12/01/2005 12/02/2005
proposition information, and references.

Determine products and services Analyst 12/03/2005 12/05/2005
needed to address RFP needs.

Compile service time estimates and Designer 12/06/2005 12/08/2005
product licensing requirements needed to 
support the defined products and services.

Enter product and services detailed Analyst 12/09/2005 12/11/2005
descriptions into the RFP response 
including diagrams required.

Add costs for products and services. Sales representative 12/12/2005 12/12/2005

Response review. Sales representative 12/15/2005 12/15/2005

Submit response to client. Sales representative 12/16/2005 12/16/2005

■Note Third-party products are available that will consolidate all tasks assigned to a person across all
SharePoint task lists to provide them with a consolidated list of assigned tasks. This would allow people to
go to a single location in the portal to view all tasks that they have been assigned.
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4. The sales representative will check out the RFP Response document and add the 
background, value proposition information, and references.

a. Click the Presentation Materials link to go to the Presentation Materials site and
insert any necessary text from company background, value proposition, and refer-
ences into the RFP response.

b. Add any other information you require to the introduction of the RFP Response
document.

c. Once done, check the document back in.

5. All team members will set up alerts to monitor important changes to information
within the site.

a. Create an alert that notifies you of all changes on the Tasks list and select to be
notified immediately.

b. Create an alert that notifies you when items are added to the General Discussion
discussion board and select to be notified immediately.

c. Each team member should set up these two alerts for themselves.

■Note Third-party products are available that allow select individuals to set up alerts for others within a
site. This would allow the sales representative to set up the alerts for all the team members when the site is
initially created.

6. The sales representative updates the Percent Complete column to 100% for the “Add
company background, value proposition information, and references” task.

7. The analyst will receive a notification that the Tasks list has changed and go to the site
to define the products and services that are needed to respond to the RFP. As part of
this process, the analyst will have to request additional information needed to com-
plete the product and service needs definition.

a. The analyst will add a new discussion to the General Discussion board with a 
subject of “Additional Information Needed” and a body listing several pieces of
information required to determine the product and service requirements.

b. The sales representative will get a notification about the change to the General
Discussion board and will review the discussion details added by the analyst. The
sales representative will then obtain the required information from the client and
post a response containing this information to the “Additional Information
Needed” discussion.

c. The analyst will get a notification about the change to the General Discussion
board and will review the information provided in the response from the sales rep-
resentative. This discussion is held using a SharePoint discussion board instead of
through e-mail so that the information is available to the entire team and so that it
is saved for future reference.
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■Note There are third-party products that allow e-mail communication to be directed to a library, which
would allow for discussion had via e-mail and the e-mail messages to be stored in the RFP Responses site.

8. Now, acting as the analyst role, create a document that lists the products and services
to be included in the RFP response.

a. Create a new document called Products and Services and place this document in
the Shared Documents library on the DataLan 2005 RFP response workspace.

b. Check out the Products and Services document and update it so that it contains
the products and services needed to respond to the RFP request.

c. Once all updates have been made to the Products and Services document, check it
back into the library.

9. The analyst updates the percent complete column to 100% for the “Determine prod-
ucts and services needed to address RFP needs” task.

10. The designer will receive a notification that the Tasks list has changed and go to the site 
to review the products and services information created by the analyst. The designer will
determine the service time estimates and the product licensing necessary to support this
information.

a. The designer will check out the Products and Services document and add service
time estimates and product license details.

b. Once done, the designer will check the document back in. We check the document
out and then back in instead of just editing it so that everyone will know who is
currently working on the document and to make sure that no one else uses the
document while the designer is making edits. With the document checked out, the
designer can save and close the document while still keeping it checked out so that
others cannot make changes.

11. The designer updates the percent complete column to 100% for the “Compile service
time estimates and product licensing requirements needed to support the defined
products and services” task.

12. The analyst will receive a notification that the Tasks list has changed and go to the site
to update the RFP Response document with information from the Product and Ser-
vices document.

a. Check out and update the RFP Response document, adding information that was
created as part of the Product and Services document. Organize this information
to fit within the RFP response structure.

b. Insert the Offerings images into the RFP response from the Presentation Graphics
library in the Presentation Materials site by having the DataLan 2005 RFP Response
document open, selecting the Offerings image from the Presentation Graphics
library, and using the Send To option.

c. Once done making edits, check the RFP Response document back in.
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13. The analyst updates the percent complete column to 100% for the “Enter product and
services detailed descriptions into the RFP response including needed diagrams” task.

14. The sales representative will receive a notification that the Tasks list has changed. The
sales representative will open the RFP Response document and add the product and
services costs.

15. The sales representative updates the percent complete column to 100% for the “Add
costs for products and services” task.

■Note Real-time communication capabilities can be incorporated into the SharePoint environment by 
configuring Microsoft Live Communications Server. This would enable the team to ask questions and discuss
the process through real-time communication, or chat, using MSN Messenger. This would also add team
member presence information to the environment, allowing team members to see the availability of other
team members.

16. The sales representative will review the completed RFP response. The sales representa-
tive will open the RFP Response document and make any necessary final update.

17. The sales representative updates the percent complete column to 100% for the
“Response review” task.

18. The sales representative will then send the RFP response to the client and update the
“Submit response to client” task.

19. The sales representative will publish the final DataLan 2005 document to the RFP
Responses library in the RFP Responses site using the Publish to Source Location
option from the DataLan 2005 document context menu in the DataLan 2005 docu-
ment workspace.

20. The sales representative will update the Opportunity Status value of the DataLan 2005
document in the RFP Responses site to Submitted.

21. After the business is won or lost, the sales representative will update the Opportunity
Status value of the DataLan 2005 document in the RFP Responses site to Won or Lost.

■Note Workflow capabilities can be added to the SharePoint environment through the use of available
third-party products. These products allow for specific individuals to be notified when they are required to
perform an action, reminders to be sent when tasks go past due, and the ability to look at the workflow
process to identify the current status of the overall process. The site containing the RFP response materials
could also be automatically archived or deleted at the end of the process.
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Figure 8-7 shows the final RFP Responses site after the RFP response has been created.

Figure 8-7. Final RFP Responses site

Figure 8-8 shows the final DataLan Corporation RFP response site.

Figure 8-8. DataLan 2005 RFP response site
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Benefits of SharePoint Document 
Collaboration Solutions
There are several benefits that your organization can gain by using a SharePoint environment
to support document collaboration processes. These benefits range from time savings and
staff efficiency to providing more accurate materials and giving all stakeholders, managers,
and team members exposure into the process and materials.

The benefits that your organization will receive from using your SharePoint environment
for document collaboration solutions will depend on how well the document collaboration
capabilities you include map to the business needs. As with any solution, document collabo-
ration capabilities must map to the business processes that they support, and these solutions
must provide value to the people who are expected to use them. Our RFP response process
example describes a simple process. The configuration of an RFP response process within
your organization would need to leverage the tools necessary to support your specific collabo-
ration requirements.

The following are some of the most common benefits organizations receive from provid-
ing document collaboration solutions through their SharePoint environment:

• Reduction of document creation life cycle: This is accomplished through the increased
effectiveness of the team. Team members are given the following:

• A structure in which work can be consolidated. All materials related to a project,
regardless of type (documents, images, tasks, links, and so on), can be stored in
this location.

• Tools that allow members to be notified of events that occur around the project,
enabling people to be kept aware of information changes and project status.

• The ability to review and manage the tasks that they are assigned.

• With the use of the portal searching capabilities, the ability to quickly locate mate-
rials that can be leveraged as part of their document collaboration initiative.

• Improvement of individuals’ effectiveness: This is provided through the following:

• Document collaboration solutions allow individuals to easily participate in collab-
oration efforts at any point in the process.

• These solutions reduce the need for frequent meetings on document collaboration
initiatives, which optimizes the use of individuals’ time.

• Since these solutions are web-based, individuals participating in the process may
be selected based on their skill sets and availability instead of their physical prox-
imity to the other team members.

• Having all materials centrally located allows for much easier information manage-
ment and retrieval.
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• Inclusion of external individuals in the process: Managing your collaboration efforts
through your SharePoint environment

• Not only allows you to include distributed individuals within your company in the
process, but also allows you to include individuals who are external to your organi-
zation, such as third-party partners, consultants, and staff at subsidiaries. These
individuals can directly participate in the process, leveraging the same tools as
those used by internal staff.

• Allows for all participants to share a common experience when working on a col-
laboration project.

• Track and manage the process: Team members and managers in the organization can go
to the SharePoint site being used to manage a collaborative effort to review the current
status and all current materials related to the effort. This reduces the need to make tele-
phone calls or send e-mails requesting status information to the various team members.
Managers and team members can view the current status of the effort without negatively
impacting its progress.

Tips for Creating Effective Document 
Collaboration Solutions
When building any solution, it is important to make sure that it meets the business needs and
provides value to both the people using it and the company overall. When deploying document
collaboration solutions within your SharePoint environment, there are several points to keep in
mind that can help ensure the document collaboration solution meets the desired requirements:

• Leverage the integration points with Microsoft Office 2003: This will allow people to work
with the materials located in the SharePoint environment through the tools that they
are familiar with, like Word and Excel.

• Automate tasks where possible: Automating tasks makes the process easier for people 
to use and allows you to provide a higher degree of process efficiencies. This is done by
using features such as creating document workspaces through a document in a docu-
ment library, which we discussed in our walk-through. This allows for information to 
be automatically moved to appropriate storage locations so that the people using the
process do not need to perform these types of tasks manually.

• Create a portal and site structure that maps to the way people use the information: It is
important to make the navigation structure as intuitive as possible in order to help
facilitate the use of the environment.

• Create templates that provide a consistent structure: These templates should be used
across initiatives and include all of the key components needed to support the process.
It is important to keep these templates up to date as needs change and as better ways of
supporting the initiatives are identified.

CHAPTER 8 ■ SHAREPOINT DOCUMENT COLLABORATION SOLUTIONS 267



• Include all of the resources necessary to support the process: As we noted in our example
walk-through, there are several third-party products available that can enhance the
usability of the document collaboration solutions and of the overall SharePoint envi-
ronment. It is important to make the processes as easy to use as possible to ensure that
these processes are not perceived by users as being too complicated or as unnecessary
burdens.

• Make sure the process provides value to all the people involved: The solution should pro-
vide value to the team members as well as the overall company. This value needs to be
understood by everyone involved.

• Train individuals on the use of the solution and on the overall process: It should not be
assumed that all people involved will know how to use the tools or that they have a full
understanding of the collaboration process. Regardless of the length of time the process
has been in place, it is important to provide training on the process and on how the tools
support this process. Materials should also be provided that people can use as reference
after the training. This will help ensure that everyone involved has the same understand-
ing of the process and the tools that support the process. Plans should also be put in
place to handle the training of new staff that join the company.

• Monitor the solution’s effectiveness and make incremental changes where appropriate: It
is rarely the case that a newly deployed process will take into account all potential sce-
narios that the process will end up supporting. It is important to monitor the process
and the use of the tools in order to make any optimizations necessary to address chal-
lenges that will be identified after the solution is deployed.
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SharePoint Project 
Collaboration Solutions

Many information workers spend a significant amount of time working on projects. These
projects range from small teams being tasked with completing a specific job, such as creating
a simple presentation or updating some standard company materials, to multiple individuals
working on a complex long-term project, like introducing a new product line into the com-
pany or creating a five-year corporate plan. SharePoint Portal Server and Windows SharePoint
Services provide many capabilities that help facilitate and manage team-based projects.

In this chapter, we will discuss project collaboration solutions and describe how you can
use SharePoint to support the needs of team-based projects. We will describe a sample project
collaboration scenario and step through how a SharePoint-based solution can address the
needs of our scenario.

Project Collaboration Overview
It is often very challenging to successfully complete a project so that it meets all desired busi-
ness objectives, is completed within the desired timeframe, and meets its budget expectations.
Projects require the coordination of many types of resources, including people, processes, and
information, to be successful. Information workers spend a significant amount of time per-
forming project-based work, and as a result, the efficient management, organization, and
execution of projects is vital to a company’s success.

Many factors can impact the overall success of a project. SharePoint provides capabilities
that enhance the project collaboration process to help overcome these issues. These capabili-
ties are designed to help support all aspects of a project including the following:

• Project planning

• Define business justification and objectives.

• Define measures of success.

• Organize the team.

• Assign tasks.

• Create schedules and milestones.

• Provide cost estimates.

• Define deliverables. 269
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• Project execution

• Collaboratively create project materials, including deliverables and reference
materials.

• Manage issues and risks.

• Manage tasks.

• Manage scope.

• Manage procurement and vendors.

• Communicate project-related decisions, status, and key metrics.

• Release final deliverables.

• Project closeout

• Archive project materials for future reference.

• Evaluate project successes and failures.

From a regulatory compliance assessment to a new product development introduction
process, most projects include these steps. However, the degree to which they are addressed
and the formality around each step will vary based on the needs of the project and the project
management approach used by the organization.

Challenges of Project Collaboration
When a significant amount of employees’ time is spent working on projects, strong project
collaboration and management is needed to ensure the success of active initiatives. Partici-
pants must be able to contribute to the project as efficiently as possible.

There are many challenges SharePoint can help address during a single project, some of
which are listed here:

• Difficulty managing project-related information: Project-related information may be
scattered throughout an organization, with each participant having their own copy of
the project documents to work from. Other documentation is stored in shared loca-
tions, such as network drives. E-mail is then often used as the method of disseminating
information. All of this leads to challenges when people need to find materials for the
project, resulting in a significant amount of time being spent looking for information.
There can be negative impacts on other individuals’ time as well, since assistance is
often required from other team members to locate items.

• Lack of communication: Projects can suffer from a lack of communication between 
participants. Whether it is the fault of the participants or the system in place to facili-
tate the project, communication breakdowns lead to unproductive time and additional
risk. Participants may not know what responsibilities they have. Decisions made, scope
changes identified, and updates to objectives are not broadcast to the people who are
impacted. This lack of communication can lead to redundant work, missed deadlines,
and frustrated employees. Also, managers and stakeholders may not have the necessary
exposure into the project, which can result in management frustrations.
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• Collaboration for geographically dispersed teams: Ideally, everyone involved in a project
would be in close contact with each other. However, more frequently this is becoming
the exception rather than the rule. Project teams are increasingly composed of partici-
pants in different locations. Organizations want to create project teams based on
individuals’ skill sets and availability instead of their geographic location. Time zone
differences become an issue when people in different locations need to work on the
same project. Also, all project materials need to be accessible by all team members
regardless of their location.

• Lack of visibility into the project: Project sponsors, managers, stakeholders, and team
members all need the ability to review project materials, understand project status, and
be made aware of changes to the scope and objectives. Key metrics, however, are often
not readily available. Instead, the project manager must compile this information on
demand, impacting their time and often impacting the time of others when status
information needs to be collected.

• Managing changing resources: Ideally, projects would contain a complete and consis-
tent set of participants who are all available from the start of the project and contribute
through to the end. However, many projects, especially longer term initiatives, often
have teams that are more dynamic, changing over time based on people’s availability
and the skills needed at each point of the project. New participants must be educated
on project goals and notified of previous project decisions, and responsibilities must be
reassigned to them. Members leaving the project will often take the knowledge they
have gained with them, which in some cases is not documented, so it is lost to the rest
of the team. They also may be removed in the middle of their tasks, which then need to
be reallocated to other team members. Knowledge transfer during changes in project
teams is critical in order to avoid the negative impacts these changes can have on the
projects.

Needs for Project Collaboration
Due to the large amount of time spent by employees on projects, the efficiency with which
these projects are run can have a significant impact on your entire organization. The chal-
lenges discussed previously can have detrimental effects on the success of such projects and
the overall productivity of the organization.

SharePoint provides many capabilities that can be used during project collaboration efforts
to help mitigate the affects of the challenges discussed earlier. These include the following:

• Providing a central repository of all project materials: Rather than having project informa-
tion scattered throughout an organization, SharePoint provides you with a central storage
area for all documents, data, and project management–related information. Storing proj-
ect resources in a central repository also provides participants access to tasks, objectives,
decisions, and deadlines and any changes to these items. This will allow for easier educa-
tion of new members, reduce the time it takes for participants to find information, and
allow for easier management of the project by the project manager.

• Allowing repository access from any location: The project repository can be available to
all involved individuals regardless of their location. This allows project members who
are in different locations, including those who are traveling, to effectively participate in
the project.
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• Providing notification of changes in information to participants: Project members need
to be made aware of changes to relevant information. This includes changes to their
responsibilities, documents, deadlines, objectives, or scope. SharePoint allows team
members to select the items they want to be notified about.

• Providing project exposure to managers and stakeholders: When managers and stake-
holders have a great deal of interest in the outcome of a project, providing them with
access to project materials, including project metrics, can help manage their expecta-
tions as the project progresses. These individuals need access to these items when they
need them without having to request them from the project manager, potentially nega-
tively impacting the progress of the project. SharePoint capabilities allow for the
introduction of a process that provides these metrics to stakeholders with little or no
work from the project manager. This can reduce extra demands on the team while
ensuring that stakeholders are kept well informed.

SharePoint Project Collaboration Solutions
SharePoint Portal Server 2003 and Windows SharePoint Services provide many benefits to the
organization, management, and collaboration of projects. The components that we have dis-
cussed in Chapters 2 through 7 can be combined to enhance the productivity and efficiency 
of projects in your organization.

In this chapter, we will walk you through the creation of a sample project using the tools
available in SharePoint. The focus will be on addressing the challenges described earlier in an
effort to allow for easier project collaboration and management. This will include the creation
and customization of a team site used to facilitate the project. We will then walk through typi-
cal usage of the solution for participants in the various project roles.

■Note The solution described in this chapter leverages only those capabilities native to SharePoint. There
are many Microsoft and third-party tools that can be added to a SharePoint environment to extend the proj-
ect collaboration capabilities. We will make note of some of the places where additional solutions can be
introduced to enhance the project collaboration process.

Service Plan Project Requirements
In our project collaboration example, we will use SharePoint features to facilitate the 
management of a new project within our organization. This project will be focused around
introducing a service plan offering for one of our organization’s existing product lines. The
project team is performing all of the tasks necessary to design the makeup of this offering,
introduce it into the offerings list, and prepare to market the offering.
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In our example, we will assume that our organization has several offices and that the 
project team members are located across these offices. Our goal is to provide a solution that
will allow us to increase the productivity of the project members to help ensure that the proj-
ect is successfully completed on time and on budget. To meet this goal, we must allow for the
following:

• People from any location must have access to the project information and be able to
contribute to the project.

• All project resources must be stored in a single repository to ease the burden of search-
ing for needed materials and to help with project team member transitions.

• Project members must have the ability to receive notifications when important documents
are modified or added to the project repository. A place for important announcements to
be broadcast to the project team must also be provided and allow team members to sub-
scribe to these announcements.

• All managers and stakeholders must have access to project materials including key
metrics that allow them to understand the health of the project.

• The project manager must be able to control security around sensitive financial 
documents.

Service Plan Project Process Definition
Our project collaboration sample solution will leverage many of the SharePoint capabilities
that we discussed in Chapters 2 through 7.

The following steps describe the high-level flow of events that will make up our project
collaboration process:

1. The need to organize a project based on a request from a business sponsor is identi-
fied.

2. The project participants are identified. The participants include the following:

a. Business sponsor or executive stakeholders: The individual or group who has champi-
oned the project in the organization. These people may be ultimately responsible for
determining the success or failure of the project. They may also be in charge of budg-
etary and other business decisions within the organization.

b. Project manager: The individual responsible for the day-to-day management of the
project. This person tracks resources, tasks, and budget in an effort to drive the
project towards a successful completion.

c. Project team members: The participants of the project responsible for performing
the majority of the tasks making up the project.
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3. The project manager will initiate the project process by creating the project site.

4. The project manager will customize the project site to include the SharePoint lists,
libraries, and web parts that will help to facilitate the project.

5. The project manager will grant permissions to the site to the other participants of the
project. These participants will receive e-mail notifications about the SharePoint site
that will serve as a repository for project collaboration.

6. Team members will visit the site and collaborate around the introduction of the service
plan. This includes the creation and management of tasks, schedule, documents, con-
tacts, and project metrics. They can also subscribe to SharePoint alerts that will allow
them to be notified of changes to information that concerns them.

7. The site will be used to facilitate the collection of data and information important to
the organization’s decision-making process. Projected costs, expected revenue, and
nonmonetary benefits will all be incorporated into the project’s decisions.

8. Business sponsors and other stakeholders will be able to access the site and have
access to project metrics including project costs and hours spent.

9. Deliverables will be finalized and approved. In this example, the deliverable is the
completed service plan.

10. After project completion, the project site will remain available for historical purposes.
This will allow future projects to reuse any materials created during this project.

SharePoint Environment Layout
There are several SharePoint components we will configure to allow our environment to sup-
port the needs of our service plan creation process.

The layout of the components that we will be using in our project collaboration process
example includes the following:

• Projects area: This area is provided as part of a default SharePoint portal under the Top-
ics Area. This area is used to group project sites. For our project collaboration example,
this area will include a reference to the site for our service plan creation project.

• Genesis Service Plan Introduction site: Referenced from the Projects area, this site contains
the information being used to manage the project around introducing a new service plan
offering for the Genesis line of products our organization sells. It will contain the follow-
ing components used to facilitate the collaborative efforts of project members as they
create the service plan:

• Shared Documents: This document library will be used to store and organize most
documents collected and created during the project. This includes both deliver-
able documents that are ultimately sent to executive stakeholders as well as
intermediary documents created during the project to facilitate collaboration.
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• Financial Documents: This document library will be used to store and organize
documents containing sensitive financial information that should only be view-
able by project managers and business sponsors. Only the project manager and
business sponsors will have access to this library.

• Announcements: This announcements list is used to convey important messages to
the project team.

• Contacts: This contacts list is used to maintain a list of all important project con-
tacts and their contact information. In addition to project team members, this list
may include vendors, consultants, and customer contacts.

• Events: This events list is used to manage deadlines and milestones for the project.

• Issues: This issues list is used to monitor and mitigate issues or potential risks to
the successful completion of the project. These issues must be dealt with by the
project manager or other individuals to ensure the project progresses on schedule.

• Links: This links list will contain references to any related web sites that contain
information relevant to the project.

• Project Metrics: This custom list contains key metrics for the project, allowing busi-
ness sponsors an easy way to monitor the progress of the project.

• Project Details: This custom list allows project participants to quickly see an
overview of the project status and whom to contact for more information.

• Tasks: This tasks list will be used to maintain the work items needed to complete
the project. This may initially include high-level tasks and grow as the project pro-
gresses and additional work is determined. This list will allow users to easily see
their tasks as well as letting the project manager monitor the completion of the
workload.

• General Discussion: This discussion board will be used to facilitate communications
among the project team.

Figure 9-1 depicts the layout of these resources.

Figure 9-1. Genesis Service Plan Introduction project collaboration layout

Portal Home Area

Topics Area

Projects Area

Genesis Service Plan Introduction Site
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In order for us to step through the use of our project collaboration site, we must configure
the resources described previously within our SharePoint environment. The following steps
outline how to configure these resources. For details of the specifics of how to perform any of
the described tasks, you can refer to the earlier chapter that discusses the specific component.

Configuring the Projects Area
The Projects area will reference the sites created to manage specific projects. The default lay-
out of the Projects area will support our project collaboration example. Figure 9-2 depicts the
desired layout of the Projects area.

Figure 9-2. Projects area

Creating and Configuring the Genesis Service Plan Introduction Site
The Genesis Service Plan Introduction site will contain all resources related to the manage-
ment and collaboration of the Genesis Service Plan Introduction project. Since the Team Site
template available from Windows SharePoint Services provides many of the lists and libraries
that will be beneficial for our project site, we will start our site creation by using this template.
Figure 9-3 depicts the layout of the Genesis Service Plan Introduction site after we have fully
configured the template-based site using the steps in this section.
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Figure 9-3. Configured Genesis Service Plan Introduction site

■Tip Saving this site layout as a template, and then having your technical SharePoint administrator install it
as a top-level site template, can allow you to quickly create a new project site based on this configuration
for every project in the organization.

The following steps describe how to create and configure the Genesis Service Plan Intro-
duction site:

1. Create the Genesis Service Plan Introduction site.

a. Create a listing for the site in the Projects area.

b. Base the site on the Team Site template in order to provide the project with the fol-
lowing lists and libraries:

• Shared Documents

• Announcements

• Contacts

• Events

• Links

• Tasks

• General Discussion
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2. Configure the Shared Documents library.

a. Enable versioning.

b. Create a column called Category that is a Choice type and make it required. The
choices for the Category column should be set to Deliverable, Project Manage-
ment, Reference, and Status Report. This column should be saved with no default
value.

c. Update the All Documents view by placing the Category column in Position 3.

d. Create a new standard view called By Category, make it the default view, and
include the following columns: Type, Name (linked to document with edit menu),
Modified, Modified By, and Checked Out To. Sort by Name (linked to document
with edit menu) and group by Category.

3. Create the Financial Documents library based on the Document Library template.
Allow this library to be displayed in the Quick Launch bar.

4. Configure the Financial Documents library.

a. Enable versioning.

b. Change the security so that the Administrator site group is the only group with
access to the library by removing all other site groups.

c. Create a column called Category that is a Choice type and make it required. The
choices for the Category column should be set to Invoices, Purchase Orders,
Financial Reports, and Expense Reports. This column should be saved with no
default value. Add this column to the default view.

d. Update the All Documents view by placing the Category column in Position 3.

5. Create the Issues list based on the Issues list template. Allow this list to be displayed in
the Quick Launch bar.

6. Configure the Issues list.

a. Change the choices for the Category column to Requirements Change, Business
Decision, Project Risk. Allow fill-in choices and set the default choice to Other.

b. Create a column called Resolution that is a Multiple lines of text type. Set the Allow
Rich HTML Text option to No.

c. Create a column called Type that is a Choice type and make it required. The choices
for the Type column should be set to Schedule, Financial, Quality, Functionality,
and Customer Satisfaction. This column should be saved with no default value. 
Add this column to the default view.

7. Create the Project Metrics list based on the Custom List template. Do not display the
Project Metrics list in the Quick Launch bar.

8. Configure the Project Metrics list.

a. Rename the Title column to Type.

b. Create a column called Estimated that is a Number type with a default of 0.
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c. Create a column called Actual that is a Number type with a default of 0.

d. Create a column called % Spent that is a Calculated type. Specify a formula of
=Actual/Estimated and set the return type to Number. Specify 0 decimal places
and to show the column as a percentage.

e. Create a column called % Complete that is a Number type with a default of 0. 
Specify 0 decimal places and to show the column as a percentage.

f. Create a new standard view called Boxed, make it the default view, and include 
the following columns: Type (linked to item with edit menu), Estimated, Actual, 
% Spent, % Complete. Set the Style to the Boxed option.

9. Enter initial data in the Project Metrics list.

Create two items in the list with the values shown in Table 9-1. These metrics are 
examples of data that may be relevant for stakeholder visibility. The actual metrics
used during a project will depend on the important project information that most
interest the business sponsors.

Table 9-1. Initial Project Metrics Values

Column First Item Value Second Item Value

Type Project Cost Project Hours

Estimated 0 0

Actual 0 0

% Complete 0 0

10. Create the Project Details list based on the Custom List template. Do not display the
Project Details list in the Quick Launch bar.

11. Configure the Project Details list.

a. Change the Title column so that it is not required.

b. Create a column called Status that is a Choice type and make it required. The
choices for the Status column should be Active, Completed, Cancelled, and On
Hold with a default of Active. Add this column to the default view.

c. Create a column called Project Manager that is a Lookup type. This column should
retrieve options from the User Information list using the Display Name column.
Add this column to the default view.

d. Create a column called Business Sponsor that is a Lookup type. This column should
retrieve options from the User Information list using the Display Name column.
Add this column to the default view.

e. Change the order of the list columns so that Title is last.

f. Remove the Title and Attachments columns from the All Items view. Add the Edit
(link to edit item) column as the first column in the All Items view.

12. Enter initial data in the Project Details list.

Create a list item with the values shown in Table 9-2.
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Table 9-2. Initial Project Details Values

Column Value

Status Active

Project Manager (None)

Business Sponsor (None)

13. Update the Genesis Service Plan Introduction site page. The goal of the home page
should be to communicate project summary and status information to executive
sponsors and team members, display content that team members would be accessing
most often, and provide important project-related communications.

a. Remove the Site Image web part.

b. Place the Project Details list view web part in the Right Zone at the top. Set Toolbar
Type to No Toolbar and Selected View to All Items.

c. Place the Project Metrics list view web part in the Right Zone under the Project
Details web part. Set Toolbar Type to No Toolbar and Selected View to Boxed.

d. Place the Tasks list view web part in the Left Zone under the Events web part.
Change the title to My Tasks and set the selected view to the My Tasks view.

e. Delete the default list item from the Announcements list.

Service Plan Project Process Walk-Through
After creating and configuring the SharePoint environment described previously, we will now
describe the project flow that would be followed to create the Product Service Plan. We will
discuss how each of the SharePoint components previously mentioned can assist you during
the project collaboration process. Each role on the project (Project Manager, Project Team
Member, and Business Sponsor) will use the project site differently but combine their efforts
to ultimately deliver the service plan to the organization.

Our walk-through of the project collaboration process will include the following precondi-
tions:

• Our organization is a product-based company whose catalog of products includes a
line called Genesis.

• At the current time we do not offer a service plan for our Genesis product line, and it
has been decided that we should pursue this offering as both a complementary revenue
stream and a means of increasing customer satisfaction.

• The executive team has designated one of their members as the business sponsor and
primary contact for this initiative. The project manager and project team members
have also been identified.

• Project managers and business sponsors have defined the initial schedule and budget
for the project.
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These steps describe the process followed to develop the Genesis Product Service Plan
based on the preceding preconditions:

1. The project manager creates the Genesis Service Plan Introduction site described ear-
lier in this chapter to facilitate the project.

2. The project manager then adds all initial information to the project site.

a. Add information to the Project Metrics and Project Details lists as described in
Tables 9-3 and 9-4. This information must be kept current throughout the project’s
life cycle to ensure that all stakeholders are effectively aware of the project’s state.

Table 9-3. Project Metrics Values

Column First Item Value Second Item Value

Type Project Cost Project Hours

Estimated 10,000 160

Actual 0 0

% Complete 0 0

Table 9-4. Project Details Values

Column Value

Status Active

Project Manager Rob Jersey

Business Sponsor Aaron Bates

b. Add the Project Plan document that was created along with the business sponsor
into the Shared Documents library. Specify the Category as Project Management.

c. Add a link to the Links list that references the corporate web site page containing
information on the Genesis product.

3. The project manager next sets the security for the Genesis Service Plan Introduction
site and chooses to send the e-mail notification to each user. The project manager then
configures the desired access levels for all individuals needing access to this project
site including

a. Project manager: Administrator site group

b. Project team members: Contributor site group

c. Business sponsor and executive stakeholders: Reader or Contributor site group
depending on their desired involvement. You should also provide these users with
access to the Financial Documents library by adding them to the library’s security
with appropriate permissions.
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4. All team members will receive an e-mail notification with a link that they will use to
visit the project site. Since external access was configured for the SharePoint environ-
ment, team members are able to access the Genesis Service Plan Introduction site
from any location that has Internet connectivity.

5. All team members will set up alerts to monitor important changes to information
within the site.

a. Create an alert that notifies you of all changes on the Tasks list and select to be
notified immediately.

b. Create an alert that notifies you of all changes on the Shared Documents library
and select to be notified in a daily summary.

c. Create an alert that notifies when items are added to the Announcements list and
select to be notified immediately.

■Note There are third-party products available that allow select individuals to set up alerts for others
within a site. This would allow the project manager to set up the alerts for all the team members when the
site is initially created.

6. The project manager, along with contributors, adds tasks to the Tasks list as defined in
Table 9-5.

Table 9-5. Genesis Service Plan Tasks List Values

Title Assigned To Start Date Due Date

Create initial service Project manager 11/01/2005 11/02/2005
plan document.

Determine services needed Team member 11/03/2005 11/05/2005
to address a service plan for 
the Genesis product.

Create estimates for number Team member 11/05/2005 11/07/2005
of service plans sold for each 
of the next 5 years at 3 different 
price points.

Estimate service plan startup Team member 11/05/2005 11/07/2005
costs and yearly costs for the 
next 5 years.

Add cost and revenue estimates Team member 11/08/2005 11/11/2005
to the service plan document.

Add soft benefits to service Team member 11/10/2005 11/12/2005
plan document.

Organize Plan review. Project manager 11/13/2005 11/13/2005

Submit Genesis Service Business sponsor 11/16/2005 11/16/2005
Plan to board.
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7. Team members receive notifications that tasks have been added and go to the site to
view the new tasks. These team members can be located in separate offices throughout
the organization, or even access the site remotely, and still contribute to the same cen-
tral project repository used by others on the project.

8. The process of creating the Genesis Service Plan will proceed as each participant on
the project accomplishes their tasks and collaborates with other individuals.

a. As tasks are worked on, the user whom the task is assigned to will use the Shared
Documents library to store draft documents. This includes a draft document outlin-
ing the services and products needed to support the service plan. These documents
are categorized using the custom columns created earlier to allow users to more eas-
ily find and manage the documents.

■Note Real-time communication capabilities can be incorporated into the SharePoint environment by con-
figuring Microsoft Live Communication Server. This would enable the team to ask questions and discuss the
process through real-time communication, or chat, using MSN Messenger. This would also add team mem-
ber presence information to the environment, allowing team members to see the availability of other team
members.

b. When tasks are completed, their Status and % Complete information is updated,
thereby notifying other participants through the SharePoint alerts.

c. The project manager will add announcements and events to the appropriate lists
during the course of the project, as well as keep the Project Metrics list current to
reflect the progress of the project team.

d. All team members will contribute to the Contacts list in an effort to ensure that all
project-related information is maintained in a single repository. Team members
will also contribute to the Issues list so that the entire team is able to collaborate
on resolutions to potential problems with the project.

e. During this process, the business sponsor is able to access the site to view the
progress of the project via the Project Metrics list on the site’s home page. The 
business sponsor is also able to see the progress of the team by reviewing the 
draft Genesis Service Plan document.

9. When all estimates have been created and added to the Genesis Service Plan document in
the Shared Documents library, the project manager will organize a Plan Review meeting.
The result of this meeting will be a finalized version of the plan document. See Chapter 10
for more information on using SharePoint as part of a meeting management solution.

10. The business sponsor then accesses the project site to retrieve and print copies of 
the Genesis Service Plan document for use in the presentation to the board. During the
presentation, the business sponsor could also access the document in the SharePoint
site in an effort to show it to the board.
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11. Once the board approves the plan, the project manager will update the Status column
of the list item in the Project Details list to Completed. The SharePoint site will remain
in existence as a repository of information used to create the plan. If similar informa-
tion is needed for future projects, the site can be easily accessed to reuse existing
documents or data.

■Note This example uses standard SharePoint components for project collaboration and management. For
more enhanced project management capabilities, you can leverage Microsoft Project Server 2003. Project
Server 2003 integrates with Windows SharePoint Services in order to provide more advanced enterprise
project management capabilities.

Figure 9-4 shows the project site as it would appear during the collaboration process
described previously.

Figure 9-4. Genesis Service Plan Introduction site

Benefits of SharePoint Project 
Collaboration Solutions
There are many benefits that can be gained from introducing SharePoint-based project col-
laboration solutions into an organization. The benefits that an organization will receive will 
be dependent on the process and solution introduced.
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The following are some of the most common benefits organizations receive from introducing
SharePoint project collaboration solutions:

• Increase collaboration efficiency and information reliability: Centrally storing project-
related materials reduces the amount of time team members spend looking for project
information and ensures they are all working with the same documents and data. New
team members have a single point of reference for most of their project questions and
can more quickly acclimate themselves to an active project. The team members leaving
the project do not take all of their knowledge with them, since this information is main-
tained in the central SharePoint repository. Visibility into projects also allows managers
and stakeholders to better gauge the status and overall health of a project. Access to this
information via SharePoint sites alleviates the need for project managers to compile
and disperse project metrics to business sponsors and executives, freeing up their time
to focus on the management of the project effort.

• Provide project notifications: As project members are working on a project, it is important
to keep these individuals informed of changes that could impact their work. Having the
ability for individuals to be notified of key project information changes is important and
allows all participants to be kept aware of changes in project status.

• Allow remote individuals to participate more actively: In addition to the increased effi-
ciencies a SharePoint project collaboration solution provides to the internal project
team, it can provide value by including external individuals like vendors or consultants
in the process. Allowing partners or customers to access the project repository and 
contribute to the information helps to ensure the success of the project for all parties
involved. When partners or customers can participate in project collaboration, you
reduce potential miscommunications or transition delays and allow these individuals
to participate in the project at the same level as those within the organization.

■Note External access to your SharePoint site must be configured and managed by your technical Share-
Point administrator and network administrator.

• Improve communication: Keeping team members informed of decisions, changes, 
and project status reduces the chances of inefficiencies in the project. The chances of
redundant or extraneous effort are diminished when this information is continually
available to all interested parties.

• Use existing productivity tools: If you already use Microsoft Office to create documents
and perform personal productivity tasks, SharePoint technologies allow you to con-
tinue to use these tools while expanding their capabilities to include the project and
team collaboration capabilities described in this chapter.
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Tips for Creating Effective Project 
Collaboration Solutions
When creating project collaboration solutions, it is important that the solution maps to the
project management process and facilitates the successful completion of the project. The fol-
lowing are several points that should be kept in mind when creating project collaboration
solutions:

• Incorporate change management: New solutions intended to improve processes within an
organization require change management in order to succeed. When people are comfort-
able performing their tasks the current way, they may feel uncomfortable or challenged by
a new project collaboration solution. In order to prove successful, a change management
plan should be incorporated by providing training and assistance for everyone involved.
This process should also include promoting the value of the new approach and identifying
how it will benefit those who will be using it. If the change management around a new
solution is not properly managed, those involved are likely to resist adopting it, thereby 
not receiving the potential benefits.

• Provide managers and stakeholders visibility into the project: It is extremely important
that everyone involved in the project, from the business sponsor to the team members,
have access to the information they need when they need it. Allowing executives to
access the project materials and be able to review project status information and other
key metrics allows these individuals to keep informed. It also ensures that everyone has
a shared vision of project objectives, timelines, issues, and status.

• Ensure remote access is available: Allowing project team members to contribute to the
project regardless of location can reduce the duration of tasks and allow project mem-
bers to continually be involved in the collaboration processes. In addition to providing
access to remote team members, partners or customers can be allowed to participate in
the project by directly accessing the project materials.
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SharePoint Meeting
Management Solutions

Another type of solution commonly created using SharePoint is the meeting management
solution. Meeting management solutions are used to manage meeting life cycles. A meeting
life cycle includes all tasks followed before, during, and after a meeting. The tasks can be
grouped into the following categories:

• Planning for the meeting: Includes tasks such as setting the meeting time and place,
inviting attendees, tracking attendee responses, defining the agenda, and collecting
materials that will be used during the meeting.

• Facilitating the meeting: Includes tasks such as following the agenda, presenting mate-
rials, recording decisions that are made, and tracking action items that are identified.

• Post-meeting follow-up: Includes tasks such as managing action items and publishing
post-meeting materials, such as meeting minutes.

SharePoint Portal Server and Windows SharePoint Services provide the tools necessary to
manage the complete life cycle of a meeting. SharePoint also integrates with other Microsoft
Office System products, like Outlook and Live Communications Server, which provide addi-
tional meeting management capabilities and are frequently used to support several aspects of
the meeting life cycle. While we will not be discussing these other products in detail, we will
note areas where they would provide value to the meeting management process.

In this chapter, we will discuss the meeting life cycle and describe how your SharePoint
environment can be configured to help manage meetings. We will discuss a sample meeting
scenario and step through how a SharePoint-based solution would be configured and used to
manage these meetings.

Meeting Management Overview
Meetings occur every day in most organizations. For some meetings attendees sit in the same
room, while for others attendees are in different locations and participate via conference call.
In many cases, meetings are a combination of these two situations. Some people will be sit-
ting together within the same room, while others are connected from remote locations and
participate via conference call.
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SharePoint provides capabilities necessary to support all of these types of meetings,
allowing for the coordination and management of meetings regardless of attendee locations
or schedule types. SharePoint can be used to manage the entire life cycle of a meeting. The
meeting life cycle includes the following:

• Planning the meeting

• Setting the meeting time and place

• Identifying and notifying attendees

• Defining the meeting objectives and agenda

• Creating and collecting materials to be presented and distributed at the meeting

• During the meeting

• Facilitating the meeting with the goal of following the defined agenda

• Distributing and discussing materials

• Making and documenting decisions

• Identifying and recording action items

• Confirming identified objectives are met

• After the meeting

• Distributing follow-up materials

• Managing the completion of action items

SharePoint capabilities can be used to help manage all of these aspects of a meeting.

Challenges of Meeting Management
Many people spend a significant amount of time in meetings during a normal workweek. The
more time people spend in meetings, the less time they have to perform their primary job
functions. This can have several negative impacts:

• Staff productivity can be reduced when a significant amount of time is spent in meetings.

• Additional staff may be needed to offset productivity reductions due to meetings.

• Staff may be required to spend more hours at work to handle their primary workload
and to attend necessary meetings.

As a result of these concerns, SharePoint provides capabilities necessary to create meeting
management solutions that help to optimize the effectiveness of meetings. This can reduce
the time meetings require and reduce the number of meetings needed.

Through the deployment of SharePoint document collaboration and project management
solutions like those discussed in Chapters 8 and 9, the number of meetings needed for related
projects can often be reduced. However, when meetings cannot be avoided, it is important to
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try to make them as efficient and effective as possible. This will allow for meetings to be as
short as possible while confirming they meet all defined objectives. This can also help reduce
the number of future meetings required on the same topic.

Many factors can negatively impact the effectiveness and efficiency of meetings. Share-
Point meeting management solutions can help address many of these factors including the
following:

• Insufficient meeting preparation: It is not uncommon for meetings to be held with little
to no preparation prior to the meeting. This is frequently the case when meeting objec-
tives and agendas are not documented and distributed to attendees prior to a meeting.
The lack of communication of the details around a meeting, specifically the agenda and
objectives, results in people going into a meeting unprepared. Without giving attendees
time prior to the meeting to review agendas, objectives, and materials and to perform
any necessary research on the meeting topics, meetings run significantly longer than
necessary. These meetings will also frequently not meet all the identified objectives,
which can result in the need for follow-up meetings on the same topic.

• Insufficient attendee management: It is often the case that there are some number of
key attendees needed in a meeting for the defined meeting objectives to be reached.
These might be managers who would make final decisions on the topic or individuals
who would be responsible for carrying out a specific task. If these key individuals are
unable to attend the meeting due to travel or some other scheduling conflict, the meet-
ing is either rescheduled or multiple meetings are held on the topic. There are also
instances where attendance is not monitored, so it is not known prior to the meeting if
one or more key people will not be attending. When needed individuals do not attend,
time spent by other attendees is wasted.

• Meeting not remaining focused on the objectives: When meetings digress onto other top-
ics, meeting time can be unnecessarily spent on discussions that do not relate to the
objective of the meeting. Often these discussions are held with people in attendance
who do not have involvement in these other topics, wasting their time and impacting
the effectiveness of the meeting. The topics to which the meetings digress also often
need to be revisited, since all people required for the discussion may not be in the
meeting.

• Attendees not having the same understanding of decisions made: Even when individuals
feel a meeting was effective, it is common for attendees to come away with different
understandings of the decisions made. This will result in confusion and can negatively
impact work related to these decisions. Also, people not in attendance at the meeting
often are only updated on meeting decisions through word of mouth, which can cause
additional confusion around decisions made.

• Follow-up actions are not completed: Many meetings result in follow-up actions that
have to be completed to meet the overall meeting’s objectives. When follow-up actions
are not properly managed, they will often go undone or will not get completed in the
necessary timeframe. Many times follow-up actions are only loosely or informally
assigned. Due to this, priorities are not set and due dates are not defined.
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Needs for Meeting Management
There are several capabilities that can be introduced using SharePoint to help maximize meet-
ing effectiveness and address the meeting challenges we discussed previously:

• Coordinating meeting planning: SharePoint includes tools that will allow meeting plan-
ners to define meeting objectives, coordinate the creation of meeting objectives and
agendas, collect meeting materials, and track meeting attendance. These tools provide
a consistent method of performing these tasks and allow all appropriate individuals to
contribute to the development of these resources.

• Allowing information to be easily disseminated prior to the meeting: The meeting coor-
dinator is given the ability to easily distribute information to attendees, allowing these
attendees to better prepare for the meeting. This can reduce the amount of time spent
during the meeting reviewing the materials and allows attendees to more effectively
contribute during the meeting.

• Allowing for easy facilitation of the meeting: Meeting objectives, agenda, and presenta-
tion materials are organized and easily accessible for the meeting. These materials are
also accessible to individuals who are participating remotely, allowing all participants
regardless of location to have the same level of access to meeting resources. Also, 
during the meeting, identified action items and decisions that are made can be 
documented and tracked.

• Allowing post-meeting materials to be easily distributed: After a meeting, any docu-
ments, such as meeting minutes, created as a result of the meeting can be distributed.
Also, any action items identified during the meeting can be managed to ensure that
they are completed within the required timeframe.

SharePoint Meeting Management Solutions
We can leverage the SharePoint Portal Server and Windows SharePoint Services capabilities
that we discussed in Chapters 2 through 7 to create effective meeting management solutions
that support the entire meeting life cycle.

We will create and demonstrate a meeting management solution. In our example, we will
be creating a meeting workspace that will be used to facilitate quarterly business review meet-
ings. We will assume these review meetings are held quarterly and our organization has a goal
to reduce the time these meetings require.

In our example, we will describe the setup and structure of the meeting management
solution that supports our situation. We will then step through the typical use of the solution
to manage a sample quarterly business review meeting.

■Note The solution described in this chapter leverages only those capabilities native to SharePoint. There
are many Microsoft and third-party tools that can be added to a SharePoint environment to extend the meet-
ing management capabilities provided. We will make note of some of the places where additional solutions
can be introduced to enhance the meeting management process.
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Quarterly Business Review Meeting Requirements
In our meeting management example, we will assume that there is a team of people who 
meet quarterly to review the company’s key initiatives and financial status information. These
meetings are also used to set and discuss overall organizational goals and to make strategic
corporate decisions.

We will also assume that our organization has several offices around the world and that
the meeting attendees are located across these offices. Our goal is to provide a solution that
will allow us to increase the efficiency of these meetings in order to reduce their length and to
help ensure all meeting objectives are met.

To meet these goals, we must allow for the following:

• People from any location must be able to participate in the meetings and have access to
the information presented at the meetings.

• Meeting facilitators must be able to collect and organize meeting objectives, agendas,
and materials to be presented and allow the participants to review these materials prior
to the meeting.

• During a meeting, attendees must have access to all materials presented regardless of
their location, and meeting facilitators must be able to track decisions reached and
action items identified.

• After a meeting, assigned action items must be managed and post-meeting materials
must be distributed.

Quarterly Business Review Meeting Process Definition
Our meeting management sample solution will leverage many of the SharePoint capabilities
that we discussed in Chapters 2 through 7. The following steps describe the high-level flow of
events that will make up our meeting management process:

1. The time comes to begin planning for the next quarterly business review meeting.

2. The meeting participants are identified and include the following:

a. Meeting coordinator: The person responsible for booking the meeting.

b. Meeting facilitators: Individuals who will define meeting objectives and agendas
and create needed meeting materials. They will also be running the meeting and
presenting during the meeting.

c. Meeting attendees: All individuals who will be attending the meeting. These indi-
viduals may be attending locally or from remote locations.

3. The meeting coordinator will initiate the meeting planning process by creating the
meeting workspace and populating initial details, such as the time, the location, and
the attendee list.

4. The meeting facilitators will collect the meeting agenda, objectives, and materials to
be distributed and presented during the meeting.
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5. The meeting facilitators will inform attendees of the availability of meeting materials
with sufficient time for the attendees to review these materials and prepare for the
meeting.

6. After all information has been posted to the meeting workspace, attendees will review
this information to prepare for the meeting. This preparation may include the creation
of discussions related to the meeting topics and research around the meeting topics.

7. At the start of the meeting, attendees who are local to the meeting location will go to
this location. Attendees at remote locations will dial into a conference number to ver-
bally participate and will access the meeting workspace to view items being presented.

8. During the meeting, the facilitators will present the items available in the meeting
workspace, keeping the meeting focused on the defined objectives and agenda. Indi-
viduals participating in the meeting from remote locations will access these same
materials.

9. As decisions are made and action items are identified during the meeting, the facilita-
tors will track these items in the meeting workspace.

10. After the meeting, the coordinator will facilitate the collection of any post-meeting
materials, such as the meeting minutes.

11. The meeting coordinator will manage the completion of the action items that were
identified during the meeting. The progress of these action items will be tracked within
the meeting workspace.

SharePoint Environment Layout
There are several SharePoint components we will configure to allow our environment to sup-
port the needs of our meeting management process. In order to help define the configuration
of these components, we will be making the following assumptions about the SharePoint envi-
ronment:

• You have a SharePoint environment that includes both SharePoint Portal Server and
Windows SharePoint Services.

• A technical administrator has deployed a subsite viewer web part for use within your
SharePoint environment. This will be the only web part we will refer to that is not pro-
vided in a default SharePoint deployment. While it is not required to have this web 
part to navigate through a WSS site hierarchy, having it provides a significant usability
enhancement to SharePoint. Several subsite viewer web parts are available and freely
downloadable. If you are unsure where to go to obtain a subsite viewer web part, you can
refer to this book’s web site (http://www.sharepointextras.com) for more information.
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The layout of the components that we will be using in our meeting management process
example includes the following:

• Management area: This area is located under the Topics area and will reference resources
used by the company’s senior management team. For our example, this area will include
a reference to the Business Planning site.

• Business Planning site: Referenced from the Management area, this site contains
resources needed by the business planning team to track and manage corporate objec-
tives. Examples of information contained here would be corporate objective statistics
and high-level corporate analytics.

• Quarterly Business Review Meeting Template workspace: Located within the Business
Planning site, this workspace will act as the template from which all project status
meeting workspaces will be created. This workspace will contain all resources neces-
sary to support our quarterly business planning process. In our example, this site will
contain the following components:

• Document Library: This document library is used to store and organize materials
being collected for the meeting. It will also contain any materials that would be dis-
tributed after the meeting.

• Action Items: This task list is used to track action items identified during the meeting.
It is also used after the meeting to track the progress of these actions to confirm that
they are completed within the necessary timeframe.

• Agenda: This agenda list contains all of the agenda items that will be discussed dur-
ing the meeting.

• Attendees: This attendees list contains the list of individuals who were invited to the
meeting and their attendance status.

• Decisions: This decisions list contains a record of the decisions that were made at the
meeting.

• General Details: This custom list includes the basic information about the meeting.

• Links: This links list will contain references to any web sites needed for reference dur-
ing the meeting or in preparation for the meeting.

• Objectives: This objectives list contains the goals or desired outcomes of the meeting.

• General Discussion: This discussion board will be used to manage communications
between meeting attendees prior to the meeting.
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Figure 10-1 depicts the layout of these resources.

Figure 10-1. Quarterly Business Review Meeting Management layout

In order for us to step through the use of our meeting workspace, we must configure the
listed resources within our SharePoint environment. The steps in the upcoming text outline
how to configure these resources. For details around the specifics of how to perform any of 
the described tasks, you can refer to the chapter that discusses the specific component.

Creating and Configuring the Management Area
The Management area will reference the resources available to support the organization’s 
senior management team. Figure 10-2 depicts the desired layout of the Management area.

Figure 10-2. Management area

Portal Home Area

Topics Area

Management Area

Business Planning Site

Quarterly Business Review Meeting Template Workspace

Quarterly Business Review Meeting Workspaces

CHAPTER 10 ■ SHAREPOINT MEETING MANAGEMENT SOLUTIONS294



The following steps define how to create and configure the Management area:

1. Create the Management area, placing it under the Topics area.

2. Update the Management area by removing the Area Detail web part.

Creating and Configuring the Business Planning Site
The Business Planning site will contain all resources related to supporting senior business plan-
ning. For the purposes of our meeting management example, we will only discuss creating the
resources necessary for managing the quarterly business review meetings. We will not discuss
the creation of other resources that would be located in this site, such as strategic business goals
or corporate analytics. Figure 10-3 depicts the layout of the Business Planning site.

Figure 10-3. Business Planning site

The following steps describe how to create and configure the Business Planning site:

1. Create the Business Planning site.

a. Create a listing for the site in the Management area.

b. Base the site on the Team Site template.

2. Set the security for the Business Planning site. Configure the desired access levels for
all individuals needing access to this site and the meeting workspace sites below it.

3. Update the Business Planning site page.

a. Delete the Site Image web part.

b. Place the subsite viewer web part in the Right Zone above the Links web part and
make the title read Quarterly Review Meetings.
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■Note This assumes that a SharePoint technical administrator has added a subsite viewer web part to the
SharePoint environment. As we mentioned earlier, several subsite viewer web parts are available that can be
freely downloaded.

Creating and Configuring the Quarterly Business Review Meeting Template Workspace
The Quarterly Business Review Meeting Template workspace will be used as the template for
creating business review meeting workspaces. Figure 10-4 depicts the desired layout of the
Home page of the Quarterly Business Review Meeting Template workspace.

Figure 10-4. Home page of the Quarterly Business Review Meeting Template workspace

Figure 10-5 depicts the desired layout of the Action Items page of the Quarterly Business
Review Meeting Template workspace.

Figure 10-5. Action Items page of the Quarterly Business Review Meeting Template workspace
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Figure 10-6 depicts the desired layout of the Decisions page of the Quarterly Business
Review Meeting Template workspace.

Figure 10-6. Decisions page of the Quarterly Business Review Meeting Template workspace

Figure 10-7 depicts the desired layout of the Discussions page of the Quarterly Business
Review Meeting Template workspace.

Figure 10-7. Discussions page of the Quarterly Business Review Meeting Template workspace

The following steps describe how to create and configure the Quarterly Business Review
Meeting Template workspace:

1. Create the Quarterly Business Review Meeting Template workspace.

a. Create the workspace under the Business Planning site.

b. Base the site on the Multipage Meeting Workspace template.

2. While on the Home page, create the Document Library based on the Document
Library template.

3. Configure the Document Library.

a. Create a column called Category that is a Choice type and make it required. The
choices for the Category column should be set to Handouts, Meeting Minutes, Pre-
sentations, and References. This column should be saved with no default value.
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b. Update the All Documents view by placing the Category column in Position 3.

c. Create a new view called By Category, make it the default view, and include the 
following columns: Type, Name (linked to document with edit menu), Modified,
Modified By, and Checked Out To. Sort by Name (linked to document with edit
menu) and group by Category.

4. While on the Home page, create the Links list based on the Links list template.

5. While on the Home page, create the General Details list based on the Custom list 
template.

6. Configure the General Details list.

a. Rename the Title column to Coordinator.

b. Create a column called Facilitators that is a Multiple lines of text type. Set the Allow
Rich HTML Text option to No.

c. Create a column called Dial-In Number that is a Single line of text type.

d. Update the All Items view so that it displays Edit (link to edit item), Coordinator,
Facilitators, and Dial-In Number. Select to sort by Title.

7. Organize the items on the Home page.

a. Place the General Details list web part in the Left Zone above the Objectives web
part. Choose to display the All Items view and use the No Toolbar option.

b. Place the Document Library web part in the Right Zone below the Agenda web
part. Choose to display the By Category view and use the Full Toolbar.

c. Place the Links list web part in the Right Zone below the Document Library web part.

8. Rename Page 1 to Action Items.

9. While on the Action Items page, create the Action Items list based on the Task list type.

10. Place the Action Items list web part in the Left Zone on the Action Items page. Choose
to display the All Tasks view.

11. Rename Page 2 to Decisions.

12. While on the Decisions page, create the Decisions list based on the Decisions list type.

13. Place the Decisions list web part in the Left Zone on the Decisions page.

14. Create a new page called Discussions.

15. While on the Discussions page, create the General Discussion discussion board based
on the General Discussion type.

16. Place the General Discussion web part in the Left Zone on the Discussions page.
Update the web part properties so that the Threaded view is displayed.
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17. Save the Quarterly Business Review Meeting Template workspace as a site template.

a. Set the file name to QuarterlyReviewMeetingTemplate.

b. Set the template title to Quarterly Business Review Meeting Workspace Template.

The resources needed for the Meeting Management example are now configured.

Quarterly Business Review Meeting Walk-Through
Now that we have configured the meeting management resources, we can discuss the steps
that will be followed to manage a quarterly business review meeting. During this discussion,
we will describe how the resources that you configured are used to support our meeting man-
agement process.

When we walk through the quarterly business review meeting process, we will assume
that we have a business review meeting every quarter and a goal is to reduce the time that this
meeting requires while confirming all meeting objectives are met.

The following steps describe the process that we will follow to manage the quarterly busi-
ness review meeting:

1. The meeting coordinator creates a new workspace for the meeting.

a. Create a new workspace called 2005-Q1 Review under the Business Planning site.
This can be done using Microsoft Outlook 2003 by creating a new Outlook meeting
request and leveraging the Outlook workspace creation options discussed in Chap-
ter 3. It could also be done through the normal site creation process from within
the Business Planning site.

b. Base the new workspace on the Quarterly Business Review Meeting Workspace
template that we created earlier in this chapter.

■Note We name the site based on the date of the meeting to make the meetings easy to identify and
locate. We use the year—quarter format since most subsite viewer components list sites in alphabetical
order. This will list the meeting sites in the appropriate date order, making them easier to locate.

2. The meeting coordinator will add all initial information to the 2005-Q1 meeting work-
space.

a. Create a new entry in the General Details list that includes the information for 
the meeting. Table 10-1 shows the values to set for each column in the General
Details list.

Table 10-1. General Details List Values

Column Value

Coordinator Cherry Tun-Smith

Facilitators Seth Bates and Tony Smith

Dial-In Number 800-555-1212
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b. Add meeting objectives to the Objectives list. Table 10-2 lists the objectives to add
to the Objectives list.

Table 10-2. Objectives List

Objective

Financial review of quarter.

Review effectiveness of current product marketing approach.

Evaluate proposed partnership with Kurbel Corporation.

3. The coordinator and facilitators will configure alerts to monitor important changes to
information within the site.

a. Create an alert that notifies you of all changes to the Objectives list and select to be
notified daily.

b. Create an alert that notifies you of all changes to the Agenda list and select to be
notified daily.

c. Create an alert that notifies you of all changes to Document Library items and
select to be notified daily.

d. Create an alert that notifies you of all items added to the General Discussions list
and select to be notified daily.

e. Each team member should configure these four alerts for themselves.

■Note There are third-party products available that allow identified individuals to configure alerts for oth-
ers within a site. This would allow the coordinator to set up the alerts for the facilitators.

4. Meeting facilitators will add agenda items to the meeting workspace. Table 10-3 lists
the agenda items that should be added.

Table 10-3. Agenda List

Subject Owner Time

Review Q1 2005 Financials. Tony Smith 15 minutes

Review Effectiveness of Current Product Marketing. Tony Smith 15 minutes

Review Kurbel Partnership Objectives and Proposed Plan. Seth Bates 15 minutes

Determine if Kurbel Partnership should be approved. Seth Bates 30 minutes
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5. The facilitators add documents to the workspace that will be used during the meeting.
Table 10-4 lists the documents that should be added.

Table 10-4. Documents to Be Added

Document Name Document Type Category Value

Q1 2005 Financials Microsoft Excel Presentations

Product Marketing Review Microsoft PowerPoint Presentations

Kurbel Partnership Plan Microsoft Word Reference

Kurbel Partnership Financial Projections Microsoft Excel Reference

6. A facilitator will review agenda items added by another facilitator and then create 
a discussion in the General Discussion list on the Discussion tab with a subject of 
“Proposed Meeting Topic.” The body of the discussion should state that the facilitator
would like to propose the addition of a meeting topic to discuss the impact of the
recent bankruptcy of our distribution partner.

7. The other facilitator will receive a notification of the new discussion and respond indi-
cating agreement to the addition to the agenda. The facilitator will then update the
agenda items to reflect the new item. The item will be added to the bottom of agenda
and have a subject of Discuss Distribution Partner Bankruptcy Impact with an owner
of Tony Smith and a time of 30 minutes.

8. The meeting organizer will send out a notice to meeting attendees stating that the
meeting materials are available.

9. Meeting attendees will visit the meeting workspace prior to the meeting to review the
materials available for the upcoming meeting.

10. On the day of the meeting, facilitators will present the information in the meeting
workspace to the attendees.

11. Remote attendees will connect to the dial-in number for the meeting and connect to
the meeting workspace to access the materials being discussed.

■Note Conferencing solutions are available that would allow the remote attendees to connect to the facili-
tator’s session so that they can access the exact instances of items that the facilitators are working with.

Live Communications Server can be used during the meeting to allow for sidebar discussions to occur 
during the meeting that do not disrupt the meeting. This chat capability allows for the sidebars to be held
between any two attendees, regardless of location.
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12. As decisions are made during the meeting, they will be noted in the Decisions list. Also
as action items are identified, they will be noted in the Action Items list. Table 10-5 lists
the decisions to add to the Decisions list. Table 10-6 lists the action items to add to the
Action Items list.

Table 10-5. Decisions to Be Added

Decision Contact Status

Reevaluate marketing approach in 6 months. Tony Smith Final

Accept the Kurbel partnership assuming contract is Seth Bates Pending 
acceptable to legal. Approval

Current distribution partnership will be ended and a Tony Smith Final
new partner must be identified.

Table 10-6. Action Items to Be Added

Title Priority Assigned To Description Due Date

Review and Normal Seth Bates Review agreement and 5/20/2005
finalize Kurbel determine if acceptable.
partnership Make any necessary
agreement. updates.

Locate new partner Normal Tony Smith Identify new partner that 6/10/2005
replace current to can replace our current
distribution partner. distribution partner.

Create Meeting Normal Cherry Create Meeting Minutes 4/16/2005
Minutes Tun-Smith for this meeting and

post on site.

13. After the meeting, the coordinator will add the meeting minutes to the workspace.

a. Add a document to Document Library called Meeting Minutes and set the category
to Meeting Minutes.

b. Set the Create Meeting Minutes action item status to Completed.

14. As the action items are completed, the status of the associated action item will be
updated by the owner of the task.
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Figure 10-8 shows the final 2005-Q1 Review meeting workspace Home page.

Figure 10-8. 2005-Q1 Review meeting workspace Home page
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Figure 10-9 shows the final 2005-Q1 Review meeting workspace Action Items page.

Figure 10-9. 2005-Q1 Review meeting workspace Action Items page

Figure 10-10 shows the final 2005-Q1 Review meeting workspace Decisions page.

Figure 10-10. 2005-Q1 Review meeting workspace Decisions page

Figure 10-11 shows the final 2005-Q1 Review meeting workspace Discussions page.

Figure 10-11. 2005-Q1 Review meeting workspace Discussions page
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Benefits of SharePoint Meeting Management Solutions
There are many benefits that can be realized by creating SharePoint-based meeting manage-
ment solutions. The specific benefits that your organization will receive will vary based on the
goals of the meeting workspaces created and how well these workspaces integrate into the
process they are supporting.

The following are some of the most common benefits organizations receive from creating
SharePoint meeting management solutions:

• Make meetings more effective: Using a SharePoint meeting management workspace that
integrates with the company’s meeting processes allows for better organization of infor-
mation. All attendees can visit the workspace prior to the meeting to review materials and
prepare for the meeting. This allows them to make sure that they have all the information
and materials necessary to effectively participate in the meeting. Also, during a meeting,
the workspace is used to track progress against the agenda and objectives and is used to
track action items and decisions made during the meeting. This allows the facilitators to
more easily keep the meeting focused on the appropriate topics and make sure that the
meeting satisfies the identified objectives.

• Reduce the number of meetings: Reducing the number of meetings needed on a topic 
is done by making meetings more effective, as we discussed in the previous paragraph.
This allows for more to be accomplished in a shorter period of time, which reduces the
need for additional meetings on the same topic. Also, by more easily allowing remote
individuals to participate in meetings, meetings can be held that include attendees par-
ticipating regardless of location.

• Manage action items after a meeting: Using the SharePoint meeting workspace can
allow for action items identified during the meeting to be easily documented as they
are identified. Also, after the meeting, these action items can then be tracked and man-
aged through the workspace to make sure they are completed within the allotted time.

Tips for Creating Effective Meeting Management
Solutions
When creating meeting management solutions, as with any other solution, it is important 
that the solution meets the business needs and provides a significant perceived value to the
process it is supporting. The following are several points that should be kept in mind when
creating meeting management solutions:

• Manage the introductions of the solutions: The introduction of meeting management
solutions requires change management. These solutions introduce a change to the way
people work together. This change must be properly managed for it to be successful,
since the methods for managing meetings are often engrained into the culture of an
organization. Given this, introducing meeting management solutions requires that this
culture change. If the change management aspects are not managed, it is very likely
people will not adopt the new meeting management process. The end result would be
that no benefits would be realized within the organization.



• Include all of the necessary resources to properly manage the meeting: The meeting 
management solution must include elements that address all aspects of the meeting
management process. This includes all processes needed to manage pre-meeting tasks,
the resources needed during the meeting, and resources needed to track action items
and post-meeting materials. This will help with the adoption of the new meeting man-
agement process and ensure that the process meets its full potential.

• Verify remote attendees have an adequate level of access: One of the best ways to increase
the efficiency of meetings is to provide remote attendees the same level of participation
in the meeting as people participating locally. This requires verifying remote participation
is properly designed and configured.
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SharePoint Information 
Center Solutions

Another common type of solution provided through SharePoint is the Information Center
solution. Information Centers are places where resources are organized and made available to
other groups. Traditional intranets and extranets are examples of Information Centers. Share-
Point provides many features that can make managing Information Centers and the materials
contained in them much easier than using traditional intranet or extranet approaches.

In this chapter, we discuss Information Centers and describe how a SharePoint environment
can be configured to create effective Information Center solutions. Figure 10-5 depicts the desired
layout of the Action Items page of the Quarterly Business Review Meeting Template workspace.

a sample Information Center solution and describe the steps to follow to configure, 
manage, and access materials in the Information Center.

Information Center Overview
There are many situations in which a group of people manages materials for use by other
groups. These information managers will be responsible for the creation and management 
of materials and making these materials available to the information consumers who need
them. Some examples of this type of information sharing include the following:

• Human resources intranet sites, in which a company’s HR group needs to provide
information such as forms, benefit details, and policy and procedure information to
employees of the organization.

• Customer portals, in which an organization makes information available to their
clients. This information may include client statements, client forms, and general 
reference or marketing materials.

• Sales portals, in which resources needed by sales representatives will be made avail-
able. Information placed here may include proposal templates, available reference
stories, and sales toolkits.

• Corporate news centers, in which an organization will place information about key
events that occur within the company or external events that impact the company.
Some examples of corporate news are major industry events, the acquisition of new
customers, the introduction of new product lines, and announcements about
employee birthdays or childbirths. 307
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These are just a few examples of Information Center solutions. Many different methods
are used to manage these information-sharing needs, including the following:

• Publishing materials in a web-based platform such as a company intranet or extranet

• Placing materials in common file shares such as shared network drives or Exchange
public folders

• Pushing out materials via e-mail as they are made available

Each of these methods presents its own set of benefits and drawbacks. Publishing the
materials to a web site makes these items much more accessible from remote locations, but it
often requires assistance from the IT group to publish the items, and notification of changes
to information are typically handled manually. Placing the materials in a common file share
can be done without the need of IT assistance, but these shares are not always available
remotely and lack the polished presentation you can have with a web-based solution. Pushing
out materials via e-mail does address the notification issue, but results in the management of
the materials being owned by the information consumers instead of information managers.
This can result in version confusion and misplaced information needing to be re-sent based
on individual requests.

Challenges of Information Centers
Organizations that provide solutions through which information is shared between various
departments and groups can face several challenges that make these solutions ineffective.
Some of the common challenges that creating Information Center solutions through Share-
Point can address include the following:

• Reliance on IT to publish information: Many organizations have adopted the use of
web-based solutions, like intranets and extranets, to publish information out to the
organization. One common example of this is human resources sites. These sites focus
on providing benefits information, forms, and policy details to employees. These web-
based solutions often require the IT department to publish the materials to the intranet
or extranet. As a result, IT resources spend a significant portion of time managing the
publishing process of materials owned by other groups. In this situation, instead of the
priority for publishing items being based on the needs of the information owner, the
priority must be set based on its relative priority to other information being published
by the IT group and other IT responsibilities. The result is that information is not made
available as quickly as it could be, and materials are not always published within the
desired timeframe of the information owner.

• Keeping information current: Many organizations find it difficult to keep published
information current. In many cases, a significant effort is taken to initially build an
information-sharing solution. However, once the initial setup is complete and focus is
shifted to other initiatives, materials are not properly managed and quickly become
outdated. As a result, people will not rely on this information and will instead contact
the information owners directly to get materials in order to ensure that they have the
most current information. This negatively impacts the time of the information owner
since that person needs to service all of these individual information requests, and it
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will negatively impact the time of the information consumer since requesting the infor-
mation will take longer than if the person could gain access to the materials on their
own.

• Servicing requests for information: Organizations that do not have solutions to publish
materials or that have ineffective solutions have to rely on information owners to man-
ually distribute information as information consumers request it. Servicing individual
information requests can require a significant time investment. It will also often result
in delays before information consumers receive the materials that they need.

• Finding information: As a growing number of groups within an organization make
information available, it becomes increasingly difficult for information consumers to
locate all materials related to a specific topic or requirement. This will result in a signifi-
cant amount of time being spent by information consumers trying to locate needed
materials. It also often results in information being overlooked, causing delays or
redundant efforts.

• Unwanted notifications: In many situations, information owners want to notify con-
sumers when new information is made available or existing materials are updated. The
challenge they have is knowing which consumers are interested in the information. In
order to make sure all interested consumers are notified, the information owners often
send an e-mail notification to all consumers. This can result in individuals receiving a
large number of these types of notifications, many of which are not important to them.
The result is an internal “spam” situation where time is spent sifting through unwanted
information and where it is easy to miss a notification that is important to the individ-
ual among all the others that are not.

Needs for Information Centers
The primary goal of Information Centers is to make information easily available to informa-
tion consumers. There are several common needs that SharePoint Information Centers can
fulfill to help address the preceding challenges and meet this goal:

• Allow information owners to publish and update their own information: The groups that
own information are given the ability to manage the publishing of their materials. This
reduces their reliance on the IT group to update the information and allows informa-
tion owners to set their own priorities, schedules, and processes for managing and
publishing materials. The tools for publishing the information are easy to use, requiring
only a minimal amount of training without a significant amount of technical expertise.

• Provide subscription-based notifications: Information consumers are given the ability to
identify the types of materials that are important to them and are able to configure sub-
scriptions that allow them to be notified of changes to these materials.

• Allow for simple information retrieval: Information consumers are able to easily locate
needed materials. Navigating through information is intuitive and can be mapped to
the way people work. Also, searching capabilities are needed that allow people to easily
find information related to specific topics or needs.
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• Allow for the introduction of new resources based on expanding needs: When Informa-
tion Center solutions are successful, they will continue to grow over time to support
new information-sharing needs. Also, as organizations grow and the way people work
with the information changes, the structure of these resources need to change to meet
the updated needs.

SharePoint Information Center Solutions
We can leverage the components discussed in Chapters 2 through 7 to create Information
Center solutions. These solutions allow information owners to manage and publish materials
that will be used by information consumers who need these materials. We will create an Infor-
mation Center to manage human resources materials, and we will discuss how individuals
throughout an organization would access these resources.

HR Information Center Requirements
In our HR Information Center, we will be publishing materials the human resources group
makes available to employees of the company. These materials will include required forms;
information about company benefits, policy, and procedure resources; and new hire orienta-
tion materials.

We will assume that the information being provided is accessible by all employees within
the organization. In making this information available, our organization wishes to meet the
following goals:

• The Human Resources department must be able to manage their own resources.

• People within the organization need the ability to subscribe to specific information,
allowing them to be notified of changes to this information.

• The resources in the HR Information Center must be available to all employees regard-
less of their location.

• Materials in the HR Information Center must be easy to locate. This includes being
available through the organization’s enterprise-searching capabilities and being easily
browsed.

HR Information Center Environment Layout
There are several SharePoint components we will configure for our Information Center exam-
ple. The layout of the components in our HR Information Center includes the following:

• Teams area: This area will be located under the Topics area. It will be used to group our
team-based resources. This includes the Information Centers for departments and
other teams within the organization, such as committees or other cross-functional
groups. For the purpose of our example, this area will contain a reference to our HR
Information Center site.

• Human Resources site: Referenced from the Teams area, this site is the entry point into
our HR Information Center. This site will contain all of the materials, services, and 
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subsites needed to support Human Resource’s information-sharing needs. In our 
example, the Human Resources site will contain the following components:

• Announcements: This announcements list will contain any human resources
announcements related to materials in the HR Information Center. This would
include announcements about updated information or other noteworthy changes 
to the site.

• Events: This events list will contain information about upcoming human resources
events such as hosted seminars or form entry deadlines.

• Links: This links list is used to reference external human resources–related sites such
as retirement plan provider and medical insurance provider sites.

• Service Provider Contacts: This contacts list provides the contact details for human
resources–related services such as medical insurance or retirement planning man-
agement contacts.

• Benefits site: This subsite of the Human Resources site will contain resources related to
employee benefits. In our example, this site will contain the following components:

• Content Editor web part: The Content Editor web part will be used to create HTML
content that provides a summary of benefit information and any corporate dis-
claimers around this information.

• Benefits: This document library contains documents detailing company benefit infor-
mation.

• Forms site: Located under the Human Resources site, this subsite will contain all forms
that the employees need. This would include medical forms, dental forms, vacation
request forms, and so on. In our example, this site will contain a Forms document
library that contains these materials.

• New Hire Orientation site: Located under the Human Resources site, this subsite will
contain resources needed by new employees. In our example, this site will contain the
following components:

• Shared Documents: This document library will contain orientation materials for new
hires such as general overview presentations, instructions on how to set up the tele-
phone greetings, and retirement plan initial setup details.

• Links: This links list will contain references to resources, forms, policies, and benefits
information located in other sites that are important for new employees to review.

• Policies and Procedures site: Located under the Human Resources site, this subsite will
contain information related to corporate policies and procedures. In our example, this
site will contain the following components:

• Content Editor web part: This web part will be used to provide HTML content con-
taining the general corporate policy and procedure statement.

• Policies and Procedures: This document library will contain the organization’s policies
and procedures.
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Figure 11-1 depicts the layout of the HR Information Center resources.

Figure 11-1. HR Information Center resources layout

The following steps define how to configure the listed resources. For additional details on
configuring specific types of components, you can refer to the chapter that discusses the com-
ponent.

Creating and Configuring the Teams Area
The Teams area will contain references to Information Centers for the various departments
and groups within an organization. Figure 11-2 depicts the desired layout of the Teams area.

Figure 11-2. Teams area

Portal Home Area

Topics Area

Teams Area

Human Resources Site

Benefits Site

Forms Site

New Hire Orientation Site

Policies and Procedures Site
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The following steps describe how to create and configure the Teams area:

1. Create the Teams area.

a. Place the area under the Topics area.

b. Leave the Expiration Date field blank.

2. Organize items in the Teams area by removing the Area Details web part from the Top
Zone.

Creating and Configuring the Human Resources Site
The Human Resources site will contain all HR Information Center resources. Figure 11-3
depicts the layout of the Human Resources site.

Figure 11-3. Human Resources site



The following steps describe how to create and configure the Human Resources site:

1. Create the Human Resources site.

a. Create a listing for the Teams area.

b. Base the site on the Team Site template.

2. Set the security of the Human Resources site so that HR staff has Contributor access
and all other employees have Reader access.

3. Configure the Contacts list.

a. Rename the list to Service Provider Contacts and remove the description.

b. Rename the Last Name column to Service Provider.

c. Rename the First Name column to Contact Person.

d. Rename the Job Title column to Service Provided.

e. Update the All Contacts view so it displays Service Provider (linked to item with
edit menu), Service Provided, Business Phone, Web Page, Fax Number, Contact
Person, and E-mail Address. Select to Sort by Service Provided and Service
Provider.

f. Create a new view called By Service Provided and select to display Service Provider
(linked to item), Business Phone, and Web Page. Select to sort by Service Provider
and group by Service Provided.

■Note We customize the Contacts list instead of creating a custom list so that the list information can be
viewed in Outlook as a contacts list, as discussed in Chapter 5.

4. Organize the items on the Human Resources site page.

a. Remove the Site Image web part from the Right Zone.

b. Place a Subsite Viewer web part in the Left Zone under the Announcements list
web part. Rename the Title field to Areas.

■Note This assumes that a SharePoint technical administrator has added a subsite viewer web part to the
SharePoint environment. There are several third-party subsite viewers available for use.

c. Place the Service Provider Contacts list web part in the Right Zone under the Links
list web part and select to display the Initial View.
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5. Populate the Human Resources site elements.

a. Add the items in Table 11-1 to the Announcements list.

Table 11-1. Announcements List Details

Title Body Expiration

Remember, staff self-evaluation 12/16/05
forms are due by 12/15/05.

New forms available. The 401K Election Change form and the Dental 1/15/06
Claim form are new. Please be sure to use these 
new versions.

b. Add the items in Table 11-2 to the Events list.

Table 11-2. Events List Details

Title Begin End Description

Wellness Seminar 12/15/05 12:00 PM 12/15/05 2:00 PM Join us for our quarterly 
wellness seminar where we
will discuss balanced food 
intake, stress management,
and general fitness. You can
sign up by e-mailing Jim 
Dunbar.

Vacation Day, Christmas 12/26/05

Vacation Day, New Year’s 1/2/06

c. Add the items in Table 11-3 to the Links list.

Table 11-3. Links List Details

URL Address URL Description Notes

http://TimeOff/default.htm Time Off Tracking System Location where vacation
and personal time 
should be recorded

http://InvestorSummary/default.htm 401K Investments Reporting Retirement benefit 
reporting system

d. Add the items in Table 11-4 to the Service Provider Contact list.

Table 11-4. Service Provider Contact List Details

Service Service Business Web Site Fax Number Contact E-mail 
Provider Provided Phone Person Address

Fidelity Retirement 888-555-1212 http://www.fidelity.com 888-555-1111 Jim jdunbar@company.com
Investments Planning Dunbar

Oxford Medical 800-555-1212 http://www.oxford.com 800-555-1111 Ellen eswift@company.com
Medical Swift
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Creating and Configuring the Benefits Site
The Benefits site is located under the Human Resources site. This site will contain information
related to the benefits provided to employees of the organization. Figure 11-4 depicts the Ben-
efits site layout.

Figure 11-4. Benefits site

The following steps describe how to create and configure the Benefits site:

1. Create the Benefits site.

a. Create the site under the Human Resources site.

b. Set the description to “Provides information about benefits offered to company
employees.”

c. Select to inherit security from the parent site.

d. Base the site on the Blank Site template.

2. Create the Benefits library.

a. Base the library on the Document Library template.

b. Select to display the library in the Quick Launch menu.

3. Configure the Benefits library.

a. Create a column called Category that is a Choice type and make it required. The
choices for the Category column should be Medical, Retirement, and Time Off.
This column should be saved with no default value.
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b. Update the All Documents view by placing the Category column in Position 3.

c. Create a new view called By Category, make it the default view, and include the fol-
lowing columns: Type, Name (linked to document), and Modified. Sort by Name
(linked to document) and group by Category.

4. Organize the items on the Benefits site page.

a. Remove the Site Image web part from the Right Zone.

b. Place the Content Editor web part in the Left Zone.

c. Rename the title of the Content Editor web part to “About Benefits” and add the
following text to the Content Editor web part: “The company provides a compre-
hensive set of benefits to employees. These benefits include both medical and
retirement plans. All employees, full and part time, are eligible to participate in
medical benefit plans after 90 days of employment. All full-time employees are eli-
gible to participate in the company’s 401K retirement program after 6 months of
employment.”

d. Place the Benefits library web part in the Right Zone. Choose to display the By Cat-
egory view.

5. Populate the Benefits library with the documents listed in Table 11-5.

Table 11-5. Benefits Library Details

Name Type Category

401K Introduction Packet Word Retirement

Vacation Accrual Word Time Off

■Note The information made available in the Information Center can come from a number of sources such
as other enterprise locations, third parties, or other SharePoint areas. For example, if the human resources
group was planning to switch to a new health care provider, they could create a project site only the human
resources group has access to that would contain all of the resources related to selecting and then migrating
to the new health care provider. This area would also contain any materials that would be made available
once the health care provider transition was complete. The Information Center would list the documents
related to the current medical provider until the migration to the new provider is complete. At that point, the
documents related to the new provider collected in the project site can be moved to the Information Center
to replace those related to the old provider.

CHAPTER 11 ■ SHAREPOINT INFORMATION CENTER SOLUTIONS 317



Creating and Configuring the Forms Site
The Forms site is located under the Human Resources site and contains all HR-related forms.
Figure 11-5 depicts the desired layout of the Forms site.

Figure 11-5. Forms site

The following steps describe how to create and configure the Forms site:

1. Create the Forms site.

a. Create the site under the Human Resources site.

b. Set the description to “Contains a comprehensive list of HR forms.”

c. Select to inherit security from the parent site.

d. Base the site on the Blank Site template.

2. Create the Forms library.

a. Base the Forms library on the Document Library template.

b. Select to display the library in the Quick Launch menu.

3. Configure the Forms library.

a. Create a column called Category that is a Choice type and make it required. The
choices for the Category column should be 401K, Evaluations, Expenses, Medical,
New Hire, and Time Off. This column should be saved with no default value.

b. Update the All Documents view by placing the Category column in Position 3.
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c. Create a new view called By Category, make it the default view, and include the fol-
lowing columns: Type, Name (linked to document), and Modified. Sort by Name
(linked to document) and group by Category.

4. Organize the items on the Forms site page.

a. Remove the Site Image web part from the Right Zone.

b. Place the Forms library web part in the Left Zone. Choose to display the By Cate-
gory view.

5. Populate the Forms library with the documents listed in Table 11-6.

Table 11-6. Forms Library Details

Name Type Category

Dental Insurance Form PDF Medical

Expense Form Excel Expense

360 Evaluation Form Word Evaluations

Self-Evaluation Form Word Evaluations

Creating and Configuring the New Hire Orientation Site
The New Hire Orientation subsite is located under the Human Resources site and contains
materials that are important to new employees. Figure 11-6 depicts the desired layout of the
New Hire Orientation site.

Figure 11-6. New Hire Orientation site

The following steps describe how to create and configure the New Hire Orientation site:

1. Create the New Hire Orientation site.

a. Create the site under the Human Resources site.
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b. Set the description to “Contains all the resources new employees need to get
started.”

c. Select to inherit security from the parent site.

d. Base the site on the Blank Site template.

2. Create the Links list.

a. Base the Links list on the Links list template.

b. Select to not display the list in the Quick Launch menu.

3. Configure the Links list.

a. Create a column called Category that is a Choice type and make it required. The
choices for the Category column should be Benefits, Forms, Procedures, and
Resources.

b. Create a new view called By Category, make it the default view, and include the
URL column. Sort by URL and group by Category.

4. Create the Shared Documents library.

a. Base the library on the Document Library template.

b. Select to display the library in the Quick Launch menu.

5. Configure the Shared Documents library by creating a new view called Initial View that
includes the following columns: Type, Name (linked to document), and Modified. Sort
by Name (linked to document).

6. Organize the items on the New Hire Orientation site page.

a. Remove the Site Image web part from the Right Zone.

b. Place the Shared Documents library web part in the Left Zone. Choose to display
the Initial View.

c. Place the Links list web part in the Right Zone. Choose to display the By Category
view.

7. Populate the New Hire Orientation site elements.

a. Add the items in Table 11-7 to the Links list.

Table 11-7. Links List Details

URL Address URL Description Category

Expense Form you added to the Forms site Expense Form Forms

401K Introduction Packet you added to the Benefits site 401K Introduction Packet Benefits

HR Policies and Procedures site you created Company Policies Procedures
and Procedures

http://intranet/default.htm Company Intranet Resources
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b. Add the documents in Table 11-8 to the Shared Documents library.

Table 11-8. Shared Documents Library Details

Name Type

Orientation Presentation PowerPoint

Mentoring Program Word

Orientation Overview Word

Creating and Configuring the Policies and Procedures Site
The Policies and Procedures site is located under the Human Resources site. This site will con-
tain corporate policy and procedure information. Figure 11-7 depicts the desired layout of the
Policies and Procedures site.

Figure 11-7. Policies and Procedures site

The following steps describe how to create and configure the Policies and Procedures site:

1. Create the Policies and Procedures site.

a. Place the site under the Human Resources site.

b. Set the description to “Contains descriptions of the organization’s policies and pro-
cedures.”

c. Select to inherit security from the parent site.

d. Base the site on the Blank Site template.
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2. Create the Policies and Procedures library.

a. Base the library on the Document Library template.

b. Select to display the library in the Quick Launch menu.

3. Configure the Policies and Procedures library.

a. Create a column called Category that is a Choice type and make it required. The
choices for the Category column should be Dress Code, Expense, Time Off, and
Travel.

b. Update the All Documents view by placing the Category column in Position 3.

c. Create a new view called By Category, make it the default view, and include the fol-
lowing columns: Type, Name (linked to document), and Modified. Sort by Name
(linked to document) and group by Category.

4. Organize the items on the Policies and Procedures site page.

a. Remove the Site Image web part from the Right Zone.

b. Place the Content Editor web part in the Left Zone.

c. Change the title of the Content Editor web part to “About Policies and Procedures”
and add the following content to the Content Editor: “The policies and procedures
listed here contain general guidelines around a variety of topics. These items
should only be used as guidelines. Your supervisor will make any interpretations
necessary for these items. If you have any questions about any of the items listed
here, please contact your supervisor or the Human Resources department.”

d. Place the Policies and Procedures library web part in the Right Zone. Choose to
display the By Category view.

5. Populate the Policies and Procedures library with the documents listed in Table 11-9.

Table 11-9. Policies and Procedures Library Details

Name Type Category

Dress Code Word Dress Code

Expense Policies Word Expense

Sick Time Policy Word Time Off

Vacation Accrual Word Time Off

The resources needed for the HR Information Center are now configured.
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HR Information Center Walk-Through
Unlike the other scenarios we have discussed, many of the steps we followed during the setup
of the Information Centers are done on an ongoing basis. Adding materials to the site and
updating existing materials will occur regularly. Also, resources provided through the site will
change over time as new needs are identified. When updating information in the Information
Center, it is important to keep the following in mind:

• Announcements can be used to highlight changes made to information in the site. By
creating announcements that highlight changes made, you are making it easier for
users to be kept aware of recent updates that may impact them.

• Announcements should be used to highlight the introduction of new types of content
and to provide details around how to leverage this content.

• Resources in the Information Center should be kept current. This will promote repeat
usage and will help ensure users that the information in the center is reliable.

We will not step through the ongoing maintenance of the Information Center, as many 
of the steps to perform this maintenance are subsets of the steps we discussed earlier in this
chapter. Instead we will discuss how individuals will consume the information in the HR
Information Center. To support this, we will make the following assumptions about our 
Information Center:

• All company staff have access to the materials in the HR Information Center.

• Searching and indexing have been properly configured in the SharePoint environment
by the technical administrator, and the Human Resources site is configured to be
included in searching and indexing.

People needing access to materials in the HR Information Center will typically access these
materials using one of two methods, browsing to information or searching for information.

■Note Anyone wanting to be made aware of when changes are made to the content in the Information
Center can create alerts so that they are notified when changes to relevant information is made. For more
information on configuring alerts, please refer to Chapter 7.

Browsing to Information
Individuals browse to the information they need by navigating through the site hierarchy to
locate materials. It is very important to organize the site structure in a way that is intuitive 
to information consumers and so that it maps to the way they would typically use the infor-
mation.
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In our example, individuals browsing to information will click through the portal Topics
and Teams areas to access the Human Resources site. From the Human Resources site, people
will click the desired subsite and materials that they need.

Searching for Information
When individuals search for information, they are typically selecting to locate all materials
related to a specific topic. In a SharePoint environment, there are two ways to do this. The 
best method is to use the portal search, discussed in Chapter 2, to perform a basic or
advanced search across all portal content. The second method is to use the Windows Share-
Point Services search tools, discussed in Chapter 3, to find relevant information within a
specific site.

If we wanted to perform an advanced portal search to locate information, we would fol-
low these steps:

1. Navigate to the advanced search screen by clicking the magnifying glass icon on the
Search Tools section of a portal area.

2. On the Advanced Search page, select the search parameters and values to locate. For
our example, we will search for documents where the following are true:

a. Search by Type value is set to Documents.

b. Title contains Travel.

The preceding search will return the travel materials from the HR Information Center
along with travel information from any other location in the portal. For example, if a Sales
Information Center existed and contained sales travel planning procedures, these materials
would also be returned.

If the Category attribute of elements has been configured to be included in the Advanced
Search by a SharePoint technical administrator, we could also search for materials where the
Category field is Time Off. This would return all materials where the Category column is set to
this value. This can be a powerful tool, especially when common attribute names are used
consistently across all sites. This would allow very specific searches to be done. For example, 
if you consistently use a Customer column to attribute materials to a specific customer, you
can perform searches to locate all information that exists for a specific customer.

If we want to locate materials only within a specific site, such as the Forms site under the
Human Resources site, we can use the Windows SharePoint Services search capabilities. The
following steps describe how to do this:

1. Navigate to the Forms site within the HR Information Center.

2. In the Search Tools section of the page, enter the word “Expense” into the search box
and click the green arrow.

All documents containing the word “Expense,” which will include the Expense Form doc-
ument, will be returned. The WSS search tools only search within the current site. Also, no
advanced search capabilities are available.
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Benefits of SharePoint Information Centers
Creating SharePoint Information Centers can result in several benefits to an organization.
While the benefits received will vary based on the purpose and composition of the Informa-
tion Center, the following are some of the most common benefits organizations will receive
from introducing Information Centers:

• Information owners can own the management of their information: By deploying Share-
Point Information Center solutions, organizations allow information owners to own the
management and distribution of their materials. SharePoint enables information own-
ers to publish materials without the need for technical people to get involved. This
allows the owners to set their own priorities, schedules, and processes for managing
information.

• Information consumer self-service: Information Centers provide a central location
where various resources can be stored. This information can be organized based on
how consumers would need to retrieve it. Consumers are also provided with alerting
capabilities, allowing them to be kept informed of changes to information important 
to them. Providing these self-service solutions allows consumers to have access to the
materials that they need when they need them. This also significantly reduces the num-
ber of requests for materials information owners will need to service.

• Easy location of relevant information: The SharePoint search capabilities allow individ-
uals to easily find information on a topic of interest. Materials across all information
sources can be located. With proper organization and categorization of materials in
Information Centers, these searches can be made very specific. This ensures all perti-
nent materials are located and fewer unnecessary items are returned in search results.

Tips for Creating Information Centers
When creating Information Centers, there are several points that should be kept in mind so
that these solutions are effective:

• Have defined owners for all materials: It is important that owners be defined for all
posted materials. These individuals need to understand their responsibilities concern-
ing managing the information, and they need to be provided with sufficient time to
properly perform the defined management tasks.

• Use consistent attribute names and values for materials: When SharePoint is used to
manage resources for multiple groups, it is important to plan for searching and retrieval
of the information. An important part of this planning is identifying a common set of
metadata, or attributes, for use in the organization. This will enable more robust
searching and ensure that all appropriate materials are returned.

• Keep information current: It is not uncommon for Information Centers to be deployed
and then not regularly maintained. When this occurs, individuals will stop visiting the
site and will not use the materials in it. By keeping information current and continually
improving the resources available, the Information Center will become a valuable cor-
porate resource.
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■A
Actions section

Add Listing link, 18
Add News link, 29
Add Person link, 20
Advanced Search Link, 41
Change Location link, 19
Change Settings link, 13
Create Subarea link, 13
Edit Page link, 21–24, 31–33
Manage Groups link, 26
Manage Portal Site link, 16, 19
Manage Security Link, 15
Manage Sites option, 34, 36 
options, 7
Show More link, 40
Sites area, 34

Active Directory group
adding to site groups, 10

Activity Information
site collection usage statistics, 86

Add a Listing by Entering Text option
Add Listings page, 18–19

Add a Site Group page
creating new site groups, 75

Add Area Alert page
Alert Result section, 235
Delivery Options section, 234

Add Column page 103
Name and Type section, 38
Optional Settings for Column section, 38

Add Link to Site option
Actions section, Sites area, 34, 35

Add Link to Site page
creating a site listing for an existing site, 35
creating top-level WSS site, 64

Add List Alert page 
Delivery Options section, 234

Add List Item Alert page 
Delivery Options section, 235

Add Listings option 
Actions section, 7

Add Listings page 
adding listings to area, 18 
Change Location link, 121

Add New User to Area page 
adding new area security, 15

Add News Listing by Entering Text option 
Add News page, 30

Add News page 
adding news to News area, 29

Add Person option 
Actions section, 7

Add Person page 
adding a person listing, 20

Add Search Alert page
Delivery Options section, 234

Add to My Links option
Actions section, 8
options for search results, 40

Add Users page, 70 
adding users to site groups, 10
security for custom lists, 101

Administrators site group, 10, 69 
updating site themes, 78–79

Advanced Edit Rights on Area page 
editing existing area security, 15

Advanced Search page, 39
Agenda list 

changing list item order, 150
introduction, 149

Alert Frequency section 
New Alert page, 239

Alert Me link
Actions section, 8
List or Library page, 234–235
options for search results, 40
Search Results page, 234

Alert Result section
Add Area Alert page, 235
options, 233

alerts 
alerts in sites, 237–238

managing alerts, 240–241
managing alerts for other users,

241–242
receiving alerts, 240
subscribing to, 238–239

alerts in the portal, 232–233
managing alerts, 236–237
receiving alerts, 236
subscribing to, 233–235

introduction, 232 
All Documents view

document libraries, 165

Index 
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All Forms views
form library, 183

All Sources option
Advanced Search page, 39

Allow Export Sensitive Properties property
Web Parts, 226

And option 
Advanced Search page, 39

Announcements template, 131
Apply Theme to Web Site page

updating site themes, 79
Areas

creating an area, 13 
alerts, 233–234
Create Subarea option

Actions section, 7
creating, 13
editing properties, 13–14
introduction, 6–9
managing, 12

through portal site map, 16–17
navigating, 9
security, 14

adding new area security, 15
deleting existing information, 15
editing existing information, 15

special areas, 27
Home area, 27–28
News area, 29–33
Sites area, 33–38
Topics area, 28

Area Contents Web Part
web parts available in SPS Site Gallery, 228

Area Details Web Part
web parts available in SPS Site Gallery, 228

Area Listings Bar, 6
navigating through areas, 9
Sites link, 64

Area view
My Alerts page, 236

Areas section
Add Link to Site page, 36, 64

arithmetic operators, 111
Attendees list template, 153

managing, 153–154

■B
Basic Meeting Workspace template, 55
Basic Pages, 212

creating, 212–213
viewing and editing, 213–214

Benefits site
creating and configuring for HR

Information Center, 316–317
environment layout for HR Information

Center, 311

Blank Meeting Workspace template, 56
Blank Site template, 52
Browse Sites By section

Sites area, 34
Browser Access Statistics

usage statistics, 84
Business Planning site

creating and configuring for meeting
management process example, 295

environment layout for meeting
management process example, 293

By Area view
organizing search results, 40

By Author view
organizing search results, 40

By Date view
organizing search results, 40

By Site view
organizing search results, 40

■C
Calculated type

managing columns for custom lists,
111–112

Calendar view
calendar type, 113
managing views for custom lists, 118

Change Column page 103
Delete button, 103
Optional Settings for Column section, 37

Change Cross-Site Group Settings page, 77
Change Field Order screen

changing position of columns, 104
Change General Settings screen

form library, 186 
options for customizing settings, 98

Change Group Order page
deleting existing groupings, 26
editing existing groupings, 26

Change Location link
Add News page, 30
Add Person page, 20

Change Location window, 30
adding listings to area, 19

Change Permissions screen, 102
Add Users link, 101

Change Settings option
Actions section, 8

Change Settings page
accessing through Portal Site Map, 17
editing a person listing, 23
editing listings, 21
editing news items, 31
editing properties of area, 14

Change Site Title and Description page, 78
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Change Type option
New Alert page, 239
options, 238

Choice type
managing columns for custom lists, 105

comparison operators, 111
concatenation operator, 111–112
Contacts list template

exporting contacts, 133
importing contacts, 134
introduction, 132–133
linking with Outlook, 135–136

content approval
document library, 177

Content Editor Web Part
web parts available in SPS Site Gallery, 228
web parts available in WSS Site Gallery,

229
Content Managers site group, 10
Content section, 9

meeting workspaces, 55
Modify This Workspace link, 62
subsite viewer web part, 62
team sites and document workspaces, 49

Contributors site group, 10, 69
Corporate news centers

as Information Centers, 307
Create Area page

accessing through Portal Site Map, 17
creating an area, 13

Create button
New Cross-Site Group page, 76
New SharePoint Site page, 65

Create Document Workspace page
Creating for a document in a document

library, 171
creating from document in site, 69

Create page
Custom List link, 91
Document Library link, 164
Form Library link, 182
Picture Library link, 189

Create Page page
Web Pages section, Sites and Workspaces

link, 65
Create Site Group button

Add a Site Group page, 75
Create Site option

Actions section, Sites area, 34–35, 64
Create Subarea option

Actions section, 7
Portal Site Map, 17

Create View screen
Calendar View link, 118
Standard View link, 117

cross-site groups

changing membership, 77
creating, 76
deleting, 77
editing, 76
managing, 75 
New Cross-Site Group page, 76-78
New SharePoint Site page, 65

Currency type
managing columns for custom lists, 107

Current Area Navigation, 7
navigating through areas, 9

Custom List template
creating and configuring Project Details

list, 279
creating and configuring Project Metrics

list, 278–279
creating How To list, 257

custom lists, 91
adding a listing to the portal, 121
adding items, 92
attachments, 94
content approval, 98–99
creating, 91–92
creating a list template, 119–120
creating with Excel, 125–127
data manipulation with the Datasheet

view, 96
deleting items, 93
deleting lists, 120
editing items, 93
filtering and sorting, 94–95
introduction, 91
managing, 97
managing columns, 102–104

Calculated type, 111–112
Choice type, 105
Currency type, 107
Date and Time type, 108
Hyperlink or Picture type, 109
Lookup type, 108–109
Multiple lines of text type, 105
Number type, 106
Single line of text type, 104
Yes/No type, 109

managing views, 113
Calendar view, 118
Standard and Datasheet views, 113–117

security, 100–102
settings, 98
using views, 96
working with, 92

Customize List option
Actions section, Sites area, 34, 37

Customize List screen
Change General Settings link, 98
Columns section, 103
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Customize List screen (continued)
Add New Column link, 103
Change the Order of the Fields link, 104

General Settings section, 97
Change Permissions for this List link,

101–102
Delete this List link, 121
Select a Portal Area for this List link, 121

Views section
Add a New View link, 117–118

Customize Sites page
Columns section, Add a New Column link,

37

■D
datasheet type, 113

using Datasheet views, 113
Datasheet view

advanced features, 127
advanced features for working with

libraries, 209
data manipulation for custom lists, 96
data manipulation in document libraries,

174
integrating lists into Office, 161
managing views for custom lists, 113–116

Decision Meeting Workspace template, 56
Decisions list template, 150
Delete option

Portal Site Map, 17
Delete Web Site page, 79–80
deleting lists, 120
deleting site templates, 82
deleting sites, 79
Delivery Options section

Add Area Alert page, 234
Add List Alert page, 234
Add List Item Alert page, 235
Add Search Alert page, 234

Details view
picture library, 191

discussion boards
as component of WSS sites, 45

Discussion Boards list template, 155
using, 156

Display Alerts For drop-down list
Manage User Alerts page, 242

Display tab
Change Settings page, 14, 22–23, 32

Divisions Area
configuring for RFP response, 253–254
environment layout for RFP response, 251

Document and List Item Alerts view
My Alerts page, 236

document collaboration, 3, 243
challenges, 245–246

needs, 246–247
overview, 243

resources, 244
teams, 244

SharePoint environment layout, 250–252
configuring Divisions area, 253
configuring Presentation Materials site,

254, 256–257
configuring Resources area, 254
configuring Sales area, 254
creating and configuring RFP responses

site, 258–259
RFP responses process walk through,

260–266
SharePoint solutions, 247

benefits, 266–267
components, 248–249
RFP response process definition,

249–250
RFP response requirements, 248

tips for creating effective solutions, 267
document library, 163

adding a listing to the portal, 180
adding documents, 167–168
content approval, 177
creating, 164–165
creating a library template, 179–180
data manipulation using Datasheet, 174
deleting the library, 180
differences between portal document

libraries and site document libraries,
181

document template, 176–177
document workspaces, 171
editing documents, 169

check-out and check-in, 169–170
edting document properties, 171

filtering and sorting documents, 166
folders, 166–167
General Settings screen, 175
managing, 175
managing columns, 178
managing views, 178–179
New Document link 167–168
security, 178
Upload Multiple Files link, 169
using views, 165–166
versions, 173–174

Document Library link
Create page, 164 

Document Library screen
New Folder link, 166

document template
document library, 176
options, 176
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Document Template section
New Document Library page, 164

Document Versions section
New Document Library page, 164

Document Workspace template, 52
environment layout for RFP response, 252

document workspaces 48–51
category of site, 46
components, 46–47
creating for document, 171
creating from document in site, 68
creating subsites, 65
creating with Office 2003, 67–68
Document Workspace template, 52
navigating through, 60–61 
Publish to Source Location page, 172

Documents and Lists page
Sites, Document Workspaces, or Meeting

Workspaces link, 61
Download Pictures screen

picture library, 197

■E
Edit Folder page

document libraries, 167
Edit Item page

Attach File link, 94
editing items in custom lists, 93

Edit option
Portal Site Map, 17

Edit Page option
Actions section, 8

Edit Properties page
edting document properties, 171
editing picture properties, 195

Edit Site Group Membership page, 11, 71
Edit Site Group page

changing permissions, 74
Edit Site Listing page

editing an existing site listing, 36
Edit View option

Actions section, Sites area, 34
Events list template

exporting events, 139
integrating into meeting workspaces, 141
introduction, 136
linking with Outlook, 139–140
recurrence, 137–139

Excel
creating custom lists, 125–127
exporting library metadata to, 208–209
exporting lists to, 160
exporting SharePoint lists to, 123

Excel list, 124–125, 160–161
Existing Listing option

Add Listings page, 18

Explorer View
document libraries, 165
form library, 183

■F
File Name section

Save Site as Template page, 81
Filmstrip view

picture library, 191
form library, 182

adding forms, 184–185
Change General Settings screen, 186
creating, 182
creating with InfoPath Publishing Wizard,

207
editing form properties, 185
editing forms, 185
folders and versions, 186
form templates, 187–188
managing, 186
managing columns and views, 188
merge forms, 185
other library management, 189
relink forms, 188
using views, 183
working with, 183

Form Library link
Create page, 182

Form Template section
New Form Library page, 182

Form Versions section
New Form Library page, 182

Form Web Part
web parts available in SPS Site Gallery, 228
web parts available in WSS Site Gallery,

229
Forms site

creating and configuring for HR
Information Center, 318–319

environment layout for HR Information
Center, 311

Front Page 2003
Web Part Pages, 231

■G
General Settings screen

custom lists, 98
picture library, 200
SharePoint document libraries, 175

General tab
Change Settings page, 14, 21, 23, 31

Genesis Service Plan Introduction site
creating and configuring, 276–280
environment layout for project

collaboration, 274
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Go to Site Administration link
Site Settings page, 242

group sites.  See cross-site groups
Grouped Listing Web Part

web parts available in SPS Site Gallery, 228
grouping 

editing existing groupings, 26
Grouping and Ordering page

adding new groupings, 25
managing grouping and ordering of

listings, 24
Grouping Management options

deleting existing groupings, 26
Rename option, 26

■H
Help link

Portal Toolbar, 7
Home area, 12

introduction, 27–28
HR Information Center

environment layout, 310–312
Benefits site, 316–317
Forms site, 318–319
Human Resources site, 313–315
New Hire Orientation site, 319–321
Policies and Procedures site, 321–322
Teams area, 312–313

introduction, 310
walk through, 323

browsing to information, 323
searching for information, 324

Human Resources site
creating and configuring for HR

Information Center, 313–315
environment layout for HR Information

Center, 310  
intranets as Information Centers, 307

Hyperlink or Picture type
managing columns for custom lists, 109

■I
IF() function, 112
Image Web Part

web parts available in SPS Site Gallery, 228
web parts available in WSS Site Gallery,

229
Include Content section

Save Site as Template page, 81
InfoPath Publishing Wizard

creating form libraries, 207
Information Centers, 3, 307

benefits of SharePoint solutions, 325
challenges, 308–309
environment layout for HR Information

Center, 310–312

Benefits site, 316–317
Forms site, 318–319
Human Resources site, 313–315
New Hire Orientation site, 319–321
Policies and Procedures site, 321–322
Teams area, 312–313

HR Information Center, 310
needs, 309–310
overview, 307–308
role of, 309
solutions, 310
tips for creating, 325

information management
accessing for document collaboration, 247
dissemination prior to meeting, 290
document collaboration, 244–245
inefficiency of sharing information in

document collaboration, 246
information spread across many sources

in document collaboration, 245
multiple versions of information in

document collaboration, 245
project collaboration and, 270–273

information retrieval
role of information centers, 309

Information Worker solutions
sum of products and services of Office

System, 1
Issues list template

current issues, 146
introduction, 145
related issues, 146
reports, 147

Item Details option
options for search results, 40

■L
libraries, 163

advanced integration with Office 2003,
202

Open and Save, 202–204
Shared Workspace Task Pane, 204–206

as component of WSS sites, 45
document library, 163

creating, 164
managing, 175–181
working with, 165–174

exporting metadata to Excel, 208–209
form library, 182

creating, 182
managing, 186–189
working with, 183–186

picture library, 189
creating, 189
managing, 200–202
working with, 190–200

■INDEX332



Link to Existing Content option
Add News page, 30

Links for You Web Part
web parts available in SPS Site Gallery, 228

Links list template
changing list item order, 131
introduction, 130

list data
editing with Datasheet view, 127

List or Library page
Alert Me link, 234–235

List view
My Alerts page, 236

List View Web Part, 214
web parts available in SPS Site Gallery, 228
web parts available in WSS Site Gallery,

229
listing management

Move Listing page, 22, 32
List/Library alert, 233

subscribing to in a portal area, 234
subscribing to in WSS site or workspace,

238
List/Library Item alert, 233

subscribing to in a portal area, 235
subscribing to in WSS site or workspace,

238
Listing Management options

changing approval status of listing, 22
Delete option, 24
drop-down list, 21–22
Edit option, 21, 23
Move option, 22

Lists
Customize List screen

accessing , 34, 37
Change General Settings link, 98
Columns section, 103-104
General Settings section, 97, 101-102,

121
Views section 117-118

Existing Listing option
Add Listings page, 18

exporting to Excel, 123–125
lists as component of WSS sites, 45

Live Communications Server
contained in Office System, 1

Lookup type
managing columns for custom lists,

108–109

■M
Manage Content option

Actions section, 8
Manage Permission Inheritance page

permissions options, 72

Manage Portal Site option
Actions section, 8

Manage Security option
Actions section, 8
Portal Site Map, 17

Manage Security Settings page
accessing through Portal Site Map, 17
editing existing area security, 15
New User option, 15
Remove Permissions option, 16

Manage Site Groups page
Add a Site Group option, 75
changing permissions, 74
Delete Selected Site Groups option, 75

Manage Sites and Workspaces page, 61
Manage Sites option

Actions section, Sites area, 34, 36
Manage User Alerts link

Site Administration page, 242
Manage User Alerts page

Display Alerts For drop-down list, 242
Manage Users page

Add Users option, 10, 70
Edit Site Groups of Selected Users option,

11
Remove Selected Users option, 11, 72

Management area
creating and configuring for meeting

management process example, 294
environment layout for meeting

management process example, 293
meeting management, 3, 287

benefits of SharePoint solutions, 305
challenges, 288–289
environment layout for quarterly business

review meeting, 292–294
Business Planning site, 295
Management area, 294
Quarterly Business Review Meeting

Template workspace, 296–299
needs, 290
overview, 287–288
quarterly business review meeting,

process definition and requirements,
291–292

solutions, 290
tasks, 287
tips for creating effective solutions, 305
walk through for quarterly business review

meeting, 299–302, 304
meeting workspace lists

introduction, 148
lists for meetings in series, 149

Meeting Workspace task pane
Outlook 2003, 66
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meeting workspaces
Basic Meeting Workspace template, 55
Blank Meeting Workspace template, 56
category of site, 46
components, 46–47
creating a Web Part Page, 216

changing order that pages are displayed
in, 217

creating subsites, 65
creating through Outlook 2003, 66–67
Decision Meeting Workspace template, 56
integrating events list into, 141–142
introduction, 54–55
Multipage Meeting Workspace template,

58
navigating through, 61

subsites, 62
Recurring Meeting Workspace template,

59–60
Social Meeting Workspace template, 57

Members Of page
Change Cross–Site Group Settings option,

77
updating cross-site groups, 77

Members site group, 10
Members Web Part

web parts available in WSS Site Gallery,
229

Merge Forms View
form library, 183

Modify Shared Page link
accessing, 219

Move Listing page
Change Location option, 22, 32

Multipage Meeting Workspace template, 58
Multiple lines of text type

managing columns for custom lists, 105
My Alerts on this Site link

Site Settings page, 240
My Alerts page

managing alerts, 240–241
views available, 236

My Alerts Summary Web Part
web parts available in SPS Site Gallery, 228

My Calendar/Inbox/Mail Folder/Tasks Web
Part

web parts available in SPS Site Gallery, 228
My Cross-Site Groups page

Delete Selected Cross-Site Groups option,
78

editing cross-site groups, 77
New Cross-Site Group menu option, 76
updating cross-site groups, 77

My Forms View
form library, 183

My Links Web Part
web parts available in SPS Site Gallery, 228

My Site
introduction, 41
private view, 42
public view, 44
Targeted links section, 19–20, 30

My Site link
Portal Toolbar, 6

My Workspace Sites Web Part
web parts available in SPS Site Gallery, 228

■N
Name and Description section

New Cross-Site Group page, 76
navigating through WSS sites, 60

meeting workspaces, 61
subsites, 62

team sites and document workspaces, 60
subsites, 61

New Alert page
Alert Frequency section, 239
Change Type option, 239

New Cross-Site Group page
creating new cross-site group, 76

New Document Library page
Document Template section, 164
Document Versions section, 164

New Document link
document library, 167–168

New Folder link
Document Library screen, 166

New Form Library page
creating form library, 182
Form Template section, 182
Form Versions section, 182

New Hire Orientation site
creating and configuring for HR

Information Center, 319–321
environment layout for HR Information

Center, 311
New Item page

adding items to custom lists, 92
New List page

creating custom lists, 91
New Meeting form

Outlook 2003, 66
New Meeting Request

Outlook 2003, 66
New Picture Library page

Picture Versions section, 190
New Recurring Meeting

Outlook 2003, 66
New SharePoint Site page

creating subsites, 65
creating top-level WSS site, 64

Newest Sites list
Sites area, 35
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News area, 12
adding news items, 29–30
deleting news items, 33
editing news items, 30–32
introduction, 29

News Areas Web Part
web parts available in SPS Site Gallery, 228

News for You Web Part
web parts available in SPS Site Gallery, 228

News in the Area Listings Bar
navigating to the News area, 30, 32–33

News Management options
changing approval status of news item, 32
Delete option, 33
Edit option, 31
editing news items, 32
Move option, 32

News Web Part
web parts available in SPS Site Gallery, 228

Number of Hits per Page
usage statistics, 84

Number type
managing columns for custom lists, 106

■O
Objectives list template, 151
Office 2003

advanced datasheet features, 161
advanced integration with libraries,

202–209
creating custom lists with Excel, 125–127
creating new document workspaces,

67–68
exporting lists to Excel, 160–161
exporting SharePoint lists to Excel,

123–125
intergrating lists, 159

Office System
products and services, 1

Online Gallery, 230
Operating System Access Statistics

usage statistics, 84
Operation Completed Successfully page

creating templates, 81
operator types, 111
operators 111-112
Or option

Advanced Search page, 39
Outlook

creating meeting workspaces, 66–67
linking with Contacts list, 135–136
linking with Events list, 139–140

Owners section
New Cross-Site Group page, 76

■P
Page List

meeting workspaces, 55
Page tab

Change Settings page, 14
Page Viewer Web Part

web parts available in SPS Site Gallery, 228
web parts available in WSS Site Gallery,

229
Pages, 211

Basic Pages, 212
creating, 212–213
viewing and editing, 213–214

Create Page page, 65
Edit Page option, 8
Web Part Pages, 214

creating, 214–216
editing, 217–218
viewing, 216

Pages pane
meeting workspaces, 218

permissions
changing site group permissions, 74
setting site creation permissions, 73

Permissions section
New SharePoint Site page, 65

picture library, 189
adding pictures, 193
check-out and check-in, 195
creating, 189–190
download, 196–197
editing picture properties, 195
editing pictures, 194
filtering and sorting pictures, 192
folders, 192
General Settings screen, 200
managing, 200
managing columns, 200
managing views, 201
other library management, 202
send to feature, 198–199
slide show feature, 199
using views, 190–191
Version History screen, 196
versions, 196
working with, 190

Picture Library link
Create page, 189

Picture Versions section
New Picture Library page, 190

Policies and Procedures site
creating and configuring for HR

Information Center, 321–322
environment layout for HR Information

Center, 311
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portal
adding a document library listing, 180
adding a listing to, 121
alerts, 232–233

subscribing to, 233
introduction to using, 5
My Site, 41

private view, 42–43
public view, 44

site groups, 9
adding users, 10
changing existing assignment, 11
deleting existing assignment, 11

portal areas.  See Areas.
portal document libraries

compared to site document libraries, 181
portal listings

adding listings, 18–19
adding person listing, 20
compared to site lists, 122
deleting listings, 24
editing listings, 21–22
editing person listing, 23–24
introduction, 17
managing grouping and ordering of

listings, 24
adding new groupings, 25
deleting existing groupings, 26
editing existing groupings, 26

portal search, 38
advanced search, 38, 40
simple search, 38
working with search results, 40–41

Portal Site Map
Add Listing option, 19
drop-down options, 16
managing areas, 16 
Manage Security option, 17

Portal Toolbar, 6
My Site link, 41, 43

Presentation Materials site
cofiguring for RFP response, 254, 256
environment layout for RFP response, 251
updating for RFP response, 257

processes
document collaboration, 244
flexibility for document collaboration, 247

project collaboration, 3, 269
benefits of SharePoint solutions, 284–285
challenges, 270–271
needs, 271–272
overview, 269–270
service plan project process definition,

274
service plan project process walk through,

280–283

service plan project requirements,
272–273

SharePoint environment layout, 274–276
configuring the projects area, 276
Genesis Service Plan Introduction site,

276–280
solutions, 272
tips for effective solutions, 286

Project Server
contained in Office System, 1

Projects area
configuring, 276
environment layout for project

collaboration, 274
publish and update information

role of Information Centers, 309
Publish to Source Location page

creating document workspaces, 172
Publishing tab

Change Settings page, 14, 21, 23, 31

■Q
quarterly business review meeting

environment layout, 292–294
Business Planning site, 295
Management area, 294
Quarterly Business Review Meeting

Template workspace, 296–299
process definition, 291–292
process walk through, 299–302, 304
requirements, 291

Quarterly Business Review Meeting Template
workspace

creating and configuring for meeting
management process example,
296–297, 307

environment layout for meeting
management process example, 293

Quick Launch list
team sites and document workspaces, 49

■R
Readers site group, 10, 69
Recurring Meeting Workspace template,

59–60
Referrer URL Statistics

usage statistics, 84
Relink Forms screen

form library, 188
Rename Group page

editing existing groupings, 26
repository

accessing for project collaboration, 271
centralizing for project collaboration, 271

resources
document collaboration, 244
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introducing new resources, 310
project collaboration and, 271–273
single location for document

collaboration, 246
Resources area

configuring for RFP response, 254
environment layout for RFP response, 251

RFP Response Site
components for document collaboration

solutions, 248
components and referencing on

environment layout for RFP
response, 252

configuring Divions area, 253–254
configuring Resources area, 254
configuring Sales area, 254
creating and configuring Presentation

Materials site, 254, 256–258
creating and configuring site, 258–259
environment layout, 250–253
process definition, 249–250
process definition for document

collaboration, 249–250
process walk through, 260–266
requirements, 248
requirements for document collaboration

solutions, 248
SharePoint solution components, 248–249

Rich Text Editor
features, 212

Rights section
Add a Site Group page, 75

■S
Sales area

cofiguring for RFP response, 254
environment layout for RFP response, 251

Sales portals
as information centers, 307

Save Site as Template page
creating templates, 81

Search alert, 233
subscribing to, 234

Search by Date values
Advanced Search page, 40

Search by Properties information
Advanced Search page, 39

Search by Type value
Advanced Search page, 39

Search for Sites section
Sites area, 34

search results
changing grouping, 41
changing sorting, 41
organizing into views, 40

Search Results page
Alert Me link, 234

Search Results section
Add Link to Site page, 35, 64

Search tab
Change Settings page, 14, 22, 24, 32

Search Toolbar
WSS site searches, 83

Search Tools, 7
team sites and document workspaces, 49

Search view
My Alerts page, 236

security
document library, 178
options for custom links, 100–102
project collaboration requirements, 273 
Manage Security Settings page

accessing through Portal Site Map, 17
editing existing area security, 15
New User option, 15
Remove Permissions option, 16

Security Site Group
actions available, 8

Selected Account Name list
Add Person page, 20

Selected View property
List View Web Part, 229

Send To application options
picture library, 198

service plan project
process walk through, 280–284
requirements for project collaboration,

272
shared page

Modify Shared Page link, accessing, 219
Shared Workspace task pane

creating document workspaces with
Office 2003, 67

library integration with Office 2003,
204–206

SharePoint lists
exporting to Excel, 123–125

SharePoint Portal Server 
as part of SharePoint technologies, 2
contained in Office System, 1
description, 2
portal as entry point to SharePoint

environment, 5
portal searches, 38–41
tools, 4
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SharePoint technologies
introduction, 1–2

Simple Edit Rights on Area page
editing existing area security, 15
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organizing search results, 40
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Site Administration page
Manage User Alerts link, 242
Management and Statistics section

Delete This Site link, 79
Save Site as Template link, 81
View Site Usage Data link, 85

Users and Permissions section
Manage Cross-Site Groups option,

76–77
Manage Permission Inheritance link, 72
Manage Site Groups link, 74–75

Site Collection Usage Summary screen, 87
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compared to portal document libraries, 181
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Server 2003 area, 227–229
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SharePoint Services site, 229

Site Group Name and Description section
Add a Site Group page, 75

site groups
adding users, 70
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changing permissions, 73–75
Contributors site group, 10, 69
creating, 74–75
deleting, 75
deleting existing assignments, 71 
Edit Site Group Membership page, 11, 71 
Members site group, 10
Readers site group, 10, 69
Security Site Group, actions available, 8

site layouts, 48
meeting workspaces, 53–60
team sites and document workspaces,

48–53
Site Link section

Add Link to Site page, 35, 64
Site Listing Management options

Edit Item option, 36
Site Listings Management options

Delete Item option, 36
site lists

compared to portal lists, 122
Site Settings link

Portal Toolbar, 7
Site Settings page

adding users to site groups, 70
Administration section

Configure Site and Workspace Creation
link, 73

Go to Site Administration link, 72, 74, 75,
76, 77, 79, 81, 83, 85, 87, 89, 120, 242

Manage Users link, 70, 72
changing existing site group assignments,

71

Customization section
Apply Theme to Site link, 79
Change Site Title and Description link, 78

Manage Sites and Workspaces link, 62
My Alerts on this Site link, 240
Site Collection Administration section

Go to Top-level Site Administration link,
120

site statistics, 83
site collection usage statistics, 86–87
site hierarchy, 87
storage space allocation, 88–89
usage statistics, 84–85

Site Template Gallery page
Edit icon, 82–83

site templates
creating, 80–81
deleting, 82
editing, 82

Site Toolbar
Documents and Lists link, 61
meeting workspaces, 54
Site Settings link, 61, 70, 71, 73, 74, 76, 77,

78, 79, 82
team sites and document workspaces,

48–49
Site Usage Report page

Select Report drop-down list, 85
sites

categories, 46–47
changing general site details, 78–80
components, 45
Create Site option

Actions section, Sites area, 34–35, 64
creating subsites, 66
creating top-level WSS site, 65
creation, 63–69
introduction, 45
managing cross-site groups, 75–78
managing site security

changing site group permissions, 73–75
managing site security, 69–73
Save Site as Template page, 81
searches, 83

Sites and Workspaces page, 62
deleting sites, 79
Select a View

All option, 61
Sites area, 12
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site listings, 35

creating site listing for existing site, 35
deleting an existing site listing, 36
editing an existing site listing, 36
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37–38
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Sites I Have Created list
Sites area, 35

Sites in the Area Listings Bar
navigating to Sites area, 35–37

slide show feature
picture library, 199

Social Meeting Workspace template, 57
Sort By value option

sorting search results, 41
special lists, 155
Spotlight Sites section

Sites area, 34
standard lists

introduction, 129–130
standard type, 113
Standard views

creating, 117
managing views for custom lists, 113–116

Storage Information
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Storage Space Allocation page
viewing site storage allocation, 89
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creating, 65

SUM() function, 112
Summary view
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■T
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introduction, 143–144
Team Site template, 51

links list created and displayed by default,
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components, 46–47
creating subsites, 65
navigating through, 60
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creating top-level WSS site, 65

templates
Operation Completed Successfully page,
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Save Site as Template page, 81
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TEXT() function, 112
themes, updating for sites, 78–79
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introduction, 152–153
Thumbnails view

picture library, 191
time investment
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collaboration, 246

Title and Description section
New SharePoint Site page, 64–65
Save Site as Template page, 81

Toolbar Type property
List View Web Part, 229

Top-Level Site Administration page
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View Site Collection Usage Summary
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Upload Document option
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Upload Multiple Files link

document library, 169
Use Personal Features permission

portal, 233
User Access Statistics

usage statistics, 84
User alert, 233
User Information

site collection usage statistics, 86
User view

My Alerts page, 236
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Version History screen

picture library, 196
Versions Saved page

document library, 173
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Create View screen
Calendar View link, 118

Edit View option
Actions section, Sites area, 34

Selected View property
List View Web Part, 229

Standard View link, 117
Virtual Server Gallery, 230
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updating site themes, 78–79
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Web Part Pages, 214

creating, 214–216
editing, 217–218
viewing, 216
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225–227
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rearranging the Page, 221–222
Shared View vs. Personal View, 220
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standard galleries, 227
Online Gallery, 230
Site Gallery, 227–229

Virtual Server Gallery, 230
Web Part Page Gallery, 227

Web Site Address section
New SharePoint Site page, 64–65

Windows Server 2003
Windows SharePoint Services as add-on, 2

Windows SharePoint Services
as part of SharePoint technologies, 2
contained in Office System, 1
tools, 4
value of, 2

■X
XML Web Part

web parts available in SPS Site Gallery, 229
web parts available in WSS Site Gallery,
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