SharePoint 2010
User’s Guide

Learning Microsoft’s
Business Collaboration Platform

Seth Bates and Tony Smith

Apress’



SharePoint 2010 User’s Guide: Learning Microsoft’s Business Collaboration Platform
Copyright © 2010 by Seth Bates and Tony Smith

All rights reserved. No part of this work may be reproduced or transmitted in any form or by
any means, electronic or mechanical, including photocopying, recording, or by any
information storage or retrieval system, without the prior written permission of the copyright
owner and the publisher.

ISBN-13 (pbk): 978-1-4302-2763-2
ISBN-13 (electronic): 978-1-4302-2764-9
Printed and bound in the United States of America987654321

Trademarked names may appear in this book. Rather than use a trademark symbol with every
occurrence of a trademarked name, we use the names only in an editorial fashion and to the
benefit of the trademark owner, with no intention of infringement of the trademark.

Publisher and President: Paul Manning

Lead Editor: Jonathan Hassell

Technical Reviewer: Aaron Bates

Editorial Board: Clay Andres, Steve Anglin, Mark Beckner, Ewan Buckingham, Gary
Cornell, Jonathan Gennick, Jonathan Hassell, Michelle Lowman, Matthew Moodie,
Duncan Parkes, Jeffrey Pepper, Frank Pohlmann, Douglas Pundick, Ben Renow-Clarke,
Dominic Shakeshaft, Matt Wade, Tom Welsh

Coordinating Editor: Debra Kelly

Copy Editors: Heather Lang and Patrick Meader

Compositor: Mary Sudul

Indexer: Potomac Indexing, LLC

Artist: April Milne

Cover Designer: Anna Ishchenko

Distributed to the book trade worldwide by Springer-Verlag New York, Inc., 233 Spring Street,
6th Floor, New York, NY 10013. Phone 1-800-SPRINGER, fax 201-348-4505, e-mail orders-
ny@springer-sbm.com, Or visit www.springeronline.com.

For information on translations, please e-mail rights@apress.com, or visit www.apress.com.

Apress and friends of ED books may be purchased in bulk for academic, corporate, or
promotional use. eBook versions and licenses are also available for most titles. For more
information, reference our Special Bulk Sales—eBook Licensing web page at
www.apress.com/info/bulksales.

The information in this book is distributed on an “as is” basis, without warranty. Although
every precaution has been taken in the preparation of this work, neither the author(s) nor
Apress shall have any liability to any person or entity with respect to any loss or damage
caused or alleged to be caused directly or indirectly by the information contained in this work.



Contents at a Glance

[ 1 (1 iv
About the AUhOrS....ccceeeemmmiminssssssssssnn s aannnnn s e e e s n s nnnnnn XV
About the Technical REVIEWET .......cccusssesssssmsssssssssssanssssansssssnsssssnsssssnsssssnnssssnsssssnnnsss xvi
AcKnOWIEdgMENES ....cceeeemmrrrrrsssssssnsnnnnsmsssssssssssssnsnsssssssssssnsnssssesssssssssnnnnnnsssssssssnnnnnns XVii
INtroduction .......c.cccmmnismmmmsenmsssnnmsssnnssssnnsssssnnssssnnssssnssssnnssssannnsssnnsssnnnnnssnnnnssnnnnnnns xviii
Chapter 1: Introduction to SharePoint Technologies ........ccovrrsssssssnssnnnsmsessssssssnnnns 1
Chapter 2: SIteS....cuuemmmmissmmmmmisssnnmmmsssssnmmssssssnmmsssssnnnssssssnneessssnnnsessssnnnsesssnnnnnssssnnnns 7
Chapter 3: SharePoint Server 2010 .......cccccemrmrrrmmssssssssssssssssssssssssssssssssssssssssssnnnns 67
Chapter 4: List CONCePLS ....ovvueeemmmnrrrrssssssssssnnnnssmssssssssssssssssssssssssssnsssnsnssssssssnnnnnns 119
Chapter 5: LiStS ....c.ucccmmmimsmmmmmmisssnmmmmsssssmmmssssnmmmssssssnessssssssnsssssssnssssnnsnsssssnsnnnss 187
Chapter 6: LIDraries .....cccueeemrmisssmnmmmssssssnmsssssssnssssssssnsssssssssssssssnnsssssssnnnsssssnnnnnssns 239
Chapter 7: Workflow and Information Management Policies ..........cccerusssannnrnans 315
Chapter 8: Pages and Web Parts..........cccucmsmmsmmsemsemsmsssmssssesssssssssssssssassassssssnsses 349
Chapter 9: Personalization Features........c.ucmmmmsmmmmmmssssnmmssssssnmssssssssssssssssnnsns 381
Chapter 10: Enterprise Office Services .......cccirrrmmmmsmmmmnmnmmmssssssssssssssnsssssssssssnnns 401
Chapter 11: Document Management Solutions........ccccccmmrrmmsssssssssnsnnnnsssssssssnnnns 411
Chapter 12: Project Collaboration Solutions..........cccccuseemmmnssssnsnmnsssssssmsssssssnnnns 439
Chapter 13: Dashboards and Reporting Solutions ..........ccccuneemmmnssssnnnmnssssssnnnns 457
INA@X ceeiiiiiisssssnnnnnnnnnnnsssssssssnnnnnnnnssssssssnnnnnnnnnnssssssssnnnnnnnnnnssssssssnnnnnnnnnnssssssnnnnnnnnnnssssss 469

iii



Contents

iv

Contents at @ GIANCE........cccrrisemmmrmisssnnnmmisssnnnmnsssssnnnnssssnsnnsssssnnnsesssnnnnessssnnnnssssnnnnnnssss iii
About the AUthOr .......cccciiiieemmimisssnnss s s ann e annn e e s s nnnn e R nnns Xv
About the Technical REVIEWEr ......cccurrssssmmnmmssssnsnmssssssssmsssssssnsssssssnnsssssssnnsssssssnnsssssnns Xvi
ACKNOWIEdgMENES ....ceeeeemmrrrrssssssssnnssnnmsessssssssssssnsssssssssssssnsnnsssssssssssssnnnnnnsssssssssnnnnnns XVii
INtroduction........ccccminisemmmmnnssennnmnssssnnnnsssss s n e an e an e nn e R R R Xviii
Chapter 1: Introduction to SharePoint Technologies ........ccccuseemmmmssssnsnmsssssnnnsssssnns 1
What Is Microsoft SharePoint 20107 ... sne e 2
Uncovering the Evolution of SharePoint ... 3
Exploring What’s New in SharePoint 2010 .........ccocvvivecrcscnsr s see e sne s 4
Understanding the Value of SharePoint 2010...........ccocoverrrcrcrcscscese e 5
Knowing the Building BIOCKS .........ccucieiririensinsir s sn s s sns s sns s sassssssssnssnnnes 5
Chapter 2: SIteS....cuueummmisnmmmmissnnnmssssssnmmssssssnmmssssssnmnssssnnneessssnnnsessssnnneesssnnnnnsssnnnnns 7
Understanding Sites ........c.ccvcriicrsrcir s 8
Understanding Site LayOUuLS.........ccccveereerrirnersensin s ses s sss s s sss s ssssssssssssssnsnas 10
Using Team Sites, Document Workspaces, and Group Work Sites .........cccuvvernvennnnsneniesensenesessenenns 10

USiNG MEeting WOrKSPACES ......ccccerueercereressirsee s e s se s s se s s srs e s e nenean 17

USING BIOG SITES......ceeeiuecerieiereririe s se s se s st a e st e e se s e e snnn e nes 24
NaVIgating SiteS........ccveririrriirrirrir s r e sn e n e nn e nr e nrenan 26
Navigating TRrOUGN SITES ......ccceeiecieeee e 27
Navigating Within Team Sites, Document Workspaces, and Group Work Sites.........ccccocvvervvrierenierennens 27



CONTENTS

Navigating Within Meeting WOrkSPaCes..........ccoocererrernerrniresesse s sreneas 29
Navigating Within BIOg SItES ........cccoruriicririrercrerirescsere e e 29
Navigating Through Sites USing MoDile DEVICES .........cceeeerererecrerniecre e eeens 30
USiNg the RIDDON.........cooicr s 31
Creating SiteS ....coeieeere e r e a e r e n e r e n e n e n e nrennennenan 31
Creating SUDSITES ....ccoveeeceerereeeririe e e e e e e s e st e e s 32
Creating a New Document Workspace from a Document in @ Site .......c.cococecerevencrnecescsnescse e 33
Creating Advanced Sites USING OFfiCE ........coreeeerrercnererece s 34
Managing Site SECUNLY.......c.ccvirierrrirrsir s r e snesn e nrenas 37
Managing SharePOINt GIOUDS .......ceoeecrerueererereeseseseese e e e et se s se s e sse e sess e e ssesssesennas 38
Changing Permission INheritance for @ Site ........c.oeoeerreccnrnecre s 4
Managing PermiSSiON LEVEIS.........cceurureerererreiesesessesesesesseesesssseeses s ses e e e ssssesssssssessssasssssesssssssssnss 42
Managing Site Collection AdmINISTrators .........cococecerecrcrrre e 45
Changing Site DEtails ..........ccceeeeererererere e sn e srennennenan 45
Updating the Site Title, Description, URL, @nd LOQO .........ccccerrernreriennserenene s seseses e sesessssessssenaes 46
Customizing Navigation OptioNS.........cccereererrencrirr s e 46
UPAating Site TREMES .....cccoviereeei et e e e e 52
Resetting Site DefinitionsS ........c.ococoerireieeee e 52
Configuring Regional Settings for @ Site..........ccorreinrricrcr e 53
012 T o T TP 54
Managing Site TemPIAteS........cccccvcrercrrrcr e 54
Creating Site TEMPIALES .......o.eceeeeeeceeeeee e 55
Activating and Deactivating Site TEMPIALES .........ccoeeeeeerriere et 56
Editing Site TEMPIAES......ceu e 56
Deleting Site TEMPIALES .......ccovvueerirereerer e ne s 57
Searching SharePoint Foundation Sites .........ccccoceeeeererenere e 57
Working With SEArch RESUILS ......cccoveucciierecerrec e 58
Managing Site Search and Offling AVailability.........c.coooeerrrernnrer e 58
USing USage REPOMS .......ccccvceiiriririr it sn e sn s sn s sn e sn e sn e nne e 58
USiNG Site USAQE REPOITS ......coveueerereecererece e s sas e s e se s se e nes 59



vi

CONTENTS

Using Site Collection Usage STatiStiCS ........covueeeererecnrerece s 60
Viewing Site HIEFarChy ...t r e 61
Managing Site and Site Collection Features..........ccovererrrcrcrcscececr e 62
Managing Site FEATUIES. .......ccocruiicereece et et 62
Managing Site ColIECtion FEATUIES.........cccocrvruieeirereee et e 63
Using the RECYCIE BiN........ceceeceecrrrrir it n s sn s sn e sn s sn e sn e sne s 63
Viewing I1tems in the RECYCIE BiN ...t 64
Restoring Iltems from the RECYCIE BiN ..........cccoceuiueeicreeecereece e 65
Deleting Items from the RECYCIE BiN .........cccououeiiererece e 65
Using SharePoint Designer for Site Management............ccccocverercecrcscscs e cee e 65
Managing Help INformation ... 66

Chapter 3: SharePoint Server 2010 ........ccucccmmmmsssnnnmmsssssssmsssssssssssssssssssssssssssssssnns 6 7

Understanding SharePoint Server Portals ..........ccoccocvcecrcecncssssee e 67
PUDIISRING POMTAL........cceeeeeceee e ne s 67
ENTEIPriSE WiKi .....ceceeeeeeereres st s e s a e s sae s s ae s s ae e s e reerenneenenrenne s 72

SharePoint Server Navigation ENhancements...........cccoceeeeevececcceccsessesee e see e e 74
NAVIGATION B ..o s e e e d e e e e s e b e e e e ne e e nnnnan 74
Sit@ ACTIONS IMENU........ceeeeeeereeccir et s s e e se e et e s e et e snnn e nen 74
QUICK LAUNCH ...ttt s et 76
Navigation MaNAGEMENL...........ccooc i s s s as e sr e e sre e s 76

Using SharePoint Server SEarch...........cccovvcrvrrrcncrcsir e sne s 78
Performing Simple SEAICHES.........ccoevrrircirireeriree e ne s 78
Performing AdVanCed SEArCHES ..........cccorurecrersecrerese s e e e e s snnan 78
Working With SEArch RESUILS .....cccoviuccirerecererec e 80
WOrking With SEArCh SCOPES.......covveeeririreierireei s sr s s e nnanens 80
Using Search Keywords and BESt BELS ..........ccccccererenerernnesmnesnese s sessssssesessesssees 82
Setting Searchable COIUMNS ... e 84
Changing SEarch SELHNGS ........ccceerrerrrerneserrrese s s 84

Managing Site LOOK and Feel ..ot 84
Defining the WEICOME PAGE .......o.cociererecirieecrereee et 85



CONTENTS

Managing Page Layouts and Site TeMPIates..........cccoerrerrinicnniennsnn e se e seesens 85
Managing Master Pages and Style SREEtS ..o 87
SharePoint Server Site TempIates.........cccceeeeeererecere e 87
Visio Process Repository TEMPIALE ........ccccccvrieieririeninicrniene e sss e e s sessesss e saesessessssesenas 88
Enterprise Wiki TEMPIALE .......cccoeeeeeeererere s sn e r e sr e r e r e s r e re s nesrenne s 89
Document Center TEMPIALE ..........cocveercciecrer e e s 90
Records Center TEMPIALE ........cccoeeieericrrsire ettt e s a e reean 92
BUSINESS INEIIIGENCE CONTEN .....c.eeeecereeece et 93
Personalization Site TEMPIALE ........cccoiieiiirierrcr e e a e s ean 94
Enterprise SEArch CENTEN ... e e se s e e s pe s 96
Basic Search Center TEMPIALE ..........cccoeeirrircsrcrr e 98
FAST Search Center TEMPIALE........ccucveerirriresrerr e e p e s an 99
Publishing Site TEMPIALE..........ccveecrerrcerr e 99
Publishing Site with Workflow TempIate..........ccorerrreiinreecr e 101
Web Databases TeMPIALES .........ccocvvcriiiriceree e e sr e nre e 102
Managing Site Content and STruCTUre.........cccvcrcrcrcr s 102
Managing Usage Reports and Auditing..........cccveerrerinnensnsessesses s ses s ses e sessessnssennnns 105
Site USAQE REPOITS ......cueeereecerereeeerie s sa e e b e et e e e e s e nenne e nes 105
Site Collection Web AnalyticS REPOILS........cccouececrirererererereserieese e 108
Site CONECION AUGILING ....oveceeeeeeeereereesere e r e e se e e 110
Working with Site and Site Collection Features..........ccceveevrernevscsss e 112
SIE FEALUIES ....ceeeeeecrereet e s e e e e e e e s et ne e e nes 113
Site COlECHION FRATUIES........cceererccerteecer et se e s 113
Managing Content Variations.............ccvererinsncnss s sne e snenens 114
Variation LADEIS .......covvueeerireercrereese s s e e ne e 115
TranSIatable COIUMNS ...t e e s e sennannn 117
VAALION LOUS ... eveueereeeeesirieeese s se s sas e et e s s et e s se et sessene e nense e e sennnnnas 117
Using Managed Metadata............cccocrercrsrcssncr e nne e 117
Term Store AdMINISIIALOrS .......ccceveeeerirircerirere e se e 117
ManNAGiNG TEIM SEIS ....cccoueecrereecrirre e et e e e s e nennan 118



CONTENTS

Chapter 4: List Concepts.......cccuemmmmmnsmmmmmssssnnmmsssssssmssssssssssssssssssssssssssssssssssnnnsss 119

L0 T 1 ol I S 119
WOrKing With LiSES .......cceeeiiierrsiesirsie e sne s s snesn e snssnesnesnesnesn s nnas 121
Adding, Editing, and Deleting [EMS ...t 121
Filtering and SOrting the LiSt.........cccvieorreierrreeses e 123
USING VIBWS ... se e s e s e s e e e s R e e s e e e e s R e e e Re e s ResennssRnnnnananan 124
Faster Data Manipulation Using the Datasheet ... 125
0T 126
L1 £ 0] 127
MaNAGING LISTS ....cvcereieriersirser st sn s sn s sn s sn s sn s sn s sn s sn e sn e nn s sn e sn e nnennnnens 129
GENEIAI SELEINYS ....ucceeeeecrerr e e sa e e e e e e e s e e se e s e e e e ne e e nennan 129
L8] 01T 1Yo o OO 133
SBOUMLY ..ueveueucerereecere s s e st ses et seses et e e s e e e s ae e e e s se e e ee s Ae e e ne s A e e e e eE e e e e nE e e e e e e e Re e e nRane e nenRe e e nes 135
ManNAQiNg COIUMNS ........ceererreeesisieese s se s e se s s e s s e s e se e e e e ne e s e e s e s ann e nennan 137
LT 10T T TR 154
Creating @ List TEMPIALE.........ccoceerereeerireseer e ne s 164
Deleting the LiSh......ccov it s 165
Advanced List CONCEPLS ......ccccvvrrriirirrsir s sn s sn e sn s sn e sn e sne s 166
TG 0] 11114 TP R 166
COMEENE TYPES .eeiueeerereecre sttt se e e s e e s R e e e e Re e e e e Re e e e nsese e sensenn e nennan 170
RSS FEEU SEHINGS ....ucecererecrireeeiriee ettt e et e s 176
Advanced Office INtegration ... ————— 179
Exporting SharePoint LiStS 10 EXCEI.......cceeeeererecerireee e senas 179
Creating CuStom LiStS USING EXCEI .......ccoureeererereerereseese et se s e sese s e s e sssssesessssssesennas 181
Advanced Datasheet FEAtUres..........couoorirriircire e 182
USING LiStS OffliNE.....coveeeeeeeeeeeecreeec et e 184
Managing LiStS With ACCESS ........ccrereriireririe e s 185

Chapter 5: ListS.......cccinmmmnmmmmmmmsssnmmmmssssssmmssssssssmsssssssssssssssssssssssssssssssssnsnssssssnnnssss 187

Using Communications TEMPIALES .........ccccvvrerirrrsrsr e sne e snenens 188
ANNOUNCEMENTS.....ceeiieeieireciesresre e s e sre s e e s re s re s re s sesse s s e s re s s e s s e ssesse s s e s s e ssenresseesessensensessensensesrensenannaene 188
0] 1 T OO 190

viii



CONTENTS

(0T T e R (0] T2 o P 194
CIFCUIALIONS......e ettt e e e e e e se e e A e Re e e s A e Re e e s s se et seenean e nennan 196
Using Tracking TEMPIALES .......ccccvcrcicrcir s sn e nnnnns 198
3 198
CAIBNAAN .....cerveeeecereeece et re s e e e et se e s e e e s s e e e e e e ae e e e s e Re e e e R e Re e eesEeRe e sE s nRese e nensannnerennan 200
L2 L] L€ 210
PrOJECT TASKS ...euveuecereesecsesie s e e e s e a e e e e e e s e e e e b e e e e s s e ne e e ne e e nennan 214
ISSUE TFACKING .....veceeeeeecereeiece s e st s s e e s se e e e e Re e e s nsene e e sene e nennan 217
SUPVBY...ueuererueuceresseee st s se e sesas e e e s se e e e s s e e e e sseae e e s R e e e e e R e Re e s e e R e Re e eE e R e Re e sE e R e Re e eE e R e e e e e e R e e e nenRe e nnes 219
T -] 3o 224
USING CUSTOM LiSES ....ccceiceiirceriercir st sn s sn s sn s sn s sn e n e sn s sn e sn e sn e nnnnens 224
DIBCISIONS ....evvucereeiece et se et re e e e s se e R e ee s Re e e e R e e e e e R e e e e eRe e e seRe e eenRenn e nennan 225
ODJBCTIVES ...t e Re e AR e AR e e Re e e e Re e nennan 225
L= (0 226
THINGS 10 BING ...ttt et e e s e e ne e se e e nennannns 227
EXEEINAI LISES .....veeeeeeeeccre e et e e e e b s e p e nennan 228
Additional Meeting Workspace List CONCEPLS .......cccvcvvrcercrrsrsnsrss s 228
Lists fOr MEETINGS N SEHES .....cuceeereecerereeeirere e se s nennas 228
ALEBNUEES ... e e s e e e e s e e e e e e e A e e e R e e s Re e s Re s R e e sR e e e Re e e Renan e srnns 229
Using Additional Lists with SharePoint Server 2010 .........ccccoovirerrrsrsrse s 231
STATUS LIST....eecceeeeeccee ettt R e ne e e 231
Integrating Further with OffiCe ........ccvvrercree s 237
Chapter 6: LIDraries .......cccvsmmssmmsssmssmmsssmmssssssssmsssssss s sssss s ssssssnssssssssnsassnsnss 239
DOCUMENT LIDFAY ...ttt 240
Creating DOCUMENT LIDFATIES .......ccocrueeceererece st se e e se s s 240
Working with DOCUMENT LIDFAIIES ......cccevreeeeeeeeeie ettt 241
Managing DocUmMENt LIDIAMIES ...ttt s e e s 253
FOrM LIDIAry ..ottt sn s sn s n s sr s n e sn e n e nnen s 263
Creating FOrM LiDFAIBS......ccoveeeerereceriee et se e e sas e e e e e nenas 264

ix



CONTENTS

Working With FOrM LiDFAris .......cocoroerriereercrerc s s s s 264
Managing FOrm LIDFAIIES ......cccoiiieiiicrirccre et se s st sa e et ne s nnne 268
PICTUIE LIDIary ....coceeeeeecess sttt sn s sn e sn s sn s sn e sn e sn e nn e nnnnen 270
Creating PiCtUre LIDIArieS ......occoeeeeeeceree et s e 270
Working With PIiCtUre LIDFaries .........cocoueorenerenererene s s s s s 270
Managing PiCtUre LIDFAIIES ........cccocoerererceereercreseeer e s 280
WiKi Page LIDIArY .......ceoeeeeceeciesie e sss e s s s s snssns s s sns s ssssnssnssnssnssnssssnsnnnns 281
Creating Wiki PAge LIDFariEs ........coooveceerrrernenirereenesesesesese s s e se e e sese s s sesss e sssssesassssssssensas 281
Working with WiKi Page LIDIaries.........coveeeirerrierirerecsirrese s sesessssesessenens 282
Managing Wiki Page LiDrariEs ........cccoveeceerererenerinescnisiee s ses e s e se s ssessssssesessnsssssennas 286
RePOIt LIDFArY ...ccceeeceeer sttt sn s sn s sn s sn s nn s sn s nn s sn s sn e n e nn s sn e nn e nnnnnnnan 287
Data Connection LiDrary ... s e snesnennnnns 288
SHAR LIDFAIY....coueeeeeeeceeeerrere e e e sse e sessessesse s ssesaessessessesassressesresnesnesresnssnennessensnnsans 288
Creating SlAE LIDFAIIES .....ccoueeerererecrereeeseses e se s sss e e s e e s e s e senas 289
Working With Slide LIDFAries .......ccccoceererrereecreseec e sesnenens 289
Managing SHAE LIDFAriEs. ......coeueceeeeruererireneesiresec st se e sas e senas 294
ASSEL LIDIAry....ccccccereees sttt n e n e e n e n s 295
Creating ASSEL LIDFAMIES ......coveceeeereeecreeee e se e ses e se s se s s e nenas 295
Working With ASSEt LIDFArIES. ....cccoviueeeeieeei et 295
Managing ASSEL LIDFAIIES .........cceceererecriree st nenan 297
Advanced Library CONCEPLS .......ccccvcerrerieriersirsir s e snssn s snssn s s snssns s s 298
DOCUMENT SELS ...ttt et e Rt e e ae e e ae e nennan 298
The DOCUMENT ID SEIVICE .....cveueeereeeceereeeser e e s s e se e ns e sennanens 303
Advanced Office INtegration ... ———— 304
Open and Save AS INTEGration ...........coveeceererrierirerne et senan 304
Shared Workspace and Document Management Task Panes..........ccccoveeerererenencnesensnessenesesesseseees 306
Accessing Offline Documents by Connecting Libraries with QUIOOK...........cccevrrecnernencnereesereneene 308
Creating Form Libraries Using InfoPath Form PubliShing..........cccoceernencnmnnsescnersescseseeseres e 310

Additional Advanced Office INteGration ............cccovreeceirniencn e 313



CONTENTS

Chapter 7: Workflow and Information Management Policies ..........ccceussnannnrnans 315
WOTKFIOW......ciceccs s 315
Managing WOTKFIOWS .........cccoceereieirereeseres s e e ne e nennas 324
SharePoint Server 2010 WOrKFIOWS........c.cccecrurerirerrecre e es 327
Workflow with SharePoint DESIGNEN ..........cccoeeerueierererereriree st se s sesnenens 330
Records Management...........ccocvcercrienninsessis s s ss s s sn s s s snssnssnssnssnssnssnesnesnssssnnans 332
Record Declaration SELHNQS ........ccococrerrcrerirercserre et 333
USING RBCOIUS. ....vecceeeeesisesseeseses e se e se st se s se s e esse e ne s s e e e e e Re e e e e s e e e e s senn e nennan 335
Information Management POlICIES ........c.ccocvverceriensensn e ne s 336
POIICY FEALUIES ...ttt e e s e e e e nennan 336
Site COHECHION PONICY ...c.coveeeucererreeereereesires e ses e se s e e es 340
Site CONTENT TYPE POLICY .....cueeerereecirirece st e e se e e 342
List and LiDrary POICIES ......cccececoererecirincsesirise et sas e ss e sss e nenas 343
POIICY COIUMNS iN VIBWS....c.covieecererccneriee et sne s e s e s e e sennas 347
File Plan REPOILS.......ccocvcercircirsirsir st sn s s s e s snssnssnssnssnesnssne s snnnnanns 347
Chapter 8: Pages and Web Parts..........cccccunemmmmmnnssmmmmmmssssmmmssssnmmssssssmsssssssnns 349
PGS ... et nrenrenaenrenrenrens 349
L L] o0 o 1oL 350
PUDIISRING PAGES ..ot e s e e e 355
o 10T LN 361
WED PAITS ...t s n s 364
Adding Web Parts 10 PAGES .......cceururieirireeierereeser e s e sesnenens 364
Managing Web PartS 0N PAQES.........cccreeierernirnr s s s ss s s sesnssnnns 366
Exporting and Importing Web Parts..........cooiinninnre s s 372
Standard Categories and WED Parts..........cccccorrerenmnrnnnenmnss s sss s sssssesssssssseses 374
FUurther CUSTOMIZALION .......cccovieeirircscse e 378
Chapter 9: Personalization Features........c.ucccmmumssmmmmmmssssnnmmssssssnmssssssssssssssssnnsns 381
1] TSRS 381
SUDSCHDING 10 AN AIBIT ... e 382



CONTENTS

ReCeIVING @N AlBIT ......c.coiiicir e ——————— 388
MaNAGING YOUE AIBITS ......ucuuiiceeeeeeeeeese sttt a bbb p bbb 389
Removing Alerts fOr OTNEr USEIS ..o s s s sas e sns e s saenens 390
L | (- SRS SRS 391
My NEWSFEEA PAGE.......cctriiiiriiiit i s 391
MY CONENE PAJE ....cceeeeeeceee s 391
MY PrOFIlE PAGE.......coeeeeeecererieeirisie e e se s e e s e se s s e nenas 392
Tags ANA NOTES......cocecerr e r e r e n e n e nn s 396
Personalization Sites ... 397
Personalizing CONTENT..........cccoirercceeee et e ne s 397
Integration With MY SIte .......c.ccocreeee e 399
LOgon Management...........ccoceermrernnmnesessessss s sn s s sas s 399
Signing Out of the POl ... 399
Signing In as @ DIffErent USEN ..o ssnsnes 399

Chapter 10: Enterprise Office Services ........ccouvummmmmmmmmssmmnmmssssssnnmssssssssnssssssnnnnns 401

EXCEI SEIVICES.....eictrerercirir sttt r s sr s n s n s sr s n e sn e nn e n e sn s nn e snennennanens 401
PUDIISNING 10 EXCEI SEIVICES....c.ciueueererueceresieeesessesesesese e s se s se s sss e ss s s s e s s e e e ssnssesennas 402
Using Content Published through EXCEl SEIVICES .........cccurrercrereenererineererene s sese s 404

FOIM SEIVICES......ciererer sttt r e r s sn e sn e sn e p e nn e snesaennenrenens 406
Creating and Submitting a New Form from a FOrm LiDrary...........ccccorreennnsnencrneseseseeesess e 406
Submitting a New Form Using the InfoPath Form Web Part.............ccorirnnnireeeeeeereeens 408

ViSIO SBIVICES ....ueviririririr sttt sr e n e n e r s p e sn e n e nn e sn e sn e nn s 408
PUDbIiShing 10 ViSI0 SEIVICES.....couiieeererecrerieescresee e ee e nennas 408
Accessing Visio Services Published Content from the Document’s Context Menu ...........cocooeeeeernencne 409
Accessing Visio Services Published Content using the Visio Web Access Web Part.............cccooveenene 410

Chapter 11: Document Management Solutions.........c..cccnmmnsennmmnsssennsnssssssnnnnn 411

Document Management OVEIVIEW..........cccceeereercersersenses s sessssssssssssssnssnssssssssssssssssnsens 411
DOCUMENT CrE@LION .....cccceeeeeceectrerer et e s e a s s s e et a e e ae st e p et ae e nenans 412

xii



CONTENTS

Document RETENTION .........coceeieeece s 413
Document CONSUMPLION .......couiiiccrerc et s e s nsp e se e nnns 413
Document Update and EXPIration ..o s s se s ssssessssessessssessesenas 413
Challenges of Document Management...........cccooceeeerereresesessesesse e e e sssssessssssnsens 414
Needs for Document Management............ccocvevcrcrcncn s s e snenens 415
SharePoint Document Management SOIULIONS .........cccceeeeerecece e 416
RFP ReSponse REQUIFEIMENLTS ......ccccccuieiireiererierre et s et s s s ses e se e sas e sae e ssesessessssssnsssssessssessssnns 416
SharePoint Solution COMPONENTS .........cceciirrirerr e a e re s 417
RFP Response Process Definition...........ccoceiernicrniinesnicsn e sss s ses e sessesassessnnens 417
SharePoint ENVIroNMENt LAYOUL ..........cououeeeerrecre et 419
RFP Response Process WalK-TRIOUGN ..o se s s 428
Benefits of SharePoint Document Management Solutions..........cccceveveecscecessensennnens 435
Tips for Creating Effective Document Management Solutions ...........cccceeveececeecennnne. 436
Chapter 12: Project Collaboration Solutions..........c.cucccummsemsmsssnsmsssnsssssssssssnnsnnns 439
Project Collaboration OVEIVIEW..........cccvcereercirsercer s sn e s sne s e s snssnssne s snenens 439
Challenges of Project Collaboration............cccoeeeeeeeeecesesece e snenens 440
Needs for Project Collaboration............c.cecvercercersesssces s sne e snenns 441
SharePoint Project Collaboration SOIUtIONS ..........ccceeeeeierece s 442
Service Plan Offering Development Project ReqUIrements ............cooeeereeerenescsesese e 442
Project Process DEfiNItION ..........cccccorrcncnireescrree et 443
Configuring the SharePoint Environment Layout............cooeeerireenenrnencrereeese e 444
Service Plan Project Process Walk-TRrOUGH .........ococoerenenerneenerseese e es 451
Benefits of SharePoint Project Collaboration Solutions...........ccccvevvvvvvrcscscnceeceenne 455
Tips for Creating Effective Project Collaboration Solutions ..........ccccevvvnvrcececsceenee 456
Chapter 13: Dashboards and Reporting Solutions ..........ccccuneemmmnnsssnnnmnssssssnnnns 457
Dashhoards and Reporting OVEIVIEW .........ccccececercerserses s e s e s snnnens 457
Challenges of REPOIING ....c.coeeeeererercrere e sr e r e n e sn e sn e snennenens 458

xiii



CONTENTS

Needs for REPOrting........ccccvceriersersersississes s sn s sn s sn s snssn s sn s sn s snesnesnennanans 458
SharePoint Dashboard and Reporting SoIUtions...........cccoeeeeeeerecesese e 459
Sales Dashboard REQUIrEMENTS .......cccccciiiieririenirrerr st ae e e se s ne s 459
SharePoint Solution COMPONENTS .........cceciiriirr e e sa e e a e ae s 460
Dashboard Process Definition ..o e e e 460
SharePoint ENVIroNMENt LAYOUL ..........cououeeecrerecrerrecse s 460
Sales Dashboard Processes Walk-TRroUGN..........c.cccecriecnerereccrers e s 466
Benefits of SharePoint Dashboard and Reporting Solutions...........ccceeverereecrcessencnnne 467
Tips for Creating Effective Dashboard and Reporting Solutions..........cccceeveecnecnennee. 467
1T 499

Xiv



About the Authors

Seth Bates is the delivery manager and a solutions architect for DataLan
Corporation, a Microsoft Gold Certified partner specializing in SharePoint
solutions located in White Plains, New York. Bates coauthored both the
SharePoint 2007 User’s Guide: Learning Microsoft’s Collaboration and
Productivity Platform and the SharePoint 2003 User’s Guide. He also has
performed the technical editing on many other SharePoint books and
published an article titled “SharePoint Web Part Development” in the April
2005 edition of Dr. Dobb’s Journal. Bates has more than 12 years’ experience
engineering business solutions, primarily using Microsoft technologies. With
experience in all phases of the software engineering life cycle, he brings a
broad mix of analysis, design, and implementation expertise to his work.

Tony Smith is a product manager for DataLan Corporation, a Microsoft
Gold Certified partner located in White Plains, New York. Tony coauthored
both the SharePoint 2007 User’s Guide: Learning Microsoft’s Collaboration and
Productivity Platform and the SharePoint 2003 User’s Guide. He has been
working with SharePoint technologies since they were originally introduced
in 2001 and has been working with SharePoint 2010 since its initial beta
release. He also has experience designing and deploying SharePoint
solutions in a wide range of organizations across many industries. With a
background that includes business analysis, network engineering, and
application development, Tony has more than 15 years’ experience
engineering business solutions and regularly presents to engineers,

! analysts, and business decision makers. You can find additional information
about Tony and topics discussed in this book at www.sharepointextras.com




About the Technical Reviewer

XVi

Aaron Bates is a software engineer for Private Client Resources, LLC,
located in Wilton, Connecticut. Aaron was also the Technical Reviewer for
SharePoint 2007 User’s Guide. He has been working with SharePoint since
2003 and has more than eight years of experience working with Microsoft
technologies to design, create, and maintain software solutions for practical
business needs.



Acknowledgments

As we have worked with Apress over the years to write books that provide people with the technical
insights they need to manage and use SharePoint solutions, we continue to be impressed with their
dedication to provide quality publications. The people at Apress have been great to work with, and we
would like to specifically thank several of them. We would like to thank Debra Kelly for coordinating
all of the tasks that went into creating this book. We would also like to thank Heather Lang for copy
editing and editor Jonathan Hassell. These people were all instrumental in ensuring the quality of the
book.

We would also like to thank the technical editor, Aaron Bates, for his hard work reviewing the book to
help ensure its accuracy and providing valuable insight and feedback.

— SethBates and Tony Smith

Iwould like to thank Tony for another successful partnershipin collaborating to bring a quality
SharePoint book to the market.

I also would like to thank my wife, Jen, son, Dylan, and daughter, Kyra, for the patience and support I
needed to complete this.I1ove you.

— Seth Bates

I'wouldlike to thank Seth for partnering on another effort we feel will allow people to learn about the
rich set of capabilities available in SharePoint.

Iwould also like to convey my love and thanks to my wife, Lynn, whose support made this book
possible.

—Tony Smith

xvii



Introduction

SharePoint 2010 is the next stage in the evolution of the SharePoint technology platform. SharePoint
2010 expands on the previously provided SharePoint platform by extending existing capabilities and
introducing new capabilities to make it easier and more cost effective to create business collaboration
solutions. We have seen many situations where SharePoint is introduced and individuals struggle to
leverage these resources because they are not aware of all the capabilities available or how to
leverage them to gain the most value possible. This book was an outcome of this need and can serve as
areference for people working within a SharePoint environment.

The goal of this book is to deliver a resource to all levels of SharePoint users. Beginners will be
provided with the information they need to most effectively use the capabilities provided.
Intermediate users will be given the information they need to manage their SharePoint resources.
Advanced users will be provided the foundation needed to build business solutions using SharePoint’s
capabilities. We have incorporated our experiences working with a variety of organizations and
knowledge of the product into an easily understood format for learning about SharePoint 2010, which
we hope will enable you to gain the in-depth knowledge you need to effectively use and manage these
tools.

Who This Book Is For

The goal of this book is to provide the knowledge necessary for anyone to effectively use
Microsoft’s SharePoint 2010 platform. Whether you have not yet used SharePoint, have used previous
versions, just started using the basic features of SharePoint 2010, or have been using it for a long time,
this book provides the information youneed to work effectively with the capabilities of SharePoint
2010.

If youwant to learn about these capabilities in a detailed yet understandable format, this book is
for you. Being a user guide, this book does not require you to have any programming 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 applications such as Word and Excel.

How This Book Is Structured

The chapters in this book are organized into two groups. Chapters 1 through 10 offer the
fundamental knowledge of SharePoint 2010 that users need to successfully utilize the capabilities
provided by the platform. This group of chapters can be used as an end-to-end reference guide,
allowing you to easily look up specific SharePoint topics. It also 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 solutions described in the second group of chapters.
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The second group, Chapters 11 through 13, presents business solutions commonly deployed
through SharePoint. Each of these chapters contains an example scenario that will help you understand
the potential challenges of the solution, along with the benefits that SharePoint provides. The
scenarios also include the necessary steps for creating these solutions within a SharePoint
environment.

Chapter 1: Introduction to SharePoint Technologies

This chapter introduces you to SharePoint Foundation 2010 and SharePoint Server 2010. It
contains an explanation of the technology and its uses, benefits, and related terminology.

Chapter 2: Sites

This chapter contains the details youneed to understand the capabilities of sites and workspaces.
We will focus on those capabilities making up the core of SharePoint Foundation 2010, which is the
foundation of SharePoint 2010 solutions. Security, content, structure, and search capabilities are all
covered using detailed examples.

Chapter 3: SharePoint Server 2010

This chapter focuses on additional core components and capabilities introduced into sites as part
of SharePoint Server 2010. It contains the details youneed to use these additional capabilities and
describes how they are incorporated into the SharePoint environment. Here we will discuss the
additional templates introduced with SharePoint 2010, enterprise searching, layout and navigation
management, and reporting and auditing.

Chapter 4: List Concepts

This chapter provides the knowledge needed to work with lists within SharePoint. The use and
management of custom lists is described in detail. You will also learn about the advanced integration
with Office applications that SharePoint's custom lists provide.

Chapter 5: 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. The use and management of each listis provided in detail,
along with any advanced integration with Office applications that they provide.

Chapter 6: Libraries

This chapter teaches the use and management of libraries within SharePoint. SharePoint libraries
provide many collaborative features and are capable of managing a variety of files from Office
documents and forms to images and presentation slides. We will discuss these capabilities and the
advancedintegration available between these libraries and Office applications.
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Chapter 7: Workflow and Information Management
Policies

In this chapter we will discuss workflow processing and information management policies. The
steps needed to define and execute business processes using workflows within the SharePoint
environment are detailed in this chapter. This chapter also describes how to configure auditing,
expiration, and other policies on the documents and information contained in your SharePoint
environment.

Chapter: 8 Pages and Web Parts

Pages and web parts allow for the customization of 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.

Chapter 9: Personalization Features

In this chapter, we discuss the personalization features provided by SharePoint. We will discuss
alerts, My Site, tagging, content filtering, and targeting content, as well as how to use these
capabilities to provide personalized user experiences.

Chapter 10: Enterprise Office Services

This chapter contains details about capabilities made available within SharePoint through
enterprise integration with Microsoft Office applications. In this chapter we will discuss Excel
Services, Form Services, and Visio Services.

Chapter 11: Document Management Solutions

One of the most common uses for SharePoint is to create document management solutions. This
chapter describes the challenges SharePoint document management solutions can address, the
benefits you can receive by creating these solutions, and tips to be mindful of when creating these
solutions. We will construct a sample document management solution and describe how the solution
would be used.

Chapter 12: Project Collaboration Solutions

Using SharePoint to manage projects is another common use of a SharePoint platform. In this
chapter, we will describe how to create project collaboration solutions through SharePoint. We will
construct a sample solution and describe the benefits that can be received by creating these solutions.
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Chapter 13: Dashboards and Reporting Solutions

SharePoint allows for the creation of central enterprise reporting and analysis solutions. Reports can
be easily shared and distributed and analytics can be combined into comprehensive dashboards. In
this chapter, we will discuss how to create SharePoint dashboard and reporting solutions. As part of this
discussion we will review the common challenges these SharePoint solutions can overcome and the
benefits you can receive by creating these solutions. We will also construct a sample dashboard and
describe how it would be used!



CHAPTER 1

Introduction to SharePoint
Technologies

Microsoft SharePoint 2010 is the latest iteration of Microsoft’s business collaboration platform.
SharePoint provides business users with the tools they need to effectively manage and share
information, automate business process, collaborate, and interact with others.

SharePoint is the core server component of the Microsoft Office system. Microsoft’s Office system is
composed of a collection of applications, servers, and services that all work together to improve
individual and team productivity, make information sharing more effective, and facilitate business
decision making processes.

The Office system includes many of Microsoft’s products such as SharePoint Server, SharePoint
Foundation, Word, Excel, PowerPoint, Live Communications Server, and SQL Server. These applications
and servers are designed to work together to meet the following goals:

* Provide business users with faster, comprehensive access to actionable
information. The goal is to not only provide access to more information but to
make it possible to locate the most relevant information allowing people to rapidly
respond to business needs.

* Enable individuals to find the most relevant people to work with and allow them
to work together effectively. Teams can easily share information regardless of
location and across company boundaries.

* Improve individual and team productivity by making it easy to create and manage
information and allowing this information to be available as part of related
business processes.

* Reduce the costs of providing enterprise-wide business solutions by providing a
set of applications and servers that work together and can be combined into
business solutions.

Microsoft SharePoint 2010 technologies are core components the Microsoft Office system
framework and provide the foundation on which business solutions are built.

In this chapter we will define what SharePoint is, discuss the evolution of the product, and provide
an overview of the new capabilities that were added as part of SharePoint 2010.
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What Is Microsoft SharePoint 2010?

Microsoft SharePoint 2010 is the central information sharing and business collaboration platform for the
Microsoft Office System. SharePoint 2010 is made up of two main products: SharePoint Foundation 2010
and SharePoint Server 2010.

SharePoint Foundation 2010 is the next stage of the product previously called Windows SharePoint
Services. Microsoft has renamed the product so that its name better reflects the product purpose and
aligns with other Microsoft foundational services. SharePoint Foundation provides the fundamental
collaboration services on which the SharePoint platform is built, including these:

* A web-centric information management and presentation platform

* Lists and libraries for storing and managing documents and structured
information, such as contacts, links, and announcements

*  Security services allowing for Active Directory integrated access management and
content security, as well as the ability to extend the environment to use alternative
security access providers

*  Environment and information management structure that allows for easy
resource configuration and management

* Integrated Windows Workflow Foundation services providing the core for creating
workflow-centric solutions

Microsoft SharePoint Server 2010 extends the capabilities provided by SharePoint Foundation by
introducing additional services. These services, which follow, integrate directly into the SharePoint
Foundation platform enhancing the existing environment:

e Full-featured document, record, and web content management
* Dataintegration, reporting, and analysis

* Form and process integration automation and management

* Application integration

* Enterprisewide search

* People integration and social networking

*  Personalized content and alerts

These capabilities are used to create solutions that bring together people, information, systems, and
business processes. Microsoft summarizes the wide range of capabilities provided by SharePoint 2010
into the following categories:

*  Sites: SharePoint is a single platform for providing intranet, extranet, and Internet
solutions. These sites and the information within them are accessible through
standard web browsers, Microsoft Office programs, and mobile devices.

*  Communities: One of the key uses of SharePoint is to allow people to effectively
work together. Collaboration tools are available allowing teams to work together
on efforts. Tools are also provided that enable people to connect and
communicate with one another.

*  Content: SharePoint includes a comprehensive set capabilities for document
management, record management, and web content management.
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*  Search: Quickly locating relevant information increases people’s overall
effectiveness. SharePoint provides enterprise search tools that can be used to
search across content, people, and data throughout the enterprise.

* Insights: SharePoint allows actionable enterprise data to be incorporated into
solutions, making corporate data more broadly available.

*  Composites: SharePoint is an enterprise solution platform that includes a wide
range of tools and interfaces that can be leveraged to create comprehensive,
cost-effective business solutions.

The capabilities of SharePoint allow you to create solutions to support your organization's business
needs in a way that is cost effective, can be easily managed, and allows the SharePoint environment to
become your central system for managing and accessing all enterprise systems and information.

Uncovering the Evolution of SharePoint

Microsoft’s SharePoint technology was first introduced in 2001 with the release of SharePoint Portal
Server 2001. This product provided some basic tools designed to allow users to publish and find
documents. It allowed for the creation and management of document taxonomies and represented the
first step in providing a way to catalog and search for documents across an enterprise.

Microsoft next released SharePoint Team Services, which extended the document and publishing
capabilities of SharePoint Portal Server 2001 by providing information collaboration. It allowed groups
of individuals to work together to manage documents and lists of information, such as contact lists,
event lists, and link lists.

In 2003, Microsoft completely rearchitected SharePoint and released Windows SharePoint Services
2.0 and SharePoint Portal Server 2003 as part of the introduction of the first Microsoft Office system. The
focus of these technologies was to provide a foundation for the collection of applications, servers, and
services that work together to improve user and team productivity. These products allowed
organizations to introduce a variety of collaborative business solutions that would have previously been
very difficult and costly to create and maintain.

In 2007, Microsoft released Windows SharePoint Services 3.0 and Microsoft Office SharePoint Server
2007. With the release of these technologies Microsoft extended its Office vision to include the
capabilities needed to support the creation of business solutions. These capabilities include content
management; collaboration; business information management; workflow; intranet, extranet, and
Internet support; and business integration services. With this release, SharePoint became a business
productivity platform allowing for the creation of full-featured business applications and the
aggregation of information from other applications, data sources, and systems.

With the release of SharePoint 2010, the SharePoint platform has been enhanced to make it easier to
create full-featured business solutions and allow the platform to be leveraged as your organization’s main
platform for document management, reporting, and web content management. The enhancements made
include updates to the previously existing collaboration, workflow, business intelligence, and data
integration capabilities. This version also introduces new capabilities, including full-featured records
management, new Office integration services, global metadata and taxonomy management, and social
networking services. SharePoint 2010 connects people and enables them to work together in the most
effective ways, which in turn, allows people to respond to business needs by quickly creating business
solutions that can be integrated with enterprise business data, tools, and processes.
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Exploring What’s New in SharePoint 2010

SharePoint 2010 boasts many new capabilities and updates to existing SharePoint capabilities. Here are
some of the most notable updates to existing capabilities:

*  Enhanced wiki capabilities: Wiki functionality can be added to any site. Wiki pages
can contain web content and web parts managed together and organized in any
configuration within wiki zones; in previous versions, these elements needed to be
managed in separate content and web part zones.

*  Updated mobile access interface: The mobile access interface has been updated so
it no longer just lists the libraries and lists available within the site; it now presents
all page details in a form factor that is usable on mobile and handheld devices.

*  Site and content management: Silverlight management interfaces have been
added to make site list and content updating easier. Also, the Office ribbon has
been introduced to support site, page, list, and library management.

» Integrated records management: Records management capabilities can now be
used anywhere within the environment; documents no longer need to be moved
to arecords management site. Records can now be declared as records in their
original source locations anywhere in SharePoint.

*  Search enhancements: The SharePoint Search feature has been updated to include
better relevance management, conversational search queries, social searching
capabilities, and the ability to integrate FAST Search with SharePoint.

*  Social networking: My Site has been updated to allow users to manage content,
relationships with others, and professional details. It also allows for professional
networking.

New capabilities that have been added as part of SharePoint 2010 include the following:

*  Managed metadata: The ability to centrally manage metadata has been added.
This feature allows you to manage attributes and attribute values that are used
throughout the environment.

*  Ratings: Users of SharePoint content can rate the content, allowing users to easily
see how useful materials have been for others.

*  Tags and notes: Users can tag content to relate it to their needs and processes. By
tagging content, users can see how it relates to internal needs and organize and
track relevant information. Notes can also be added to further clarify details about
the use of site resources and information.

*  Document sets: A group of documents can be defined as a set allowing them to be
managed together. Management of document sets includes sending the full set of
documents through a single workflow process instance.

*  Metadata driven navigation: Navigation hierarchies can be identified within lists
and libraries, and these hierarchies can be used to navigate through the available
information.

*  Visio services: Visio diagrams can be presented in SharePoint as web-based
diagrams. Visio services can also be used to present data-driven diagrams to be
used for graphical visualization of information.
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We will discuss the capabilities updated and the new capabilities added to SharePoint 2010 and
describe how they can be used to create business solutions.

Understanding the Value of SharePoint 2010

SharePoint 2010, including both SharePoint Server 2010 and SharePoint Foundation 2010, provides an
information management and sharing platform, document and record management platform, workflow
platform, business process management framework, and development foundation on which
information worker solutions can be created. The building blocks needed to create comprehensive
business solutions are available and can be easily assembled into scalable enterprise solutions.

In today’s work environment, information management and business processes are often very “people
centric.” Organizations rely on individuals’ knowledge of available information and on manual business
processes to address many needs. Therefore, organizations to become dependant on specific individuals to
complete certain tasks, and allowing others to participate in these areas becomes difficult. In this model,
finding information is challenging. Individuals without knowledge of information that is available often
require a significant amount of time to find necessary information or will, in some cases, re-create
materials already available. Trying to build solutions to simplify and automate business processes and the
information management environment can be costly and difficult to create and maintain.

With the introduction of SharePoint 2010, Microsoft continues to expand the Office System by
further extending the information management, collaboration, business process automation, and data
integration capabilities. SharePoint 2010 also introduces additional capabilities to allow people to work
together more effectively and to create solutions needed to rapidly respond to business needs.

Knowing the Building Blocks

SharePoint Foundation 2010 and SharePoint Server 2010 include many capabilities that can be
combined to create enterprise business solutions:

*  Sites and workspaces provide a central location to securely consolidate related
information of various types and to organize this information to conform to the
business needs it supports.

*  Libraries and lists allow users to manage documents and other types of
information.

*  Workflows allow for managed information to be incorporated into business
processes.

*  Records management capabilities allow you to manage regulated content through
the full life cycle of the documents.

e Alerts give users the ability to be notified when information has been added or
changed.

*  Web parts allow existing information to be organized and presented appropriately
and provide additional business logic and applications that can be incorporated
into solutions.

*  Navigation and search capabilities provide the resources necessary to find
relevant information when it is needed.
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*  Personalization capabilities allow users to create and manage their own
information and share this information with others, as well as communicate with
others in the most effective ways to support business needs.

*  Data integration capabilities allow users to incorporate corporate data into
information sharing and business processes.

In this book, we will discuss these tools in depth; we’ll describe how they are used and combined
into business solutions. In the first part of this book, Chapters 2 through 10, we will discuss the
components that make up a SharePoint 2010 environment and provide you with the information
necessary to effectively work with these components. In the second part of this book, Chapters 11
through 13 we will discuss some of the common solutions created within the SharePoint environment.
The solutions we will focus our discussions around include the following:

*  Document management: Often, the goal of a group of information workers is to
create and manage documents. Whether these documents are business plans,
budgets, sales presentations, or some other type of business materials, managing
the creation and publishing of these items is critical to the success of the business
processes they support. Individuals working on materials are often geographically
disbursed, yet each needs the same level of access to the materials being created.
This creation process also often includes an approval process before the items are
considered final, and the final materials often need to be properly categorized and
placed in a location where they can be easily referenced in the future.

*  Project management: When teams are brought together to work on a project, the
management of the project significantly impacts its success. All aspects of the
project, including the process, communications, deliverables, timelines, and
tasks, need to be properly managed to ensure success. All interested parties,
including team members, stakeholders, and managers, need visibility into the
progress of the project and all associated resources.

*  Business intelligence and reporting: Managers and other individuals within the
organization need on-demand access to corporate information to make decisions,
understand the health of the organization, and determine areas of business
requiring attention. Dashboards allow for business information in documents and
data systems to be brought together and summarized allowing for quick review
and easy understanding.
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Sites

SharePoint Foundation 2010 provides the core document management, list management, workflow,
collaboration, and application platform services for a SharePoint environment. SharePoint sites are
the foundation on which business solutions based on the Office system store and manage information.
Sites provide locations where groups of people can work together and share information. They can
also be used to collect team and enterprise knowledge and enable individuals to effectively work with
this knowledge. They are also the entry point into business solutions and workflow processes.

As an application development platform, SharePoint Foundation provides many of the building
blocks needed to construct business solutions. As part of the Office system, SharePoint Foundation is
also tightly integrated with the other Office system products, enabling SharePoint solutions to be
easily extended to include a wide range of capabilities.

Several different types of components are available within SharePoint Foundation to store and
manage information, facilitate collaboration, and provide workflow, reporting, and other application-
centric capabilities. These components include the following:

e Lists: SharePoint Foundation includes a variety of standard lists and the ability
to create custom lists. Lists are available to facilitate communication and track
information. Several of the available lists have extended capabilities that help
support their primary purposes. For example, contactlists integrate with
Microsoft Outlook to allow them to be used in the same way as contact lists
created within Outlook. Lists can also be tailored to meet specificinformation
management needs. We will discuss lists in detail in Chapters 4 and 5.

* Libraries: Libraries are available in SharePoint Foundation to manage
documents, InfoPath forms, wiki pages, and pictures. The available library types
are extended by SharePoint Server 2010 to also include Translation
Management, Asset, Data Connection, Report, and Slide libraries. These
additional libraries are used to incorporate additional business solution
capabilities. We will discuss libraries in more detail in Chapter 6.

*  Workflow: General workflow capabilities are available within SharePoint
Foundation to allow the state of content to be managed through a process. These
capabilities are greatly extended in SharePoint Server to allow information to
be easily incorporated into business processes. We will discuss workflow in
more detail in Chapter 7.

*  Web parts: A web part is an application component that can be displayed and
managed through pages in sites. Web parts can also be introduced that provide
application functionality within SharePoint. We will discuss web parts in more
detail in Chapter 8.
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In this chapter, we will familiarize you with the general layout and structure of sites. We will
describe how to navigate through sites and locate information within them, as well as how to create,
manage, and maintain sites, including aspects such as site security and navigation options.

Understanding Sites

Sites provide the information management capabilities, the workflow engine, the collaboration
services, and the application platform that make up the foundation of a SharePoint environment. Sites
include a variety of components and services that make up the core elements of business solutions.
Five different categories of sites are available within SharePoint Foundation for managing and
hosting information:

*  Team sites are designed to facilitate team collaboration. These sites provide the
capabilities necessary to allow for information management, sharing, and team
collaboration.

*  Document workspaces are used to facilitate the creation and update of
documents. These sites include capabilities needed to allow multiple people to
collaborate in the development and management of documents.

*  Group work sites provide an environment in which a team can be managed
through a collaboration effort. These sites include resources necessary to track
team member whereabouts, schedule and manage group events, manage team
communications, and manage the materials needed by the team.

*  Meeting workspaces facilitate the management of meetings. These sites include
the capabilities necessary to help plan meetings, share information among
meeting attendees, organize materials presented during meetings, and track
post-meeting action items.

*  Blogsites are used to post information for comment and discussion. Blog sites
allow for the capture and management of discussions around specific topics and
the capture of materials related to the topic being discussed.

Additional categories of sites are made available through the introduction of SharePoint Server
2010. We will discuss these additional site types and their capabilities in Chapter 3.

SharePoint includes several site templates for use when creating any of the types of sites listed
previously. A template is a starting point or default set of capabilities organized to meet a specific
need. You create a site based on a template 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 through SharePoint Foundation for creating team sites, document
workspaces, group work sites, meeting workspaces, and blog sites are designed to provide the most
common set of capabilities needed when creating sites for the associated purpose.

As we mentioned previously, several types of components are available in SharePoint Foundation
that provide the core capabilities of SharePoint sites. These components act as the building blocks for
most SharePoint solutions. Table 2-1 lists the components available in each of the SharePoint
Foundation site categories we discussed in this section.



Table 2-1. Site Component Options
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Workspaces
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Sites

Meeting
Workspaces

Blog Sites

Libraries
Document libraries
Form libraries
Picture libraries
Wiki page libraries
Lists

Agenda
Announcements
Calendar
Circulations
Contacts

Custom list
Decisions
Discussion board
External list

Issue tracking

Links

Microsoft IME Dictionary
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Text box
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