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The Microsoft Office System is a new Office concept based on servers, ser-
vices and applications. The software components for the Microsoft Office
System are the following:

Servers: Windows Server 2003, Exchange Server 2003, Live Communi-
cation Server (RTC), SharePoint Portal Server, Windows SharePoint
Services, and a database like an SQL-Server or the MSDE (Microsoft
Data Engine)

Services: Windows Rights Management

Applications: Office 2003 with InfoPath and OneNote, FrontPage 2003,
and the Messenger.

For purposes of solution development, Visual Studio .NET 2003 is required.

The following points have been found to describe the major advantages of
«The Microsoft Office System»:

Collaboration — Microsoft Office System solutions succeed in increasing
the quality and velocity of communication, helping to build more effective
business teams.

Work Management — Participating organizations were able to automate
and streamline business processes, eliminating manual workflows with
minimal customization expense. Companies realized direct financial
benefits through cost savings and enhanced delivery of products and
services.

Business Intelligence — Microsoft Office System applications give em-
ployees the information they need to make decisions on-demand without
waiting for customized reports.

Enterprise Integration — The XML capabilities built into Microsoft Office
System products allow users to develop solutions that unlock information
from back-end systems and process it with familiar Office 2003 Editions
products such as Microsoft Office Word 2003 and Microsoft Office Excel
2003.

Productivity — Organizations deploying Microsoft Office System applica-
tions realized significant productivity gains by improving business proc-
esses and unlocking data for information workers.

Two major technological improvements have been introduced with «The Mi-
crosoft Office System»: the storage of data and the user interface.
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Within the Microsoft Office System, documents are no longer stored as files
in a folder structure (although this type of storage data is still supported), but
as records in a table of a database as the following illustration shows.

Table of a database

Author of Project date

the
document Description J Category

l

| | Meta data

l——
l——

|
Records | |

|

|

X

: Binary datastream :

| (DOC, JPG, PDF, etc.)

Fig. 1: Storage of documents in a database

The advantages of this type of storage include:
Sophisticated search capabilities
Versioning

Metadata management for all types of files, including plain text, images,
and XML data

The second major improvement is a Web based user interface, where the
browser becomes the most important tool for the information worker. The
advantages of this new user interface include:

Vast improvements of the presentation of data. No dialog box ever con-
ceived can handle this amount of graphical information presented
through the browser

Sophisticated navigation through data and corporate information

Link based commands for user interaction with tool tips, colored guid-
ance, and data driven dialogs
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This course is subdivided into two equally timed parts: the operation of «My
Site» and the usage of team sites and collaboration techniques.

In this first part, the participant is presented with the personal aspect of «The
Microsoft Office System»: My Site. This series of exercises includes handling
of the SharePoint Portal Server and Windows SharePoint Services compo-
nents, their usage and parameters. This section will allow the participants to
get their first hands-on experience.

!
The second part of the course will enable the participant to use the compo-

nents of SharePoint Portal Server and Windows SharePoint Services to
build team sites and to practice close collaboration from within Office 2003.
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First, let's start to get to know the environment we are working with. You are
sitting in front of a Windows XP computer with an installed Professional Edi-
tion of Microsoft Office 2003, the Microsoft Messenger 5.0, and a browser
configured to access the home page of our imaginary enterprise.

However, please note that this Windows XP setup is an image running under
Microsoft Virtual PC 2004. For you, this means that you will NOT use CTRL-
ALT-DEL to login, but the combination of the Host key and DEL (Host-DEL).

Which one is the Host key?

The host key for this course is the Right Windows key to the right of ALT-
GR.

This host key serves another function: if you should by any chance press
CTRL-ALT-DEL in order to log on or to lock your computer, you might return
to your base operating system (which is also Windows XP) but is not config-
ured for this course. In order to return to the full screen mode of your virtual
PC, press Host-ENTER.

#

Please take a minute to write down your logon parameters.

Parameter Value

User name (ask your instructor)

Password passwor d

Group you belong to (according to your

role in the organization)

Domain to log on CONTCGSO

Your email address user name@ont oso. | ocal
Name of domain controller \\server

Name of the Exchange Server Server. cont oso. | ocal

Before logging on, be sure that you see three text boxes and select the
lower textbox to display your logon domain. Press the OPTIONS button in
case you should only see two text boxes; a dropdown list will then appear.
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Log On to Windows

i

Copyright € 1985-2001
Microsoft Corparation

User name: <y BUI USRI NRMB> )
Password; | |
Log on ko @O :3:][

[JLog on using dial-up connection

l. O ] [ Cancel ] [ihut Down...] EOEtions << D

Fig. 2: Please log on at this time

#

Open the Windows Explorer and check the drive mappings according to the
following table.

Drive Mapped to

O: This directory is common to the department you are working in. This
means, that all your team members will see the same data and all of
you have read/write access.

P: A picture folder containing the photograph of each participant taken be-
fore the beginning of the course. You will receive an email message
containing a link to your picture in order to configure your «My Site».
You have read-only access.

R: A common directory containing samples to be used during this course.
You have read-only access.

T: A templates directory. Office 2003 is configured to use this drive as

workgroup template directory. You have read-only access.

Is everything OK? Check with your instructor if not.

$ % &'

Start the Internet Explorer. Do you see the home page of the enterprise of
our course?
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A Contoso Training - Home - Microsoft Internet Explorer

© Ele Edt wew Favorites Tools Help

‘J J \ﬂ @ \_h /‘_J Search ‘il‘_(Favorites el\ﬂedia @ [_-:' :;,; _j ﬂ '5

: Addres 1?@ http:,l’,l'contosoe,l'default.aspD

i Microsaft Office
rii".SharePoint Portal Server2o0z

m Topics News Sites

ﬁ' Contoso Training ”~ m
ome
Topics
_p. e Explore the portal with the Quick Start Guide
Divisians The Quick Start Guide is the right place to begin your exploration of the portal

» Resources . and its features. It leads you through tasks to customize the appearance and

- Strateqy structure of the portal site and helps you configure key services for search and
] - user access. Click the links in the Portal Quick Start Guide to get started with

* Projects your new portal site,

: Locations

Fig. 3: Home page of your enterprise for this course

Should you fail to see this home page, please inform your instructor.

(

Look at your system tray on the lower right corner of your screen, to the left
of the system time/clock.

Fig. 4: Start the Microsoft Messenger

Right click the Messenger icon, click SIGN IN..., and, if asked, select the SIP
Communication service. Be sure NOT to select the .NET Messaging Service,
otherwise you will require an Internet connection, which is not the case dur-
ing this course.

Connect to Messaging Services rg|

Sigrin bo:

MET Meszaging Service

IP Communications Service

[ ak l [ Cancel ] [ Help ]

Fig. 5: Select the SIP Communications Service (if asked)

Enter your email address submitted to you by your instructor.
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=

Sign In to a SIP Communications Service

Enter your zigr-in harne for your SIF Communications S ervice,

Sigrein namg” | <yourname: @contozo. local

Example: someonel@example.com

I Ok l ’ Cancel ]

Fig. 6: Enter your email address

Wait a few seconds for the Microsoft Messenger to start.

=

% Windows Messenger g@gf

File Actions Tools Help

3 + Trainer (Onling)

# four contact lisk (shown below) daes nat
vet have anvone in it.
Click 8dd a Contact below to start creating
waur list,

=44l Contacts

5

<+ Add a Contact

4 Send an Instant Message

"% 5end a File ar Photo

-f Start a Woice Conversation

fn Start a Wideo Conwversation
More

Abb. 7: A configured Microsoft Messenger

Should you fail to see this box, please inform your instructor.

) * ++$

Now, you will start Microsoft Outlook 2003 and you will see an email mes-
sage from your instructor containing a link to an image. This is the image
that was taken before the course started.

Should Microsoft Outlook 2003 ask you to create a profile if the automatic
profile creation utility did not perform as expected, please note the following
parameters:
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Parameter Value
Exchange Server server. cont oso. | ocal
User name Your | ogon user nane

Check your inbox. An email containing a link to your picture should be wait-
ing for you.

Should Microsoft Outlook 2003 have problems starting up, please contact
your instructor, otherwise you are all set, and we can begin the course.
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$

Welcome to «The Microsoft Office System». In this section you will explore
«My Site».

$ . -

Create a new «My Site» from your home page by clicking My SITE in the up-
per right corner of your home page.

) Contoso Training - Home - Microsoft Internet Explorer,

. File Edit Wiew Faworites Tools  Help

\_,J' J \ﬂ @ {:] /:__\J Search ‘E,f'\'( Favorites *Media @ [:{v “‘_“\'-‘r' _']I ﬂ '5

: Address |@ http: ffcontosoeidefault. aspx

m Topics News Sites
&) Contoso Training » B

Home
Topics 5
b R e Explore the portal with the Quick Start Guide Links for You
: Divisions The Quick Start Guide is the right place to begin your exploration of the portal All portal users
+ Resources and its features. It leads you through tasks to customize the appearance and ; .
- Strategy structure of the portal site and helps you configure key services for search and Microsoft SharePaint Products and
o user access. Click the links in the Portal Quick Start Guide to get started with Technolagies Help Resources

- Projects rtal site. . .

i QUKL ks (Sl BaS Microsoft SharePoint Products and

Fig. 8: Create a «My Site» by clicking this link

After a few moments, you will see this message. Please confirm the creation
of a link to your newly created personal site by clicking YES.

-

Configure Personal Site for Microsoft Office

Microsoft Office programs can add a link to vour personal site in the Open and Save As dialog boxes. Your personal site will also
appear first in the drop-down list of locations when creating Meeting and Document Workspace sites,
Do you wank ko set http: /fcontosoe/personalftrainer] as your default personal site?

Fig. 9: Create a link to your personal site

This is your new «My Site» now; it has been created for you automatically,
based on a given template:
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|

Up To Contoso Training |

s personaisie =] )

Home Documents and Lists Site Settings Help

@ A Trainer
Modify My Page =
Select ¥iew My Calendar * My Links Summary -
To change the address of the Qutlook Web fcoess server, open the tool pane and then B Add new link
: type the URL in the Mail server address text box,
Public .

Links for You X
Actions News for You - There are no listings to display.
@ Edit Profile There are no listings to display.
B Create List My Alerts Summary -

® Create Page There are no alerts to display,

LB tansos Al
Fig. 10: Your new «My Site»

$ & : -
Together with your instructor, you will now explore your new «My Site». You
will get to know the following elements:

How to personalize your profile, in order to present yourself to your co-
workers

How to add data to your site
How to personalize your start page with Web Parts
How to find other coworkers by using the search feature

O Tip: place a link to your «My Site» in the list of favorites of your Internet Ex-
plorer.

$

You may have to change the regional settings of your «My Site». These re-
gional settings are not controlled by the Windows XP Control Panel of your
computer because you may want to access your website from another part
of the world and the regional settings of the client computer you are using,
do not necessarily match your desired settings (we are living in a global
world, as you can notice).

Click SITE SETTINGS in the middle of the upper toolbar

Click Go 1O SITE ADMINISTRATION

Under MANAGEMENT AND STATISTICS, click CHANGE REGIONAL SETTINGS
Change the locale according to your preferences
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$ &

Return to your «My Site» by clicking on the upper left hand HowmE link or by
accessing the favorite link you have (hopefully) created previously. On the
left hand Quick Launch bar, click EDIT PROFILE.

.:.i Home Document

&

select Yiew

Public

Actions

@ Edit Profile
O Create List

B Create Page

8 Manage Alerts

& Private
Documnents |

& Shared
Documnents |

@ My Pictures !

Fig. 11: Edit Profile

Next, enter information about yourself and copy and paste the link you re-
ceived in email into the PICTURE URL textbox.
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Trainer

Edit My Profile
sl Save and Close | Cancel and Go Back

ﬂ Indicates a field that will be visible to everyone

€2 account name: CONTOSONtrainer
g2 About me: AA|B I U |=== == | A%mw

I am your cheerful trainer today.|

&= Picturs URL: Place link received by emElllerD

&€= Home phaone:

QE Cell phone: " T .
2 Fax: BS A9 4 o i
93 Assistant: Select person

Fig. 12: Edit your profile

When you are finished entering your personal data, click SAVE AND CLOSE.
This will automatically return you to your «My Site». Then, click on the top
left corner on the PusLIC VIEW link.

ﬁ Home Documents and Lists Site Settings Help
»
@ rainer
Messenger SmartTag
Select Yiew
..... pr, Marketing - -
- trainer@cantoso.local <= Click here to send an email
Lrublic 3
Actions
& Edit Profile
Shared Lists
@ Private I am your cheerful trainer today.
Documents
@ Shared
Ciocuments Details Organization
@ My Pictures Departrment: Marketing gt Reports to
Contact Information
Shared Pages Home phone: Mo rmanager found.
& Second page Cell phone: e L
e e —_ Click here to send an email
SR to my assistant

Fig. 13: This could be your profile

This is what other information workers will see from you, if they browse your
site. (How do they do it? We will explain this later on in this course.) Notice,
that a non-standard field has been added for this course: the department
information. Normally you may not see this field in a standard SharePoint
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Portal Server environment; we have introduced it as an example in order to
show the possibilities of modifying the standard profile template.

$ $. !

We will now address the concept of «Picture Libraries». A picture library is
NOT a folder like your «My Pictures» folder under «My Documents», which
you see in the Windows Explorer, but it serves a similar purpose. You may
want to upload pictures to this library, add meta data which can be used for
searching purposes (description, date picture taken, keywords, etc.), and
make these pictures available to your coworkers.

There is one picture library ready for use; others can be created as needed.
What do you use a picture library for? Whether you want to organize and
publish the photos of your last trip, your surprise birthday party, your family
members, or manage pictures from your office environment like logos or
product pictures, picture libraries deliver an excellent value compared to
regular folders.

Remember: this standard picture library is shared by default. This
means, everything you place there is available read-only for your co-
workers instantly.

You will now learn how to add pictures from a shared folder; we have placed
shots taken with our digital camera on our trip to Malta at R:\Pictures.

Click on the link My PICTURES on the left hand Quick Launch bar, you will
see an empty picture library

Trainer
My Pictures
]

Share pictures and photos with others by adding it to this picture library. Pictures and images stored here will be shared on vour public home
page.

_% Add Picture D[ jNew Folder | ¥gFilter | X Delete | 7 Edit Pictures | #Download | iSend Ta

Type Marme Picture Size File Size

There are no pictures to show in this view, To add a new picture, click "Add Picture”.

Fig. 14: An empty Picture Library

Click ADD PICTURE
Click UPLOAD MULTIPLE FILES... on the next page

Wait a second or two (please do wait!) and watch the new dialog box care-
fully, it is the new Microsoft Office Picture Manager:
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Fig. 15: The Microsoft Office Picture Manager

First you must define a Picture Shortcut, which is a link to a folder containing

pictures and then you will select a few (or all) pictures from that folder. Last
you will UPLOAD the pictures and CLOSE the dialog box.

Follow these steps:

In the upper left of the box, click ADD PICTURE SHORTCUT and navigate to
the folder R:\Pictures by clicking on the My ComMPUTER icon in the file se-

lector. The selected directory will seem empty; however this is not the
case.
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Fig. 16: Select folder R:\Pictures

After closing the folder selection dialog by clicking Abp, you will be re-
turned to the Microsoft Office Picture Manager. There you can select the
pictures you want to upload to your picture library. Use the slider in the
lower right corner to see more or less thumbnails.

Before uploading pictures, make sure you select the optimized option
(otherwise your standard 100 MByte quota will soon reach its limit). Use
the default option for the original size only if you want to use those pic-
tures again for production purposes (like logos, pictures for a catalogue,
etc.)

Click UpLoAaD AND CLOSE; the pictures which you have selected will now
be transferred to the picture library. After the Microsoft Office Picture
Manager closes, click on the link Go BACK TO "MY PICTURES"; you will see
the uploaded pictures.

Remember: this is a shared library! All of your coworkers can see this data
instantly. How? Read on, you will soon learn how to search for something.
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Fig. 17: Your populated picture library

$

( & !

Explore your picture library:

Explore the different views by clicking on the link to a view on the left
hand side

Edit a picture and rotate it, by clicking on EbDIT PICTURES in the toolbar of
the picture library (select one or more pictures to edit). You will also be
able to remove the «red eye effect» for pictures taken with a flash.

Send a picture by email, by selecting the picture and clicking on SEND TO
in the toolbar of the picture library.

Watch a slide show, by clicking on the link VIEw SLIDE sHOw on the left
hand side of the screen

Edit the properties of a picture. Notice, that you edit the meta data of this
image. As we explained previously, meta data is data belonging to an
item but not necessarily contained therein. In order to do this, select the
DeTAILS view and the drop down of a picture. Add a title, a description
and the date the picture was taken.
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Fig. 18: Edit the properties of a picture

You will now see a set of fields you can fill in.

Fig. 19: Editing meta data
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$ ) .

Now we will address the concept of «<Document Libraries». Document librar-
ies are similar to picture libraries but are intended to organize and manage
documents.

What do we consider documents? Basically, a document is any type of Mi-
crosoft Office document, a Microsoft Word document, a Microsoft Power-
Point presentation, an Adobe PDF-file, a Microsoft Visio drawing, etc. A Mi-
crosoft Excel workbook could also be considered a document; however Ex-
cel data is generally handled differently as we will see in part two of this
training. We could define a document as any searchable text file; however
this definition is not entirely accurate.

Document libraries offer a whole set of features which will enable us to track
changes in documents (versioning), approve documents, receive notifica-
tions on changes, and more. This section will cover the basic functionality of
a document library, in part two, we will see more of the collaborative func-
tions a SharePoint document library has to offer.

You have two standard document libraries in your «My Site»; one is shared
(which means other coworkers may see the documents contained therein)
and the other one is private, for your eyes only.

$ /0 !

First, we will populate one of the document libraries. We will start by working
with shared documents. Again, a shared directory containing sample docu-
ments has been prepared for this course; you will find it under R:\\WordDocs.

Select SHARED DocuUMENTS from the left hand Quick Launch bar
Click UPLOAD DOCUMENT
Click UrPLOAD MULTIPLE FILES...

Watch the Web based explorer and navigate to R:\WordDocs. Select one
or more documents and upload them to your shared library. Should you
want to select all documents in that folder, click on the leftmost icon in the
title bar of the Web based explorer.
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Fig. 20: Select and upload one or more documents

$ 1¢& !

Explore your document library:

Explore the different views; as with picture libraries, you have a set of
standard views available on the left hand side of the screen.

- Click on a document and see that Microsoft Word 2003 opens it in the
new reading view. Note that this view is not a true WYSIWYG represen-
tation of your document but an approximate mock up; graphic elements
that may be missing in the display.

Click on the dropdown list of any document. Notice the functions avalil-
able in this list. We will not explain all of these functions right here, but
later on in part two.
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Fig. 21: Edit documents or their properties

Edit the properties of a document. Notice, that you edit the meta data of
this document, which is not contained in the file itself (unlike the docu-
ment properties within Microsoft Word). For example, modify the title of a
document.

Edit the document itself. Notice, that Microsoft Word 2003 opens the
document as any regular file and you may edit as usual. Saving the
changes will affect the document in the library, not the original one in the
file system.

$ 23 I

You may want to add more document properties to a document library.
These document properties are called meta data, it is data that belongs to a
document but is not stored within the text; like name of the author, project
you are working on, and other useful information. Notice, that you can define
one profile for each library (a profile in this context is the set of properties
defined for a document).

Go to your shared document library by clicking on its link on the left hand
side of the screen on your home page, if you are not already there.

Click MODIFY SETTINGS AND COLUMNS on the left hand Quick Launch bar
Scroll down and ADD A NEW COLUMN

Add the column "Project” as a SINGLE LINE OF TEXT

Scroll down and REQUIRE THAT THIS COLUMN CONTAINS INFORMATION

Make sure, this column is ADD TO DEFAULT VIEW
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Confirm OK and on the next page click on the link Go BACK TO "SHARED
DOCUMENTS"

Watch the new column appear on the right hand side

Fig. 22: Adding a column to your document library

Notice, that in spite of having required a value for this column, it still is
empty. This is due to the fact, that required values are only prompted while
uploading a document or editing the properties for existing documents at a
later time. So, you have just discovered a very important point while working
with «The Microsoft Office Systemx:

Good planning of a SharePoint site is the best investment in your work
and in your product.

You will notice, that when uploading another document, you will be prompted
for fields that are required.

You will learn more about document libraries when working together in a
team.

$ 4.

Who can see your data, what is private to you and what is not?

Note, that your standard picture library, the shared document library, and the
shared links can be viewed by any other member of the Reader s group. You
can assign permissions to your entire «My Site» or to a specific library.

How do you change permissions?

If you want to change the permissions for your entire «<My Site», use the link
SITE SETTINGS in the upper toolbar. Then click on MANAGE USERS and you will
see who is currently allowed to access your data.
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Fig. 23: Permissions on your «My Site»

It is seldom necessary to change anything here. Although you certainly
have the ability to change your permissions, this should be done with
absolute care. You can easily prohibit others from seeing what you
need to share, or you could make it possible for everyone to be able
make changes to what should be read-only libraries. If you do not pay
attention, you might even revoke all permissions to yourself!

Be very careful if you change permissions, and if you do, change per-
missions on document libraries only!

In order to modify the permissions for an individual picture or document li-
brary, select the library from the Quick Launch toolbar on the left hand side
and use the link MODIFY SETTINGS AND COLUMNS to access the link CHANGE

PERMISSIONS FOR THIS DOCUMENT LIBRARY.

Fig. 24: Managing permissions of an individual library

Again, before changing anything here, be sure you are familiar with permis-
sions. More information is available in part two of this training.

© 2004 ARTIGAS Computer Division V.: 1.2E/18-Jul-2004 artigas. conput er @obox. com




My Site

Section 3

Explore «My Site» Page 26

$ +

If you want to know what is visible for others and what is not, form a group
with your classroom neighbor and inspect her or his «My Site». In order to
find your coworker you need to know her or his name or mail address or any
other searchable property.

Click on the spyglass in the upper right corner and make sure you have
selected ALL SOURCES (not just THIS PERSONAL SITE, which is selected by
default).

Fig. 25: Search bar

Enter the search criteria and watch the search results on the lower part of
the page

Fig. 26: Search criteria and results

Explore with your coworker the information that is visible on each others
«My Site».

Notice that the HOME link in the upper left corner will take you to the main
SharePoint Portal Enterprise Site and not to your «My Site». But, since there
is a link to My SITE on the enterprise home page and you have placed a fa-
vorite link in your favorites, you can easily navigate back to where you
started the search.
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Why dont you just take a minute and initiate an instant message conversa-
tion with your neighbor, coworker, or somebody located farther away from
you? Use the Messenger smart tag to get in touch with her or him. The Mes-
senger smart tag appears next to your coworkers name in various places: on
the user profile on a «My Site», in search results, etc.

Fig. 27: The Messenger smart tag

If the color of the tag is green, your coworker is online. If it is red, your co-
worker is offline. A grey tag means that this user has not yet configured her
or his Microsoft Messenger.

Initiate a conversation with the coworker of your choice
Exchange ideas about «The Microsoft Office System»
Maybe you could assist another coworker who may be having problems

The Messenger integration in «The Microsoft Office System» is another pro-
ductivity improvement. Imagine you need some information from your co-
worker NOW! You send her or him an email and nothing happens. Not for
hours or even days. Maybe your coworker is ill and she or he could not start
the Out of the Office Assistant. By watching the Messenger smart tag, you
instantly know if she or he is online and presto! you get the answer right
away.

Do you sometimes feel that your connection to your holiday acquaintance
overseas is better than your connection to your coworker next door or two
floors down? The Microsoft Messenger integration in «The Microsoft Office
System» improves office connectivity and enhances productivity.
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Maybe the most important concept of personalization lies in the usage of
Web parts. In this exercise you will add Web parts to your personal page
and subsequently add more pages to your Web site.

Web parts are basically units containing reusable pieces of information, pro-
gram units, or containers for specific data that can be placed in the zones
your Web page is subdivided into. Those zones will appear, when you are in
the edit mode of a page.

You will now learn more about editing the layout of your page. Let us begin
by configuring a standard Web patrt.

$3$

Before starting to configure the Calendar Web part, open Microsoft Outlook
2003 and enter a few appointments in you calendar for this week. The My
Calendar Web part is constructed in such a way, that it will display the days
from today until the next Sunday (on a Sunday you will only see the ap-
pointments for that day). Close Microsoft Outlook 2003.

Locate this Web part in the upper left zone, next to the Quick Launch bar.

Click on the link oPEN THE TOOL PANE within the explanatory text of the
Web part

Enter the parameters according to the following screenshot; be sure to
use your email address instead

Fig. 28: Set the parameters for your Exchange server connection

Validate the correct parameters by Clicking AppLY in the lower right part
of the tool pane. If you see an error message, check the configuration
and click AppLy, until the calendar Web part is displayed. Since it may
take some time until the appointments you have entered before are up-
dated on the Exchange Server, the calendar may seem empty yet.
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When done, click OK to close the task pane.

It may be the case that the dates in this Web part appear in another lan-
guage than the one of your operating system or your Microsoft Office 2003
application. The language of this particular Web part is derived from the
Internet Explorer language settings in the GENERAL tab.

Fig. 29: Internet Explorer options

Once you have correctly configured your «My Calendar» Web part, you will
be able to see all of your appointments from this week; from today until next
Sunday that is.

Fig. 30: A sample calendar
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Now we will add more Web parts to your home page. There are standard
Web parts delivered with a standard SharePoint Portal Server/Windows
SharePoint Services installation. Additional Web parts can be downloaded
from an online gallery, or you can have someone develop a Web part for
your organization. We will learn a lot more about Web parts in section two of
this training.

In order to add other Web parts to your main page, click in the upper right
corner of the screen on the link to MobIFy My PAGE. From the drop down
menu select ADD WEB PARTS and BROWSE.

Fig. 31: Adding Web Parts

From the list of Web parts on the right hand side, drag and drop a Web
part onto your main page. Note, that a "no parking" cursor indicates
where the Web part may NOT be placed. We suggest that you try the
CONTENT EDITOR WEB PART at this time.

Fig. 32: Partial list of Web Parts
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Select the Content Editor Web Part and place it in the Top ZONE on your
main page. There is a link in this Web part which will allow you to open a
toolbar on the right in order to enter text describing your function or any
other title you may want to add to your home page.

Format the text in font size and color, as well as the background color

During the next few minutes you will add or exchange more Web parts to
your main page. Observe that your page will soon become cluttered if you
place too many Web parts. Explore the following examples:

Content Editor Web Part
Image Web Part
Page Viewer Web Part (clicking NEXT)

To delete a Web patrt, click on its top bar triangle and select the command
DeLETE. Just closing the Web part will make it invisible but it will remain on
the page.

Fig. 33: Delete a Web Part

$$8% 5

Add a few links to the My Links Web part. Group them into meaningful sec-
tions. Notice that you can define whether each link should be viewable by
your coworkers on the shared, public view of «My Site».

Fig. 34: An example of «My Links»
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If you feel that you have more personal information to manage on your «My
Site», you can add more pages by following this procedure:

Click on the DOCUMENT AND LISTS link in the top bar

Click on the My PAGESs folder

Click on New DocuMENT and add a Web part page based on one of the
proposed templates. The new page will have the same permissions as
the main page, which by the way, you have already learned to manage.

Edit this page by placing Web parts on it

Fig. 35: Adding a new page

FYI: there is a document library containing all of your added pages. If you
want to remove a page, go to this library clicking on DOCUMENTS AND LISTS
and the My PAGES library. The documents in this library can be edited with
Microsoft FrontPage 2003. This will give you enormous additional power on
personalizing your «My Site». However, editing with Microsoft FrontPage
2003 is not part of this training.

$$) 5

The LINKS FOR YOU Web part has a very specific purpose when it comes to
placing audience-related information for your enterprise information workers.
The enterprise site administrator has a way to inform you about important
news.
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However, you have no control over the contents of this Web part, except for
the fact of deleting it completely. So, the instructor will demonstrate this par-
ticular feature.

$$/
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You may want to change the theme of your site.

Click on the SITE SETTINGS link in the top bar

In the CUSTOMIZATION section, click the APpPLY THEME TO SITE link

Select a theme and apply it to your website.

Explore the numerous possibilities and ask questions, if you have doubts on
how to proceed. Do not create lists at this time; you will have plenty of op-
portunities to do so later on.

$(

You have seen that your «My Site» is a repository for all sorts of personal
information, documents, pictures, links, and more. Lets take a minute to
think about how and with what elements you would have performed these
tasks without the Microsoft Office System.

Task

Classic system

«The Microsoft Office Sys-
tem»

Manage important
and everyday
documents

Manage and edit
pictures

Share your infor-
mation

© 2004 ARTIGAS Computer Division

Use My Documents folder, numer-
ous subfolders, no way of really
finding your data unless you follow
a very strict organization pattern,
which you must figure out by your-
self.

Use My Pictures folder with a ru-
dimentary thumbnail preview. Ru-
dimentary picture editing capabili-
ties unless a specific program is
installed.

Send an email with an attachment.
You have little or no clue about a
possible update of the document,
when you have to resend it, and
who the document has been origi-
nally sent to.

V.: 1.2E/18-Jul-2004

Organize document libraries,
add columns according to
your requirements, edit them
from within the library.

Use the picture libraries to
manage and edit all of your
pictures (if your administrator
has allocated enough space).

Share documents in the
Shared Document library and
keep the most up to date
version available at all times.

artigas. conput er @obox. com



Section 3

My Site
Summary Page 34

Task Classic system «The Microsoft Office Sys-

tem»

Get in touch Send an email only to NOT re- Use the Microsoft Messenger
ceive a response because your to see whether your co-
coworker is absent and the Out-of-  worker is on line and get in
the-Office assistant has not been touch with her or him imme-
activated. diately with instant messag-

ing.

Manage links Organize favorites in the Internet Organize groups and sec-

Manage shared
information

Find shared infor-
mation

Explorer menu bar with limited
managing possibilities.

Contact your network administra-
tor and have her or him create a
shared folder with permissions you
may consider necessary at a given
time. Contact the administrator
again, when you require different
permissions because a coworker
has joined your team.

Write an email to your coworker
asking about the location of
shared documents or have her or
him to send you the document to
share. Lose track of the current
version and waste precious time
synchronizing yourself with your
coworkers.

tions in My Link Web parts
and share tem if required.

Decide for yourself who will
be included in your permis-
sion strategy by assigning
the appropriate rights your-
self. Define those rights for
every library by itself if you
wish.

Use the SharePoint Portal
Server search feature to lo-
cate any coworker in your
organization and access the
most up to date information
instantly.

How is that for a boost in productivity? Or, to pose the question differently:
how could you work effectively before using «The Microsoft Office System»?
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Welcome to part two of this training.

Now that you have learned about some of the components available, you will
now learn how to use them in a team and you will learn other types of lists
and Web parts.

Team sites are Windows SharePoint Services sites that are created and
maintained independently by the division they belong to. These sites can
reflect organizational structures (marketing, sales human resources, IT man-
agement, etc.), they can be used for leisure groups (tennis club, soccer
team, skiing fans, etc.), and they can fulfill project related requirements
(team for a certain time limited project, virtual team rooms, client related pro-
jects). These project teams can be created independently with their own
sites or become sub sites of existing team sites.

For this course we have prepared the following team sites (those marked
with an asterisk have already been created for this course):

Marketing (*)

Sales (*)

IT Management (*)
Human resources
Accounting

Service department
Tennis club

Harley Davidson fan club

The sites created for this course can be accessed through a link in the favor-
ites menu of your Internet Explorer.

(

In order to organize team sites, you should follow a certain procedure to en-
sure that the structure of your organization is maintained and reflected within
the SharePoint Portal Server/Windows SharePoint Services. Here are the
steps to follow:

Determine the person that will administer the team or division site. This
decision is critical for the success of the site. The person to assume this
task needs to have more than basic knowledge of Microsoft Office appli-
cations and, above all, must very well know the needs and the workflow
of the organization she or he will implement.
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Create a plan listing the data that will be posted to the team site. The
source, the format and the presentation of this information has to be de-
termined.

Create a layout and navigational structure for the informational sections
and elements to be placed within the site. The needs of the information
worker must be taken into consideration for this task.

Put everything together and test the navigation and presentation of the
information.

Give the users access to the site according to the roles they will have. It
is recommended to use Active Directory groups rather than Exchange
Groups because the latter are broken up into the members they contain,
thus making the user management difficult and cumbersome. Of course,
if Active Directory groups are used for the permission management, a
close contact with the network administrator must be maintained. In very
few cases one person assumes both tasks. Network administrators tend
to have little or no knowledge about office related problems.

Sites are created from the main SharePoint Portal page and automatically
incorporated into what is called a «Site Directory». No permissions other
than those of the creator are applied, unlike a «My Site», where every au-
thenticated user automatically becomes a reader.

(

If you want to create a new site by yourself to work with during this course,
you are most welcome to do so. Just go to the home page of your enterprise
site and in the top toolbar click SITEs. Then, on the following page, on the left
hand side toolbar, click the link CREATE SITE. An assistant will now guide you
through the creation of a new site.

Enter the following data:
A title for the home page of the new site
A description of this site

The URL-Name. Here it is recommended that you enter a URL that does
not contain spaces or special characters; this will make navigation easier.

The email address of the person in charge of this site. This information is
critical: any requests, system alerts, or user related messages will be
sent to this address. Like we already said, it is important to determine a
person who will remain in charge of this site.

The language of the new site. Depending on the language modules in-
stalled on the server, you may select a language from the drop down list.
This information is only used for the creation of this site; a subsequent
change of the user interface language is not supported.
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Fig. 36: Creating a new site

The next page will ask you for information about the entry in the Site Direc-
tory. Normally you leave everything as is, in large organizations you may
want to specify division, region, and location information. Be sure that the
checkbox INCLUDE IN SEARCH RESULTS is selected (default).

Now you will select the template to use for this new site. In most cases, the
TeEAM SITE template is the one to choose. You will learn more about site tem-
plates later on in this course.

Fig. 37: The site template

Subsequently, this site is created with a set of standard elements that we will
discuss in the next section.
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In this section, we will learn about new types of lists, which certainly could be
used on a «My Site» as well, but are better suited for being used in teams.
The lists and elements you will learn about in this section are the following:

Lists containing static information, e.g.: a list that is imported from a Mi-
crosoft Excel 2003 workbook. Each list created becomes available as a
Web part for free placement like the Web parts we have seen so far.

Lists being dynamically used during current office work, like e.g.: form
libraries (for Microsoft InfoPath 2003 forms), surveys, events, etc.

Web parts containing dynamic links to databases which are updated
every time the page is accessed or refreshed. A set of Web parts for this
special purpose has to be installed additionally.

If you want to find out which elements are available, (that is, already have
been created), access the DOCUMENTS AND LISTS link in the top bar of any
Windows SharePoint Services site. To see which elements can be created,
access the CREATE link from within the DOCUMENT AND LISTS page or directly
from the main team site page.

Fig. 38: Lists that can be created

Let us have a look at the lists that you can create to store team data.
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List type

Description

Document library

Form library

Picture library

Links
Announcements

Contacts

Events

Tasks

Issues

Custom list

These libraries help you to organize and manage general
documents like Microsoft Word documents, Microsoft
PowerPoint presentations, PDF-files, etc.. These libraries
feature versioning and approval/rejection if enabled.

These libraries require an XML-editor like Microsoft InfoPath
2003 and contain form templates that you can fill out online.
The forms you save into this library can be evaluated with
Microsoft Excel 2003, Microsoft Access 2003, or can be
merged for online evaluation.

Picture libraries are similar to document libraries and feature
the same functionality. You can use them to organize and
manage the pictures used by a team.

This library helps you to share links to Web pages.

Create an announcement list when you want a place to
share news, status, and other short bits of information.

Create a contact list when you want to manage information
about people that your team works with, such as customers
or partners. You can share information between your con-
tacts list and link it to Microsoft Outlook 2003. Note that this
list is read-only from within Microsoft Outlook 2003. You can
however export and link the list to Microsoft Excel 2003.

Create an event list when you want a calendar-based view
of upcoming meetings, deadlines, and other important
events. You can share information between your contacts
list and link it to Microsoft Outlook 2003. Note that this list is
read-only from within Microsoft Outlook 2003. You can
however export and link the list to Microsoft Excel 2003.

Create a task list when you want to track a group of work
items that you or your team needs to complete. This task list
is not linked to the tasks folder in Microsoft Outlook 2003.
While your Microsoft Outlook 2003 task folder is personal,
this task list is intended for shared team tasks.

Create an issue list when you want to manage a set of is-
sues or problems. You can assign, prioritize, and follow the
progress of issues from start to finish.

Create a custom list when you want to specify your own
columns. The list opens as a Web page and lets you add or
edit items one at a time.
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List type

Description

Custom list in datasheet
view

Import spreadsheet

Discussion board

Survey

Basic page

Web part page

Sites and Workspaces

Create a custom list when you want to specify your own
columns. The list opens in a spreadsheet-like environment
for convenient data entry, editing, and formatting. It requires
Microsoft Office 2003 or the Office 2003 Web components
installed locally; that is, on the client computer the list is ac-
cessed from.

Import a spreadsheet when you want to create a list that
has the same columns and contents as an existing spread-
sheet. Importing a spreadsheet requires a spreadsheet ap-
plication like Microsoft Excel 2003.

Create a discussion board when you want to provide a
place for newsgroup-style discussions. Discussion boards
provide features for managing discussion threads and en-
suring that only approved posts appear.

Create a survey when you want to poll other Web site users.
Surveys provide features that allow you to quickly create
questions and define how users specify their answers.

Create a basic page when you want to add a simple Web
page to this site. You can modify the page by adding text,
pictures, and tables using your Web browser.

Create a Web Part Page when you want to add a Web page
to this site that displays one or more Web Parts. Web Parts
provide an easy way to build powerful Web pages that can
show you information ranging from a view of a list in the cur-
rent site to the latest data from Web Services hosted around
the world. Web Part Pages even allow for Web Part person-
alization, ensuring each user sees only the most relevant
information.

Create a site or workspace when you want a new place for
collaborating on Web pages, lists, and document libraries.
For example, you might create a site to manage a new team
or project, collaborate on a document, or prepare for a
meeting. The new SharePoint site will be created under the
current site at:

http://contosoe/sites/ marketing/[New Site].

You can specify the type of SharePoint site to create from a
set of available site templates. We will deal with workspaces
later on in this training.
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None of these lists are dynamically linked to any content, like for example to
any Microsoft Outlook 2003 personal or public folder. It is certainly possible
to establish a read-only link within Microsoft Outlook 2003 to an event list but
no modification or automatic synchronization has been included.

Other lists can be exported to Microsoft Excel 2003, and from within Excel
synchronization becomes possible, but only while the corresponding work-
book is open and a manual command is issued.

(

Let us spend a moment discussing the purposes of lists according to the
needs of a specific division within an organization. The following table consti-
tutes an example of how to use the different types of lists.

This table is by no means complete and should just serve inspirational pur-
poses.

Organization Purpose

Event list

Marketing Promotional events, trade shows, product

launches

Microsoft Excel
based list

Document library

Picture library

Human Resources
IT management
Sales

Marketing

Human Resources
IT management

Sales

Marketing

Human Resources
IT management
Sales

Marketing
Human Resources

IT management

© 2004 ARTIGAS Computer Division

Interview schedule with applicants
Backup schedule for servers
Salesperson/team schedule
Customer list, VIPs

Addresses, interest fields, and other rele-
vant applicants information

List of hardware resources, computer
configuration information

Customers to be visited, opportunities
Product descriptions, presentations
CVs

Hardware data sheets

Product descriptions, brochures for in-
stant availability

Product logos

Picture gallery of applicants or staff
members

Product photographs

V.: 1.2E/18-Jul-2004 artigas. conput er @obox. com



Working with Teams

Section 4

Team site elements

Page 42

Type of list Organization Purpose
Sales Pictures of sales events, pictures to be
used for a brochure or a catalogue
Dynamic database Marketing Graphical representation of sales trends,

linked Web part

Surveys

Human Resources
IT management
Sales

Marketing

Human Resources
IT management
Sales

(

based on accounting data, manufacturing
costs

Expenses, wages, personnel related ex-
pense figures

List of users, that are currently logged on,
if each user log on is automatically regis-
tered in a database

Stock information, items to be reordered

Organization and success of a trade
show

Interviewer fact sheet
User satisfaction of internal help line
Product acceptance

Let us assume that we want to place a list of customer addresses on our
team Web site. Let us further assume that we have a list of customers in Mi-
crosoft Excel 2003 and that we want to share the contents of this specific
workbook with our coworkers. Note that we will now proceed to a static im-
port of a workbook, and that no link to that workbook will be established for

now.

From the home page of your team site click CREATE in the top bar, scroll
down a little, and select IMPORT SPREADSHEET from the available lists.

Enter a title for this list (e.g.. CUSTOMERS), an optional description, and
browse to the folder R:\ExcelData selecting the workbook ADDRESS.XLS
contained therein. Then click IMPORT.
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Fig. 39: Creating a list and importing data from Microsoft Excel 2003

The workbook in question contains a list of elements (a new feature in
Microsoft Excel 2003). Be sure to select the appropriate range and click
IMPORT again.

Fig. 40: Importing a list within an Excel workbook

After a few seconds you are automatically returned to the newly created list
containing the addresses from the workbook. This list is now available for
everybody in your team to share.
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Fig. 41: Newly created list

( $0

Admittedly, this list is not exactly concise and easy to read. So, we will cre-
ate a new view, grouping the addresses by country. This new view will be-
come standard for this list.

Click on the left hand side link MODIFY SETTINGS AND COLUMNS.

Scroll down to the end and click on the link CREATE A NEW VIEW (the last
link on this page).

Select STANDARD VIEW (first link on this page). We will subsequently mod-
ify this standard view.

Enter a name for this view (e.g.. GROUPED BY COUNTRY) and check the
box MAKE THIS THE DEFAULT VIEW. Be sure the option CREATE A PUBLIC
VIEW is selected.

Fig. 42: First step to create a new view

Scroll down and uncheck the field CoOuNTRY in the section COLUMNS.
Since we will group by country, we do not need this field right now.

In the dropdown list FIRST SORT BY THE COLUMN: select the field Cowm-
PANYNAME.
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Fig. 43: Second step to create a new view

Scroll further down and expand the GRoup BY section. Group by the field
COUNTRY and be sure to show the groupings COLLAPSED.

Finally, expand the ITEM LimIT section and enter a smaller NUMBER OF
ITEMS TO DISPLAY (e.g.: 25).

Confirm by clicking OK. Return to your list by clicking the top link Go
BACK TO "CUSTOMERS".
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Fig. 44: Third and last step to create a new view

The new view will look something like this:

Fig. 45: Custom view

( 7

When you now return to your team site home page, you will notice that there
is no link to this newly created customer list. Why? Because you must spe-
cifically determine that a link to that list should appear on the Quick Launch
bar on the left hand side. Let us now proceed to correct this.

From the home page of your team site, click on the link DOCUMENTS AND
LisTs in the upper toolbar. This will lead you to a sort of directory showing
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all existing elements of your team site. This is the best way to find some-
thing in your team site.

Select the list you just created

From the left hand side toolbar select the link MODIFY SETTINGS AND COL-
UMNS

Click on the link CHANGE GENERAL SETTINGS

Select the option DISPLAY THIS LIST ON THE QUICK LAUNCH BAR. Scroll
down and confirm OK. Return to your list by clicking the top link Go BACK
TO "CUSTOMERS".

Fig. 46: Display list on Quick Launch bar

From now on, the list will be accessible through a link on the Quick Launch
bar on the team site home page.

() 0 !

In case you should want to place this list at random on any page of your
team site, you may use its corresponding Web part which has been created
automatically.

From the team site home page select the link MODIFY SHARED PAGE in the
upper right corner of the page. Select Abb WEB PARTS and BROWSE.

Fig. 47: Add a new Web part
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From the selection of Web parts click the list you created previously. De-
pending on the name you assigned the list you may have to click NEXT.

Fig. 48: A Web part for your list is now available

Drag and drop this Web part onto your team site home page. This Web
part will be displayed with the standard view that it has at the time you
place it on your team home page. If you modify the standard view of your
list again, it may be necessary to delete the Web part and drag and drop
it one more time onto your page. This is because the Web Part is a snap-
shot of the list and will not automatically modify its view.

( /0!

Let us explore a more sophisticated type of Web parts: the Microsoft Office
2003 Web parts. They are installed separately on the SharePoint Portal
Server/Windows SharePoint Services as an add-on.

Now we will follow an example on how to create a Web part that is a Pivot
table to an existing database. After setting all the parameters, you will notice
that the content of this Web patrt is refreshed at the moment of displaying the
page in the browser. This makes the concept an ideal solution for an infor-
mation management site.

Go to the home page of your team site and click on the link MoDIFY
SHARED PAGE in the upper right corner of the page. Select DESIGN THIS
PAGE and remove the Web part containing the customer list that you may
have placed in the previous exercise. Note that you do not remove the
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list itself but just the Web part to it. The list, its content, the new view, and
everything else will remain untouched.

Click on the link MoDIFY SHARED PAGE in the upper right corner of the
page. Select ADD WEB PARTS and BROWSE. From the upper group select
VIRTUAL SERVER GALLERY. Select the OFFICE PIVOTTABLE in the lower part
of the list.

Fig. 49: Office add-ons

Drag and drop this Web part to your team site home page and close the
Web part selection bar by clicking the cross in its upper right bar. You will
see the Web part on your main page.

Fig. 50: Not yet configured Office PivotTable

In order to configure the data source for this Web part, click on the link
CONNECT TO AN EXTERNAL DATA SOURCE.

Now you will define a new data source, which will be saved in the folder
«My Data Sources» from your profile as an ODC-file (Office Data Con-
nector). Click +CoNNECT TO NEw DATA SOURCE and OPEN.
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Fig. 51: Defining a new data source

Depending on the nature of your data source, you have to select a pro-
vider for this source (in this case a provider is something like a driver for
databases). If you use an SQL Server, click the appropriate link. In our
case, we will use a Microsoft Access 2003 database, so click on
OTHER/ADVANCED.

Fig. 52: Selecting a provider for the data source

Click NexT> and select the provider called MicrRosoFT JET 4.0 OLE DB
PROVIDER. Click NEXT>> again.
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Fig. 53: Select the provider for Microsoft Access 2003 databases

Click on the upper right browse button and navigate to the sample data-
base R:\AccesData\Northwind.mdb. Click OK to confirm your selection.
Should you have selected another type of data source, other parameters
would have been queried like catalogue, default database, database

server, logon credentials, etc.

Fig. 54: Select the Microsoft Access 2003 sample database
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Next, you will see all tables and queries contained in that particular data-
base. For our example, scroll down and select SALES BY CATEGORY.

Fig. 55: Select a table or query containing the data you want to display in your Web part

Finally, you are prompted to save the data source connection as a file.
You may enter keywords for you to remember the type of data you ac-
cess through this connection. Click FINISH to save the connection link.

Fig. 56: Saving the connection link

Now you will see a list of fields contained in the data source you se-
lected. Drag and drop the field CATEGORYNAME to the Row FIELDS zone;
the field PRODUCTNAME to the CoLUMN FIELDS zone and the field PROD-

UCT SALES to the TOTALS zone.
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Fig. 57: Drag & drop the fields into the corresponding zones

Close the field selector box and click SAVE on the toolbar of the Web part.

What exactly has happened? You have placed a Web part on your team site
page which reflects a certain evaluation of data contained within a database.
This data is refreshed every time you access the page. No technology or
software in any Office product so far is capable of delivering such a powerful
display of real time information. The user does not require the knowledge
about any application like Microsoft Excel 2003 or Microsoft Access 2003;
she or he simply consumes the data displayed in the Web part. Their content
is read-only, exportable to Microsoft Excel 2003 and can further be proc-
essed in any other office application.

By combining several Web parts and connecting them between each other,
it is possible to create very powerful enterprise information systems that rep-
resent the current status of your organization: sales figures, inventory, cur-
rent orders, earnings, etc.

Do you want to know more? Do you want to see an example of a full fledged
enterprise information system? A sample is available for you. If you do not
feel like creating the example site entirely by yourself, go to your enterprise
home page, click SITES in the top toolbar and look for a link to THE PHONE
CoMPANY in the Site Directory. Go there and explore the three modules:
SALES, INVENTORY and EARNINGS. We promise you: you will be more than
impressed.
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Do you feel like creating the sample information site? Then, create a new
site (like you did with your team site, see section 4.1.1) and select the tem-
plate GREAT PLAINS SITE.

In any case you should be able to access this site:

Fig. 58: A sample information site

Click on the modules SALES, INVENTORY, and EARNINGS in order to get an
idea about the power of a SharePoint Portal Server/Windows SharePoint
Services enterprise information site.

( 1 !

In this section we will address how to manage shared documents with
SharePoint Portal Server/Windows SharePoint Services. We will start by
creating a new document library.

From the home page of your team site click CREATE in the upper toolbar
Click on DOCUMENT LIBRARY in the topmost link
Enter a name and an optional description for this document library

Since we want to track document versions, select the option button CRE-
ATE A VERSION EACH TIME YOU EDIT A FILE IN THIS DOCUMENT LIBRARY
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Fig. 59: Creating a new document library

Thats about the size of it: you have successfully created a new document
library. Notice, that unlike the list where you imported addresses from a Mi-
crosoft Excel 2003 workbook, this library has an option to create a link on
the quick launch bar at creation time.

You know about document libraries already; you have been dealing with
them in your «My Site». But these are different; since we want to organize
and manage team documents, we will learn about a whole new set of fea-
tures.

First, let us upload a few documents from the file system into our new docu-
ment library. Do you remember how to do that?

If you do not already see the new document library, starting at the team
site home page select TEAM SHARED DOCUMENTS from the left hand Quick
Launch bar (or whatever the name was you gave this new document li-
brary).

Click UpLoAD DOCUMENT in the title bar of the document library
Click UPLOAD MULTIPLE FILES...

Watch the Web based file explorer and navigate to R:\WordDocs. Select one
or more documents and upload them to your new document library. Should
you want to select all documents in that folder, click on the leftmost icon in
the title bar of the document list.

Now let us quickly recall how to deal with a single document from this docu-
ment library.
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Result

Clicking the document link

Click ViEw PROPERTIES from the
document drop down menu

Click EDIT PROPERTIES from the
document drop down menu

Click EDIT IN MICROSOFT OFFICE
WoRD from the document drop
down menu

Opens the document in the new Microsoft Word
2003 reading layout. The document is read-only;
however you can save it under a new name either in
the same library or in the standard file system (My
Documents).

View the document meta data. Remember: meta
data is information that belongs to a document but
is not contained in it. Similarly, the document prop-
erties could be considered as meta data; however
they are contained in the document file but not nec-
essarily in the text itself.

Edit the document meta data. Here you can make
changes to the meta data. Remember: in order to
add meta data fields (columns) to your document
library, you must click on MODIFY COLUMNS AND SET-
TINGS on the document library and ADD A NEwW COL-
UMN.

Edit the document itself. There are several consid-
erations before attempting to edit a document in a

shared document library, we will explain this shortly.

( 2&

You must take into consideration that this library is a shared library. This
means, once you have defined permissions and you have assigned other
users the permission to also edit documents in this document library, it may
be possible to simultaneously work on the same document. Should this be
required during a team project, document workspaces are the correct solu-
tion and we will learn about them later on. However, in this particular case,
we want to avoid changes being made to a document while we are working
on it. So, we will «<Check out» the document to ourselves before attempting
to edit it in Microsoft Word 2003.

Checking out the file ensures that others cannot make changes to the
document while you are editing it. You can check out and check in the docu-
ment from either the document library or a Microsoft Office application. The
other users wont see your changes until your check the file back in. When
you check out a document, other users cannot edit the document or see
your changes to the document.
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When you check in a document, other users who can access the document
library can see and edit the document. Additionally, your changes to the
document are visible to those users.

From the dropdown menu of the document we want to edit, select CHECK
OuT. Subsequently the column CHECKED OuT TO Will show the name of
the user who is now editing the document and other users cannot edit the
file at the same time.

Fig. 60: Checking out a document

Then, you edit the document in Microsoft Word 2003. Should you have for-
gotten to check out the document before opening it in Microsoft Word 2003,
you can check it out from within the application (FILE — CHECK OUT...).

When you finished editing the document and close it (or the application) you
have several options:

Fig. 61 Checking in a document

Checking the document in allows you to add comments to this version of the
document. We will show you later on, how to revert to previous versions of
the document.

Once the document is checked in again, other users will see the new version
and those with editing permissions can modify the file.
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From the dropdown menu of a given document select VERSION HISTORY. You
will be taken to a special view of the document library listing all the existing
versions of the document.

Fig. 62: Versioning

You can view, restore, or delete previous versions of the document. Docu-
ments without a version comment may have been edited without checking
them out first. This is not a recommended option, read the section about
best practices later on in this chapter.

Deleting a document will delete all versions associated to it.

When versioning is enabled for a document library, versions are automati-
cally created whenever you update a document. Versions are created in the
following situations:

When you check out a file, make changes, and check the file back in.

When you open a file, make changes, and then save the file for the first
time. Note: If you save the file again, without closing the file, a new ver-
sion is not created. If you close the application you are using to edit the
file, and then open it and save the file again, another version is created.

When you restore an old version of a file (and do not check it out).

When you upload a file that already exists, in which case the current file
becomes an old version.

( =+ 9

You may want to approve documents before they become available to all
users of the team site. If this is the case, you must first require content ap-
proval for the document library.

From the quick launch toolbar of the document library, select MODIFY SET-
TINGS AND COLUMNS and then CHANGE GENERAL SETTINGS. Select the option
REQUIRE CONTENT APPROVAL FOR SUBMITTED ITEMS.
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Fig. 63: Content approval settings

Next, you will observe two changes to your document library: there is a new
view on the left hand side called APPROVE/REJECT ITEMS and a new menu
item has been added to the drop down menu of a document.

Fig. 64: Approval/reject command

If content approval is enabled for a document library, any items or files that
are submitted by users are not visible to all site users until the items or files
have been approved by a site administrator or a user belonging to a site
group with the Manage Lists right. These permissions are granted on either
per site or per document library. You can view a list of the items that you
submit and check approval statuses. If you are the site administrator or you
have the permission called «Manage Lists», use the APPROVE/REJECT ITEMS
view of the document library to set an item or file to approved, rejected, or
pending. You can also enter comments regarding your decisions.
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If we consider the example of a discussion board, all new discussion threads
and replies must be approved before other site users can view them.

Submissions by site administrators or users with the «Manage Lists» right
are automatically approved. However, other administrators or users with the
Manage Lists right can still reject the items.

Note: Rejecting an item or file does not delete it or prevent your coworkers
from viewing it. Your coworkers can also view pending items. To help pre-
vent your coworkers from viewing rejected or pending items, the submitter or
a user who is a member of the Administrator site group or a site group with
the Manage Lists right must manually delete the items.

Fig. 65: Rejecting a document

Once a document has been rejected or is in the pending status, you may
see it in the view APPROVE/REJECT ITEMS.

Fig. 66: List of rejected/pending documents

When dealing with document libraries, it is recommended to follow the best
practices described next:
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Especially with shared libraries, be sure to always check out a document
before editing it. This way you can avoid version collisions from other co-
workers and you have the possibility of adding a version comment when
checking in the document again. A version collision means that two users
are simultaneously working on a document and both save it at random in-
tervals. It never will be clear, which is the correct version at a given time.

If you are a site administrator, carefully design the meta data of a given
document library and consistently define the permissions. If you, as an
administrator, do not want to approve each and every document submit-
ted, grant another coworker the permission to Manage Lists. Even
though this subject is not covered in writing this course; your instructor
can show you how this works.

A person designed to manage content approval/rejection should create
an alert for changes in the document library. We will have a look at alerts
later in this course.

Manage the versions carefully and be sure to remove older ones manu-
ally. Otherwise the document library will soon reach an unacceptable
size.

When performing bulk operations (moving or copying many files from the
file system to a document library), be sure to manually edit the properties
of the documents. A programmatic solution may be recommended if the
number of documents is large and the meta data complex.

Be sure that you understand the concept of «saving documents in a da-
tabase» instead of a regular file system. In case of doubt, please ask
your instructor; this is a very important issue.

Provide accurate training for all users managing document libraries.

( 3

One of the very useful features of «The Microsoft Office System» is the ca-
pability of defining alerts. An alert is an email notification or an entry in an
alert list on your «My Site». You can program alerts on:

A single document or entry in a library
Changes to a list or library
Search results

Let us assume that you want to be informed about changes in a document
library. Select the document library and from the left hand toolbar click ALERT
ME.
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Fig. 67: Define a new alert

If you want to modify the alerts you have defined, either click on VIEw my EX-
ISTING ALERTS ON THIS SITE when defining an alert or click on SITE SETTINGS
from the team site home page and on the link My ALERTS ON THIS SITE.

Note: If you define an alert within your «My Site» or on a search result, you
have the option of placing an alert on a Web part called «My alert sum-
mary». This will display the alert on your «My Site» in addition or in replace-
ment of an email message.

Tip: How do you keep track of your alerts? Alerts placed on the SharePoint
Portal Server (e.g. search results) show on your «My Site». A summary of
your alerts on team sites are visible on the site settings of that particular
team site. Since as a user you belong to one or two team sites only, it is
easy to keep track. Should you lose track of your alerts, your administrator
will know how to assist you in deactivating your alerts.

It is recommended that you follow the best practices described here:

Do not randomly create alerts to any item you might run across. Be spe-
cific and consistent.

When receiving an email regarding an alert, spend a moment to decide
whether you still need it. Delete it if you feel this alert has become obso-
lete.

Use alerts for important changes in information you work with on a regu-
lar basis.
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Discussion boards are useful to exchange opinions and experiences online.
Discussions can take place on a discussion board that you create like any
other list. Alternatively, you can start a discussion for a specific document. In
this case, a window opens below the document in question being edited and
you and your coworkers can exchange opinions on a particular document.

Document boards as lists provide a general exchange of ideas for team site
members.

Fig. 68: A discussion board

( %

Last, but not least, we will deal with a very useful feature of SharePoint Por-
tal Server/Windows SharePoint Services: the surveys.

Surveys are lists containing questions other team members should respond
to. They are created like any other list from the CReATE link in the upper tool-
bar of a team site home page. Take a moment to analyze the parameters for
a new survey:

© 2004 ARTIGAS Computer Division V.: 1.2E/18-Jul-2004 artigas. conput er @obox. com



Section 4
Working with Teams

Team site elements Page 64

Fig. 69: Creating a survey

You may, or may not want to display the user s names in the survey results.
Normally, you would allow each user only one answer to a survey question,
so generally, you would not ALLOW MULTIPLE RESPONSES. If you want to test a
survey by giving multiple answers yourself, you set this option to YES.

Since we are quite advanced in todays course, we will propose a certain
number of questions and you will enter them in your survey.

Question Type of Answer Additional parameters

What do you think about «The  Choice Enter four possible answers and
Microsoft Office System»? require a response

When did you install «The Mi- Date and Time Default to today s date

crosoft Office System»?

How do you rate... Rating Scale
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Question Type of Answer Additional parameters
Your comment is welcome Multiple lines of None
text

After entering all these questions, click FINISH and GO BAcCK TO "OPINION
ABOUT MICROSOFT OFFICE 2003".

When you click on the toolbar link RESPOND TO THIS SURVEY, you should see
something like this:

Fig. 70: Your first survey

And, after having entered a few responses from your coworkers, the graphic
results should look something like this:
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Fig. 71: Survey results

You may want to export the survey results to Microsoft Excel 2003 and ana-
lyze it further.

How do you inform your coworkers about this new survey? Easy: just modify
the permissions for this list from the left hand link MODIFY SURVEY AND QUES-
TIONS and click on CHANGE PERMISSIONS FOR THIS SURVEY. Click ADD USERS
from the toolbar and select from your address book the users that should
participate in this survey.

If Microsoft Outlook 2003 warns you about a program accessing your ad-
dress book, just confirm the access for 1 minute. This is a security feature
that avoids other software (e.g.: viruses) to inadvertently access your ad-
dresses. Give your coworkers permission to VIEW, INSERT, EDIT, DELETE
ITEMS.
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Fig. 72: Permissions to your new survey

The selected users will be informed by email about the change in permis-
sions but we will use this message to ask them to participate.

Fig. 73: Invitation email to participate in survey

During this course you will get an invitation from your trainer to participate in
a survey concerning this course. Your comments are greatly appreciated.

($ %

This training should not only provide knowledge on how to use these com-
ponents, but moreover show why a significant increase in productivity can be
achieved using «The Microsoft Office Systems.

The following is a table showing the “classic" and "Microsoft Office System
scenarios in order to show the true benefit of this concept. During the train-
ing itself you will learn or have learned the operation of the tools, in this sec-
tion we want to show best practices and small business cases.
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«The Microsoft Office System»

Surveys

IT related informa-
tion (backup
schedules, etc.)

Access to data-
base related in-
formation

Pushing of news
to audiences

© 2004 ARTIGAS Computer Division

Send a Microsoft Word form
by email to everybody involved
and spend unnecessary time
to collect the feedback. Man-
ual transfer of data into a man-
ageable form or use pro-
gramming skills to develop a
VBA solution.

It is not customary to install
applications on a server; serv-
ers are vulnerable and in case
an application causes an error,
the impact of a shutdown of a
server can have disastrous
effects. However, administra-
tors occasionally work on
servers during servicing op-
erations. They might require
data which is only available if
the corresponding application
Is installed.

The operation of Microsoft Ex-
cel 2003 or Microsoft Access
200 is required to obtain back
office data. If specific VBA
macros are required, updates
must be deployed in an orderly
manner. Users must know
how to operate the applica-
tions, which especially with
Microsoft Access 2003 can
pose a problem. Programming
skills may be required.

Either a specific Web based
solution is developed with pro-
gramming skills, or an email
based information system
sends out messages to distri-
bution groups. This latter solu-
tion does not ensure publish-
ing and expiration dates.

V.: 1.2E/18-Jul-2004

A SharePoint survey is created in
minutes, while giving permis-
sions, a notification is sent and
an instant display of graphical
data is obtained. Few clicks ex-
port the data to a Microsoft Excel
2003 list.

Accessing a SharePoint site re-
quires only a browser which is
part of any operating system. No
other applications are required to
be installed, so consulting any
type of data is possible from any
location.

Dynamic Microsoft Office 2003
Web parts link to external data
sources and update on page ac-
cess. No skills are required to
obtain vital and mission critical
data.

News is available on the main
portal site, or targeted links on
user s «My Site» can easily be
managed centrally. Publishing
and expiration dates can be de-
fined.
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«The Microsoft Office System»

Intranet solution Requirement of a professional
Web designer and mainte-
nance by a skilled person
must be ensured.

Small business Costly solutions with a slow
ROI are the only solution, if
any.

Little or no Web design skills are
required to set up an Intranet site
and enterprise information sys-
tem.

Windows SharePoint Services is
available for free with any Win-
dow Server 2003 providing most
of the functionality of a Share-
Point Portal Server.
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A meeting workspace is a Web based sub site of any given team site to host
all information necessary for a meeting. A document workspace is again a
Web based sub site centered on a document to be worked on by more than
one information worker.

A meeting workspace can be created through the user interface of a Share-
Point Portal Server/Windows SharePoint Services or directly from within Mi-
crosoft Outlook 2003.

Normally, it is recommended that you create a meeting workspace first and
then invite the users to participate, rather than create a meeting workspace
directly from within Microsoft Outlook 2003, because the attendees will im-
mediately get a link to a not yet populated workspace.

When creating a meeting workspace through the team site (not through Mi-
crosoft Outlook 2003), the corresponding permissions are defined the mo-
ment you link the meeting workspace to a meeting request from within Mi-
crosoft Outlook 2003. If this fails, (which actually can happen), you must ad-
just the permissions to the users taking part in this meeting. All attendees
must have the role of CONTRIBUTOR; you the creator of the meeting work-
space are the Administrator. When adding an attendee to your meeting
workspace, she or he automatically gets the role of Contributor. You may
change the default permissions by clicking on the link MoDIFY THIS WORK-
SPACE in the upper right corner and then selecting SITE SETTINGS from the
dropdown menu.

Meeting workspaces are created at the level of a team site; e.g. a meeting of
marketing group members will take place under the marketing team site.
Should a "mixed" staff meeting be required, a special team site for meetings
only could be created optionally.

)

From within Microsoft Outlook 2003 create a new meeting in your personal
calendar and invite attendees.
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Fig. 74: Creating a meeting workspace

Please note that in a non managed environment, the default location is «My
Site». This is not the most ideal place to create a meeting workspace and
the link to CHANGE SETTINGS will allow you to select a different location. How-
ever, using policies, the default can be proposed based on some criteria de-
fined by the organization.

Alternatively, by clicking on the CHANGE SETTINGS link you can attach this

meeting to a pre-created and populated workspace. This technique is the
better one, but requires thorough planning, as usual.
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Fig. 75: Changing the settings of a meeting workspace

The meeting workspace can be populated with data, specific Web parts, and
the theme settings may have to be readjusted, since no inheritance from the
parent site takes place.

Fig. 76: A meeting workspace

Summarizing, here is the correct procedure to follow when first creating
meeting workspaces and then sending an invitation:

Create a meeting workspace from the SharePoint team site: DOCUMENTS
AND LISTS (top level toolbar), MEETING WORKSPACE (left toolbar), CREATE,
and define the template to use for this workspace

Fill the meeting workspace with data: agenda, objectives, Web parts you
may want to add, documents, etc.

From within Microsoft Outlook 2003 create a meeting request to all those
users, link the appointment to the meeting workspace you just created,
and send them an invitation
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Adjust permissions if Microsoft Outlook 2003 should not have performed
as expected (a warning balloon appears in the system tray). Also, maybe
you want some of the attendees to be readers (MoDIFY THIS WORKSPACE -
SITE SETTINGS)

And, above all: delete the meeting workspace after use! Remember to
save documents you may still need, before deleting it.

Even though a mechanism of automatic site deletion can be set in place by
the site administrator, it is recommended to follow the following best prac-
tices:

A meeting workspace will, at a certain time, cease to offer any func-
tionality (e.g.: when the meeting is over).

Whoever has the task (and permission) to create workspaces must de-
lete them after the event, and take into consideration, that any element,
document, or other data that had been placed on this site must be
evaluated before disposing of it.

Remember: a meeting room must also be tidied up after use.

)

A document workspace is currently created from within Microsoft Word 2003,
after the document that constitutes the base for the workspace has been
saved. It can be saved in the file system or in a document library. If this is
the case, an option in the dropdown menu of the document will allow you to
create a document workspace. If you use Microsoft Word 2003, open the
task pane to manage a document workspace clicking TooLS — SHARED
WORKSPACE....

A document workspace is centered on a document and the information
worker can add members, tasks, links, and other documents to the docu-
ment workspace.
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Fig. 77: Creation of a document workspace within Microsoft Word 2003

It is possible to invite other members and the Microsoft Word 2003 task pane
shows the online status of the participants. Note that the dialog box to invite
members does not feature a browse button; their email addresses must be
entered by typing.

You can also assign tasks regarding this document to single members of the
workspace.

Fig. 78: Create a task for a document workspace member

A document workspace has a similar look and feel as a meeting workspace.
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Fig. 79: A document workspace

) $ ;

Please note the following points when working with meeting workspaces and
document workspaces.

The workspaces can be located following the DOCUMENTS AND LISTS link
of the corresponding site home page and the corresponding link in the
lower end of the left Quick Launch bar. A link to the workspace is always
contained in the notification email.

When creating a meeting workspace through the team site (not through
Microsoft Outlook 2003), you must in a second step, after the meeting
request containing the link has been sent, check the permissions to the
users taking part in this meeting. All attendees must have the role of
Contributor; you the creator of the meeting workspace are the Adminis-
trator. You change the permissions by clicking on the link MoDIFY THIS
WORKSPACE in the upper right corner and then selecting SITE SETTINGS
from the dropdown menu.

Since no theme inheritance from the parent site takes place, a readjust-
ment may become necessary.

Eliminate unused workspaces after use. The creator of a workspace
should keep track of any workspace she or he has created.
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Do not overcrowd a document workspace. Only a few members should
be granted access and particular care should be taken when setting the
update parameters of a document and its workspace counterpart copy.

A document with a document workspace exists twice: once as original
and once as a copy in the document library of the workspace. Synchroni-
zation takes place at programmable intervals.

If you want to disrupt the relationship between a document and its work-
space, either delete the document from the document workspace or the
entire workspace and upon re-opening the document a message will
warn you offering the option of removing the link.
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