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Abstract

SharePoint is one of the most popular and sought after technologies currently in the modern informa-
tion technology marketplace.Through the use of SharePoint, corporations and users can collaborate on
projects, hosts web portals, blogs, and other media designed to facilitate the flow of information within
a corporation. Currently, the demand for SharePoint has skyrocketed and the need for informed and
certified professionals is at its most high. By reading and understanding this product, you will take a very
important step toward being a SharePoint professional.

Your Product

This SharePoint Exam Manual has been designed from the ground up with you, the student, in mind. It

is lean, strong, and specifically targeted toward the understanding of SharePoint, over simply passing an
exam. Unlike many other SharePoint products, the LearnSmart SharePoint Exam Manual does not waste
time with excessive explanations.Instead, it is packed full of valuable techniques, priceless information,
and brief, but precisely worded, explanations. While we do not recommend using only this product to pass
the exam, but rather a combination of LearnSmart Audio Training, Practice Exams, and Video Training, we
have designed the product so that it and it alone can be used to pass the exam.
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LearnSmart Exam Manual: Microsoft SharePoint-
Document Scope and Intended Audience

Hello and welcome to this LearnSmart Exam Manual on Microsoft SharePoint products and technologies.
Because SharePoint is an enormous subject and covering it all in under 120 pages is an unreasonable task,
let’s define the scope of this document.

The goal of this Exam Manual is to familiarize the reader with what SharePoint is and how it can be used to
build dynamic, secure, and user-friendly collaboration Web portals. As of this writing, two current versions
of SharePoint exist:

e Windows SharePoint Services (WSS) 3.0: The free add-on to Windows Server 2003 and
Windows Server 2008

e  Microsoft Office SharePoint Server (MOSS) 2007: The retail, enterprise version of SharePoint;
consider this to be a superset of WSS 3.0 features

This document will cover features that are shared by both SharePoint products. Where important
differences require highlighting, | shall do so.

About SharePoint Certification

Beginning in 2007, Microsoft began revising its Microsoft Certified Professional (MCP) program in a
significant manner. For instance, whereas in the old program you might earn your Microsoft Certified
Database Developer (MCDBA) credential in Microsoft SQL Server 2000, nowadays you can earn your
Microsoft Certified IT Professional (MCITP) title in any of three SQL Server 2005 specializations:

e  MCITP:SQL Server 2005 Database Administrator
e  MCITP:SQL Server 2005 Database Developer
e  MCITP:SQL Server 2005 Business Intelligence Developer
As of this writing, there is no MCITP title for SharePoint; however, Microsoft’s new entry-level title,

the Microsoft Certified Technology Specialist (MCTS), does offer the following certifications for
SharePoint professionals:

e  MCTS:Windows SharePoint Services 3.0, Configuring

e  MCTS: Microsoft Office SharePoint Server 2007, Configuring

e  MCTS: Microsoft Windows SharePoint Services 3.0—Application Development
e  MCTS: Microsoft Office SharePoint Server 2007—Application Development
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Do you see the pattern? There are two Technology Specialist titles for WSS/MOSS administration, and two
titles for WSS/MOSS application development. Here are the exam requirements for each certification:

Certification Title Exam Requirement

MCTS: Windows SharePoint Services Exam 70-631 TS:Windows SharePoint Services
3.0, Configuring 3.0, Configuring

MCTS: Microsoft Office SharePoint Server Exam 70-630 TS: Microsoft Office SharePoint
2007, Configuring Server 2007, Configuring

MCTS: Microsoft Windows SharePoint Exam 70-541 TS: Microsoft Windows SharePoint
Services 3.0—Application Development Services 3.0—Application Development

MCTS: Microsoft Office SharePoint Server Exam 70-542 TS: Microsoft Office SharePoint
2007—Application Development Server 2007—Application Development

Exam Metadata

In all likelihood you probably want to know a bit more about the SharePoint certification exams. Because
this document covers only the administration track, let’s take a look at the following table:

Exam Number # of Questions Passing Score Registration Fee
70-630 51 700/1,000 $125

70-631 41 700/1,000 $125

The SharePoint administration exams are all extremely basic in their structure. All items are straight-up
multiple choice, with no simulations or other interactive elements.

Now let’s turn to the “meat and potatoes” of the course—the basic mechanics of SharePoint products
and technologies.
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What Is SharePoint?

First,a question that is on every SharePoint newcomer’s mind:“Exactly what IS SharePoint, anyway?”
Microsoft SharePoint is a multi-tier Web-based collaboration and document management software pro-
gram.The first thing to understand is that the current generation of SharePoint comes in two “flavors”:

Windows SharePoint Services 3.0: Free add-on to Windows Server 2003 SP1; often
called WSS 3.0

Microsoft Office SharePoint Server (MOSS) 2007: Retail enterprise product; essentially a
superset of WSS 3.0

The idea behind SharePoint is that an administrator can easily provision one or several related Web sites
to support a business'’s intranet collaboration needs.The term “SharePoint portal” denotes the fact that a
single page in SharePoint can display pointers to several different types of content, including:

Announcement lists
Discussion forums
Document libraries

Form libraries

Picture libraries
PowerPoint slide libraries
Weblogs (blogs)

Wikis

SharePoint has an interesting product history. Although | won't belabor this history in this document, it
is instructive to have at least a cursory idea of where WSS 3.0 and MOSS 2007 come from in terms of
product lineage:

SharePoint Team Services (STS): Released in 2001 as an optional component of FrontPage in
the Office XP product suite

SharePoint Portal Server (SPS) 2001: Released in early 2001; retail product that built upon
features offered in the free STS product

Windows SharePoint Services 2.0: Totally revamped upgrade of STS; available natively in Win-
dows Server 2003 R2 or as a free download from Microsoft.com

SharePoint Portal Server 2003: Released in...well...2003; retail product intended as a major
upgrade from SPS 2001

Windows SharePoint Services 3.0: Released on November 16,2006, as part of the 2007 Office
System launch; available as a free download from Microsoft.com

Microsoft Office SharePoint Server 2007: Released in 2007 as the next-gen successor to
SPS 2003
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The following image is helpful for differentiating between WSS 3.0 and MOSS 2007:
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Figure 1: WSS/MOSS Feature Comparison

What you should notice first is the lower third of the diagram: these are the core features offered by the
“freebie” WSS 3.0 product. Working your way upward you will see that MOSS 2007 ships in two editions:
Standard and Enterprise.

Many businesses will want to pony up the extra money for the Enterprise edition of MOSS to take
advantage of the following enterprise-only features:

e  Much more robust searching: Your content sources can include data both internal and external
to SharePoint.

e InfoPath Forms Services: You can deploy browser-based InfoPath forms and route them by
using workflow.

e  Excel Services: You can deploy browser-based Excel content to users. (Users don't need to have
Excel installed locally on their computers to interact with the spreadsheet content.)

e Business Data Catalog (BDC): This service allows you to tap into external data (say, from an
Oracle PeopleSoft database) and present that data meaningfully and securely to your users
through SharePoint.
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How can businesses leverage SharePoint (any edition) to solve collaboration challenges? Let us count
the ways:

e« Document libraries solve document versioning problems introduced by traditional file-
sharing environments.

e Lists and libraries record document/item workflow. (Stuff doesn't get lost or slip through the
cracks like it does when users employ e-mail to share data.)

e« Announcements and calendars help keep employees "in the know" regarding goings-on
in the company.

e« Document security allows companies to adhere to compliance schemes such as Sarbanes-Oxley
(SOX) or the Health Insurance Portability and Accountability Act (HIPAA).

o IT departments save licensing costs by deploying browser-based content instead of having to
perform local installation on all users' workstations.

e Users can build their own personal sites in a MySpace-type fashion, increasing employee
"ownership" in the intranet portal and enhancing collaboration.

o Data are stored securely and version-controlled; therefore, document archiving is a breeze.

Planning and Installing SharePoint

Perhaps more so than with other Microsoft enterprise products, prior planning is key to a successful
SharePoint implementation. After all, managing a SharePoint site involves skill in many different systems
management areas:

e  Microsoft SQL Server for back-end data storage

e Internet Information Services (IIS) for hosting and presenting the SharePoint ASP.NET 2.0
Web application(s)

e  Windows Server 2003 know-how (security, performance tuning, disaster recovery, et al.)

e Business analysis skills (to create a meaningful taxonomy of data in the SharePoint sites)

e« Web design/development expertise (customizing SharePoint sites is not a trivial matter, with or
without .NET programming skills)

In its literature Microsoft divides SharePoint administration into three discreet job roles:

e Tier 1 Administrators are concerned with Windows Server management.These folks back up
SharePoint, IS, SQL Server databases, and the like,and make sure the server hosting the Share-
Point services is humming along properly.

o Tier 2 Administrators are primarily SharePoint farm administrators/business analysts. These
individuals concern themselves with farm-wide feature implementation and management.

e Tier 3 Administrators are site-level administrators. As you will learn shortly, a SharePoint farm
consists of one or more Web applications, which in turn are composed of site collections, Web
sites, and subsites. There is much work to perform at this level; SharePoint site administrators
work closely with the SharePoint site members and visitors in order to maximize their efficiency
in using the sites.
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Planning Farm Topology

The term “topology” refers to the physical arrangement of servers in a SharePoint farm, as well as the distri-
bution of services among those server computers. SharePoint farms can be built in one of three sizes:

o  Small farm:All SharePoint services (and SQL Server) running on a single box. Alternatively, you
can separate the back-end data storage by setting up a separate SQL Server computer and plac-
ing all other SharePoint services on the second computer.

e  Medium farm:Two or more SharePoint Web front-end (WFE) servers using Microsoft Network
Load Balancing (NLB); SQL Server running on separate hardware.

e Large farm:Two or more SQL Servers arranged as a Windows Clustering Service (WCS)

cluster group; SharePoint application services distributed on separate hardware; multiple
NLB-enabled WFEs.

To illustrate the division of services that occurs when you scale out a SharePoint farm, consider the fol-

lowing exhibit, which depicts a typical large-farm implementation (http://naveedullah.files.wordpress.
com/2007/04/six-server-farm.jpg):

User

Redundant
WEFE Servers

Application
Server Roles

Clustered
Database Servers

Six - Server Farm

Figure 2: SharePoint Farm Topology
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Installing SharePoint

Regardless of whether you are installing WSS 3.0 or MOSS 2007, you need to ensure that your server(s)
meet the minimum system requirements.The minimum hardware and software requirements for install-
ing SharePoint are as follows:

CPU of at least 2.5 GHz

RAM of at least 2 GB

At least 100 Mbps available network bandwidth for deployment

At least 5 GB available hard disk space (for binaries and user data)

Microsoft Windows Server 2003 Service Pack 1,x64 or Small Business Server

.NET Framework 3.0 (includes ASP.NET 2.0)

Internet Information Services (11S) 6.0 with Common Files, WWW service,and SMTP service

Web browser: Internet Explorer 6.0 or higher for full fidelity; Mozilla Firefox for low fidelity with
SharePoint site content

WSS 3.0 and MOSS 2007 installation share the same basic two steps:

1.
2.

Running the initial setup, which lays down the program binaries and creates content folders

Running the SharePoint Products and Technologies Configuration Wizard, which provisions the
Central Administration application

From there, you have more work to do:

1
2.
3.
4

Provision the Shared Services Provider (SSP) Web application (MOSS only)
Provision the MySite Web application (MOSS only)

Provision the Port 80 Web application (both WSS and MOSS)

Attach a top-level site collection to all new Web applications (WSS and MOSS)

In this example (and for the rest of this tutorial) we will perform a single-server installation of MOSS 2007.
| will note any differences in functionality between MOSS and WSS wherever appropriate.
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Installation Phase 1:Installing the Binaries

After you launch the SharePoint Server installation executable, you will be required to agree to the end
user license agreement (EULA) and enter your 25-character product key. Next, you will need to make the
most important choice of the entire installation: the installation type.

ﬁ Microsoft Windows SharePoint Services 3.0

@%l Choose the installation you want

Please choose your preferred type of Microsoft Windows SharePoint Services 3.0 installation
below:

Basi Install single server standalone using default settings.

Ad Choose settings for single server or SharePaint farm,

@

Figure 3:Choosing a WSS 3.0 Installation

We want to select the Advanced option every day and twice on Sunday, people.The Basic type is the
same thing as the Stand-alone option that you'll see in just a minute under the Advanced installation type.
Because we want to allow the farm to grow in the future, we must go Advanced.
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ﬁ Microsoft Windows SharePoint Services 3.0 : x|

Server Type | Data Location | Feedback I

@--\'_ Server Type

anom

Select the type of installation you want to install on the server,

" web Front End — Only install components required to render content to users. Can add servers
to form a SharePoint farm.

O {Stand-alone — Install all components on a single machine (indudes Windows Internal Database). |
iCannot add servers to create a SharePoint farm.

( Install Now

Figure 4: SharePoint Server Type Dialog Box

As you see in the above graphic, SharePoint supports two installation types called Server Types:

Web Front End: This choice installs all services (including the Windows Internal Database, a
variant of SQL Server 2005 Express Edition), and allows you to expand the farm in the future.

Stand-alone: Be careful of performing this installation type.The stand-alone installation installs
all services and the Windows Internal Database on the local box; however, you must remove and
reinstall the entire farm (using the WFE server type) in order to expand the farm.

Best practice here is always to use the Web Front End installation type, as this provides you with maximum
flexibility going forward.
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Installation Phase 2: Running the Config Wizard

After you complete the first phase of setup, it is time to run the SharePoint Products and Technologies
Configuration Wizard.You can find this option in your Administrative Tools folder on your server.

ocuments

Documents 4 @ Startup
Setkings 3

Search

Help and Support

Run. ..

Log OFf Administrator. ..

Shut Down...

'_r,é Home - Team Site - Wind, ., |

.|IE§

g)
[

E= A (I Sl RN Y = o S e W onf U ol VI 2

Certification Autharity

Cluster Administrator

Component Services

Computer Management

Configure Your Server \Wizard

Data Sources (ODEC)

Distributed File Swstem

DS

Event Wigwer

File Server Resource Manager
Inkernet Information Services (1153 Manager
Licensing

Manage Your Server

Microsaft \MET Framewark 1.1 Configuration
Microsoft .MET Framework 1.1 Wizards
Metwork Load Balancing Manager
Petformance

Remate Desktops

Routing and Remoke Access

Services

Terminal Server Licensing

Terminal Services Configuration
Terminal Services Manager

WINS

Active Directory Domains and Trusks
Active Directory Sikes and Services
Active Directory Users and Computers
Domain Contraller Security Palicy

Domain Security Paolicy

SharePaint Praducts and Technologies Configuration Wizard

Figure 5: Locating the SharePoint Administrative Shortcuts in the Start Menu
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'{a SharePoint Products and Technologies Configuration Wizard 10l =l

Welcome to SharePoint Products and Technologies

This wizard will configure SharePoint Products and Technologies,

Click Mext ko continue or Cancel to exit the wizard, To run the wizard again, click on the Start Menu shortcut,

Mext = I Cancel |

Figure 6:The SharePoint Products and Technologies Configuration Wizard

Assuming that you selected Web Front End as your server type, you will be asked to provide the following
information to the wizard:

o Database server name
e Farm configuration database name

e SharePoint service account identity

If you selected the Basic or Standalone installation types, then the Config Wizard asks you no questions
and just barrels forward, making all of these decisions for you.
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Configuring SharePoint Products and Technologies

"o SharePoint Products and Technologies Configuration Wizard 10l =l

Flease wait while SharePoint Products and Technologies is configured.

Performing configuration task 2 of 10

Creating the configuration database. ..

Figure 7: Running the Config Wizard

Once the Config Wizard is finished, you have the primary skeleton of your farm set up.

"o SharePoint Products and Technologies Configuration Wizard 10l =l

Configuration Successful

Click Finish to close this wizard and navigate to the default SharePoint Web Application homepage. Internet
Explorer users may be prompted for a username in the Form DOMAINYUser_Mame and password to access

the site, At that prompt, enter the credentials that vou used to logon ko this computer, Add this site to the list
of trusted sites when prompted,

Figure 8: Config Wizard Is Finished
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Post-Installation Tasks

Let’s summarize the chief post-installation tasks that a SharePoint administrator must undertake in setting
up his or her server farm:

o Configure e-mail settings

o Configure services

o Configure diagnostic log settings
o Configure antivirus settings

o Create Web applications/Web sites

To do all this we need to access the SharePoint Central Administration Web application. But before we do,
let's define our terms.

In SharePoint nomenclature, a Web application is nothing more than an Internet Information Services (IIS)
Web site. The “application” piece refers to the fact that SharePoint is indeed an ASP.NET Web application.
Your Web application (remember:IIS Web site) is identifiable on your SharePoint server by a unique com-
bination of the following three IDs:

. Host name
e IPaddress
e TCP port number

To open the Central Administration Web site, you can click Start > All Programs > Administrative Tools >
SharePoint Central Administration 3.0.

NOTE: MOSS 2007 creates a separate program group in the Start menu for these shortcuts. With WSS, you
must use your Web browser’s Favorites or the Administrative Tools folder from the Start menu.

Note that the Uniform Resource Locator (URL) for the Central Admin site uses an “off” port number that
you specified when you ran the SharePoint Products and Technologies Configuration Wizard.

You should also note that the Central Admin Web site is itself a SharePoint site.
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Configure E-Mail Settings

To configure SharePoint to send and/or receive Simple Mail Transfer Protocol (SMTP) e-mail, log onto
Central Administration, navigate to the Operations subsite, and click the Outgoing e-mail settings and
Incoming e-mail settings from the Topology and Services area.

Central Administration > Operations > Qutgoing E-Mail Settings

Outgoing E-Mail Settings

Mail Settings

Spedify the SMTP mail server to use for Windows SharePoint Services e-
mail-based notifications for alerts, invitations, and administrator
notifications. Personalize the From address and Reply-to address.

Use the settings on this page to configure the default e-mail settings for all web applications. Learn about configuring e-mail settings.

Outbound SMTP server:

From address:

Reply-to address:

Character set:

|65001 (Unicode UTF-8)

oK I Cancel

Figure 9: Configuring Outgoing E-Mail Settings

Note that while you get optimal integration when your company uses Microsoft Exchange Server for
e-mail, SharePoint can send mail through the SMTP server built into IIS 6.0, or it can use a third-party

SMTP server.

Configure Services

Before we do anything else in SharePoint, we need to verify that the proper services are running. From
the Operations subsite in Central Administration, click Services on server from the Topology and

Services area.

Central Administration > Operations > Services on Server

Services on Server: MOSS01

Complete all steps below
= Server: | MOSS01 2

[E Start services in the table below:

Service Comment
Central Administration

Windows SharePoint Services Incoming E-Mail

Windows SharePoint Services Search

Windows SharePoint Services Web Application

= When finished, return to the Central Administration home page

Status

Started
Started
Started
Started

View: Configurable -
Action
Stop
Stop
Stop
Stop

Figure 10:Verifying Services on a SharePoint Server
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At the very least, you need to configure the Windows SharePoint Services Search service. Doing so requires
that you complete an additional Web form specifying the following information:

e Search database server and database name

e Search service accounts

Configure Diagnostic Log Settings

From Central Administration > Operations you can configure diagnostic logging and/or usage
analysis processing.

Logging and Reporting

8 Diagnostic logging

8 Usage analysis processing

Figure 11:Logging and Reporting Options

Diagnostic logging allows you to choose to collect error reports and send them anonymously to Micro-
soft, to set event throttling (which determines the verbosity of SharePoint in your Windows Event logs),
and to specify where the trace log will be stored on the server.

Usage analysis processing allows SharePoint administrators to gather site usage statistics for their
SharePoint portals. Although Central Administration represents the “master switch” for turning this
feature on and off, you must visit the Site Settings page for the target site collection in order to view the
site usage reports.
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Configure Antivirus Settings

You can configure global antivirus settings in SharePoint from Central Administration > Operations >
Antivirus. One thing you should be aware of, however, is that SharePoint does not include built-in antivi-
rus/antimalware scanning for SharePoint content.

Central Administration = Operations > Antivirus

Antivirus

Use thiz page to configure settings for virus scanning. You must install virus scanning software on all Web servers that are hosting documents before these
settings can take effect. Learn about configuring antivirus settings.

Antivirus Settings

Spedfy when you want documents stored in document libraries and lists to I Scan documents on upload

be virus scanned, and whether you want your virus scanner to attempt to
clean infected documents, I scan documents on download

I™ Allow users to download infected documents

™ Attempt to dean infected documents

Antivirus Time Out Time out duration (in seconds):

You can specfy how long the virus scanner should run before timing out. If 300
server response time is slow while scanning, you may want to decrease the
number of seconds,

Antivirus Threads Number of threads:

‘fou can spedfy the number of execution threads on the server that the |5
virus scanner may use, If server response time is slow while scanning, you
may want to decrease the number of threads allowed for virus scanning.

Figure 12: Configuring General Antivirus Settings

Creating Web Applications and Sites

If you performed a Basic or Standalone installation of SharePoint, then the installer performed most of the
initial farm setup for you. However, if you elected to do a Web Front-End installation, then the only thing
the SharePoint Products and Technologies Configuration Wizard builds for you is Central Administration.
Let’s pause for a moment and define our terms:

o Web Application: An IIS Web site.

o Site Collection: A container object; all Web applications have a top-level site collection, although
administrators can attach more than one site collection to a Web application.

e Site: Each site collection has a top-level site template. Optionally, you can build one or more
subsites beneath the top-level site in the site collection.

e Subsite: A child site in a single site collection.Typically subsites inherit navigation and permis-
sions from the top-level site.

An important distinction, then, is between the site collection and the subsite. In a nutshell, SharePoint
administrators build additional site collections in a single Web application when they need to delegate
administration to others and they want a separate navigational structure.
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On the other hand, if you want to provide consistent navigation and security throughout the site collec-
tion, then you should build subsites.

Creating Web Applications

One neat thing about SharePoint is that although Web applications involve the creation of 1IS Web sites
and SQL Server databases, you shouldn’t have to visit the [IS Manager or SQL Server Management Studio
tools to provision your new sites and databases.

To create a new Web application, visit Central Administration, navigate to the Application
Management subsite, and click Create or extend Web application from the SharePoint Web
Application Management section.

NOTE: The Web application list link from this same section is very helpful in allowing you to see at a
glance how many Web apps you currently have created in your SharePoint farm.

The process asks you if you want to (a) create a new Web application, or (b) extend an existing Web ap-
plication.In a nutshell, extending a Web application involves cloning the IIS Web site to another computer
while at the same time sharing the same content database between the two sites.

This is helpful, for instance, when you have an intranet SharePoint site that you want to share in a secure
way in an extranet scenario.

Central Administration Welcome PREPLOGIC\administrator = | @
% Central Administration

Home = Operations ’m
Central Administration > Application Management > Create or Extend Web Application = Create New Web Application

Create New Web Application

view All Site Content

Central
Administration

Use this page to create a new Windows SharePoint Services Web application. Learn about creating or extending Web applications.

Warning: this page is not encrypted for secure communication. User names, passwords, and any other information will be sent in
clear text. For more information, contact your administrator.
= Operations

= Application OK Cancel |

Management -
- IS Web Site " Use an existing 115 web site
2] Recycle Bin Choose between using an existing IIS web site or create a new one to -
serve the Windows SharePoint Services application. | Default web Site =l

If you select an existing 115 web site, that web site must exist on all servers
in the farm and have the same description, or this action will not succeed,

Description
If you opt to create a new IIS web site, it will be automatically created on ISharE Paint - 41258 %
all servers in the farm. If an IIS setting that you wish to change is not
shown here, you can use this option to create the basic site, then update it Part
using the standard 115 tools.
|41299
Host Header
Path

IC ‘\Inetpub\wwwroot\wss\VirtualDirect

Figure 13:Creating a New SharePoint Web Application
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Creating a new Web application requires that you specify the following information:

o IISWeb site name, port number, file path location, and/or host header name
e Authentication provider (Kerberos or NTLM)

e  Whether to allow anonymous access

e  Whether to specify Secure Sockets Layer (SSL)

e Yourdesired IIS Application Pool settings (Application pools are an IIS 6.0 technology that allows
Web applications to run in their own protected memory space)

e Target database server and content database name

e Target SharePoint search server

You should be aware of two points here: Number one, you can target each Web application at a specific
SharePoint search server.This is helpful for offloading search/index processing. Number two, notice that
we are creating another database. By the time you have your Central Administration site and your
SharePoint 80 site up and running, you will have the following SQL databases created and (it is hoped)
humming along nicely:

e Farm configuration database (only one per farm; stores farm-level metadata)
e Search content database (remember that the SharePoint Search service consumes its own DB)

o Content database for each additional Web application

If you are using MOSS instead of WSS, then you will have an additional Web application and content data-
base for the Shared Services Provider (SSP).
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Creating Top-Level Site Collections

In SharePoint, a Web application is nothing more than a Web service that listens on a particular IP address,
port number,and protocol.You need to attach a top-level site collection container to that Web application

in order to populate it with content.

From Central Administration > Application Management > SharePoint Site Management, click
Create site collection.

Central Administration > Application Management = Create Site Collection
Create Site Collection
Use this page to create a new top-evel Web site,
oK Cancel
Web Application Web Application: | http:/fmoss01/ -
Select a Web application.
Title and Description Title:
Type a title and description for your new site. The title will be displayed on I
each page in the site,
Description:

El

=
Web Site Address URL:
Specify the URL name and URL path to create a new site, or choose to http:/ /mossoi|/sites/ =
create a site at a spedific path. P/l I _”
To add a new URL Path go to the Define Managed Paths page.

Figure 14: Creating a Site Collection in SharePoint

Here are the basic decisions that you need to make when you create a new top-level site collection:

What is the target Web application to which you are linking the site collection?
What are the title and (optional) description of the site collection?

What is the Web site address? By default, new site collections get “tucked” under the managed
path /sites. However, you can visit Application Management > Define Managed Paths to cre-
ate additional logical namespaces to organize your site collections.

Which site template best suits your needs? As reason dictates, you get far more choices with
MOSS than you do with WSS (retail vs. free product, remember?).

Who are the site collection administrators? Site collection administrators are the owners of the
site collection, and have full control permissions over all objects within the collection by default.

Are you using a quota template? Quota templates define how much SQL database disk space a
site collection is allowed to consume.You can configure quota templates by visiting Application
Management > SharePoint Site Management > Quota templates.
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A Tour of a SharePoint Team Site

Let’s have a look at a WSS 3.0 team site, shall we?

ﬂ?Hnme - Team Site - Windows Internet Explorer = |5‘ |5|
. TN [
L v | hitpstmosstpoeraut aspx =1 |42/ % | [tive search {2
File Edit Wiew Favorites Tools Help
W (& Home - Team Site | | - - fe v b Page = Tools v el
Team Site Welcome PREPLOGIC \administrater | ;I
#i#l Team Site [Thi= site =] | 2]
| ame.
View Al Site Content
Announcements 3
Documents n
Get Started with Windows SharePoint Services! ! Hew 4/20/2008 12:55 PM u
Rlshasd Baamsnts by PREPLOGIC zdministrator n' 7]
Lists Microsoft Windows SharePoint Services helps you to be more effective by connecting people, MW'ndows
information, and documents, For information on getting started, see Help. 1 Y .
= Calendar SharePoint Services
= Tasks E Add new anncuncement
Discussions Calend . Links -
= Team Discussion N . N There are currently no favorite links to [%
There are currently no upcoming events. To add a new event, dick "Add new event” below. displa_y‘ To add a new link, dick "Add
Sites 5 Add new event new link” below,
People and Groups = Add new link
5] Recycle Bin

lDona

[0 T T T 8 Localintranet [ 100% - A

Figure 15:WSS 3.0 Team Site

The Welcome Menu

| Welcome PREPLOGIC \administrator

My Settings
& Update your user information,

regional settings, and alerts.

H Sign in as Different User
Login with a different account.

Sign Ouwt

Logout of this site. {t}
Personalize this Page

@ Add, remove, or update Web Parts an
this page.

Figure 16:The Welcome Menu in WSS 3.0

LearnSmart

Cloud Classroom: Video Training « Practice Exams ¢ Audiobooks « Exam Manuals


http://www.preplogic.com/products/video/view-video-training.aspx

Exam Manual - SharePoint All-In-One 1-800-418-6789

Consider the Welcome menu to be a sort of “anchor point”for the currently logged on SharePoint user.
From it you can access your user profile settings, sign in as a different user, sign out of the site, or create a
personal view of the current Web content page.

Incidentally, MOSS provides much more robust flexibility for the Welcome menu. For one thing, user profile
data is much more richly populated in MOSS. For another, users can store Web links in their Welcome menu.

The Site Actions Menu
=11 Achio
Bl B Create
mﬁ Add a new library, list, or web page to
this website.
I Edit Page
I 2! Add, remove, or update Web Parts on
+ | this page.

i Site Settings

= Manage site settings on this site, cﬂ")_‘
1

Figure 17:The Site Actions Menu in WSS 3.0

The Site Actions menu is available only to site owners or designers; ordinary team site members or site visi-
tors never see the Site Actions menu.This feature is called security trimming, and it means that if you don't
have the privilege to see a particular user interface element, then that element is not visible in the interface.

The Top Link Bar

LM Wiki  Blog = Meeting Workspace

Figure 18:The WSS 3.0 Top Link Bar

The Top Link bar appears as part of what is called the master page template in SharePoint.In MOSS we
refer to the Top Link bar as the Global Navigation bar.

The term “global”is key here, because no matter where you go within the site collection, you can view the
Top Link bar and its global collection of links (so long as the site designer configured navigation that way).
For instance, Figure 18 shows the following site collection structure:

e Atop-level site named Home

e  Three subsites: Wiki, Blog, and Meeting Workspace
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The Quick Launch Bar

View All Site Content
Surveys

= Survey

Pictures

® Picture Library

Documents

» Shared Documents
Lists

= Calendar

® Tasks

= Announcements
Discussions

= Team Discussion

Sites
People and Groups

2] Recycle Bin

Figure 19:The Quick Launch Bar

Whereas the Top Link bar represents the global navigation structure in SharePoint, the Quick Launch bar
denotes site-specific navigation.That is to say, you will find links to lists and libraries that are contained
within the current site or subsite in the Quick Launch.

Of course, a SharePoint administrator can place any other types of links in the Quick Launch bar as well.
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The View All Site Content Link

Team Site

#i# Team site

E Wiki  Blog Meeting Workspace

Welcome PREPLOGICadministrator = |

— Team Site > All Site Content
I | All Site Content

view All Site Content D..l CrEE__E_E:

View:  All Site Content  ~

Surveys
= Survey

Pictures

= Picture Library
Documents
Lists i
= Calendar
= Tasks

Discussions

= Team Discussion

People and Groups

2] Recycle Bin

Mame
Document Libraries

[E3] Shared Documents

Picture Libraries

= Shared Documents [iF) Picture Library

[ Announcements
= Announcements [ Calendar
=] Links

Sites (5] Tasks

Discussion Boards

] Team Discussion

Description

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

Use the Announcements list to post messages on the
home page of your site.

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

Use the Links list for links to Web pages that your team
members will find interesting or useful.

Use the Tasks list to keep track of work that you or your
team needs to complete.

Use the Team Discussion list to hold newsgroup-style
! : i

Ttems

Last Modified

5 hours ago

3 minutes ago

3 minutes ago
5 hours ago
5 hours ago

5 hours ago

5 hours ago

Figure 20:The All Site Content Page in WSS 3.0

Whenever you are presented with a new SharePoint site to analyze, first click the View All Site Content

link on the site’s Quick Launch bar.

The All Site Content page provides you with a one-page summary of all the objects contained in the
current site collection.These objects include one or more of the following:

e Document Libraries
e  Picture Libraries

o Lists

o Discussion Boards

e  Surveys

e Sites and Workspaces

e RecycleBin
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The Site Settings Page

Team Site > Site Settings

Site Settings
Site Information
Site URL: http: /jmoss01f
Mobile Site URL: http: jjmoss0 1/m/
Version: 12.0.0.6213
Users and Permissions  Look and Feel Galleries Site Administration Site Collection Administration
8 People and groups o Title, description, and o Master pages B Regional settings 8 Recyde bin
8 Site collection s o Site content types a Site libraries and lists o Site collection features
administrators o Tree view o Site columns B Site usage report o Site hierarchy
® -Advanced permissions SN s o Site templates o User alerts o Portal site connection
@ Top link bar a List templates o RS5
Sk L @ \Web Parts a Search visibility
@ Save site as template o Workflows 8 Sites and workspaces
o Reset to site definition o o T

8 Delete this site

Figure 21:The Site Settings Page for a Site Collection

From the home page of any site or subsite in a site collection, open the Site Actions menu and choose
Site Settings. (For MOSS sites in which the Publishing feature is enabled, you will have more options
within the Site Settings menu.) The Site Settings page is an important configuration page for the site
collection administrator. In it you can configure the following SharePoint objects:

. Users and Permissions

. Look and Feel

Galleries (storage repository for reusable objects such as templates, metadata columns,
and workflows)

o Site Administration (changes made here affect only the current site or subsite)

Site Collection Administration (changes made here affect all sites contained in the site collection)

NOTE: You can see the Site Collection Administration links only if you are in the top-level site in a site
collection. If perchance you visit the Site Settings page for a subsite, this is what you see:

Site Collection Administration

8 Go to top level site settings

Figure 22:Site Collection Administration Link in a Subsite
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Editing a Page
From any SharePoint page, open the Site Actions menu and choose Edit Page. Assuming that you are a
designer or site owner, you can edit the Shared version of the page.

g4 Team Ssite [This site =] | 2|

M Wiki Blog = Meeting Workspace Site Actions ~
Exit Edit Mode X

Version: You are editing the Shared Version of this page

Figure 23:Page Editing Banner

It is crucial to understand the anatomy of a SharePoint ASPX page.The Top Link area and the Quick Launch
bar make up what is called the master page, and the page itself (with or without Web Part zones) is called
a content page.

You can use a tool such as Microsoft Office SharePoint Designer 2007 to customize or create new master
pages as well as content pages.

By contrast, if an ordinary site member opens his or her Welcome menu and clicks Personalize this Page,
then the user sees a personal view of the page.Therefore, a user can remove and possible add page ele-
ments, such as Web Parts, that affect only that particular user’s experience in the SharePoint site.

Web Parts and Web Part Zones

Web Parts are ASPNET 2.0 controls that can be added to SharePoint as reusable objects. .NET program-
mers can build and deploy new Web Parts by using the Microsoft Visual Studio 2005 toolset.

Left

5l Add a Web Part

Announcements edit - X

There are currently no active announcements. To add a new ann Minimize

announcement” below., Close

= Add new annocuncement J Madify My Web Part
Connections

Calendar

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

E Add new event

Figure 24: Modifying the Properties of a Web Part

Essentially, Web Parts are “gadgets,”“widgets,” or “doodads” that add some element of functionality to the
SharePoint content page. As can be expected, you receive far more out-of-the-box Web Parts with MOSS
than you do with WSS.

Once you are editing either the Personal or Shared view of a Web Part page, you expose the Web Part
zone(s) on that page. Note that you can open the Web Part’s edit menu and select Modify My Web Part
to set configuration properties.These properties are accessed by using what is called the tool pane.
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List Views il —

The custom properties of the List View
Web Part are not available in personal
VIEW.

[l Appearance
Title

IAnnDu ncements

Should the Web Part have a fixed
height?

 Yes | | Pixels |

¥ No. Adjust height to fit zone.

Should the Web Part have a fixed

width? ;|
(a]4 I Cancel Apply |

Figure 25: A Web Part Tool Pane

The out-of-the-box (OOB) Web Parts that ship standard with WSS 3.0 are as follows:

e Lists and Libraries (from current site): You can create a Web Part that acts as a sort of “window”
into site content objects.

o Content Editor: Displays any rich text.

e  Form:Displays simple forms and form controls.

e Image: Displays photos.

e Page Viewer: Renders linked content in a Web Part.

e  Relevant Documents: Displays documents that are relevant to the current user.
e Site Users: Displays site users and their permissions.

o  User Tasks: Displays tasks assigned to the currently logged-on user.

e XML Web Part: Renders XML and/or XSL data.
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Configuring Security in SharePoint

Consider the following graphic | created, which neatly illustrates how the SharePoint security model works:

Active Directory/
Local Computer Group

PREPLOGIC\SPUsers

/ @ SharePoint Group

Permission Level

Contribute

Permissions

Edit Lists View Lists Create Sites

Figure 26:The SharePoint Security Model

Here'’s how the security model works:

You aggregate user accounts with similar resource requirements in SharePoint into one or more
Active Directory domain groups or local computer groups.

You create SharePoint groups, or tweak the three built-in ones, to contain the permission level(s)
your users require.

You populate the Active Directory/Local Computer groups into an associated SharePoint group.

Each SharePoint group is associated with one or more permission levels. Permission levels, in
turn, are collections of granular permissions.
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Globally Enabling/Disabling Permissions

Visit Central Administration and click Application Management > Application Security > User
permissions for Web application.

Central Administration = Application Management > User Permissions for Web Application

User Permissions for Web Application

Web Application Web Application: | http://moss01/ -
Select a Web application.

Permissions

Use the check boxes to specify which permissions can be used in permission [ Selectan

levels within thiz web application. To disable a permission, dear the check

box next to the permission name. To enable a permission, select the check List Permissions

box next to the permission name. Use the Select All chedk box to select or [#| Manage Lists - Create and delete lists, add or remove columns in
dear all permissions. a list, and add or remove public views of a list.

[# Cverride Check Out - Discard or checkin a document which is
chedked out to another user.

[¢ AddItems - Add items to lists, add documents to document
libraries, and add Web discussion comments.

v Edit Items - Edit items in lists, edit documents in document
libraries, edit Web discussion comments in documents, and
customize Web Part Pages in document libraries.

[ Delete Items - Delete items from a list, documents from a
document library, and Web discussion comments in documents.

v View Items - View items in lists, documents in document libraries,
and view Web discussion comments.

I~ Approve Items - Approve a minor version of a list item or
document.

[¥ Openltems - View the source of documents with server-side file
handlers.

¥ View Versions - View past versions of a list item or document.

Figure 27:Viewing Web Application User Permissions

What you are doing here is (a) selecting a target Web application, and (b) deciding which permissions you
want to make available for that Web application. Following is the breakdown of permission categories
from which you can choose:

. List Permissions
. Site Permissions

. Personal Permissions
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Setting Permissions in a WSS 3.0 Team Site

From the Team Site, click Site Actions > Site Settings, and on the Site Settings page, click Users and
Permissions > People and groups.

Users and Permissions

8 People and groups

8 Site collection
administrators

8 Advanced permissions

Team Site > People and Groups

People and Groups: Team Site Members

Groups Use this group to give people contribute permissions to the SharePoint site: Team Site

= Team Site Members New =+ | Actions -~ | Settings = View: Detail View =
e e O @ ) Name Job Title Department

plsem Sistnnes There are no items to show in this view of the "User Information List" list.

= More...

All People

Site Permissions

Figure 28: Displaying SharePoint Users

You can use the Quick Launch bar (Groups category) to view the current membership of each
SharePoint group.

WSS 3.0 includes three built-in groups:
e Members: Have the Contribute permission level by default

o Visitors: Have the Read permission level by default

e  Owners: Have the Full Control permission level by default

MOSS 2007, as expected, provides a handful of additional built-in SharePoint groups (including Approvers
and Designers).

Click Site Permissions from the Quick Launch bar to review the permission levels associated with each
SharePoint group.
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Team Site > Site Settings > Permissions
Permissions: Team Site
Groups |Use thiz page to assign permission levels to users and groups. This is a top-evel Web site,
= Team Site Members Mew + | Actions = Settings ~
R - _Users/Groups Type User Name Permissions
ERIESIS T IR | Team Site Members SharePoint Team Site Members Contribute
= More... GFOUD
All People r Team Site Owners gharePoint Team Site Owners Full Control
roup
R - Team Site Visitars SharePoint Team Site Visitors Read
] Group

Figure 29:Viewing Site-Level Permissions

To create a new SharePoint group, simply open the New menu and select New Group.To view and modify
the permission levels (Incidentally, in SharePoint a permissions level is simply a collection of the granular
permissions that are allowed in the current Web application and set in Central Administration.)

Team 5ite > 5ite Settings > Permissions

Permissions: Team Site

Use this page to assign permission levels to users and groups. This is a top-evel

New - Actions - Settings - |

Site Collection Administrators
Add and remove Site Collection
Administratars.

I ) Users/Groups
Team Site Memb
Permission Levels

Configure the available permission
levels on this site,

O
C Team Site Owre
O

Team Site Visitor

[

Group

Figure 30: Accessing Permission Levels

Team Site > Site Settings > Permissions > Permission Levels

Permission Levels

This Web site has unigue permission levels.

S add a Permission Level | X Delete Selected Permission Levels

permissions.,

Permission Level Description
1] Full Control Has full control.
O Design Can view, add, update, delete, approve, and customize.
r Contribute Can view, add, update, and delete.
- Read Can view only,
1] Limited Access

Can view spedfic lists, document libraries, list items, folders, or documents when given

Figure 31:Viewing Available Permission Levels
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In the Permission Levels Web form, you can add new permission levels, delete them, or, by clicking an
already existing permission level, modify the permissions that are associated with each.

Team Site > Site Settings > Permissions > Permission Levels > Edit Permission Level

Edit Permission Level

Name and Description MName:

IContribute

Type a name and description for your permission level. The name is shown
on the permissions page. The name and description are shown on the add

users page. Description:

Can view, add, update, and delete. ;I

[ |

Permissions Select the permissions to indude in this permission level.

Edit which permissions are induded in this permission level. Use the Select I~ select All
All check box to select or dear all permissions.

List Permissions
Manage Lists - Create and delete lists, add or remove columns in a
list, and add or remove public views of a list.

[~ Override Check Out - Discard or check in & document which is
checked out to another user.

w AddItems - Additems to lists, add documents to document libraries,
and add Web discussion comments,

w Edit Items - Edititems in lists, edit documents in document libraries,
edit Web discussion comments in documents, and customize Web
Part Pages in document libraries.

[# Delete Items - Delete items from a list, documents from a document
library, and Web discussion comments in documents,

v View Items - View items in lists, documents in document libraries,
and view Web discussion comments.

Figure 32:Editing a Permission Level
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Creating Lists in SharePoint

A list in SharePoint is very much analogous to a table of data that you might store in, say, Microsoft Excel.
However, we can do some nifty things with lists in SharePoint, as you will see shortly.

To create a list, you must first have proper permissions to do so. Obviously site owners have those permis-
sions.You can either:

e Click Site Actions > Create.

e Click View All Site Content from the Quick Launch bar and click Create in the All Site
Content form.

Team Site > Create

Create

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

Libraries Communications Tracking Custom Lists Web Pages
B Announcements a Links 8 Custom List B Basic Page
o Form Library o Contacts a Calendar o Custom List in Datasheet o \Web Part Page
View
o Wiki Page Library o Discussion Board o Tasks 5 o Sites and Workspaces

@ t Spreadsheet
8 Picture Library o Project Tasks mport spreadshee

o Issue Tracking

o Survey

Figure 33:The Create Web Form in SharePoint

We want to focus on the list templates presented in the Communications, Tracking, and Custom
Lists headings.
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Team Site = Create » New

New

Name and Description

Type a new name as you want it to appear in headings and links throughout the site. Type REnE
descriptive text that will help site visitors use this list. Customer Contacts

Description:
=
[ ]
Navigation
: e : .
Spedify whether a link to this list appears in the Quick Launch. . e my s e ns
& Yes C No
Create Cancel

Figure 34: Creating a New SharePoint List

Creating a new list doesn't require much; you simply specify a name, optional description, and whether

you want the list displayed in the Quick Launch bar. (I will cover customizing the Quick Launch bar later in
this Exam Manual.)

Click New > New Item to add a new item to your list.

Team Site > Customer Contacts

Customer Contacts

Mew | v| Actions ~ Settings View: All contacts -

—_=  New Item Comparny Business Phone Home Phone E-mail Address
= add 2 new item to this list.

@ mer Contacts” list. To create a new item, dick ™ew" above.

Figure 35: Adding an Item to a List

The specific fields (also called metadata columns) that you see when you add a new item to a list depend,
of course, on the type of list you are adding to.
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Team 5Site > Customer Contacts > New [tem

Customer Contacts: New Item

lij Attach File
Last Name *
First Name
Full Name
E-mail Address
Company
Job Title
Business Phone
Home Phone
Mobile Phone
Fax Number

Address

City

oK Cancel

* indicates a required field

IJau:k.son

IMark

IMark H. Jackson

|rnjac:|-c50n@|emnvne.edu

|LEMovne College

IPrnfessor

|555-123-3433

|555-135-3232

445 Polk Street

|Dewitt

Figure 36: Creating a Contact

LearnSmart Cloud Classroom: Video Training « Practice Exams ¢ Audiobooks ¢ Exam Manuals


http://www.preplogic.com/products/video/view-video-training.aspx

Exam Manual - SharePoint All-In-One 1-800-418-6789

Using Access Web Datasheet View

As long as you have Microsoft Office Access 2007 installed on your computer, you can edit list contents
by using an Access-like table grid.This can greatly speed up data entry in a list, trust me! You access the
Access Web Datasheet view through the Actions menu in the list.

Team Site > Customer Contacts

Customer Contacts

MNew - Actions - Settings -

@O Last Ni|g== Edit in Datasheet
Z’ Bulk edit items using & datashest

Analyze items with a spreadsheet
application.

format. {b
;:'l Export to Spreadsheet

* View RS5 Feed
0\ | syndicate iteme with an RSS reader,

& Alert Me
= i Feceive e-mail notifications when
items change.

Figure 37: Accessing Access Web Datasheet View

Team 5ite » Customer Contacts

Customer Contacts

Mew =~  Actions = Settings - View: All contacts -

[_,f_'.;» 1] |v| Last Mame | - | First Mame | - | Compaty | - Home Phone | - | E-mail Address |
Emmer Rita Cormell University 123-855-3232 1235555445 el 2Ecomell edy

B Jackson Mark Letoyne College 555-123-3433 mjacksonElEmoyne, e

N Samaha Simon Letoyne College A55-123-5432 555-532-4323 szamahaE@lemnovne, ed

ﬁ Fast James Comell University I I
-
*

| | ja

For assistance with Access Web Datashest, see Help, —

Figure 38: Access Web Datasheet View

Click Actions > Show in Standard View to exit Access Web Datasheet view and return to the traditional
columnar view.
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About Metadata Columns

The data columns that you see when you create a list are defined by the settings for that list template. In
turn, a list template has one or more content types attached to it. A content type is a combination of the
following three items:

e Adocument or list form template
e Metadata column(s)
e  Workflow

You can view all available list templates, columns,and content types by navigating to the top-level site in the
site collection, clicking Site Actions > Site Settings, and then viewing the items in the Galleries section.

Galleries

8 Master pages

& Site content types
8 Site columns

Site templates
List templates
Web Parts

1]

o

1]

o

Waorkflows

Figure 39: SharePoint Galleries Administrative Links

Alternatively, you can modify or create new metadata columns only in the current list. To do this, click Set-
tings > List Settings in the target list,and then viewing the Columns information.

Columns

& column stores information about each item in the list, The following columns are currently available in this list:

Column (dick to edit) Type Required
Title Single line of text v

Body Multiple lines of text

Expires Date and Time

Created By Person or Group

Modified By Person or Group

8 Create column
a8 Add from existing site columns
a8 Column ordering

8 Indexed columns

Figure 40:Viewing List Column Properties
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It's important to realize that a metadata column contains three chief properties:

o A’friendly” name that identifies the column in the list

e Thedata type associated with the column

e  Whether or not that metadata column is required
Note also that you can (a) create a new column from “scratch”and/or (b) add a new column to a list from
the existing site columns that reside in the top-level site of the site collection.The take-home message

here is that SharePoint best practice dictates that you store columns, content types, and templates in the
Galleries area of the site collection for maximum reusability.

You can also add a column to a list on the fly by clicking Settings > Create Column in the list in question.

Team Site > Announcements

Announcements

Lse the Announcements list to post messages on the home page of your site,

Mew ~  Actions - Settings -

@ Tite Create Column
sy Add a column to store additional
Get Started with Win information about each item.

——: | Create View
r’l Create a view to select columns,
filters, and other display settings.

—a. | List Settings
L{g Manage settings such as permissions,
columns, views, and policy.

Figure 41: Creating a List Column on the Fly
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Column Data Types

Have you ever designed a table for a database system? If so, then you understand how important it is that
you select the proper data type for each column in a table.

The same principle holds true for SharePoint. A new list column can be associated with any of the
following built-in data types:

Single line of text

Multiple lines of text

Choice (menu to choose from)

Number

Currency

Date and Time

Lookup (information that already exists in the site)
Yes/No (check box)

Person or Group

Hyperlink or Picture

Calculated (calculation based on other columns)

1-800-418-6789

Working with Metadata Columns

Once you have established your required and optional columns for a list, you can either add the column
data upon list item creation or retroactively edit the properties for a list item by opening that list item’s

drop-down menu and choosing Edit Item from the menu.

Team Site = Announcements

Announcements

se the Announcements list to post messages on the home page of your site,

MNew =~  Actions - Settings -
@ Tite
Get Started with Windows SharePoint Services! - |

View Item
Edit Item
Manage Permissions {E

X o il

Delete Item
Alert Me

Figure 42:Editing a List Item

The following figure shows a custom required column that | created by specifying the Choice data type,
which is really useful when you want to present the SharePoint user with a list of options to choose from.
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Team Site > Announcements > Get Started with Windows SharePoint Services! > Edit Item
Announcements: Get Started with Windows SharePoint Services!
OK | Cancel |
[l Attach File | ¥ Delete Item * indicates a required field
Title * Get Started with Windows SharePoint Services!
Body
Micrasoft Windows SharePoint Services helps you to be more ;I
effective by connecting people, information, and documents.
For information on getting started, see Help.
Accounting
Sales
i a
IT
Fpires e [Announcement Type]
Facilities announcement Type
Announcement Type *

Figure 43:Editing a Required Field

If you try to submit a list item to the library without filling in a required field, you receive the following
error message:

Announcement Type * Im 'vI

You must specify a value for this required fisld.

Figure 44: A Required Field in a SharePoint List
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Using Views
In SharePoint, a view is nothing more than a saved view filter. For instance, you might have a list that

includes items targeted for one of several categories. Wouldn't it be nice to be able to filter the list to see
only those items that are associated with a specific category?

Public and Personal Views

Fundamentally, list or library views take one of two forms:

. Public view

. Personal view

SharePoint administrators and list owners can create Public views, which are visible and accessible to
anyone with Read permissions on the list.

A Personal view can be created by any SharePoint user who is allowed to use the SharePoint personaliza-
tion feature. Obviously, a Personal view is visible and accessible only to that particular SharePoint user.

View Formats

At design time, a view creator selects the format in which the view displays data in a list. The following are
the available view formats in WSS 3.0 and MOSS 2007:

e Standard view: Traditional SharePoint list view.

o Calendar view: Presents a monthly calendar table view; ought to be familiar to users of
Microsoft Outlook.

e Accessview: Remember the Microsoft Access Web Datasheet View that we looked at earlier in
this Exam Manual? That’s what this view type uses for display.

o Datasheet view: This presents an Access-like grid view for customers who don’t have Microsoft
Access 2007 installed on their computers.

o Ganttview: Presents a textual/graphical view format that ought to be familiar to anyone who
has used Microsoft Project in the past.This view is good for showing task durations.

Creating a View

To create a view, you can either open the list's View menu and select Create View, or you can simply click
Settings > Create View from the list.

i Allitems -
All items
[F  Modify this View

[Mii Create View
R |

Figure 45:The View Drop-Down Menu
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Team Site > Announcements
Announcements

s the Announcements list to post messages on the home page of your site,

New ~ Actions - Settings -

@ Tite i Create Column
Add a column to store additional
information about each item.

—: | Create View
[ r"l Create a view to select columns,
filters, and other display settings.

——=a. List Settings
;{f Manage settings such as permissions,
columns, views, and policy,

Figure 46: Creating a View from a SharePoint List

Take a look at the following screen capture to get a feel for the depth of configuration that is available to
you when you define a view:

Audience . :
View Audience:
Select the option that represents the intended audience for this view. " Create a Personal View
Personal views are intended for your
use only.
{¢  Create a Public View
Public views can be visited by anyone
using the site.
H Columns
H Sort
[ Filter
& Group By
H Totals
(H Style
H Folders
[+ Ttem Limit
H Mobile
oK Cancel

Figure 47:View Options
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In essence, when you define a view for a SharePoint list or library, you are creating a simple to complicated
query on the list or library data. For instance, the following image shows a view | created for a Contacts list
that displays only those contacts from Cornell University:

= Filter

Show all of the items in thiz view, or display a
subset of the items by using filters. To filter on a O mjﬂ Show all items in this view
column based on the current date or the current

user of the =ite, type [Today] or [Me] a= the s

column wvalue. Use indexed columns in the first % =95 show items only when the following is true:
clause in order to speed up your view. Learn about

filtering iterns. Show the items when column

|C0mpany ;I
| iz equal to ;I

|C0rnel| University|

" and % Or

When column

|N0ne ;l
|i5 equal to =

Show More Columns. ..

Figure 48:View Filtering Options

Using a View
Using a Personal or Public view is simple—just open the Views drop-down list in the target list and choose
your view from the list.

View: Cornell Profs -
All contacts

Cornell Profs
[F  Modify this View ({T)

[Ty | Create View

Figure 49: Selecting a View
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The view you see initially in a list or library is known as the default view.The default view can be config-
ured for a list by clicking Settings > List Settings and examining the Views area of the Settings Web form.

Views

A view of a list allows you to see a particular selection of items or to see the items sorted in a particular order. Views currently configured for this list:

View (dick to edit) Default View
All contacts v
Cornell Profs

o Create view

Figure 50: Configuring View Defaults

Subscribing to a List

SharePoint users can “subscribe”to a list by using one of two methods:

e Connecting to Outlook

e Really Simple Syndication (RSS)

Connecting a List to Outlook

You can have bidirectional access to SharePoint lists by using the Connect to Outlook feature. Note that
you must have Outlook 2007 installed on your computer.

Team Site > Customer Contacts

Customer Contacts

New ~ | Aclions - | Settings -

@ Lasth Edit in Datasheet
@ Bulk edit items using a datasheet

Emmer format.

Fast! ~—1 Connect to Outlook

Jadksalll 5 Synchronize items and make them !
available offline.

Samah| {T} H
Export to Spreadsheet
Analyze items with a spreadsheet
application,

0Open with Access
Works with items in a Microsoft Office
Accese database,

4 &

I
&
-

View RS5 Feed
Syndicate items with an RS5 reader.

Alert Me
Receive e-mail notifications when
items change.,

Figure 51: Connecting a List to Outlook 2007
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gdvanced. . |

Microsoft Office Duktlook

Connect this SharePoint Contacts List to Dutlook?

‘fou should only connect lisks from sources wou know and trusk,
Team Site - Customer Conkacks
htkp: ffmoss01 fLisksfCustomer Contacks)

To configure this Contacts Lisk, click Advanced,

Yes

2=

Figure 52: Outlook 2007 Confirmation

: File Edit View Go Tools Actions

[ Team Site - Customer Contacts in SharePoint Lists - Microsoft Qutlook

Help

iEENew - | B X & - VW | [ Search addressbooks  + | (@) B

-3 X

Type & question Far help =

Folder List « ;&3 Team Site - Customer Contacts Emm - Sam | Search Team Site - Customer Contacts S Vl ¥ ||«
Al Folders # ||[Click here to enable Instant Search | L
2] All Outiook Items - ~l )l o
- Emmer, Rita Fast, James
=l €4t Personal Folders ab OU
Calendar Rita Emmer James Fast a @
= Cornell University Cornell University o
S+ Contact:
(&4 Contacts Post-Doctoral Fellow e =2
() Deleted tems 123-555-3264 Work -
E_2| Drafts 123-555-3232 Work jf21@cornell.edu
[ ) Inbox 123-555-5445 Home g i
S Journal re12@cornell. edu h z
B JunkE ) 301 Coddington Road e
LN E ok Ithaca, NY ij ]
L | Notes =
L4 outbox i g
fﬁ RS5 Feeds Jackson, Mark H. Samaha, Simon . n
Ea Sent Items m B
3] Tasks Mark H. Jackson Simon Samaha
B e e e D s "l
El £ SharePoint Lists op i
&) Deleted Items 555-123-3433 Work 555-123-5432 ok q 2
555-135-3232 Mobile 555-532-4323 Home r ‘;I%
mjackson@lemoyne. edu ssamaha@lemoyne.edu =
445 Pok Street 114 Richmond Road 5 g
DeWitt, NY East Syracuse, NY t =
Folder Sizes uv
Data File Management... w
X
me— ¥
d Mail
z
HeEZ L2 E - ~| E)

4 Items - Updated 4/24/2008 11:25 AM.

Figure 53: A List Synchronized with Outlook 2007

Note that Outlook 2007 creates a SharePoint Lists item in your mailbox folder list. Note also that you
can copy contacts to and from (bidirectionally) the SharePoint contacts list and your Outlook personal
contacts list.
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Subscribing to a List by Using RSS

RSS is a wonderful technology that allows Web site users to subscribe to online content. By default, all
SharePoint lists and libraries are RSS-enabled.To use RSS you must know two things:

e TheRSSfeed URL

e  What program you will use as your RSS feed reader

Both Microsoft Internet Explorer 7 and Microsoft Office Outlook 2007 have built-in support for
RSS subscriptions.

In the list, open the Actions menu and select ViewRSS Feed.

Team Site > Announcements
Announcements

Use the Announcements list to post messages on the home page

New ~ Actions - | Settings ~

0 Tite Edit in Datasheet
@ Bulk edit items using a datasheet
5taff g format.

Sharef Export to Spreadsheet
Get 5t Lias 5 Analyze items with a spreadsheet
application.

- Open with Access

Ll = | Works with items in a Microsaft Office
w Access database.

f View RSS Feed
I;@ Syndicate items with an RS5 reader.

X Alert Me
- i Receive e-mail notifications when
items change.

&)

You are presented with the following Web dialog:

Team Site: Announcements

You are viewing a feed that contains frequently updated content. When you subscribe to a feed, it is
added to the Common Feed List. Updated information from the feed is automatically downloaded to your
computer and can be viewed in Internet Explorer and other programs. Learn more about feeds.

it Subscribe to this feed

Figure 54:Viewing an RSS Feed URL in IE 7
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To subscribe to the SharePoint list or library by using Internet Explorer 7, click Subscribe to this
feed.To subscribe to the site by using Outlook 2007 or another RSS reader, right-click the Uniform
Resource Locator (URL) in the browser Address bar, copy it to your Windows clipboard, and paste the
URL into Outlook 2007.

. ﬂ?Team Site: Announcements - Windows Internet Explorer

5 [ A F =it (fmoss01) layouts/listieed. Rt P il O ZFFE%: 7D
G- | 2

IEiIe Edit Wiew Favorites Tools  Help

"ﬂi’ ﬁ'ﬁi’ I{éTeamSite: Announcements m |
Paste

Delete

Team Site: Announcements Select Al

Figure 55: Copying a SharePoint RSS URL to the Clipboard

Folder List « || &g 7

All Folders Click K

g

2] All Qutiook Hems -

1 €5F Persanal Folders
:ﬁ Calendar
|85 Contacts
@ Deleted Items

[# Drafts
[ nbox

éﬁ Journal
L@ Junk E-mail
| Motes

@ Cutbox
LF) RsS Feed :
[ sentltems [ Open I
éj Tasks

L:D Search Fo

=1 /5 SharePoint Li Add a New RSS Feed...
fa] Deleted It [%
3 Synclssug
.%ﬂ Team Site |  Moye "RSS Feeds"...

Search Fo
- 2

Open in New Window

Import an OPML File...

Copy "RS5 Feeds"...
A Delete "RS5 Feeds H
ale Rename “RSS Feeds™..
4 Mew Folder...

Add to Favorite Folders
Mark All as Read

% Properties 1

4 Ttems - Updated 4/2

Figure 56: Adding a SharePoint RSS Feed to Outlook 2007
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liv: Team Site: Announcements - Microsoft Qutiook -0 X

i File Edit View Go Tools Acions Help Type aguestion for help (=

Q]EE‘W ] @1 I-E x 4 Reply ,5 Reply to All @Funﬂard E Y [ sSearchaddressbocks | (@) :

*

Folder List « [|3 Team Site: Announcements Staff Cl

All Folders £ ‘Search Team Site: Announcements P 'l ¥ PREPLOGIC\administrator
D] All Outlook Items -

‘Click here to enable Instant Search | Click here to view the full article in your default Web browser or to
= f‘é} Personal Folders Arranged By: Date Newest on top | -5 download the article and any enclosures.
Calendar Posted On: Thu 4/24/2008 11:29 AM
|95 Contacts 3 Today
&) Deleted Iltems
Drafts Body:
[ nbox i Katie is no longer with us, effective immediately.
@i Journal @ PREPLOGIC\administrator 11:29 AM Thank you.
GJunk E-mail SharePoint Training Next Tuesday
N_'| Motes
(3 Outbox (=) sunday
E [5) RsS Feeds
[ Team Site: Announcements 3}
E Sent tems
| Tasks
ECI Search Folders
= @ SharePaint Lists
@ Deleted Items
3 Synclssues
@ Team Site - Customer Contacts
E{j Search Faolders

Jegoq-o]

Announcement Type: Accounting

= Buywoxdn opy % .

Q PREPLOGIC\administrator Sun 12:5...
Get Started with Windows SharePo

View article...

syse] g :Aepol a‘

Folder Sizes
Data File Management...

Lif
il
&
£
]
]
4]

Figure 57:Viewing RSS Content in Outlook 2007
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Administering RSS Settings

As a SharePoint administrator, you can customize the RSS functionality of lists and libraries within your
SharePoint portal structure.To globally disable or enable RSS, navigate to the top-level site in the site

collection and access the Site Settings page by clicking Site Actions > Site Settings. In the Site Settings

dialog box, click Site Administration > RSS.

Team Site > Site Settings = RS55

RSS

Use this page to enable/disable RSS feeds for this site collection

Site Collection RSS

Enable RSS

Advanced Settings
Spedify the site-wide channel elements for the RSS feeds.

¥ Allow RS feeds in this site collection

[¥! Allow RS feeds in this site

Copyright:

Managing Editor:

Webmaster:

Time To Live (minutes):

o

Cancel

Figure 58: Configuring Site-Level RSS Settings

To tweak RSS settings within a particular list or library, navigate to that list or library, click Settings > List

Settings, and then click Communications > RSS settings in the Settings dialog.

LearnSmart

Cloud Classroom: Video Training « Practice Exams ¢ Audiobooks ¢ Exam Manuals


http://www.preplogic.com/products/video/view-video-training.aspx

Exam Manual - SharePoint All-In-One 1-800-418-6789

Team Site > Customer Contacts > Settings = Modify List R55 Settings

Modify List RSS Settings: Customer Contacts

Use this page to modify the R55 settings for this list. Learn how to enable and configure RSS.

List RSS Allow RSS for this list?
o ' No

RSS Channel Information Truncate multiine text fields to 256 characters?
Spedfy the channel elements that define the R55 feed. Cves ®No

Title:
|Tean'| Site: Customer Contacts

Description:

RSS feed for the Customer Contacts list. il

-

Image URL:
|,-"_Iay0ut5firnages,fhomepage.gif (Click
here to test)
Columns
Select the columns to display in the RSS description. Items marked with an O Select al
asterisk (*) are mapped to standard RSS tags. For example, "Modified By is
mapped to the RSS “Author” tag. Include Column Hame Display Order

I First Name |1 vI
I~ Full Name |2 VI

Figure 59: Configuring List-Level RSS Settings

Configuring Alerts

SharePoint alerts provide you with a way to be notified via Simple Mail Transfer Protocol (SMTP) e-mail
whenever something changes within the SharePoint portal. For instance, you might configure alerts to
notify you via e-mail when:

e Anewannouncementis added to an Announcements list
e A contactis modified or deleted in a Contacts list
Ordinary SharePoint users can configure alerts on (a) the list or library level, or (b) the item level.That is to

say, you could set one alert to be notified whenever something changes in an entire list,and you could set
another alert to be notified whenever a single list item is modified in some manner.

Before alerts will work in SharePoint, the SharePoint server must be configured to support outbound e-mail.
This can be done by navigating to Central Administration > Operations > Outgoing E-mail Settings.
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Mail Settings

Central Administration > Operations = Outgoing E-Mail Settings

Outgoing E-Mail Settings

Spedify the SMTP mail server to use for Windows SharePoint Services e-
mail-based notifications for alerts, invitations, and administrator
notifications. Personalize the From address and Reply-to address.

Use the settings on this page to configure the default e-mail settings for all web applications. Learn about configuring e-mail settings.

Outbound SMTP server:

Imosle.preplogic.com

From address:

|5harepoint@preplogic.com

Reply-to address:

Ispadmins@preplogic.com

Character set:

| 65001 (Unicode UTF-8) |

Cancel

Figure 60: Configuring Outbound E-mail in WSS 3.0

Creating a List-Level Alert

To create a list-level alert, navigate to the list in question and then click Actions > Alert Me.

Team S5ite > Announcements

Announcements

Use the Announcements list to post messages on the home page

Mew ~ | Actions ~ | Settings ~

@ Title

Edit in Datasheet
Bulk edit items using a datasheet
format,

Export to Spreadsheet
Analyze items with 3 spreadsheet
application.

Open with Access
Works with items in a Microsoft Office
Access database,

View RSS Feed
Syndicate items with an R.55 reader.

Alert Me
Receive e-mail notifications when
items change.

Figure 61: Generating a List-Level Alert
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In the New Alert Web form, you name the alert, specify the user or users who will be the recipient of your
alert (only SharePoint administrators can set alerts for other SharePoint users),and make the following

configuration changes:

Only send alerts when:

e Allchanges
e Newitems are added
e  Existing items are modified

e Itemsare deleted

Send an alert when:

e Anything changes

e« Someone else changes an item
e Someone else changes an item created by me
e« Someone else changes an item last modified by me

e Anitem with an expiration date is added or changed

When to send alerts:

e Send e-mail immediately

e Send adaily summary e-mail message

e Send aweekly summary e-mail message

Creating an Item-Level Alert

To configure an item-level alert, hover your mouse pointer over the item to expose its drop-down menu.

Next, select Alert Me from the menu.

Team 5Site > Customer Contacts

Customer Contacts

Mew =  Actions - Settings -

@ LastMame

| Emmer ! HEW -

View Item
Edit Ttem

Delete Item

=
n—"-j Manage Permissions
X
=2

Export Contact

Alert M
| ert Me {b—

First Name
Rita
James
Mark

Siman

Figure 62: Generating an Iltem-Level Alert
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New Alert

Use this page to create an e-mail alert notifying you when there are changes to the spedfied item, document, list, or library.

View my existing alerts on this site.

oK Cancel
Alert Title |k:
ustomer Contacts: Emmer
Enter the title for this alert. This is induded in the subject of the e-
mail notification sent for this alert.
Send Alerts To Users:
You can enter user names or e-mail addresses. Separate them with f.F.’REPLOGIC}. administrator
semicolons. |
8,
Send Alerts for These Changes Send me an alert when:

Sy et gl desbmmd peci ol UM g o
particular view. " 5omeone else changes a contact

" Someone else changes a contact created by me

" Someone else changes a contact last modified by me

" Someone changes an item that appears in the following view:

I Cornell Profs 'I

Figure 63:Setting Alert Properties
Note that you have essentially the same alert settings at the item level as you do at the list level.

Managing Your Alerts

To manage all of your SharePoint user account’s alerts, open your Welcome menu and select My Settings.
In the User Information form, click My Alerts.

Team Site » People and Groups > User Information

User information: PREPLOGIC\administrator - PREPLOGIC\administrator

Close |

=3 Edit Ttem My Regional Settings | My Alerts

Account PREPLOGIC\administrator
Name PREFPLOGIC\administrator
E-Mail someone@example.com
About Me

Picture

Department

Job Title

SIP Address

Created at 4/20/2008 12:55PM by PREPLOGIC\administrator Close I
Last modified at 4/20/2008 12:55 PM by PREPLOGIC \administrator

Figure 64:Viewing User Properties
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Team Site > People and Groups > User Information > My Alerts on this Site

My Alerts on this Site

Use this page to manage the list of libraries, files, lists, and items for which you receive alerts. Note that some alerts, such as system generated task alerts,
do not appear on this page. Click the name of an alert to edit its settings.

E X Delete Selected Alerts
Alert Title

Frequency: Weekly

r Announcements List Alert

r Emmer Item Alert

Figure 65:Viewing User Alerts

Observe that you can add, modify, and/or delete your alerts from the My Alerts Web form.

NOTE: Alerts are created on a per-site basis. Therefore, if a site collection consists of a top-level site and 10
subsites, you could theoretically have 11 places to go to configure your alerts. Not very efficient.To address
this problem, SharePoint Solutions sells a nifty SharePoint add-on called Alert Manager.

Managing List Permissions

Earlier in this Exam Manual we examined how we can set access permissions at the site and site collection
levels.You also need to understand that you can override permissions inheritance and set permissions at
the list and item level.

Setting List Permissions at the List Level

To set custom access permissions for an entire SharePoint list or library, navigate to the list and click

Settings > List Settings. In the Settings dialog, click Permissions and Management > Permissions
for this list.

Team 5ite > Announcements > Settings > Permissions

Permissions: Announcements

This list inherits permissions from its parent Web site. To manage permissions directly, dick Edit Permissions from the Actions menu.
Actions *
_! Users{Groups Type User Name Permissions
Team Site Members SharePoint Team Site Members Contribute
Group
Team Site Owners SharePoint Team Site Owners Full Control
Group
Team Site Visitors SharePoint Team Site Visitors Read
Group

Figure 66:Viewing List-Level Permissions

Note the explanatory text in the Permissions dialog; it says “This list inherits permissions from its parent
Web site. To manage permissions directly, click Edit Permissions from the Actions menu.”
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—

Actions =

Manage Permissions of Parent
This list inherits permissions from its
parent.

Edit Permissions
Copy permissions from parent, and
then stop inheriting permissions.

Figure 67:Breaking Permissions Inheritance

Note the Manage Permissions of Parent option in the Actions menu. Once we break permissions
inheritance from the parent site level, we could choose this option to discard our custom permissions and
re-inherit the site defaults.

Team Site > Announcements > Settings > Permissions

Permissions: Announcements

|Use this page to assign users and groups permission to this list. This list does not inherit permissions from its parent Web site.
New - Actions * | Settings -
- Sl Remove User Permissions E Permissions
- . Remove selected user permissions. Members Contribute
Edit User Permissions
r T Edit selected user permissions. l{i"’} Owners Full Contral
Inherit Permissions
r T Inherit permissions from parent. Visitars Read
Group

We now have full control over the access control list (ACL) for the list.
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Setting List Permissions at the Item Level

To set access permissions at the list item level, open that item’s drop-down list and click Manage Permissions.

Team 3ite > Customer Contacts
Customer Contacts
MNew - Actions - Settings =
@ LastMName First Name
| Emmer ! HEW - | Rita
View Item James
E# Editltem Mark
n—'@ Manage Permissicnns{}_n} Simon
¥ Delete Item
j Export Contact

Alert Me
I

Figure 68: Managing Item-Level Permissions

Permissions inheritance can then be broken and the ACL re-created in the same manner as you
learned earlier.

Saving List Templates

Let’s say you spend time creating a custom Announcement list that includes:

o  Custom content types (more on what these are and how they work later)
o  Custom metadata columns

. Custom views

Now imagine that you need to define 15 more Announcement lists exactly like your first one.You don't
want to have to reinvent the wheel every time.To this end, you can save your list as a template. SharePoint
template files have the .STP extension. In the list, click Settings > List Settings > Permissions and Man-
agement > Save list as template.
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Team Site > Announcements > Settings = Save as Template

Save as Template: Announcements

Use this page to save your list as a template, Users can create new lists from this template.
File Name

File name:
Enter the name for this template file.

|Cu5t0rnAnnouncement .stp

Name and Description Template name:
The name and description of this template will be displayed on the Create |C|.|5t0rn Announcement
page.

Template description:

QOur company standard Announcements ;I
list template. | _I
-

Include Content

[ Indude Content
Include content in your template if you want new lists created from this

template to indude the items in this list. Induding content can increase the
size of your template.

Caution: Item security is not maintained in a template. If you have private
content in this list, enabling this option is not recommended.

O

Cancel

Figure 69: Saving a SharePoint List as a Template

Note that you can optionally include the content in addition to storing the structure and metadata of the
list. Note also that list templates do not carry permissions with the .STP file. Also, this file is stored in an SQL

database and not in the file system.

Viewing List Templates

Once you have saved a list template, it is accessible anywhere in the site collection (top-level site and all
subsites). You can navigate to the top-level site in the site collection and then click Site Actions > Site
Settings > Galleries > List templates to view the list template gallery.

Team Site > List Template Gallery

List Template Gallery

templates are not shown.

Make a template available for use in list creation by adding it to this gallery. The templates in this gallery are available to this site and all sites under it. Default list

Upload =  Actions Settings

View: All Templates -
Mame Modified Title Language Product Version Feature ID
CustomAnnouncement ! HEw [} 4242008 2:54PM  Custom English 3 {00BFEAT1-D1CE-42DE-SCH3-
Announcement A44004CE0 104}

Figure 70: List Template Gallery

Are you seeing the pattern here? Namely, these galleries are nothing more than SharePoint lists in them-

selves! That is, you can create custom views, add metadata columns, and so on, to any of these gallery lists
as you would to any user-defined list.

The List Template Gallery is cool because you can export a template to an external .STP file and then
re-import it into another SharePoint site collection.
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Creating a List Based on a Saved Template

From any SharePoint site, click Site Actions > Create to open the Create Web form.You should see any

saved list templates in the...well...list.

Team Site = Create

Create

Hover owver an item to view details.

Libraries Communications Tracking

a D o Announcements o Links

@ Form Library @ Contacts @ Calendar

8 Wiki Page Library 8 Discussion Board 8 Tasks

o Picture Library I 8 Custom Announcement I o Project Tasks
o Issue Tracking
g Survey

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

Custom Lists

B Custom List

& Custom List in Datasheet
View

o Import Spreadsheet

Web Pages
B Basic Page
o Web Part Page

o Sjites and Workspaces

Figure 71: Accessing a Saved List Template

Creating Libraries in SharePoint

Besides the list, the other object that you will doubtless spend most of your time creating and maintaining
is the library. A SharePoint library is a secure repository for data. Like lists, library data are stored not in the
Windows file system directly but in an SQL database (specifically, the content database for its associated

Web application).

WSS 3.0 supports the creation of the following types of libraries:

o Document library: Intended to store Microsoft Office or other document types

e  Formlibrary: Intended to store Microsoft Office InfoPath 2007 forms

o  WikiPage library: Intended to store quickly editable Wiki pages

e Picture library: Intended to store graphic images and illustrations

MOSS 2007 includes support for additional library types, such as PowerPoint slide libraries and Translation

Management libraries for document language translation projects.

LearnSmart

Cloud Classroom: Video Training « Practice Exams ¢ Audiobooks ¢ Exam Manuals


http://www.preplogic.com/products/video/view-video-training.aspx

Exam Manual - SharePoint All-In-One

1-800-418-6789

Provisioning a New Library
To create a new library, visit the Create page for the target site and simply make a choice from the

Libraries section.

Libraries

o

Document Library

8 Farm Library

1]

Wiki Page Library
Picture Library

o

Figure 72: Creating a Library

MName and Description

Type a new name as you want it to appear in headings and links throughout
the site. Type descriptive text that will help site visitors use this document
library.

Mavigation

Spedify whether a link to this document library appears in the Quick Launch.

Document Version History

Specify whether a version is created each time you edit a file in this
document library. Learn about versions.

Document Template

Select a document template to determine the default for all new files
created in this document library.

Name:

Marketing Documents

Description:

Corporate documents for the
Marlketing Department.

- |

. Display this document library on the Quick Launch?

& Yes ' Nop

Create a version each time you edit a file in this document library?

 Yes ' No

Document Template:

|Microsoft Office Word 97-2003 document

Create

=

Cancel

Figure 73: Specifying Initial Settings for a Library

Name and optional description

When you create a library, the New dialog asks you to specify the following information:

Whether to display a link to the library on the site Quick Launch bar

Whether to enable document versioning (more on this concept later)

What type of document template to use
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The document template choice is interesting because this defines the type of new document that can be
created by opening the New menu in the library.In WSS 3.0, the user must have the associated application
(for instance, Word 2007 or Excel 2007) in order to use the New menu and create a new document directly
from the library.

Team Site = Marketing Documents
Marketing Documents

Corporate documents for the Marketing Department.

Mew | = | Upload =  Actions = Settings -

[[Ir'_ /| Mew Document
= Create a new document in this library.

Hew Folder l{hj
Add a new folder to this document
library.

Figure 74: Starting a New Document from within a SharePoint Library

Adding Documents to a Document Library

SharePoint users can add new documents to a document library in one of three ways:

e The New menuin the library
e The Upload function in the library

e The SharePoint e-mail-enabled library feature

Adding Documents Via the New Menu

When a user accesses the New menu in a SharePoint document library to create a new document directly
from the server, they see the following dialog box:

Windows Internet Explorer |

some files can harm your computer, IF the File information looks suspicious ot vou do nat Fully trust the source,

\i:,') do not open the file,

‘ou are opening the Following File:

File name: kemplate, dotx
From: moss01

Cancel |

Figure 75: Confirmation Message
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Of course, the specific template indicated in this dialog depends on the document template associated

with the New menu of the document library.

y
&

Clipboard ™

N6

@ Home

Calibri (Body}

Paste g [|B 2 0 -abe % x Aa-||%- A

Insert

Documentl - Microsoft Word

Page Layout References Mailings Review View

MR SN

- THormal | TMNo Spaci.. Headingl - Change
Styles ~

Font = Paragraph F] Styles F]

DUHUIHngDCKS. WHEHYDU creéte plctures, charts, or dlagrams, tneya\su coordinate with VDUFCLIFTEHI
document look. You can easily change the formatting of selected textin the documenttext by choosing
alook for the selected text from the Quick Styles gallery on the Home tab. You can also format text
directly by using the other controls on the Home tab. Most controls offer a choice of using the look from
the current theme orusing a format that you specify directly.

Tochange the overalllook of your document, choose new Theme elements onthe Page Layouttab. To
change the looks available in the Quick Style gallery, use the Change Current Quick Style Set command.
Both the Themes gallery and the Quick Styles gallery provide reset commands so that you can always
restore the look of your document to the original contained in your currenttemplate. Onthe Inserttab,
the galleries include items that are designed to coordinate with the overall look of your document. You
can use these galleries to insert tables, headers, footers, lists, cover pages, and other document building
blocks.

‘When you create pictures, charts, or diagrams, they also coordinate with your current document look.
You can easily change the formatting of selected text inthe documenttextby choosing a look for the
selected text from the Quick Styles gallery on the Home tab. You can also format textdirectly by using
the other controls on the Home tab. Most controls offera choice of using the look from the current
theme orusing a formatthat you specify directly. To change the overall look of your document, choose
new Theme elements onthe Page Layout tab.

34 Find ~

!',‘, Replace

g Select -
Editing

Page:1of 1

‘Waords: 506

& 2

Figure 76: A Server-Based Document open in Word 2007
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When you click Save in your end-user application, notice the save location:it is, by default, the document

library in SharePoint!

Save in:

x|

I@ Marketing Documents on moss01

5 @3 X -

& Trusted

Templates
@ My Recent
Documents

@‘ Deskiop
=
Documents
r My
& Computer

g Iy Metwork
Places

Team Site
Marketing Documents
Type Name _'Modified By

There are no documents of the spedified type in this document library.

Modified

File narne: IMarketing Report]

Save as bype: IWord Docurnent (*,docx)

I~
[

Tools - |

Save I Cancel

|

Figure 77:Saving a Document to the SharePoint Server

Team Site > Marketing Documents

Marketing Documents

Corperate documents for the Marketing Department.

MNew ~ Upload ~  Actons + Settings ~

View: All Documents -

Type  Name Modified
] Marketing Report ! HEW 4252008 8:41 AM

_) Modified By
PREPLOGIC\administrator

Figure 78:The library Post Document Upload
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Adding Documents Via the Upload Function

If you have already-existing documents that you want to add to a SharePoint library, click Upload >
Upload Document in the document library.

Upload | =| Actions - Settings ~

Upload a docurment from your

% Upload Document
computer to this library.

Upload multiple documents from your

ﬁ Upload Multiple Documents
computer to this library.

Figure 79: Uploading a single document

Team Site > Marketing Documents > Upload Document

Upload Document: Marketing Documents

Upload Document Name:
Browse to the document you intend to upload.

IC:\Documents and Settings\Administrz :

Upload Multiple Files. ..
¥ Overwrite existing files

OK Cancel

Figure 80: Uploading a single document

In the Upload Document Web form, click Browse to locate your target file, specify whether to overwrite an
existent copy of the file in the library,and then click OK.

Do you see the Upload Multiple Files... hyperlink? That link is handy if you decide at this point that you
have more than one file to upload to the library. Alternatively, you can navigate back to the document
library and click Upload > Upload Multiple Documents.
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Upload Document: Marketing Documents

Upload Document
Browse to the document you intend to upload.

E--@‘ Desktop | Mame

¥ overwrite existing files

| Size | Modified | -

-7 My Computer [ & annual Report. docx
& My Network Places

E|,_1| My Documents
) Do

i8] Books Bepond Mews. docx
18] B ook Beyond Picture. docs
@ Burke Chart.docx

51 Burke Fax docx

E‘ﬂ Burke Graphics.docx

E‘ﬂ Burke List. docx

] Burke Name.docx

@ Burke Numbered List.docx
i8] Burke Properties. docx

) Buike Reports.docs

Eﬂ Burke ‘Word.docx

8] Charts. docx

E‘ﬂ Commission Memo.docx

(T4 W TR o PP P

1O0O000000000000RXEREE

B/4/2007 5:21 PM

5/29/2007 331 PM

5/29/ 2007 3:37 PM
16KE  12418/2006 1:17 PM
29KB  12/18/2006 12:55 PM
T4KB  12418/2006 1:15 PM
41KE BA72007 1015 AM
12KB  5/22/2007 1:16 PM
B1 KB 5/23/2007 337 PM
2EKE  12418/2006 1:54 PM
20kB  B/5/2007 2:33 PM
16KE  12/18/2006 1:16 PM
TTKE  1/5/2007 255 AM
24 KB 12/20/2006 10:53 &M LI

EEa T T Ee Wo R o Tu ke P e W 1Y

Figure 81: Uploading Multiple Documents

In this case, click or Shift-click to select your target files and then click OK.

Team Site > Marketing Documents

Marketing Documents

Corporate documents for the Marketing Department.

Mew ~ Upload ~ | Actions = Settings ~

view:  All Documents =

@] Annual Report ! Hew
] BB Form Letter T hew
@] BB Graphics T riEw
Cil’l BB Macro Test ! Hew
E“‘l_] BB Macro ! Hew

] BB Styles ! Hew

] Burke Chart ! Hew
0] Burke Fax ! Hew

] Burke Graphics ! Hew
] Burke List ! Hew

@] Marketing Report ! rew

4/25/2008 8:51 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:53 AM
4/25/2008 8:41 AM

Modified By

PREPLOGIC \administrator
PREPLOGIC\administrator
PREPLOGIC\administrator
PREPLOGIC \administrator
PREPLOGIC \administrator
PREPLOGIC \administrator
PREPLOGIC \administrator
PREPLOGIC \administrator
PREPLOGIC \administrator
PREPLOGIC \administrator
PREPLOGIC \administrator

Figure 82: A SharePoint Library Containing Multiple Files
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Adding Documents Via the E-mail-Enabled Library Feature

As long as your SharePoint server is configured to accept incoming SMTP e-mail, you can e-mail-enable
lists and libraries.This means that a user, from anywhere in the world, can attach a document to an e-mail
message, address the library itself, and add content. Pretty convenient!

As | just said, step one is to configure inbound e-mail on the SharePoint server.Visit Central Administration
and click Operations > Incoming E-mail Settings.

Central Administration > Operations > Incoming E-Mail Settings

Configure Incoming E-Mail Settings

Use this page to change the e-mail settings for this server. You can enable or disable incoming e-mail, specify e-mail options, and configure the Microsoft
SharePoint Directory Management Web Service. Learn about enabling and configuring incoming e-mail.

OK Cancel

Enable Incoming E-Mail Enable sites on this server to receive e-mail?

If ena_bled,_SharePoint sites can re_ceive_e-mail and Cves o
store incoming messages in lists. Sites, lists, and

groups will need to be configured individually with their Settings mode:
own e-mail addresses, # Automatic
In automatic mode, all required settings are retrieved % Advanced
automatically. Advanced mode is necessary only if you

are not using the SMTF service to receive incoming e-

mail. When using advanced mode, you need to spedfy

the e-mail drop folder.

Directory Management Service Use the SharePoint Directory Management Service to create distribution groups and contacts?

The Microsoft SharePoint Directory Management & No
Service connects SharePoint sites to your
organization's user directory in order to provide  Yeg

enhanced e-mail features. This service provides
support for the creation and management of e-mail
distribution groups from SharePoint sites. This service
also creates contacts in your organization's user
directory allowing people to find e-mail enabled
SharePoint lists in their address book.

€ Use remote

Figure 83: Configuring Incoming E-mail Settings

The biggest question here is whether to use the Directory Management Service (called DirMan for short).
DirMan can automatically create contact accounts in Active Directory for you on the fly when you assign
an e-mail address to a list or library.

Although the DirMan service makes e-mail-enabling lists and libraries more automated, many Active
Directory administrators do not want to give SharePoint that much power to monkey around with AD.
Therefore, your other option is not to use DirMan but to manually create AD contact accounts for all of
your e-mail-enabled lists and libraries.
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The second step in configuration is to assign an SMTP e-mail address to the library in question.
Navigate to that library and click Settings > Document Library Settings > Communications >
Incoming e-mail settings.

Communications

8 Incoming e-mail settings
B R55 setlings

Figure 84:The Incoming E-mail Settings Administrative Hyperlink

Team Site > Marketing Documents > Settings > Incoming E-Mail Settings

Incoming E-Mail Settings: Marketing Documents

Use this page to change the e-mail settings of this document library. You can set the e-mail address for this document library, choose to save or discard e-mail
attachments, and set e-mail security policy.

Incoming E-Mail Allow this document library to receive e-mail?

Spedfy whether to allow items to be added to this document library through ®ves No
e-mail. Users can send e-mail messages directly to the document library by

using the e-mail address you spedfy.

E-Mail Attachments
Spedify whether to group attachments in folders, and whether to overwrite

E-mail address:

Imarketingdoc:5| @preplogic.com

Group attachments in folders?
¥ 5ave all attachments in root folder

existing files with the same name as incoming files.
" save all attachments in folders grouped by e-mail subject

" Save all attachments in folders grouped by e-mail sender

Overwrite files with the same name?
Cives o

E-Mail Message Save original e-mail?

Spedfy whether to save the original .eml file for an incoming e-mail Cves O No
message.

E-Mail Meeting Invitations Save meeting invitations?

Specify whether to save e-mailed meeting invitations in this document Cves & No
library.

Figure 85: Configuring List-Level E-mail Settings

Besides associating an e-mail destination address for the SharePoint list or library, you manage how you
want the attached documents to be handled (whether to store them in the library directly or in folders,
whether to delete the original e-mail, and so on).
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Editing Library Items

Once you have a document stored in a SharePoint document library, what can you do with it? Well, for
starters, hover your mouse over the document and open its drop-down menu.

1] | Annual Report ! HEw - |

View Properties

Edit Properties

Manage Permissions {b
Edit in Microsoft Office Word
Delete

X [® o &l

Send To »
Chedk Out

-

Alert Me

Figure 86: Configuring Item-Level Properties in a Document Library

Here are your options:

o View Properties: Read metadata column data for the document
o  Edit Properties: Modify metadata column data for the document
e Manage Permissions: Set item-level access permissions

o Editin <<application name>>: Open the document in its associated application (requires that
you have that program installed on your computer)

o Delete: Send the document to the first-stage Recycle Bin (more on this later)
e Send To: Route the document to another location within the site

e  Check Out: Gain exclusive read/write access to the file (all other SharePoint users are unable to
access a document while it is checked out)

o Alert Me: Generate an alert targeted to this document only
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The following screen capture shows the result of clicking Edit Properties for a document in my sample
document library:

1-800-418-6789

Team Site = Marketing Documents = Annual Repart = Edit Item

Marketing Documents: Annual Report

CK Cancel
X Delete Item * indicates a required field
Name * Jknnual Report .doox
Title IFiscaI Year and Accomplishments
Created at 4/25/2008 8:51 AM by PREPLOGIC\administrator 0K Cancel

Last modified at 4/25/2008 8:51 AM by PREPLOGIC \administrator

Figure 87:Editing Document Properties (columns)

Recall that these properties are manifested as metadata columns; you learned how to manage columns
when we looked at SharePoint lists. In point of fact, you can apply all the knowledge you picked up on
SharePoint lists and apply that knowledge to SharePoint libraries; all of the concepts are the same.

Managing Document Libraries

Let’s consider some common administrative scenarios for document libraries:

e Document versioning
e Document check out

e Document content approval

Configuring Document Versioning

Document versioning enables SharePoint users to save incremental changes to a document in a Share-
Point Document Library. You can view previous versions of a particular file and, with sufficient access
permissions, replace the current version of a document with a previous version.

Note that versioning never actually deletes document versions; a current version document that is re-
placed with an earlier version simply creates a new version containing older content.

You should also be aware that document versioning can involve significant hard disk space considerations
on the SharePoint server. Each version of a stored document is “full-fidelity”; in other words, SharePoint

stores entire copies of versioned files.

Versioning is configured at the list or library level in SharePoint.
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Version Types
SharePoint recognizes both major and minor versions of a document for which versioning is enabled.Typi-

cally, major versions, which are denoted by a positive integer value (1.0, 2.0,and so on), denote milestones
in a document’s lifecycle. Major versions are also known as published versions.

Minor versions, which are represented by decimal values (1.1, 1.2, and so on), are used for maintaining
draft versions of documents. Minor versions are also used for content approval processes.

To configure document versioning for a SharePoint document library, navigate to the library in question
and click Settings > Document Library Settings > General Settings > Versioning settings.

General Settings

8 Tite, descrintion and navigatior

8 ersioning sethngs

8 Advanced settings

Figure 88:The Versioning Settings Administrative Hyperlink

Document Version Histol
4 Create a version each time you edit a file in this

Spedfy whether a version is created each time you edit a file in this document library. Learn document library?
about versions, £ Mo versioning

" Create major versions
Example: 1, 2, 3, 4

Optionally limit the number of versions to retain:
I Keep the following number of major versions:

r Keep drafts for the following number of major
VErsions:

Draft Item Security
Who should see draft items in this document library?

Drafts are minar \re!'sioljs or items which have not been appro\{ec!. Spedify which users sh_ould be & Any user who can read items
able to view drafts in this document library. Learn about spedfying who can view and edit
drafts. ' Only users who can edit items

Only users who can approve items (and the
author of the item)

Figure 89: Configuring Document Versioning Settings

A SharePoint library administrator can control what kinds of versioning are enabled for the library, how many
major and/or minor versions to save, and who should see draft (minor) version documents in the library.

Document Versioning and Content Approval

Document versioning in SharePoint is integrated tightly with another feature in SharePoint called content
approval. Content approval requires approver intervention before a document is published into a docu-
ment library. If content approval is enabled for a document library, then a major version of the file must be
published before SharePoint changes its approval state from Draft to Pending.
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Once an administrator or document approver takes action on that pending file, the document’s status
becomes either Draft, Rejected, or Approved.

More on content approval in just a bit.
Accessing Previous Versions

To access a document’s version history, hover your mouse pointer over the document in question, open
the drop-down menu, and select Version History.

i) | annual Report | HEW

View Properties

Edit Properties

Manage Permissions

Edit in Microsoft Office Ward
Delete

Send To

Check Qut

IUnpublish this version

PR XE

Version Histary

)

Alert Me

Figure 90: Accessing Document Versions

Team Site = Marketing Documents > Annual Report > Version History

Versions saved for Annual Report.docx

All versions of this document are listed below with the new value of any changed properties.

Delete All Versions | Delete Minor Versions

Title

Fiscal Year and Accomplishments

Mo. +  Modified Modified By Size Comments
This is the current published major version

2.0 4/25/2008 10:42 AM PREPLOGIC\administrator 21KB This is the next generation of this document.
1.0 4/25/2008 8:51 AM PREPLOGIC \administratar 20.5KB

Figure 91:Viewing Document Version History

The Versions Saved page displays the full version history for the document in question, including the
following information:

The current published major version
The approval status for all documents in the version history list
The time and date of the version

The author responsible for each version
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Document Versioning and Document Check Out

If you check out files before working on them, then you can designate which type of version you are
checking in:

e  Minor (draft) version

e Major (published) version, perhaps submitted for content approval

The check out feature in SharePoint is intended to prevent more than one user from attempting to change
the contents of a single file. Document check out ensures that only one user has read/write control over a
file at a time.We will take a look at document check out shortly.

If you delete the current published major version of a document from a document library, then all versions
that are associated with that file are deleted as well.

When you delete a previous version of a document, the individual version file is sent to the user’s personal
Recycle Bin where it can be restored to its original location if need be.The previous version is not immedi-
ately deleted permanently.

Configuring Document Check Out

Administrators of SharePoint document libraries can enforce document check out. Checking out files pre-
vents other SharePoint users from modifying a file while another user has exclusive read/write access to it.

Document check out is a feature in SharePoint that helps prevent inadvertent overwrites to file content.
In a traditional business scenario, multiple users access documents from shared folders stored on
network servers.

In a file-sharing scenario, contention may exist for exclusive access to a particular file. For instance, one
user might work off the server-based copy, while another user may make a local copy of the file and edit
the file from his or her local computer.When the second user uploads the local copy to the server, the
server-based copy will be overwritten and those changes made by the first user would be lost.

SharePoint clearly delineates graphically when a file is checked out from a document library (note the
arrow in the green box).

i—ﬂ Annual Report ! NEw

Figure 92: A Checked Out File
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The Local Drafts Folder
When a document is checked out from a SharePoint document library (either by administrator policy
enforcement or by the user’s choice), SharePoint offers the user an option as to where to maintain the

checked out document.

Microsoft Internet Explorer x|

\i:') Y'ou are about to check out;

Mame: BB Form Leter. dock
From:  mozz01

¥ Use my local drafts folder

Cancel |

Some filez can harm your computer. [F this information looks
suzpicious, or you do not fully truzst the source, do not open the file.

Figure 93: SharePoint Confirmation Message

If a user does not need to take a copy of the document file offline, then deselecting the Use my local drafts
folder option in the Microsoft Internet Explorer dialog box is appropriate.

On the other hand, if a user needs to take a copy of a SharePoint document offline to edit while he or she is
away from the corporate network, then storing the file in the user’s SharePoint Drafts folder is a good idea.

The location of the SharePoint Drafts folder varies somewhat depending on whether the user is running
Windows XP or Windows Vista.In Windows XP, the SharePoint Drafts folder is stored in My Documents.
In Windows Vista, it is stored in the user’s Documents folder.

E_ C:Documents and Settings', Administrator,My Documents'Share 2 |EI|5|

File Edit Wiew Favoribes Tools Help | -g'f

OBk - & - (T | - Search | Falders | g [ X ) | [~

Address t, CiDocuments and Settings! Administratori My DocumentstSharePoint Drafts j GO
v = i Aj

Annual BE Form deskkop.ini
Report.docx  Letter,docx

4 objects 57.GKE | 5‘ My Comnpuker v

Figure 94:The SharePoint Drafts Folder
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After the user has finished editing the offline version of the document and has reconnected to the corpo-
rate network, he or she can check in this document back to its original location in the document library.
As can be reasonably expected, you get maximum integration with SharePoint document servers when
you use the 2007 Office System applications.

lg ) - 15 ] BE Form Letter.door - Microsof]

Manage server information for the document

Check In
Make your changes available to other

Open people. %

Discard Check Qut

Delete the private copy and allow other

Save
people to make changes.

View Version History

Read, delete, or restore previous versions
of the document.

94
Print 5 @ View Workflow Tasks

Save As  k

Show all active workflow tasks currently
assigned to you for the document.

el NP AT 0@

Prepare » Document Management Information
Wiew related documents, links, tasks, and
peaple,

Send 3

Publish #

Server L4

Close

2] Word Options || X Exit Word |

Figure 95: Checking in a Document to SharePoint from Word 2007

21X

Version Type

What kind of version would you lke to check in?
= 1.1 Minor version (draft)
* 2.0 Maijor version (publish)

Version Comments

I significantly revised the TOC. -Tim

I” | Keep the document chedked out after checking in this version.

K I Cancel

Figure 96: Specifying the Document Version from Word 2007
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Discarding a Check Out
If a user checks out a document and then, say, goes on vacation, a SharePoint administrator might be
forced to discard the check out in order to make the document accessible to other users.

Discarding a check out breaks the link between the user’s offline copy of the file and the online copy.The
user can still upload his or her changed document back to the document library at a later time.

To force a check in (or discard a check out, however you want to look at it), open the checked out docu-
ment’s drop-down menu and select Discard Check Out.

i?ﬂ | annual Report | HEW -

View Properties

Edit Properties

Manage Permissions

Edit in Microsoft Office Word
Delete

Send To k
Chedk In

B e XIE €l

Discard Ched: Out ‘?\[b

y
Lo

Version History
Alert Me

Figure 97:Discarding a Check Out

Microsoft Internet Explorer x|

\l':) ou are about ko discard the checkout of the Following File:
-

File name: Annual Report,dock
Frorn: moss01

Ik |

Figure 98: Confirming a Forced Check In
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Configuring Content Approval

Content approval can be thought of as content moderation.That is to say, when content approval is
enabled for a SharePoint library or list, items submitted to that list or library must be approved by another
SharePoint user with appropriate permissions.

You turn on content approval by navigating to the document library in question and clicking Settings >
Document Library Settings > General Settings > Versioning Settings.

Content Approval

Require content approval for submitted items?
Specify whether new items or changes to existing items should remain in a draft state until they & r
have been approved. Learn about requiring approval. No

Figure 99: Enabling Content Approval

Content approval works particularly well with minor version (draft) documents. Draft documents aren't
submitted for approval until a major version is published for the document.

Ly | Burke Chart ! HEw -

View Properties
f}} Edit Properties
ﬁ-'i-j Manage Permissions
] | Edit in Microsoft Office Word
K Delete
Send To »
Ly CheckOut
B] Publish a Major Version
{*_J] Version History {b
Alert Ma

Figure 100: Publishing a Major Version

Team Site > Marketing Documents > Burke Chart = Check In

Publish Major Version

Use this page to publish the current version of this document.

Comments Comments:

Type comments describing what has changed in this wersion. Minor changes to first paragraph. ;I

oK | Cancel |

Figure 101: Adding Comments to a Major Version
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To approve a major-version document that currently exists in the
drop-down menu and select Approve/reject.

Pending state, open that document’s

Type Name Modified
] |Annual Report ! HEwW

. | 4/25/2008 12:35PM

View Properties
ij;} Edit Properties
n—'i-j Manage Permissions

@J Edit in Microsoft Office Word

¥ | Delete

Send To 3
% Approvefreject
| iy checkout {b

%4 | cancel Approval
{‘_3] Version History
Alert Me

_'Modified By
PREPLOGIC\administratar Pending

Approval Status

Figure 102: Approving or Rejecting a Document

As long as you have the Approve permission for that document, you can approve or reject the file.

Team Site = Marketing Documents > Annual Report > Approve /Reject

Marketing Documents: Annual Report

still view it. Learn about requiring approval.

Approval Status

Approve, reject, or leave the status as Pending for others with the Manage
Lists permission to evaluate the item.

Comment

Use this field to enter any comments about why the item was approved or
rejected.

Use this page to approve or reject submissions. Mote that rejecting an item does not delete it, and that users who know the exact URL of a rejected item can

o] Approved. This item will become visible to all users.

o Rejected. This item will be returned to its creator and not appear in
public views.

(@] Pending. This item will remain visible to its creator and all users with
the Manage Lists permission.

Looks great!| =]
E

OK | Cancel

Figure 103: Configuring Approval Status for a Document
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Team Site = Marketing Documents

Marketing Documents

Corporate documents for the Marketing Department.

New ~ Upload ~  Actions ~ Settings ~ View: All Documents -
Type Mame Modified _)Modified By Approval Status

@ Annual Report ! Hew 4f25/2008 12:37FPM PREPLOGIC \administrator Approved

Figure 104:Verifying Document Approval in a SharePoint Document Library

Using Content Types

We're finally at the much-vaunted concept of SharePoint content types. A content type can be defined as...
well...a type of content that we want to reuse in our site collection.

Let’s say, for instance, that we want to make a corporate spreadsheet available to one or more document
libraries in our SharePoint portal. By attaching the Microsoft Excel template file to a content type, we not
only have reusability at our disposal, but we also can employ:

. Metadata columns
. Views

e  Workflows

Viewing Site Content Types

To view the currently available content types for a site collection, navigate to the top-level site in that site
collection and click Site Actions > Site Settings > Galleries > Site content types.

Team Site = Site Settings > Site Content Type Gallery
Site Content Type Gallery
Use this page to create and manage content types dedared on this site and all parent sites. Content types visible on this page are available for use on this
site and its subsites,
=i Create Show Group: I)'-‘\ll Groups |
Site Content Type Parent Source
Document Content Types
Basic Page Document Team Site
Document Item Team Site
Dublin Core Columns Document Team Site
Form Document Team Site
Link to a Document Document Team Site
Master Page Document Team Site
Picture Document Team Site
Web Part Page Basic Page Team Site
Folder Content Types
Discussion Folder Team Site
Folder Itemn Team Site
List Content Types
Announcement Item Team Site
Contact Item Team Site
Far East Contact Item Team Site

Figure 105: SharePoint Site Content Type Gallery
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The Site Content Type Gallery includes the following built-in content type sections:

o Document Content Types
o Folder Content Types

o List Content Types

e Special Content Types

I know | am beginning to sound like a proverbial broken record in this regard, but purchasing MOSS gives
you more built-in content types to choose from.You can also create your own categories.

If you click any content type in the list you will see that you can manage the following properties:

e Thetemplate in use
e Metadata columns

e  Workflow settings

Creating a New Content Type

For this example, let’s say we have a Microsoft Excel 2007 workbook template called InventoryTemplate.
xlIsx that we want our employees to use to create inventory reports. Let’s also assume that we want to
track two custom items of metadata (incidentally, metadata is typically defined as “data about data”):

e Store

e Vendor

From the Site Content Type Gallery, we can click Create to begin the process of defining a new content type.

feam Site > Site Settings > Site Content Type Gallery

Site Content Type Gallery

|Ise this page to create and manage content types dedared on this
site and its subsites.

=i Create

Figure 106: Adding to the Site Content Type Gallery
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Team Site = Site Settings > Site Content Type Gallery > New Site Content Type

New Site Content Type

parent may overwrite settings on this type.

Name and Description

Name:
Type a name and description for this content type. The description will be IInventory
shown on the new button,
Description:

Used to create new Inventory reports. ;I

[ -

Parent Content Type:

Select parent content type from:
| Document Content Types ;I

Parent Content Type:

I Document - l
Description:

Create a new decument.

Group Put this site content type into:

Spedfy a site content type group. Categarizing content types into groups L
will make it easier for users to find them. 8 Existing group:

| Custom Content Types ;I

% New group:

Use this page to create a new site content type, Settings on this content type are initially copied from the parent content type, and future updates to the

|Nugget|ab Content Types

Figure 107: Defining a New Site-Level Content Type

In the New Site Content Type dialog, we must specify the following information:

e Afriendly name and description for the content type

e  Which parent content type the new content type inherits its default settings from (in most cases
you will select Document Content Types > Document)

o  Which group in which to store the new custom content type
Once you click OK you have completed the initial creation of the content type. However, right now the

content type is identical to the built-in Document content type. Our next task is to tweak the custom
Inventory content type to suit our needs.

Nugoetlab Content Types

Inventory Document Team Site
Special Content Types

Unknown Document Type Document Team Site

Figure 108:Viewing the New Site Content Type in the Gallery
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Once you click your new custom content type, you can use the administrative links in the following manner:

e« Name, description, and group: Rename the content type (the text that appears in the Name and

Description columns appears in the New menu of the target document library).

e Advanced Settings: Upload the template from the server’s file system.

e  Columns: Click Add from new site column to add custom columns; if you already have custom
columns defined in the Gallery, click Add from existing site columns.

Site Content Type Information

Name: Inventory

Parent: Docurnent
Group: Muggetlab Content Types
Settings

a Mame, description, and group
a8 Advanced settings
a Workflow settings

8 Delete this site content type

Columns

Mame Type

Mame File

Title Single line of text
Store Single line of text
Vendor Single line of text

Description: Used to create new Inventory reports,

Team Site = Site Settings > Site Content Type Gallery = Site Content Type

Site Content Type: Inventory

Status
Required
Optional
Optional
Optional

Source
Document
Ttem

Figure 109: Content Type Properties

Once your site-level content type is all tweaked and tuned, it is time to deploy an instance of the new site

content type to a particular document library.
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Deploying the New Content Type to a Document Library

Because we wisely defined this content type in the site collection content type gallery, our Inventory con-
tent type is available for use anywhere in the site collection.

Next we will create a document library entitled Inventory Reports by using the out-of-the-box document
library template. Recall that when we create a new document library SharePoint forces us to choose a
default content type; it doesn’t matter which template we choose here because we are going to replace it
with our custom site-level content type.

Document Template

Select a document template to determine the default for all new files Ero A

created in this document library. Microsoft Office Word document =l
Naone

Microsoft Office Word 97-2003 document
Microsoft Office Excel 97-2003 spreadsheet
|Microsoft Office PowerPoint 87-2003 presentation

Microsoft Office :
Microsoft Office PowerPoint presentation
Micrasoft Office OneNote section

Microsoft Office SharePoint Designer Web page
Basic page &
Web Part page

Figure 110: Selecting a Document Template for a Content Type

For some reason I've never understood, SharePoint (both WSS 3.0 and MOSS 2007) hide the content type
controls from administrators by default. Therefore, our next task is to enable the management of library-
level content types. Click Settings > Document Library Settings > General Setings > Advanced Set-
tings and set Allow management of content types? to Yes.

Content Types Allow management of content types?
Specfy whether to allow the management of content types on this &
document library. Each content type will appear on the new button and can

have a unique set of columns, workflows and other behaviors.

' No

Figure 111:Enabling Management of Content Types

Content Types

This document library is configured to allow multiple content types. Use content types to specify the information you want to display about an item, in
addition to its policies, workflows, or other behavior. The following content types are currently available in this library:

Content Type Visible on Mew Button Default Content Type
Docurnent v J

o Add from existing site content types

8 Change new button order and default content type

Figure 112: Administering Library-Level Content Types
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From the Settings dialog, you can click Content Types > Add from existing site content types, browse to
our new Inventory content type, and load it on up.

Team Site > Inventory Report > Settings > Add Content Types

Add Content Types: Inventory Report

Use this page to add new content types to this list.

Select Content Types Select site content types from:

| MNuggetlab Content Types ;I

Select from the list of available site content
types to add them to this list.

Available Site Content Types: Content types to add:

Add > |
< Remove |

a i il

Description:
Used to create new Inventory reports,

Group: Muggetiab Content Types

3

Ok Cancel
Figure 113: Adding a Content Type to a Library
You can click Settings > Content Types > Change new button order and default content type to
remove any unwanted content types from the document library’s New menu.
Team Site = Inventory Report > Settings > Change New Button Order
Change New Button Order and Default Content Type
Use this page to set the default content type and to control the order and visibility of content types on the new button.
Content Type Order
. . Visible Content Type Position from Top
Content types not marked as visible will not appear on the new button.
O Document |2 'l
Mote: The first content type will be the default content type. P v I@
Ok | Cancel

Figure 114:Tweaking the New Menu for a SharePoint Document Library
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You can test your new custom content type by opening the New menu in the document library.

Team Site > Create Inventory Report

Create Inventory Report

Add a vendor fstore inventory report to the library.

Mew | - | Upload =~ @ Actions - Settings -

[—| Inventory
f Used to create new Inventory

reports. Rﬂ"'"l

-

Figure 115: Using a New Custom Content Type

When you define custom columns, they show up in the Document Information Panel (DIP) in Office 2007
system applications.

(Da = R = InventaryTemplatel - Microsoft Excel -gXx
foa -
Home Insert Page Layout Formulas Data Review View © - T x
— | o,
= - v = ¢ Conditi | Fi it ~ = Insert ¥ .
B, # e o -8 x| [ == = i ) Conditional Formatting 32 Insel ?
EE) % Format as Table ~ % Delete - || [9]~
Paste Bl | B Sl == = o - <0 .00 . Sort & Find &
- 7 e s vt [ S5 E|| B |8 A ||%e8 <] 55 Cell Styles ~ [ Format ~ || 2 Fitter~ Select~
Clipboard ™ Font F] Alignment [ Mumber F] Styles Cells Editing
6 Inventory Properties - Server Location: Not saved s Required field X
Title: Store: Vendor:
|Sjuhnsun Inventory 04-08 | IThe Wick Store | ‘Matd‘nlass Candles LLC |

Figure 116: Document Information Panel (DIP) in Office 2007

Remember that you can view and/or edit metadata (column) properties by opening the document’s drop-
down menu and selecting either View Properties or Edit Properties.

Team Site > Create Inventory Report
Create Inventory Report

Add a vendorfstore inventory report to the library.

New ~ \Upload ~ Actions = Settings ~

Type Name

=0 | 5Johnson Inventory 04-08 1 Hew = |

View Properties
[ Edit Properties {b
1:3 Manage Permissions
@j Edit in Microsoft Office Excel
X | Delets

Send To 3
| &y Checkout

Alert Me

Figure 117:Editing the Properties of a Document
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Team Site = Create Inventory Report > SJohnson Inventory 04-08 > Edit Item
Create Inventory Report: SJohnson Inventory 04-08
OK | Cancel
¥ Delete Item * indicates a required field
Name * ISJDhnsnn Inventory 04-08 lsx
Title |Sjohn50n Inventory 04-08
Store |ThE Wick Store
Vendor IMatchIess Candles LLC
Created at 4/25/2008 8:17 PM by PREPLOGIC\administrator oK Cancel
Last modified at 4/25/2008 8:17 PM by PREPLOGIC\administrator

Figure 118:Editing Document Properties

Using the SharePoint Recycle Bin

One element of functionality that was absent in previous versions of SharePoint that we can use to great
effect with the current versions is a true Recycle Bin. Although the SharePoint Recycle Bin should never

take the place of regular backups (we will address SharePoint backup and restore a bit later on in this Exam
Manual), the Recycle Bin nonetheless provides an intuitive, easy way to recover deleted list and library items.

Understanding the Recycle Bin

We need to understand that SharePoint offers a two-stage Recycle Bin:

o First-Stage Bin: This is also called the User Recycle Bin. It is used to store a SharePoint user’s own
documents; that is, SharePoint user Joe isn't able to see SharePoint user Jane’s recycled items in
the first-stage Recycle Bin, and vice versa

e Second-Stage (Site Collection) Bin: The second-stage Recycle Bin exists in the top-level site of
the site collection, and is accessible only to site collection administrators. ltems that users delete
from their first-stage Bins goes to the site collection Bin until either (a) the Web application-level
retention period expires, or (b) the administrator deletes or restores the file.
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Configuring the Recycle Bin

The Recycle Bin is configured administratively by the SharePoint farm administrator in the Central Ad-
ministration Web application.The Bin is also configured at the Web application level.This is an important
distinction, because remember that a single Web application can have many site collections, and that each
site collection can include many sites.

Visit CA and then click Application Management > Web Application General Settings.

Recycle Bin Recyde Bin Status:
Specify whether the Recydle Bins of all of the sites in this Web & on O off
application are turned on. Turning off the Recyde Bins wil
empty all the Recyde Bins in the Web application. Delete items in the Recyde Bin:
& After I 30| days

The second stage Recyde Bin stores items that end users have
deleted from their Recyde Bin for easier restore if needed. ' Mever

Learn about configuring the Recyde Bin.
Second stage Recyde Bin:

% add I 30 percent of live site quota for
second stage deleted items,
C off

Figure 119: Configuring Web Application Recycle Bin Settings

Notice that, by default, the Recycle Bin is enabled for a Web application, the deleted item retention period
is 30 days, and the second-stage Recycle Bin can consume up to 50 percent of any site quota that is con-
figured for the Web application.

The Delete items in the Recycle Bin After setting is particularly important.The default value of 30 days
means that any items (in either of the two Recycle Bins) older than 30 days are permanently purged from
the SQL database. Be aware of the ramifications of this setting!

Using the First-Stage Recycle Bin

To delete an item from a SharePoint list or library, open that list or library item’s drop-down menu and
choose Delete.You are prompted to confirm your choice.

1] | Annual Report ! HEw -

View Properties
E# Edit Properties
-'@ Manage Permissions

@] Edit in Microsoft Office Word
K Delete

Send To {b »
Ly CheckOut

Alert Me

Figure 120: Deleting a Document from a Document Library
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Windows Internet Explorer x|

\:.:‘) Are you sure ol wank ko send this item to the site Recycle Bin?

Cancel |

Figure 121:First-Level Delete Confirmation

Please be aware that Recycle Bins exist on a per-site level. That is to say, SharePoint user Dave’s documents
that he deleted from a top-level site won't appear in the Recycle Bin for a subsite.

Accordingly, you can access that site’s Recycle Bin by using the Quick Launch navigation bar.

View All Site Content
Surveys

= Survey

Pictures

= Picture Library

Documents
= Shared Documents
» Marketing Documents

= Create Inventory
Feport

Lists

= Calendar

= Tasks

= Announcements

= Customer Contacts
Discussions

= Team Discussion

Sites
People and Groups

I 5] Recycle Bin

Figure 122:Locating the Recycle Bin on the Quick Launch Bar
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In the first-stage Recycle Bin Web form, a user can restore or delete items. Again, remember that each user
is provisioned his or her own “personal”Recycle Bin for each site in a site collection.

Team Site > Recycle Bin

Recycle Bin

Use this page to restore items that you have deleted from this site or to empty deleted items. Items that were deleted more than 30 day(s) ago will be
automatically emptied. To manage deleted items for the entire Site Collection go to the Site Collection Recyde Bin.

estore Selection x Delete Selection

[T Type MName

Original Location Created By Deleted 4 Size
- @] BB Form Letter.docx Marketing Documents PREPLOGIC\administrator 44262008 3:48 AM 73.7KB
[T @]  Annual Report.docx Marketing Documents PREPLOGIC \administrator 4/26/2003 3:43 AM 63.8KB

Figure 123: Accessing the Site-Level Recycle Bin

If you delete an item or items from the first-stage (user) Recycle Bin, you are prompted to confirm your choice:

Windows Internet Explorer

Figure 124: Confirmation of Deletion from the First-Stage Recycle Bin

Using the Second-Stage Recycle Bin

As previously stated, site collection administrators can navigate to the top-level site in a site collection

and click Site Actions > Site Settings > Site Collection Administration > Recycle Bin to access the
second-stage Bin.

Team Site Welcome PREPLOGIC \administrator +
gl Team Site
E Wiki  Blog  Meeting Workspace Site Actions ~
Team Site > Site Settings > Site Collection Recycle Bin
Site Collection Recycle Bin
Select 2 View Use this page to restore items that users have deleted from this site or to empty deleted items. Items that were deleted more than 30 day(s) ago wil be
= End user Recyde Bin automatically emptied.
items 7 x
™ Restore Selection Delete Selection
= Deleted from end user
Recyde Bin [ Type MName Criginal Location Deleted By Created By Deleted+ Size
[l @] Annual Report.docx  Marketing PREPLOGIC\administrator ~ PREPLOGIC\administrator ~ 4/26/2008 8:48 AM 63.8 KB
Documents

Figure 125:Viewing the Site Collection Recycle Bin
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You will see something a little bit different in the Site Collection Recycle Bin; namely, two special view
filters to help site collection administrators wade through what could become hundreds or thousands of
deleted items:

e Enduser Recycle Bin items: This view displays all items that currently exist in all users’ first-stage
Recycle Bins throughout the site collection.

o Deleted from end user Recycle Bin: This view displays only those items that have been deleted
from users'first-stage Recycle Bins.

Should you choose to select one or more deleted items and restore them, the items are restored to
their original location (that is, the location where the item or file existed before it was originally deleted
by the user).

Using Workflow

In general terms, a workflow can be thought of as an ordered sequence of tasks that produces a spe-
cific outcome. With respect to SharePoint, a workflow represents the passage of a document or list item
through a business process.

Workflows allow companies to automate tasks that would otherwise be difficult to manage. By default,
Windows SharePoint Services 3.0 ships with only one workflow: the Three-State workflow. On the other
hand, MOSS 2007 includes six additional out-of-the-box workflows besides the Three-State workflow that
it shares with WSS 3.0.These six workflows are:

e Approval

o Collect Feedback

e Collect Signatures

e Disposition Approval
e  Group Approval

e Translation Management

In SharePoint terminology, workflows are feature modules that can be installed at the following levels:

o Contenttype
e Library

o List

o Site collection

Therefore, the availability of a workflow depends on where the feature is activated in the
SharePoint infrastructure.

Incidentally, features are enabled and disabled at the site collection level:

o Site Collection Level: Settings > Site Collection Administration > Site collection features

o SiteLevel: Settings > Site Administration > Site features
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Team Site > Site Settings > Site Features

Site Collection Features

Name Status

Deactivate |

|’_ Three-state workflow
Use this workflow to track items in a list.

Figure 126: Managing Site-Level Features

Examining Workflow Availability

In WSS 3.0, the Three-State workflow is available by default in most list and library templates. Simply navi-
gate to the appropriate list or library,and click Settings > List Settings > Permissions and Management
> Workflow Settings to view the SSS Web form.

Team Site > Announcements > Settings > Workflow settings > Add or Change a Workflow

Add a Workflow: Announcements

Use this page to set up a workflow for this list.

Workflow Select a workflow template: Description:

Select a workflow to add to this list, If the Thre te WO Use this workflow to track items in a list.
workflow template you want does not appear,
contact your administrator to get it added to
your site collection or workspace.,

Hame Type a unique name for this workflow:

Type a name for this workflow. The name wil
be used to identify this workflow to users of

can select an existing task list or request that a
new task list be created,

History List

that a new history list be created.

Start Options
Specify how this workflow can be started.

this list.,
Task List Select a task list: Description:
Select a task list to use with this workflow. You |Ta.5|-cs LI Use the Tasks list to keep track of work that

you or your team needs to complete.

Select a history list: Description:
Select a history list to use with this workflow, | Warkflow Histary (new) x| Anew history list wil be created for use by
‘You can select an existing history list or request this workflow.

¥ Allow this workflow to be manually started by an authenticated user with Edit Items Permissians.

O Require Manage Lists Permissions to start the workfiow.

Figure 127:Creating a Workflow
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How the Three-State Workflow Works

The Three-State workflow is optimized for use in situations where a business needs to track a large volume
of issues or incidents. For instance, a SharePoint administrator could deploy a Three-State workflow to help
a corporate IT help desk department to track support incidents from users.

The Three-State workflow is intended for use with the built-in SharePoint Issue Tracking list. However,
a SharePoint information worker could use a Three-State workflow with any list that includes a Choice
column data type with three possible choice values.

Alternatively, a Three-State workflow could work with SharePoint document libraries for any Choice-based
metadata column.

When the workflow is initiated, SharePoint creates a task for the assigned workflow participant. At task
completion, the workflow participant updates the status of the task and potentially assigned to another
workflow participant.

Moreover, SharePoint supports e-mail notification to all workflow participants to denote the current status
of the workflow item.

Initiating a Workflow

Once a workflow has been linked to a SharePoint list or library, the workflow can be started either manu-
ally or automatically, depending on how the SharePoint administrator created the workflow.

1-800-418-6789

Start Options

Spedfy how this workflow can be started.
pedify ™ Require Manage Lists Permissions to start the workflow.

IT Start this workflow to approve publishing a major version of an item.

Start this workflow when a new item is created.

IT start this workflow when an item is changed.

¥ Allow this workflow to be manually started by an authenticated user with Edit Items Permissions.

Figure 128: Specifying Workflow Start Parameters
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To start a workflow manually, simply open the list or library item’s drop-down menu and select Workflows.

Team Site > Announcements

Announcements

Lze the Announcements list to post messages on the home page of your site.

Mew ~  Actions - Settings -

O Tite
Staff Changes

SharePoint Training Mext Tuesday

Get Started with Windows SharePoint Services!

@ X of 4l

View Ttem

Edit Item

Manage Permissions
Delete Item
Workflows

Alert Me

Figure 129:Initiating a Workflow

Start a New Workflow
Sample Warkflow
IIse this workflow to track items in a list.

Workflows

Ilarme Started

Select a workflow for more details on the current status or history.

Team Site = Announcements = SharePoint Training Mext Tuesday > Workflows

Workflows: SharePoint Training Next Tuesday

IUse this page to start a new workflow on the current item or to view the status of @ running or completed w

Enderd

Figure 130: Setting Workflow Properties
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Creating Custom Workflows

The implementation of Microsoft Windows Workflow Foundation (WF) in the .NET Framework 3.0 means
that SharePoint workflow is extensible. That is to say, site administrators or information workers have the
ability to build custom workflows that extend built-in workflows’ functionality or replace them outright.

Visual Studio 2005 Workflows

Those who develop Web applications by using .NET programming languages such as Visual Basic and
Visual C# can use the Visual Studio 2005 tools to create workflows and install them as features at the site
collection level. This approach to workflow creation requires that developers install the Microsoft Visual
Studio 2005 Extensions for Windows Workflow Foundation in their development environments.

Efle  Edb  Mew Project Buld [Debug  Captags Workflow Data  Format Jools  Window  Comenuniby  Help

- B % A9 -] b oo pl el S
FEE T | Virifow.cs* Workflowdcur | Defak s | Star e | s
"= Captaris Warkdlow &3
& Fointer [ % =] reofauk asp Z‘
+1 Windaws Task H = (] CoptarisWorkfow1 |
o Expense Claim Workflow b e
tam Task El- (i References
g # e [ 1 " 1+ i3 Coptaris. Workflow. Cammen
Subipr f -« Captaris. WorkFlove Custombcti
3 Weh Task | 3 System
& Link T i p= (2 System, Data o
o RewoekLink B Fon |bction [ «i3 Sysbom, Drawing |
ol 5 gﬁm.‘wm-porms |
. | 3 System. ¥l
12w SendEmal | T4 Tasmrlaba fickinne (Ffica _|;‘
el 1 =1 | =
T EhareReRE ke (i) Aporava? Fnance
g
SAe Do Estimation 0 -
7] schedue Meeting Farecolor Il Glack
2 send Email 1 2
B setup Contact Imageld -25
3] setup Joumel Trutructicn
m 5 hlate [ Location 119,105
B LogFont Microsoft Sans Serll
Wﬁ P Mame: Task2
T msT— s sarmal
S mTalle et Ll T
e ———————— Responsbiald =1
m
ol — ResponsbieTextColo [l Black
[ ResponsbleTexdFort Microsolt Sans Seril
Th";‘;‘:m&mw& ResponshlaTextPosk Mone
i £ ta the toobo, Shape rectangle
[ Size 140, 65 =l
-
2l | Ty Mame
Muame of the task.
2] Commen 2] SandCmadls
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Ttemi(s) Saved A

Figure 131:Creating a Custom Workflow in Visual Studio 2005
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SharePoint Designer Workflows

Information workers can use Microsoft Office SharePoint Designer 2007 to build workflows that require
no .NET coding knowledge. However, building workflows by using SharePoint Designer 2007 does have an
Achilles heel, namely, SharePoint Designer workflow templates have the following limitations:

SharePoint Designer workflows can be attached only to lists or libraries directly; attaching the
SharePoint Designer workflow to a content type or directly to the Site Collection Workflow Gal-
lery is not supported.

SharePoint Designer workflows include a default list of workflow activities; these activities can be
customized but not deleted. Moreover, new activities cannot be added to the default activities list.

 Edt e lneert Fgrmet Iook Tadle ke

st - Mivrosolk Dific

Databiws  TackFPanes  Mircew Leb

Y R - | i i I
—'—ﬁ'— paner - Workfow 1 e
Fobdes Lest ald T L pax o ®,
3 hempifmess ibwareinc.comls | [ : S
y | :
D e . Define your new workflow o=
Bl D) _pebate i o :
£ imeges i dspans :
& ) Lets | Choase the typs of woridios and the condftons Lnder which this new morflow shodd . ek :
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: ﬁ g::x":“w five: [ | b e o idelif e v kBone | [ {1k e :
B 8y werdinss WEHEIE | wihat harepaint st should this wardisw be attached to? { odioea b e ]
# 6 Forms Arnounzements - . LByﬂ'a:Eni'I'lg'gvhwkﬂo:;h a | [
m g Lg:-g;wm};: A A For n the workflow for HemsinthatLst | | |y Conlrals
G} defank. o |- [ aliow sis vorkfow: s be marualy started from an frem |+ Thesterteptions efectben the | | [Advaed Suten ]
B coerseeRemuestram i ) oriealystat i workfow whin 8 nim it craaied | gt barnTor s D Dt B :
4] - i 7 s start this weerkfiow whereeer anitem i chanasd R ‘ﬁé‘
TapProperties L | codh here for more el b Sty o.x
f Tag Properties 155 Properies © | Serkes “Herage S, X
ErE oo [
Hat tiach Stpke shest,
fct £S5 style to apphy=
aaz] EA | 1
= 'EE jnmm%m T foperi= SoHavgstion B Hyoerirks | I |
| S o e e R [

Figure 132: Creating a Custom Workflow in SharePoint Designer 2007
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Branding a WSS 3.0 Site

In SharePoint nomenclature, branding refers to customizing the “look and feel” of a portal site to conform
to corporate logos, colors, fonts, and graphics. The good news is that SharePoint provides administrators
with a great deal of flexibility in branding our sites.The bad news is that customizing the pages them-
selves is tricky as all get out.

Changing the Site Title and Icon

First the easy stuff.We should talk for a moment about the so-called “12 Hive.”This is the affectionate term
for the following (default) directory path on your SharePoint server: C:\Program Files\Common Files\
Microsoft Shared\Web Server Extensions\12.

& C:Program Files',Common Files'Microsoft Shared'web server extensions’ 12 = |EI|£|
File Edit ‘iew Favorites Tools  Help | ",r
QBack - & - (T | ) sgarch [~ Folders | & (3 X ) | -
Address |E| C:YProgram FilestCommen Files\Microsaft Sharediweb server extensions| 12 j = [
ACMISAPT BIM COMFIG [Data HCCab Help ISAPI [Lelen
Resources |
|1E| objects 0 bytes | :; My Compuker v

Figure 133:The SharePoint“12 Hive”

You would be well-advised to create a desktop shortcut to the 12 Hive, because you will access it
frequently whenever you customize your sites. Among other things, the 12 Hive contains your out-of-the-
box template files and all graphic image assets in your site.

You should manually copy custom logo files and the like to the 12\Template\lmages folder for later use.
The default site title and icon are pretty darned “vanilla,” wouldn’t you agree?

Team Site

@l Team Site
Wiki Blog  Meeting Workspace

Figure 134: SharePoint Site Title, Icon,and Top Link Bar
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Let’s spice things up a bit. From the top-level site in your site collection, click Site Actions > Site Settings
> Look and Feel > Title, description, and icon.

Team Site = Site Settings > Title, Description, and Icon

Title, Description, and Icon

Title and Description

Type a title and description for your Web site. The title is displayed on each
page in the site, The description is displayed on the home page.

Title:

IPrepIogic Training Portal

Description:
A SharePoint site for the rest of us... ;I
=
Logo URL and Description URL:
Associate a logo with this site by entering the URL to an image file. Add an http://moss01/_layoutsfimages/icon.pn
optional description for the image. Mote: If the file location has a local I I'Ckph B 2l il
relative address, for example, /_layouts/images/logo.gif, you must copy Click here to test
the graphics file to that location on each front-end Web server, Enter a description {used as alternative text for the picture):
Logo image ﬂ
=

Figure 135:Setting a Site Title and Icon

The“biggie” here is to determine the proper URL to your logo image. If you stowed the custom logo
image in the 12\Templates\Images folder, then your URL path will be http://servername/_layouts/
images/imagename.ext.

Preplogic Training Portal

i-* Preplogic Training Portal

E Wiki  Blog = Meeting Workspace

Figure 136:The Customized Global Navigation
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Applying Themes

Themes are “one-click” color customizations for your SharePoint sites. Note that themes must be applied
on a per-site basis, not a per-site collection basis. Note also that it is challenging (to say the least) to build
and deploy your own from-scratch themes.

To apply a theme to a SharePoint site, click collection, and select Site Actions > Site Settings > Look and
Feel > Site theme.

Preplogic Training Portal > Site Settings = Site Theme

Site Theme

Use this page to change the fonts and color scheme for your site. Applying a theme does not affect your site's layout, and will not change any pages that
have been individually themed.

Select a Theme

Belltown
Breeze
Cardinal
Citrus

Classic
Default Theme
Granite

Jet

Lacquer
Lichen

Petal
Flastic
Reflector
Simple
Werdant
Vintage
Wheat

Preview

Apply I Cancel

Figure 137:Changing the Theme of a SharePoint Site
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f_’_.'_ Home - Preplogic Training Portal - Windows Internet Explorer

==l x|

g@ - |g, http: ffmoss01 fdef ault, aspx

j |£| |z| ILivs Search

28

File Edit View Favorites Tools Help

oG E.'El '| {& Home - Preplogic Training.., X | 1€ web Application General Set... | |

3~ B - o= - Page - () Tools v &

Preplogic Training Portal
¥-% Preplogic Training Portal

W Wiki ‘ Blog | Meeting Workspace |

Welcome PREPLOGIC\administrator ~ | 1=

[This site =] | P

Site Actions ~

s dat=Caiznt A SharePoint site for the rest of us...

Announcements -
Staff Changes 4/24/2008 11:29 AM ‘.ﬂ |
by PREPLOGIC \administratar ' j |
Katie is no longer with us, effective immediately. Thank you. VR
Windows
SharePoint Training Next Tuesday 4/24/2008 11:23 AM SharePoint Services
by PREPLOGIC \administrator
conference room 1. Be there or be square!
Links b
[ Add new announcement

Calend

There are currently no faverite links to
display. To add a new link, dick “Add
new link” below,

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

= Add new event

IDone

T T T T S olinane:

& Add new link

o

[®10%e - 4

Figure 138: A Themed SharePoint Site

Looking good! Incidentally, if you decide you want to revert a site’s theme to factory-default settings,
revisit the Site Theme Web form and select the Default Theme theme.

Customizing the Top Link Bar

Recall that the Top Link bar provides global navigation for all sites within a site collection.To customize the
Top Link bar, click Site Actions > Site Settings > Look and Feel > Top link bar.

Preplegic Training Portal > Site Settings = Top Link Bar

Top Link Bar

Use this page to spedify the links that appear in the top link bar of the site.

|F='i New Link | [EbChange Order

@ Home
52 wiki
[E# Blog

E?E' Meeting Workspace

Figure 139: Customizing the Top Link Bar
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Customizing the Top Link bar in WSS 3.0 is much more straightforward than it is in MOSS 2007.The down-
side is that MOSS offers us much greater control over the links in the Top Link bar.In MOSS, for example,

we can make the Top Link bar links drop-down menus in order to better organize global navigation and to
save screen real estate.

Customizing the Quick Launch Bar

From the Look and Feel section of Site Settings, click Quick Launch to customize the section titles and
links on the site’s Quick Launch bar.

Preplogic Training Fortal = Site Settings > Quick Launch

Quick Launch

IUse this page to change the links and headings in the Quick Launch,

‘E. New Link | = New Heading | b change order

f_:a Surveys

E Survey

[_za Pictures
f; Picture Library

[_:; Documents
E Shared Documents
@ Marketing Documents
i_:; Create Inventory Report

4 usts
E Calendar
E Tasks

i:a Announcements

E Customer Contacts

Figure 140: Customizing the Quick Launch Bar

Again, the headings here denote the section titles in the Quick Launch, and the links refer to the hyper-
links that exist underneath each heading. Note that you can link to any resource from the Quick Launch
bar, be it a SharePoint resource, Internet resource, or something else.
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Freplogic Training Portal > Site Settings > Quick Launch > New Link

New Link

URL Type the Web address:
|http:waw.preplogic.com

Type the description:

|PrepL0gic Web Site

Heading -
Sites hat

OK Cancel

Figure 141: Adding a Link to the Quick Launch Bar

Customizing Master Pages and Content Pages

This is where the SharePoint customization can get really complex. Recall that the Top Link bar and
Quick Launch bar comprise what is called the master page; a master page can be thought of as (largely)

static content.

The main part of a page (where the action takes place) is more dynamic; this is referred to as a content
page. A Web Part page is an example of a content page.

You can use Microsoft Office SharePoint Designer 2007 to customize master pages and content pages.

In a nutshell, master page customization works like this: unless you customize a master page, you are
working from the factory default.master page stored in the path 12\Template\Global. If you do custom-
ize your master page, then the customized default.master page gets stowed in the SQL database and the
factory default remains in the file system. Are you with me so far?

The good news with this regime is that you can always revert your master page to the OOB default if you

mess something up.
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The Master Page Gallery

Click Site Settings > Galleries > Master pages to view the Master Page Gallery for the site collection.
So long as you have SharePoint Designer (SPD) 2007 installed on your system, you will see an Edit in
Microsoft Office SharePoint Designer option in the master page’s drop-down menu.

&
A

Preplogic Training Portal
=% Preplogic Training Portal

E Wiki ~ Blog  Meeting Workspace

Welcome PREPLOGIC \administrator = | @ u

|Thi5 List x| | Pl

Site Actions ~

(=

Preplogic Training Portal > Master Page Gallery

Master Page Gallery

Surveys
= Survey

Pictures

Wiew Al Site Content

Use the master page gallery to store master pages. The master pages in this gallery are available to this site and any sites underneath it.

New ~ Upload =  Actions ~ Settings ~

view: All Master Pages ~

Name Modified

@J default.master ~ | 4f20/2008 12:55FM

= Picture Librar

Documents
= Shared Docuj
= Marketing Dy

= Create Inve
Report

Lists
= Calendar
= Tasks

= Announceme]

il

43
=l
X
L
_;]

Wiew Properties

Edit Properties

Manage Permissions

Edit in Microsoft Office SharePoint Designer
Delete {b
Send To 3
Check Qut

Wersion History

Alert Me

) Modified By _) Checked Out To

PREPLOGIC \administrator

Figure 142:The Master Page Gallery
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o0ss01/_catalogs/masterpage/default.master - Microsoft Office SharePoint Designer

. Fle Edit Miew Insett Format  Tools

Customizing Master Pages with SPD 2007

Believe me, master page customization is a huge topic. It is far outside the scope of this Exam Manual to do
anything beyond getting you started with the bare essentials.

Table Site DataView TaskPanes Window  Help

HRRAT=R ™ N T

-] [(DeFault Fori)

~|[{Default Size)

Jv-t- B 1 U|=

Once you have opened a master page from inside SharePoint, or have connected to the site from

within SharePoint Designer by using the File > Open Site command, you need to get your bearings
in the application.

=1 x|

Type a guestion For help =

Folder List 41 O X ||[[@ Webste |[default.master

(5 htkp:/fmass01
(&l blog
mworkspace
[l wiki

5 5 _ratalogs
|3 Ik (List Template Gallery)
= 23] masterpage (Master Page Gallery)

15 Forms
E=3 def ault. master

{111 users (User Information List)
(23] wp (web Part Gallery)
|13 wk {Site Template Gallery)
T s
I _private

o x

=] [ ooty o]

-

Preplogic Training Portal

m' wiki | Blog  Meeting Workspace

Welcome PREPLOGIC administrator <2

Preplogic Training Portal [his itz ]

Preplogic Training Portal = Master Page Gallery =

Wiz All Site Content

4

[ atomicselection
[ autocomplete

Tag Properties [m-4
Tag Properties \(CSS Properties X S
-
EE o |
<form> Pictures
=l Attributes = = Picture Library
[#f acceptcharset
5 accesskey Documents
[#& action = Shared Documents

= Matketing Documents

—4 || = Create Inventory

#f dass Report i .
[#H contenteditable 5 - @ ms-alignleft
g dir ~ | [BDesign| B spiit Fcode | | | » =

|Z|E|

= Horizontal Line
|8 1mage
EE tmine Frame
E[ Layer
97 Paragraph
[=| Form Controls
lssg] Advanced Button b
Apply Styles (m]
Apply Styles ~Manage Styles

Al attach Style Sheet. ..

|r x| x

Select €SS style to apply:

Clear Styles
[= core.css - <SharePoint:cs

@ ms-alphaimage

[ [ 1 | |visual aids: on [Style Application: Aute [212k8 quirks [451x 453 6 [css 2,

Figure 143:The SPD 2007 Interface
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The first thing | want you to examine is the Folder List pane.The default.master master page (as well
as any additional master pages you might have deployed) can be found in the folder list under
_catalogs\masterpage:

Folder List Ll B

[ blog

(& rworkspace

[ wilsj
B I _catalogs

23] Ik iList Template Gallery)

=] A masterpage (Master Page Gallery)

| Farms
22 default.master

(1] users {User Information Lisk)

L&) wp (Web Part Gallery)

&) wik (Sike Template Gallery)
I _cts
|

|5 httpsfmossil -

o

Figure 144:Locating a Master Page

The next thing I would like you to do is expose the Master Page toolbar by clicking View > Toolbars >
Master Page. The Master Page toolbar allows you one-click access to all of the content placeholder on

the master page.

PlaceHolderBodyAreaClass -

PlaceHolderBodyLeftBarder
PlaceHolderBodyRightMargin o

PlaceHolderZalendariavigakor
PlaceHolderFormDigest

PlareHolderGlobalkavigation
PlaceHolderGlobalkavigationSiteMap
PlaceHolderHorizonkalMay
PlaceHolderLeftActions
PlaceHolderLeftMavBar
PlaceHolderLeftMavBarBorder
PlaceHolderLefthavBarDataSource LI

Figure 145:Finding Content Placeholders
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Finally, right-click anywhere in the master page and select Manage Microsoft ASP.NET Content Regions.

|& Web Site || default.master

E |{td.ms-hadyareaframe>|I<asp:Cn tentPlareH. .. #PlarsHnlderains |

Cuk
Preplogic Training Portal # mE
v . o 3 Copy
J=1" Preplogic Training Por _
Y [ Paste
Blog  Meeting Work)
= Delete
Preplogic T
] Select
Moadify

COpen Page in Mew Window

X

[l
istrakor - | =
I )

Site Actions ~

PlaceHold

Manage Microsoft ASP.MET Conlf.gnt Regions. ..

Yiew All Sike Content

SUrveys

by

Cell Properties. ..
Table Properties, ..
Page Properties. ..

Properties

= Supvey

Pictures

= Picture Library

Documents
= Shared Documents

® Marketing Documents

= Create Inventory
mmDesign|E|Split EliCode | 4

Figure 146: Accessing Content Regions

Manage Content Regions

Region name:

PlaceHolderHorizontal

Other regions on this page:

Marne |

Reqion kype =

PlaceHolder additionalPageHead
PlaceHolderGlobalavigation
PlaceHalderGlobalMavigationSitaMap
PlaceHolder siteMame
PlaceHolderSearcharea

PlaceHolder TophlavBar

4

{none)

(none)
(none)
{rone)

{none)

{none) -
| _>l_I

Renanie I Edit Region Tvpe. .. Rermove

| Go To |

Close |

Figure 147:Navigating to Master Page Content Regions
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Knowing which content region (placeholder) you want to modify is essential to successful SharePoint
master page customization.You should also know a thing or two about Cascading Style Sheets (CSS)
because CSS is how formats are stored and applied in SharePoint.

The final thing we will look at with regard to SharePoint master page customization is how to revert a
customized master page back to its original site definition.

Once you have saved at least one change to the master page, recall that the file is now stored in the SQL
database instead of in the 12 Hive. SharePoint Designer displays customized files differently from those

that have not been customized:

= I _catalogs

oz

default, master

L3 Ik (List Ternplate Gallery)
= ] masterpage (Master Page Gallery)
|=) Farms

Figure 148: A Customized Master Page

Right-click the customized page and select Reset to Site Definition from the context menu to discard your

customizations and overwrite the file with the factory-default copy from the 12 Hive.

Folder List

@

[T http:ffmoss01
(48 blog
(48l mworkspace
[l vk

= £ _rakalogs
) Ik {List Te
= ] masterps

\fg Check out

Version History. ..

|5 Farm

Reset to Site Definition

028
_.ﬂusel%
[ 3] wp (el
& 3] wk (Sike 1

o E= ok

Tag Properties

Tag Properties QS_

B

<sharepoint:dailycal

1= Accessibility
Accesskey
TablIndex

|=| Appearance
BackColor
BorderColor x
BorderStyle
BorderWidth
CssClass

B e

&

-

Open
Open 'With

Open in Mew Window

Mew From Masker Page

Cut

Copy

Renamne

Delete

Publish Selected Files. ..

Don't Publish

Properties. ..

¥

3

Figure 149: Resetting the Master Page
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Site Definition Page Warning _ |
'j Resetting ko the sike definition will replace the contents of this
L

! page with the original conkents From the site definition, A
backup copyw of the current page will be created in the same
Folder,

Are wou sure you want ko do Ehis?

about SharePoink site definitions

Mo |

Figure 150: Confirming the Master Page Reset

Managing WSS 3.0 Backup and Restore

The good news is that WSS 3.0 and MOSS 2007 have a built-in backup tool that allows you to back up your
SharePoint data seamlessly. The bad news is that the OOB solution isn't that flexible.

Remember that SharePoint stores data in many different places: SQL Server, the file system, and the IIS
metabase being three chief locations.The built-in backup tool allows farm administrators to back up all or
part of a farm without forcing you to perform manual backups of your SQL databases and keeping all of
those dependencies straight.

The“bad news" | am referring to is that (a) you cannot back up and restore individual objects, such as
document libraries, and (b) there is no built-in scheduling capability in the built-in backup tools.

Taking a SharePoint Backup

To take a backup, visit Central Administration and navigate to Operations > Backup and Restore >
Perform a backup.

Backup and Restore

& Perform a backup
8 Backup and restaore history
8 Restore from backup

B Backup and restore job status

Figure 151:Backup and Restore Administrative Links
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Central Administration > Operations > Perform a Backup

provide a path for backup history location.

I Continue to Backup Options /D\.-‘iew History

Select  Component
O SFarm

SharePoint_Config_b3055ed7-d7e2-44de-3096-F128da%a66c

O @ Windows SharePoint Services Web Application
O (= SharePaint - 30
O WS5_Content

D WSS_Administration
= web Application

1

cf2ce8d8eddd
- @ Windows SharePoint Services Search

= Search instance
WSS_Search_MOSS01

SharePoint_AdminContent_b4b7d4da-ba43-46f4-9625-

Perform a Backup - Step 1 of 2: Select Component to Backup

Select the items you want to backup now. To start a backup, dick Continue to Backup Options, To see a list of previous badkups, dick View History and

Type

Farm

Configuration Database

Windows SharePaint Services
Web Application

Web Application
Content Database
Central Administration
Web Application

Content Database

Index files and Databases

Index files on MOS5501
Search database for MOS501

Description
Content and configuration data for the
entire server farm.
Configuration data for the entire server
farm.

Collection of Web Applications

Content and configuration data for this
Web application.

Content for the Web Application.
Collection of Web Applications

Content and configuration data for this
Web application.

Content for the Web Application.

Search instances for Windows SharePoint
Services

Search index files on the search server
Search database for the search server

Figure 152:Performing a SharePoint Backup

In the Perform a Backup - Step 1 of 2: Select Component to Backup dialog, you can simply check which
components you want to manually back up. Note that you can only back up to the Web application level;
that is, the SharePoint native backup tool will not let you back up a single site collection or an individual

list or library.

Use this page to configure a backup job.

Backup Content
Spedify content to indude in the badkup.

Type of Backup
Spedify which type of backup to start:

» Full - backs up the selected content with all history.
» Differential - backs up all changes to the selected content since
the last full backup.

Backup File Location

Specify where to store the backup files. Each backup job is stored in a
separate subdirectory at the location you specify, and each objectis
backed up to an individual file in that subdirectory. Learn about badkup
locations.

Central Administration > Operations > Perform a Backup > Start Backup - Step 2 of 2: Select Backup Options

Start Backup - Step 2 of 2: Select Backup Options

Backup the following component:
Farm\Windows SharePoint Services Web Application'SharePoint - 80 ~

Type of backup:
& Ful

' Differential

Backup location:

|\\m05501\bacl-cup
Example: \\backupsharePoint

Estimated Disk Space Required: 17.44 MB.

OK Cancel

Figure 153:Performing a SharePoint Backup
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SharePoint native backup supports two backup types:

o  Full: Backs up all selected components

« Differential: Backs up all selected components that have been modified since the last full backup

In order for your SharePoint backups to be as accessible as possible, be sure to specify a Universal Naming
Convention (UNC) path in the Backup location: text box.

Central Administration > Operations > Backup and Restore Job Status

Backup and Restore Status

|Jse this page to view the backup or restore job status,

(£ refresh /O'\.Fiew History

Backup

Requested By PREPLOGIC\Administrator

Fhase Completed

Start Time 4/27/2008 9:37 AM

Finish Time 4/27/2008 9:37 AM

Top Component  Farm\Windows SharePoint Services Web Application\SharePaint - 80
Backup ID e12d53da-64f2-435f-a99%e-4225538basec

Directory Vmoss01\backupspbrioo1y

Backup Method ~ Full

Warnings 0

Errors 0

Figure 154: Checking the Status of a Backup Job

SharePoint backups run under the auspices of the SharePoint Timer service. The service account that you
have associated with the Timer service should be chosen carefully for security reasons.
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You can always check on Timer jobs by navigating in CA to Operations > Global Configuration >

Timer job status.

Central Administration > Operations > Timer Job Status

Timer Job Status

Job Title Server

Config Refresh MO5501
Database Statistics MOSs01
Immediate Alerts MOS5s01
SharePoint Services Search Refresh MOs501
Windows SharePoint Services Incoming E-Mail MO5501
Windows SharePoint Services Update Distribution List Status MOS5501
Workflow MOS5s01
Workflow Auto Cleanup MOs5501
Workflow Failover MO5501

Status

Succeeded
Succeeded
Succeeded
Succeeded
Succeeded
Succeeded
Succeeded
Succeeded

Succeeded

Progress
100%
100%
100%
100%
100%
100%
100%
100%
100%

View:

Al '

Started

4/27/2008 9:53 AM
4262008 10:15PM
4272008 9:55 AM
4272008 9:55 AM
4/27/2008 9:53 AM
4272008 9:55 AM
4272008 9:55 AM
4/26/2008 11:38 PM
4/27/2008 9:45 AM

Figure 155:Viewing Timer Job Status in Central Administration

Performing a Restore

As the systems administration adage states,”A good backup is only as good as its ability to be successfully

restored.” Let’s view our backup history and then perform a trial restore in SharePoint.

To view backup history data, navigate to Operations > Backup and Restore > Backup and restore

history in Central Administration.

Central Administration > Qperations > Backup and Restore History

Backup and Restore History

Use this page to manage the history logs for backup and restore operations.

Results 1-2 of 2 jobs.

P Continue Restore Process | [ Change Directory

Select Type Method Top Component Start Time Finish Time Failure Message
C Backup  Full Farm\Windows SharePoint Services Web Application\SharePoint - 80 4272008 9:37 AM  4/27/2008 9:37 AM
O Backup Full Farm\Windows SharePoint Services Web Application\SharePoint - 80 4/26/2008 11:38 PM  4/26/2008 11:38 PM

Figure 156:Viewing Backup and Restore History

Note that we can initiate a restore process directly from the Backup and Restore History dialog by
selecting a backup set from the list and then clicking Continue Restore Process.

Alternatively, we could just click Operations > Backup and Restore > Restore from Backup in CA to

restore some or all of our SharePoint farm.
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When we restore, we first point to where our backup sets are stored:

Central Administration > QOperations > Restore from Backup

Restore from Backup - Step 1 of 4: Select Backup Location
Lse this page to restore from a backup.

Backup File Location Backup location:

Specify the location of the backup files.

I\\n‘l oss01\backup
Example: \\backup\sharePoint

oK Cancel

Figure 157:Initiating a Restore Operation

Next, we select a backup set to restore.

Central Administration = Operations > Backup and Restore History
Restore from Backup - Step 2 of 4: Select Backup to Restore

Use this page to manage the history logs for backup and restore operations.
Results 1-2 of 2 jobs.

P Continue Restore Process | [ Change Directory

Select Type Method Top Component

Start Time Finish Time
i Backup  Full i

Failure Message

int-80  4/27/2008 9:37 AM  4/27/2008 9:37 AM
i Backup  Full Farm\Windows SharePoint Services Web Application\SharePoint - 80 4/25/2008 11:33PM  4/256/2008 11:38 FM

Figure 158: Selecting a Backup Set
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In Step 3 we select which portion(s) of the backup package we want to restore.

Central Administration > Operations > Backup and Restore History > Restore from Backup

Restore from Backup - Step 3 of 4: Select Component to Restore

Select the components to restore.

can see the associated error message under the Backup Failure Message heading.
Note: The configuration database and central administration content database cannot be restored through this user interface.

backup file that contains all companents, dick Select a Different Backup Package.

I Continue Restore Process /OSEIECt a Different Backup Package

If a component is listed, but cannot be selected, itis either because the backup does not contain the component or there was an error during the badkup. You

To continue with the restoration process, and restore only the components available in the backup, dick Continue Restore Process. To select a different

Select  Component Type Backup Failure Message
EFarm Farm
SharePoint_Config_b3055ed7-d7e2-44de-5096-ff128da%as6c Configuration Database
@ Windows SharePoint Services Web Application \ﬂa’lnc_low_s SharePoint Services Web
Application
v =) SharePaint - 80 Web Application
v WSS_Content Content Database
BEWwWss_Administration Central Administration
[@Web Application Web Application
SharePoint_AdminContent_b4b7d4da-ba43-46f4-5625-cf2ce8die8ddContent Database
= Windows SharePoint Services Search Index files and Databases
3 Search instance Index files on MOS501
WSS _Search_MOS501 Search database for MOSS01

Figure 159: Performing a SharePoint Restore

In my opinion, Step 4 is the most important step in the SharePoint restore process.

Central Administration > Operations = Backup and Restore History > Restore from Backup

Restore from Backup - Step 4 of 4: Select Restore Options
Use this page to specify options for restoring from a backup. Learn about restoring from backups.

clear text. For more information, contact your administrator.

Restore Component Restore the following content:

different component.

Restore Options Type of restore:
To keep the same web application and database server names as used in & New confi i
the backup farm, choose 'same configuration’. To restore to new EXiciGiEa

configuration with new machine names, web applications and database

) de ' 5ame configuration
servers, choose ‘new configuration’,

New Names

Warning: this page is not encrypted for secure communication. User names, passwords, and any other information will be sent in

Select the spedific content to be restored. Click Change to select a Farm\Windows SharePoint Services Web Application\SharePaint - 80 ~

Farm\WWindows SharePoint Services Web Application\SharePaint - 80

If you chose to create copies for the restored content, specify the web L -
application URL and name, the database server name, file location on the Mew web application URL:Ihttp_Hmnss[]ﬂ

; and the new for the new datab . L -
salpntietnet e blaatc ot b New web application namE:ISharePDmt -80

\WSS_Content

Farm\Windows SharePoint Services Web Application\shareFoint - 80

Mew databasze server narne:IMOSSUﬂMicrosoﬁ##SSE

New directory name:|C:\WINDOWS\SYSMSIS

Figure 160: Performing a SharePoint Restore
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In particular, the Type of restore choice asks whether we are restoring to the component’s original loca-
tion (overwriting the data that already exists on the server) or to a new configuration. Restoring to a new
configuration means we restore to an alternate, perhaps a Q/A or development environment.This is really
the only way to go to restore, say, an individual file that was permanently deleted from a document library.
A solid third-party SharePoint backup and restore solution that does give you lots of flexibility is DocAve.

Automating SharePoint Backup

As | said earlier, the Central Administration interface offers no automation with regard to performing regu-
lar SharePoint backups. However, we can leverage the following two tools in order to configure automated
backups anyway:

e  STSADM.EXE:This is the command-line interface for SharePoint.
o Windows Task Scheduler: This is an OS-level service that is used to automate processes.
One additional thing about using STSADM.EXE that’s cool is that you can back up a site collection with

it; recall that you can only back up to the Web application level using the CA backup tool. STSADM.EXE is
located in your 12 Hive under 12\BIN:

@ C:'.Program Files,Common Files,Microsoft Shared'web server extensions’ 124B5IN =10l =l

File  Edit %iew Fawvorites Tools Help | -:,'
Qback - ) - (T | ) Search [ Falders | & 3 X ) | -

Address IE] C:\Program FileshCommon Files\Microsoft Sharediweb server extensionsi1 2481 j Go

Mame = | Size | Type | Date Modified | Attributes | ;I
[owsTimMER EXE S7KE  application 8/25/2007 5:01 PM A

EF‘RESCF\N.EXE 102 KB Application 8/25/2007 §:00 PM A

lk@-:‘F‘SCOI'\IFIG.EXE 566 KB Application 10/23/2007 8:57 AM A

rlE;‘|:uscc:nl’igui.e><e 806 KB Application 10/23/2007 8:57 AM A

Lﬂ query.dil G3 KB Application Extension  &/24/2007 4,55 AM A

spanishdict, bzt 859 KB Text Document 1/6§2004 4:31 PM a

[T sPwrITER.EXE 3B KE  Application 8/25/2007 5§:01 PM a

S14KE  Application 10/23/2007 8:57 &AM A

[Fstscra.ExE 15KE Application 1182006 7:33 PM A

L’-'-«fj STSMMC.DLL 93 KB Application Extension  8/25/2007 5:00 FM &

= STSPRTIDAML FGKE  sML Document 9f30/2006 1:17 AM A

| %] sTSwWEL.DLL 1,586 KB Application Extension  11/15/2007 3:28 &M A

L’-ﬂ tguery.dil 2,252 KB Application Extension  10/24/2007 4:52 PM A

m [ R PP SR L T N Y R PP g e 1 U il AMAE INhnE &M Rk - LI
|Descri|3ti0n: Windows SharePoint Services adminiskration bool Companys Microsaft Corporation File |513 KE | 5] My Compuker 4

Figure 161:Locating the STSADM.EXE Tool

Therefore, unless you have added the 12 Hive to your search path (a good idea), you have to navigate to
the appropriate file path every time you want to run STSADM.EXE, whether you do so interactively or in a
shell script.

Consult SharePoint online help for information on STSADM.EXE syntax; the syntax is pretty straightforward.
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To schedule SharePoint backups, here is the two-step process:

1. Create a DOS shell script in which you list one or more STSADM.EXE statements to perform your
backup(s). (Use the .CMD extension instead of the .BAT extension to ensure that the script is run
by the 32-bit CMD.EXE instead of the 16-bit COMMAND.COM program.)

2. Create a recurring task by using the Windows Task Scheduler on your target server to run the
shell script on a schedule.

Scheduled Task Wizard E x|

Type a name for thiz tazk. The tazk name can be
the same name as the program name.

IShareF"Dint Backup

Perfarm this tazk:

f* Daily

T~ Weeklp

" Monthly

" One time only

™ When my computer starts
" When| log on

< Back I Memt » I Cancel

Figure 162: Creating a Scheduled Task to Automate SharePoint Backup
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Monitoring Windows SharePoint Services 3.0

Let’s look at how we can leverage Windows and SharePoint built-in tools for tuning and
troubleshooting SharePoint.

Using Windows Performance Monitor

Windows Performance Monitor, or Perfmon as it is sometimes called, is an excellent tool for both real-time
and logged system performance analysis. On SharePoint servers, Perfmon offers excellent objects and
counters that we can leverage to “put our fingers on the pulse” of our SharePoint server computers.

We can open Performance Monitor in Windows Server 2003 from the Administrative Tools folder.

[ Performance o ] 4 |
@ Eile  Action Yiew Favorites ‘Window Help | _|E|i|
« > |am|2
. N EE I EFE R EERIEEEEE]
DYy 2 Monitar
E»ﬁ Performance Logs and Alerts 100
Counter Logs H
a0
Trace Logs
Blerts an
70
&0
S0
40
30
20
10 hz
u]
Last | 0.000 Average | 23,858 Minimur | 0.000
Maximurn | 123,529  Duration | 1:40
Calar I Scale I Counter I Instance | Parenk | Ohiject | Computer I
1.000 Pages)sec -—- - Memary  \\MOSS01
100.... Awg. Disk Qu... _Total --- Physic... 11M0S501
1.000 %% Processor.., _Total - Proces... \\MO3301

Figure 163: Using Windows Performance Monitor

Performance Monitor allows us to examine non-logged data in real time, as well as to load previously
recorded log files. The Counter Logs feature enables us to record activity over time and then analyze that
data by using either Perfmon or another tool such as Microsoft Excel.

Click the Add button to load some performance counters.
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Add Counters

g

" Use Jocal computer counters

& Select counters from computer:

[MMOSS01

Performance object:

~

I Processor
Al counters

" Select counters fram list:

= Allinstances

' Select instances from list

% L2 Time

[
% C3 Time J 0

ZDPC Time

% Idle Time
Interrupt Time
ivilzged Time

td Evplain |

LClaze |

Figure 164: Adding Performance Counters

So as not to skew data on the target SharePoint server, best practice dictates that we run the performance
logging from a remote system. (Use the Select counters from computer option and specify the UNC path

to the target server.)

When you load performance counters, you should first understand what the relevant terminology is:

e  Object: A collection of counters specific to a particular subsystem

e Counter: An individual meter
Instance: Allows counters to be focused further (on a specific CPU or logical disk partition,
for instance)
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Diagnostic Logging
To configure diagnostic logging in SharePoint, log into Central Administration and navigate to
Operations > Logging and Reporting > Diagnostic logging.

Event Throttling Select a category

Use these settings to control the severity of events captured in the I LI
Windows event log and the trace logs. As the severity decreases, the
number of events logged will increase.

Least critical event to report to the event log
I jv

You can change the settings for any single category, or for all categories. =
Updating all categories will lose the changes to individual categories. Least critical event to report to the trace log

-

Trace Log Path

If you enabled tracing you may want the trace log to go to a certain
location. Mote: The location you specify must exist on all servers in the

|C:\Program Files\Comman Files\Micros

farm.

Additionally, you may set the maximum number of log files to maintain, and
how long to capture events to a single log file. Learn about using the trace

Example: C:'Program Files\Common Files\Microsoft Shared\Web Server
Extensions\12\L0GS

Mumber of log files
|2

log.
MNumber of minutes to use a log file
J120

Figure 165: Configuring SharePoint Logging

The Event Throttling feature determines SharePoint’s verbosity in your Windows event logs.The Trace
Log option enables you to specify a path for the trace log, as well as how many logs you want to keep
on the server. (Note: These files can consume a large amount of disk space over time, so set your reten-
tion values accordingly.)

The default location of your SharePoint trace logs is in the 12 Hive; specifically, C:\Program Files\
Common Files\Microsoft Shared\Web Server Extensions\12\Logs.
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! =10l
File Edit Wiew Favorites Tools  Help | 4’
QBack ~ J ~ T | - Search [ Folders | Eee - ] | =
Address Il’j‘ C:\Program Files\Common Files\Microsoft: Sharediweb server extensions) 12\L0G3 j GO
Marne | Size | Tyvpe | Date Madified
[T MOSS01-20080427- 1033 Jog 2,579 KB Text Document 4j27/2008 12:4
| P M05501-20080427-1033.l0g - Notepad : —[oj x|
Upgrade.log = >
p . File Edt Format Wiew Help
ey iTrimestamp Process TID Area
-
(Cefect7os-4943-4320-9FT (11 5% 15008 11:24:58.00 wiwp. exe (OX0BA0) 0%0360  ULS Lo.:!
[ 18540063-736 1-4be0-b36 (04 /2772008 11:24:56.00 w3wp.exe (Ox0BC4) 0x0B94  ULS Lo
04,/27/2008 11:24:58.08 OWSTIMER.EXE (0x0778) 0x0840 ULS LoOv
042772008 11:24:58.08 OWSTIMER.EXE (0x0778) 0x0840 ULS Lo
7 042772008 11:24:58.17 mssdmn. exe (0x0Ca4) 0x0548 ULS LoOv
042772008 11:24:58.17 mssdmn.exe (0x0608) 0x076C  ULS Lov
Type: Text Document Date Mo (04,727 /2008 11:24:58.38 mssearch.exe (0x0F08) 0x08C0  ULS Lo
—_— 04272008 11:24:58.40 wsstracing.exe (0x078C) 0x07BC ULS LOv
0427 /2008 11:24:58.78 w3wp.exe %OXOBAOJ 0x03F4  window:
04/27/2008 11:24:58.78 w3wp. axe (0x0BAD) 0x03F4
04,/27/2008 11:24:558.78 w3wp.exe (0x08a0) 0x03F4
04,/27/2008 11:24:58. 78 w3wp. exe (0x0BAOQ) 0x03F4
04/27,/2008 11:24:58.78 w3wp.exe (0x0BAOQ) 0x0900  ULS LoOv
04/27/2008 11:24:58.80 w3wp.exe (0x08A0) 0x03F4  window:
04/27/2008 11:24:58.81 w3wp.exe (0x0BAD) 0x0500  window:
042772008 11:24:558.8L w3wp.exe (Ox08a0) 0x0500  window:
04/27/2008 11:24:58.81 w3wp. aexe (0x0BAD) 0x0800  window:
04,/27/2008 11:24:558.84 w3wp.exe (0x08a0) Ox0ELC  window:
04,/27/2008 11:24:58.84  w3wp. exe (0x0BAOQ) 0x0ELC
04,/27,/2008 11:24:58.84 w3wp.exe (0x0BAD) Ox0ELC
04272008 11:24:58.84 w3wp. exe (0x08A0) 0x0E1C
04/27/2008 11:24:58.84 w3wp. exe (0x0BAD) Ox0ELC  window:
042772008 11:24:558.85 w3wp.exe (Ox08a0) 0x0ELC  window:
04/27/2008 11:24:58.85 w3wp. axe (0x0BAD) Ox0ELC  window:
04,/27/2008 11:24:558.85 w3wp.exe (0x08a0) 0x0ELC
04,/27/2008 11:24:58.85 w3wp. exe (0x0BAOQ) 0x0ELC
04,/27,/2008 11:24:58.85 w3wp.exe (0x0BAOQ) 0x0ELC -
KN E— H

Figure 166:Viewing a SharePoint Trace Log

You will doubtless notice that the SharePoint trace logs are saved in a delimited format, making it easy for
you to analyze the results in Microsoft Excel.
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Examining the Event Logs

SharePoint, SQL Server,and Internet Information Services (IIS) all record informational, warning, and error
events to the Windows Application log.You can open the Event Viewer tool on your SharePoint server
from the Administrative Tools folder off the Start menu.

H Event Wiewer i ] 4
File  Action Wew Help
= | B@EEFRHR @ E
@ Event Wiewer (Local)
] Application
= Type: [Dake Time: Source Categor: Event |+
ﬁj Seplc:urlty |
i| System @IHFDI’I ﬂﬂ 5571
§| Directary Service ®InF°” 6871 |
DMS Server @IHFDI’I i
File Replication Service Infor ; ; 6371
T Internn:t Excplorer @Infon Date: 4 Source:  Windows SharePoint Ser 'S | 6571
: Microsoft Office Diagnostics @Inforl Time: 12:45:56 Ph Category E-Mail + 6871
i| Microsoft Office Sessions @Infon Type: Information Event |0: 6371 | 6371
@infon Usen  N/A 6871
@Inforl Computer: MO5501 6a71
Infar o 6571
@IHFDI’I Description: 6871
@IHFDI’I The Incoming E-Mail service has completed & batch. The elapsed time 6a71
@IHFDI’I waz 00:00:00. The service processed 0 message(s) in total e
@IHFDI’I Far more information, see Help and Support Center at 5571
@Infon http: /0. microzoft comdfwlink/events. asp. 6871
(& 1rfan 6871
(E1rfan 6871
Infart 6571 =
R At
KN LIJ
Data: ) Bytes € Words I
C
I
QK I Cancel | Apply |

Figure 167: Examining Events with Event Viewer

The biggest question server administrators have when analyzing Event Log entries is,”"How can | under-
stand the often-cryptic messages?”To this end, | would encourage you to check out the following two
helpful Web sites:

. EventlD.net

e  Microsoft TechNet Events and Errors Message Center
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IIS Logging

Please don't forget to periodically analyze your IIS Web server log files.To configure IIS logging, open the

IIS Manager tool from Adminis
from the context menu.

trative Tools, right click the Web Sites node, and then choose Properties

Web Sites Properties

Directary Security I HTTP Headers | Custam Errors | Service I ASP.MET I
Wieb Site I Performance I I5APT Filkers I Harne Direckary | Docurments

2]

r—Weh site idenkification

Description: I

IF sddress: I

TICF park: I S50 pott: I

(Al Unassigned) ﬂ fdyvanced, .. |

r— Connections

Connection kimeout: I seconds

¥ Enable HTTF Keep-slives

v Enable logging

Active log Format:

|w3C Extended Log File Format x| PBroperties... |

OF I Cancel Apply Help

Figure 168: Configur

Microsoft best practice states t

ing IIS Logging

hat you get the most flexibility by using the default W3C Extended Log

File Format. Click Properties to configure logging options.
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 when
20

Logging Properties

General | Advanced

—Mew log schedule

" Hourly

£ Maonthly
" Unlimited File size

file size reaches;

= B

[~ Use local time Far file naming and rollover

Loq File directory;

Lo File name:

I CAWINDOWS) syskem 32 LogFiles

Browse, .. |

WSSV exymmdd. log

o |

Cancel Ay Help

Figure 169: Specifying IIS Log Properties

windows',system32' LogFiles', W3S¥C7. 10 x|
File Edit ‘iew Faworites Tools  Help | -:,'
Qoback - o3 - (F | ) Search [~ Folders | & (@ X 6 | -
Address |5 Cr\windows!system32|LogFiles\W3SHCT25692935 | Go
Mame | Size | Twpe | Date Modified + | Attributes I
' ex08042718.log 2KB  Text Document 41272008 1:00 PM A
ex08042717 log 11 KE  Text Document 4/27/2003 1:00 PM A
ex080423.log 40KE  Text Document 412312005 9:22 Al A
ex080422.log 15KE Text Document 412112008 &:26 PM A
ex080421.lag 90 KE Text Document 4/21/2008 6:56 PM A
[£] £x080420.laa 132 KB Text Document 412012008 656 PM A

#version: 1.0
#Date:
#rields: date
2008-04-27 18:
2008-04-27 18:
2008-04-27 18:
2008-04-27 18:

1

B ex08042718.log - Notepad 101 x|
File Edit Format ‘iew Help
[Esoftware: microsoft Internet Information Services 6.0 ;|

2008-04-27 18:00:57

time s-sitename s-ip cs-method cs-uri-stem <s-uri-guer
00:57 W3SWC723692935 10,0.0.1 posT J_wti_binssitedata.
00:57 W3SWC725692935 10,0.0.1 PosT /_witi_binssitedata.
0057 W3SWC723692935 10.0.0.1 posT /_wti_binssitedata.
00:57 W3SWCT25692935 10.0.0.1 PosT /_wti_binssitedata.

¥ S—port cs-username c-ip
asmx - 80 - 10.0.0.1 Mozl
asmx - 80 - 10.0.0.1 Mozil
asmx — 80 NT+AUTHORITYSLOC
asmx — 80 NT+AUTHORITYYLOC

Figure 170:Viewing the IIS Log

Once again, a delimited file format allows for easy analysis by using Microsoft Excel, Access, Visio, and the like.
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Enterprise Log Management Tools

| think you can see that keeping track of all of these log and trace files is tough enough on a single Share-
Point server. But what if your farm includes dozens of servers?

Microsoft addresses this problem by publishing two products that enable administrators to aggregate log
data from multiple servers and interact with this data meaningfully:

e  Microsoft Operations Manager (MVOM) 2005
e System Center Operations Manager (SCOM) 2007

SCOM is the successor to MOM 2005. Although SCOM includes in-box SharePoint interoperability, you
need to download the SharePoint Management Pack for MOM 2005 in order to enable MOM to monitor
your SharePoint farm servers.

Creating and Managing Wikis and Blogs

Wikis and blogs represent two nifty Web 2.0 features in WSS 3.0 and SharePoint Server 2007.They provide
ways for companies to share information and collaborate in an intuitive manner. Let’s take a look at how to
use these functions in WSS 3.0.

Creating a Wiki

First of all, what is a wiki? A wiki (pronounced WICK-ee or WEE-KEE) is a quickly editable database; a page
library.Have you used Wikipedia.org? If so, then you are familiar with what a wiki is.

Wikis are great because they (a) provide a mechanism for many people to add and edit content, and (b)
are easy to add to or make updates to.

Although you can implement a wiki in SharePoint by defining either a subsite/site collection or a page
library within a site, | personally recommend deploying wikis as subsites wherever possible.

From the top-level site in your site collection, click Site Actions > Create.

aibe Achic

1 Create
]I[lj Add a new library, list, or web page to
this website. {}D
——— Edit Page
[ / Add, remove, or update Web Parts on
this page.

T | Site Settings
= Manage site settings on this site,

Figure 171: Choosing to Create in SharePoint

In the Create Web form, click Sites and Workspaces.
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Team Site > Create

Create

Hover over an item to view details.

Libraries Communications Tracking
o Announcements o Links
@ Contacts @ Calendar
o Wiki Page Library o Discussion Board o Tasks

© Picture Library

o Project Tasks

8 Issue Tracking

o Survey

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

Custom Lists Web Pages

8 Custom List B Basic Page

@ Custom List in Datasheet
View

o Web Part Page

o Import Spreadsheet

Figure 172:Creating a Subsite

Team 5ite = Create = New Shareroint Site

New SharePoint Site

Use this page to create a new site or workspace under this SharePoint site, You cal

Title and Description

Type a title and description for your new site. The title will be displayed on
each page in the site.

Web Site Address

Users can navigate to your site by typing the Web site address (URL) into
their browser, You can enter the last part of the address. You should keep it
short and easy to remember,

For example, http:/jmoss01/sitename

Template Selection

n specify a title, Web site address, and access permissions.

Create Cancel
Title:
|wiki
Description:
Corporate knowledge base ;I
=

URL name:

http: /fmoss0 lflwil-ci

Select a template:

Collaboration | Meetings

Team Site
Blank Site
Document Workspace

Figure 173:Defining a New Wiki Site

The most important step when completing the New SharePoint Site dialog is to be sure that you select

the Wiki Site template from the Template Selection area.

LearnSmart

Cloud Classroom: Video Training « Practice Exams ¢ Audiobooks ¢ Exam Manuals


http://www.preplogic.com/products/video/view-video-training.aspx

Exam Manual - SharePoint All-In-One 1-800-418-6789

Team Site Welcome PREPLOGIC\administrator ~ | @I
g wiki [This site =] | A
Home = Meeting Workspace ﬁ m
B Team Site > Wiki > Wiki Pages > Home
Home | [EREdit | History | Incoming Links
View All Site Content
Wiki Pages Welcome to your wiki site!

You can get started and add content to this page by clicking Edit at the top of this page, or you can learn more about wiki sites by

= Home clicking How to use this wiki site in the Quick Launch.
= How To Use This Wiki
Site ‘What is a wiki site?
12 Recycle Bin Wikiwiki means quick in Hawaiian. & wiki site is a Web site in which users can easily edit any page. The site grows organically by
linking existing pages together or by creating links to new pages. If a uger finds a link to an uncreated page, he or she can follow
Recent Changes the link and create the page.
= Home

e In business environments, a wiki site provides a low-maintenance way to record knowledge. Information that is usually traded in e-
= How To Use This Wiki
Site mail messages, gleaned from hallway conversations, or written on paper can instead be recorded in a wiki site, in context with
| similar knowledge.

= View All Pages

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

Last modified at 4/27/2008 7:53 PM by PREPLOGIC‘\administrator

Figure 174:The Default Wiki Site Template

The most important navigational elements for a SharePoint wiki author are the toolbar and the
Wiki Pages link.

EEdit History | Incoming Links

Figure 175:The Wiki Toolbar

Here is a brief explanation of the toolbar buttons:

e Edit: Allows a SharePoint user with appropriate permissions to edit the current page.
e  History: Shows the version history of the current page.

e Incoming Links: Displays other wiki pages that link to the current page.This button comes in
handy when you are thinking of deleting a page and want to know which other pages in the
library refer to it.
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1=

View All Site Content

= Home
= How To Use This Wiki
Site

& Recycle Bin

Recent Changes

= Home
= How To Use This Wiki
Site

= View &All Pages

Figure 176:The Wiki Pages Link in the Quick Launch Bar

The Wiki Pages link in the wiki Quick Launch is key because it provides direct control over the pages in
the wiki page library. After all, the wiki page library is, at its most fundamental level, just another plain old,

garden variety SharePoint document library!

Team Site = Wiki = Wiki Pages
Wiki Pages
Mew =~  Actions = Settings - view: All Pages -
Type Mame _ Modified By Modified _) Created By Created
& Homelnew PREPLOGIC \administrator 4/27/2008 9:53 PM PREPLOGIC \administrator 4/27/2008 7:53 PM
@ How Tao Use This Wiki Site ! Hew PREPLOGIC \administrator 4/27/2008 7:53 PM PREPLOGIC\administrator 4272008 7:53 PM

Figure 177:The Wiki Page Library
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Editing a Wiki Page
To get started editing a wiki page, simply click Edit on the toolbar. You'll notice that SharePoint wikis pro-
vide you with what you see is what you get (WYSIWYG) rich text formatting controls.

Team Site = Wiki = Wiki Pages = Home > Edit Item

Wiki Pages: Home

oK Cancel
‘X Delete Item * indicates a required field
Name * |Hcme
Wiki Content
BYI9CIH =
AABIU EEES EEEE AR TN

PrepLogic Knowledge Base
Welcome to the PrepLogic KB! Please make a choice from the Table of Contents list
below to learn more about our company:

Human Resources
Sales
Development
Facilities

Figure 178: Editing a Wiki Page

Creating hyperlinks is really quite fun.What's especially interesting about wiki page links is that you can
forward-link; that is to say, you can link to a page that doesn't yet exist.To create a forward link, simply
enclose the hyperlink text with double square brackets:

PrepLogic Knowledge Base
Welcome to the Preplogic KB! Please make a choice from the Table of Contents list
below to learn more about our company:

[Human Resources]]
[Sales]]
[Development]]
[Facilities]]

e

Figure 179: Examining Wiki Syntax

Wiki syntax is really easy. Click OK to commit your changes and then click one of your forward links. Shazzam!
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Team Site = Wiki > Wiki Pages > New Wiki Page

New Wiki Page

Name * IHuman Resources
Wiki Content

BaByli9cIiE 2
AAlB I U = S A B W
Welcome to the Human Resources wiki page.

Go back [[Home]].

Create I Cancel

Figure 180: Creating Wiki Page Links

Navigate back to the Home page and then click History on the wiki toolbar.

= | Team Site > Wiki > Wiki Pages > Home > Page History
Home

Versions ;:EEdit item | ¥ Delete Item Hd-jManagE Permissions | [gqCheck out
3.0 4/27/2008 10:00 PM

2.0 4/27/2008 3:53 PM
1.0 4/27/2008 7:53 PM

This page does not show changes in Web Parts, images, or HTML formatting.
Modified at 4,/27/2008 10:00 PM by PREPLOGIC \administrator

Wiki Content
PrepLogic Knowledge Base

learn more about our company:

« Human Resources

Team Site Welcome PREPLOGIC \administrator + | @]
#4 wiki [This siz= =] | Pl
Home = Meeting Workspace — Wiki Site Actions ~

Sl version History | Alert Me

Welcome to the PreplLogic KB! Please make a choice from the Table of Contents list below to

Deleted Added

Figure 181: Accessing Wiki Page Version History

If you look on the left side of the screen, you will see that you can view the evolution of a wiki page over
time. Should you wish (and your SharePoint user account has proper permissions) you can replace the cur-

rent version of a wiki page with a previous version.
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Team Site
gl wiki

Home  Meeting Workspace =~ Wiki

Welcome PREPLOGIC \administrator = | ®-

[This site =] |

Al

Team Site = Wiki > Wiki Pages > Home > Page History
Home

=

Site Actions -

Versions

|§x§DEIEtE this version | Restare this version | U] Version History

3.0 4/27/2008 10:00 PM
2.0 4/27/2008 $:53PM
1.0 4/27/2008 7:53PM

This page does not show changes in Web Parts, images, or HTML formatting,
Modified at 4/27/2008 9:53 PM by PREPLOGIC \administrator

Wiki Content

PreplLogic Knowledge Base
Welcome to yeurwikisitel

« Human Resources
« Sales

« Development

» Facilities

Deleted Added

e T R S R T S S R LR D e L
ak the kep- Preplogic KB! Please make a choice from the Table of this-page—eryeucan
Contents list below to learn more about wiki-sites by elicking- our company:

e

Figure 182: Accessing Wiki Page Version History

Creating a Blog

A blog (short for “weblog”) is a regularly updated Web site that lists its articles in reverse chronological
order. In other words, the most recent article appears at the top of the page, and so forth.

Blogs are not used just for vanity. SharePoint blogs have useful business purposes as well. For instance, a
company'’s CEO can update his or her employees about corporate goings-on via his or her blog.

Create a blog as a subsite by using the same technique you learned a few moments ago when we created

a wiki. Just be sure to select the Blog site definition template.

Team Site Welcome PREPLOGIC\administrator = | @
#i#l Blog This Site =] | o
Home = Meeting Workspace ~ Wiki E Site Actions ~

View All Site Content Team Site = Blog
e Tim the CEO's weblog.
= Category 1 PR
4/27/2008 Admin Links =
= Category 2
2 Categonyi3 Welcome to your Blog! BISCichie it
[ Manage posts
B Add new category To begin using your site, click Create a Post under Admin Links to the right. )
Other Blogs What is a Blog? [ Manage comments
There are no items in i g 5 g g ¢ 3 [ All content
this list. A Blog is a site designed to help you share information. Blogs can be used as news sites, journals, diaries, Set blog
& Add new link team sites, and more. It is your place on the World Wide Web. Cl permissions
= E g g g = Launch blog
Links Blogs are typically displayed in reverse chronological order (newest entries first), and consist of frequent = program to post
= Phaotos short postings. With this Blog, it is also possible for your site visitors to comment on your postings.
= Archive I : ) :
| n business, Blogs can be used as a team communication tool. Keep team members in touch by providing a
» Archive (Calendar) central place for links, relevant news, and even gossip.
[ Add new link
RSS Feed Posted at 10:06 PM by PREPLOGIC\administrator | Permalink | Email this Post | Comments (0)

Figure 183: A SharePoint Blog
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The Admin Links menu is available only to blog owners; here is a brief explanation of the commands:

Admin Links =

E Create a post
Manage posts
Manage comments
All content

Set blog
peErmissions

E E E &

= Launch blog
program to post

Figure 184: SharePoint blog Admin Links

e Create a post: Author a new blog post directly from your Web browser.

e Manage posts: Change the publication status, edit, or delete blog posts.

e Manage comments: Edit or delete user comments on your blog posts.

o Allcontent: Access the All Site Content form.

o Setblog permissions: Specify who has access to your blog,and what level of access they have to it.

e Launch blog program to post: Author SharePoint blog posts from Microsoft Office Word 2007 or
Windows Live Writer
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LearnSmart

Author a New Blog Post

Click the Create a post button on the Admin Links bar to develop a new blog post from
within SharePoint.

Posts: New Item
Items on this list require content approval. Your submission will not appear in public views until approved by someone with proper rights, More information on
*  content approval.
Save As Draft Publish Cancel
* indicates a required field
Title * |news of the World
Bod 2
i BYI9 2w
A A B I U = H A B om
Did y'all see the headline at CNN.com this morning? Wow! ;I
Fleaze let me know if yvou agree or disagree with the author's
viewpoint. Thanks.|
=
Category (None) B
Published * J4/28/2008 H7am =12 =]
Figure 185: Creating a New Post

Note that, by default, content approval is enabled for blog posts; this enables a blog owner to allow others

to create articles, but to force the candidate articles through an approval process before they are available
on the site.

*  content approval,

Items on this list require content approval. Your submission will not appear in public views until approved by someone with proper rights. More information on

Save As Draft Publish Cancel

Figure 186: Content Approval Notification
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Creating Categories

Blog categories are very useful to your readers, because they can filter your posts based on a simple tax-
onomy.To build categories, click Categories on the Quick Launch toolbar.

View All Site Content
Categories

= Category 1

= Category 2

= Category 3

= Add new category

Figure 187:Viewing Blog Categories

Team Site = Blog > Categories
Categories

Use the Categories list to define the categories available for posts.

New =~ | Actions ~ Settings ~ view: All Categories 7
Title
Category 1! Hew =)
Category 2 ! HEw ]
Category 3 ! Hew =]
Figure 188: Customizing Blog Categories
Note that the Categories list is a standard SharePoint list, with all of its attendant features. Click the Edit
button for each default category to rename; click New > New Item to build new categories.
Team Site > Blog = Categories = Category 1 > Edit Item
Categories: Category 1
OK Cancel
X Delete Item * indicates a required field
Title * Current Frojects
Created at 4/27/2008 10:06 PM by PREPLOGIC\administrataor oK Cancel
Last modified at 4/27/2008 10:06 PM by PREPLOGIC \administrator

Figure 189: Defining a New Blog Category
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Team Site = Blog = Categories

Categories

Use the Categories list to define the categories available for posts.

Mew =~  Actions ~ Settings - View: All Categories -

Title
Current Projects ! Hew =
Personal | HEW =
Announcements ! HEw =
Figure 190:Viewing Blog Categories in List View
Now return to your blog home page and click Manage posts from the Admin Links bar.We need to
retroactively associate a new category with our new post.Once you are in the Posts link, click Edit for
the target post.
Team Site > Blog = Posts
Posts
Use the Posts list for posts in this blog.
Mew ~+  Actions = Settings ~ View: All Posts -
Title _) Created By Published Category # Comments Approval Status
News of the Warld ! Hew PREPLOGIC\administrator 4/28/2008 7:12 AM 1] 3 Approved
Welcome to your Blog! ! Hew PREPLOGIC\administrator 4/27/2008 10:06 PM 1] [; Approved
Figure 191:Viewing Blog Posts in List View
Category (None) E
: * (None)
Eoblshed Anncuncements ﬁ I 7AM j' 12>
urrent Projects |
Created at 4/28/2008 7:13 AM by PREPLOGIC administrator Publish Faaspar
Last modified at 4/28/2008 7:19 AM by PREPLOGIC \administrator

Figure 192: Associating a Blog Post with a Category
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Authoring Posts from Microsoft Office Word 2007

If you have Word 2007 installed on your computer, you can use the tool to author blog posts by clicking
Launch blog program to post from the Admin Links toolbar.

You are prompted to register a new SharePoint blog account from within Word 2007. Verify the blog URL
and then click OK to get started.

Mew SharePoint Blog Account 2=

Enter the information below to register your SharePoint blog account. Click OK
to contact your provider and configure your account settings.

Enter blog information

Blog URL Ihtu:u:ﬂmnssljl;'blog
Help me fill out this section

Picture Options QK I Cancel

Figure 193:Registering a SharePoint Blog Account from Word 2007

Microsoft Office YWord |

3 Account registration successful, To change settings For this account or add another account, click Manage
\\) Accounts on the Blog Post tab.

Figure 194:Blog Registration Successful Message
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,’Eg\. d9-06 - Documentz-MlcrosoftWor[:% x
RU Blog Post | Insert (7]
Hl = 4 o == e
E% =, (] 5 | [coroan -[11_ -] =T B9 | nasbcene| Asdbeec AaBbC(
Publish Home Insert Open Manage | Paste B I U abe®- A -~ -|[=(= ==y TN | [ t M Headingl - | Seelling
~  Page Category Existing Accounts - T | fjake] A Db|E= _lg Sus Suete sl -
Elog Clipboard ™= Basic Text &l Styles M4 || Proofing
i)
My First Blog Post from Microsoft Word 2007! E
I must say that SharePoint offers a great deal of flexibility in terms of how one authors blog posts. This is amazing!
z
L]
¥

Figure 195: Authoring a Blog Post from Word 2007

The Blog section of the Blog Post ribbon tab in Word 2007 provides easy access to all of your blogging tools:

Oa) H9- ™

@ Blog Post | Insert
ol N

| |
|Fut|r'r5h| Home Insert Open Manage
¥ Page Category Existing Accounts

gy Publish |

| ¥ Publish as Draft
y First Blog

Figure 196: Publishing a Blog Post

st from Mic

Waords: 30 | <5 | [EaR== — T
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Practice Questions

Chapter 1

1. You plan to migrate the content databases from your company’s existing Windows SharePoint
Services (WSS) 2.0 server to new hardware hosting a fresh installation of Microsoft Office Share
Point Server (MOSS) 2007.You need to ensure that you trap any migration errors prior to actually
performing the database migration.What action should you perform?
O A.Download and run the CMS Assessment Tool.
O B.Ensure that WSS 2.0 has Service Pack 1 installed.
O C.Run the Pre-Upgrad Scan Utility (prescan.exe) on the WSS 2.0 server.
O D.Run the Pre-Upgrade Scan Utility (prescan.exe) on the MOSS server.

2. Your company is migrating from Novell NetWare to Microsoft Active Directory, and will use
Microsoft Office SharePoint Server (MOSS) 2007 as its content management and collaboration

platform.You want to leverage the user profile attributes that already exist in the NetWare
directory database to populate user profile data in SharePoint.What action should you perform?

O A.On the NetWare server, configure profile export by specifying the Business Data
Catalog option.

O B.On the MOSS server, configure profile import by specifying the Business Data
Catalog option.

O C.On the NetWare server, configure profile export by specifying the LDAP Directory option.
O D.On the MOSS server, configure profile import by specifying the LDAP Directory option.

3. You recently installed and configured a MOSS 2007 for your company.You want to leverage user
account properties that are stored in a proprietary, non-LDAP directory database for use in
SharePoint user profiles.Your solution must involve the least amount of administrative effort.
What action should you perform?

O A.Configure user profile import by specifying the Active Directory Resource option.
O B.Configure user profile import by specifying the Business Data Catalog (BDC).
O C.Install and confiure Microsoft BizTalk Server 2006.

O D.Configure a Trusted File Location in the Shared Services Provider (SSP).
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You have installed the Spanish and French language packs on your MOSS 2007 server so that
your employees can provision My Site Web sites that render text in their native tongues.
However, you learn that the My Sites created by your Spanish- and French-speaking employees
still use English as the display language. What action should you perform?

O A.Start the Translation Management workflow in the top-level site of the

portal site collection.
O B.Install the appropriate 2007 Office System language pack on each users’ computer.
O C.In My Site Settings, select the Enable My Site to support global deployments option.
O D.In My Site Settings, select the Allow user to choose the language of their personal site.
You have added a subsite to your top-level SharePoint site collection. However, you discover
that the subsite’s top link bar does not match that of the top-level site.In order to ensure

consistent navigation, you want the top link bar in the subsite to match the top link bar of the
top-level site. What action should you perform?

O A.From Site Settings of the top-level site, force the global navigation to propagte to all
subsites in the site collection.
O B.From the Site Settings of the top-level site. Configure the top link bar to display subsites.

O C.From the Site Settings of the subsite, configure the global navigation settings to inherit
links from its parent site.

O D.From the Site Settings of the subsite, configure the current navigation settings to inherit
links from the parent site.

Chapter 2

1.

You are a SharePoint administrator for your company.You recently detached and reattached
the content database for your primary SharePoint Web application to perform some

offline maintenance.You now notice that the SharePoint Server search service is stopped on
your search server.What action should you perform?

O A.lIssue the command stsadm -o enumcontentdbs on your SharePoint search server.

O B.lIssue the command stsadm -o databaserepair on your SharePoint search server.

O C.lIssue the command stsadm -o activatefeature on your SharePoint search server.

O D.lIssue the command stsadm -o osearch on your SharePoint search server.
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You are a SharePoint administrator for your company.You want to determine the most
commonly issued search terms in your portal so that you can improve navigation for

your users.What action should you perform? (Select two choices. Each correct choice
represents an independent solution.)

O A.Analyze the search usage reports in the SSP.

QO B.Analyze the crawl logs in the SSP.

O C.Analyze the usage analysis processing logs in Central Administration.

O D. Analyze the site collection usage reports in the top-level site in your public site collection.
You are the SharePoint administrator for your company.You have added the Search Center
site to your company’s intranet collaboration portal.You have created a custom search page
and navigation tab to the default page in the Search Center site.You need to ensure that the
tab allows users to focus their searches on a particular content source.

What action should you perform?

O A.Associate a search scope with the appropriate tab in the Search Center.

O B.Create a new display group and associate this display group with the appropriate tab in
the Search Center.

O C.Add an Advanced Search Box Web Part to the Default.aspx page in the Search Center.
O D.In the Site Settings of the top-level site in the site collection, specify a custom location for

the Search Center.

You are the SharePoint administrator for your company.Because you have deployed a wiki page
library that provides end-user assistance for navigating your organization’s SharePoint, you want
to ensure that users’site search queries do not return content from the SharePoint Server
Help content.What action should you perform?

O A.Stop the Windows SharePoint Services Search service.

O B.Stop the Office SharePoint Server Search service.

O C.Reset all crawled content in theSSP.

QO D.Configure search result removal behavior in the SSP.
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Chapter 3

1.

You are a SharePoint administrator for your company.Your network consists of a single
Windows Server 2008-based Active Directory domain with one server configured for Active
Directory Rights Management Services.You have enabled IRM in Central Administration on
your MOSS 2007 server. However, you are unable to configure IRM policies for lists and libraries
within the portal sites. What action should you perform?

O A.Enable Information Management Policies in Central Administration.

Q B.Ensure that all client computers have IRM-aware applications installed.

O C.Install MOSS 2007 on your Windows Server 2008 IRM server.

O D.Install the Rights Management Client on all SharePoint Web Front End (WFE) servers.

You have deployed a new subsite in your company’s SharePoint Server 2007 intranet portal that

uses the Records Center site template.You have created a document library named Archive.
You need to configure the site such that certain documents are automatically stored in the
Archive document library.What action should you perform?

O A.Add a new item to the Holds list.

QO B.Add a new item to the Record Routing list.

QO C.Add a new item to the Tasks list.

O D.Add a new item to the Unclassified Records document library.

You are a SharePoint administrator for your company. All employees and managers use the
2007 Office System applications.You create a site-level content type and attach the content
type to several document libraries. You need to configure the content type such that barcodes
are automatically attached to new documents that users create by using the content type.
Your solution must involve the least amount of administrative effort.

What action should you perform?

O A.Edit the workflow settings for the new content type.

QO B.Edit the Document Information Panel settings for the new content type.

QO C.Edit the information management policy settings for the new content type.

QO D.Edit the document conversion settings for the new content type.

You are a SharePoint administrator for your organization.You need to define a new metadata
column that (a) will be available in many different lists and libraries; and (b) that users can

perform site searchs across the entire portal that reference the new column.What actions
should you perform? (Select two choices. Each choice represents part of a single solution.)

O A.Use Visual Studio tools to build a workflow that adds a new metadata column to
SharePoint lists and libraries.

QO B.Add a new column to the site column gallery in your SharePoint portal.

QO C.Customize the crawler impact rules in Central Administration.

O D.Map the new column as a managed property in the Shared Servies Provider
search settings.
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5. You are a SharePoint administrator for your organization. Your site uses a Records Center
site to route, store, and dispose of important business data. Due to pending litigation,
you need to configure the Records Center site such that certain documents are not
affected by any information management policies that may be in effect in the site.
What action should you perform?
QO A.Create document routing records in the Record Routing list in the Records Center site.
QO B.Configure a Hold on the affected documents.
O C.Configure audience targeting for the Records Center site.

QO D.lInitiate a Disposition Approval workflow on all affected documents in the
Records Center site.

Chapter 4

1. You are a SharePoint developer for your organization. You have deployed InfoPath Forms
Services and Web Services to support browser-enabled forms and automation. You now
need to configure the service such that users are not prompted multiple times for credentials
when they complete and submit their online forms.What action should you perform?
O A.Configure the Web service proxy in Central Administration.
O B.Deactivate and then reactivate the appropriate form templates to its target site collection.
O C.Enable Embedded SQL Authentication for the appropriate form templates.
O D.Enable Form Session State for the appropriate form templates.

2. You have created a Forms library named Business Forms in your company’s SharePoint Server
2007 Enterprise Edition intranet portal. A user named Dennis complains that he is unable to
add a form he just finished creating to the library. Dennis exclaims that he has been able to

upload form templates successfully in the past.The form template uses the Full Trust trust level.
What action should you perform?

O A.While logged onto the portal site collection as a farm administrator, upload the form to the
Business Forms forms library.

O B.Activate the form template to the public site collection from Central Administration.

O C.Upload the form to the Master Page Gallery in the root site of the public site collection.

QO D.Upload the form through the Central Administration interface.

LearnSmart Cloud Classroom: Video Training « Practice Exams ¢ Audiobooks ¢ Exam Manuals


http://www.preplogic.com/products/video/view-video-training.aspx

Exam Manual - SharePoint All-In-One

1-800-418-6789

3. You are a SharePoint administrator for your company.You want to implement browser-based
InfoPath forms in your organization’s SharePoint Server intranet portal. However, you discover
that InfoPath Forms Services (IFS)-related options are unavailable in your public site collection.
What action should you perform?

O A.Activate the Office SharePoint Server Publishing Infrastructure feature in the
public site collection.

O B.Quiesce the SharePoint Server farm.

O C.Start the Document Conversions Launcher Service.

O D.Activate the Office SharePoint Server Enterprise Site Collection feature in the
public site collection.

Chapter 5

1. You are a SharePoint administrator for your company.You have created and deployed a
custom Web Part that accesses an external line-of-business (LOB) database.You now want
to enable users to use the Web Part to access the remote LOB data without specifying
additional credentials. What action should you perform?

O A.Create an SSO application.
QO B.Create a BDC application definition file.
O C.Deploy an additional SSP.
O D.Add the SharePoint service account to the Farm Administrators group.
2. You are a SharePoint administrator for your organization.You have deployed a Business Data

Catalog (BDC) application and have populated a SharePoint content page with a custom Web
Part that accesses the BDC data in a user-friendly fashion.You now want to place an instance
of this new Web Part on several other pages throughout the portal.Your solution must involve
the least amount of administrative effort. What action should you perform?

O A.Export the Web Part as a DWP file.

O B.Use the stsadm tool to redeploy the Web Part to the new pages.

O C.Export the Web Part from a Quick Add group in the Web Part Gallery.

O D.Create a new Quick Add group in the Web Part Gallery.
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Chapter 6
1. You are a SharePoint administrator for your company.You are planning a gradual upgrade
from SharePoint Portal Server (SPS) 2003 to Microsoft Office SharePoint Server (MOSS) 2007.
You need to ensure that users can access the SPS 2003 site while the gradual content migration
is undertaken.What action should you perform?
QO A.Create a temporary domain URL to map to the SPS 2003 installation.
QO B.Create a temporary domain URL for the MOSS 2007 installation.
QO C.Remove the resource records that map to the SPS 2003 installation from DNS.
O D.Create two IPv6 resource records in DNS: one for the SPS 2003 installation, and one for the

MOSS 2007 installation.

2. You need to share some of your company’s SharePoint Server data with a business partner.
You extend your intranet Web application to your DMZ.The business partner must access the
SharePoint content by using HTTPS, while internal users will connect by using HTTP.
What action should you perform?
O A.Create a publishing rule for SharePoint in ISA Server 2004.
QO B.Map a public URL to the Extranet zone.
O C.Install an SSL digital certificate on all Web front end (WFE) servers.
QO D.Back up the internal SharePoint Web application and restore it to the Web front end server

on the DMZ.

3. You want to view site usage reports in your company’s SharePoint Server collaboration portal.
What actions should you perform? (Select two choices. Each correct choice represents part of
a single solution.)
O A.Enable diagnostic logging in Central Administration.
QO B.Enable usage analysis processing in Central Administration.
O C.Enable advanced usage analysis processing in the SSP.
QO D.Activate the Office SharePoint Server Enterprise Site Collection feature in the top-level site

of the public site collection.

4. You have enabled self-service site creation for your company’s SharePoint server
implementation. You have discovered that three users have customized the look and feel
of their sites such that they no longer adhere to corporate design standards. You need to rectify
this situation immediately and with the least amount of administrative effort.
What action should you perform?

QO A.Delete the three offending SharePoint sites.

QO B.Reset the site definition for the three offending sites.

QO C.Use SharePoint Designer 2007 to reapply the corporate standard elements to the three
offending sites.

QO D.Change the site theme for the three offending sites.
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Chapter 7

1. You are a SharePoint administrator for your organization.You need to expose some of your
SharePoint Web application to a business partner in an extranet scenario. What actions should
you perform? (Select two choices. Each correct choice represents a part of a single solution.)

O A.Extend the source Web application.

QO B.Create a new SSP.

QO C.Create a new managed path.

O D.Create a new alternate access mapping.

2. You are a SharePoint administrator for your organization.You are planning to perform a gradual
upgrade from a SharePoint Portal Server (SPS) 2003 farm to a Microsoft Office SharePoint Server
(MOSS) 2007 farm.Your manager wants to know the chief disadvantage of using the gradual
upgrade approach.What should you tell your manager?

O A.With a gradual upgrade, there is no rollback.
QO B.With a gradual upgrade, site URLs might be different during the upgrade process.
O C.With a gradual upgrade, sites are offline during the upgrade.

QO D.With a gradual upgrade, new hardware must be provisioned and purchased.
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Answers & Explanations

Chapter 1
1.Answer: C

Explanation A.Incorrect. The CMS Assessment Tool is a free download from Microsoft. However, this
tool is used to trap data migration errors from Microsoft Content Management Server (MCMS) 2002 to
SharePoint Server 2007.

Explanation B.Incorrect.You must have at least Service Pack 2 installed on the WSS 2.0 server to ensure a
seamless migration to MOSS 2007.

Explanation C. Correct.The prescan.exe tool can help you identify any structural problems in the old
SharePoint infrastructure that might hang up a successful upgrade or migration to MOSS 2007.

Explanation D.Incorrect.You don't need to run prescan.exe on the MOSS server unless that computer
hosts the previous vesion of SharePoint in addition to the current version.

2.Answer:D

Explanation A.Incorrect. Number one, we want to configure import on the MOSS server (we don't need to
do anything on the NetWare server). Number two, there is no provision for BDC in Novell NetWare.

Explanation B.Incorrect. While you can use the BDC to gather user profile information, in this case we
should use the LDAP Directory option because Novell NetWare uses an LDAP directory services database.

Explanation C.Incorrect.You want to configure profile import from the MOSS server, not export from the
NetWare server.

Explanation D. Correct.You can connect to a Novell NetWare, Apple Open Directory, Active Directory
Application Mode (ADAM), or any other LDAP-compatible directory database by specifying the LDAP
Directory option in the SharePoint SSP.

3.Answer:B

Explanation A.Incorrect. As stated in the item stem, the source database is not LDAP-compliant, nor is it
Active Directory proper.

Explanation B. Correct. In this case we could create a BDC connection from SharePoint to the non-LDAP
directory database, map those user account properties to SharePoint user profile properties, and then
perform a full import of the data.

Explanation C.Incorrect. While BizTalk could make short work of exporting and preparing the data from
the non-LDAP store for use with SharePoint, this action would not meet the scenario requirement of least
administrative effort.

Explanation D.Incorrect.The Trusted File Location feature in the SSP pertains to Excel Services, not user
profile import.
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4. Answer:D

Explanation A.Incorrect.This choice is a complete “red herring.”The Translation Management workflow
has nothing whatsoever to do with language availability in MOSS. You must install the language pack(s)
on the Web Front End (WFE) servers to make alternate languages available to your users.

Explanation B.Incorrect. While installing a localized language pack on each user’s computer is a great
way to present 2007 Office System application data in an alternate language, this action has no effect on
display language in your SharePoint portal in general and the My Site host in particular.

Explanation C.Incorrect.This option simply allows users to create their My Site site collection on a different
Shared Services Provider (SSP).Here we are concerned with language availability, which is tied to the
deployment of language packs.

Explanation D. Correct. This option, which is found in the Shared Services Provider, works with installed
language packs to support multi-language SharePoint implementations.

5.Answer: C

Explanation A.Incorrect. SharePoint has no “push” methodology that works like this. Instead, you can
specify at the subsite level that the subsite inherit global navigation (top link bar) links from its parent site.

Explanation B.Incorrect.The issue here isn't the appearance of the global navigation bar in the top-level
site.Instead, we want the subsite to inherit the top link bar links from the parent site.

Explanation C. Correct.We want to inherit the top link bar items from the top-level site in the site
collection.This can be done either at subsite creation, or after the fact from the Site Settings area.

Explanation D.Incorrect.In SharePoint terminology, “current navigation” refers to th Quick Launch bar,
not the top link bar.The Quick Launch bar typically contains links only to the current site’s content, not the
entire portal’s content.

Chapter 2
1.Answer:D

Explanation A.Incorrect.The enumcontentdb stsadm operation enumerates, or lists, all content databases
for a given URL. In this case we simply want to force a start of the SharePoint Server Search service.

Explanation B.Incorrect. The databaserepair stsadm operation detects and removes orphaned items from
SharePoint content databases. In this item we simply want to start the SharePoint Server Search service.

Explanation C.Incorrect. The activatefeature stsadm operation is used with the installfeature
operation to install and activate new features that SharePoint administrators add into their
SharePoint implementations.

Explanation D. Correct.The osearch operation of the stsadm command-line utility can be used to start or
stop the SharePoint Server Search service.
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2.Answers:A,D

Explanation A. Correct.You can view SQL Server 2005 Reporting Services-based search usage
reports (also called the “query log”in some Microsoft literature) by visiting the search usage reports
area in the SSP.

Explanation B.Incorrect.The crawl logs simply allow you to view the content that has been crawled
(indexed) by the SharePoint Server Search service.

Explanation C.Incorrect. First, the usage analysis processing area in Central Administration simply allows
you to enable, disable, and configure the service for your Web applications. Second, the logs themselves,
while useful in their own right, do not contain search string data.

Explanation D. Correct.The site collection usage reports provide a detailed look at how users are
accessing your SharePoint portal. Some reports deal specifically with search query data.

3.Answer:B

Explanation A.Incorrect.This is a fine point, but a valid one nonetheless: you can only assign a search tab
to a display group (which is attached to one or more scopes), not to a scope itself.

Explanation B. Correct. In the Site Settings of the top-level site in your site collection, you should create a
new display group that is associated with the search scope in question. Next, you should modify the Web
Part properties of the search box in the Search Center site to associate the new tab with the display group.

Explanation C.Incorrect.The Advanced Search Box Web Part does not relate directly to the idea of
associating a display group (search scope) with a navigation tab in the Search Center default page.

Explanation D.Incorrect. In this case we do not want to change the location of the Search Center subsite
itself. Rather, we want to customize the navigational behavior of the present Search Center.

4. Answer: A

Explanation A. Correct.The Windows SharePoint Services Search service, which is sometimes referred
to as the Windows SharePoint Services Help Search service, is used in MOSS installations to search only
online help.If you disable this service, then no online help-related content is returned in user searches.

Explanation B.Incorrect. You must have this service enabled in order for the MOSS site search
functionality to work.

Explanation C.Incorrect.This command drops the SharePoint search index file, which effectively will make
it impossible for users to search your portal at all. You only want to perform this action when you suspect
that the index file is corrupted or otherwise in a problem state.

Explanation D.Incorrect. This functionality allows you to “hard code” URLs that should be excluded from
user search queries in your public Web applications.There is a far, far easier way to suppress online help
content from being displayed in query results; namely, stopping the SharePoint Services Help Search
service on your search server.
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Chapter 3
1.Answer:D

Explanation A.Incorrect. Information Management Policies are a separate, although tangentially related,
technology from IRM.You can configure these services independently from one another.

Explanation B.Incorrect.While it is true that for IRM to work, the client-side applications must be
compatible with IRM (Office 2003 and Office 2007 are examples of IRM-aware applications). However,
in this scenario we simply want to start the IRM service on the server.We are not yet concerned with
client-side use of the service.

Explanation C.Incorrect.You do not need to (nor should you as a best practice) install SharePoin on an
Active Directory server.

Explanation D. Correct.In order to IRM-enable your SharePoint Web applications, you must install the free
Rights Management Client software on all of your WFE servers.

2.Answer:B

Explanation A.Incorrect.The Holds list is a system-generated list in the SharePoint Records Center
template that is used to store documents whose disposition (final outcome) has not yet been determined.

Explanation B. Correct.In a Records Center site, there exists a system list in which you can create records
that control automatic routing of documents that are added to the site’s libraries and lists.

Explanation C.Incorrect. There is actually nothing at all that is special concerning the built-in Tasks list in a
SharePoint Records Center site template. It is just a garden-variety list.

Explanation D.Incorrect. This system-generated document library stores documents whose metadata/
contents do not match any predefined document routing rule in the Records Center site template.

3.Answer:C

Explanation A.Incorrect. Theoretically, you could define a custom workflow by using Visual Studio
tools that adds the barcode. However, one purpose of the information management policy feature in
SharePoint is to configure things like barcodes, auditing, and document expiration in an easy way.

Explanation B.Incorrect. The Document Information Panel is the Office 2007 equivalent to the Document
Properties dialog in Office 2003.These settings control which SharePoint metadata columns are visible in
2007 Office System applications.The DIP settings do not control barcodes directly, although information
management policy does employ the DIP feature in its implementation.

Explanation C. Correct.The information management policy settings allows you to configure elements
such as document expiration, auditing, and barcodes to documents.When you add this policy to a content
type it makes it easier to manage and deploy information management policy.

Explanation D.Incorrect. While SharePoint does have the built-in capability of converting certain file types
to and from HTML, this function is unrelated to the situation defined in this item.
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4. Answers:B,D

Explanation A.Incorrect.This solution presupposes that the SharePoint administrator is also a .NET
developer. Moreover, this solution involves far, far too much work to be feasible.

Explanation B. Correct. You want to make the column available to multiple libraries; therefore, you need
to store the new column in the column gallery in the top-level site in the public site collection.

Explanation C.Incorrect.The crawler impact rules feature in Central Administration allows you to
customize how often SharePoint queries remote content sources for new content. Needless to say,
this choice represents a“red herring”and is not related directly to the situation at hand.

Explanation D. Correct.You can include additional metadata columns to the SharePoint search

engine.Remember that enterprise search in MOSS 2007 is performed at the SSP level, not the Central
Administration level.

5.Answer:B

Explanation A.Incorrect. Record routing is all well and good; however, in this case we need to “freeze” some

documents such that they remain untouched from options such as expiration, workflow, and so forth.
The Holds list accomplishes this goal for us.

Explanation B. Correct. The Records Center SharePoint site template includes a system list named Holds
where you can store documents that you want temporarily or permanently excluded from information
management policy, workflow, etc.

Explanation C.Incorrect. Audience targeting is concerned with showing or hiding Web Parts,
navigation components, or list/library items to users based upon their SharePoint or Windows group
memberships; this feature has nothing to do with configuring document holds in a Records Center site.

Explanation D.Incorrect. In this case we want to do just the opposite; that is, temporarily or permanently
exclude documents from workflow participation and/or information management policies.

Chapter 4
1.Answer: A

Explanation A. Correct.In Central Administration, you can configure what is known as the Web service
proxy. Among other things, this option supports single sign-on (SSO) so that users are not prompted
multiple times for credentials when their actions interact with Web service applications running in
conjunction or in parallel with SharePoint.

Explanation B.Incorrect. Performing this action will have no effect on authentication and single sign-on
unless you have configured the Web service proxy for user forms option in Central Administration.

Explanation C.Incorrect. In this scenario we are linking our InfoPath forms to XML-based Web services,
not a SQL relational database.

Explanation D.Incorrect. Session state simply configures timeout thresholds for idle connections.
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2.Answer:D

Explanation A.Incorrect. Even a farm administrator will not be able to upload an administrator-level form

through the document library itself. Instead, the farm administrator must upload the form by using Central

Administration or the stsadm utility.

Explanation B.Incorrect.Well, this choice is halfway correct; that is to say, after we upload an administrato
approved form to SharePoint in Central Administration, we must activate the template to make it availab
elsewhere in the farm. However, we must upload the form first!

Explanation C.Incorrect. Master pages and layout content pages are completely separate items from
InfoPath forms.

Explanation D. Correct. In this case, Dennis created what is known as an administrator form; forms that
use the Full Trust trust level or contain .NET managed code must be added to the farm by a SharePoint
administrator by using the Central Administration Web application.

3.Answer:D

Explanation A.Incorrect.The Publishing feature enables you to control the publication of content within
the site collection. Because IFS is an Enterprise-licensed feature, you must have the appropriate feature
activated in the site collection.

Explanation B.Incorrect. The Queisce Farm command on the Operations page in Central Administration
allows an administrator to take the farm gradually offline for maintenance.

Explanation C.Incorrect.This service simply allows you to convert certain Microsoft file types to
and from HTML.

Explanation D. Correct. IFS, like Excel Services, is a feature that is only available in the Enterprise license
version of Microsoft Office SharePoint Server (MOSS) 2007.

Chapter 5
1.Answer: A

Explanation A. Correct.The SharePoint Single Sign-On (SSO) service enables transparent and secure
access to remote data stores.

Explanation B.Incorrect. Single Sign-On provides only a secure “pipeline” to your external data source.
By contrast, a Business Data Catalog (BDC) application defines specifically which data we want to make
available from our external data source to our SharePoint users.

Explanation C.Incorrect. SharePoint can indeed support multiple Shared Services Provider (SSP) Web
applications if, for instance, you want to spread farm-level services to different hardware or isolate search
scopes. However, this is irrelevant in this case.

Explanation D.Incorrect. Performing this action (a) violates the IT security principle of least privilege;
and (b) is not relevant to the situation at hand in this item.
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2.Answer: A

Explanation A. Correct. SharePoint makes it easy to redeploy Web Parts. Simply open the Web Part menu
from a deployed, active Web Part on a content page and select Export.You can then import the Web Part
to a Web Part Zone on another content page.

Explanation B.It is true that you can deploy a Web Part by using the stsadm -addsolution and stsadm
-deploysolution commands. However, this involves too much administrative effort as opposed to simply
running an in-place export and import within the SharePoint portal.

Explanation C.Incorrect. Actually, we would want to do the opposite here; by adding a Web Part to a Quick
Add group, you make it easier to add a Web Part to a content page.The Quick Add group appear first in
the Add a Web Part dialog box.

Explanation D.Incorrect. As previously stated, Quick Add groups make it easier to deploy Web Parts to
content pages. However, you must also associate the target Web Parts with the Quick Add groups.

Chapter 6
1.Answer: A

Explanation A. Correct.In a gradual upgrade, MOSS 2007 will take over the original site URLs. Therefore,
it is imperative that you create a separate domain URL to host the previous version’s site structure.

Explanation B.Incorrect. The MOSS installation will consume the existing URL paths; therefore, you need to
create a new domain URL only for benefit of accessing the SPS 2003 installation.

Explanation C.Incorrect. We definitely do not want to delete DNS records without first making sure that
users can acces both the old SPS 2003 installation as well as the new MOSS 2007 installation.

Explanation D.Incorrect. There is nothing in the scenario that would lead us to believe that Internet
Protocol Version 6 (IPv6) is being used in this environment.

2.Answer:B

Explanation A.Incorrect.The scenario does not reference Microsoft Internet Security and Acceleration
(ISA) Server 2004.

Explanation B. Correct. Alternate access mappings enable SharePoint to (a) respond to requests from
users specifying different URLS; and (b) rewrite those URLs throughout the portal sites. We need an
Extranet URL that uses HTTPS, and an internal URL that uses HTTP.

Explanation C.Incorrect. We only need the SSL certificate on the Web server that resides on the DMZ.

Explanation D.Incorrect.The process of extending a Web application allows us to present the same
content in two different networking environments.
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3.Answers: B, C

Explanation A.Incorrect. Diagnostic logging is a different function from usage analysis processing.

Explanation B. Correct.You must enable usage analysis processing in Central Administration to create the
usage reports in your public site collections.

Explanation C. Correct.In order to “turn on” usage analysis processing in Central Administration, you must
first enable advanced usage analysis processing in the Shared Services Provider (SSP).

Explanation D.Incorrect. Usage analysis processing is a standard license SharePoint feature, not an
enterprise license feature.

4. Answer: B

Explanation A.Incorrect.This option is much too harsh; what if the users stored important corporate data
in their sites?

Explanation B. Correct.You can use the Reset to Site Definition option in each site’s Site Settings page to
revert the structure of the sites back to their defaults.

Explanation C.Incorrect. This solution involves far too much administrative overhead than is required.

Explanation D.Incorrect. Because the scenario does not go into detail as to how much each of the three
users changed their site definitions from the corporate standard, we don’t have enough information to
conclude that simply reapplying a theme will solve the problem.

Chapter 7
1.Answers:A,D

Explanation A. Correct. Extending a Web application means “cloning” the Web site to another
environment, such as a screened subnet segment.You can then configure different authentication and
security for the extended Web application.

Explanation B.Incorrect.To define an extranet, we don't necessarily need to create a new Shared Services
Provider (SSP).Instead, we can extend the intranet Web application to the DMZ segment and define an
alternate access mapping namespace to differentiate it from the internal Web application.

Explanation C.Incorrect. A managed path is a URL namespace that“informs” SharePoint which
namespaces it has authority over.We don't need to create a managed path for an extranet scenario.

Explanation D. Correct. Alternate access mappings are different URL namespaces that you can
map to a Web application.These are handy ways to “alia” Web applications, as well as method to use
different security and authentication (for instance, the intranet site uses HTTP, and the extranet site
uses HTTPS, etc.)
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2.Answer:B
Explanation A.Incorrect. One of the advantages of a gradual upgrade, in point of fact, is that you can
always revert to the old installation if testing fails under the new SharePoint version.

Explanation B. Correct.Because the gradual upgrade approach involves installing MOSS side-by-side
with SPS, you will have to “juggle” URLs to differentiate the two farm environments.

Explanation C.Incorrect. The gradual upgrade approach keeps the old sites online; this can be helpful
during upgrade testing.

Explanation D.Incorrect. The database migration scenario involves new hardware, not the gradual
upgrade scenario.
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