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5 Creating and
Managing Libraries

In this chapter, you will learn to:

AN AU N N N N U U U U U R N

Create libraries.

Add documents.

Add pictures.

Create a new folder in a library.

Check documents in and out from the document library.

Check documents in and out from the 2007 Microsoft Office suites.
Work with version history.

Create and configure a workflow.

Use a workflow.

Work with offline documents.

Synchronize documents with a Microsoft Office Groove workspace.
Delete and restore documents.

Use alerts.

One of the most compelling features that Microsoft Windows SharePoint Services pro-
vides is libraries. Libraries are a great place to store documents or forms. In the business
world, being able to work with documents quickly and effectively is of paramount im-
portance. In previous chapters, you learned that lists are an effective way to work with
all types of data; libraries function similarly for documents and forms, such as Microsoft
Office Word documents. Using SharePoint document libraries, you can filter and group
documents as well as view metadata for documents stored in the library.

133



134 Chapter 5 Creating and Managing Libraries

In this and the following chapter, you will learn how to work with documents in Windows
SharePoint Services. This chapter focuses on creating libraries, adding documents and
pictures to them, and working with documents in document libraries. In Chapter 6,
"Working with Library Settings,” we will focus on modifying and configuring document
libraries. You will use the libraries and views created in this chapter's exercises to com-
plete the exercises in Chapter 6.

Important Before you can use the practice sites provided for this chapter, you need to
install them from the book’s companion CD to their default locations. See “Using the Book'’s
CD" on page xix for more information.

Important Remember to use your SharePoint site location in place of
http://wideworldimporters in the following exercises.

Creating Libraries

You can use document libraries to store your documents on a SharePoint site rather
than on your local computer's hard drive so that other employees can find and work with
them more easily. Libraries are used to store files whereas lists are used to store other
types of content. Like lists, libraries contain metadata that allow you to filter, sort, and
group items in the libraries easily.

Creating Document Libraries

When you create a new SharePoint site, a generic document library called Shared
Documents is created for you. Because this library lacks a descriptive name, you should
create new libraries for a particular business category or subject instead. In the examples
used in this book, Bill Malone of Wide World Importers could create a document library
for documents describing different types of art that the company carries or one for com-
pany newsletters. You want to make sure that the name of a document library is descrip-
tive and that each library has a specific topic to make it easier to find documents. Storing
all documents together in the Shared Documents—or any—document library defeats
the purpose of using SharePoint sites to make information easier to locate.
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In the following exercise, you will open your SharePoint site and create a new document

library called Oak Furniture.

BE SURE TO verify that you have sufficient rights to create a document library. If in doubt,

see the Appendix on page 435.

OPEN the SharePoint site in which you'd like to create a document library. If prompted,
type your user name and password, and then click OK.

1. On the Site Actions menu, click Create. The Create Page page appears.

Team Site > Create

Create

*—— Document Library

and check out.

2. In the Libraries column, click Document Library. The New Document Library page

is displayed.

Libraries C ications Tracking

o Documentlibrary | @ Announcements o Links

@ Form Library 8 Contacts o Calendar

8 Wiki Page Library o Discussion Board 8 Tasks

8 Picture Library o Project Tasks

8 Issue Tracking

B Survey

Create a document library when you have a collection of documents or other files that
you want to share. Document libraries support features such as folders, versioning,

Custom Lists Web Pages
B Custom List B Basic Page
B Custom Listin 8 YWeb Part Page
Datasheet View
atasheet View o Sites and
8 Import Workspaces

Spreadsheet

3. In the Name box, type the name that you want to give the document library, for

example Oak Furniture.

4. In the Description box, type the description of the document library, for example,
This document library contains descriptive information about individual pieces

of oak furniture.
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5. In the Document Version History area, under Create a version each time you edit
a file in this document library?, select the Yes option.

Leave all other areas of the page at their default settings. You have entered all of
the necessary information to create a document library.

Team Site > Create > New

New

Name and Description

. . . MName:
Type & new name as you want it to appear in headings
and links throughout the site, Type descriptive text Oale Furniture
that will help site visitors use this document library.
Description:
This document library contains -

descriptive information about
individual pieces of oak furniture.

Navigation

specify whether a link to this document library appears . Display this document library on the Quick Launch?
in the Quick Launch. = =
@ Yes © No

Document Version History

Create a version each time you edit a file in this document library?
Specify whether a version is created each time you edit '

a file in this document library, Learn about versions, L @ No

Document Template

Select a document template to determine the default Doc.umentTempl..ahe:

for all new files created in this document library. Microsoft Office Word 97-2003 document -

Create ] [ Cancel

6. Click the Create button.

The new Oak Furniture document library appears.
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& Oak Furniture - Windows Internet Explorer [ ==
@O - |g, http://wideworldimporters/Oak%20F urniture/Forms/Alltem -|&,‘ X || Live Search R v‘
— " »
——— T B Rl e @ vl
Team Site Welcome Bill Malone ~ =
#4 Team Site Thistst =~ [ 18]
tome.
= Team Site > Oak Furniture
[ a—ﬂ] Oak Furniture

view All Site Content This document library contains descriptive information about individual pieces of oak furniture.

Documents New = | Upload = | Actions ~ | Settings = view: | All Documents -

® Shared Documents Type Name Modified O Modified By

e There are na items to show in this view of the "Oak Furniture” document library. To create a new item, click New” | | =

5 or "Upload” above.

ists

= Calendar

= Tasks

Discussions

= Team Discussion

Sites

People and Groups

& Recycle Bin

|

Done €l Local intranet | Protected Mode: On ®100% v

83 CLOSE the browser.

Creating Form Libraries

Form libraries function similarly to document libraries, but they store specific types of
documents— forms—and have enhanced integration with Microsoft Office InfoPath,
such as allowing you to create form libraries from Office InfoPath. Chapter 14, “Using
Windows SharePoint Services with InfoPath 2007," discusses in detail how Windows
SharePoint Services and InfoPath work together.

Forms are a more structured type of information. They contain a set of fields that are
filled out in a uniform manner. Form libraries are excellent repositories for structured
documents, such as Purchase Orders or Vacation Requests. To obtain the full benefit of
form libraries, you must use InfoPath for designing and filling out forms.

The following exercise walks you through creating a new form library by using Windows
SharePoint Services. In this exercise, you will open the SharePoint site and create a new
form library called Purchase Orders. You will then associate a Purchase Order form tem-
plate with that library so that, when someone fills out the form, they are presented with
the standard Purchase Order form.
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Note that this is a long series of steps to perform, so please keep in mind that you will be
accomplishing the following tasks.

Creating a new form library
Associating a new form with the form library

Setting this form as the primary form that is invoked when the New Form com-
mand is invoked

(£(> OPEN the SharePoint site in which you'd like to create a form library. If prompted, type
your user name and password, and then click OK.

BE SURE TO have Microsoft Office InfoPath 2007 installed.

BE SURE TO verify that you have sufficient rights to create a form library. If in doubt, see
the Appendix on page 435.

-hsuNl—l

From the Site Actions menu, click Create. The Create Page page appears.

In the Libraries column, click Form Library. The New Form Library page appears.
In the Name box, type Purchase Orders.

In the Description box, type Contains purchase orders

You have entered all of the necessary information to create a form library.

Click Create.

The form library is created, and you are taken to the new Purchase Orders form
library. At this point, if you click New Document you will be presented with a blank
form. You still need to associate a necessary form template with the newly created
library. To associate a form template with a form library, it is necessary to create a
new content type as the default selection when the New button is created.

From the Site Actions menu, click Site Settings.

Under Galleries, click the Site Content Types link. The Site Content Types Gallery
appears.

Click Create.
In the Name input box, type Purchase Orders.

On the Select Parent Content Type From: drop-down list, click Document Content
Types.
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On the Parent Content Type: drop-down list, click Form. Leave the rest of the page
at the default settings.

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

Site Content Type Advanced Settings: Purchase Orde

Use this page to change advanced settings for this content type.

Document Template () Enter the URL of an existing document template:
Spedify the document template for this content
type.
@ Upload a new document template:
C:\Program Files\Microsoft Office\Office12\Ir | Bro
Read Only Should this content type be read only?
Choose whether the content type is i
modifiable, This setting can be changed later ) Yes
from this page by anyone with permissions to .
edit this type. @ No
Update Sites and Lists Update all content types inheriting from this type?
Specify whether all child site and list content .
types using this type should be updated with @ Yes
the settings on this page. This operation can e
take a long time, and any customizations made i No

to the child site and list content types will be
lost.

[ JL

Click OK. The Site Content Types: Purchase Orders page appears.
Click the Advanced Settings link.
Select the Upload a New Document Template option.

Navigate to C:\Program Files\Microsoft Office\OfficeI2\INFFORMS\1033 folder

and select purchord.xsn template file. Note: Number 1033 in the path is a Locale ID
(LCID) for English language. In this case, LCID is used as a folder name. If your Office
installation is for language other than English , then the numbered folder name will
be a LCID for the language used. For example, LCID for French is 1036, and LCID for
Russian is 1049.

Click Open.
Click OK. You are taken to the Site Content Type: Purchase Orders page.
On the breadcrumb, click the Team Site link.

In the Quick Launch, click the Purchase Orders form library link.
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20. From the Settings link, click Form Library Settings. The Customize Purchase Orders
page will appear.

O o2 Ig Purchase Orders ]_I [ RV IR

Team Site VWelcome Bil Malone - | @ ~

4 Team Site This List = L

. Team Site » Purchase Orders
E Purchase Orders

3 Page & Teols =

View All Site Content Contains purchase orders

Documents New ~ | Upload * = Actions v || Settings ~ | View:  All Documents -
= Shared Documents Type Name Modified Create Column To

» Ok Fumure 1o et a e i wor i (L] | 222000 bstoreddtonsd |

= Purchase Orders Crders” document Ibrary.

.. | Create View
Lists m Create a view to select calumns,
filters, and other display settings.

» Calendar
« Tasks Form Library Settings
A columns, views, and policy.
P | I
Done €8 Local intranet | Protected Mode: On H100% ~

21. Click the Advanced Settings link. The Form Library Advanced Settings: Purchase
Order page appears.

22. In the Content Types area, under Allow Management of Content Types?, select
the Yes option.

Team Site > Purchase Orders > Settings > Advanced Settings

Form Library Advanced Settings: Purchase Orders

Content Types Allow management of content types?
Specify whether to allow the management of content types on this form ®

library. Each content type will appear on the new button and can have a Yes

unique set of columns, warkfows and other behaviors.

©no

Document Template Template URL:

Type the address of a template to use as the basis for all new files
areated in this document library. When multiple content types are
enabled, this setting is managed on & per content type basis. Learn how
ta setup @ template for @ lbrary.

Purchase Orders/Forms/template.xml|

Browser-enabled Documents Opening browser-enabled documents
Specify how to display documents that are enabled for opening both in a
browser and a client application. If the dient application is unavailable,

these documents will always be displayed as Web pages in the browser. @ Display as a Web page

@ Open in the dient application

Custom Send To Destination

Type the name and LRL for & custom Send To destination that you want
to appear on the context menu for this list. It is recommended that you
choose a short name for the destination. URL:

Destination name: (For example, Team Library)

Folders Display "Mew Folder” command on the New menu?

Specify whether the "New Folder” command appears on the New menu, ® ®
Changing this setting does not affect existing folders., Yes Mo

Search Allow items from this form library to appear in search results?

Specify whether this farm lbrary should be visble in search results, Users ® ®
Who do ot have permission to ses these items wil not see them in s=arch Yes Mo
results, no matter what this setting is.

23. Leave the rest of the page at the default settings, and then click OK.
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24. On the Customize Purchase Orders page, scroll down until you see the Content
Types area. One content type, called Form, is associated with this form library.

25. Click the Add From Existing Content Types link. The Add Content Types: Purchase
Order page appears.

26. From the Available Site Content Types list, click the Purchase Order content type.
27. Click the Add button, and then click OK.
28. Click the Change New Button Order and Default Content Type link.

29. On the Position from Top drop-down list, ensure that the Purchase Order content
type is assigned the number one (1) and click OK.

Team Site > Purchase Orders > 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

» i Visible Content Type Position from Top
Content types not marked as visible will not
appear on the new button, Form 2~
Note: The first content type will be the Purchase Orders 1~
default content type.
[ oK ] [ Cancel ]

30. On the breadcrumb, click the Purchase Orders link and then click the New button.

This action invokes Office InfoPath 2007 (if it is installed on your computer), and
the default Purchase Order form appears.

% CLOSE the browser and InfoPath 2007.

Creating Picture Libraries

Picture libraries work in the same way as document libraries except that they are op-
timized for storing the picture file type. The picture library provides special views for
looking at all of the pictures in the library as a slideshow. It also provides enhanced fea-
tures for editing and downloading pictures by integrating with Microsoft Office Picture
Manager.
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In this exercise, you will open the SharePoint site and create a picture library for storing
photographs of each employee.

@ OPEN the SharePoint site in which you'd like to create a picture library. If prompted, type
your user name and password, and then click OK.

BE SURE TO verify that you have sufficient rights to create a picture library. If in doubt,
see the Appendix on page 435.

. From the Site Actions menu, click Create. The Create Page page appears.
. In the Libraries area, click Picture Library. The New Picture Library page appears.

. In the Name box, type Employee Photos.

S W N =

. In the Description box, type Contains photographs of each employee.

You have entered all of the necessary information to create a picture library.

Team Site > Create > New

New

Name and Description

Type & new name as you want it to appear in headings and HEnE

links throughout the site, Type descriptive text that will help Employee Photos
site visitors use this picture library.

Description:
Contains photographs of each -
employes
Navigation
Specify whether a link to this picture library appears in the . Display this picture library on the Quick Launch?
Quick Launch. = =
@ Yes @ Mo

Picture Version History . . y e
Create a version each time you edit a file in this picture

Specify whether a version is created each time you edita library?

file in this picture library. Learn about versions. ) Yes @ No

Create ] [ Cancel

5. Click Create.

The picture library is created, and you are taken to the Employee Photos pic-
ture library.

8@ CLOSE the browser.




Adding Documents

After a library has been created, you can populate it with documents. Once documents

are placed in the library, you can search for and filter them to make it easier to find what
you are looking for, as well as collaborate with others to help develop the final version of
the document. Document libraries give you the ability to keep track of new versions of a
document as it is modified and revert to older versions if necessary. These topics will be

covered in the next chapter. First, you need to ensure that your documents are uploaded
and available in the SharePoint library.

Adding Documents 143

In the following exercise, you will make two new furniture descriptions available to em-
ployees by uploading them to the Oak Furniture library.

@ USE the practice files OakDesk.docx and OakChest.docx located in the practice file folder
for this chapter. The practice files are located in the Documents\Microsoft Press\SBS_WSSv3\

Chapter 05 folder.

OPEN the SharePoint site to which you'd like to upload a file to a document library. If

prompted, type your user name and password, and then click OK.

1. Inthe Quick Launch pane, click the Oak Furniture document library link.

2. In the Oak Furniture document library, click the Upload button. The Oak Furniture:

Upload Document page appears.

/& Oak Furniture - Windows Internet Explorer =[]
@ O 7 |@, http://widewerldimporters/Oak320Furniture/Forms/Alllte = | +y | X ||| Live Search L v|
— = 3
e [@CJEkFumiture l l @ v & T qa'@EEQE'\Q}TQNS'
Team Site Welcome Bill Malone - -
@8 Team Site This List + | | 2]
| rome. She Actions~
— Team Site > Oak Furniture
l[-d] Oak Furniture =

Wiew All Site Content This document library contains descriptive information about individual pieces of oak furniture.

Pictures Mew - | Upload |'| Actions = Settings - View: All Documents -

0 En i EEraE Name Modified D Modified By

Documents There are no items to show in this view of the "0ak Furniture” document library. To create a new item, dick b

Mew” or "Upload” above.

= Shared Documents

= Qak Furniture

= Purchase Orders

Lists
|| = Calendar i
http://wideworldimporters/Oak%20Furr G\‘j Local intranet | Protected Mode: On H100% v
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To upload a single document, click the Browse button. To upload multiple docu-
ments from the same location at the same time, click the Upload Multiple Files link.
In this exercise, we'll upload a single document.

3. Click the Browse button.

4. In the Choose File dialog box, browse to the file you would like to upload, such as
OakDeck.docx, and then click Open.

5. Click Save and Close to return to the Oak Furniture library.

I Qak F Explorer
K ) - | €] httpwideworldimporters/Oake20Fumiture/Forms/Allite v | 44 | X || Live Search o |
v e [@OEkFumiture l_l @ v i 2 @ v| alv @Eage - @Tgols Ea
Team Site Welcome Bill Malone + | =
@8 Team site This List « | | 2]

| tome
___ Team Site > Oak Furniture
Oak Furniture

m

Wiew All Site Content This document library contains descriptive information about individual pieces of oak furniture.

Pictures Mew ~ | Upload ~ | Actions - Settings ~ | ___ L nts _'_

= Employee Photos Type  Mame Modified (D Modified By

Documents @] OskDesk ! mew 2(15/2007 6:22PM Bill Malone B

= Shared Documents

= Oak Furniture

= Purchase Orders

Lists

= Falrndae =
Done €8 Local intranet | Protected Mode: On ®100% ~ .

6. Repeat Steps 3-6 for the OakChest.docx file.

% CLOSE the browser.

Tip You can also upload a document by copying and pasting from Windows Explorer and
by using the Explorer view in Windows SharePoint Services, located on the left side of the
document library page.
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Adding Pictures

Adding pictures to a picture library is much like adding documents to a document li-
brary. In the following exercise, you will add an employee picture to the Employee
Photos document library.

@ USE the practice file pjcov.jpg in the practice file folder for this chapter. The practice file is
located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

OPEN the SharePoint site that you'd like to use to upload a picture to a picture library. If
prompted, type your user name and password, and then click OK.

1. On the Quick Launch, click the Employees Photos picture library link. The
Employee Photos document library appears.

2. Click Upload. The Add Pictures: Employee Photos page appears.
3. Click Browse.

4. In the Choose File dialog box, browse to the file you would like to upload, such as
pjcov.jpg, and then click Open.

5. Click OK. The Employee Photos: pjcov page appears.

This page is used to populate metadata on the picture, including name, date, de-
scription, and keywords.

6. Fill in the metadata if needed, and then click OK.

The picture has been uploaded, and you are taken back to the Employee Photos
picture library.

% CLOSE the browser.

Creating a New Folder in a Library

When numerous documents exist in a library, you can create a new folder to help orga-
nize the documents in a more efficient way.

Tip Windows SharePoint Services provides other mechanisms for organization, such as
views and filters. However, people are often most familiar with folders and thus find it easier
to create a folder structure.
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In this exercise, you will create a folder for documents classified as In-Progress so that
they can be differentiated from completed documents.

=S5

OPEN the SharePoint site that you'd like to use to add a folder to a document library. If
prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient permissions to create a folder in the document
library. If in doubt, see the Appendix on page 435.

1.

In the Quick Launch pane, click Oak Furniture. The Oak Furniture document library
appears.

Click on the New drop-down list, and then click New Folder. The New Folder: Oak
Furniture page appears.

In the Name box, type the name of the folder you would like to create, such as In
Progress.

Click OK.

The updated Oak Furniture page appears with the In Progress folder added to the
page.

Team Site

@8 Team site

-

[

View All Site Content
Pictures

P

Site Actions ~

Welcome Bill Malone =

This List

Team Site > Oak Furniture

Qak Furniture

This document library contains descriptive information about individual pieces of oak furniture.

Mew =~ | Upload ~ | Actions = Settings - View:  All Documents -
= Employee Photos Type  MName Modified O Modified By
Documents (] In Progress 2/18/2007 6:26 PM Bill Malone
= Shared Documents @] OakDesk ! Hew 2(19/2007 6:22PM Bill Malone

= Oak Furniture

= Purchase Orders

Lists

8@ CLOSE the browser.
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Checking Documents In and Out
from the Document Library

One of the features provided by Windows SharePoint Services is basic document man-
agement. Checking out and checking in documents lets others know what documents
you are working on so that they don’t work on them at the same time. When using
check-in, you can also enter comments about what you've changed that others can then
view.

In the following exercise, you will change the comments in a document to reflect that
this is the final version of the document.

@ USE the practice file Oakchest.docx in the practice file folder for this chapter. The practice
file is located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

OPEN the SharePoint site from which you'd like to check in or check out a document. If
prompted, type your user name and password, and then click OK.

BE SURE TO verify that you have sufficient permissions to modify the properties of a
document in the document library. If in doubt, see the Appendix on page 435.

1. On the Quick Launch, click Oak Furniture. The Oak Furniture document library
appears.

2. Move your mouse over the document you would like to check out, such as
OakChest.docx.




148 Chapter 5 Creating and Managing Libraries

3. An arrow appears to the right of the document name. Click the arrow.

A menu of options available for working with the document appears.

Team Site Welcome Eill Malone = |
@8 Team site This List | | =l

Home.

— Team Site > Oak Furniture

Qak Furniture

Wiew All Site Content This document library contains descriptive information about individual pieces of oak furniture.
Pictures New - | Upload - | Actons -~ | Settings ~ vew: AllDocuments |
= Employee Photos Type Name Modified (O Modified By
Documents (] In Progress 2/19/2007 6:26 PM Bill Malone
= Shared Documents @] [ OakDesk Inew - | 2/18/2007 6:22PM Bill Malone
= Oak Furniture View Properties

= Purchase Orders Edit Properties

Lists Q@ Manage Permissions

= Calendar 1] | Editin Microsoft Office Word

= Tasks X | Delets

Discussions Send To 4

pC—— Lh_ched<0ut —_— .

Sites '1:3‘] Version History

People and Groups Alert Me

18] Recycle Bin

4. Click Check Out. A dialog box appears informing you that the document will be
placed in the local drafts folder.

Microsoft Internet Explorer E

*fou are about to check out:
MName: OakDesk.docx
From:  widewordimporters

™ Use my local drafts folder

Cancel |

Some files can ham your computer. If this information looks
suspicious, or you do not fully trust the source, do not open the file.

5. Click OK.

6. Move your mouse over OakChest.docx. When an arrow appears to the right of the
file name, click the arrow.

7. Click Check in. The Check In page appears.
8. Click Check In Document.
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9. In the Check In comments box, type This is the final version of this document

Team Site > Oak Furniture > OakDesk > Check In

Check in

Use this page to check in a document that you have currently checked out.

Document Check In
§ Keep the document checked out after checking in this version?
Other users will not see your
changes until you check in. @ Yes @ No
Specify options for checking
in this document.

Comments Comments:

Type comments describing
what has changed in this
version.

This is the final version of this document. -

[ oK ] [ Cancel

10. Click OK to return to the Oak Furniture document library.

% CLOSE the browser.

Checking Documents In and Out
from the 2007 Microsoft Office Suite

Checking documents in or out by using the browser is a nice feature, but not nearly as
useful as checking documents in and out using the Microsoft Office System. The 2007
Microsoft Office suite has built-in SharePoint integration, and you can easily check docu-
ments in and out using any of the Microsoft Office suite applications.

In the following exercise, you will open and check out a document from a SharePoint
library in Office Word. You will make minor modifications to the document, save it, and
then check it back in to the document library.

év> USE the practice file Oakchest.docx in the practice file folder for this chapter. The practice
file is located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

BE SURE TO verify that you have sufficient permissions to check out, modify, and check in
a document in the document library. If in doubt, see the Appendix on page 435.

OPEN the SharePoint site from which you'd like to check in or check out a document. If
prompted, type your user name and password, and then click OK.
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From the Quick Launch click Oak Furniture. The Oak Furniture document library
appears.

Move your mouse over the document that you would like to edit, such as
OakChest.docx. When an arrow appears to the right of the document name, click
the arrow.

Click Edit in Microsoft Office Word.

You might be prompted to re-enter your login credentials. If prompted to do this,
re-enter your credentials and click OK. The file opens in Word.

You might be presented with a User Name dialog box to enter your name and ini-
tials. If so, enter your name and initials.

Click the Office button, point to Server, and then click Check Out.

@E M-8 )¢ OakChest.doo - Microsoft Word
Review | View

D Hew i 2 | Final Showing Markup - 3 Reject ~ ﬁ 1 %
= 2
Check Ot 2 show Markup - 3 Previous
~ ‘ Edit a private copy and prevent other | - Accept Compare Show Source || Protect
/7 Open people from making changes. [B] Reviewing Pane ~ - BiNexdt - Documents Document ~
View Version History Tracking Changes Compare | Protect
I I e Read, delete, or restare previous versions
& of the document.
= View Workdlow Tasks
& Savehs b Show all active workflow tasks currently
assigned to you for the document.
@ . Document Management Information
. View related documents, links, tasks, and
people.
G
17 Publish »
Server »>
1
-
Close
3 word Options | [ X Exit wora

Make a change to the document, such as bolding some text.
Click Office, and then click Save.
Click Office, point to Server, and then click Check In.

In the Check In Comments dialog box, type This is the copy edited with
Microsoft Office Word 2007.

Click OK, and then close Word.

% CLOSE the browser.
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Working with Version History

When versioning is enabled, Windows SharePoint Services creates a separate copy of
the document each time it is edited. Although this takes up extra space on the server, it
also makes it easy to revert to an older version of the document if necessary. A more in-
depth discussion of versioning will be covered in Chapter 6.

When you view a document’s version history, you see a list of the occasions when this
document was edited and saved as well as the author's comments on those changes.

In the following exercise, you will see what changes have been made to the OakChest.
docx document and then revert back to the final copy of the document.

@ USE the practice file Oakchest.docx in the practice file folder for this chapter. The practice
file is located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

BE SURE TO verify that you have sufficient permissions to check out, modify, and check in
a document in the document library. If in doubt, see the Appendix on page 435.

OPEN the SharePoint site for which you'd like to see the version history for a document. If
prompted, type your user name and password, and then click OK.

1. From the Quick Launch, click Oak Furniture. The Oak Furniture document library
appears.

2. Move your mouse over the document for which you want to see the version his-
tory, such as OakChest.docx. When an arrow appears to the right of the document
name, click the arrow.

A drop-down menu appears.
3. Click Version History.

You are taken to the versions saved for the OakChest.docx page. Each version of
the saved document, the date and time that version was created, and any com-
ments for the version appear.

Team Site > Oak Furniture > OakDesk > Version History

Versions saved for OakDesk.docx

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

MNo. +  Modified Modified By Size: Comments
2.0 2/19/2007 6:44 PM Bill Malone 16.5KB  Thisis the final version of this document.

1.0 2/19/2007 6:22 PM Bill Malone 16.5KB
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4. Move the mouse over an earlier version of the document and click the arrow that
appears.

5. On the drop-down menu, click Restore.

Team Site = Oak Furniture = OakDesk > Version History

Versions saved for OakDesk.docx

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

Delete All Versions
MNo. 4+ Modified Modified By Size: Comments
2.0 2/19/2007 6:44 PM Bill Malone 16.5KB  Thisis the final version of this document.

1.0 2/19/2007 6:22 PM

4

Bill Malone 16.5KB

View
Restore

Delete

6. The dialog box that appears indicates that you are about to replace the current ver-
sion with the selected version. Click OK.

There is now an additional, unpublished version. Windows SharePoint Services
actually copies the version you want to restore and makes it the newest version. If
you want to publish this version, you need to do so manually.

83 CLOSE the browser.

Deleting Documents

Documents accumulate over time, and you eventually need to delete those that are no
longer needed. In this exercise, you will delete a document that is no longer in use.

@ USE the practice file Oakchest.docx in the practice file folder for this chapter. The practice
file is located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

BE SURE TO verify that you have sufficient permissions to check out, modify, and check in
a document in the document library. If in doubt, see the Appendix on page 435.

OPEN the SharePoint site from which you'd like to delete a document. If prompted, type
your user name and password, and then click OK.

1. From the Quick Launch, click Oak Furniture. The Oak Furniture document library
appears.
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2. Move your mouse over the document you would like to delete, such as
OakChest.docx. When an arrow appears to the right of the document name, click
the arrow.

3. On the drop-down menu, click Delete.

4. In the dialog box that asks whether you are sure you want to delete, click OK. The
document is moved into your Recycle Bin.

5. To recover your document, on the Quick Launch, click the Recycle Bin link.

6. Select the check box next to the OakChest.docx document, and then click the
Restore Selection link.

8@ CLOSE the browser.

Working with Workflows

You might want to route a document through an approval process before publishing it.
You can create workflows within the document library without contacting your System
Administrator.

There are several different ways to create workflows; you'll create a new workflow associ-
ated with the Oak Furniture document library. To create this workflow, you first need to
specify at least three stages for the new workflow.

In the following exercise, you will add a site column to the Oak Furniture document li-
brary that gives you a choice for each workflow state.

@ USE the practice file Oakchest.docx in the practice file folder for this chapter. The practice
file is located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

BE SURE TO verify that you have sufficient permissions to create a workflow in the docu-
ment in the document library. If in doubt, see the Appendix on page 435.

OPEN the SharePoint site from which you'd like to delete a document. If prompted, type
your user name and password, and then click OK.

1. On the Quick Launch of the home page of Team Site, click the Oak Furniture li-
brary link.

2. Under the Settings menu options, click Create Column.

w

In the Name input box, type Workflow States.
4. Select the Choice option.
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5.

10.
11.
12.

13.

14.

In the Type Each Choice on a Separate Line: input box, enter three choices:
Submitted to Approver #1, Submitted to Approver #2 and Approved. Be sure to
delete the three pre-defined generic choices first.

Click OK.
Once the new column is created, you can create the new workflow.

From the Settings menu in the document library, click the Document Library
Settings link.

Click the Workflow Settings link. The Add a Workflow: Oak Furniture page
appears.

By default, one workflow appears named Three-State Workflow.

Type a new name for this workflow, such as Approval Workflow.

On the drop-down list of the Select a task list, select New Task List.

In the Start options, leave the selections at their default settings and click Next.

In the Workflow States area, the column you added to the Oak Furniture docu-
ment library automatically appears with the three choices that you entered for the
three states of the workflow. If it does not appear, from the Select a Choice drop-
down list, click Workflow States.

Enter the initial, middle, and final states on the drop-down list if you needed to se-
lect the workflow states as directed at the end of Step 13.

Clear both of the Send E-mail Message check boxes and then leave the rest of the
workflow creation page as is and click OK.

Now, when you click the drop-down list next to a document, a workflows selection
appears from which you can choose the Approval workflow to route the document
once it is ready to be approved.
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Welcome Bill Malone ~

P

Site Actions ~

=

Team Site > Oak Furniture

Qak Furniture

View All Site Content
Pictures

= Employee Photos
Documents

= Shared Documents
= Oak Furniture

= Purchase Orders
Lists

= Calendar

= Tasks

Discussions

= Team Discussion
Sites

People and Groups

2] Recycle Bin

[

OF XEFEH jpp————

This document library contains descriptive information about individual pieces of oak furniture.

Mew =~  Upload =~

Actions -

Settings -

View:  All Documents =

Type Mame

C@  InProgress

View Properties

Edit Properties

Manage Permissions

Edit in Microsoft Office Word
Delete

Send To

Check Out

Version History

Workflows

Alert Me

Modified
2/19/2007 6:26 PM

@) | OakDesk T hew - | 2/13/2007 6:44 PM

Workflow States

% CLOSE the browser.

Using Alerts

One of the most difficult obstacles encountered in the business world is knowing when

information changes. Windows SharePoint Services can help with this problem by en-
abling you to subscribe to an alert. When a document changes to which you subscribe,
you receive an e-mail message stating that the document has changed.

For example, you (Bill Malone in the example) may want to know when the
OakChest.docx document is updated. In the following exercise, you will set up an alert
for this document and then receive an alert that it has been changed.

=S5

USE the practice file Oakchest.docx in the practice file folder for this chapter. The practice
file is located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

BE SURE TO verify that you have sufficient permissions to check out, modify, and check in
a document in the document library, as well as create alerts in the site. If in doubt, see the

Appendix on page 435.

OPEN the SharePoint site on which you'd like to set up an alert on a document. If prompt-
ed, type your user name and password, and then click OK.
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1.

2.

From the Quick Launch, click Oak Furniture. The Oak Furniture document library
appears.
Move your mouse over the document for which you would like an alert, such as

OakChest.docx. When an arrow appears to the right of the document name, click
the arrow.

Click Alert Me.

Team Site Welcome Bill Malone ~
@8 Team site This List » 2|
_elisme, Site Actions -

Team Site > Oak Furniture
Oak Furniture

This document library contains descriptive information about individual pieces of oak furniture.

View All Site Content

Eactures New =~ | Upload - | Actions ~ | Settings - view: | All Documents  ~
0 Enrlyeerie Type Mame Modified _) Modified By Workflow States Approval Workflow
Documents (] In Progress 2/19/2007 6:26 PM Bill Malone
= Shared Documents @) | OakDesk Trew | 2/13/2007 7:11PM System Submitted to Approver  In Progress
= Oak Furniture Account #1
= Purchase Orde View Properties
Lists Ea' Edit Properties
elEalerer Qg Manage Permissions
= Tasks B4 | Edit in Microsoft Office Word
= 5 WK | Delets
Discussions
3
= Team Discussig S
Lﬁl Check Out
Sites 5
Had | Version Histor
People and Grq ‘2] g
s G’) Workflows
2] Recycle Bin
Alert Me

e

The New Alert: Oak Furniture: OakChest.docx page appears. You are given several
options on the frequency of alerts as well as when to be alerted.

Retain the default values for this exercise and click OK.

Important If your server is not configured to send an e-mail message, an Error
page will appear. If this page appears, you cannot complete the rest of the steps in
this section.

You are returned to the Oak Furniture document library.

Move your mouse over OakChest.docx. When an arrow appears to the right of the
document name, click the arrow.

Click Edit in Microsoft Office Word.

When the dialog box appears that displays a warning, click OK to open the file. The
file will open in Word.
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8. Click File, and then click Check Out.
You now make a change to this document.
9. Click File, and then click Save.
10. Click File, and then click Check In.
11. In the Check In Comments dialog box, click OK.
12. Close Word.

After a few minutes, you should receive two e-mail messages. The first message
indicates that an alert was successfully created. The second message indicates that
OakChest.docx has been modified.

% CLOSE the browser.

Working with Offline Documents

There are two ways to work with offline documents in Windows SharePoint Services.
The first method is to copy the documents to your Microsoft Office Outlook client.
The second method is to synchronize your documents with a Microsoft Office Groove
workspace.

@ USE the practice file Oakchest.docx in the practice file folder for this chapter. The practice
file is located in the Documents\Microsoft Press\SBS_WSSv3\Chapter 05 folder.

BE SURE TO verify that you have sufficient permissions to check out, modify, and check in
a document in the document library. If in doubt, see the Appendix on page 435.

OPEN the SharePoint site on which you'd like to copy documents offline. If prompted, type
your user name and password, and then click OK.

To take documents offline by using Office Outlook, you can perform the following steps.

1. From the Team Site home page, click the Oak Furniture library link.
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2. Click the Actions menu, and then choose Connect to Outlook.

A dialog box appears asking whether you trust this source and want to connect this
document library to Outlook.

Team Site - Oak Furniture

Connect this SharePoint Document Library to Outlook?

‘fou should only connect lists from sources you know and trust.

http: {fwideworldimporters/Oak Furniture/
To configure this Document Library, dick Advanced.

|

fes

J e ]

3. When you select Yes, a SharePoint list is automatically created in Outlook, and the

documents in the library are automatically downloaded into Outlook as attach-

ments to e-mails.

! File Edit View Go Tools

Actions

@He\c\r - ﬂ LB }( aﬁeply @Replyto}\ll QFor\c_\rard

ﬁ?/ Team Site - Oak Furniture in SharePoint Lists - Microsoft Outlook

Help

Type a question for help

B0 | @ Search address books - | @

x

4

£

'« Team Site - Oak ...

Favorite Folders
E Inbox in Personal Folders (1]
L Unread Mail in Personal Folders
@ Sent Items in Personal Folders

*

|Search Team Site - Cak Fu @ |

¥

Arranged By: Availability

| -

Mail Folders
2] All Mail Ttems

ﬁ Sent Items
= f}.‘i Search Folders
® & Personal Folders
= &5 SharePoint Lists
@ Deleted Items
= 4 Team Site - Oak Furniture (1)
st In Progress

b

4

= Downloaded Documents

owosicsocs 1931

Eill Malone

[~ Mmail

ﬁ Calendar

|[85] contacts

/] Tasks

Ll

4

OakDesk.docx

Changed By: Bill Malone
Checked Out To:

Last Changed: 19 February 2007
Size: 16 KB

This is the OakDesk
document.

| »

“n oN %

«»{l

*

legog-o]

syse] 1 :Aepo] 4

1 Item - Updated 19,/02,/2007 19:16.

% CLOSE the browser.
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The other method to take documents offline is to synchronize them by using an Office
Groove workspace. This method is a bit more complex, but its advantage is that you can
synchronize various lists from different sites to the same Groove workspace. To synchro-
nize documents to a Groove workspace, complete the following steps.

1. Open your Groove client. The shortcut can be found on the All Programs menu
selection list inside the 2007 Microsoft Office suite menu options.

2. In the Groove client, click New Workspace.

Y Did you know...

| Workspaces that you were invited to or that you created appear in this list. To create your
| own, click "New Workspace" above,

Common Tasks

View By~
94 Suppress Alerts

[y Mew Folder
84, Send My Contact via E-mail

=

This invokes the Create New Workspace dialog box, where you can give the new
workspace a name as well as specify the type of workspace you want to create.

3. Enter Oak Furniture Offline Documents as the name of the new workspace, and
then click OK.
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4. In the Oak Furniture Offline Documents workspace, under the Common Tasks list,
click the Add Tools link.

File Edit View Options Help EthkSPaCEV|

Workspace Members
‘) Add Files... [l SaveFiles.. (# | B3 @& | X Ci | % & | @ Download (& In Workspace
mlders Iame Size Type % @ I?i" Malone
I Files (Root Folder) (%) Online

() Offline

'5) Did you know...
Invite to Workspace:  More
4 -Enter name or emi -

3 Files (Root Folder)

[
7= Files 1

Add tools to this workspace

Other Comp...

=

5. In the More Tools dialog box, select the SharePoint Files check box and click OK.
6. Click the Setup button that automatically appears.

7. In the Address: input box, enter the URL of the SharePoint site with which you wish
to connect, such as http://wideworldmporters, and click Select.
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@'E v Computer » Local Disk () » v|"j-||5earrh P|
Eavorite Links Name Date modified Type Size E
D SRecycle.Bin
M Dokt J 2007 Office Systern Developer Resources
eskto
£ Boot
5 Recent Places 3 Commonz _
8 Computer 7 Documents and Settings
B Pictures U Inwirtus VM Optimizer
B Music MSOCache
& Recently Changed . Program Files
E Searches ProgramData Bi
i Public  ProjectTemnplates
J SharePoint
Folders ~ M Software =
Address: |http://widewordimpaorters| |
Tools l Select |VI [ Cancel ]

Once the Groove client connects to the SharePoint site, it delineates all of the lists
and libraries in the site.

8. Choose the Oak Furniture document library by double-clicking the library.

@ - |_§_ <« http://wideworldimporters » - | 5 | | Search P |
Favorite Links Team Site
Pt Site Content
Ml Desktop MName Description
(ﬁ Recent Places Document Libraries
& Computer i@ Employee Contains photographs of each employee
i Photos
E| Pictures
) [E3| ©akFurniture This document library contains descriptive information about
n’ Music individual pieces of oak furniture.
[# Recently Changed [E# Purchase Contains purchase orders
Orders
E Searches
; (3| Shared Share a document with the team by adding it to this
_L. Public Documents document library.
Sites and Workspaces
There are no additional locations to show in this view.
Folders ~
bt sl Dav WWW Root (Viwidewordimporters) |
Tools'lSelect I[ Cancel]
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9. Click Select, which causes the Oak Furniture items to be synchronized to your local

hard drive.

&

File Edit View Options Help 6 Workspaces v |

SharePoint Files - Oak Fumniture
‘) Add Files.. g Save Files. B3 v (9 | G @ | X Chi | % % | ¥ Download

(&) In Workspace

| Folders Name Size | Modified Date Modifie.., CheckedOutTo Type ||| (© Bill Malone
# (B Cak Furnitur ) In Progress 19/02/2007 18:26:11  Bill Malone g hoe
1| ® Offline

 InProgress|| 4 @f]oakDesk  16KB  13/02/2007 13:21:30  Bill Malone

¥ Did you know...

You can share this
workspace with someone.
Type an e-mail address or
% contact name below to send
3§ an invitation.

& Chat

Common Tasks

2 Mark Tool Read
€4 Tumn Off Tool's Unrea...

4 Add Tools
&4 View Workspace Prop...

Synchronized: 19/02/2007 21:21 3

Note that both files and folders are synchronized to the Groove client, which holds
copies of its documents on your local hard drive. You can repeat these steps to
connect to other SharePoint sites and synchronize their libraries and lists into a
common workspace. Of course, if you do this, give your workspace a more intuitive
name than that shown in this exercise.

CLOSE the browser and your Groove client.
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Key Points

Libraries provide a central location to store documents, forms, and pictures so they
can be shared easily.

You can create document libraries for specific topics and give them a descriptive
name.

Remember to check out a document before you edit it.

You can check in and check out documents by using Microsoft Office suite
applications.

Set up alerts on documents when you want to know that a document has been
changed.
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World Wide Importers > Oak Furniture

Oak Furniture

Pictures

= Employee Photos
Documents

= Shared Documents
= Oak Furniture

= Purchase Orders
Lists

= Calendar

This library contains descriptive information about individual pieces of oak furniture.
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‘Connect to Outlool
Synchranize items and make them

Export to Spreadsheet

Team Site > Oak Furniture > Settings > Versioning Settings

Content Approval

Specify whether new items or changes b existing tems should remain in & draft state
until they have been approved,  Learn about requiring approval.

Document Yersion History

Specify whether 5 version s craatad each tims you edit 2 File in this document library.
Learn about versions.

Draft Item Security

Drafts are minor wersions or items which have not been approved, Specify which users

should b able ta view drafts in this document library.  Learn about specifying wha can
view and edit drafts,

Require Check Out

Specify whether users must check out documents before making changes in this
document library,  Learn about requiring check out.

Securing a
Document Library,
page 179
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Document Library Versioning Settings: Oak Furniture

Require content approval for submitted items?
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Create a version each time you edt a file in this
dacument library?

@ Mo versioning

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

@ Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the numbsr of versions o rakain:
Keep the following number of major versions:

Keep drafts For the Fallowing number of major
versians:

Whe should see draft items in this document
library?
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@ Anyuser |Team Site > Purchase Orders > Settings » Permissions > Add Users
o oy Add Users: Purchase Orders

Only user

authar of

Add Users
Require docur

can be edited?.
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¥OU £an enter LSS names, group
names, o e-mail addresses.
Separate them with semicolans.

Add all authenticated users

Give Permission

Choose the permissions you want
these users to have, You can add
users to a SharePoint group {which
is already assigned to a permission
lewel), or you can add users
individually and assign them to a
specific permission level,

SharePoink oroups are
recommended as they allow For
&ase of permission management
across multiple sites.

Send E-Mail

Use this option ta send s-mail ko
OUF niew users, You can
personalize ths message that is
sent.

Links and information about the

Use this page to give new permissions.

Users/Groups:

ill Malone

Give Permission

@ Add users to a SharePaink group

Team Site Members [Contribute] ~
Wiw permissions this aroup has on sites, lists, and items. .
(@ Give users permission directly

[ Full Contral - Has full cantral,

[] Desidn - Can view, add, update, delete, approve, and
cuskarmize,

[] Contribute - Can view, add, update, and delete.
[] Read - Can view only.

end welcome s-mal ko the new users
Subject:

Welcome to the SharsPoint group: Team Site Members for site: Te

Personal Message:
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