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Abstract

This walkthrough guide is designed to provide a step-by-step overview of Microsoft®
SharePoint® 2010. This guide was written as a companion to the SharePoint Server
2010 Evaluation Guide for Technical and Business Decision Makers. We recommend
reading that evaluation guide first, because it provides a tour of the new and improved
features in the areas of collaboration, social computing, enterprise content
management, search, business intelligence and composite applications. This guide
requires using a companion SharePoint 2010 virtual demo image. Instructions to import
and run the virtual demo image on Microsoft Windows Server 2008 R2 Hyper-V are
provided on the external hard drive.

The full spectrum of functionality and business value contained within SharePoint Server
2010 is immense, and a detailed accounting of each feature is well beyond the scope of
this document. This document focuses on evaluating the capabilities of SharePoint
Server 2010 using an end-user scenario, highlighting the major functional areas that
deliver the greatest business value.

For the latest information about SharePoint 2010, go to

http://www.microsoft.com/sharepoint. For other product information resources, refer to

the Learning More section found later in the guide.

Introduction

SharePoint 2010 is the business collaboration platform of choice for the enterprise and
the Internet. For every business scenario in which people need to interact with other
people, with content and information, or with line-of-business data, the SharePoint 2010
platform includes a rich set of integrated capabilities that are ready to be used out-of-
the-box, but can also be customized to address specific business needs and integrated
with other products and solutions. The SharePoint 2010 platform can be deployed both
inside the enterprise (intranets) and outside of the firewall (extranets, Internet) to enable
interaction with employees, customers and business partners by using the same set of
capabilities and tools.
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SharePoint 2010 helps you to:

Deliver the best productivity experience by letting people work together in ways
that are most effective for them. Whether through the PC, browser, or mobile
phone, SharePoint Server 2010 offers an intuitive and familiar user experience
and enables people to collaborate effectively within the their current work
context. These capabilities are significantly enhanced by the way SharePoint
Server 2010 and Microsoft Office 2010 work together, enabling users to be more
productive while using products and tools they are familiar with.

Cut costs with a unified infrastructure that offers enterprise-scale manageability
and availability. Whether deployed on-premises or as hosted services, SharePoint
Server 2010 lowers total cost of ownership by offering an integrated set of
features and by allowing organizations to consolidate their business-productivity
solutions on top of SharePoint Server. This leads to a reduction in costs related to
maintenance, training and infrastructure management.

Rapidly respond to business needs with dynamic and easily deployed solutions.
Whether it's an end user, a power user or a professional developer, SharePoint
Server 2010 offers the tools and capabilities to design and create business
solutions that can be integrated with existing enterprise data, tools, and
processes.

www.microsoft.com/sharepoint



When considering SharePoint Server 2010 for business-collaboration solutions, there are
six major areas to explore:

Communities

§ﬁ3ﬂfePoint'

Figure 1. Capability areas of SharePoint Server 2010

Sites The basic capabilities required to engage employees, partners and customers in
an effective manner, both inside and outside the firewall.

Communities The ability to easily access expertise and interact with other people in
new and creative ways across the enterprise through both formal and informal
networks.

Content The facilities for the creation, review, publication, and disposal of content,
including conforming to defined compliance rules, whether the content exists as
traditional documents or as Web pages. Content-management capabilities of
SharePoint Server 2010 include document management, records management, and
Web-content management.

Search The capability to enable users to quickly and easily locate relevant content
across SharePoint lists, sites and external systems, and other data sources, such as
file shares, Web sites, or line-of-business applications.

Insights The ability to not only rapidly deliver and share information that is critical to
the success of the business, but also to turn raw data into actionable conclusions and
to drive business results through sharing data-driven analysis.
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Composite applications The ability to quickly create customized solutions without
involving corporate IT in each request. At the same time, the IT staff needs the
capability to empower business users to create these applications while ensuring the
environment's stability and availability.

SharePoint 2010 Walkthroughs

For this walkthrough, Contoso is a fictional manufacturing company that produces gears
for other industries that rely on gears in their products. You will be playing the role of
Erika Cheley, who is a project manager at Contoso. She has just assumed the role of
Project Manager for one of the projects that focuses on improving the production
process for the manufacturing of the Great White Gear product. Throughout this
walkthrough she will be configuring the site that she will be using to work with her
project team. We will start the initial walkthrough as Erika makes some design changes
to her site. Once the site is configured, some of the new social features found in
SharePoint 2010 will be highlighted, which members of Erika’'s team will be able to
utilize throughout their project. Then, we will move into some content creation, utilizing
functionality such as document libraries and lists. After that, we'll follow through with
more advanced configurations such as FAST Search, workflows, and building
connections with external data systems.

By the time you complete this walkthrough you will have seen some of the great, new
features available within SharePoint 2010 that, when combined together, can help meet
everyday business needs. Listed below is the outline of the walkthroughs. Each
walkthrough is a continuation of the previous one, so it is important that you start from
the beginning and work your way through to the final walkthrough.

e SharePoint 2010 Walkthrough: Sites

e SharePoint 2010 Walkthrough: Content

e SharePoint 2010 Walkthrough: Communities

e SharePoint 2010 Walkthrough: Working with Office 2010
e SharePoint 2010 Walkthrough: Insights

e SharePoint 2010 Walkthrough: Composites

e SharePoint 2010 Walkthrough: Search
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Accessing the virtual machine

In order to go throught this guide, you will need to setup the 2010 Information Workder
Demonstration Virtual Machine (http://go.microsoft.com/?linkid=9728417). The
download center has instructions on how to setup the virtual machine. After the virtual
machine is setup, you will use the username Contoso\Administrator and the password,
“pass@wordl”. All users in the Contoso domain have the same password,

“pass@wordl”.

Walkthrough 1: Sites

With the release of SharePoint 2010, there are many new rich features available for
configuring Sites. These new features include the ability to edit the home page using a
WYSIWYG (“What You See is What You Get") editor that includes previews, the ability to
easily add Silverlight and Media content to the site, and the ability to quickly and easily
create relational lists for tracking content.

One of Erika’s first tasks will be creating the team site that will be used to manage her
project. By utilizing a team site to manage the project, she will be able to easily
communicate with team members and find relevant project information. She has
several different pieces of information she would like to include on the site, and with
SharePoint 2010, customizing this site to meet her specific projects needs is an easy
process.

Web Editing Capabilities

One of the first tasks that Erika would like to complete is customizing the project team
site to include a project description. This will quickly identify the site purpose to any
visitor of the project site. She will take advantage of the wiki editing built into team
sites. The ribbon is used to present the different editing options. Erika is familiar with
the ribbon from using Microsoft Office 2007 and she will be able to easily use the
formatting options available to add the description.
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http://go.microsoft.com/?linkid=9728417

1. Open Internet Explorer. The home page is set to http://intranet.contoso.com,
which is Erika's team site.

Browse
& o
0} Gears Project Home » Home en T
otes
Gears Project Home | FAQ Wiki  Search 2ll Sites =l P ]
Libraries
site Pages Welcome to your site!

Shared Documents

Data Connections
Add & new image, change this welcome text or add new lists to this page
by clicking the edit button above. You can dlick on Shared Documents to
add files or on the calendar to create new kzam events. Use the links in

Lists the getting started section to share yaur sits and custarnize its look,
Calendar
Tasks
s Shared Documents
uppliers
I~ Type Mame Modified Modified By
Piscussions 5] Contaso's 4/16/2010 5:40 PM Erika Cheley
Team Discussion Mast
Resilient
Gear &
j Recycle Bin & Gears Sales 4/16/2010 8:40 FM Erika Cheley
History
[Zn Al site Content new
] Great Whits  4/16/2010 8140 PM  Eriks Cheley
Gears Getting Started
Froduction —
Specs e B share this site
|E_] Longest- 4/16/2010 5:40 PM Erika Cheley H Change site therne
Lasting Gear
e Set a site icon
& Hew 4/16/2010 84D PM  Erika Cheley Fp customize the Ouick Launch
Docurnent
or
Sprocksts
ey
- ) ;
& ET.ZJEEE 4/16/2010 8:40 FM Erika Cheley =

2. Click on the System Account name in the upper right of the page, and select Sign
in as Different User.

My Site
Cpen your personal hamepage

My Profile
Yiew and manage your profile.

My Settings
%’ Update vour user information,

regional settings, and alerts.

Sign in as Different User
Login with a different account.

‘ Sign Out
Logout of this site.
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3. In the Windows Security dialog, type erikac for the User name and pass@word1 for
the Password. Click OK.

Connecting to demo2010&.contoso.com,

4. The page will refresh. In the upper right, verify that Erika Cheley appears in the
upper right of the page, where System Account was. You are now logged in as Erika.

5. In the Ribbon tabs, click the Edit icon (E) to edit the page. This will open the page
in Edit Mode.

Site Actions -

6. Place your cursor in the first content editing area; select the Welcome to Your Site!
text, and replace it with Gears Project Home.

Editing Tools
Site Actions » [l ﬁ‘ Brouwse Farmat Text Insert
, Cut a— S 1
ﬁ Werdana - Zem - = = = i 4 v LI

Copy

Save & Close Check Out  Paste =@ AL, A Styles  Spelling Text
. . - ¥} Undo B I U aex, x - - . Layaut »
Edit Clipboard Font Paragraph Styles Spelling  Layout
Libraries
Site Pages Gears Project Home|
Shared Documents %
Data Connections add a new image, change this welcome text or add new lists to this page
by clicking the edit button abowe. vou can click on Shared Documents to
add files or on the calendar to create new tearm events, Use the links in the
Lists getting started section to share your site and customize its look,
Calendar

7. The new editing capabilities in SharePoint 2010 provide a rich editing experience
with live preview. Select the Gears Project Home text and change the font size to
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Editing Tools
Format Texk Ihsert

o, .
s Cut — — =
Werdana v Zdem ~ H R & % JD
=3 Copy ;
Save & Close Check Out  Paste B 7 U 2= x P b ; Styles  pelling Text
. . = ¥) Undo - = 2 o - - Layout -
Edit Clipboard Fq 10 Paragraph Shyles Spelling Layout
Libraries 12
Site Pages G P 1 t H 15 ‘ ’
ears rrojec ct o %
Shared Docurnents 24
. A
Data Connections &dd & new image, change this weld EL ar add new lists ta this page 3
by clicking the edit button above, 7 45 ck on Shared Documents to

add files or on the calendar to cres am ewents, Use the links in the
Lists getting started section to share yoU 72 i custormize its look,

Calendar §

8. Move the mouse over different font sizes to see a live preview.

Editing Toals
Site Actions ~ @ P Browse Page Format Text || Insert

rE Ay V@

., Cut
| “erdana - Zem -
=3 Copy

Shared Documents G 24 .
Data Connections e a rS [ rOJ e C

45 k L
Lists i \ .
Calendar H O m e N
Tasks TR

9. Click on the font size 24 to set the font size for the title at 24pt. Then click the Font

Color button (&') and change the color of the title to a different color. Notice that
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Sawe & Close Check Cut  Paste B J U ke x pt Styles  Spelling Text
- - = ¥) Undo . = 3 . - - Layout »
Edit Clipboard Fi 10 Paragraph Shyles  Spelling Layout
Libraries 12
Site Pages 1a
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live preview shows you what your change will look like before committing to it.

Editing Tools
Formnat Text Insert

“ i % Cut — a—
lﬁ ® “erdana T 2dpt - i=
5 &l Check Cut Past =3 Copy b ALl A
avE =313 eck Cu aste @ abp - -
Gundo, B L T abex.x ¥-[A] 4

Edit Clipboard Fort 2R el Styles  Spelling  Layout

ons - [l

-
(i
i

(3]
2

]

=il

Shyles Spelling Text
- - Lay

- -

Libraries
e . Gears Project H(. I | | | | TIs

Cata Connections

add a new image, change this welcome text |Standard Colors

by clicking the edit button above, You can clic
Lists add files or on the calendar to create new tes E u EEE

getting started section to share your site and | pgave calars.., \
Calendar §

Tasks

10. De-select the text to see the final result.

Editing Tools
Site Actions ~ @S M Browse Format Text || Insert

Cut = = i=
“;i \ﬁ o Werdana - fGpt - = :— = = '"q A/ w Jﬁ

Copy
Sawe & Close Check Out  Paste = abr A L A Styles  Spelling Text
. - - ¥} Undo . B I U aex x — v - - Layaut -

Edit Clipbaard Fant Paragraph Styles Spelling  Layout

d'

-

i
I
ki

Libraries

Gears Project Home

Shared Docurments

Cata Connections
Add a new image, change this welcome text or add new lists to this page
by clicking the edit button above. vou can click on Shared Docurnents ta
Lists add files or on the calendar to create new team events, Use the links in the

getting started section to share your site and customize its look, | \
Calendar o
Tasks i ik L

Wiki Linking

Now that we have the project description added to the site, Erika would like to add a
link on the home page to the project budget workbook. This will allow any team
member to quickly locate the project budget workbook and find out more details

regarding the budget of the project.
1. Place your cursor at the end of the paragraph and press the Enter key.

2. Type the following: Click here to view the project budget workbook:
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3. Type [[List:S to reveal the autocomplete options that begin with “S".

add files or on the calendar to create new team events, Use the links in the

getting started section to share yvour site an

Chel here to wiew the project budget waorkhb

Shared Documents

T Type Marme Modified
Ifll_] Contoso's 4/16/2010
Most Resilient
Sear L HEW

N - b L L
i e ) o o gy

ol [[List: 5|

Shared Documents,
Site Assets,
Site Collection Docurmentsy
Site Collection Inmanges/

[ Site Pages/
Style Library/

R -

B 40 PM

¥ e

Press the Tab key to select the highlighted item, Shared Documents/. Note that

the documents stored in the Shared Documents library are all listed in the

autocomplete dropdown. Press the Down Arrow Key until Project budget

workbook.xlsx is highlighted. Press the Tab key again to select it.

add files or on the calendar to create new team events, Use the links in the
getting started section to share your site and customize its look,

Click here to view the project budget workbook [[List: Shared Docurnentsd

Shared Documents

[T Type Maodified

&

Marne

Contosa's
Most Resilient
Gear EIHEW

Gears Sales
History &2 Hew

|z|l_j

4/16/2010 8:40 PM

4/16/2010 :40 PM

Na b1

Contoso's Most Resilient Gear.pphx
Gears Sales Histary . xlsx
Great white Gears Production
Specs.docx
Modified By =
Mew Docurment for Sprockets.one
Project budget workboolk .xlsx
SupplyChain 3 wdw

Erika Chefey

Erika Cheley

Close the link with two right square brackets, 11.

Click here to wiew the project budget worlkboolk [[List:Shared

Docurments/Project budget workbook,xlsx]]|

Click on the Save and Close button (&) at the top of the page, in the Ribbon tab

area. You can now see the link to the project budget workbook rendered as a link

directly to the document.

10
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Gears Project Home

8dd a new image, change this welcome text or add new lists to this page
by clicking the edit button abowe, vou can click on Shared Docurments to
add files or on the calendar to create new team events, Use the links in
the getting started section to share vour site and custarmize its ook,

Click here to wiew the project budget workbook Project budget
warkboalk xlsx

Editing Images

After looking at the site, Erika decides she would like the site to reflect the Contoso
brand and provide a graphical representation of product data. She decides that she
would like to add the company logo above the project description and then replace the
standard image with a graph of the production cycle.

1. Click the Edit icon (E) to edit the page.

2. Place the cursor at the beginning of the first paragraph beginning with “Add a new
image..."” and press the Enter key to insert an extra line. Place the cursor on the
extra line.

Gears Project Home

&dd a new image, change this welcome text or add new lists to this page
by clicking the edit button abowe, vou can click on Shared Docurments to
add files or on the calendar to create new tearmn events, Use the links in the
getting started section to share your site and customize its look,

Click here to wiew the project budget waorkbook [[List: Shared
Docurments/Project budget workbool:.xlsx|Project budget workboolk. xlsx]]

3. In the Ribbon, click the Insert tab, then click the dropdown under the Picture
button and choose From Computer. This option allows you to upload and insert a
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picture into SharePoint in one step.

Editing Tools

Insert

Actions ~ B 5 ge Farmat Text

S & @1 ENnilin

Tahle Ficture | %ideao and Llink Upload Reusable Web  Existing  Mews
- - Audia - File Cantent - Part List List

Tables Fram Computer DS Links Content Webh Parts

Ol diim n

Librarie From

Site Pac From

Insert Picture From Computer

Upload and insert a picture from FOject Home

Shared Docul  your camputer onto the page.

Data Connections

4. Click the Browse button. Navigate to C:\Demos and select ContosoLogo2.jpg,
then click Open. Keep the Upload to location as Site Assets and click OK.

Marne: |C:1Demc-31.Contc-3-:Logc-2.jpg Browsze... |

Upload to: |Site Assets |

[V Cverwrite existing files

oK Cancel
| |

5. Click the Save button in the Ribbon of the Site Assets - ContosoLogo2.jpg pop-up.

H E 2 x
= 2 Capy

Save [%Cancel Paste Dﬁlete

em

Commit Clipboard Actions

Save
Fully. Use this form to update the properties of the document.,

Save changes to this item,
"""" = |ContosolLogoZ .ipg

Title |

Created at 4/17/2010 10133 AM by Erika Cheley (8 Sepim Eame]
Last modified at 41772010 10:33 AM by Erika Cheley (8

12 www.microsoft.com/sharepoint



6. The image is now inserted into the content.

- B Wit Page | Fo Design

@, Address /SiteAssets/SitePages/Hom: I 3]] .4 Horizontal Size; 213 px +  [7Horizontal Space: 5 px
ol ko ditText Cortosologo2jpg o] vertical Size: 92 e * 1T Wertical Spacer  5pu
Change Image  Position
Ficture Styles. . [V Lock Aspect Ratin
Select Properties Styles  Arrange Size Spacing
Libraries I—

Gears Project Home

Shared Documents

Data Connections

Lists o f‘:‘gl o o
-COntoso -

Tasks

suppliers I%

Discussions Add a new image, change this welcome text or add new lists to this page
by clicking the edit button above. You can dlick on Shared Documents to

Team Discussion add files or on the calendar to creste new team events. Use the links in the

getting started section to share your site and customize its look

— Click here to view the project budget workbook [[List:Shared
Al Recyole Bin Documents/Project budget workbook xlsx|Project budget workboak xlsx]]

% all site Content |
Getting Started

Shared Documents
B Share this sits

T [ Modified Modified B
I Type  Mame odifie odifEs By B change site theme
] Contoso's 4/16/2010 8:40 PM Erika Cheley & set a site icon
HMost Resilient
Gear nen & customize the Quick Launch
& Gears Sales 4/16/2010 8:40 FM Erika Cheley
Histary snew
[ Great White 4/16/2010 8:40 PM Erika Cheley
Gears
Froduction
Specs Hnw |

7. The Design tab under the Picture Tools heading on the ribbon becomes available
when an image is selected. Make sure the Design tab under Picture Tools is
selected in the Ribbon.

Editing Tools Picture Tools .

- 5 Erika Cheley ~
Site Actions ~ @2 MF  Browse Page Format Text  Insert Design

tﬁ %Address /SiteAssets/SitePages/Hom: ] ] o4 Horizontal Size: 219 px : "/ Horizontal Space: 10 px :

a .

[ % AltText Contosologoljpg 4] vertical Size: 92 px 4 1 Vertical Space: 10 px :

Change Image  Position
Picture » Styles - - ¥ Lotk Aspect Ratio

Select Properties Styles Arrange Size Spacing

8. In the Design tab, change the Horizontal Size to 199 px, then click the Vertical
Size text box. Notice the vertical size is automatically updated to keep the image in
the correct aspect ratio (since the Lock Aspect Ratio checkbox below is checked), and
also that the size of the image on the page has been reduced.

Editing Tools Picture Tools

Format Text Insert

am ] _;ﬂ} . Horizontp"Size: 199 px : orizontal Space: 10 px .
4 71] vertical gize: 84 px | “ 1 \fertical Space: 10 px -

Image Position
Styles « -

Styles  Arrange Size Spacing

[ Lock Aspect Ratio
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9. Click on the Save and Close button (i) at the top of the page and you will now see

the published version of the edited page.

Gears Project Home » Home
Ilikel  Tags &
Notes

Gears Project Home | FAQ Wiki  Search Al sites = » Q

Libraries
Site Page

Gears Project Home

Shared Documents
Data Con

Lists
Calendar
Tasks
Suppliers

Discussions
Team Discussion

& Recycle Bin
) Al site Content
Shared Documents

T Trps  Name Modified

|

Modified By

4/16/2010 5:40 PN M Erika Cheley

& a/16/2010 8:40 P11 Erika Cheley
@ 4/16/2010 8:40 P11 Erika Cheley

Silverlight Web Part

Now that Erika has added the image to the home page, the next step is adding the
Silverlight web part she created to display the historical production cycle of the White
Gear product.

1. Click the Edit button (E) to edit the page.

2. Click the image of the office workers and press the Delete key to delete it.

Editing Tools .
Erika Cheley =

ay <> L2 T
| A/ o .
. l& JD <I> L Select

Styles Spelling Text Marku

Format Text

S 5 ¢ 1 age
Cut
ﬁ Werdana
Copy

Save & Close Check Out  Paste B 7 Usakex x ¥.A. A
u k2

- lpt o~

p
- = ¥} Undo Layouts  Styles« “} HTL -
Edit Clipboard Faont Patagraph Styles  Spelling Layout Markup
-
Libraries =
Site Pages

Gears Project Home

Shared Documents

Data Connections
Geftting Started

Team Discussion

L.: Recycle Bin

Contoso

team events. Use the links in the getting started section to share your site and custornize its loak.

Click here to view the project budget warkbook [[List:Shared Docurnents/Project budget
workbook . xlsx|Project budget workboalk .xlsx]]

E@ Share this site

Lists

Calendar n Change site theme

Tasks Q Set a site icon

Suppliers %‘ Customize the Quick Launch
add a new image, change this welcome text or add new lists to this page by clicking the edit

Dizcussions button above. Tou can dick on Shared Documents to add files or on the calendar to create new

3. Place the cursor in the area where the image used to be, above the Getting Started

heading.

14
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4. In the Ribbon, click the Insert tab under the Editing Tools header.

5. Click the Web Part button in the Ribbon.

Editing Tools
Site Actions ~ B | | Browse Fage Format Text || Insert

& Q1) |5 0D I

I - -

Table Picture Video and Link Wpload Web | Existing MNew
- - Audio - File Part List List

Tables Media Links Web Parts

6. Select Media and Content from the Categories list on the left, and then select
Silverlight Web Part from the Web Parts list.

Editing Tools _
Erika Cheley ~

Site Actions ~ @ (M| Browse Page Format Text

. =
ote 4 =
E & @ By m i

Table Picture Video and Link Upload Web Existing Mew

- - Audio - File Part List List

Tables Media Links Web Parts
Categories Web Parts About the Web Part

[ Lists and Libraries 2] \E Content Editor Silverlight web Part

3 Business Data (] image Viewer A web part to display a Siverlight application.
3 Content Rolup |31 Media Web Part

L3 Fitters || Page Viewer

3 Forms |3 Picture Library Sideshow Web Part

|_J Media and Content 3| sitveriight Web Part k

L3 Qutiook Web App Silverhight Web Part

[l Search

s Snrial Calishoration 7

Upload alieb Barhvg Add Web Part to:| Rich Content 'I

Add I Cancel

7. Click the Add button to start the process of setting up the Silverlight Web Part.

8. In the Silverlight Web Part dialog window, type
http://intranet.contoso.com/SiteAssets/ZoomGraph.xap in the URL field, then
click the OK button. This will add the pre-configured Silverlight Web Part to the

page.

Silverlight Web Part

URL
URL:

Enter _ﬂ"E LIRL _':'f ﬂwe |:|:| ntoso.com/siteassets/ZoomGraph.xap|
Silverlight application

package (,xap) this

application should run from,

QK Cancel
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Click on the Web Part's dropdown menu on the far right of the Web Part’s title, and

select Edit Web Part. (You may need to scroll the browser window to the right a bit)

Silverlight Web Part

-0

Minimize

S0—@

Close
Delete

45-

Edit web Part

Sl ¢

40

~

I I I
7f13/2008 7/ 27/2008
7f20/2008 8/3/z2008

4

I I I
8/10/2008 &/24/2008

8/17/2008 8/31/2008

[

Zoom: U

10.In the Web Part options pane that opens on the far right of the browser window (you

may have to scroll the browser to the right to see it), change the Chrome Type to

None. Click the OK button.

Should the Web Part have a fixed width?

#Yes | 400 |Pixels

Chrome State
{0 Minimized

{* Mormal

Advanced

Other Settings

=

" Mo. Adjust width to fit zone.

0K | Cann::ell Apply |

11. Click the Save and Close button (ﬁ) in the Ribbon to save the page.

16 www.microsoft.com/sharepoint



12.You can now use the Silverlight control you added to the page.

z v

Gears Project Home » Home
Ilike It Tags &

Motes

Gears Project Horne  FAQ Wiki  Search 2l Sitas =l P 2]
Libraries
Site Pages a
o Gears Project Home
ared Documents

Data Connections

Contoso T A

Tasks 'V
|
Suppliers
407
Add a new image, change this welcome text or add new lists to this page

Discussions by clicking the edit button above, vou can click on Shared Documents to : B ' .
. . add files or on the calendar to create new team events, Use the links in the 7/13/2008 7/20/2008 7/27/2008 8/3/2008 &/10
Team Discussion getting started section to share your site and customnize its look, o | »

Click here ta view the project budget warkbook Project budget

- ) Zoom:
3 Recycle Bin workbook.xlsx %

2 a0 site content

Shared Documents

Themes

Erika is very pleased with the changes made to the site. However, there is one final
design change she would like to make. The default SharePoint colors do not reflect the
Contoso brand, so Erika is looking to apply a SharePoint theme to the site that more
closely matches the Contoso brand. She is able to easily accomplish this using the
SharePoint 2010 themes developer.

1. Click the Site Actions menu and select Site Settings.
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site Actions ~| # B [ECIiT

Edit Page
Edit the contents of this page.

Create a synchronized copy of
this site on your computer.

MNew Page
Create a page you can
customize.

Sj._ Sync to SharePoint Workspace

Mew Document Library
,D Create a place to store and
share documents.

New Site
o Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
Reorganize content and
structure in this site collection.

) B

View &ll Site Content
View all libraries and lists in
this site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site. {b

Y

2. Under the Look and Feel header, click Site Theme.

l: | Look and Feel

: Welcome Page
Title, description, and icon

Master page
Page layouts and site templates
Tree view

Site them
Navigaticé 1
3. The Site Theme page allows users to easily change a site’s colors by selecting a
theme from an available list of themes.
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Gears Project Home » Site Settings » Site Theme ) )
LN use this page to change the fonts and color scheme for your site. You can select a theme or you can upload new themes t the Theme Gallery Tlkelr  Tags &

Applying & theme does not affect your site's layout, and will not change any pages that have been individually themed. S
Gears Project Home | FAQ Wiki  Search [?]

Libraries
Site Pages
Shared Documents

Data Connections

Lists
Calendar
Tasks

Suppliers

Discussions

Tearn Discussion

@ Recycle Bin
[Z A site Content

Inherit Theme

Specify whether this site uses the same theme as its parent or if it uses its own theme,

Select a Theme

[ |
[ |
[ |
[ |
[ |
[ |
[ |
[ |
[ |
[ |

OOEOEEREAA

Heading FONE vorem ipsum dolar sit amet.
Body Font worem issum dolor sit smet...

Customize Theme

Fully customize & theme by selecting individual colors and fonts.

€ Inherit theme from the parent of this site
& Specify a theme to be used by this site and all sites that inherit from
it:

Berry

Construct
Conventian
Felt
Graham
Grapello —
Laminate
Mission
Modern Rose
Municipal
Pinnate

Vantage
Wiswpaint [~ |

Text/Backaround - Dark 1 E Select a calar...
Text/Backaround - Light 1 Select a calor...

4. Select the Azure theme from the list of themes.

19

Select a Theme

HELECOEEENEN

moooooggog
WSO
| [5) | |S[eisisieie

EEN

ECEEEEN
ENEEEEEEERN

Hyperlink Followed Hyperlink

Cefault (no theme

Berry
Bittersweet

cay
Classic
Construct
Convention
Felt
Graham
Grapello
Larninate
Mission
Modern Rose
Municipal

Heading Font Larermn ipsurn dolar sit amet... Pinnate

BOdY Font Larem ipsurn dolor sit amet...

Ricasso
Summer
Vantage
Wiewpoint
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5. Notice that you can also customize the theme by selecting individual colors and
fonts.

Customize Theme

Text/Background - Dark 1 _| Select a color...
Fully customize 3 theme by selecting individual colors and fonts.
Text/Background - Light 1 |:| Select a color...
Text/Background - Dark 2 _| Select a color... [%
Text/Background - Light 2 |:| Select a color...
Accent 1 |:| Select a color...
Accent 2 [ Sselecta color...
Accent 3 I:l Select a color...
Accent 4 |:| Select a color...
Accent 5 |:| Select a color...
Accent & |:| Select a color...
Hyperlink _| Select a color...
Followed Hyperlink E Select a color...

Heading Font:

Verdana =
Body Font:

Verdana =

6. Scroll down the page and click Preview button Freview  to preview the

theme. A new browser window will open with the new theme applied to the site.

) Gears Project Home - Home -- Webpage Dialos
ip Ribbon Co

Gears Project Home » Home

Gears Project Home  FAQ Wiki  Search Al Sites =l » Q

Libraries

Lists

<
Contoso
Tasks
Suppliers 404
E
n

Add 7/13/2008  7/27/2008

Discussions by 7/20/2008 /3

S —— s
Click he the projest budget workbaok Project budaet
5 workbo 2aom: | |
&l Recycle Bin -
3 Al Site Content
Shared Documents
I Type  Hame Modified Modified By
B contoso’s 4/16/2010 8:40 PN Erika Cheley
Most
1 Resilient Rattina Startad =
4 | 3
| Ietp fintranet.contaso.comjSitePagesitHome. aspe? ThemeOverride=_c [&a. Local ntranet | off [z

7. Close the preview browser window.

8. Click the Apply button Apply lto apply the theme to the site.

Media Web Part

As Erika reviews the home page, she determines there is sufficient content on the home
page and that adding additional content will cause issues with the ease of navigation.
However, she would like to display a video of the current manufacturing process. This
will be an important training video for all members of the project, but, by adding it to
the home page she could potentially cause some distraction to her team members. So,
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instead of adding it to the home page, Erika decides to create a new page dedicated to
the video and the media web part to display the video.

1. Click Gears Project Home in the site breadcrumb.

gears Froject Home » Site Settings

Gears Project Home Fac il Search

2. Click the Site Actions menu and select New Page.

Site Actions - Browse

— Edit Page
}7 Edit the contents of this page.

—_J Sync to SharePoint Workspace

S Create a synchronized copy of
this =site on your computer.

= MNew Page
Create a page vou can ._\[l‘_n;
customize.
Mew Document Library

Create a place to store and
share documents.

O
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3. In the New Page dialog, enter the name New Media for the page and click Create.

New Page & x

This page will be created in the Site Pages library.

New page name:

|New Media

| create || Cancel |
"3

4. When the new page opens, click on the Insert tab in the Ribbon, then click the
Video and Audio button.

Site Actions ~ B2 M Browse Page Format Text
' . el 4F | . ) oy
= & @ 5 By m i

Table Picture Video and Link Upload Reusable Web Existing MNew
- - Audio - File Content - Part List List

Tables Media Links Content Web Farts

5. This will add the Media Web Part to the page content area.

Media Web Part

Click here to configure

6. Click on the Media Web Part.
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7. This will reveal two new headers in the Ribbon, Web Part Tools and Media, with
Options tabs under each one.

Editing Tools Web Part Tools m

Site Actions - #8 M  Browse Page Format Text Insert Options Options
%‘ % Title Media Web Part = -4 Horizontal Size: 320 px :
- - [T start media automatically j .;ld Vertical Size: 240 px :
Change Change Styles
Media~ Imageé~ [ Loop until stopped - Lock Aspect Ratio [+

Media Preview Properties Player Styles Size

8. In the Options tab under the Media header, click the dropdown under the Change
Media button and choose From SharePoint.

Editing Tools Web Part Tools

Site Actions ~ @Y M 1 FormatText  Insert Optiohs Optiohs
% % Title Media WWeb Part = o4 Horizontal Size: 320 px -
bl hd I_ Start media automatically ;'IJ “Wertical Size: 240 px :
Change Change Styles
Media~ Imagés [ Loop untl stopped - Lock &spect Ratio W

LAFrBm Computer =, Properties Player Styles Size
< From SharePoint
_ Media Weh Part - v
rorn SharePoint

Rermae Media Web Part

How To Use This Library

Libraries P - P

Site Pages )
Shared Docurments P

Data Connections \f

Lists
Calendar

Tasks

Suppliers
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9. This opens the Select an Asset dialog window.

€3 Clrvent Lacations Gears rafsct Home s bt fintranet, cortoss com
115 »
Title Modified Created BY
FAST Search Center 4/17/2010
wiki 4/17/2010
| Announcemen ts a4/1/z010
| Calendar 4/1/2010
~yForm Templates | Content and Structure Reports 4/1/2010
§images R Customized Reports a/1/2010
TTLinks
2 4/16/2010
il 4/17/2010
=] 4/1/2010
&4 site Collection Images 9 fmegss anrremo
&)site Pages =M Links 4/1/2010
> [y Style Library 3 Pages 4/16/2010
@ sueplers m 4f142010
Etaiks - H= 4/17/2010
il 4/17/2010
Loeation (URL): ¥
ok Cancel |

10. Select the Site Assets folder in the left pane, then select the Gears video in the right
pane. Click OK to add the video to the Media Web Part.

11. Click the Play button. The video will start playing. It is important to note that
SharePoint 2010 is streaming this video.

Media Web Part - [

Media Web Part

00:15 f 00:24

-]
‘ L-J

12. Click on the Save and Close button () in the Ribbon to save the page.
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In this walkthrough you have seen how easily Erika is able to make customizations and
design changes to her team site. Now she is ready to invite the members of her team to
the site to begin collaborating on the Gears project. Without needing any assistance
from the IT Department, she has been able to modify her sites home page, update the
site image, change the theme, and link to several different project media files.
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Walkthrough 2: Content

Now that Erika has spent some time designing her site, she is ready to move on to the
creation of content for her team site. She has a few specific things she would like to
configure, including a custom order tracking solution, some document library
configurations, and some workflows. She has spent some time reviewing the newest
features available within SharePoint 2010 and she knows that she will be able to take
advantage of the new features, such as Managed Metadata and Document Sets. In this
walkthrough, we will cover the different items she will need to configure to get the site
ready for the team to start adding content.

Metadata and Term Store Management

The next item that Erika would like to configure for this team site is the ability to tag
documents based on the various regions of the company. By tagging documents this
way, she will be able to ensure that they can easily be found and referenced in the
future. Erika will be using the new Managed Metadata features to configure this
functionality. She will begin by importing some hierarchical terms for regional
information into the Term Store.

1. Click the Site Actions menu and select Site Settings.

2. Under the Site Administration header, click Term store management.

Site Administration

oo

SO : .
- f —| Regional settings
"LI Site libraries and lists
User alerts
RSS

Search and offline availability
Sites and workspaces
Worldflow settings

Related Links scope settings
Term store management
Site output cache

Searchable columns

Content and structure
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3. In the Taxonomy Term Store pane on the left, right click Site Collection -
intranet.contoso.com node of the tree to show the dropdown menu. Select
Import Term Set from the dropdown menu.

TAXONOMY TERM STORE

|Eng|i5h ;l

4 fﬁi} Managed Metadata Service

I L7 System

I- [ 3 Site Collection - intranet.contoso.com
Q_g New Term Set

Import Term Set

Delete Group

4. Click the Browse button.
5. Navigate to C:\Demos and select the RegionInfo.csv file and click Open.

6. In the Term Set Import dialog, click OK. The data from the text file will be
imported into the SharePoint Term Store.

Term set import EISX

Belect a CSV file from which to import term set data

C-\Demos'Regioninfo.csv Browse... |

oK | Cancel |

I
i

7. If you receive a the pop-up stating that some terms were not imported
successfully, click OK. (This will not affect this walkthrough.)

Message from webpage El

. Mot all terms were imported successfully. Please see the server
lh log for more information.
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8. Expand the new Office Locations node and terms in the term hierarchy. It now
contains a sample continent / state / city hierarchy for tagging items.

o L\_‘) System
4 i Site Collection - intranet.contoso.com
4 & Office Locations
4 7 Morth America

4 (7 Canada

> (3 Alberta
> ¢ British Columbia
> ¢ Manitoba
> 3 New Brunswick
> < Newfoundland and Labrador
> (2 Northwest Territories
> ¢ Nova Scotia
> 7 Nunavut
> 3 Ontario
> ¢ Prince Edward Island
¥
4 7 United States

> 2 Alabama

> ¢ Alaska

9. Click the Site Actions menu and select View All Site Content.

10. Click on the Shared Documents library link.
5‘;9) Images

j Pages

=Yy Shared DccumE?ts

4 Site Assets

4 Site Collection Documents

11. Click the Library tab in the Ribbon.

Library Tools

. . Erika Cheley ~
Site Actions + @ Browse Library k
= fj —  [[}» Modify View . Current View: [~ E-mail a Link S—l & 0] [E# Form Web Parts - - i)
i) 5 o [l Create Column Al Documents - & Alert Me =2 (=] & Edit Library G & -
Standard| Datasheet  New Create Syncto SharePoint Connectto Library
View View Row View [ 3 Mavigate Up Current Page [ RSS Feed Workspace Office~ (g @ New Quick Step Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings

12.0On the Ribbon, click Create column.

28 www.microsoft.com/sharepoint



13. Name the new column Office Locations, and select Managed Metadata as the
column type.

Column name:

|0Ffic:e Locations
The type of information in this column is:
" Single line of text
" Multiple lines of text
" Cheice (menu to choose from)
" Number (1, 1.0, 100)
" Currency (%, ¥, €)
" Date and Time
” Lookup (informatien already on this site)
” ¥es/No (check box)
" Person or Group
" Hyperlink or Picture
" Calculated (calculation based on other columns)
" External Data
éManaged Metadata

14. Check the Allow Multiple Values option.

Multiple value field .
i Allow multiple values
Spedify whether the column Y

will allow more than one %

value

Note: alowing multiple

wvalues will prevent sorting in

list views,

15. Scroll down to the Term Set Settings section. Type Office Locations in the Use
managed term set field, and click the Find button (33). The Office Locations
term set will appear in the box below the text. Click Office Locations to select
the term set.

(¥ Use a managed term set:
Find term sets that include the following terms.

|Df'fice Locations

16. Click the OK button at the bottom of the Create Column screen to add the new
column.

17.1In the Ribbon, click the Library Settings button.
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18. Under General Settings, click the Metadate navigation settings link.

General Settings

Title, description and navigation
Versioning settings

Advanced settings

validation settings

Column default value settings
Manage item scheduling

Rating settings

Audience targeting settings

Metadata navigation settir{%
Per-location view settings

Form =settings

19.1n the Configure Navigation Hierarchies section, select the Office Locations
hierarchy field and click the Add button. In the Configure Key Filters section,
select each available key filter field and click the Add button. Click the OK button
at the bottom of the page.

Configure Navigation Hierarchies
Available Hierarchy Fields: Selected Hierarchy Fields:
Select from the list of available fields to use

them as navigation hierarchies for this list. Content Type Folders
Selected fields will appear under this listin the
Site Hierarchy tree view. You can expand
these fields and select one of their values to
filter your current view to show only items
matching that value.

Add > |

< Remave I

Fields that are available for use as navigation
hierarchies indude columns on this list that are
one of the following types:

- Content Type

- Single-value Choice Figld

- Managed Metadata Field

Description:
Managed Metadata - No Description

Configure Key Filters

Available Key Filter Fields:
Select from the list of available fields to use
them as key filters for this list. Selected fields
will appear underneath the Site Hierarchy tree
when viewing items in this list. You can use
these fields to filter your current view to show
only items matching that value.

Add =

Modified By
Fields that are available for use as navigation < Remove | Office Locations
hierarchies incdude columns an this list that are

one of the following types:
- Content Type

- Choice Field

- Managed Metadata Field
- Person or Group Field
-Date and Time Field

- Number Field

Description:
Person or Group - No Description
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20. Click Shared Documents in the breadcrumb, at the top of the page, to return to
the default list view of the Documents library.

Gears Project Home » Shared Documents » Document Library Settings

Gears Project Home Fag ki Search

21. Click the dropdown menu for Project budget workbook and select Edit

Properties.
IEH Great White Gears Production Specs £ vew 4/16/2010 §:40 PM
Ifﬂ Longest-Lasting Gear & Hew 4/16/2010 5:40 PM
IEﬂ Mew Document for Sproclkets £ Hew 4/16/2010 &;40 PM

- Izﬂ Froject budget warkbaool &inew ~ 4/16/2010 &:40 PM
I% SupplyChain »3 & View Properties 4/17/2010 9:09 AM

L} Edit Properties
qF A4dd document @

View in Browser
Edit in Browser
E] Edit in Microsoft Excel

gy Check Out

Compliance Details
(:.j W orkflows
Alert Me
Send To '

Manage Permissions
Delete

X @
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22.1In the Office Locations field, type the text New and pause for a moment to see
the suggested tags appear. Select the New York tag.

HEBe 5l X
- =3 Copy
Sawe  Cancel Paste Delete
Item
Corrnit Clipboard Actions
-
Marne * |Project budget warkboak xlsw
Title |
Office Locations new| |\,\)
Suggestions

Created at 4/16/2010 5:40 PM by Erika
Last modified at 4/16/2010 &:40 PM by {

Mew Brunswick [Office Locations:Morth Armerica:Canadal

Mew Hampshire [Office Locations:Morth America; United States]
Mew Jersey [Office Locations:Morth America:United States]

Mew Mexico [Office Locations:Morth America: United States]
Mew Orleans [Office Locations:Morth Armerica:United States:Loui
Mew Tork [Office Locations:Morth America:United States;Mew vol ™

23.Click Save.

shared Documents - Project budget workb

Office Locations

HEB B X
- 53 Copy
Sawe  Cancel Paste Delete
Item
Cormrnit Clipboard Actions
Marne * |Projeu:t budget workboak xlsw
Title |

[mew vark; |

Created at 4/16/2010 &:40 PM by Erika Cheley (&

Save

Cancel

Lask modified ak 4/16§2010 &40 PM by Erika Cheley (8

g?

Metadata Filtering

Now that Erika has the list configured for tagging with Managed Metadata, she is going
to take advantage of the Metadata filtering options to configure some filters for the
document library. This will allow the project team to quickly find items in the library

based on a tag.
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1. In the default view of the Shared Documents library, notice the Navigation
Hierarchy Filtering control is now available in the left navigation area.

4|53 Shared Documents

4 j Office Locations

2. Expand the Office Locations node, locate New York, and click on it.
2 New Jersey

» ) Mew Mexico

A New York

» ) Morth Carolina
» 7  MNorth Dakota

» ) Ohio

Scroll the page up to see the documents in the list. Notice that only the Project
budget workbook document appears in the list, since you just tagged this
document with New York and filtered by the New York office location.

T Type  Mame Madified Madified By Office Locations

IZ_I‘l Project budget workboolk & new 41742010 11:17 aM ¥ Erika Cheley Mew fark

dr Add document

3. Return to the Navigation Hierarchy Filtering control and select the Shared
Documents node to clear the filter.

N -
4 J Office Locationdsyored Documents
42 MNorth America
>« (Canada

4. 3 United States

> .7 Alabama
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4. Now that metadata filtering is cleared, all documents are displayed again.

T Type Marne Modified Modified By Office Locations

IEI_] Contosa's Maost Resilient Gear & Hew 4/16/2010 3:40 PM ® Eril:a Cheley

IZI_] Gears Sales History inew 471752010 10:42 AM ® Eril:a Cheley

IEI_] Great White Gears Production Specs &2 Hew 4/16/2010 3:40 PM ® Eril:a Cheley

IEI_] Longest-Lasting Gear #Hew 4/16/2010 3:40 PM ® Eril:a Cheley

IEI_EJ Mew Docurment for Sprockets @ Hew 4/16/2010 &:40 PM ®| Eril:a Cheley

Iz_l] Project budget warkbool & new 44172010 11:17 AM ®|Erika Cheley Mew Yark

I% SupplyChain w3 & Hew 4/17/2010 9:09 AM System Account

40 Add docurnent

5. Below the navigation hierarchy filtering control (you may need to scroll the page
down), you will find the Key Filters panel, which acts in a similar fashion. You can
filter on any of the columns listed in the panel. Typing in the metadata field will
bring up the autocomplete suggestions, similar to editing the properties of an
item and adding metadata tags.

Key Filters | Apply Clearl

Checked Qut To

&, o
Content Type
Created
fon ]
=
Created By
&, [
Modified
fon ]
=
Modified By
8 [
Office Locations
new vl |\=\)
Suggestions ﬂ

[
New York [Office Locations:N:ﬂ

TP

You should experiment with this feature, selecting different fields to use as key
filters. In practice, you would select the method most suited to the content
within the library for filtering items.

Document Sets

The new Document Set feature in SharePoint 2010 allows the management of entire
groups of documents as aggregate entities. For example, you can check out an entire
document set, which will then check out each of the documents contained in the set.
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Erika would like to incorporate this into her team site so that all the documents
providing an overview of the Great White Gears product can be tracked as a single item.

1. From the Shared Documents library default view, click the Library tab and click
the Library Settings button.

Library Tools .
Erika Cheley ~

Site Actions ~ @Y  Browse

. fj [y Modify View - Current View: (-4 E-mail a Link _S'—_| ok (0] [ Form web Parts - - B
-) ’ b — fli Create Column  All Documents = G Alert Me - =2 J X Edit Library _ & -
Standard| Datasheet  MNew Create Syncto SharePoint Connectto Library
View View Row View [ 3 Navigate Up Current Page B RSS Feed Workspace Office» [ @ MNew Quick Step Settings
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library Settings

2. Under General Settings, click on Advanced Settings.

General Settings

Title, description and nawvigation

Versioning settings

Advanced settipgs
Validation sett‘ﬁI 35

Column default value settings
Manage item scheduling
Rating =settings

Audience targeting settings

tadata navigation s

d0c o ng

m
[Fi]

Per-location view settings

Form settings

3. For Allow management of content types click Yes. Click OK to return to the
Library Settings page.

' No

4. Under the Content Types section, click Add from exiting site content types.

Content Types

Thiz document library is configured to allow multiple content typ
item, in addition to itz policies, workflows, or other behavior. Th

Content Type isible on New Button

Drocument R

Add from existing site congent types

Change new button order’.id default content type
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5. In the Select site content types from dropdown, select Document Set Content
Types, select Document Set in the box beneath it, and click the Add button.
Click OK to add this content type to the Documents library.

Select site content types from:
IDu:u:ument Set Content Tvpes;l

Available Site Content Types: Content types to add:

add= |
)

< Remove I

Description:
Create a document set when you want to manage multiple documents as a single work product,

Group: Document Set Content Types

6. Return to the standard view of the Documents library by clicking on Shared

Documents in the breadcrumb.

Gears Project Home » Shared Documents » Document Library Settings

Gears Project Home Fag ki Zearch

7. In the Ribbon, click on the Documents tab.

Library Tools :
Erika Cheley ~

Site Actions ~ @) Browse Documents R

j ﬁ j Oul E-mail a Link - e
CheckIn S0 G Alert Me = =

MNew Upload Mew Edit View Edit X Download a Woaorkflows Publish ILlike Tags &

Document » Document». Folder Document Discard Check Out  Properties Properties ¢ Copy It MNates

Mew Open & Check Qut Manage Share & Track Copies Waorkflows Tags and Motes
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8. In the Ribbon, click the dropdown below New Document and select Document

Set.
Library
ctions » B Brows Documents
-+t ﬁ : ] Check Out
il '
Check In

M e Upload I e Edit )

Document » Document» Folder  Document o Discard Check

Create a new document,

1 @JJ Document n & Check Out

Type MNarm
Document Set
: Create a document setwhen you IE_] Cont
want to manage multiple documents % 7
as a single work product, gj Gear
(] Grea

9. For the Name, type Great White Gears. In the Description field, type
Documents related to Great White Gears. Click OK.

New Document Set: Document Set

2 M Cut
= "~ Bacopy
Save Check Cancel Paste
In
Commit Clipboard
Name * |Great white Gears
Drescription Documents related to Great White Gears ;I

A description of the Document Set

oK { I Cancel I

10. A new document set has been created.

Great White Gears

.
||| Documents related to Great White Gears
~L View All Properties
l Edit Froperties
ype ame odifie odified By ice Locations
. M Modified Modified B Office Locat

There are no items to show in this view of the "Shared Documents" document library. To add a new item, dick "Mew™ or "Upload™,
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11. Click on the Documents tab in the Ribbon.

12.1In the Ribbon click the dropdown below Upload Document and select Upload

Multiple Documents to upload some documents into the document set.

Library Tools Document Set
Site Actions - @Y  Browse Documents Manage
j .1} ] 7 Check Cut
L 3 Check In i
Mew Upload Mew Edit View Edit
Document » Document ~ Folder Document Discard Check Qut ~ Properties Properties
ﬂ‘ Upload Document it Manage
. Upload a document from your
Pictures computer to this library. " Document Set
Libraries ﬂ- Upload Multiple Documents
ST Upload multiple documents from % a test document set
Ite Fages your computer to this library.

AL i

13. Open Windows Explorer and browse to C:\Demos. Select Great White
Overview.docx and Great White Gear - Customer Agreement.docx

14. Drag and drop them into the Upload multiple documents dialog.

. Harme
7 Favorites

B Deskiop . PeoplePack.
Uplaad Multiple Documents & Downloads

£ Recent Places

[ ContosoLogo?

(R Gear Stil

¥ crverwrite existing files Agreement.

4 Libraries

% Doru

B8 videos

N i -
fﬂDrag Files and Folders Here M Computer
5_‘-’ Local Disk (C:)
Braowse far files instead % D¥D Drive (D) walkth
5 Con EESO0-PC
€ ekwork
0 out of 0 files uploaded
Total upload size: 0 KB
oK Cancel
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15. Click OK to begin the upload process, when the process is complete click Done
to close the upload window.

Upload Multiple Documents

]
@

Type MName

[V Overwrite existing filles

Great White Gear - Customer Agreement.docx

Great White Overview.docx 27 KB

Done

Size

172 KB

2 out of 2 files uploaded
Total upload size: 1598 KB

Status

Done

Done

| Gancel

16.1In the Ribbon, click the Browse tab, then click the Shared Documents link in the
breadcrumb to return to the default view of the Documents library.

You have now created a document set named Great White Gears and added a
couple of documents. You can add as many documents as you wish to the document
set, which will operate as a single entity within the document library.

[T Type Marne Modified Modified By Office Locations
Ifﬂ Contoso's Most Resilient Gear 62 new 4162010 §:40 PM B Erilka Cheley
@ Gears Sales History £ Hew 4/17/2010 10:42 AM B Erilka Cheley
v Great White Gears 4/17/2010 11:22 AM (8 Erika Cheley
IEﬂ Great White Gears Production Specs £ Hew 4162010 §:40 PM B Erilka Cheley
Ifﬂ Longest-Lasting Gear £ Hew 4/16,/2010 &:40 PM B| Erilza Cheley
@E Mew Docurment for Sprockets 2 new 4/16,/2010 &:40 PM B| Erilza Cheley
@ Project budget waorkboaolk & new 4/17/2010 11:17 AM B| Erilza Cheley Mew vark
I% SupplyChain w3 Einew 4/17/2010 9:09 AM Systern Account

dr 4dd docurnent

In this walkthrough you have seen how easy it is for Erika to create the different lists and
libraries that her team will be using for project collaboration. With the new features

such as Document Sets and Managed Metadata, Erika has been able to create solutions
that will provide consistency across all documents. These small changes will make a big
difference for her team as they work together to collaborate on many different types of

project documents.
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Visio Visualization for Workflow

Managing processes and tasks is an essential part of any team working together. While
previous versions of SharePoint have included workflow options, they don’'t compare to
the improvements available with the release of SharePoint 2010. By combining
common tools, such as Visio and SharePoint Designer, users are able to create
workflows that empower them to collaborate and generate content. In this
walkthrough, Erika is going to be configuring workflows within the site to manage the
approval of documents. Erika wants to be able to route the documents for approval and
then be able to view the status of the documents’ approval. By using the built in
workflow template she will be able to manage this process without needing to be
constantly tracking down members of the project team to receive the approval.

SharePoint 2010 now contains the capability to visualize workflows using Visio 2010. (In
the next section you'll see how to design workflows using Visio.) You'll assign a
workflow to a document and view its status as a visual diagram.

1. In the Shared Documents library, click the dropdown menu for the Great White
Gears Production Specs document and select Workflows.

|_|—I| Great White Gears 4/17/2010 11:22 AM
| res ite Gears Production Specs & new - ;
| Great White G Product b4 4/16/2010 §:40 FM
E Longest-Lasting G View Properties 4/16/2010 5:40 PM
=1 B -
@) Mew Document fol t Edit Froperties 4/16/2010 8:40 PM
& Project budget wo Wigw in Browser 4/17/2010 11:17 AM

Edit in Browser

I% SupplyChain w3 4172010 9:09 AM
] Edit in Microsoft word
4k Add dacument [y Check out
Compliance Details
() ‘Workflows "\lb
alert Me
Send To 4

$ Manage Permissions
K Delete

2. Under the Start a New Workflow header, click Approval - SharePoint 2010.

| Start a New Workflow

@ Approval - ShareRpint 2010
Routes a dnn:urner'\:?nr approval. Approvers can approve or
reject the documefit, reassign the approval task, or request
changes to the document.
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3. You are presented with a form to complete to start the workflow on the Great
White Gears Production Specs document. Type contoso\erikac in the Assign To
field. Click the Check Name icon (%). In the Request field, type Approval
workflow test. Click the Calendar Icon (Z‘i‘ﬁ) next to the Due Date for All Tasks
field and select July 15, 2010. Click Start.

Approvers

Expand Groups

Assign To Order
| Erika Cheley ; |§‘/,|__,|_j One at a time (serial) j

E Add a new stage

Enter the names of the people to whom the workflow will assign tasks, and choose
the order in which those tasks are assigned. Separate them with semicolons. You
can also add stages to assign tasks to more people in different orders.

W~ For each group entered, assign a task to every member of that group.

Request

This message will be sent to the people assigned tasks.

Due Date for All Tasks :ﬁ
The date by which all tasks are due. 4 July, 2010 3
Duration Per Task S M T W T F 5
The amount of time until a task is due. Choose the units 1 2 3
Duration Units Dayls) 4 5 6 7 8 35 W0
Define the units of time used by the Duration Per Task. 11 12 13 14 153 16 17
20 21 2%

cc

| 13 19
5 26 27 28 29 30 31

2
MNotify these people when the workflow starts and ends
them. Today is Friday, April 16, 2010

Start | Cancel |

4. Note that a column displaying the progress of the current workflow has been

added to the current view of the Documents library, and it indicates In Progress

for the Welcome to Gears document.

I Type
=
=

|
=

@

Marne

Contoso's Maost
Resilient Gear #iHew

Gears Sales History
£ HEW

Great White Gears
Great White Gears
Production Specs

£3 HEW

Longest-Lasting Gear
£ HEW

Mew Docurnent for
Sprockets £ Hew

Project budget
warkbook & new

SupplyChain w3 #inew

qF Add document

Modified

4/16/2010 &:40 PM

4/17/2010 10:42 AM

4/17/2010 11:22 AM

4/16,/2010 §:40 PM

4/16/2010 &:40 PM

4/16/2010 &:40 PM

4/17/2010 11:17 AM

4/17/2010 9:09 AM

Modified By

#| Erilca Cheley

B Erika Cheley

#| Erilca Cheley

B Erilca Cheley

#| Erilca Cheley

#| Erilca Cheley

#| Erilca Cheley

Systermn Account

Office Locations

Mew Tork

Approval - SharePoint 2010

In Progress
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5. Click on the In Progress link in the Approval - SharePoint 2010 column.

6. The Workflow Status page opens, and after a few moments a Viso diagram
showing the overall workflow and its current status is displayed. With your
mouse cursor, you can click and drag the diagram inside the window to view
different areas of the workflow, and zoom in on the diagram to focus on smaller
portions of the process. You can also open this diagram in Visio 2010.

‘ Workflow Information

Initiator: Erika Cheley Document: Welcome To Gears
Started: 4/16/2010 8:2% AM Status: In Progress
Last run: 4/16/2010 8:30 AM

Workflow Visualization

(W] open in Visio us% (5 ———@ @ F

'/?. Start approval process

Currently Assigned Tasks: 1

(P — (@)

S

Erika Cheley

www.microsoft.com/sharepoint



Walkthrough 3: Communities

One of the key drivers today for any business is efficient interaction between their most
valuable resources: employees. In SharePoint 2010, the social experience is integrated
into all facets of the product, giving employees the information and tools they need to
make connections and work more effectively throughout the collaborative environment.

In this walkthrough, you will take a tour through key social features found in SharePoint
2010. Erika would like to find additional information regarding other process
improvement projects at Contoso and any related information regarding gears that her
team may find valuable. Using the social features in SharePoint 2010, you will see just
how quickly Erika can tag content, provide social feedback, search for content, find
experts and network with others.

My Sites: Your Social Networking Hub

Erika is interested in any additional process improvement projects at Contoso. She
knows that Tad Orman works on product improvement projects and would like to
connect with him to learn from his experience with previous projects.

1. Click Search in the top navigation.

2. Above the search box, click the People tab to perform a people search.

All Sites 4
| P
3. Type Tab in the search box and press enter.
Feople
Tab| P
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4. The first person listed is Tad Orman,. SharePoint has built in phonetic name
matching. So even though you searched for “Tab” it found Tad. Click the By Tad
Orman link to see content recently created by Tad.

CRM Consultant
CRM Strategy
{20) 5555-4625
4106

5. Now, click Browse in organizational chart to find where Tad is within the

company.
ia Strategy Consulting Manager
8

- Syed Abbas

CRM Consulting Manager
uj (4

Tad Orman
CRM Consultant

S

e
P
L2
)

. R oo no= The Management of K: zen Workshops R E o
ima B o mo oA Project enhanced my CRM A A0 ALALD
I = =z = 3 =z==3 == 3 - . == 9 ===
£ ; = = (—_; = = ; @ = f—_; o Administration expertize. I have - ; = . ; =
8= 'é S ‘é 53 ‘é 5 n extensive Test Drive Development = o E B o %
= o 2 o3 g3 3 ( rience. m g o B
bz s ?’:‘g— é:‘f 2ag (TDD) experience = -4
= o F o F = o o F  F 3
Do < o = < o o = o

= = = = = =

6. The organization chart is a Silverlight control that makes navigating through the

company's employees easy.
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7. In the bottom left corner of the Organization tab, click on the HTML View link.

This provides a more traditional look at the organization, and is also the default

experience seen by users accessing the site without Silverlight enabled browsers.

Overview

Organization = Content

4 Svyed Abbas, CRM Consulting Manager

Jason Carlson, CRM Consultant
Jeff Williams, CRM Consultant
Karin Lamb, CRM Consultant
Lorraine Nay, CRM Consultant
Merav Sror, CRM Consultant
Tad Orman, CRM Consultant
Toby Nixon, CRM Consultant

Tosh Meston, CEM Consultant

8. Scroll up the page to discover more information about Tad. Above Tad's picture

you see his status update that he is currently brainstorming process

improvements for the Vulcan Gears.

9. Click on the More information link in his profile details. Here you can see

additional information about Tad.

& Add as colleague

45

Erainstorming process improvements for Vulcan Gears.

The Management of Kaizen Workshops Project enhanced my CRM
Tad Orman Administration expertise. [ have extensive Test Drive Development
CRM Caonsultant (TDD) experience.

CRM Strategy

(20) 5555-4625
4106

tado@contoso.com

Past projects : Management of Kaizen Workshops,
Website Update

Skills : Gears

Schools : Redbud College

Interests : Dogs

4 Hide informaticn
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10. Click the Overview tab. Under Recent Activities, you will see Tad has been very
active updating his profile and tagging content. Scroll to the bottom of the
section to find his Note Board. In the Note Board field, type Tad, I would like
to discuss your ideas for improving the production of the Vulcan Gears. I am
currently managing a process improvement project for Great White Gears.
Click Post.

Mote Board

Tad, I would like to discuss your ideas for improving the production
of the Vulcan Gears. I am currently managing a process improvement
project for Great White Gears)|

Post |

11. Erika also believes it will be helpful for her team to understand how the gears are
marketed. It is important to understand the key features and functionalities
being promoted to the customer in order to ensure the process improvements
do not reduce quality in those areas. She remembers that Tad also participated
in a marketing project for Gears and decides to start by looking for information
on it. Scroll back up the page and click on the Tags and Notes tab.

34;, Add as colleague /

Overview | Organization Content Tags and Notes  Colleagues  Memberships

12. Under the Refine by tag: filter, click Gears to refine the list by items tagged with
“Gears.”

Overview  Organization Content | Tags and

Refine by type:

All | 3 Tags | MNotes

7 Refine by tag:

Sort: Alphabetically | By Size

Gears e
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13. Now you only see the activities for Gears. Click on View Related Activities for

the Gears Marketing Project -... (second item) in the list.
Activities for: Gears

) Tagged Gears Marketing - Project... with Gears. 4/23/2010
Wiew Related Activities

2 Tagged Gears Marketing Project -... with Gears. 4/22/2010
View Related Activities

14.1In the pop-over window, you will see that you and John Evans have previously
tagged Tad's blog post as “Product Review,” someone else had used the tag
“preferred partner,” and Tad tagged the post with “Gears.” Close the pop up
window, using the X in the top right-hand corner.

Gears Marketing Project - Blog

Note Board

J My Tags

[T Private: Other people cannot see that you tagaed this item. The tag text is
public.

7 Suggested Tags

Gears Preferred Partner Product Review

Recent Activities

) Molly Clark tagged 'Preferred Partner' on 4/17/2010
2 John Evans tagged 'Preduct Review' on 4/17/2010
) Tad Orman tagged 'Gears' on 4/17/2010

15. Click on the Content tab. Click on Tad's blog post called Gears Marketing
Project, to read about the status of the Gears project.

Overview Organization | Content = Tags and Notes Colleagues  Memberships

Sites
Blog SharePoint Documents
Go to Tad Orman
Libraries There are no items to show in this view.

Shared Documents

Pictures Recent Blog Posts

Shared Pictures 4/17/2010

Gears Marketing Project
The project is going well, and I did a presentation to the team today. This meeting was held in the Marketing conference room,
and everyone from the project team was in attendance. The presentation was received well, and everyone seems to be on track

with the current status of the project.

Per the planned goals outlined in this presentation, each of the team members is onboard with their roles and tasks. The nex
phase of the Gears project is now underway.

Click here ta view my presentation from this meeting. (] Gears Marketing - Project Status.pphx

Posted By Tad Orman on 4/17/2010 9:19 AM | Permalink | Comments(0)
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16.1In the blog post, there is a link to view the presentation called “"Gears
Marketing-Project Status.pptx”. This presentation will be a valuable resource

for the team.

17.1n SharePoint 2010, tagging content makes it easily referenced and discovered by
other SharePoint users. Next, you decide to tag the blog post with the word
“Gears”, since it is relevant to the Gears project. At the top right hand corner of
the blog post, click the Tags & Notes button.

My Site My Newsfeed My Content My Profile Gears Project Home | Find @ Erika Cheley -

Browse

Y t
Blog =~ <
ILike It Tags &
Motes

18. Under Suggested Tags, click Gears and select Add to My Tags.

Gears Marketing Project - Blog

Mote Board

~ My Tags

[T Private: Other people cannot see that yvou tagged this item. The tag text is
public.

7 Suggested TaV

Gears Preferred Partner Product Review
Add to My Tags
5o to Tag Profile for Gears

Save

19. Click Save.
20.Since you are interested in the topic of the Gears project, you can view what is
called the Tag Profile for this tag. Click Gears again, and click Go to Tag Profile

for Gears.
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21.This page displays a feed of all content that has been tagged with the word
“Gears”. You can use the links in the Get Connected section for this tag to keep
up to date with the tag, as well as leave notes about it on the Note Board. Click
Follow this tag in my newsfeed in the Get Connected section. This will make it
very simple for Erika to keep up with Gears updates in the future.

Get Connected

4 Follow this tag in My Newsfeed
4 Add to "Ask Me About" in My Profile
ﬂ View people who are following this tag

22.You will now create a reference to the project in the FAQ Wiki site. Under the
Tagged Items section, right-click on the link Gears Marketing-Project Status
and choose Copy Shortcut to copy the link to Tad's blog post.

Tagged Items

Gears Marketing Project - Blog
& Tagged by (2)

fing Project Statud

y (1) Open
Open in New Tab
Gpen in New Window
Save Target As...
Print Target

Cut.

Copy.
e Copy Shortcut
Paste

Add to Favorites...

Properties

23.To get to the project home page, click Gears Project Home at the top of the
page.

My Site My Newsfeed My Content My Profile | Tag Profile: Gears | Gears Project Home

24. Click the FAQ Wiki link in the top navigation. This is where you will add the link
to Tad's presentation.
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25. Click on Where is the Gears Marketing material link.
Wiki » home

Wik All Sites
About this wiki Last modified at 4/17/2010 11:40 AM by Erika Cheley M [Edit this page]

Wiki Home ) ) )
The following are frequently asked questions about the Gears project:

What are the Gears

Specifications What are the Gears Specifications

Where is the Gears Where is the Gears marketing material‘/
marketing material When is the projected Go-live date

When is the Who are the Gears team members

projected Go-live

date

Who are the Gears
team members

26.In the Ribbon, click the Edit icon.

Browse

Wild » home

27.Click the Insert tab. Then, click the dropdown under the Link button and select

Editing [ools
Format Text Insert -
Ak & QN B & mid

Table  Picture Video and Link | Upload Reusable Web Existing Mew

From Address.

Site Actions ~ B2 M Browse Fage

- - Audio - File Content Part List List
Tables Media From SharePoint I__pkﬂt Web Parts
About this wiki From Address {2010 9:40 AM by Erika Cheley [

28.1n the Text to display field, type Gears Marketing by Product. Then, paste
(Ctrl+V) the hyperlink you copied from Tad’s My Site into the Address field.

Click OK.
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Insert Hyperlink

Text to display: |Gears Marketing Project Status

Address: Iars%E[]Marketing%EU-%EUF‘rnject%EUStatus.pptx

oK Cancel |

29. Click the Save and Close icon in the Ribbon.

30.In the Ribbon tab area, click the Navigate Up (ﬂ) icon and select Gears Project
Home from the hierarchy list to return to the home page of the site.
Site Actions ~ g E Page

This page location is:

Wiki L+ Gears Project Home
L+ wiki

Wiki

L+ Where is the Gears marketing material

About this wiki Last modified at 4/17/2010 11:45 AM by Erka

Connecting with experts

Using the social features in SharePoint 2010, Erika is able to find Tad and discovers she
is likely to consult with him in the future. Erika decides she would like to connect with
Tad to allow her to stay up to date with the different activities Tad is involved in, and
vice versa. Erika had received an email that Tad posted a note on her Note Board, so she
decided to check it out.

Click Search in the top navigation.

Click the People tab.

Type Erika in the search box and press enter.

Take a look at the Help people find me section right below Erika's profile. This
new section provides Erika with feedback on how other people are discovering

> w N
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her using search. Click on Erika Cheley.

all Sites People

Erika » s

1-4 of 4 results Sort by: IDefault vl &y £

B Erika Cheley About Me:
Manager 1 enjoy promating change in people and processes. During the Lean
Operations Process Improvement Project I utilized my organizational skills.
206) 555-1242
Erl?; Ask Me About:
erikac@contoso.com Promoting Change::Project Management: :Organization Skills::
Leadership::Execution Management ...
Help people Number of searches that led to me: Keyword searches that led to me:
find me 1 time(s) in the last month erika

1 time(s) in the last week

5. Scroll down the page to the Overview section and look at the Note Board. Click
on the presence icon next to Tad Orman. Click X to close the popup box.

Tad Orman -

[ o) %
Sa | Offline Q
CRM Consultant, CRM Strategy
= ® ¢ B s

Department  CRM Strategy

Office 4106
Work 2055554525
Muobile
Home 7
E-mail tado@ contoso.com
Calendar Schedule a meeting
Location
Contact Crganization

6. Click on Tad Orman’s name to open his My Site.
7. In Tad's My Site, click on Add as colleague beneath Tad's picture.

&a} Add as colleague
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8. This will open a pop over window, where you can make settings for how you see
your new colleague. Accept the defaults and click OK.

Add to Group Add to My Team:
€ ves
Adding a colleague to your team helps you es
control the privacy of your profile. You can & No
configure your prafile sa that it is visible only
t0 your team Add to a Group:
Adding a colleagus to a group helps you P
organize your list of colleagues. ® Existing group:
[General =]
€ New group:
Show to Show this colleague to:
Choose who can view this calleague. The [Evervane I
privacy sefting you select here affects who
can see this colleague when they visit your
profile.

Ll

oK | Cancel

9. Click OK at the Message from webpage popup.

Erika and Tad have now made a connection and have grown their internal networks.
Erika will now be able to see Tad's updates in her news feed.

In this walkthrough you explored the social side of SharePoint 2010 and how it helped
Erika discover additional information about gears. You also saw how Erika connected
with Tad through a blog post. Erika was able to find Tad's expertise through the simple
act of performing a search, which will allow both of them to stay informed and in-touch
when working on related projects.
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Walkthrough 4: Working with Office 2010

One of the benefits of working with SharePoint is taking advantage of the rich
integration features available with other Microsoft Office applications. With each
release of SharePoint, the integration story improves greatly, and with the release of
SharePoint 2010 we have access to many more integration features with Office 2010.

Erika has read about the powerful integration between Office 2010 and SharePoint 2010,
and decides to test some of the new features, including the new Office Backstage,
PowerPoint broadcasting options, Alerts, and SharePoint Workspace. In addition to the
role of Erika, you will also log onto the site as Justin Thorp, one of her project team
members.

Word Backstage View

The first new feature that Erika looks at is the new Office Backstage view. She decides to
try it out by editing a Microsoft Word document, although the same concepts can be
applied to all of the Office client applications.

1. Return to the home page of the site by clicking Gears Project Home in the top
navigation.

2. Click Shared Documents in the left navigation.

3. Click the Great White Gear document set.

| Excel 4/15/2010 10:09 PM Erika Cheley New York
Services
Sample
Workbook

| |_|-I| Great 4f16/2010 11:56 AM Erika Cheley

White -
Gear

IEI_] Longest- 4/14/2010 12:12 PM Erika Cheley
Lasting

Gear
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4. Select the dropdown option for Great White Gear - Customer Agreement and
select the Edit in Microsoft Word option.

[T Type Mame Modified Modified By
r IEﬂ Great 4/17/2010 11:34 AM |® Erika Cheley

Wiew Properties

L} Edit Properties

Wiew in Browser
Edit in Browser 4/17/2010 11:34 aM (W Erika Cheley
IEﬂ Edit in Microsoft Word':\[t"]

gy Check Out

Zompliance Details
& workflows
alart Me
Send To ’

$ Manage Permissions

5. When the Open Document dialog appears, click OK.

Open Document ll

™%  Some files can harm your computer. If the file information below
'-.‘ J.-' looks suspicious, or you do not fully trust the source, do not open
= the file.

File Mame: Great White Gear - Customer Agreement.docx
From: intranet. contoso.com

oK [\J Cancel I

6. Once you have the document opened in Word, select the File tab to open Office
Backstage. This new feature provides a "backstage” view, which provides you
with quick and easy access to information about the document as well as
providing menus for common document tasks.

7. From the Backstage view you will be able to perform some of the same actions
you can perform in the browser. Click the Manage Versions button and select
the Check Out menu item. This will check out the document to you so that no
other users will be able to work on the document while you have it checked out.
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W90l

Great White Gear - Customer Agreement - Microsoft Waord

Home Insert Page Layout References Mailings Review View

ﬁ Save

Save As
5 Open
ﬂ Close

Recent

New

Print

Save & Send

Help

|21 oOptions

9 Exit

8. Click the File menu again, and notice that a new menu item has appeared which

Information about Great White Gear - Customer Agree...
http:/fintranet.contoso.com/Shared Documents/Great White Gears/Great White Gear - Custom...

Permissions
Anyone can open, copy, and change any part of this document.

Protect

L

Refresh Server Versions List
il - F - i

Check Qut
Edit a private copy and prevent other [}S e that it contains:
people from making changes. ument server properties, content type

- " - lame
Widjor Version

1.0]1.8
b

Recover Unsaved Documents lisabilities are unable to read
Erowse recent copies of unsaved files.

Versions and Check Qut

M| @

Ll

Manage
Versions ~

allows you to Check In the document or discard the Check Out.

MIE9-O s

Home Insert

Great White Gear - Customer Agreement - Microsoft Word

Page Layout References Mailings Review View

&E Save . .
Information about Great White Gear - Customer Agree...
P, Save As
http://intranet.contoso.com/5hared Documents/Great White Gears/Great White Gear - Custor...
Lj Open
[ Close
Checked Out Document
\:% Mo one else can edit this document or view your changes until it is checked
in.
Recent CheckIn .;li]Discard Check Out %
MNew
e Permissions
Print j%} Anyone can open, copy, and change any part of this document.
Save & Send D et
ocument ©
Help
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9. In the Backstage view, you can also update the document’'s metadata. In the
right pane of Backstage, click the Show All Properties link.

Properties =

Size 171KB
Pages 1
Words 66

Total Editing Time 24 Minutes
Title Great White Gear - Cust...
Comments

Related Dates

Last Modified 7/23/2009 10:32 PM
Created 7/23/2009 9:58 PM
Last Printed

Related People

Author Chris Cannon

Last Modified By tomr

Related Documents
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10. Click Enter a choice next to Office Locations

rY

Properties =

Size 171KB

Pages 1

Words 66

Total Editing Time 22 Minutes

Title Great White Gear - Cus...
Comments

Template Mormal

Status Draft

Categories =
Subject Request for Proposal

Hyperlink BEase

any
Office Locations Enter a ch-:iceI

Related Dates
Last Madified Enter a choice
Created 7/23/2009 9:58 PM

Last Printed

Related People
Manager

Author Chris Cannon

o

11. Type Den, and when the Suggestions box displays Denver, press Enter to accept
the autosuggestion.

Subject Request for Proposal

Hyperlink Base

Company

Office Locations Den| é}’|
Suggestions

Related Dates Denver [Morth America;Uni...A

Last Modified 7/23/2009 10:32 PM

Created 7/23/2009 9:58 PM [y

Last Printed
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12. Click the Check In button at the top of the page and click OK on the Check In

dialog.

Home Insert Page Layout References Mailings Review View

-
|5 Save
g Save As
=5 Open

[ Close

Information about Great White Gear - Customer Agre...

http://intranet.contoso.com/Shared Documents/Great White Gears/Great White Gear - Custo...

Checked Out Document

Info ﬁ Mo one else can edit this document or view your changes until it is
i checked in.

Recent

New

Print

Save & Send

Help

2] Options

[ et

. Properties =
CheckIn % & Discard Check Out
Size
Pages
Words
@ Permissions Total Editing Time
B | Anyone can open, copy, and change any part of this document. Title
e Comments
rotec
DOChentE Template
Status
Categories
R Subject
-~ Prepare for Sharing Hyperlink Base
[ ﬂ Before sharing this file, be aware that it contains: C;mpan .
- Document properties, document server properties, content type Office ‘. "
3 i iffice Locations
the(kfm information and author's name -
Ssues *

Headers

Ralatad Natas

171KB

1

66

30 Minutes

Great White Gear - Cus...

Normal
Draft

Request for Proposal

Denver vﬂ

13. Close Word and switch back to the document library open in SharePoint. You
will notice that the Modified date and time has been updated, and the Office
Locations column is now set to Denver. Also note that the information updated

automatically, without even having to refresh the browser.

Great White Gears

=
I'l Documents related to Great White Gears
| Wiew All Properties
Edit Propetties
[ Type Marme Modified Modified By Office Locations
ey | Great 4/17/2010 11:58 4M Systern Account  Denver
W hite
Gear -
Customer
Agreement
52 HEW
] Great 4/17/2010 11:34 AM (8 Erika Cheley
W hite
Overview
23 HEW

PowerPoint Broadcasting
Often times, as a team works together, there is a need to share a presentation to

many different users at one time. New features inside PowerPoint allow SharePoint

to be used as a broadcast location for presentations. This means that no matter

where the team is located, they can easily view the presentation through the

browser. Simply select the SharePoint site at the broadcast location and a link will be

59
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provided that can be shared with users to access the presentation. Erika will use this
functionality to share with the project team the Contoso’s Most Resilient Gear
presentation.

1. In the left navigation, click Shared Documents
2. Click the dropdown for the Contoso’s Most Resilient Gear PowerPoint

Presentation and select Edit in Microsoft PowerPoint. When the Open
Document dialog appears, click OK

T Tvpe Marme Maodified
- Ifﬂ Contoso's 4/16/2010 5:40 PM
Most
Resilient ¥
Gear I HEW
Wiew Properties 47172010 10:42 AM

k22 Edit Properties
View in Browser 4/17/2010 11:22 &M
Edit in Browser
Ifﬂ Edit in Microsoft PowerPoint {Ij 4/16/2010 &:40 PM
g Check Out
Compliance Details

@ Workflows
alert Me

Send To b l4/16/2010 8:40 PM

4/16/2010 §:40 PM

ﬁ Manage Permissions
X Delete

3. Once the presentation opens in PowerPoint, select the File tab to open the
Backstage view.
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Save & Send

Help
123 Options
3 eat

Insest

Design

Contoso's Most Resilent Gesr - Microsoft PowerPoint

Transtions  Ammations  SideShow  Redew  View

Information about Contoso's Most Resilient Gear

http://intranet.contoso.com/Shared Documents/Contoso's Most Resilient Gear,pptx

&

Protect

Presentation

-8
Mansge
Versicns +

Permissions
Anyone can open, copy, and change any part of

=

o8

v
Ej_ 2=

Prepare for Sharing
Before sharing thisfile, be aware that it contain:
Document properties, document server properties, content type
information, author's name and relsted people
Custom XML data
Content that people with disabilities are unable to read

Versions and Check Out

Properties =

Related Dates

Last Modred

tast Printed

Related People

Related Documents
& 0pe

Show All Properties

4. Click the Save & Send category and select the Broadcast Slide Show link.

RIE9- 0G|+

Insert Design Transitions Animations

EE Save

Save As
ﬁ COpen
ﬁ Close
Info
Recent
MNew

Print

Save & E
Help

|:j Options

9 Exit

Save & Send
@a Send Using E-mail
o Save to Web

Q Save to SharePoint

Contoso's Most Resilient Gear - Microsoft PowerPoint

l L@  Broadcast Slide Show m
F Publish Slides

File Types

B! Change File Type

I Create PDF/XPS Document
@ Create a Video

&4 Package Presentation for CD
EE  Create Handouts
Workflows

Gf) Approval - SharePoint 2010

Gf) Gear Approval Workflow for Documents

Slide Show Review View

Broadcast Slide Show

Broadcast the slide show to remote viewers who can watch in a Web browser.
Mo setup required
PowerPoint creates a link to share with other people

Anyone using the link can watch the slide show during the broadcast

-

E™)

Broadcast
Slide Show
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5. Select Broadcast Slide Show

Save & Send Broadcast Slide Show

] Send Using E-mail Broadcast the slide show to remote viewers who can watch in a Web browser.
Mo setup required
O Save to Web PowerPoint creates a link to share with other people
Anyone using the link can watch the slide show during the broadcast
Save to SharePoint

6  Broadcast Slide Show < - /

i Publish Slides

Broadcast
Slide Show %

File Types

6. On the Broadcast Slideshow window, click Change Broadcast Service

Broadcast Slide Show g

Broadcast the slide show to remote viewers who can watch in a

Web browser.

| BEroadcast Service

PowerPoint Broadcast Service

The PowerPoint Broadcast Service is a public service for users of
PowerPoint 2010. Anyone who receives a link to the broadcast may
watch it You will need a Windows Live ID.

More Information

By clicking 'Start Broadcast’, you agree to the following terms:
| Service Agreement

Change Broadcast Ser\rice[\J Start Broadcast I Cancel

7. Click Add a new service... and type
http://intranet.contoso.com/sites/broadcast in the Add Broadcast Service
field. This is a specialized site collection that enables PowerPoint slideshows to
be broadcast from SharePoint. Click Add.
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Broadcast Slide Show 7]

Broadcast Slide Show
T—

Choose a broadcast service:

PowerPoint Broadcast Service

Add a new y
Add Broadcast Service

Enter the address of the broadcast service to add:

Ihttp:,l',l'intranet.contoso. com/sites/broadcast|

Add Cancel |

Start Broadcast | Cancel |

8. On the Broadcast Slideshow window, click Start Broadcast.

Broadcast Slide Show e

Broadcast Slide Show

T———

Choose a broadcast service:

PowerPoint Broadcast Service

Add a new service..,

intranet.contoso.com
Create a link on this service that remote viewers can use to watch your slide
show in a web browser.

Start Broadcast &! Cancel |

9. After a few moments, you will receive a link that can be sent to your colleagues to
view the broadcast. Click Start Slide Show
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Broadcast Slide Show EHE

Broadcast Slide Show @

S

Share this link with remote viewers and then start the slide show.
httpe/fintranet.contoso.comysites/broadcasty ﬂ

_layouts/PowerPointFrame.aspx?
PowverPointview=attendeeview&pptbid=17a35d1f-8ded-4075-

| Copylink
I=1 Sendin Email...

—J SendinIM...

Start Slide Show

10. The slideshow begins in full screen mode. At any time, you can press the Esc key
to end the full screen broadcast. To end the entire broadcast and disconnect any
users connected; click the End Broadcast button in the notification bar below the

\E' (=] = Contoso’s Most Resilient Gear - Microsoft PowerPoint o 2R
Broadcast a @
T ? Te @8] Resolution: | Use Current Resolution = ]
Sip) ;I v
= L - —&j =
From From N Send End
Beginning Current Slide [0 use Presenter view Invitations Broadcast
Start Slide Show Monitors Broadcast
@ Broadcast View  You are broadcasting this presentation and cannot make changes. End Broadcast % x

11. Click End Broadcast on the pop-up dialog that appears.
12. Close PowerPoint.

Document Co-Authoring using Office 2010

When using the powerful integration features of SharePoint 2010 and Office 2010, users
have the capability to work together as simultaneous co-authors on the same Word
document.

From within a SharePoint document library, a team member can open the document in
Microsoft Word 2010 and begin editing. Another team member can open the same
document in Word 2010 and simultaneously edit the paper. Word 2010 locks sections
being edited by a user to prevent their work from accidentally being overwritten. To
update the document with changes and additions made by everyone working on it, each
user simply saves the document and the changes are reflected in the document
instantly.
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Instead of relying on each user to open the document and make updates individually,
the co-authoring features allow for real-time team collaboration needed for efficiently
managing a document.

Erika is authoring a document, and asks one of her team members to help out. As she
works, she receives a notification that he has joined her in editing the document. She
can click the User icon in the bottom of Word 2010 to see everyone working on the
document.

Authors editing this document

Systern Accaunt

| ﬂ Erika Cheley

age: 1of 1 | Words: 57 | ﬁ.z | & |
] R— h ] — 1

Erika continues working and saves her changes.

Great White Gears Production Specs
Welcometothe Contoso Gears division, This document will walk youthrough our entire developrment
process, from theinitial gear concept designtathefinal manufacturing and shipping process.

Every gear beginswith aspark —a spark of imagination, that is! Ourall-star Gear Design Team features
the best gear designersinthe industry, |

As her team member makes changes, he saves them also. Erika notices that updates are
available in the bottom panel of the Word window.

e |

|p5* Updates Available ||El| Bl B =

100% (=)

She clicks the Save button in the Quick Access toolbar and her team member’s changes
are reflected in her document and are highlighted in green. A notification window lets
her know this as well.
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Great White Gears Production Specs
Welcometothe Contoso Gears division This document will walk youthrough our entire development

process, fraom theinitial gear concept designtothefinal manufacturingand shipping process.

Every phase of our Gear manufacturing process is carefully monitored to ensure that only the highest
quality gears leave our fadlities, From the first gear sketches to the final gear packing, each step along
the way is a journey along the road of perfection.

Every gear hegins with a spark — a spark of imagination, thatis! Curall-star Gear Design Team features
the best gear designersinthe industry.

Microsoft Word FE
Al Ward has refreshed your document with changes made by other [}5
H authaors. To compare the document with a previous wersion click
the File kb,

Learn more about refreshing vour document

™ Don't show this message again

Outlook Alerts

Another key benefit of SharePoint and Office integration is the ability to receive email
alerts whenever content is created or updated. These alerts allow the flexibility of
seeing content changes without having to access the SharePoint site. Erika knows this
could be a very helpful feature to utilize since there will likely be many changes to site
content and documents throughout the project’s lifecycle. Since these alerts are
configurable, she can select the combination of options that best fits her needs.

Within a document library or list, an email alert can be assigned to individual documents
or to an entire library or list. Below, Erika is about to configure an alert on a selected
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document by using the SharePoint Ribbon.

Library Tools Document Set

Documents Manage
‘}‘ Check Qut i | E |:-=4 E-mail a Link 3 Pk
£ CheckIn B B | Alert Me ~ =

=

Mew Edit View it - W
older  Document i) Discard Check Out  Properties Properties ¢ | %A Set alert on this documeﬂt%
Open & Check Out Manage % Manage My Alerts
. Set alert on this document
Great White Gears
~ Receive e-mail or mobile
I'l Documents related to Great White Gears notifications when this document is
changed.
M . .
= View All Properties
] _— Edit Properties
T Type Name Modified Modified By Office Locations  Approval - ¢
o] Great 4/16/2010 1:13 PM System Account Denver
White
Gear -
Customer
Agreement
2 HEW
IE_] Great 4/16/2010 7:31 PM System Account In Progress
White
Gears
Production
Specs
iV il Great 4/16/2010 11:56 AM Erika Cheley
o White
Overview

£F HEW!

Alerts are customizable, so you have the ability to choose whether you are alerted every
time anything changes in the library, only when new items are added, when existing
documents are modified, or when items are deleted. This way Erika won't have to
actively monitor SharePoint to know what is going on with the project. In the
screenshot below, Erika is setting up an alert so she will be notified when anything
changes in the Shared Documents library.

Alert Title
Great White Gear documents alert
Enter the title for this alert. This is induded in the subject of the notification sent I
for this alert.
Send Alerts To
Users:
‘fou can enter user names or e-mail addresses, Separate them with semicolons.

EEriI-ca Cheley ;

QJM:

Deli Method
very Send me alerts by:

Specify how you want the alerts delivered, = E-mail

{T Text Message ':SMS:II

I~ Send URL in text message (SMS)

Change T
o Type Only send me alerts when:

Specify the type of changes that you want to be alerted to. & All changes
' New items are added
¢ Existing items are modified

i~ Items are deleted
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Once an alert has been created, it can be monitored in Outlook 2010 from the Manage
Rules and Alerts option in the Ribbon. Additionally, alerts can also be managed from
within SharePoint as well.

Using SharePoint Workspace to Manage Offline Documents

SharePoint Workspace (formerly known as Office Groove), a new addition to the Office
clients, provides an easy way for users to take SharePoint content offline and then sync
the content back to the server once they are online again. Erika will be offline for a long
weekend. Since this long weekend occurs during the project’s busy phase, she knows
she will need to have access to the documents while she is away. Using SharePoint
Workspace, she is able to pull her documents offline before leaving for her trip. When
she returns to the office after her trip, she is able to easily sync the documents back to
SharePoint.

1. Switch back to the browser and navigate to the Shared Documents library
2. Select the checkbox next to the Great White Gears document set.

= Gears Sales 471772010 10:42 &M (8| Erika Cheley
Histary

53 HEW

|l J Great white 471772010 11:22 &M (8| Erika Cheley
Gears ﬂﬁ ¥

IEH Great White 4/16/2010 3:40 PM |® Erila Cheley
Gears
Production
Specs EiHEW

3. In the Ribbon, click the Library tab, then click the Sync to SharePoint
Workspace button.

Library Tools Document Set

R Erika Cheley ~
Site Actions + PO S e Library Manage
— - [ Modify iew » Current wiew: {4 E-mail a Link S 1 ok 0] [EArormwen Parts B
[l [l . w = B R _ ¥ "
\—) z =l create Column Al Documents S Alert Me - — % J |._7| Edit Library @' -
Standard| Datasheet  Mew Create Syncto SharePoint Connectto Library
e Wiewn Fov Wiew 3 Mavigate Up Current Page [ Rss Feed Warkspace Office - [0 @New Quick Step Settings
Wiew Format Datasheet Manage Wiews Share & Track Connect & Export Customize Library Settings

4. The Account Configuration Wizard will open. Leave Create a new account
selected and click Next.
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Bl Account Configuration Wizard

' Welcome to SharePoint Workspace!

| & create a new account

 Restore an existing account

Privacy Statement

Help

Next> % | Cancel

5. In the Name field, type Erika Cheley. In the E-Mail Address field, type

erikac@contoso.com. Click Finish.
Baccount Configuration wizard |

' Create Account

| ¥ Create the account using your e-mail address
Mame;
‘Erlka Cheley |

E-mail Address:
‘erikac@contoso.com\ |

¥ Allow me to recaver my account later

" Create the account using an Account Configuration Code

Privacy Statement
Help

= Bark Finish I Cancel

6. When the Sync to SharePoint Workspace dialog opens, click OK. The sync will
begin. Once all supported items are completed, select the Open Workspace

option.
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| 'ﬂ Sync to SharePoint Workspace - Microsoft SharePoint Workspace  [HJE]

| 'Gears Project Home' is ready. Click 'Open Workspace' to go to the
workspace.

Mote: Some documents may still be downloading.

Learn more about what vou can do with a SharePoint workspace

e 1

Sync Progress |Errors I

| Mame | Progress | -
o Iritialization Completed
Announcements Mot selected For download
&Calendar Mot supported b
Contacts Mot selected for download

Content and Structure Reports
Customized Reports

&Data Connections
Diocuments

Ere Tormel b

Mot selected for download
Mot selected For download

Mot supported
Mot selected for download
Mk ~elerbmd Fawe devimlo-d ;I

I | Glose bhis dislag when syne completes

Open Workspacﬁ{\J Cancel Sync | Close I

Select the Great White Gears document set. You will see that all the documents

and their associated metadata can now be opened from the Workspace and

accessed while offline.

:EAnnouncements

48, Calendar

:E Contacts

:E Content and Structure Re...
¢ Customized Reports

22, Data Connections

¢ Documents

In the SharePoint Workspace Ribbon, click the Sync tab. Click the dropdown

under Sync, then click Sync Workspace to sync the workspace back to

SharePoint.
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= | (= |+ Gears Project Home - Shared Documents - Microsoft SharePoint Woarkspace o B R
File. Home Sync Wiew [ @
j ?_F‘ & é [E] save &3 o 3 . A :‘?' Launchbar
% =, e
—=3 By | "= =fi Rename ' r R search
e Add Copy | Download Delete . Wersions hark
Document ~ Documents as Link - E5) Properties Unread =
[ e Clipboard Document SharePoint Track GoTo
Content Gears Project Home = Shared Documents
Documents Folders I I I I I Mame Modified Modified By Office Locations
¢ Shared Documents = _J Shared Documents IE_‘]GreatWhite Gear- 41772010 11:58 AM System Account Denwver
Available on Server 5 ] Great White 471772010 11:34 AM  Erika Cheley




= | 4 |- Gears Project Home - Shared Documents - Microsoft Sha

File Haome sync Wi

; N

® € =
Syhc [Change Swnc Sync
= Settings = Status

@ syncTool

¢ SyncWorkspace % Gears Project Home = Shared Documents
Documents Folders I I I I I Mame
.+ Shared Documents =1 Shared Documents IEﬂ Great White Gear -
Available on Server l_,—'l GreatWhite Gears ) Great White
:E Announcements
;_‘E;Calendar

9. Close SharePoint Workspace.

In this example, you learned how easy it is to take content within SharePoint and work
with it offline. The SharePoint Workspace is not limited to this type of configuration. To
learn how you can use SharePoint Workspace for other offline scenarios you can refer to

the following TechNet documentation: http://technet.microsoft.com/en-
us/library/ee649106(office.14).aspx

Office Web Applications

One of the final feature sets that this walkthrough will cover is the addition of the Office
Web Applications (OWA). The Office Web Applications allow for certain documents to
be rendered and edited in the browser. The OWA client supports Word, Excel and
PowerPoint documents. Users are able to access these types of documents directly in
the browser without needing to have the client installed locally. The IT department has
already installed the OWA clients on the SharePoint server, and Erika is excited to try
them out. OWA utilizes the security permissions configured within SharePoint, so any
user that has contribute rights to the site will also have the ability to modify documents
using the OWA features.

1. Switch back to Internet Explorer. Click on the Great White Gears document set.

2. Click the dropdown menu for Great White Overview and select the View in
Browser option. This will open the document using Office Web Applications.
From this screen you are able to view the document, switch to edit mode, or
select to open the document within the full Word client.
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http://technet.microsoft.com/en-us/library/ee649106(office.14).aspx
http://technet.microsoft.com/en-us/library/ee649106(office.14).aspx

[T Type Mame Modified

M @ Grest 4/17/2010 11:58 &M
View Properties
I_j} Edit Properties
View in Browser
Edit in Browser @ 4/17/2010 11:34 AM
] Edit in Microsoft Word

_é Check COut

Cormpliance Details
g woarkflows
alert Me
Send To 4

@ Manage Permissions

3. The document opens in The Office Word Web Application. Click Edit in Browser.
Once the document has been placed in edit mode, the Ribbon appears and is
similar to the full Word client.

ct Home » ... Great White Gears » Great Wh)
Micras
G (W] open intword | o Editin Browsser @A Find | 100% -
s
GREAT WHITE GEAR -

4. Click File > Save to save the document.

Iﬁ;

File Horme Ihsert Wie
Save .
- A
H Sawe wour changes to the dc[:\'gs.lment. )
b
’w. Open in Word YA
j ©Open this document in Microsoft
Word,
+ Close
J Clase the document. between:

5. Click Gears Project Home in the navigation breadcrumb to return to the home
page.

www.microsoft.com/sharepoint



File Haome Insert Wi e

(-]

B L Cut Aial EIET R~ R S S
aste copy B 7 U ke x, x* %7, é- SEp=p=

Clipboard Font Paragr:

In this walkthrough we have covered just some of the great new Office integration
features available within SharePoint 2010. Using these different features will allow users
to work more efficiently with business data, no matter what system they are working
from. And with so many different options to choose from, users are no longer limited to
only working at the office or while connected to the Internet.

73 www.microsoft.com/sharepoint



Walkthrough 5: Insights

Now that Erika’'s team site has been configured, she has gotten some great feedback
from the team and is ready to move forward with a few more customizations. A few
team members have provided feedback that it would be great if they only had to go to
one location to access all the content they need when working on the project. Based on
the feedback, Erika worked with the IT department and determined that she could
proceed with using some of the new business intelligence features in SharePoint 2010 to
accomplish her goals. Specifically, she wants to be able to display some supplier
information from an external system within the team site,display some Excel Services
information directly on the team site and use the PerformancePoint dashboards to help
her make business decisions based upon performance metrics and trends. Throughout
the remainder of this walkthrough, we will walk through the process of completing these
tasks.

Excel Services

Erika is going to create some Excel Services web parts to display some of the project
data directly on the new site she created.

1. Click the Shared Documents link in the Left Navigation.

2. Click the dropdown menu for Gears Sales History and select View in Browser.

M E]  Gears Sales  4/17/2010 10:42 AM
History -
HEW
“iew Properties 4172010 11122 AM
E# Edit Properties

. . 4/16/2010 8:40 PM
View In Browser l{h

Edit in Browser

E] Editin Microsoft Excel

4/16/2010 §:40 PM
_h Check Out

Comphance Details
(% Workflows
alert Me
Zend To 4

4/16/2010 §:40 PM

Manage Perrissions 4772010 1117 AM
Delete

X 8
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The document will open in the browser using Excel Services. Click the Open in Excel
button toward the top of the screen.

. Gears Project Home * Shared Documents » Gears Sales Histor

Microsoft Excel Web App
File @Open in Exce\h Q'Editin Browser ‘gJData - ﬂﬁ Find

B [ C D E F G

2 | | tem Name " Al
-

2 | Big Gear ” Blue Gear ” Cutting Gear ” Delicate Gear H Flat Gear ‘j

; | Floating Gear || Garden Gear H Grease Gear H Great YWhite Gear H Green Gear ‘

[ | Hammer Head Gear || Hero Gear H Hi Speed Gear H Inverted Gear H Outdoor Gear ‘_I

7 T l 1T 1" 1" ) [

a

o | Ship Province h

10 ‘ Alaska H Alberta H British Columbia H California H Colorado |ﬂ

i; ‘ Connecticut H Flarida H Iclaho H Iinais H Indiana |

13 ‘ Manitoba H Maryland H Michigan H Mew Brunswick H New Hampshire |L| o

14

15

16 Sales By Region Sales By Product

17

s 5120000

19 $1,000.00

20 $800.00

21 $600.00

2 B Australia $400.00 —

$200.00 — —_— -
=23 Canada 5
25‘| : w m om o w u o & 5 0 5 2 5 3 Llﬂ

On the Open Document dialog, select the Edit option and click OK. The file will
open in Excel 2010.

DOpen Document

“Y'ou are about to oper:
Mame: Gears Sales Histom, xlex
From:  intranet. contoso. com

How wiould you like to open this file?
" Read Only
' Edit

o |

Some files can harm your computer. If this information looks suspicious, or
" you da nat fully trust the source, do not open the file.
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76

Scroll to the right and select cells L4:M30 (see screenshot).

Product Name
Grease Gear

Grand Total [ 4,74236

In the Ribbon, click the Insert tab. Click the Pie dropdown and select a 2-D Pie
chart type. A pie chart will be inserted into the document. Position and stretch this

chart to fill the blank space to the left of the data table.
e —— s

Mt TLgi¢ees 9 9O O O OO O >
Chart Type Tempiate  RowgColumn Dt - | - Chart
chart 2 - &

P B T T o | | F T 3 | T 0 T 3 T T [l T ]
| =

2 | hem Mame ”
| G T s s K CEETITN— B
4 S GransE Gaar 3 4799
il Garen Gear Grease Gane Gravtemite oear || Grean Gear 1 A H it
6 | HammerHead Gear || Hero Gear i Speed Gear Invened Gear Outsoar Gear sl Cutting Gear s B
[7 Blue Gesr $ asa 90
[# o Bigdear s 15198
| | Ship Pesvince ¥ T $ anm
10 maska Abaa BATISH CoMmBI calromia colorae 2 + 599
T Lo
5 [ conneaion | Florida Idaho liinais Indizna i H s
|E | Wanitans || Martana | ichigan | H am
. ¥ 798
18| 3 2954
E Sales By Region Sales By Product s s
2 o 3 10453
18 3 171554
] H B0 82
: P
- % 14999
N £ 189
Bl 1 16188
= $ 5399
N ] ELH
Fil 3 499
3 Lo
30 3 14395
m e M [- T3 i Levet [ Cost Wena 5 e
32 GreatWhite Ge: [ 2 a ] [ —

33 Wl Gear 1 ] 3 a [ ] o —

nl‘ Garden Gear | 3 L] 14 Q AW AN

B Vellow Gear [ 3 4 £l Q —
36 waer - ) 2 [¢] —_
37 Blue Gear = 2 [ ] — —
|3 cumng Gear = 0 n e

38 Hammer Head Gear L3 3 [ — Australia B 866,69
Ii Homo Gear E 3 R I—— connda £ e
[ mare - 5 1] [] AN, s 3 Lp071
2 Gaand Tatal 5 4236
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7. Click on the Save button in the Quick Access toolbar (above the File tab) to save the
file back to the SharePoint library.

Change  Zawve Az Switch

8. Close Excel and return to the browser, which should still be displaying the Gears
Sales History workbook in Excel Services. Click File > Reload Workbook. Click Yes
on the dialog asking if you want to perform this action.

. | Gears Project Home » Shar

@Open in Bxcel |l Edit in Browser

Cpen in Excel
Cpen the workbook in Excel,

7]

Save a Copy
Save a copy of the current
workboalk,

AL 1%

Cownload a Snapshot
Download a copy of the
waorkbook containing anly the
values and formatting.

}
Lo
e
METRITET

Download a Copy
Download the workbook to yvour
computer,

1

= Reload workbook
Rt Reload the workboaok fram its q[t,} =
file location.

9. The workbook is refreshed and the newly-modified chart is now displayed in Excel

Services.

ey e Columois

e Rl e F

natand Mepn

w Sales By Region

IEEREEEENE B EERE aEEN

eeee
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Visio Services

Next, Erika would like to make some updates to a SharePoint list, which is actually a
connection to supplier’'s data which is stored in a SQL database. Since this information
is important to the project, Erika asked her IT administrator to create the connection for
her. Now, the project team only needs to visit one location in order to view or update
the supplier data.

1. Navigate back to the home page of the site.

2. Click the Supplier Information link in the left navigation. The data appears just like
any other SharePoint list, however, it is dynamically connected to the Suppliers table
in the SupplyChainSQL database, which is not actually a SharePoint database.

Gears Project Home » Supplier Information » Supplier Info Read List

Gears Project Home = FAQ Wiki  Search All Sites
Libraries [ D Supplierkey Product Location
Site Pages 1 1 Shaft Stock Toronto
Srzrzz Brmmans 2 2 Worm Gears Denver
PRI EEIEE 3 3 Bearings Bevel Assembly Tuscon
) 4 4 Bevel Assembly Cleveland
Lists .
Calendar 5 5 Worm Assembly St. Louis
o [+ & Gasket Lexington
supplier Information 7 7 Key Locks Mexico City
8 & Quter Race Flagstaff
Discussions 9 9 Housing Flagstaff
Team Discussion 10 10 Cover and Lube Detriot
11 11 Weld & Tune Detriot
é' Recycle Bin 12 12 Torgue Test Lincoln
j_] All Site Content 13 13 Flange and Gear Assembly Phoenix
14 14 U-Joint Chicago

3. Click the dropdown menu for item 10 in the ID column

o

¥ 10 |v|

View Item

E} Edit Item
o % Delete Ite:\

14

10 Cover and Lube

11 Weld & Tune

12 Torque Test

13 Flange and Gear Assembly

14 U-Joint

. Select Edit Item.

4. Change the value of the Assembly Time(M) field from 15 to 25. Click Save.
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5. The value is now changed in the list. Note that this has also changed the value for
this item in the Suppliers table in the SupplyChainSQL database.

o Supplierkey Product Location Tier Azzembly Time(M)
1 1 Shaft Stock Toronto 3 4
2 2 Worm Gears Denver 3 65
3 3 Bearings Bevel Assembly Tuscon 3 16

4 Bevel Assembly Cleveland 2 45
5 5 Worm Assembly St. Louis 2 27
B 65 Gasket Lexington 2 2
7 7 Key Locks Mexico City 2 2
8 8 Outer Race Flagstaff 2 12
g 9 Housing Flagstaff 2 \ 5
10 10 Cowver and Lube Detriot 1 25

6. In the left navigation, click Shared Documents.

7. Click the dropdown around SupplyChain_v3.vdw Visio document and select Edit in
Microsoft Visio. Click OK on the Open Document dialog.

& SupplyChain | _ 4/17/2010 9:09 AM
w3 HEW

View Properties
I_;‘? Edit Properties

Wiew in Web Browser
I% Edit in Microsoft Visio {b
&y Check out

Compliance Details
(& workflows
Alert Me
Send To L4

ﬁ Manage Permissions
X Delete

8. When prompted, click Enable Automatic Refresh. When Automatic Refresh is
enabled, the data will automatically refresh every 3 minute (this interval is
configurable in the Data Refresh dialog). Click OK on the Microsoft Visio Security
Notice dialog.

9. Zoom in on the graphic labeled Cover and Lube (just to the upper right of the
center of the diagram). The new value you entered in SharePoint (25) is reflected in
the Visio diagram, which is also dynamically connected to the SupplyChainSQL
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database.

Cover and Lube

Assembly
Time(M)

PerformancePoint Services

Next, Erika would like to take a look at a performance dashboards to view key
performance metrics, trends and efficiencies that can help her with this project.
PerformancePoint Services makes it possible for business users to see the information
they need in an aggregated environment giving them the information they need to
make informed business decisions.

1. Enter http://intranet.contoso.com/bi in the browser and press Enter to go to the
Business Intelligence Center, an out of the box template that provides
information and samples of how to use the BI components in SharePoint.

2. Click on Dashboards in the Quick Launch and then again on the Adventure
Works 2010 demo folder.
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http://intranet.contoso.com/bi

81

{2 Dashboards - All Items - Windows Internet Explorer [_15]

@_Av| http:/fintranet. contoso.com/ET, =l |2/ x| [S 5 R

L Favorites Dashbords - Al Items

site Actions - i NVEEE Documents  Library

BI » Dashboards + Al Ttems Z ¥4
Contains Webpart pages, Web part pages with Status Lists and PerformancePoint deployed dashboards Tlike It T'BI-A: &
otes
Gears Project Home | FAQ Wiki  Search Al Sites =l P Q
Dashboards M Type Title Name Madified Modified By Keywords

Data Connections B3 Adventure Works 2010 Demo 4/22/2010 11:17 AM System Account

Libraries

4 Add new item
PerformancePoint
Content

@ Recycle Bin
[y An site content

Click on Summary. This loads the dashboard which displays a corporate
scorecard and strategy map outlining how we are performing and aligning to our
corporate strategy.
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@:: - | http:/fintranet. contose. com/EL/Dashboards Forms /Alltems.aspx?RootFolder =%2FBI %2FDashboards %2F Adventure

% 20Demo&FolderCTID=0x0 ] [ || X ging
¢ Favorites Adventure Works 2010 Dema - All Items

Library

) System Account ~
site Actions - i NVEEE Documents  Library

BI » Dashboards » Adventure Works 2010 Demo » All Items

o
Contains Webpart pages, Web part pages with Status Lists and PerformancePoint deployed dashboards Lk
Gears Project Home | FAQ Wiki  Search All Sites =l o
Dashboards I Type Title Name Modified Modified By Keywords
Data Connections 8 Summary & ues 4/22/2010 11:1 System Account
Libraries F] Sales Detail mnew 4/22/2010 11 System Account
PerformancePoint a8 Operation Scorecard & 4/22/2010 11:17 AM System Account
Content
a8 Sales Detail Dashboard & W 4/22/2010 11:17 AM System Account
& Recyde Bin 4k Add new item

[21 Al site Content

4. Click on the first icon on the scorecard view (Filter by Status) and select Off

target. You can quickly see what on or off target and where to focus your
attention.
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@:j » [EH htip: fintranet. contoso.com Bl /Dashboards/Adventure®

20Demo/Summary.aspx j 2| X Bing P~

e Fovortes 5] srmnery

Site Actions ~ @ EE:IEH

%, & A
BI » Summary 4 -
Ilikelt  Tags &
lates
Gears Project Home | FAQ Wiki  Search All Sites =l o 7]
Dashboards Adventure Works 2010 Demo : Summary | Sales Detail | Operation Scorecard | Sales Detail Dashboard
H Adventure Works Corporate Scorecard - Strat Ma Corporate Strategy Maj
Data Connections P P P gy Map
Libraries ‘E' BElal i 1T |
PerformancePoint 200804
Content
Actual  Target
e e ry Adventure Works Strategy Map
‘4l Recycle Bin
) Increase Shareholder value &
|2 Al site Content _o
= Productivity (] E E
Expense as % of Revenue 9% (] g 8
[l 4
Asset Utilization 81% & o
= Growth
Reverue Growth 2%
Gross Margin % 6% B 2
ED
Revenue Growth New Products 36% 2 “é
E}
i Customer Perspective o &
= Delight the Customer
Avg Customer Survey Rating 8.1
Operations Management  Customer Management Innovate
Count of Complaints 91 o
s
Unique Repeat Customer Count. 1037 T3 Toneo
5 2
5 Build the Brand E 2
Brand Strength 76% L
= Acquire New Customers

Merket Share 7% H
Consumer Awareness 41% 8 g A Mativaled and Prepared Workfarce
o 3
_iInternal Perspective H ;:J
51 Operations Managment 25
EQ
Inventory Turns 46 g
=
Service Error Rate 5.1%
Resource Utlization 75%

= Customer Managment

Ieeee IS PRSI OGS D

Click on Sales Detail Dashboard. This is an operational view of the business.
There are a variety of items here that you can interact with to understand how we
are performing, which are the top 5 products, and our most profitable products.
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[ sales Detail Dashboard - Windows Internet Explorer [_TE]=]

@:‘/d http:/fintranet. j‘r AI Bing R~

T Favorites Sales Detail Dashboard

cantoso.com 51/

System Account +
site Actions o Y

2 L
BI » Sales Detail Dashboard 7 ~
Ilikelt Tags &
Nates
Gears Project Home | FAQ Wiki  Search Al Sites =l » (7]
Dashboards Adventure Works 2010 Demo : Summary | Sales Detail | Operation Scorecard | Sales Detail Dashboard
Data Connections Sales Scorecard Geography:  All Customers ~
Libraries Actial = Trend Top 5 Product Categories by Country
PerformancePoint = Internet Sales Amount 2 1+ v 2008
Content @ Accessories 567,015 £700,760 O 5% 700758.96 o -5% Internet Sales Amount
@ Bikes §15,483,926  $34,080,279 @ -55%  28318144.6507 4 5% v
T Recyde B M Mountain Bikes
&' Recycle Bin " 5% 5%
@ Clothing s322,677  $3,773 5% 3397726l 4 -5% B RoadBikes

[Zy AN site Content
Touring Bikes

Tires and Tubes

Sales Last 12 Months
5.0M

M Helmets
4.0M
/_\_/ Gross Profit Margin
o 100%
— Mountain Bikes 80%
— Road Bikes 60% t

M Road Frames
W Jerseys

2.0 Touring Bikes 0% W Mountain Fram...
Caps
20% [ cap

0% W Touring Frames

20 %
-40 %

-60 %
0.0M Sales Amount Gross Profit Margin

|

6. In the bottom chart (Gross Profit Margin). On the first bar, right click on the light
blue bar and select remove. We know that mountain bikes are selling well, but
also want to see other items that might be performing so we will remove
Mountain Bikes and find that Touring Bike are also moving. Right click again on
the blue bar (now for Touring bikes) and select decomposition tree. This allows
us to view the data in a unique way by decomposing the data and enabling you
to slice and dice the data across any dimension of the business.
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Gross Profit Margin

100%
0%
60%
40%
20%

0%
-20 %
-40 %
-60 %

Sales Amount

Gross Profit Margin

100%
80%
60%
40%
20%

0%
-20 %

-40 %

7. From the top product item, click on the item (835K Touring-1000) and then click

Sales Am

Touring Bikes

e

B na toin Cro

Mountain Frames
Drill Down
Drill Down To 4
Drill Up
Shaw Only

Gross Profit

Remove

'S
i

Select Measures. ..
Switch to "Gross Profit Margin®™

Decomposition Tree

Show Details

Additional Actions 4
Sort 4
Filter L4
Fivot

Show Information Bar

Drill Down
Drill Down To
Drill Up
Show Only
Remove

Select Measures...

Switch to “Sales Amount”

N'g

Il Touring Bikes
] Caps

» Bl Touring Fram...
Il Road Frames

W Jerseys

Decompaosition Tree

L)

Show Details
Additional Actions
Sort

Filter

Fivot

Show Information Bar

on Sales Channel.
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ecomposition Tree: Sales Amount - Windows Internet Explorer

Sales Amount

I
7.5M Touring Bikes

Product

|

835K Touring-1000

826K Touring-1000

811K Touring-1000

805K Touring-1000

560K Touring-1000

-1000

-1000

-1000

-2000

wugl i ~ v
aoff off S o
will o off o
=B =R =@ =
= EE B
13 13 13 13
=l =l =l =l
3 3 3 3
[ = = 1

w
=1
=
=

Touring-200C

=]
=1
o
=

Touring-200C

-
oo
o
=

Touring-300C

-
@
B
=

Touring-300C

-
)
w
=

Touring-300C

-
17
@
=

Touring-200C

-
7
=}
=

Touring-300C

—
579K Bottom 6

Touring-1000 Blue, 60

$835,290
11.2% of "Touring Bikes"
Rank 1 of 22

Expand To | Show Properties

]Z‘ Date

|/, Delivery Date

E Destination Currency

Z Product

E Promotion

1 sales Channel

E Sales Summary Order Details
17 sales Territory

1 ship Date

E Source Currency

Click on Sales Channel and then select Sales Territory and then Country. We
are looking at touring bikes sold through our various channels for particular

countries.

Sales Channel A

611K Reseller

—
224K Internet

Reseller
$611,188

73.2% of "Touring-1000 Blue, 60

8.2% of "Touring Bikes"
Rank 1 of 2

Expand To | Show Properties

4 Back

Sales Territory
Group
Country
Region

Country

Group

Region
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{f‘ Decomposition Tree: Sales Amount - Windows Internet Explorer

Sales Amount {Pmduct - J lSaIEs Channel - I lCﬂuntr\; - J
] 511K Reseller
835K Touring-1000 [ ]
] 224K Internet 287K United States
826K Touring-1000 -
—— 86K Germany
811K Touring-100 -
N 64K Australia
805K Touring-100 -
[ ] 55K France
560K Touring-100 -
N 559K United Kingdo
538K Touring-100 -
] 47K Canada
410K Touring-100
I
398K Touring-100
—

7.5M Touring Bikes 363K Touring-200
I

w

01K Touring-200C

MI

05K Touring-200C

HI

85k Touring-3000

HI

81K Touring-3000

HI

73K Touring-3000

Hl

56K Touring-200C

5

,_.
=1

I Touring-300C

R4

—
579K Bottom 6

9. Now select the + sign next to one of the items (i.e. 297K United States - if you
don't see the + sign, select the item (click) and it will appear to the left of the
item). You are now drilling into the country down to each region for the
highlighted item.

o | £296,7¢

297K United States 48.6% ¢
_— 4% of
86K G

ermany Rank 1.
- )
64k Australia Expand

10. Now that you have this path, you can do exactly the same for another product
item. Select the next product down by clicking the + sign (again, click on the
item and then select the plus sign).

I Touring-1C
835K Touring-1000 $826,141
.

@ I 11.1% of "To
826K Touring-100C Rank 2 of 22
I
811K Touring-100C Expand To
N
805K Touring-100C " Date
— 1" Deliverv C

This walkthrough provided a tour of the new business intelligence capabilities in
SharePoint 2010. As you have seen in the examples, Erika was able to view and edit an
Excel worksheet using a browser, connections to external data can be established via a
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graphical user interface, without the need to write code and rich dashboards provided
her insight into business data and allowed her to find identify trends to make informed
decisions. Erika was able to configure a site for her team that allows them to have a
single point of access for all the data they need for their project.
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Walkthrough 6: Composites

Now that Erika has configured the document libraries for her sites, she would like to
spend some time focusing on the lists that she will use on the site. She has decided that
she would like to create a custom contacts list. She knows this can easily be done within
SharePoint, however, she isn't pleased with the formatting of the list form. Since she is
using SharePoint 2010 she is going to take advantage of the new Composites features
and use InfoPath 2010 to customize the list form.

In SharePoint 2010, the term Composites refers to the capability to produce composite
enterprise solutions using combinations of out-of-box features, without having to
custom-build applications involving custom coding and development resources. This
will allow Erika to rapidly implement a custom form using InfoPath Designer 2010.

Business Connectivity Services

The first thing that Erika will need to do is to create the contacts List. Once the list has
been created she will be able to easily select the option to customize the list form using
InfoPath from the Ribbon. Since Erika has all the tools installed on her desktop, she
won't need any assistance from the IT department to make the needed customizations.

1. Navigate to the home page of the site.

2. Click the Site Actions menu and select View All Site Content.
View 4ll Site Content

j View all libraries and lists in %

this site.

3. Click Create.

.............................
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In the left side of the Create dialog, click List under the Filter By header.
Create

Browse From:

Installed Items > _ | Type

Office.com

;

All Types b3

Library

Lis% Announcemer
Pag

Site

Select the Contacts template. Type Contacts in the Name field and click the Create
button.

Create 8 x

Browse From: Search Installed Items 2

Installed Ttems > . | 1.0
Office.com Contacts

13

" . Type: List
Filter By: = Categories: Communication, Tracking
I 8= _ .
All Types w = A list of people your team works with,
b like customers or partners. Contacts
Library lists can synchronize with Microsoft
List > Announcements Calendar Contacts Outlook or other compatible programs.
Page
Site |Cor1tacts|
== pd "
T = < (Geae
All Categories > 1 j‘= i - 2
Blank & Custom -

Your new Contacts list is displayed.

] @ LastName First Name Company Business Phone Home Phone E-mail Address

[There are no items to show in this view of the "Contacts™ list. To add a new item, dick ™ew",

Click Add new item to preview the form. This is how the form looks out of the box,
without customization. Click Cancel to close the form. You will be designing a more
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visually appealing form in the following steps.

Contacts - New Item

Edit

HE 0.0 0V
Save Cancel FTaste " cory Ai%tﬁ:h Spelling

Commit Clipboard Actions  Spelling

-

Last Name * || Il
First Name |
Full Name |
E-mail Address |
Company I
Job Title |
Business Phone |
Home Phone I
Mobile Number |
Fax Number | i
Address ﬂ
City |
State/Province |
ZIF/Postal Code |
Country/Region | -

Customizing the List Using InfoPath Forms

Now that the list has been created, Erika will use the options available within the Ribbon
to open the form in InfoPath so that it can be customized. Once her changes have been
made to the form, she will publish the form from InfoPath back to the SharePoint list.

1. On the Ribbon, click the List tab.

List Tools

Site Actions = il tems List

|} Gears Project Home » Contacts » All contacts -

Gears Project Home FACQ Wiki Search

2. Click on the Customize Form button.
N "
@&l ﬂ & -

Customize List
Form @ settings

Customize List Settings
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3.

InfoPath 2010 will open and display the form in its default view.

M =5

&=

ast Hame

Micrasoft infoPstn

§ Click here to attach s file

-=E

Drag a fed o sdd it to the form.

Insert a Field:

R
[ Last Name *

B ceandoy
G Mofed By

=3 Mahed
D crested
@ Attachments

T Fratrame

[T

] -l Address

i conosny

i o Tt

[l _Busiess Phone

[l Home Phane.

[ Mobie Hmber

i Fex Humber

il adcress
- & o |
Show advance viem

Actions:
Ackd Fred
Manage Dista Connections.

4. Place the cursor in the table cell containing Full Name
select Delete > Rows

92

o

Last Name i
i
i
Attachments V0 Click he
Calibri '
First Name B I
Full Name :

E-mail Addres|
=53

Company @
lob Title

Business Phot

Home Phone

=
Mobile Numbs

B
Fax Number #
Address é)

City

Paste Options:

@
Insert

Delete

Split Cells...

EBorders and Shading...
Bullets and Numbering...
Hyperlink...

Change Control

Table Properties...

tn attach a file

Ud Table
1‘” Columns
= Rows

www.microsoft.com/sharepoint
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5. Select the rows containing Home Phone, Mobile Number and Fax Number. Then,
right-click in any of the highlighted cells and select Delete > Rows.

Job Title S pr—
Calibri s - EEM

Business Phone

Fax Number 4 Paste Options:
Address
Insert r
; Delete b Table
| )
] City 3 Merge Cells 4 Columns
State/Province @ split Cells... = Rows
;‘é Borders and Shading...
ZIP/Postal Code
‘= Bullets and Numbering...
Country/Region
Web Page Change Contral r hie
| -E'r Table Properties...
. Notes i

6. In the InfoPath Ribbon, click the Page Design tab.
Home Insert Page Design""‘ﬂﬁ? Layout

i

) ibri - - 3T . | & A
J Calibri 10 = e Y | AaBhccDd .
g == =
Paste gy B Z U~ A EEE Normal
Clipboard Format Text . Font

7. In the Themes group, select the Bittersweet theme (4" from the left).

| | Microsoft InfoPath

Page Design Data Layout

i
ew - — — — —

Page Layout
etup | Templates +

Page Layouts

)

Themes

| SharePoint - Bittersweet

8. Click the Home tab in the Ribbon.
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9. Place the cursor in the Last Name cell. Right-click the cell and select Insert > Rows

Above.
Last Name
Attach T 5
achments E]  file
[, Paste Options:
First Name =
E-mail Address Insert » |l Columns to the Left
Company Delete » | Columns to the Right
i ﬁ Rows Above
Job Title )
B split Cells... Bl rows Below
Business Phone| B4 Borders and Shading..,
Address = Bullets and Numbering...
?J) Hyperlink...
Change Control g
City
?’E'r Table Properties...

State/Province i

10. With the two new empty cells selected, right-click and select Merge Cells.

I T—

&
Last Name .
53 Copy
Attachments 4 Paste Options:
First Name
Insert b
E-mail Address Delete ,
Company i Merge Cells
B split Cells...
lob Title
;‘ﬁ Borders and Shading...
Business Phone EE Bullets and Mumbering...
Address o
Change Control g
= .
“wp Table Properties...
City = .

11. With the newly merged cell selected, click the Title font style in the Ribbon.

| | Microsc

Layout
» aseocedd AgBb .

Marmal Title =
45&-1&5
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12.1n the top row, type Contact Information.
]

Contact Information

Last Name

Attach t
achments 0 Click hereto attach a file

13. Select the Business Phone field control, and on the Ribbon double check you are in

the Control Tools header then click Manage Rules.
™ R e A Micrasoft InfoPath

Home Insert Page Design Data

ﬁu"_‘;n. Tools | |

Layout \

Properties

Mame: Data Type: = ¢ ﬁ [ read-Only éJ Height Auto : /\]A i}? =
o - N = :‘}
Business Phone - 9 o [[] Cannot Be Blank = o4 Width 100% =
— . . Default Change o - . Shading Borders | Add Manage
(21 Field Properties lg&:m:ral Properties Valug Binding & Change Control ~ | {1 Margins - Rule* Rules
Properties . Modify Control Size Color Rules
2| Fie
D. g Dr
i . :
. Contact Information ; In
i , i E
i LastName ! ] =
. ¥ : "
: ¥ 1 f
| i 1 -
E Attachments i W Click hereto attach a file 1 B
H ¥ i
] ! : ¢
i FirstName ] 1 1
: 1 |-
¢ E-mail Address i ] B
| ¥ 1
. Company i E _’-
' i 1 i
. lobTitle | : 1
—— P o o i
:  Business Phone o D [ -
i B B R L
! Address i : [

14.The Rules pane opens on the right. We will set a rule to validate the number
entered into the field as a phone number. In the Rules pane, click New >
Validation.

[ Newv]

—1  Validation

—» Formatting

3 Action

L
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15.1n the Details for text box, change the default name “Rule 1" to Phone Number.
Click the link None below Condition: to add a new condition.

Dretails fon
Phone Mumber

Condition: *
MNone

Rule tyge:
Validation

16. Set the first condition to the Business Phone > is not blank and click the And> >
button.

Condition EE

Run the rule when this condition is frue: \
IBusiness Phone j Iis not blank j I j And | Delete |

QK | Cancel |

17. Set the second condition to Business Phone > does not match pattern > Select a

pattern...

2

Run the rule when this condition is true:

IBusiness Phone j Iis not blank j I j Iand j Deletel

IBusiness Fhone j Idu:ues not match pattern j j And = | Delete |

Select 3 pattern, .,
| (04 Cancel |
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18. Select Phone number from the Standard Patterns list. (Note that the pattern
includes a space after the area code) Click OK.

Data iy pattem K]

Standard patterns:

Sodal Security number
Zip code

Zip code + 4

E-mail

URL

Custom pattern

Custom pattern:

|".[".E|".E|".E|"J \d\did\-\did\d\d
Example: (D00} 000-0000

Insert specdial character:

| =
QK I Cancel |

19.To allow for no space after the right parenthesis, create a custom pattern. Click the
And >> button after the second condition and set the third condition to Business
Phone > does not match pattern > Select a pattern.

20. With Phone Number preselected, place the cursor in the Custom Pattern box and
delete the space following the right parenthesis. The pattern should now be
\(\d\d\d\)\d\d\d\-\d\d\d\d. Click OK.

Data EntryPattem ———————— EA]

Standard patterns:

Sodial Security number
Zip code

Zip code + 4

E-mail

URL

Custom pattern

Custom pattern:

[\(\d\d\dY) \did\d'\-\d\d\d\d
Example: (000) 000-0000

Insert spedial character;

! =

21.Click OK to close the Condition dialog.
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22.1In the ScreenTip box in the Rules pane, type Not a valid phone number:.
ScreenTip: *

Mot a valid phone number:|

4r Show mare options

23. Publish the new form by clicking the Quick Publish button (D) in the InfoPath Quick
Access Toolbar.

m'a-a,' ) s

Home Insert

24. When you receive a message indicating that the form was published successfully,
click OK.

25. Switch back to the browser and click Add new item.
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26.You will now see the newly-customized form.
Contacts - New Item

H B8 0y
-j & Cut
Save Close Paste

Commit Clipboard

Contact Information

Last Name ||

Attachments ) Click here to attach a file

First Name
E-mail Address
Company

lob Title
Business Phone

Address

City
State/Province
27.Test the Business Phone validation by typing Random text in the field. Press the

Tab key to move to the next field and validate the Business Phone field. A red
border will appear around the field indicating there is a problem.

28. Hover the mouse cursor over the Business Phone field to see the ScreenTip.

lob Title i
Mot a valid phone number:
Business Phone 'Random text

Address ||

29. Change the phone number to a valid number that matches one of the patterns you
set up in previous steps. When you select a new field to type in, the red border
around the incorrectly formatted field will disappear, indicating your entry is valid.
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Click Close to leave the new item form.

Business Phone (B88)555-1212

Address ||

You should experiment with more features available in the InfoPath 2010, such as:
e Adding actions that will set another field's value based on a condition
e Produce a dialog box message based on a condition
e Embedding graphics (corporate logos etc.) into the form
e Using different field controls, such as Check Boxes, Date Pickers, etc.
e Using data from other locations (such as SharePoint Lists) as input to form fields.

In this walkthrough we have covered just some of the features available within InfoPath
2010 that can be utilized in building composite solutions. The ability to design custom
interfaces with an intuitive tool such as InfoPath Designer 2010 extends the ability of
power users to create their own composite SharePoint solutions while avoiding the need
for custom development work. These new features provided a way for Erika to easily
create custom solutions for her project team without having to involve developers
and/or additional resources.
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Walkthrough 7: Search

Enterprise search capabilities are often one of the most significant areas of Return on
Investment (ROI) for companies using SharePoint. FAST Search is a high-end enterprise
search engine delivered through SharePoint that enables users to quickly create a visual
search experience that takes into account the context of diverse groups of users. For
organizations, using FAST Search means that project managers could perform the same
search as a sales associate, but because each group uses and views information
differently they would see different results. These types of changes can be made quickly
through the SharePoint user interface.

Refining Search Results with Filtering

Erika remembers seeing a PowerPoint presentation a few months ago that contained
the total number of different gears the company makes. She thinks this information will
be useful to her team, but she isn't sure where it's stored in SharePoint. She heads to
the FAST Search Center since she knows she will be able to quickly locate the document
using the advanced search features.

1. Navigate to the home page of the site. In the top navigation, click Search to open
the FAST Search Center.

2. Type Gears in the search box and press enter.

All Sites

Gears| P

3. Look through the results. Notice the image at the top of the page, along with a star
next to the word Gears, followed by a brief description. This is a visual best bet that
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was predefined by the search administrator to aid users that are searching for gears.

All Sites  People

Gears P

Result Type 1-10 of 84 results Sort by: IReIevance vl B iﬁ‘ People Matches

Tad ar
L. Senior Engineer

’ II| u Engineering

Gears

Gears are the heart and sole of Contoso. We have every type from big to small. They are used
nto by our customers in projects around the world.

..
T
e

Gear Project Wiki

pd
=
=
o
[=]
2
o
L

] Gears Project Home
Gears Project Home Add a new image, change this welcome ... a site icon Customize the Quick
Launch Gears Project Home Add a new image, change this welcome ...
Authors: Contoso Administrator System Account Date: 4/17/2010 Size: 117KB

B Gears Marketing Project Status

Modified Date Project Status Gears Marketing Tad Orman Status Summary Is project on
track for delivery as expected? What is final date for delivery ...
Anv Modified Date Authors: Tad Orman Date: 4/16/2010 Size: 173KB
N e e Projaot Statlus

()} Preview | View In Browser

4. New to the Search experience in SharePoint 2010 is the refinement panel in the
Quick Launch area, which can be used to filter and drill down on search results.

Since Erika knows she is looking for a PowerPoint document, click Microsoft Powe...
to refine the results.

Result Type 1-10 of 84 results

(%)
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5. Scroll through the results and find Contoso Company Facts.pptx. Below the search

result, click the Preview link.
(E] Co-roso Company Facts.pptx
. Contoso COur Mission To make the strongest gears possible To have the

must competitive pricing ... Company Facts We make 102 different gears We
hawve offices all over the glube

Authors: Erika Cheley Date: 4;'16,"2[!1[! Size: 298KEB
Preview | Wiew In Browser

6. Using the preview feature, scroll through the slides. Notice that “We make 102
different gears” is stated in the third slide. You were able to view this information

without even opening the presentation.

vy Facts.pptx

. Contoso Our Mission To make the strongest gears possible To have the most
competitive pricing ... Company Facts We make 102 different gears We have offices
all over the globe ...
Authors Erlka Cheley Date 4/16/2010 Slze 298KB

Clo<e Prevvefv | View In Browser

Our Mission Company Facts

Advanced Searching in SharePoint 2010

Erika would now like to find any documents that have information on both Great White
Gears and Vulcan Gears. Her first challenge is figuring out how to spell "Vulcan”. Luckily,
SharePoint 2010 has the capability to perform advanced searches, such as wildcard and
Boolean.
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1. In the search box, type Vu* and press Enter. Notice that all the search results
starting with "Vu" are displayed, including “"Vulcan.”

All Sites

vu¥ pe

Result Type 1-9 of 5 results Sort by: IREIevance -] B &
&

... Product Name Stock Level Cost Trend In Stock Big Gear Floating Gear Tiny Gear Plastic Gear
Vulcan Gear Great White Gear Green Gear Flat Gear Delicate Gear Steel Gear Garden Gear Red
Gear ..

Authors: Erika Cheley Date: 4/16/2010 Size: 60KB

View In Browser

Site
|
Vulcan gears On the Insert tab, the galleries include items that are designed to coordinate
with the overall look of your document ...
Authors: Erika Cheley Date: 4/16/2010 Size: 19KB
Author View In Browser
|
_ This document contains a list of upcoming gears. Alpha Gear Box Gear Car Gear Great
S White Gear Vulcan Gear
Authors: Erika Cheley Date: 4/16/2010 Size: 18KB
- View In Browser
Modified Date

2. In the search box, type Vulcan AND “Great White” and press Enter. This performs
a search for documents that contain both of the terms “Vulcan” and “Great White."
By putting quotation marks around Great White, it is treated as a single term instead
of the two separate words, “great” and “"white.”

All Sites

Vulcan AND "Great White" o

1-2 of 2 results Sort by: |Relevance =2 B L

i
Thiz document contains a list of upcoming gears. Alpha Gear Box Gear Car Gear Great

= White Gear Vulcan Gear
Authors: Erika Cheley Date: 4/16/2010 Size: 18KE

View In Browser

&
... Stock Lewvel Cost Trend In Stock Big Gear Floating Gear Tiny Gear Flastic Gear Vulcan Gear
Great White Gear Green Gear Flat Gear Delicate Gear Steel Gear Garden Gear Red Gear ...
Authors: Erika Cheley Date: 4/16/2010 Size: 60KB

View In Browser
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3. Notice that documents containing both of these terms are displayed in the results.

This walkthrough has shown just a brief summary of the functionality available when
FAST Search is incorporated into your SharePoint environment. We have covered some
of the different features such as Keywords, Best Bets, search refinement, wildcard, and
Boolean searches. Erika was able to use these features to quickly find information and
documents for her project team.
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Conclusion

Now that you have completed all of these walkthroughs, you have seen many of the
new, rich features included in SharePoint 2010. You have seen how easily a site can be
created and customized for both style and content, as well as how easily content can be
incorporated from other line-of-business systems. Many tasks that would have
traditionally required assistance from IT and taken extended periods of time to
implement can now be created in a fraction of the time with SharePoint 2010. These
walkthroughs have shown just how easy it can be for business users, empowered with
the right tools, to build rich, dynamic business solutions. But this document is just a
sampling of the new features available within this release. To keep up to date on all the
new features within SharePoint 2010, you can visit the Microsoft SharePoint 2010 web
site at http://sharepoint2010.microsoft.com. The site contains the most up to date

resources to help you learn about all the new features SharePoint 2010 has to offer.

Learning More

To learn more about SharePoint 2010, see the following resources:

e Microsoft SharePoint 2010 (http://www.microsoft.com/sharepoint)

e SharePoint Server 2010 Evaluation Guide for Technical and Business Decision
Makers (http://go.microsoft.com/?linkid=9727161)

e Microsoft SharePoint Server 2010 Evaluation Guide For IT Professionals
(http://go.microsoft.com/?linkid=9727162)

e Microsoft SharePoint 2010 Professional Developer’s Evaluation Guide
(http://go.microsoft.com/?linkid=9727163)
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