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Access 2007, using lists with, 211-214
acquisition costs, reducing, 419
Active Directory (AD), 134-135, 229-230
Activity Duration Reports, 192
Add a Workflow page, 185-188
administration
Central Administration site, 384-385
navigational elements for, 128-132
for searches, 320
Shared Services Provider (SSP), 386-387
SharePoint groups, 148-149
site collections, managing, 390-394
site usage, monitoring, 387-390
Administration object model, 375
administrative pages, accessing, 47-50
Administrator Tasks list
assigning administrative tasks, 62-64
completing administrative tasks, 64-65
manually updating status of
administrative tasks, 65
overview, 60-61
viewing administrative tasks, 61-62
advanced e-mail integration
configuration, 225
alerts, 222
all content rule, 315
AND statements, 304
Announcements list, 104
application definition file, 375-376
Application Management page, 384
application programming interfaces
(APIs), 17
application server, 51
application templates, 414
applications, planning for, 37
Approve permission level, 142
Approvers group, 145
Article pages, 345

ASP.NET
described, 15, 68
page filenames for views, 174
assigning administrative tasks, 62-64
assigning users to SharePoint groups,
149-152
audience. See also global audiences
distributions lists, 280
overview, 280-281
security groups, 280
SharePoint groups, 280
targeting, 284-286
targeting combined with personalization
sites, 296
types of, 280
auditing
overview, 334
reports, viewing, 337-338
authentication
Active Directory (AD), 134-135
configuring, 135-136
identity management systems, 134
Non-Windows authentication, 134
overview, 133-136
security groups, 134
Windows-based authentication, 134
Windows-trusted authentication, 134
zones, 135
authoring Web content, 344-354
authoritative pages, 307
authorization. See permission levels
authorization model
accessing, 137-139
inheritance, 139-140
overview, 136-137
People and Groups page used to access,
137-139
permission levels, 136
principals, 136
role assignments, 137
securable objects, 137
site permissions, 138
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back-end server, 50-52
backups
databases needing, 402-403
differential backup, 399
disaster recovery, 396-403
end user error, recovery from, 395-396
full backup, 399, 404
guidelines for, 405
migrating sites and site collections, 396
overview, 395
plan for, creating, 404-406
preparing server for, 398
Recycle bin used to recover deletions,
395-396
server farm, 396-400
SQL Server backup, 402-403
starting, 399-400
version control, 396
barcodes, 334
Base CAL, 19
basic e-mail integration configuration, 225
Basic page, 96-97
BDC. See Business Data Catalog
BI. See business intelligence
Blank Site template, 89
Blog template, 89
blogs about SharePoint, 412
books as resources, 414
breadcrumbs
current navigation breadcrumb, 116
global navigation breadcrumb, 116
higher-level site, connecting to, 116-118
overview, 115-118
breaking inheritance, 155-158
broken links, scanning for, 245-246
browser
editing a Publishing page in the, 347
used to access SharePoint sites, 93-94
Business Data Actions Web Parts, 377
business data as content sources, 309
Business Data Catalog (BDC)
Administration object model, 375
application definition file, 375-376
overview, 374-376

single sign-on, enabling, 378-379

Web Parts used to display data from, 377
Business Data Catalog Filter Web Parts, 377
Business Data Item Builder Web Parts, 377
Business Data Iltem Web Parts, 377
Business Data List Web Parts, 377
Business Data Related List Web Parts, 377
Business Data Web Part, 101, 370
business intelligence (BI)

Business Data Catalog (BDC), 374-379

data connection files, 372

data connection libraries, 372-374

Excel Services, 364-369

overview, 363

Reports Center, 369-371
business process integration, 18
business processes management

with electronic forms, 193-203

with workflows, 184-193
business users, building bridges between

IT and, 419-420
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calculated columns, 169
Calendar list, 104
Calendar view, 173
CALs (Client Access Licenses), 19
Cancellation & Error Reports on
workflows, 192
candidate projects, 31-32
categories for site template, 88-90
Central Administration site
accessing, 385
Application Management page, 384
Home page, 384
Operations page, 384
overview, 384-385
change log, 81
check in and check out, 324, 330
choosing projects, 31-32
Client Access Licenses (CALs), 19
Collaboration category, 88-89
Collaboration Portals
default settings, changing, 235-236
linking to another portal, 236-237
managing portal content, 235-240
overview, 234
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Site Content and Structure page used to
manage, 238-240

Site Directory, 240-247
column definitions. See site columns
column templates. See site columns
columns. See also views

calculated columns, 169

data types, 161-162

fields, 160

group, 161

indexed columns, 164

libraries, 106

list columns, 160, 163-164

metadata, 161

name, 161

optional data type settings, 161

overview, 160-163

properties, 160

site columns, 160, 165-168
communication barriers between

departments, minimizing, 417

completing administrative tasks, 64-65
configuration. See also customization

authentication, 135-136

InfoPath forms, 194-196

personal view of a page, 298-299

searches, 320

Shared Services Provider (SSP), 386-387

SharePoint services, 55-57

site collections, 83-84

Web applications, 77-83

Web parts, 102-103
consultants, hiring, 36
consumer Web part, 293-295
Contacts list, 104
content

added to My Profile page, 262-264

added to Publishing page, 350-354

of email, options for, 227

personalization sites, 295

planning for, 36-37
content approval, 324, 327, 331
Content Rollup Web Part, 101
content source rule, 315
content sources

business data as, 309

creating, 310-311

defining, 309-311
file shares as, 309
full crawl, 310-311
incremental crawl, 310
managing, 311
Office SharePoint Server Search, 308
public folders as, 309
SharePoint sites as, 309
types of, 309
Web sites as, 309
content structures, 28
content targeting
audiences, targeting, 284-286
library, enabling audience targeting in a,
286-288
list items, targeting, 286-288
navigation, targeting, 290-291
overview, 283-284
steps for, 284-286
Web parts, targeting, 288-290
content types
creating, 176-178
defining, 176-178
as global objects, 177
libraries, associating with, 110
library, enabling content types in a,
179-181
list, enabling content types in a, 179-181
lists, associating with, 110
overview, 174-176, 324
using, 179-181
Contribute permission level, 142
crawl process, 308
crawl rules, creating, 312-313
crawled properties, 317
crawler impact rules, 313-314
creating
content sources, 310-311
libraries, 105-106
lists, 105-106
personalization sites, 296
profile properties, 274-276
Publishing page, 345-346
search scopes, 316
SharePoint groups, 146-147
SharePoint sites, 90-93
Web pages, 97-98
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cross-site groups, 139
current navigation breadcrumb, 116
current site, home page of, 120
current site collection, home page of, 120
Custom list, 104
custom views, creating, 110
customization. See also configuration
libraries, 110-112
lists, 110-112
navigational elements, 122-128
shared view, 298-299
views, 169-172
workflows, 192
Customize page, 111-112

o) e

Dashboard pages, 370
Dashboard Web Part, 101
data, 295
data connection files, 372
data connection libraries, 104, 372-374
data management
with columns, 160-168
content types, 174-181
overview, 159-160
with views, 168-174
data storage and content management,
15-16
data types, 161-162
database server, 51
databases
described, 22
needing backups, 402-403
Datasheet view, 173, 212-213
default settings in Collaboration Portals,
changing, 235-236
default Site Directory, setting, 246-247
Default Web Part, 101
defining content sources, 309-311
Design permission level, 142
designer view of My Profile page, 262
Designers group, 145
Detail view, 173
diagnostic logging, 389-390
differential backup, 399
disaster recovery
differential backup, 399
full backup, 399

hardware redundancy, 403
preparing server for backup, 398
remote file share, 398-399
server farm, backing up the, 396-400
server farm, restoring, 401-402
SQL Server backup, 402-403
SQL Server clustering, 403
SQL Server log shipping, 403
starting a backup, 399-400
Discussion boards list, 104
displaying workbook content, 367-369
distinguished names (DN), 230
distribution lists, 229-231, 280
Document Center, 325, 332
Document Center template, 89
Document Information Panels, 324
document libraries
overview, 324, 325-326
publishing a form template to, 197-198
document management
check in and check out, 324, 330
content approval, 324, 327, 331
content types, 324
Document Center, 325, 332
Document Information Panels, 324
document libraries, 324, 325-326
document workflows, 325, 331
draft item security, 327-328, 331
Edit menu, 328-329
information management policies, 324,
334-338
Information Rights Management (IRM),
324, 331
item scheduling, 325
major versions, enabling, 331
minor versions, enabling, 331
in MOSS 2007, 324-325
for Office 2003 clients, 330
for Office 2007 clients, 329
Office 2007 used with SharePoint, 208-210
overview, 324-325
permissions in the library, managing, 331
Records Center, 325
Recycle Bin, 332-333
unique permissions for document,
creating, 157
versioning, 324, 326-328
in WSS, 324
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Document Management Server, 208-209
document workflows, 325, 331
Document Workspace site, 210
Document Workspace template, 89
document workspaces, 208-209
domain groups added to SharePoint
groups, 149-152

draft item security

enabling, 331

overview, 327-328

oF o

ECM (Enterprise Content Management)
services, 323
Edit menu, 328-329
editing Publishing page, 347-350
editions of Office SharePoint Server
Search, 302
electronic forms, 193-203
e-mail. See also sending e-mail to
SharePoint
advanced e-mail integration
configuration, 225
basic e-mail integration configuration, 225
content of email, options for, 227
distribution lists, 229-231
existing SharePoint group, enabling e-mail
for, 231
inbound e-mail settings, 229
lists and libraries, sending e-mail to,
226-229
notifications, 222
overview, 225-226
settings, configuring, 226-227
e-mail link, 219
end user error, recovery from, 395-396
end user Recycle Bin, 332
enterprise applications, 374
Enterprise CAL, 19
Enterprise category, 88-89
Enterprise Content Management (ECM)
services, 323
enterprise search, 18
entities, 375
evaluation server installation
hardware requirements for, 41-42
overview, 41

preparation for, 42-47
steps for, 43-47
event handlers, 81
Excel Calculation Services, 364
Excel Services
displaying workbook content, 367-369
managing spreadsheets, 364-367
overview, 364
trusted data connection libraries,
365-367
trusted file locations, 365-366
user-defined functions, 366
Excel 2007, using lists with, 211-214
Excel Web Access Web Parts, 370
Exchange Server 2007, 215
exclusion characters, 304
existing SharePoint groups
added to library, 157-158
added to list, 157-158
enabling e-mail for, 231
expiration date, 334
Export to Spreadsheet command, 212
exporting data, 212
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fields, 160
file shares as content sources, 309
Filter Web Parts, 370
filtering content, 264-267
Filters Web Part, 101
finding existing Web applications, 68-70
folders
public folders as content sources, 309
unique permissions for, creating, 157
Web Folders, 215
ForeFront Security for SharePoint, 216
form libraries, 103, 193, 201-203
form templates
deploying, 197-198
managing, 199-201
overview, 193-194
uploading, 199-200
formats for views, 172-174
Forms Server, 216
front-end server, 50-52
full backup, 399, 404
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Full Control permission level, 142
full crawl, 310-311
full text searches, 304
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gallery, 104
Gantt view, 173
general settings, configuring, 80-82
global audiences
creating, 281-282
overview, 280-281
property-based rules, 281
rules, adding new, 282-283
user-based rules, 281
global navigation breadcrumb, 116
global objects, content types as, 177
Google search, 314
Groove Server, 216
groups. See also SharePoint groups
columns, 161
existing SharePoint group, enabling e-mail
for, 231
overview, 138-139
security groups, 134, 280
guidelines for backups, 405

o H o

hardware redundancy, 403
hardware requirements for evaluation
server installation, 41-42
help desk, reducing calls to the, 416
Help icon, 122
Hierarchy Managers group, 145
higher-level site, connecting to, 116-118
higher-level site collection, home
page of, 120
home page
of current site, 120
of current site collection, 120
of higher-level site collection, 120
navigating to, 120-122
Home page (Central Administration
site), 384
hosted solution, 36
hunting license, 33-34

o]e

identity management systems, 134
IIS (Internet Information Services), 14
image files, 34
implementing Office SharePoint Server
Search, 303
Import Spreadsheet command, 213
importing
data, 212
user profiles, 269-270
inbound e-mail settings, 229
inclusion characters, 304
incremental crawl, 310
index, 308
indexed columns, 164
indexing services, 16
InfoPath forms
configuring, 194-196
document library, publishing a form
template to a, 197-198
form libraries, 193, 201-203
form templates, 193-194
form templates, deploying, 197-198
form templates, managing, 199-201
form templates, uploading, 199-200
overview, 193-194
saving, 203
InfoPath Forms Services, 194-196
information assets, 21-22
information management policies
auditing, 334
auditing reports, viewing, 337-338
barcodes, 334
expiration date, 334
labels, 334
library, associating site collection policy
with a, 336
list, associating site collection policy with
a, 336
site collection information policy,
creating, 334-335
Information Rights Management (IRM),
324, 331
inheritance
breaking, 155-158
overview, 26, 139-140
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installation
administrative pages, accessing, 47-50
deciding which server application to
install, 41
evaluation server, 41-47
Internet Explorer, accessing SharePoint
with, 47-50
overview, 39-40
on server farms, 50-60
on single server, 45-47
steps for, 39-40
instantiating workflows, 189
integration with other servers, 215-216
integration with Outlook
alerts, 222
connecting to Outlook 2007, a list or
library, 218-219
e-mail link, 219
e-mail notifications, 222
library needed for, 223
list needed for, 223
offline, working with Outlook, 220-222
overview, 218-220
RSS feeds, 223-225
server farm configuration needed for, 222
site collection needed for, 222-223
syndicated feeds, 222
Internet Explorer, accessing SharePoint
with, 47-50
Internet Explorer 7, 224-225
Internet Information Services (IIS), 14
Internet Information Services
Manager, 69-70
IRM (Information Rights Management),
324, 331
Issue Tracking list, 104
items
libraries, 106
lists, 106
navigation, 113, 123
scheduling, 325
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Key Performance Indicator (KPI) Web
Parts, 370-371
keyword searches, 304-305, 318

Keywords, 318-319
knowledge transfer, increasing
opportunities for, 416
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labels, 334
libraries

associating site collection policy
with, 336

columns, 106

connecting to Outlook 2007, 218-219

content type, associating with, 110

content types in, enabling, 179-181

creating, 105-106

custom views, creating, 110

Customize page used to configure,
111-112

customizing, 110-112

data connection libraries, 104, 372-374

document libraries, 103, 197-198, 324,
325-326

enabling audience targeting in a, 286-288

existing SharePoint group added to,
157-158

form libraries, 103, 193, 201-203

items, 106

metadata, 106

navigating, 106-110

overview, 103-104

permissions, setting, 110

picture library, 103

report library, 104, 370

RSS feed, creating, 110

sending e-mail to, 226-229

Slide Library, 104

Translation Management Library, 104

unique permissions for, creating, 157

versions, saving, 110

view used to display items in,
changing, 109

Web Part, displaying in a, 110

Wiki Page Library, 103

workflows, associating, 110
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licensing
Base CAL, 19
Client Access Licenses (CALs), 19
Enterprise CAL, 19
Microsoft Exchange Server, 20
Microsoft ForeFront Security for
SharePoint, 20
Microsoft Internet Security and
Acceleration Server, 20
Microsoft SQL Server, 20
MOSS 2007 for Internet Sites, 20
MOSS 2007 for Search Enterprise
Edition, 20
MOSS 2007 for Search Standard
Edition, 20
Office 2007 Groove Server, 20
Office Live Communications Server, 20
overview, 19-20
server licenses, 19
Limited Access permission level, 143
linking data, 212
linking to another portal, 236-237
Links list, 104
list columns
defining, 163-164
overview, 160
site column used as, 166-168
list item
targeting, 286-288
unique permissions for, creating, 157
list permissions, 140
lists
Announcements list, 104
associating site collection policy with a,
336
Calendar list, 104
columns, 106
connecting to Outlook 2007, 218-219
Contacts list, 104
content type, associating with, 110
creating, 105-106
Custom list, 104
custom views, creating, 110
Customize page used to configure,
111-112
customizing, 110-112
Discussion boards list, 104

enabling audience targeting in a, 286-288
enabling content types in a, 179-181
existing SharePoint group added to,
157-158
Issue Tracking list, 104
Links list, 104
metadata, 106
navigating, 106-110
overview, 104
permissions, setting, 110
Project Tasks list, 104
RSS feed, creating, 110
sending e-mail to, 226-229
Survey list, 104
Tasks list, 104
unique permissions for, creating, 157
versions, saving, 110
view used to display items in, changing,
109-110
Web Part, displaying in a, 110
workflows, associating, 110
Lists and Libraries Web Part, 101
Live Communication Server 2005, 216
locks applied to specific site collections,
391-392
logical services, 50-52
loyalty and satisfaction, increasing
employee, 417
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major versions, enabling, 331
Manage Hierarchy permission level, 142
managed paths, defining, 78-80
managed properties, 317-319
management

categories, 242-244

content sources, 311

individual workflows, 188-191

portal content, 235-240

profile properties, 274-276

site collections, 390-394

sites, 244-245

spreadsheets, 364-367

user profiles, 269-277

Windows SharePoint Services, 16
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manually updating status of administrative
tasks, 65
master pages, 357-359
Meeting Workspace template, 89
Meetings category, 88-89
merger costs, reducing, 419
metadata
columns, 161
libraries, 106
lists, 106
metadata model, 375
Microsoft Developer Network (MSDN),
410-411
Microsoft Downloads Center, 411-412
Microsoft Exchange Server, 20
Microsoft ForeFront Security for
SharePoint, 20
Microsoft Internet Security and
Acceleration Server, 20
Microsoft Office SharePoint Server 2007.
See MOSS 2007
Microsoft Operations Management
Server, 216
Microsoft SharePoint 2003 For Dummies
(Williams), 215, 414
Microsoft SQL Server, 20
migrating sites and site collections, 396
minor versions, enabling, 331
Miscellaneous Web Part, 101
mobile devices, 215
Mobile view, 173
monitoring site usage, 387-390
MOSS, 122-128
MOSS 2007. See also My Site
administrative groups, 145
application services, 17-18
Approvers group, 145
business intelligence, 18
business process integration, 18
core services, 17-18
Designers group, 145
document management, 324-325
enterprise content management, 18
enterprise search, 18
Hierarchy Managers group, 145
navigating sites in, 126-128

overview, 17-19
personalization, 18
portals, 18
Quick Deploy Users group, 145
Quick Launch bar, managing, 126-128
Restricted Readers group, 145
top link bar, managing, 126-128
Viewers group, 145
MOSS 2007 Developer Center on MSDN, 410
MOSS 2007 for Internet Sites, 20
MOSS 2007 for Search Enterprise
Edition, 20
MOSS 2007 for Search Standard Edition, 20
MOSS 2007 home page on TechNet, 410
MOSS 2007 Support Center, 413
MOSS 2007 Technical Library on
TechNet, 410
MSDN (Microsoft Developer
Network), 410-411
My Home page, 260-261
My Portal navigation, 114-115
My Profile page
adding content, 262-264
designer view, 262
filtering content, 264-267
overview, 261-262
personal view, 262
privacy groups in, 264-267
shared view, 262, 267-269
Web parts for, 262
My Site
configuring, 256-259
My Home page, 260-261
My Profile page, 261-269
My Site Host Permissions link, 259
My Site Reader Permissions link, 259
overview, 252-254
permissions for, 254-256
personal sites, 59
Personalization Services Permissions
link, 259
restricting access to, 254-256
Shared Services Administration site used
to manage, 256-259
templates for, modifying, 259
My Site Host Permissions link, 259
My Site Reader Permissions link, 259



430

Microsoft SharePoint 2007 For Dummies

o\ o

navigation
to home page, 120-122
libraries, 106-110
lists, 106-110
targeting, 290-291
navigation items, 113, 123
navigational content, adding, 354
navigational elements
administrative navigational elements,
128-132
breadcrumbs, 115-118
Help icon, 122
home page, navigating to, 120-122
modifying, 122-128
in MOSS, 122-128
My Portal navigation, 114-115
overview, 113
Quick Launch bar, 118, 122-128
search bar, 119
Site Actions menu, 129-131
Site Settings page, 131-132
Top Link bar, 113-114, 122-128
in WSS, 122-128
.NET Framework, 14
new scope rules added to search
scopes, 317
News Site template, 89
Non-Windows authentication, 134
notification services, 16

o () o

Office Live Communications Server, 20
Office Online, 411
Office SharePoint Server Search
components of, 308
content sources, 308, 309-311
crawl process, 308
crawling content, 312-314
editions of, 302
implementing, 303
index, 308
overview, 55, 302
query, 308
scope, 308

search scopes, 315-317
searches, 302, 308-320
stemmer, 308
wordbreaker, 308
Office SharePoint Server 2007 Enterprise
Edition, 302
Office SharePoint Server 2007 for Search,
302
Office SharePoint Server 2007 Standard
Edition, 302
Office 2003 clients
document management, 330
overview, 215
Office 2007 and SharePoint Productivity For
Dummies (Williams), 214, 414
Office 2007 clients, 329
Office 2007 Groove Server, 20
Office 2007 used with SharePoint
Access 2007, using lists with, 211-214
Datasheet view, 212-213
document management, 208-210
Document Management Server, 208-209
Document Workspace site, 210
document workspaces, 208-209
Excel 2007, using lists with, 211-214
Export to Spreadsheet command, 212
Import Spreadsheet command, 213
overview, 207-208
protecting documents, 211
publishing a document to a SharePoint
library, 209
offline, working with Outlook, 220-222
Operations page, 384
optional data type settings, 161
OR statements, 304
outcomes achieved by implementing
SharePoint
acquisition costs, reducing, 419
business users, building bridges between
IT and, 419-420
communication barriers between
departments, minimizing, 417
help desk, reducing calls to the, 416
knowledge transfer, increasing
opportunities for, 416
loyalty and satisfaction, increasing
employee, 417



merger costs, reducing, 419
overview, 415
relationships with partners and
customers, improving, 418
return on investment, maximizing, 419
risks of software development,
mitigating, 418
user productivity, increasing, 415-416
Outlook. See integration with Outlook
Outlook Web Access Web Part, 101

oo

page layouts, 345, 357, 360-362
Pages library, editing a Publishing page in
the, 348-349

paper documents, 34

parent/child view, 171

path to site collection, 74

people, 138-139

People and Groups page used to access

authorization model, 137-139

People search, 307

permission levels
Approve permission level, 142
Contribute permission level, 142
Design permission level, 142
editing, 147-148
Full Control permission level, 142
Limited Access permission level, 143
list permissions, 140
Manage Hierarchy permission level, 142
overview, 136, 140
personal permissions, 140
Read permission level, 142
Restricted Read permission level, 143
site permissions, 140
View Only permission level, 143
viewing, 140-141

permissions
configuration for site collection, 153
creating, 145-147
inheritance, breaking, 155-158
in the library, managing, 331
for My Site, 254-256
overview, 140-143

removing existing permission
assignments, 155
setting, 110
personal permissions, 140
personal view of a page
configuring, 298-299
overview, 291-292
personalization sites, creating, 295-297
Web parts, personalizing, 292-295
personalization
audience, knowing your, 280-283
content targeting, 283-291
MOSS 2007, 18
overview, 279-280
Personalization Services Permissions
link, 259
personalization sites
audience targeting combined with, 296
content, 295
creating, 296
data, 295
overview, 295-296
personalized views of group content, 296
registering, 297
Personalize Site template, 89
personalized views of group content, 296
personalized Web parts, 292-295
personnel needed for planning, 34-35
physical servers, 50-52
picture library, 103
planning
for applications, 37
for backups, 404-406
consultants, hiring, 36
for content and usage, 36-37
hosted solution, 36
personnel needed for, 34-35
server farm topology, 35-36
portal site templates
Collaboration Portals, 234-247
overview, 233-234
Publishing Portals, 247-249
portals, 18, 28
PowerPoint presentations, 33
principals, 136
privacy groups in My Profile page, 264-267
product release timeline, 13
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profile properties
creating, 274-276
managing, 274-276
project objectives, 30-31
Project Server, 216
Project Tasks list, 104
properties, 160
property filter, 304
property query rule, 315
property-based rules, 281
protecting documents, 211
provider Web part, 293-295
public folders as content sources, 309
publishing a document to a SharePoint
library, 209
Publishing category, 88-89
Publishing page
Article pages, 345
browser, editing a Publishing page
in the, 347
content added to, 350-354
creating, 345-346
editing, 347-350
master pages, 357-359
navigational content, adding, 354
overview, 344
page layouts, 345, 357, 360-362
Pages library, editing a Publishing page in
the, 348-349
Redirect pages, 345
reusable content, 351-353
SharePoint Designer 2007 used
to edit, 350
Web pages, 97
Web Parts, adding, 350
Welcome pages, 345
Word 2007 document converted to, 346
Publishing Portals, 247-249
Publishing Site template, 89
Publishing Site with Workflow template, 89
publishing Web content, 354-356

.Q.

query, 308
Quick Deploy Users group, 145
Quick Launch bar

managing, 124-128

overview, 118, 122-123

quota template, creating a new, 391
quotas applied to specific site collections,
391-392
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Read permission level, 142
Really Simple Syndication (RSS) feed
libraries, 110
lists, 110
overview, 81, 223-225
record management
overview, 338
Records Center, configuring, 338-339
Records Center, sending documents to,
340-341
Record Routing table, adding a new record
to, 339-340
Records Center
configuring, 338-339
overview, 325
sending documents to, 340-341
Records Center template, 89
records repository, 338
Recycle Bin, 118, 332-333, 395-396
Redirect pages, 345
registering personalization sites, 297
relationships with partners and customers,
improving, 418
remote file share, 398-399
removing existing permission
assignments, 155
Report Center template, 89
report library, 104, 370
Reporting Services Web Parts, 371
reports
enabling, 388
on site usage, list of, 389
Reports Center
Business Data Web Parts, 370
Dashboard pages, 370
Excel Web Access Web Parts, 370
Filter Web Parts, 370
Key Performance Indicator (KPI) Web
Parts, 370-371
overview, 369
Reporting Services Web Parts, 371
Web Parts, 370-371
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requirements for Windows SharePoint
Services, 14
resources
application templates, 414
blogs about SharePoint, 412
books, 414
Microsoft Developer Network (MSDN),
410-411
Microsoft Downloads Center, 411-412
Microsoft SharePoint 2003 For Dummies
(Williams), 215, 414
MOSS 2007 Developer Center on
MSDN, 410
MOSS 2007 home page on TechNet, 410
MOSS 2007 Support Center, 413
MOSS 2007 Technical Library on
TechNet, 410
Office Online, 411
Office 2007 and SharePoint Productivity
For Dummies (Williams), 214, 414
service providers, 413
SharePoint Designer 2007 For Dummies
(Williams), 99, 350, 414
Software Development Kits (SDKs), 411
for support, 413
TechNet, 409-410
training resources, 412-413
WSS Developer Center on MSDN, 410
WSS home page on TechNet, 410
WSS Support Center, 413
WSS Technical Library on TechNet, 410
Restricted Read permission level, 143
Restricted Readers group, 145
restricting access to My Site, 254-256
results of searches, actions on, 307
return on investment, maximizing, 419
reusable content, 351-353

risks of software development, mitigating,

418
role assignments, 137
role of SharePoint in your company
information assets, 21-22
overview, 21-22
structured assets accessed with
SharePoint, 22-23
unstructured assets managed with
SharePoint, 23-25
root path, 78

RSS feed
libraries, 110
lists, 110
overview, 81, 223-225
RSS view, 173
rule types for search scopes, 315
rules, adding new, 282-283

oS e

saving InfoPath forms, 203
scope, 308
scope filter, 306
SDKs (Software Development Kits), 411
search bar, 119
search box, 303-305
Search Center, 305-306
Search Center template, 89
Search Center with Tabs template, 89
search scopes
adding new scope rules to, 317
all content rule, 315
content source rule, 315
creating, 316
Office SharePoint Server Search, 315-317
overview, 308
property query rule, 315
rule types for, 315
shared scopes, 315
Web address rule, 315
search settings, 309
search usage reports, 309
Search Web Part, 101
searches
administration for, 320
AND statements, 304
authoritative pages, 307
configuration settings for, 320
demoted sites, 307
exclusion characters, 304
full text searches, 304
Google search, 314
inclusion characters, 304
keyword search, 304-305, 318
Keywords, 318-319
managed properties, 317-319
Office SharePoint Server Search, 302,
308-320
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searches (continued)
OR statements, 304
overview, 301-302
People search, 307
property filter, 304
results of, actions on, 307
scope filter, 306
search box, 303-305
with Search Center, 305-306
securable objects, 137
security
authentication, 133-136
authorization model, 136-140
security groups, 134, 280. See also
SharePoint groups
selecting site template, 88-90
selling SharePoint, preparing your case
for, 29
sending e-mail to SharePoint
advanced e-mail integration
configuration, 225
basic e-mail integration configuration, 225
content of e-mail, options for, 227
distribution lists, 229-231
existing SharePoint group, enabling e-mail
for, 231
inbound e-mail settings, 229
lists and libraries, sending e-mail to,
226-229
overview, 225-226
settings, configuring, 226-227
server administrator, 148
server farms
application server, 51
back-end server, 50-52
backups, 396-400
configuration needed for integration with
Outlook, 222
configuring SharePoint services, 55-57
creating, 52-55
database server, 51
front-end server, 50-52
installation, 50-60
logical services, 50-52
physical servers, 50-52
planning, 35-36
restoring, 401-402

SSP, creating a, 58-60
Web server, 51
server licenses, 19
servername, 74
service providers, 413
services provided by Windows SharePoint
Services, 15-17
setting up
Site Directory, 241-242
user profiles, 272-274
Web applications, 70-73
settings, configuring, 226-227
shared scopes, 315
Shared Services Administration home
page, 309
Shared Services Provider (SSP)
configuring, 386-387
creating, 58-60
My Site personal sites, 59
shared view
modifying, 267-269, 298-299
overview, 262
SharePoint
licensing, 19-20
overview, 11-14
product release timeline, 13
SharePoint Designer 2007 For Dummies
(Williams), 99, 350, 414
SharePoint groups
administrative access, 148-149
Approvers group, 145
assigning users to, 149-152
creating, 146-147
Designers group, 145
domain groups added to, 149-152
Hierarchy Managers group, 145
library, existing SharePoint group added
to, 157-158
list, existing SharePoint group added to,
157-158
overview, 144-145
permission assignment, creating, 145-147
permission level, editing, 147-148
Quick Deploy Users group, 145
Restricted Readers group, 145
Site Members group, 144
Site Owners group, 144
Site Visitors group, 144



unique set of SharePoint groups created
for a site, 156
using, 152-154
Viewers group, 145
SharePoint Portal Server 2001, 12
SharePoint sites
accessing, 93-94
adding Web pages to, 97-98
browser used to access, 93-94
as content sources, 309
creating, 90-93
SharePoint Team Services, 12
similar interests, connecting with people
who have, 276-277
single server installation, 45-47
single sign-on, enabling, 378-379
Site Actions menu, 129-131
site administrator, 148
site collection administrator, 84, 148-149
site collection Recycle Bin, 332
site collections
applying quotas and locks to specific site
collections, 391-392
configuring, 83-84
creating, 74-76
information policy, creating, 334-335
managing, 390-394
needed for integration with Outlook,
222-223
overview, 74
path to, 74
permissions configuration for, 153
quota template, creating a new, 391
site use confirmation and deletion, 394
Storage Space Allocation page, 393
site columns
defining, 165-168
list column, site column used as, 166-168
overview, 160
Site Content and Structure page used to
manage Collaboration Portals, 238-240
site content structures
adding a content structure element to a
SharePoint site, 95-96
libraries, 94
lists, 94
overview, 94-96
sites, 95

Web pages, 94
Web parts, 95
workspaces, 95

site definition, 89

Site Directory
broken links, scanning for, 245-246
Collaboration Portals, 240-247
default Site Directory, setting, 246-247
managing categories, 242-244
managing sites, 244-245
overview, 240-241
setting up, 241-242

Site Directory template, 89

site groups, 139

Site Members group, 144

Site Owners group, 144

site permissions, 138, 140

Site Settings page, 131-132

site template
Blank Site template, 89
Blog template, 89
categories for, 88-90
Collaboration category, 88-89
Document Center template, 89
Document Workspace template, 89
Enterprise category, 88-89
Meeting Workspace template, 89
Meetings category, 88-89
News Site template, 89
overview, 87-88
Personalize Site template, 89
Publishing category, 88-89
Publishing Site template, 89
Publishing Site with Workflow template, 89
Records Center template, 89
Report Center template, 89
Search Center template, 89
Search Center with Tabs template, 89
selecting, 88-90
Site Directory template, 89
Team Site template, 89
Wiki Site template, 89

site usage
confirmation and deletion, 394
diagnostic logging, 389-390
monitoring, 387-390
reporting, enabling, 388
reports on, list of, 389
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Site Visitors group, 144
sites, 28, 95
sites path, 78
Slide Library, 104
Software Development Kits (SDKs), 411
spreadsheets, 33
SQL Server
backup, 402-403
clustering, 403
log shipping, 403
SSP (Shared Services Provider)
configuring, 386-387
creating, 58-60
My Site personal sites, 59
Standard view, 173
starting a backup, 399-400
stemmer, 308
Storage Space Allocation page, 393
storing user profiles, 274
structured assets accessed with
SharePoint, 22-23
support, resources for, 413
Survey list, 104
syndicate, 81
syndicated feeds, 222
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targeted Web parts, 292

Tasks list, 104

Team Site template, 89

TechNet, 409-410

templates. See also form templates; portal

site templates; site template

application templates, 414
categories for, 88-90
Collaboration category, 88-89
Enterprise category, 88-89
Meetings category, 88-89
My Site, 259
overview, 87-88
Publishing category, 88-89
quota template, creating a new, 391
selecting, 88-90

three-state workflows, 184

top link bar
managing, 124, 126-128
overview, 113-114

training resources, 412-413

Translation Management Library, 104

trusted data connection libraries, 365-367

trusted file locations, 365-366

Trusted Sites zone, adding SharePoint to,
47-50
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unique permissions, 157
unique set of SharePoint groups created
for a site, 156
Universal Naming Convention (UNC), 215
unstructured assets managed with
SharePoint, 23-25
user accounts
authentication, 135
user profiles compared, 269
user productivity, increasing, 415-416
user profile store, 274
user profiles. See also My Profile page
importing, 269-270
managing, 269-277
overview, 135
profile properties, managing, 274-276
setting up, 272-274
similar interests, connecting with people
who have, 276-277
storing, 274
user accounts compared, 269
User Profiles and Properties page, 270-271
user-based rules, 281
user-defined functions, 366

oo

version control, 396

versioning, 324, 326-328

View All Site Content link, 118

View Only permission level, 143

Viewers group, 145

viewing
administrative tasks, 61-62
permission levels, 140-141
status of workflows, 192—-193
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ASP.NET page filenames for, 174
Calendar view, 173
creating, 169-172
Datasheet view, 173
Detail view, 173
formats for, 172-174
Gantt view, 173
Mobile view, 173
modifying, 169-172
overview, 168
parent/child view, 171
RSS view, 173
Standard view, 173
supported by Web Part page, 99-100
used to display items in, changing, 109
Visio diagrams, 33
Visual Studio 2005 Team Foundation
Server, 216
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Web address rule, 315
Web applications
change log, 81
configuring, 77-83
creating, 70-73
features for, 82-83
finding existing, 68-70
general settings, configuring, 80-82
managed paths, defining, 78-80
overview, 67-68
root path, 78
setting up, 70-73
sites path, 78
Web content. See also Publishing page
authoring, 344-354
publishing, 354-356
Web Folders, 215
Web pages. See also Web Part page
added to SharePoint sites, 97-98
Basic page, 96-97
creating, 97-98
overview, 96-97
Publishing page, 97

Web Part page
configuring Web parts, 102-103
overview, 96-97
views supported by, 99-100
working with a, 98-103
Web parts
adding, 100-101
Business Data, 101
Business Data Actions, 377
Business Data Catalog Filter, 377
Business Data Item, 377
Business Data Item Builder, 377
Business Data List, 377
Business Data Related List, 377
consumer Web part, 293-295
Content Rollup, 101
Dashboard, 101
Default, 101
displaying in a library, 110
displaying in a list, 110
Filters, 101
Lists and Libraries, 101
Miscellaneous, 101
for My Home page, 260-261
for My Profile page, 262
Outlook Web Access, 101
overview, 95, 370-371
personalizing, 292-295
provider Web part, 293-295
Publishing page, 350
Search, 101
targeting, 288-290, 292
Web server, 51
Web sites as content sources, 309
Welcome pages, 345
Wiki Page Library, 103
Wiki Site template, 89
Williams, Vanessa
Microsoft SharePoint 2003 For Dummies,
215,414
Office 2007 and SharePoint Productivity
For Dummies, 214, 414
SharePoint Designer 2007 For Dummies,
99, 350, 414
Windows Explorer, 215
Windows Server 2003, 14
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Windows SharePoint Services. See WSS
Windows SharePoint Services Search, 303
Windows SharePoint Services Web
application, 55
Windows-based authentication, 134
Windows-trusted authentication, 134
Word documents, 33
Word 2007 document converted to
Publishing page, 346
wordbreaker, 308
workflow instance, 189
Workflow Status page, 190-191
workflows
Activity Duration Reports on, 192
Add a Workflow page, 185-188
associating with list or library, 185-188
Cancellation & Error Reports on, 192
creating, 192
customizing, 192
instantiating, 189
libraries, 110
lists, 110
managing individual workflows, 188-191
overview, 184-185
three-state workflows, 184
viewing status of, 192-193
workspaces, 95

WSS (Windows SharePoint Services)
application programming interfaces
(APls), 17
data storage and content management,
15-16
document management, 324
indexing services, 16
management, 16
navigating sites in, 124-125
notification services, 16
overview, 14-17, 122-128
Quick Launch bar, managing, 124-125
requirements for, 14
security, 16
services provided by, 15-17
top link bar, managing, 124
Web platform and site model, 16
WSS Developer Center on MSDN, 410
WSS home page on TechNet, 410
WSS Support Center, 413
WSS Technical Library on TechNet, 410
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zones, 135



