
Index
• Symbols •
% Complete fi eld, 225

• A •
About Me list box, 66

Access 2007 (Microsoft), 110, 265

Access icon, 89–90

Access View link, 110

Actions drop-down menu, 93

Active (Initial) phase of work, 242

Active Issues list view, 236

Active Tasks view, 229

Add a Network Place link, 125

Add a New Place Wizard, 125–126

Add a New User link, 63

Add a Permission Level button, 77

Add a Web Part button, 53–54, 64, 112

Add a Workfl ow page, 243

Add Column option, 94

Add from Existing Content Types link, 302

Add from Existing Site Columns link, 105, 

140–141

Add New Members link, 268–269

Add New Task link, 271

Add Picture Shortcut link, 135

Add to Default View check box, 96

Add To drop-down list, 54

Add Users page, 63, 68, 73

Add Users to a SharePoint Group drop-

down list, 69

Add Web Parts dialogue box, 54, 161

adding

authenticated users, 59–61

branching logic to surveys, 172–173

calendar items, 251–257, 254–255

discussion board topics, 179–181

document library columns, 140–141

document library views, 141–142

document workspace team members, 

268–270

folders in Outlook, 261

form content types, 301–303

individual Web pages, 52–57

issues for tracking, 237–238

Network Place, 125

new discussion boards, 183–184

new document libraries, 131–137

new e-mail contacts, 258

permission levels, 76–77

Project Tasks list, 233–235

Quick Launch links, 19

SharePoint list columns, 95–99, 104–105

SharePoint list fi elds, 105

site administrators, 62–63

Site Users Web Part, 63–65

subsites, 33, 46–52

Tasks list items, 227–228

Web parts, 53–55

Wiki pages, 200–201

workfl ow pages, 243

Address bar, 155

Advanced Permissions link, 76

Advanced Settings option, 139

Advanced Web Parts Gallery and Options 

link, 54

alert

defi ned, 13, 321

document workspace tasks, 272

exported Excel worksheets, 277

managing tasks, 232–233

saved changes in workspace, 273

Alert Me feature, 232

All Documents view, 141
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All Issues list view, 236

All People link, 70, 74–75

All Pictures view, 136

All Responses view, 175

All Site Content list

defi ned, 321

described, 82

document libraries, 117–118

meeting workspaces, 158

navigation, 21–22, 44

SharePoint lists, 85

Web Part page access, 41

All Tasks view, 225, 228–229

Allow Multiple Selections option, 239

And radio button, 100

Announcement link

display listing, 15

generic Web parts, 30

navigation, 20–21

new SharePoint site, 19–20

Team Site template layout, 29

Announcement list, 311

Announcement template, 84

Application Template, 49–50

Apply button, 40

Arrange By button, 185

arrow key, 89–90

ascending order, 229

ASP.NET 2.0 (Microsoft), 11, 321

Assigned To fi eld, 224

Attach File link, 87, 180, 225

attaching fi les

calendar events, 256

discussion boards, 180

SharePoint lists, 87

task assignments, 225, 228

Attachment fi eld, 104

audience, for site, 49–51

authenticated user

adding, 59–61

defi ned, 321

group management, 70–75

meeting workspace requests, 158

new SharePoint groups, 65–70

automated start, 286

Available Site Columns list box, 105, 141

• B •
bar chart. See Gantt chart

Basic Meeting Workspace, 146–147

Basic page, 53

Blank Meeting Workspace, 146

Blank Site template, 28

blog page

category assignments, 192–193, 195–196

creation of subsite, 188–192

defi ned, 13, 187, 321

described, 313

function of, 187–188

posting process, 193–197

RSS feeds, 203–206

versus Wiki page, 188

Body text box, 181, 195

Book Text site template, 50

branching, 168, 172–173

breadcrumb, 15–16

Browse button, 69

Business Card view, 257–258

By Assigned To view, 229

By My Groups view, 229

• C •
Calculated fi eld type, 98–99

calendar, Outlook

meeting workspace creation, 156–158

meeting workspace link, 156–160

Calendar page, SharePoint

contents of, 82

display listing, 15, 82

generic Web Parts, 30

link to Outlook, 249–257

meeting workspace creation, 151–156

navigation, 21

Team Site template layout, 29

updates, 311

Calendar template, 84

Calendar view, 110

Category drop-down menu

blog posts, 194–196

Issue Tracking list, 238–240
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Category fi eld, 237

cell phone, 109

cell, spreadsheet

exporting Excel worksheets, 276, 278–279

methods for importing data, 102–104

SharePoint list data entry, 89–91

SharePoint list editing, 91–93

Change Field Order option, 105

Change Order option, 43, 45

Change Question Order page, 172

chart. See Gantt chart

Check Names button, 63, 69

Check Workfl ow button, 288

Checkboxes option, 239

Checked Out Files page, 139–140

child site. See subsite

Choice (Menu to Choose From) fi eld type, 

97, 167

Choice radio button, 96

Choose File dialog box, 120

Click Here to Test link, 39

Close button, 24, 56

closed question, 166–167

collaboration

benefi ts of SharePoint 2007, 9–10

challenges to, 315–319

defi ned, 9

document workspace, editing, 266–274

template selection, 49

uses for SharePoint 2007, 12–13

Collaboration template, 49, 190

Collapse button, 108, 261

color, 40–41, 310

column, document library, 140–141

Column Name fi eld, 96

Column Ordering link, 105

column, SharePoint list

adding, 95–99, 104–105

editing, 94–95, 107

fi ltering, 100

selecting, 91–93

Column Width dialog box, 95

Columns settings, 107

Comments fi eld, 238

Comments list box, 240–241

Common toolbar, 282–283

communication, effective, 317

Communication template, 83

Communications settings, 140

company logo, 38

Compare Field option, 287

Complete (Final) phase of work, 242

condensed list, 111

Conditions drop-down button, 287

Connect dialog box, 122, 126, 262

Connect to Outlook option, 184, 232, 262

Contact folder, 253

Contact tab, 260

Contact template, 84, 87

Contacts fi eld, 252

Contacts list, 87, 257, 258

Content Approval site setting, 188, 191, 

219–220

Content Editor Web Part, 30, 161–163

Content Navigation Breadcrumb

defi ned, 322

described, 16

document library folders, 119

Issue Tracking list, 240

meeting workspaces, 155–156

SharePoint lists, 85

Web Part hierarchy, 32

content type, 297–303, 322

Contribute permission level, 61, 65, 269

copying

calendar items, 254–255

custom list views, 111–114

document library uploads, 123–124, 

128, 130

imported data, 102–104

Count function, 108

Create a New Document Library radio 

button, 293–294

Create a Post link, 193

Create Column page, 95–96, 104, 140

Create option, 46, 49, 86

Create View option, 109–111, 142, 230

cropping images, 136

Currency fi eld type, 98, 108, 167

Custom Filter feature, 100–101, 142

Custom List in Datasheet View template, 

84, 104–105
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Custom List template

described, 83–84

list creation process, 104–105

Custom Sort button, 99

custom view, 111

Customize the Three-State Workfl ow 

page, 244

Customize Web page

document libraries, 137–140

SharePoint lists, 105

surveys, 171–173

• D •
daily calendar view, 251

data entry, in SharePoint lists

columns, adding, 95–99, 104–105

Datasheet view, 88–95

importing process, 86, 102–104

manual entry, 86–88

data form, 227–232, 237

data list, 4, 12, 33

Data Range drop-down list, 256

data set, 12

database, 33

datasheet

format, 227, 228, 237

icon, 44

Datasheet view

defi ned, 322

described, 109

Project Tasks list, 234–235

SharePoint lists, 88–95

Date and Time fi eld type, 98, 108, 167, 171

Date Navigator, 21

Date Selector pane, 160

Decision Making Meeting Workspace, 147

Default Theme, 40

Default Value radio button, 96, 239

Defi ne E-Mail Message dialog box, 288

Delete Selected Permission Levels 

button, 77

Delete This Document Library link, 139

Delete This Site link, 44

Delete Users from Site Collection option, 75

deleting

document library images, 137

entire document libraries, 139

permission levels, 76–77

SharePoint list columns, 95

site administrators, 62–63

site tabs, 45

team members from site, 75

Web Part pages, 44

Web Parts, 55–57

descending order, 229

Description text box, 48, 85, 96

Design permission level, 61, 65–66, 269

Design This Form link, 290

Detail drop-down list, 256

diamond symbol, 231

discrete fi le, 12

discussion board

defi ned, 13, 165, 322

described, 179, 313

function of, 178

link to Outlook, 184–185

messages, posting, 181–183

new boards, creating, 183–184

tips for successful collaboration, 317–318

topics, starting new, 179–181

Discussion Board template, 84

Document libraries view, 117

document library

access through Outlook, 261–264

access through Quick Launch, 116

columns, adding, 140–141

content types, 297–303

custom libraries, 137–142

default library, 117–118

defi ned, 4, 12, 322

described, 116

document uploads, 118–130

versus document workspace, 116

function of, 115–116

individual Web pages, adding, 52–53

individual Web pages, editing, 53–57

libraries and folders, adding, 131–137
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new Word documents, 130–131

picture uploads, 134–135

published forms, 293

types of, 311

Document Management pane, 265, 268, 270

Document Updates link, 272–273

Document Version History settings, 

219–221

document workspace

creation process, 208–218

defi ned, 13, 207, 266, 322

discussion boards, 179

versus document library, 116

function of, 116, 146, 312–313

Offi ce applications, editing with, 266–274

versioning, 219–221, 272–273

Document Workspace site template, 207

Draft Item Security settings, 219

drag-and-drop method

calendar events, copying, 254–255

document library uploads, 123–125, 

128, 130

Site Users Web Part, adding, 64

Web Parts, editing, 55

Due Date fi eld, 225

Due Today view, 230

duplicate entry, 90

• E •
Edit Content link, 53

Edit Heading page, 44

Edit in Datasheet option, 89

Edit Item button, 74, 134, 192, 240

Edit Link page, 44–45

Edit Offl ine dialog box, 263, 264

Edit Permissions page, 71–72, 77

Edit Personal Settings page, 74

Edit Question page, 173

Edit View page, 106–109

Edit/Delete column, 95

editing

blog categories, 192

blogs versus Wiki posts, 188

calendar items, 254–255

contacts list, 258

customized document libraries, 138

document library images, 134, 136–137

document library views, 141–142

document workspace assignments, 

271–273

document workspace function, 116, 207, 

312–313

document workspace versioning, 219–221

Issue Tracking list, 240–241

meeting workspaces, 153

Offi ce applications, 263–264

permission levels, 76–77

SharePoint groups, 66–67, 71–77

SharePoint lists, 87–95, 105–109, 112

SharePoint site, 37–46

surveys, 172

Tasks list items, 231–232

templates, 50–51, 131

user information, 73–74

Web pages in document library, 53–57

Web parts, 53–55

Wiki pages, 201–202

e-mail. See also Microsoft Outlook 2007

access to document workspaces, 268–270

blog posts, 195, 204–205

contacts, 257–258

custom list views, 113

customized document libraries, 140

discussion group replies, 185

group request, 67

group welcome, 69–70

meeting workspace request, 157–159

published forms, 295

RSS feeds, 204–205

shared calendars, 255–256

SharePoint group management, 73–74

site change notifi cations, 203

task assignments, 225–227

Tasks list alerts, 232

Tasks list link, 232–233

workfl ows, 244–245, 246, 288

E-mail Notifi cation option, 226–227

E-mail view, 113
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End Time fi eld, 152, 252

Excel 2003/2007 (Microsoft)

access to document workspaces, 268–270

document workspace, editing, 266–267

exported worksheets, 275–280

imported surveys, 177–178

methods for importing data, 102–104

saved documents, 275

SharePoint integration, 275–280

SharePoint list creation, 83

SharePoint list templates, 84

Excel 2007 All-in-One Desk Reference 
For Dummies (Harvey), 178

Excel 2007 For Dummies (Harvey), 99

EXE fi le, 119

Exit Edit Mode button, 36, 57

Expand button, 108, 261

Expense Reimbursement and Approval Site 

template, 50

Explorer view, 136, 141

exporting

Excel worksheets, 275–280

survey results, 177–178

• F •
feedback. See discussion board; survey

fi eld

custom lists, 104–105

defi ned, 82

list sorting, 99–100

manual data entry, 86–91

methods for importing data, 102–104

new columns, 96–99

File Download dialog box, 177–178

File Location text box, 85

File Name text box, 51, 131, 274

fi lename

new document libraries, 132

templates, 51

Word document for libraries, 131

fi ltering

defi ned, 100, 322

document libraries, 142

lists in Datasheet view, 100–102

modifi ed list views, 107

Tasks list items, 228–229

Firefox browser, 16, 205–206

First Group By the Column drop-down list 

box, 108

Flat view, 108, 179, 182

Folder List pane, 283–284

Folder text box, 128

Folders settings, 108

form, customized

content types, 297–303

library creation, 304–305, 311

published in form library, 291–297

templates, 290–291

Form Library link, 304

Form Library Settings option, 301

Format as Table button, 276

formula calculation, 98–99, 108

Full Control permission level, 61, 65, 269

funnel icon, 100

• G •
Gantt chart

Access views, 110

Project Tasks list, 233–235

SharePoint lists, 84

Tasks list view, 230–231

workfl ows, 223

General Settings option, 136–137

generic category, 238–240

Get Started with Windows SharePoint 

Services link, 19–22

Getting Started dialog box, 290

Give Users Permission Directly option, 69

Global Navigation Breadcrumb, 16

glossary, 321–326

Go to Calendar link, 154

graphic fi le

document libraries, 134–137

generic Image Web Part, 30

Picture fi eld type, 98

SharePoint site customization, 38–39

Graphical Summary view, 175, 177

group. See SharePoint group

Group By settings, 108

Group Owner text box, 66
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H
Harvey, Greg

Excel 2007 All-in-One Desk Reference 
For Dummies, 178

Excel 2007 For Dummies, 99

Manage Your Life with Outlook For 
Dummies, 157

Heading drop-down box, 43–44

Help button, 22

help, online, 22–24

Hide option, 95

highlighting cells, 91

History button, 202

home page

blogs, 190

customized Quick Launch, 42

defi ned, 13, 323

described, 13

design tips, 309–310

illustrated, 14

navigation, 13–14, 19

Site Users Web Part, adding, 64

survey summary lists, 176–177

Web Part hierarchy, 32, 46

Wiki page libraries, 199–200

Home tab, 16, 21, 46

hosted SharePoint site, 60

HTML code, 160–163

Hyperlink fi eld choice, 98

• I •
I-beam pointer, 55

ID fi eld, 228

Image Link text box, 56

Image Web Part, 30

Import button, 86

Import Spreadsheet link, 86, 278

Import Spreadsheet template, 84

Import to Windows SharePoint Services 

dialog box, 85

importing information

Excel worksheets, 275–280

SharePoint lists, 84–87, 102–104

In Folder header, 261

Include Content check box, 51

InfoPath 2007 (Microsoft)

content types in form libraries, 297–305

customized form templates, 290–291

defi ned, 323

described, 289–290

published forms, 291–297

information, shared

calendar events, 255–256

challenges to collaboration, 316, 318

collaboration methods, 13

customized templates, 51

discussion boards, 184

generic Web Parts, 30–31

imported lists, 86

Search feature, 24–25

types of, 12

instant messaging, 63, 270

Internet calendar, 254

Internet Explorer (Microsoft)

document library uploads, 122–125

online calendars, 254

online help, 22–23

SharePoint navigation, 16

Internet provider, 60

Issue Status fi eld, 237

Issue Tracking list

connectivity to Outlook 2007, 237

described, 224, 235, 314

new list, adding, 236–237

three-state workfl ows, 243–246

tips for successful collaboration, 318

tracking process, 237–241

workfl ows, 243–246, 285

Issue Tracking template, 84

Item Limit settings, 108–109

• J •
jargon, 321–326

• K •
Keep My Copy button, 273

Keep Workspace Copy button, 273

keystroke shortcut, 92–93

keyword search, 24–25
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• L •
laptop computer, 262

layout

differences in SharePoint sites, 2–3

SharePoint list data, 82

site collections, 33

leadership, 316

library. See document library; Wiki page

link. See also URL address

activation, 15

customized Top Link bar, 44–46

defi ned, 323

generic Web Parts, 31

library, adding to, 52–53

modifi ed Quick Launch, 42–44

Wiki pages, 198, 202–203

Link to an Existing Workspace radio 

button, 159

Links template, 84

list. See SharePoint list

List Settings option, 105, 238

Lists link, 106

Location fi eld, 152

logo, company, 38, 56, 310

Look and Feel column, 38

Lookup fi eld type, 98, 167

• M •
Manage Checked Out Files option, 139–140

Manage Posts link, 191

Manage Your Life with Outlook For 
Dummies (Harvey), 157

managing tasks

default Tasks list, 224–233

Project Tasks list, adding, 223–235

tips for successful collaboration, 319

types of task lists, 223–224, 314

Map Network Drive button, 128

master page, 323

measuring performance, 319

meeting workspace

calendar events, 253

defi ned, 13, 323

function of, 146

link to Outlook calendar, 156–160

navigation to calendar, 154

online meetings, 160–163

permanent workspaces, 146

steps to creating, 149–158, 312

template categories, 49

types of, 146–148

Meeting Workspace button, 156–157

Meeting Workspace pane, 157–158

Meetings tab, 150–151

Members button, 268

Members permission level, 65

message posting, 181–183

metadata, 136

Microsoft Access 2007, 110, 265

Microsoft Excel 2003/2007

access to document workspaces, 268–270

document workspace, editing, 266–267

exported worksheets, 275–280

imported surveys, 177–178

methods for importing data, 102–104

saved documents, 275

SharePoint integration, 275–280

SharePoint list creation, 83

SharePoint list templates, 84

Microsoft InfoPath 2007

content types in form libraries, 297–305

customized form templates, 290–291

defi ned, 323

described, 289–290

published forms, 291–297

Microsoft Internet Explorer

document library uploads, 122–125

online calendars, 254

online help, 22–23

SharePoint navigation, 16

Microsoft Offi ce SharePoint Designer 2007

customized sites, 283–285

customized workfl ow, 285–288

described, 281–283, 324

function of, 281

workfl ows, 242

Microsoft Offi ce 2003/2007 applications. 

See also specifi c applications
collaborative editing, 266–274

document workspace editing, 266–273

integration with SharePoint, 11, 265–266

methods for importing data, 102–104

offl ine editing, 263–264

Picture Manager, 134–135

saved changes, 272–275

SharePoint Server, 2, 10–11, 242, 324
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Microsoft Outlook 2007. See also e-mail

blog posts, 195, 204–205

calendar link to meeting workspace, 

159–160

discussion board links, 184–185

document libraries, 261–264

folders, 261, 262

Issue Tracking list, 237

link to SharePoint calendar, 249–257

meeting workspace creation, 156–158

methods for importing data, 103

RSS feeds, 204–205

SharePoint contacts, managing, 257–261

task assignments, 225–227

Tasks list link, 232–233

Microsoft SharePoint 2007 For Dummies 

(Williams), 1

Microsoft SharePoint Team Services, 1

Microsoft Word 2007

blog posts, 196–197

document libraries, 130–131, 133

integration with SharePoint, 265

saved documents, 274–275

Mobile settings, 109

Modify Shared Web Part link, 177

Modify This View option, 106, 141

monthly calendar view, 251

mouse

document library uploads, 124

link activation, 15

Site Users Web Part, adding, 64

Web Parts, editing, 55

Mozilla Firefox browser, 16, 205–206

Multipage Meeting Workspace, 148

Multiple Lines of Text fi eld type, 97, 166

multiple-choice answer, 168

My Documents folder, 127

My Issues list view, 236

My Network Places dialog box, 125, 127

My Tasks view, 230

• N •
Name settings, 107

Name text box, 66, 85

navigation

described, 15–22

home page, 13–14

meeting workspaces, 154

missing site tabs, 44

online help, 22–24

People and Groups page, 68

practice, 19–22

search of shared information, 24–25

SharePoint Designer, 284

subsites, 32–33, 47, 52

Web Part pages, 41

Navigation view, 284

network drive, 128–129

Network Location folder, 129

Network Place, 125–130

New All Day Event option, 252

New Appointment option, 251

New Document option, 130, 296

New drop-down menu, 86

New Folder page, 119

New Group page, 66

New Heading link, 43

New Item page, 86–87, 151, 237

New Link button, 45, 155

New or Existing Meeting Workspace 

page, 159

New Question page, 169, 170, 172

New SharePoint Blog Account dialog 

box, 196

New SharePoint Site page, 47–49

Next Question button, 170

No Navigation radio button, 234

Number fi eld type, 97, 108, 167

Number of Groups Per Page text box, 108

Number of Items to Display text box, 108

Numeric Units fi eld, 98

• O •
online resources

calendar, 254

help, 22–24

meetings, 145, 160–163

team members, 270

Open Site option, 283

Open This Document Library check box, 

295–296

Open with Form Template dialog box, 304

Open with Windows Explorer option, 122

Open Workspace Copy button, 273

open-ended question, 166–167

Opening File dialog box, 263
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Or radio button, 100

Outlook 2007 (Microsoft)

blog posts, 195, 204–205

calendar link to meeting workspace, 

159–160

discussion board links, 184–185

document libraries, 261–264

folders, 261–262

Issue Tracking list, 237

link to SharePoint calendar, 249–257

meeting workspace creation, 156–158

methods for importing data, 103

RSS feeds, 204–205

SharePoint contacts, managing, 257–261

task assignments, 225–227

Tasks list link, 232–233

Overview view, 175

Overwrite Existing Files check box, 121

Owners permission level, 65

• P •
Page Viewer Web Part, 31

paperclip icon, 104, 225

parent site. See top-level site

participation, team, 317

password, 23, 59, 60, 126

password-protected site, 204

pasting data

document library uploads, 124, 128, 130

imported SharePoint lists, 102–104

People and Groups link, 66, 68, 70, 72

Percentage Complete fi eld, 225

permalink, 194

permission

access to document workspaces, 269

authenticated users, adding, 59–60

blogs, 190

common types, 61

defi ned, 324

document libraries, 139–140

group management, 71–73

level modifi cations, 75–77

meeting workspaces, 150

SharePoint group assignments, 65–66, 69

SharePoint group reassignments, 72–73

subsites, adding, 48, 52

Permission Levels page, 76–77

Permissions and Management settings, 

139–140

Permissions Levels option, 76

Permissions, Navigation, and Navigation 

Inheritance setting, 48, 52, 150, 190

Permissions page, 71

Person or Group fi eld type, 167

Personal Version message, 36

Personal view, 109

Personalize This Page setting, 34–37, 64

personalized SharePoint page, 34–46

photo

document libraries, 133–134

meeting workspaces, 148

user information, 73–74

Picture fi eld type, 98

picture library, 133–137, 311

PivotTable button, 178

polling teams. See survey

Post button, 185

posting messages

blogs, 193–197

discussion boards, 181–183

Presence icon, 63

Preview area, 40

printing, 23

Priority fi eld, 225, 272

priority task, 225, 229

problem solving, 318

profi le information, 74

Project Tasks list

described, 223, 233, 314

new list, adding, 233–235

Project Tasks template, 84

PST fi le, 119

Public view, 109

Publish drop-down menu, 197

publishing forms, 291–297

pull-down command, 15

• Q •
question, 166–167, 180

Question text box, 170

Quick Launch bar

defi ned, 324

described, 15

discussion boards, 181
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document library access, 116

Issue Tracking list, 236

link description, 19

link location, 41

link modifi cations, 41–44, 52

meeting workspace creation, 150–151, 

155–156, 158

Offi ce applications, 267

Project Tasks list, 234

SharePoint lists, 85

site collections, 33

surveys, 169

Wiki pages, 199

• R •
Radio Buttons option, 239

Range Type option, 279–280

rapport, 316

Rating Scale fi eld type, 167–168

Read permission level, 61, 65, 269

Ready for Review (Middle) phase of 

work, 242

record, 82, 99–102

recycle bin, 15

Refresh button, 125, 128

Related Issues fi eld, 235, 238

Relevant Documents, 31

Remove Filter/Sort button, 100, 102

Remove Users from Group option, 73

Reply button, 181–182

request message, 67, 157–159

Require Check Out setting, 219

response, survey, 173–174

restricted site, 204

RSS feed

customized document libraries, 140

defi ned, 324

function of, 203–204

• S •
Save As dialog box, 130, 274

Save Document Library as Template 

link, 139

Save Site as Template link, 50

Scope drop-down list, 24–25

screening information, 188

Search feature, 23–25, 33

security

authenticated users, adding, 59–61

document workspaces, 219–221

permissions, 61–65

RSS feeds, 204

Select a Template list box, 48, 150, 151

Select People dialogue box, 69

Selected Pictures view, 136

Send a Calendar via E-Mail dialog box, 256

Settings button, 104

Shared Documents, 31, 117–118

shared information

calendar events, 255–256

challenges to collaboration, 316, 318

collaboration methods, 13

customized templates, 51

discussion boards, 184

generic Web Parts, 30–31

imported lists, 86

Search feature, 24–25

types of, 12

shared view, 34–37, 64

Shared Workspace pane, 267

SharePoint Designer 2007 (Microsoft)

customized sites, 283–285

customized workfl ow, 285–288

described, 281, 282–283, 324

function of, 281

workfl ows, 242

SharePoint Effectiveness Survey Web Part, 

176–177

SharePoint group

defi ned, 323

management functions, 70–75

team member assignments, 65–70

team member reassignments, 72–73

team members, deleting, 75

SharePoint list. See also specifi c lists
columns, adding, 95–99, 104–105

data, importing, 86–87, 102–104

Datasheet view, 88–95, 106–114

defi ned, 323

described, 81–82

editing keystrokes, 87

exported Excel worksheets, 275–280

importance of, 81

keystroke shortcuts, 92–93
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SharePoint list (continued)

manual data entry, 86–88

new/modifi ed view, 106–114

process for adding, 82–83, 85–86

record-fi ltering process, 100–102

record-sorting process, 99–100

standard types, 83–84

Standard view, 91

SharePoint site

differences in layout, 2–3

minimum requirements, 2

modifi cations, 37–46

organization, 27–33

personalized page, 34–37

subsites, adding, 46–52

SharePoint Team Services (Microsoft), 1

SharePoint 2007 (Microsoft)

access through browser, 11

benefi ts of, 9, 10

described, 10–11

forms of, 10

typical components, 14–15

Shift key, 91

shortcut key, 92–93

Show All option, 102

Show Groups in Descending Order radio 

button, 108

Show in Standard View option, 91

Show Personal View option, 64

Show Quoted Messages link, 183

Show Shared View option, 36–37

Single Line of Text fi eld type, 97, 166

Single Line of Text radio button, 96

Site Actions button, 14, 46, 76

Site Administration column, 44

site administrator, 59–63

site collection. See also subsite

administrators, 59–62

common properties, 33

defi ned, 33, 324

personalized pages, 35

Site Collections Administrators link, 62

Site Hierarchy group, 17–18

Site Image Web Part, 56

Site Settings page

modifi ed SharePoint site, 37–38, 42

permission level modifi cations, 76

site tab, 44–45, 324

Site Theme link, 40

Site Users, 31

Site Users Web Part, 63–65

Sites and Workspaces heading

blogs, creating, 189

meeting workspace, adding, 151

missing site tabs, 44

subsites, adding, 46

slide show, 136

Social Meeting Workspace, 148

Sort settings, 107

sorting

document libraries, 142

list records in Datasheet view, 99–100

modifi ed list views, 107

Tasks list items, 228–229

Standard view

exported Excel worksheets, 280

imported Excel data, 102

Project Tasks list, 235

SharePoint lists, 109

Tasks lists, 228

Start Date fi eld, 225, 228

Start menu, 127

Start Time fi eld, 152, 252

Status fi eld, 224, 229, 272

Style settings, 108

Subject view, 179

Submit Comment button, 195

subscribing to blogs, 203–206

subsite. See also site collection

addition of, 33, 46–52

blogs, 188–191

common permissions, 61

customized Top Link bar, 44–46

defi ned, 325

discussion boards, 179, 183–184

function of, 32–33

individual Web page creation, 52–57

meeting workspace creation, 149

modifi ed Quick Launch, 41–44

navigation, 32–33, 47, 52

permission level modifi cations, 76

surveys, 168

for team members, 310

theme selection, 40–41

Web Part hierarchy, 32–33, 46
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survey

branching logic, 168, 172–173

creation, 86, 168–171

defi ned, 13, 165

described, 313

editing process, 172

export to Excel, 177–178

response process, 173–174

results views, 175–176

summary lists on home page, 176–177

tips for successful collaboration, 317–318

types of questions and answers, 166–167

Survey link, 169

Survey template, 84

• T •
Tab key, 89, 90

table layout, 82, 102–104

Table Range option, 279–280

Tag Properties pane, 283

Task List drop-down menu, 243

task pane, 93–94, 99

Tasks list

calendar events, 255

default list, 224–233

described, 223, 314

Tasks module, 233

Tasks template, 84

Tasks Web Part, 31

Team Contacts list, 87, 257

Team Discussion board, 179–181

Team Discussion Web Part, 31

team member, SharePoint

authenticated users, adding, 59–61

clear responsibilities, 315

document workspaces in Offi ce 

applications, 268–273

group assignments, 65–70

group reassignments, 72–73

groups, deleting from, 75

leadership tips, 316

participation of, 317

site administrators, adding, 62–63

subsites for, 310

workfl ows, 244

team site, 325

Team Site template

discussion boards, 179

home page layout, 14

layout, 28–29

SharePoint components, 14–15

subsites, adding, 48

teamwork. See collaboration

template. See also specifi c templates
benefi ts of, 12

blogs, 188–191

categories of, 12, 49–50

customized, 50–51, 290–291

default layout, 28

document libraries, 139

forms, 290–291, 293–303

meeting workspaces, 153–154

new document libraries, 132–133

SharePoint lists, 83–85

subsites, adding, 33, 48–51

tips for saving, 50–51

Word document for libraries, 130–131

workfl ows, 242

Template Description list box, 51

Template Name text box, 51

Test Link hyperlink, 56

Text fi eld, 96

theme, site, 40–41

Then Group By the Column drop-down list 

box, 108

Threaded view, 179, 182–183

Three-state workfl ow template, 243–246

title

custom list, 104–105

SharePoint page, 38–40

subsites, 48

Tasks list, 224

Title, Description, and Icon link, 38, 138

Title text box, 47, 150

To-Do bar, Outlook, 254–255

Toolbox pane, 283

Top Link bar

defi ned, 325

described, 14

meeting workspace links, 150

navigation, 21

site collections, 33

site tab modifi cations, 44–46
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top-level site

defi ned, 325

navigation, 32

new SharePoint lists, 82

permission level modifi cations, 76

subsites, adding, 46–49

Web Part hierarchy, 32–33, 46

Total settings, 108

Tracking template, 83

Tree View, 17–18

Type the Description text box, 45

Type the Web Address text box, 45

typo, 203

• U •
Upload Documents option, 119–121

Upload Multiple Documents option, 121–

122

Upload Multiple Pictures option, 135

URL address. See also link

authenticated users, adding, 60–61

blogs, 189

exported Excel worksheets, 276

list column fi eld types, 98

meeting workspaces, 150, 155

modifi ed SharePoint page, 38–40, 44–46

Network Place, 126, 128

new subsites, 47

published forms, 291–292

SharePoint Designer, 283

uploaded logos, 56

Web Part page, 43–44

Wiki pages, 198

Use Unique Permissions radio button, 150

user information, 73–74

User Management page, 60

User Permissions heading, 52

username

access to document workspaces, 268

authenticated users, adding, 59

hosted sites, 60

Network Place, 126

overview of user functions, 23

SharePoint group assignments, 69

SharePoint group management, 73–74

• V •
Version History button, 202, 241

versioning

blogs, 191

defi ned, 325

document libraries, 133–134, 138

document workspaces, 219–221, 272–273

Issue Tracking list, 241

Wiki pages, 202

view. See also specifi c views
contacts list, 258

defi ned, 83, 325

discussion boards, 179, 182–183

document libraries, 117, 136, 141–142

Outlook calendar, 251

SharePoint Designer, 284

SharePoint lists, 88–95, 105–114

survey results, 175–176

Tasks list, 228–231

View All Site Content link

described, 15

navigation, 21, 154

Quick Launch links, 19

View by Modifi ed Date link, 25

View drop-down menu, 106, 109, 136

View Name text box, 230

View Previous Copy button, 273

View Slide Show option, 136

View Style list box, 108

virtual meeting, 145

Visitors permission level, 65

• W •
Web address. See link; URL address

Web browser

breadcrumb navigation, 16

document library uploads, 128
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RSS feeds, 205–206

SharePoint access, 11

SharePoint page name, 32

Web conferencing application, 145, 

160–163

Web Part

adding, 53–55

custom list views, 111–114

defi ned, 325

deleting, 55–57

editing, 35–36, 53–55

generic types, 30–31

new SharePoint lists, 83

SharePoint list views, 83

subsites, adding, 49

survey summary list, 176–177

Web Part page

adding, 53

creation, 53–57

default layout, 28–29

defi ned, 28, 326

deleting tips, 44

hierarchy, 31–33, 46

navigation, 41

Web address, 43

Web Part zone

defi ned, 28, 326

display layout, 28–29

Web parts, adding, 54–55

Web server, 12

weekly calendar view, 251

welcome e-mail, 69–70

Welcome menu button, 35

Wiki Content list box, 200–201

Wiki page

versus blog, 188

creation process, 198–203

defi ned, 13, 187

described, 313

function of, 198

Wiki page library, 198–203, 326

Wiki Page Library link, 198

Williams, Vanessa (Microsoft SharePoint 
2007 For Dummies), 1

Windows Clipboard, 103

Windows Explorer

document library edits, 136

document library uploads, 122–124, 

126–127

document library views, 141

Windows SharePoint Service Logo, 

15, 29, 56

Windows SharePoint Services 3.0

defi ned, 326

described, 2, 10–11

online help, 22–23

workfl ows, 242

Windows Vista, 125–130

Windows XP, 125–130

Word 2007 (Microsoft)

blog posts, 196–197

document libraries, 130–131, 133

integration with SharePoint, 265

saved documents, 274–275

workfl ow

defi ned, 326

described, 242, 314

design wizard, 281, 285–288

document library settings, 140

function of, 224, 242

Issue Tracking list, 243–246

phases of, 242–243

Workfl ow Designer wizard, 281, 285–288

Workfl ow Settings link, 243

Workfl ows page, 246

• X •
X button, 36, 56

XML Web Part, 31

• Y •
Yes/No check box fi eld type, 98, 167

Yugma Instant Web Conferencing, 160–163
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