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Abstract

This walkhrough 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 2010using an end-user scenarig 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 info rmation 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 SharePoih 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 helpsyou 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 b usiness needs with dynamic and easily deployed solutions.
Whet her itdéds an end user, a power user or
Server 2010 offers the tools and capabilities to design and create business
solutions that can be integrated with existing enterprise data, tools, and
processes.
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When considering SharePoint Server 2010 for businesscollaboration solutions, there are
SiX major areas to explore:

Communities

gﬁgfePoint'

Figure 1. Capability areas of SharePoint Server 2010

Sites The basiccapabilities 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 enterprse 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 ebernal systems, and other data sources, such as
file shares, Web sites, or lineof-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 irto 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 he
capability to empower business users to create these applications while ensuring the
environmentdos stability and availabili

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 goroject manager at Contoso. She has just assumed the role of
Project Manager for one of the projects that focuses on improving the production
processfor 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 me

utilize throughout their project. Then, we will move into some content creation, utilizing
functional ity such as document | ibraries and
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 imp ortant that you start from
the beginning and work your way through to the final walkthrough.

SharePoint 2010 Walkthrough: Sites

SharePoint 2010 Walkthrough: Content

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

SharePoint 2010 Walkthrough: Composites

SharePoint 2010 Walkthrough: Search

=4 =4 4 A4 A4 A -2
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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 Contosd Administrator and the password,
opass@wor dilo. Al | users in the Contoso domai n
opass@wor dil1o.

Walkthrough 1: Sites

With the release of SharePoint 2010, there are many new rich features available for

configuring Sites. These new featues include the ability to edit the home page using a

WYSI WYG (oWhat You See is What You Getd) edit
easily add Silverlight and Media content to the site, and the ability to quickly and easily

create relational lists for tracking content.

One of Erikads first tasks wil/l be creating t
project. By utilizing a team site to manage the project, she will be able to easily

communicate with team members and find relevant project i nformation. 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 usedto 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 pageis set to http://intranet.contoso.com
which is Erikads team site.

Browse
4 3 H
Gears Project Home » Home \/ v
L Ilikelt Tags &
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_j Longest- 4/16/2010 8:40 PM Erika Cheley H Change site theme
Lasting Gear .
v 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. ClickOK.

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 p age. This will open the page
in Edit Mode .

Site Actions ~

Gears Proje ome » Home

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 ~ @S M Browese Farmat Text || Insert

i , Cut [ T
ﬁ Werdana T Zem T = % RSl A/ {? Jﬁg
Copy

Sawve & Close Check Out  Paste B 7 U ke x, x* ¥, A, Aj-
. = e ™ |[ 4

»
I
4
I
¥
I

=== Shyles Spelling Text
. . ¥) Undo . [ — - - Layout -
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 ;:& r

7. The new editing capabilities in SharePoint 2010 providea rich editing experience
with live preview. Select the Gears Project Home text and change the font size to

7 www.microsoft.com/sharepoint



Editing Tools
Format Texk Ihsert

Cut e e
I i | \——% . Werdana v Zdem ~ = iz ifEEE RS & % .Jﬁ
Save & Close Check Out  Past 2 Copy pt A. A Styl spelli Txt
A ase Check Ou aste L - A === es ellin &
. . - ¥ Undo . B I U aex . - === = P - g Layout -
Edit Clipboard Fq 10 Paragraph Shyles Spelling Layout
Libraries 12
Site Pages G P 7 t H 15 ‘ ’
ears rrojec ct o %
Shared Docurnents 24
. b
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 yo! 72 i custormize its look, \
Calendar §

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

Site Actions » @l S

Editing Toals
Farmat Text Insert

Shared Docurments

Data Connections

Lists

Calendar

Tasks

i Cut — =
| l_—% “Werdana - 2Zem - = iz IEIE R Ll & % I_Iﬁ
=3 Copy
Sawe & Close Check Out  Paste pt . AL A === Styles  Spelling Text
. - - ¥) Undo . B 7 Uaex ] - : == - . Layout »
Edit Clipboard Fi 10 Paragraph Shyles  Spelling Layout
Libraries 12
Site Pages 1a ‘ ’
by

N

Gears: roject
Home ~ 3

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

www.microsoft.com/sharepoint



live preview shows you what your change will look like before committing to it.

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

Py

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

- - -
Theme Colors

Shyles Spelling T
- - Lay

Edit Cliphoard Font Styles sSpelling Layout

Libraries

Site Pages (Gears PrOJeCt H(.IIIIIII

Shared Docurnents

Data 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 AR

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

Editing Tools
Site Actions ~ B e Format Text || Insert

= i= ;g T4 A/ w J__I

-

, Cut
Werdana - Gpt T
Copy

-

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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Libraries
Site Pages ¢




3. Type|[[ListS torevealtheaut ocompl et e

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

t hat

options begin

L E:

getting started section to share your site 8N reereeser—t——trr—

Click here to wiew the project budget workbgol [[List: S|
Shared Docurments/
Site Assets)

Shared Documents Site Collection Docurnents,’
Site Collection Inmanges/

[T Type  Mame Modified I Site Pages/
Style Library/
Ifll_] Contoso's 44162010 B:40 PM S - I
Most Resilient

Sear L HEW

4. Press theTab 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 theDown 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 Marne Maodified Maodified By

IEI_] Contosa's
Most Resilient
LI HEW

4/16/2010 8:40 PM Erika Chefey

Sear
4416/2010 &:40 PM

= Gears Sales Erika Cheley

History &2 Hew

5. Close the link with two right square brackets, ]].

Click here to wiew the project budget worlkboolk [[List:Shared
Docurments/Project budget workbook,xlsx]]|

Na bl

Contoso's Most Resilient Gear.pphx
Gears Sales Histary . xlsx

Great white Gears Production
Specs.docx

Mew Docurment for Sprockets.one
Project budget workboolk .xlsx
SupplyChain 3 wdw

6. 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 t he document.

10 www.microsoft.com/sharepoint



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 beginni nAddarfewt he
i mag@® éand pEneskey tdilsert an extraline. 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. Inthe 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

11 www.microsoft.com/sharepoint
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picture into SharePoint in one step.

Editing Tools

Site Actions ~ B MR ; ge Format Text || Insert

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 - ContosoL0go2.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,

...... & |ContosologoZ .jra

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 nowinserted into the content.

Picture Taols
! B e Page | Fo t Desigh

@, 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

o J a o
) A
Lists
o o
Gontoso
Tasks

Suppliers o e o

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 custamize 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. TheDesign tab under the Picture Tools heading on the ribbon becomes available
when an image is selected. Make sure theDesign tab under Picture Toolsis
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. Inthe 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

om ] [ . Horizontp"Size: 199 px
;‘aﬂf ;'J Vertical pize: a4 px |
Image Position
Styles - = [ Lock Aspect Ratio

Styles  Arrange Size Spacing

orizontal Space: 10 px

4 kK| 4k
4 F 4 F

‘Jertical Space: 10 px
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9. Click on the Save and Close button () at the top of the page and you will now see
the published version of the edited page.

Gears Project Home » Home
Ilikel  Tags &
otes

Gears Project Home | FAG Wiki  Search All Sites » Q

Libraries
Site Page
Shared Documents
Data Con

Gears Project Home

Lists
Calendar
Tasks
Suppliers

Discussions
Team Discussion

& Recycle Bin
) Al site Content

Shared Documents
Getting Started

T Type  Name Modified Modified By
Lfi] 4/16/2010 &40 PM ® Erika Cheley
& 4/16/2010 5:40 P11 [ Erika Cheley
)] 4/16/2010 5:40 P Erika Cheley

Silverlight Web Part

Now that Erika has addedthe 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 -

Format Text

>

2

Werdana - pt - iz = L L] A/ '& ae
copy | T W <> 3 select
Save BfC\nsa Checf Qut Pafte ¥ Undo - B 7 U ke x, x* %7, A, A/ Sty'\es Spelling La;gﬁttv Igdt;lr':sl.ivp <} L
Edit Clipboard Faont Patagraph Styles  Spelling Layout Markup
Libraries =
Site Pages

Gears Project Home

Shared Documents

Data Connections

Team Discussion

L.: Recycle Bin

) Getting Started
Lists e= B share this site
Calendar cdntosa n Change site theme
Tasks Q Set a site icon
Suppliers %‘ Customize the Quick Launch
Discussions Add a new image, change this weleome text or add new lists to this page by clicking the edit

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

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

heading.

14
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4. Inthe 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. SelectMedia 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

N =l
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
[0 Lists and Libraries d \Ell Content Editor Silverlight Web Part
[[3 Business Data ] mage Viewer A web part to display a Silverlight 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. Clickthe 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 URL _':'f ﬂwe |:|:| ntoso.com/siteassets/ZoomGraph.xap|
Silverlight application
package (,xap) this
application should run from,

QK Cancel
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9. Cl i ck on t hdeopddenomeriaornt otshe f ar r i ghtitle,anl t he

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

Silverlight \Web Part - -

Minimize

Close

Delete

Sl ¢

Edit web Part
45+

40

~

I I I I I I I
7f13/2008 7/27/2008 &/10/2008 &/24/2008
7f20/2008 8/3/2008 &/17/2008 &/31/2008

4

[

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 =]
" Mo. Adjust width to fit zone.

Chrome State
{0 Minimized
{* Mormal

Advanced

Other Settings

0K | Cann::ell Apply |

11.Click the Save and Close button () in the Ribbon to save the page
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12.You can now use the Silverlight control you added to the page.

7 /
Ilike It Tags &

Gears Project Home » Home

Mates
Gears Project Horne  FAQ Wiki  Search 2l Sitas =l P 2]
Librarias
Site Pages 3
o Gears Project Home
ared Documents

Data Connections

[}
50 8

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 to view the project budget workbook Project budget
workbook.xlsx Zoom: %

5 Recycle Bin
2 ANl Site Content

Shared Documents

Themes

Erika is very pleased with the changes made to thesite. However, there is one final
design change she would like to make. Thedefault SharePoint colorsdo 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 acconplish 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.

j Sync to SharePoint Workspace
S-.F Create a synchronized copy of

this site on your computer.

MNew Page
Create a page you can
customize.

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.

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

) B

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 allowsu ser s t o easi |l y oysaeciqqga a sit
theme from an available list of themes.

18 www.microsoft.com/sharepoint



Gears Project Home » Site Settings » Site Theme

LN Use this page to change the fonts and color scheme for your site. You can select  theme or you can upload new themes to the Theme Gallery
Applying a theme does not affect your site's layout, and will nat change any pages that have been individually themed,

Gears Project Horne

Libraries
Site Pages
Shared Documents

Data Connections

Lists
Calendar
Tasks

Suppliers

Discussions

Tearn Discussion

@ Recycle Bin
[Z A site Content

FaQ wiki  Search

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:

zure
Berry
Bittersweet

Construct
Conventian
Felt

Graham
Grapello
Laminate
Mission
Modern Rose
Municipal
Pinnate

Vantage
Wiswpaint

&
TlikeIt

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

Text/Backaround - Light 1 Select a color...

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

19

Select a Theme

HLEEEENEN
moooooggog

Hyperlink Followed Hyperlink

Tags &
Motes

9

Cefault (no theme

Berry
Bittersweet

cay
Classic
Construct

Felt
Graham
Grapello
Larninate
Mission

Municipal

Heading Font Larermn ipsurn dolar sit amet... Pinnate

BOdY Font Larem ipsurn dolor sit amet...

www.microsoft.com/sharepoint
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Wiewpoint
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5. Notice that you can also customize the theme by selecting individual colors and

Customize Theme
Text/Background - Dark 1 _| Select a color...

Fully customize a 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

Y
Gears Project Home » Home z 4

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

7/13/2006  7/27/2008
7/20/2008  8/3/

zoom: [ |

I Type  Hame Modified Modified By
1] 4/16/2010 6:40 PN Erika Cheley
i Rattinn Startad
4 | v
| 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 theras 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 me mbers 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 displ ay 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. Inthe 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
f | ol i g | i ) 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 ';‘IJ Vertical Size: 240 px :
Change Change Styles
Media~ Imageé~ [ Loop until stopped - Lock Aspect Ratio [+

Media Preview Properties Player Styles Size

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

Editing Tools Web Part Tools

Site Actions ~ @ M Browse  Page | 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.

| B Select an Asset -- Webpage Dialog

&3 Current Location: Gears Project Home at http:/intranat, contosa.cam
115 »
=1 Type Title Modified Created By
FAST Search Center 4f17/2010
wiki 4/17/2010
| Announcemen ts a4/1/z010
| Calendar 4/1/2010
~yForm Templates m Content and Structure Reports 4/1/2010
Y
E31mages R Customized Reports a/1/2010
TTLinks
Pages 4
2 2 Data Connections 4/16/2010
T[Reusable Content
A Shared Document: 3 Dacuments 4f17/2010
> G site Assets =) Form Templatss 4/1/2010
i site Callection D s =
asite Folection bocuments 8 Images 4/17/2010
& site Collection Images
&site Pages =m Links 4/1/2010
> [y Style Library 3 Pages 4/16/2010
@ sueplers m Reusable Content 4/1/2010
T Tasks X
—_ - H= Shared Documents 4/17/2010
=} Site Assets 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. ClickOK 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 isstreaming 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, changethe 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 caneasily 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
PR Regicnal settings

Site libraries and lists
Uzer alerts
RS5
Search and offline availability
Sites and workspaces
Worldflow settings
Related Links scope settings
Term store management
Site output cache
Searchable columns
Content and structure

L
LI
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3. Inthe 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
P_-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. Inthe 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, clickOK. (This will not affect this walkthrough.)

Message from webpage El

. Mot all terms were imported successfully. Please see the server
__!;_ 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

12.0n the Ribbon, click Create column .
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13.Name the new column Office Locations , and selectManaged 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
naged 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. TypeOffice Locations in the Use
managed term set field, and click the Find button (#%). TheOffice 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 E:i]

4 'fr:) Managed Metadata Service
4 [7) Site Collection - intranet.contoso.com

+ & Dl

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

17.1n 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.In the Configure Navigation Hierarchies section, slect 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 Add > |
filter your current view to show only items

matching that value.

< 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

[F Edit Properties @

View in Browser

4r Add docurnent

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.In the Office Locations field, type the text New and pause for a moment to see

the suggested tags ap

pear. Select theNew York tag.

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

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

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 work

HEB B X
- 53 Copy
Sawe  Cancel Paste Delete
Item

Cormrnit Clipboard Actions
Marne * |Projeu:t budget workboak xlsw
Title |
Office Locations [Hew vork; | |\,\)
Created at 4/16/2010 &:40 PM by Erika Cheley (& S Cancel
Lask modified ak 4/16§2010 &40 PM by Erika Cheley (8 D\S | |

Metadata Filtering

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

Mew Y-:r'
¥ All:-an-
~  New York
> 7 Morth Carclina
> ) Morth 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 Marne Modified Modified 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 Hitering control and select the Shared
Documents node to clear the filter.

N -
= 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.

[ Type

]
o
)
]
&
&
'E'jl

Mame

Contosa's Maost Resilient Gear & new

Gears Sales History &2 new

Great white Gears Production Specs & vew
Longest-Lasting Gear & Hew

Mew Document for Sprockets 2 Hew
Project budget workboolk 22 Hew

SupplyChain w3 & Hew

40 Add docurnent

Modified

4/16,/2010 5:40 PM
4/17/2010 10:42 AM
4/16,/2010 5:40 PM
4/16,/2010 5:40 PM
4/16/2010 5:40 PM
41772010 11:17 AM
4/17/2010 9:09 AM

Modified By Office Locations

#|Eril:a Cheley
#|Eril:a Cheley
#|Eril:a Cheley
#|Eril:a Cheley
®| Eril:a Cheley
®| Eril:a Cheley Mew vork

Systermn Account

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
Cn -
=
Created By
&, [
Modified
Cn -
=
Modified By
8 [
Office Locations
new vl |\=\)
Suggestions ﬂ

[
New York [Office Locations:N:ﬂ

=

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 newDocument Set feature in SharePoint 2010 allows the management of entire
groups of documents as aggregate entities. For example, you cancheck out an entire
document set, which will then check out each of the documents contained in the set.

34
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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.

35

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

2.

3.

4.

the Library Settings button.

Library Tools
Site Actions ~ @Y  Browse
= fj — [}y Modify View - Current View: [~4 E-mail a Link -S—'l &k (0] [ Form web Parts -
. —) 3 3 - il Create Column ~ All Documents = Gl Alert Me + I_@ J Izl Edit Library
Standard| Datasheet  MNew Create Syncto SharePoint Connectto
View View Row View [ 3 Mavigate Up Current Page B RSS Feed Workspace Office» [ @ New Quick Step
View Format Datasheet Manage Views Share & Track Connect & Export Customize Library

Erika Cheley ~

1 @
2 g .
Settings

Settings

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

etadata navigatior

on =ctiing

[Fi]

Per-location view settings

Form settings

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

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, selectDocument 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 P
rika Cheley -
Site Actions ~ @Y 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

Set.
Libtary Tools

Site Actions = @Y Browse Documents

-+ ﬁ : ] Check Out

Ll '
Check In

M e Upload I e Edit )

Document » Document» Folder  Document o Discard Check

Create a new document,

9. For the Name, type Great White Gears .

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

and select Document

In the Description field, type

Documents related to Great White Gears

New Document Set: Document Set

Click OK.

A description of the Document Set

2 M Cut
= | 5 123 Copy
Save Check Cancel Paste
In
Commit Clipboard
Name * |Great white Gears
Drescription Documents related to Great White Gears ;I
=

Cancel

-

10. A new document set has been created.

Great White Gears

.
||| Documents related to Great White Gears
~L View All Properties
l Edit Froperties
[ Type Mame Modified Modified By

Office Locations

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

Multiple Document s to upload some documents into the document set .

Library Tools Document Set

Site Actions - @Y  Browse Documents m Manage

j ?j ; 7 Check Cut

Check In :
Mew Upload Mew Edit ' View Edit
Document » |Document ~| Folder Document &, Discard Check Qut  Properties Properties
- ﬁ- j Upload Document it Manage
. | Upload a document from your
Pictures P Y

computer to this library.

Libraries ﬁ- ﬂ Upload Multiple Documents

Upload multiple documents from % a test document set
your computer to this library.

AL i

- Document Set

Site Pages

13.0pen Windows Explorer and browse to C\Demos. SelectGreat 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

4 Libraries

% Doru

B8 videos

. _ % -
fﬂDrag Files and Folders Here 1% Computer
‘:‘_-’ Local Disk (C:)
Browse for files instead % DVD Drive (D:) Walkth
5 Con EESO0-PC
€ ekwork
0 out of 0 files uploaded
Total upload size: 0 KB
O 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 = £

[V Overwrite existing filles

Type MName Size Status
|E_|1 Great White Gear - Customer Agreement.docx 172 KB Done
|E_|1 Great White Overview.docx 27 KB Done

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

Done | Gancel

16.In 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 namedGreat White Gears and added a
couple of documents. You can add as many documents as you wish to thedocument
set, which will operate as a single entity within the document library.

[T Type Marne Modified Modified By Office Locations

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

Great White Gears 41752010 11122 AM [ Erika Cheley

Great White Gears Production Specs £ Hew 4162010 §:40 PM B Erilka Cheley

Longest-Lasting Gear £ Hew 4/16,/2010 &:40 PM B| Erilza Cheley

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
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 workflowo pt i ons, t hey dondt ¢
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 timhe docume
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 youod6ll see how to design worKk
workflow to a document and view its status as a visual diagram.

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

|_|—I| Great White Gears 4/17/2010 11:22 AM
r IEH Great White Gears Production Specs £ new - 4/16/2010 8:40 PM
Ifﬂ Longest-Lasting & View Properties 44/16/2010 §:40 FM
(@) New Document fof b Edit Froperties 4/16/2010 8:40 PM
& Project budget wo Wigw in Browser 4/17/2010 11:17 AM
5 SupplyChain v3 Edft i” B_mwser 4/17/2010 9:09 AM
] Edit in Microsoft word
4k Add dacument —lh Checl 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 (91/). In the Request field, type Approval
workflow test . Click the Calendar Icon fﬁ) next to the Due Date for All Tasks
field and select July 15, 2010 . Click Start.

Order
One at a time (serial) j

Approvers Assign To

| Erika Cheley ;

|E/m

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.

Expand Groups 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. 1 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

13 19 20 21 24

cc |
5 25 27 23 29 30 31

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 cu rrent workflow has been
added to the current view of the Documents library, and it indicates In Progress
for the Welcome to Gears document.

T Type Mame Modified Modified By Office Locations Approval - SharePoint 2010
lfﬂ Contoso's Mast 4/16/2010 8:40 PM |8 Erika Cheley
Resilient Gear #iHew
@ Gears Sales History 4/17/2010 10:42 AM (W Erika Cheley
£ HEW
J Great uwhite Gears 4/17/2010 11:22 amM  [® Erika Cheley
IEﬂ Great White Gears 4/16/2010 8:40 PM (8 Erika Cheley In Progress
Production Specs
5 MEW
|EIJ Longest-Lasting Gear 4/16/2010 8:40 PM |8 Erika Cheley
£ HEW
IEﬂ Mew Docurnent for 4/16/2010 5:40 P |8 Erika Cheley
Sprockets £ Hew
IZﬂ Froject budget 4/17/2010 11:17 AM (8 Erika Cheley Mew Tork
warkbook & new
&y SupplyChain w3 e 441742010 9:09 &M Systemn Account

qF Add document
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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 diagra m to focus on smaller
portions of the process. You can also open this diagram in Visio 2010.
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