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What Is Microsoft SharePoint 2010?
SharePoint is a Microsoft platform that allows people to build websites. SharePoint
2010 is the fourth version of SharePoint from Microsoft, and it is also known as
SharePoint v4 or Microsoft Office SharePoint Server 2010. It is very different from the
versions that came before it.

SharePoint allows people to create websites with different content and different
purposes. Its many built-in features and components make it a comprehensive solution
that can fit many needs.

One common use of SharePoint in organizations is to create sites that are used for
team collaboration. These collaborative sites, also known as team sites or group work
sites, enable team members to better work with one another. They can use the site to
share documents, assign tasks, track team events on a shared web calendar, and much
more. This use is known as a team collaboration system.

Many companies use SharePoint for their central document storage, replacing network
folders. This use is known as an electronic document management system.

Another common use is as a corporate portal where the corporate employees can go
and download forms, read corporate news, fill in surveys, and search for documents.
This use is known as an electronic content management system or an intranet.

Finally, some companies choose the SharePoint platform as the platform for their
Internet sites—where visitors from around the world can visit the company’s website
and read about the company’s products, register for events, and do whatever it is the
site has been configured to allow them to do. This use is known as a web content
management system.

This variety of possible uses of SharePoint indicate the flexibility of the SharePoint
platform. It is highly customizable—which means that one SharePoint site (for
example, the one shown in Figure 1.1) may look entirely different from another
SharePoint site (such as the one shown in Figure 1.2). This book shows mostly basic
SharePoint sites (sites that have not been customized), and the sites that you will be
using may look significantly different. It is important to keep that in mind when
following the instructions in this book, as some of the things mentioned in this book
and shown in the figures may differ from site to site.

The SharePoint platform is also known as SharePoint Foundation. This book uses SPF
when referring to a SharePoint site that is built based on this platform.

The SharePoint product family has other products that can be added on top of SPF to
enhance the sites in different ways. One of these products is called SharePoint Server,
and even that has two versions—standard and enterprise—each adding more features.
Often the term SharePoint is used to refer to either SPF or to the two extended
versions SharePoint Server—and this can be a bit confusing.

Because the SharePoint Server products are extensions of SPF, sites built using those
products have all the capabilities of SPF sites, but with extra features. Some of the
differences between SharePoint Server and SPF are explained in the following section.
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FIGURE 1.2
A customized SharePoint site.

FIGURE 1.1
A standard SharePoint site.

SharePoint sites have many built-in features that make them useful, flexible, and
customizable—features such as security management, lists of information, document
libraries (places to store and manage files and documents), views, alerts, and searches.
All these and more are explained in this chapter.
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Difference Between SPF and SharePoint Server
As mentioned earlier in this chapter, SharePoint Server is an extension of SPF.
SharePoint Server sites have features that are not available in SPF sites, and they enjoy
all the features of SPF sites.

SPF sites work well for collaboration sites. Such a site gives groups of people the
ability to upload and download documents, use discussion boards, assign tasks, share
events, and use workflows. However, SPF does not have enough features to be a good
platform for a corporate portal or for a corporate search solution. SharePoint Server
offers extra features that upgrade SPF into a platform that can serve a corporation with
enterprise searching (searching from one location across all the sites that corporate has
and on documents and external systems that are stored in other locations, not just in
SharePoint). It also has features for storing details about people and searching on
them, and it enables employees to have their own personal sites where they can store
documents (instead of on their machines). SharePoint Server has many more features
related to business intelligence and business processes and forms. (For more informa-
tion about personal sites, see “What Is a Personal Site?” later in this chapter, and see
Chapter 5, “Social Networking, Personal Sites, and Personal Details in SharePoint
Server.”)

Finally, SharePoint Server has a publishing feature that enables site managers to create
publishing sites where it is easy to author pages (as opposed to documents) and
publish them using workflows. This is very important for large corporations that want
to, for example, publish corporate news using an approval workflow or build an
Internet site where every page must go through a special approval process.

What Is Microsoft FAST Search?
FAST is an optional component of SharePoint Server that an organization can have
installed on top of SharePoint. It adds further intelligence to the regular SharePoint
search experience by enhancing the search options and how the search results are
returned. If FAST is installed on a SharePoint site, you see more options than you
would normally get in SharePoint. Chapter 4, “Searching in SharePoint,” provides
some examples of these options.

How to Tell Whether a Site Is Based on SPF 
or SharePoint Server
There is no way to tell just by looking whether a site is hosted on a server that has
SharePoint Server installed. Customizations that a company might have developed
may cause an SPF site to look as if it has some extensions that come with SharePoint
Server. On the other hand, customizations can cause a SharePoint Server site to look
simpler; for example, it might remove the SharePoint Server–specific links that help
identify a site as a SharePoint Server site.

However, there is one thing you can look for in most SharePoint sites to determine with
a fair degree of certainty whether a site is SharePoint Server or SPF: You can look for



FIGURE 1.3
The My Site link under the Name drop-down.
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Additional differences between the two versions will become clear as you go through
this book. Many topics in this book indicate that they are valid only in SharePoint
Server, and you can usually find whether they are available by trying to perform the
task described.

What Is a Site?
The structure of SharePoint sites (sometimes referred to as webs) is very different from
the structure of typical Internet sites that contain only pages. In SharePoint, a site can
house more than just pages. It is a container that holds lists and libraries (discussed
later in this chapter), and it can have other sites under it.

For example, a corporate portal might have a home site called SharePoint Intranet that
contains information that people see when they browse to that site. That portal also
might have a subsite called Human Resources that stores forms such as travel requests,
expense claims, and other forms. The two sites are linked because the Human Resources
site is under the SharePoint Intranet site. The two sites may share some attributes, such
as security (who is allowed to do what in the sites) and navigation (so that visitors to the
sites can navigate between the sites), but they have separate contents—for example,
different pages, libraries, and lists, as shown in Figures 1.4 and 1.5.

Every SharePoint site is a member of a site collection. As the name implies, a site
collection is a collection of sites. Every site collection has a single site as its root site,
and other sites can be built under the root site. A site collection has some attributes
that are common to all the sites in that collection (for example, some search settings,
a Recycle Bin for deleted items).

the My Site link under the name drop-down at the top of the screen (see Figure 1.3). If
you see that link, you are viewing a site that is running on a server with SharePoint
Server. Not having the link does not necessarily mean that the site does not have
SharePoint Server, however, because the administrator can choose to disable that
functionality.



FIGURE 1.5
A site that is a child site. The Human Resources site is under the SharePoint Intranet site.

FIGURE 1.4
A site that has subsites. Human Resources and Projects are subsites of the site SharePoint
Intranet site.
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What Is a Personal Site?
A personal site is a site that belongs to a specific user and is used to show user infor-
mation that belongs, personally, to that user. The user can upload documents to a
personal document library in the personal site, and only that user will be able to see
and manage these documents. The personal site is also a place where users can
manage their personal favorite items and comments that they have tagged throughout
SharePoint or even outside SharePoint (see “What Is Tagging?” later in this chapter).
The personal site has special pages with information that might be important to track.
A user can track information by using newsfeeds that tell you what your colleagues are
up to. In addition, users can run searches and stay up-to-date on those subjects. In
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A personal site usually has components that display information targeted specifically
to that user. For example, it might have components that show the user’s e-mail, or
upcoming meetings from the person’s calendar, and a list of documents the user has
recently worked on and tasks assigned to the user.

For more in-depth information about the personal site and what you can do in it, see
Chapter 5.

FIGURE 1.6
A personal site showing the content of the site.

As mentioned earlier, personal sites are available only with SharePoint Server,
not with SPF.
NOTE

What Is a Ribbon?
As part of the Microsoft Office product family, SharePoint 2010 uses a design concept
called a ribbon to display different menus and buttons, depending on what you are
looking at. It is important to know how to use the ribbon so you can move around in a
site and perform actions in it.

This book covers many different actions available in different ribbons. Part II,
“Solutions for Authors and Content Managers,” explains how to author content, and
Part III, “Solutions for Site Managers,” explains how to manage websites. Although
these tasks use the ribbon heavily, it is also important for readers who do not need to
author information to be familiar with the ribbon concept to avoid getting lost. As you
will see in Chapter 2, “Finding Your Way Around a SharePoint Site,” and Chapter 3,
“Solutions Regarding Files, Documents, List Items, and Forms,” you use the ribbon to
perform many types of navigational actions on documents and list items.

addition, the personal site is usually the place from which users can modify their
personal details in the corporate directory.
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What Is a List?
A SharePoint list is a container for information, similar to a very simple database or
spreadsheet. Using a list is the most common way to manage information in a
SharePoint site.

In a list, data is gathered in rows, and each row is known as a list item. A list can have
multiple columns—also known as properties, fields, or metadata. So a list item is a
row with data in those columns.

For example, a list of contacts (shown in Figure 1.7) may have the following columns:

. First Name

. Last Name

. Company

. Phone

FIGURE 1.7
A contacts list with sample data.

These columns may have the following list items:

. First Name: John

. Last Name: Doe

. Company: Extelligent Design

. Phone: 1800-000-000

Lists can be used in many cases. For example, you might use lists for links, tasks,
discussions, announcements, or events. In SharePoint, users can create lists and
columns. Lists can be used for almost anything that can be described by a group
of columns.
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The information in lists can be displayed on pages in a SharePoint site. For example,
if the site manager wants to display a list of links on the site, that manager can add a
web part (See “What are Web Parts?” later in this chapter) that shows that list, as
detailed in Chapter 9, “Authoring Pages.”

Different lists can have different security settings. For example, list managers can
define who is allowed to add items to a list, who is allowed to edit items, who is
allowed to read the items, and so on. Similarly, each list item can have its own security
settings, so different list items can be visible to different people. For example, an item
that is a link to a restricted site can have security settings that prevent users who don’t
have access to that site from seeing it.

In some lists, you can attach files to list items—very much like attachments in e-mail. For
example, in a contacts list, you could attach to each contact a picture and a resume. Or in
a list of tasks, you might attach documentation of what needs to be done to the task.

A list can hold different types of content, as explained later in this chapter, in the
section “What Is a Content Type?”

For information on how to interact with lists, see Chapters 6, “Creating and Managing
Files, List Items, and Forms in SharePoint,” and 7, “Creating Lists and Document
Libraries.”

What Is an External List?
An external list is unlike other SharePoint lists. Strictly speaking, it is not a SharePoint
list at all because it doesn’t store information inside it. An external list is a view on
external data—that is, data that is contained not within SharePoint but in external data-
bases and systems.

When you add external lists to SharePoint sites, they are displayed in an interface that
looks almost exactly like a regular SharePoint list. An external list also allows most
of the same interactions with the items in the list that are offered with a regular
SharePoint list. This book does not cover external lists because they are an advanced
feature of SharePoint 2010 that is created and configured by developers while usually
looking and feeling the same as regular lists for you, the end user.

What Is a Document Library?
A document library a special instance of a list, in which every list item is a file, as
shown in Figure 1.8. Files can be Microsoft Office documents, Adobe Acrobat docu-
ments (PDF files), or any other type of file that the system administrator allows. This
book often refers to document libraries as simply libraries.

Most of the attributes of lists exist in document libraries. In fact, lists and documents
libraries are similar in many ways. However, each item in a document library is a file.
Therefore, when creating a new item in a document library, you need to either upload
a file or create one. This process is explained in Chapter 6.
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Additionally, unlike in lists, in document libraries, each row can hold only one file.
There isn’t an option to attach more files to the row. Essentially, the file itself is the row.

Also, because a file can be downloaded, visitors to document libraries have different
options available to them when browsing a document library than they have with lists.

Because document libraries and lists have so much in common, many instructions
throughout this book apply to both. Where appropriate, the text makes clear that the
instructions are for both. For example, the section “Add a Column to a List or
Document Library” in Chapter 7 covers both document libraries and lists because the
principle of how to create them is the same.

Several special document libraries templates are available in SharePoint. These
templates are designed for specific types of content, but they are essentially document
libraries. Some of these special cases are described later in this chapter.

What Is a Wiki Page Library?
A wiki page library is a special instance of a document library that is designed to store
web pages. On those web pages, you can display different types of content—text,
images, videos, and web parts. (For more information on web parts, see “What are
Web Parts?” later in this chapter.)

What Is a Form Library?
A form library is much like a document library, but it is supposed to host only
Microsoft InfoPath forms. Microsoft InfoPath is electronic form-creation software
that integrates with SharePoint. Forms created with InfoPath can be published to
SharePoint form libraries, and users can then fill out these forms.

With SharePoint Server, you can load some InfoPath forms without having Microsoft
InfoPath installed on your machine. In this case, the form opens in a browser, as a web

FIGURE 1.8
A sample document library with several types of documents.
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form. If you have a program that can edit InfoPath forms, such as Microsoft InfoPath
2007 or Microsoft InfoPath Filler 2010, the form opens in that program.

If your company uses InfoPath for creating forms, you might want to learn how to read
forms that are in form libraries, as explained in Chapter 3. You also might want to
learn how to fill forms, as explained in Chapter 6. (This book does not cover creating
Microsoft InfoPath forms.)

What Is an Asset Library?
An asset library is a special instance of a document library that is specially designed to
store digital assets such as images, audio files, and videos.

This kind of library (shown in Figure 1.9) can be used as a repository for media files
that will be used throughout the SharePoint environment—for example, corporate
logos, training videos, and podcasts.

FIGURE 1.9
A sample asset library with a music file, a video file, and several stock photos to be added
to pages in the site.

For more information on using the asset library as a repository for images and media
files, see Chapter 9, “Authoring Pages.”

What Is a Slide Library?
A slide library is a special type of library that has features not available in other types.
This library type (shown in Figure 1.10) is designed to help people in an organization
collaborate to create PowerPoint presentations by sharing slides. One user can allow
other users to import those slides into their presentations.

For more information about using slide libraries, see Chapter 6.
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What Is a Picture Library?
A picture library is a special type of a document library that is dedicated to images. A
picture library is useful for sharing photos with other people. For example, you can
have a picture library as your stock photo repository, as shown in Figures 1.11 and 1.12.

FIGURE 1.10
A slide library with multiple slides available for reuse.

FIGURE 1.11
A picture library showing thumbnails of the pictures in it.
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A picture library includes special views that show the images as thumbnails, as in
Figure 1.11, or as a film strip, as in Figure 1.12.

For more information about adding images to a picture library, see Chapter 6.

What Is a View?
Using views is a useful way for a list manager to create different ways to show the
information in a list or library. Different views may show different columns and have
different sorting and filtering, grouping, and styles.

In SharePoint, views can be either public or private:

. Public—The list’s or library’s managers create public views, and these views
are available to anyone to use.

. Private—Users create private views. Only the user who created a private view
can use that view. You may, for example, create a private view and customize it
to show the information that you usually need to find the items or files that you
usually work with.

Chapter 8, “Creating List Views,” covers creating views in more details. Chapter 3
covers how to switch between views.

There are several types of views in SharePoint. Most of the views that you will see are
the standard tabular views that resemble printed worksheets—with column headers
and values in rows but no ability to edit the data directly. However, some special

FIGURE 1.12
A picture library showing a filmstrip of the pictures in it.
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view styles show the information in the list in different ways. For example, the
Datasheet view allows directly editing the data, and a Calendar view shows items as
part of a calendar.

A Calendar view shows the items in a list based on dates that are set on the items.
Other views include the Gantt view and the Datasheet view. The Gantt view is similar
to the Calendar view: It shows information based on dates in the list items’ properties.
The Datasheet view is a Microsoft Excel–like view that allows copying and pasting of
data into the list or library. These types of views are covered in detail in Chapter 8.

Let’s look at an example of a possible difference between two views. One view for an
announcement list may show the title of the announcement and the date that the
announcement was changed (see Figure 1.13). A different view of the same list may show
the body of the announcement and the date on which it will expire (see Figure 1.14).

FIGURE 1.14
An announcement list in a view that shows the Title, Body, and Expires columns.

FIGURE 1.13
An announcement list in a view that shows the Title and Modified columns.
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If you have multiple announcements, you can have different views sort the announce-
ments differently. For example, one might sort by the title of the announcement and
the other might sort by the modification date. Figure 1.14 shows a view sorting the
announcements by their creation date (with the one created first on top). Figure 1.15
shows a view that sorts on the title of the announcement.

FIGURE 1.15
The announcement list in a view that sorts by the title.

Some views change the style in which the items are displayed. For example,
Figure 1.16 shows the announcement list with a different style, called boxed style.

FIGURE 1.16
The announcement list shown with the boxed style.
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An announcements list may have a filter applied to it to show only items that have not
expired (refer to Figure 1.14). Other views can be configured not to have that filter. If
you are viewing a list and the item you are looking for is not showing, consider the
possibility that the current view is configured to filter that item.

Finally, some views may display the data grouped by one column, as shown in Figure
1.17. In such cases, you can view the groups and expand a group to see the items within
the group. For example, in a contacts list, a view may be set up to group the contacts by
their company names. This way, you can expand the view for a specific company.

FIGURE 1.17
A contacts list, grouped by company.

To see the items in a group, click the + sign next to the group name or on the group
field’s name that shows up as a link (in this example, the Company: link). The group
expands, showing you the items that belong to that group (see Figure 1.18).

FIGURE 1.18
A contacts list grouped by company, with Extelligent Design expanded.
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FIGURE 1.19
A contacts list, grouped by country and then by company, with Australia and Extelligent Design
expanded.

SharePoint supports up to two grouping levels (for example, by country and then by
company, as in Figure 1.19).

As mentioned earlier, picture libraries have their own special views that show the
pictures that are in the library as either thumbnails or filmstrips of the pictures.

Some views support paging. Paging is a common method in websites used to show
large amounts of data without overloading the page. Using paging, the data in a list or
library is split into pages, with each page showing only a certain number of the items.
The user can navigate back and forth between the pages, using the paging buttons at
the bottom of the page or the paging button in the Library ribbon or List ribbon. 
(See Figures 1.20 and 1.21.)

For example, suppose you have a document library that contains 1,000 documents.
Showing all the documents to the user at once might cause the page loading time to be
quite slow, and a user might have difficulty finding a particular document. A more
sensible approach would be to display the files in batches of 15 (for example), which
makes it easier for the reader to see what information is available on the page. This is
true even if you don’t have thousands of documents! As your document library or list
grows to have more and more files or rows, you will want to separate them into pages,
as shown in Figures 1.20 and 1.21.

Finally, advanced users can create custom views by using Microsoft SharePoint
Designer. Custom views can look totally different from anything that is available
for regular views. This book does not cover the use of SharePoint Designer. The
book SharePoint Designer 2010 Unleashed by Kathy Hughes (Sams Publishing) is
a good resource that explains the many uses of SharePoint designer to achieve more
complex tasks than the ones described in this book, including creating custom
views.
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The numbers indicate what documents appear;
in this case, the first 15 documents appear.

Use the paging control to
navigate between pages.

Total number of files in the library

FIGURE 1.20
The first page of a view of a document library with 31 documents, showing the first 15 documents.

Page showing the
documents from 16 to 30

Use the buttons to navigate to
 the next and previous pages.

FIGURE 1.21
The second page of the view shows the next 15 documents.
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What Are Web Parts?
Web parts are the building blocks of pages in SharePoint. They are components that
show data, and they can be placed in certain regions of a page—known as web part
zones. A page can hold many web parts, in different zones or in the same zone. They
may be one under another in some zones and side-by-side in other zones.

For example, to show on the home page of a site the contents of a list of links, you can
use a web part that displays the content of a list. The web part in Figure 1.22 is one
that you have already seen in this chapter—it is the web part that shows views of lists
and libraries.

FIGURE 1.22
Different web parts on a page.

A web part showing a list of linksA web part showing
a list of contacts

A web part showing a
list of announcementsA web part showing text

A web part showing a picture

SharePoint developers can develop web parts, and the data and functionality that web
parts offer to visitors of a SharePoint site is limited only by what developers can create.

The following are some other examples of how web parts could be used:

. To show search results (see Figure 1.23)

. To show a picture

. To show the users of a site

. To show the content of a site

Although web parts are a part of SharePoint, they can show information that is from
outside SharePoint. For example, a special web part may be developed to show
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While web parts might be important building blocks for a SharePoint page, other
components also make the pages what they are. Not everything you see on a SharePoint
page is a web part, but identifying web parts usually is easy—especially if you have the
permissions to edit a page, in which case the page editor shows you the web parts that
are on the page, with options to remove them, move them around, and add them.

You will learn to use web parts in Chapter 9.

What Are Alerts?
Using alerts is a great way to be notified by e-mail of changes in lists and libraries or
even specific documents or list items.

SharePoint has a built-in alert mechanism that enables users to register for different
kinds of alerts. Basically, a user selects the piece of content she wants to be alerted on
and requests that SharePoint send her an e-mail when that content changes.

FIGURE 1.23
Search-related web parts.

Search box web part

Search statistics web part

Search refinement
web part

Search actions web part

Search results web part

information from a corporate application for timesheets or project management. The
web part can even offer interaction with the data, allowing users to modify data in the
corporate application. In this case, the data itself is not in SharePoint. However, such
web parts usually have to be developed, and most of the web parts that come with
SharePoint out of the box are used to display data that is stored in SharePoint.
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What Is a Site Column?
A site column is a column for a list or a document library that can be used in all
document libraries or lists in the site in which it is created, as well as in the subsites
for that site.

A site manager can define a specific column of data once and manage it from a central
location instead of creating that column many times in many lists and libraries. In
addition, content types can only use site columns. (In lists and libraries, on the other
hand, columns can be created separately.)

Using site columns is covered in Chapter 7 and Chapter 13, “Customizing a
SharePoint Site.”

What Is a Content Type?
As mentioned earlier in this chapter, lists and document libraries can store different
kinds of content, known as content types. A site manager can create and manage the
content types in a site. The content types are then available in that site and in all the
sites under it. The different types of content may have different site columns and/or
different settings, such as policies and workflows, associated with them.

Content types can use site columns only for column definitions. This means that to
create a content type, you must choose what site columns should be included in that
content type.

A simple example of a content type is a list of contacts that stores two types of
contacts—an internal contact and an external contact. The Internal Contact content type
is used for a contact inside the company—and as such does not need the company prop-
erty because all internal contacts are from the same company. However, the External
Contact content type does require the company property because every contact may be
from a different company. Hence, a single list has two different column requirements.

FIGURE 1.24
An alert e-mail that is sent
when a document has been
added to a library.

For example, you might use alerts with a document library that is supposed to have
documents regarding a specific topic. You might want to know immediately when a
new document is added to that document library (see Figure 1.24). As another example,
you might want to know when a particular policy document is changed (for example,
the corporate travel policy might be very important to people who travel a lot). Alerts
enable you to request to be notified when changes like these occur.
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As another example of the use of content types, consider a document library where
you store many different types of documents. Some documents are presentations, and
some are financial reports, while others are user guides and product whitepapers. The
differences between those content types are possibly more than just different columns:
The content types can also specify different templates that users should use when
creating documents of these types. For example, when creating a presentation, a
Microsoft PowerPoint template will be used. When creating a financial report, a user
will get a specific Microsoft Excel workbook as a template from which to start. User
guides may be from a certain Microsoft Word template, while product whitepapers
may be PDF documents. Some of these examples are shown in Figure 1.25, which
shows the content type options for creating a new document in a document library.

FIGURE 1.25
Choosing a content type when creating a new document in a document library.

Content types can be created in each site, and every subsite under that site can then use
the content type. The subsites can either use the content type as it is defined in the
parent site or create their own content types.

Content types are hierarchical, which means they can inherit from other content types.
For example, the External Contact and Internal Contact content types can both inherit
from the Contact content type. This way, if changes are made to the Contact content type
(for example, if a property birthday date is added), both child content types may get the
update (depending on whether the person who applied the update to the Contact content
type chose to apply the update to content types that are inheriting from that content type).

Because the content type of an item or file says a lot about what the item actually is, it is
a very important piece of data associated with an item. This makes it very important that
authors (that is, people adding information to SharePoint) choose the right content type
when creating data in SharePoint. However, sometimes content types are not used. A list
may use the basic content type Item or a library may use the content type Document and
add columns to the list itself—not impacting the content type itself. This means that all
the columns are defined in the list or library and are added to all the items or files in it.
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Content types use site columns to define the properties that the files or list items of
that content type will have. Site columns are explained later in this chapter, in the
section “What Is a Site Column?”

Chapter 7 show how to add and remove a content type to a list or document library.

What Is Tagging?
Tagging is a social web mechanism available in Microsoft SharePoint 2010 Server (not
in SPF) that enables you as the user to tag a document or a list item or a even a page—
in the SharePoint site or outside it.

You can tag something to help remember it and find it more easily later on.

One tag that SharePoint comes with is the I Like It tag. This tag enables you to signify
that you like a document or a page, and then other people can see that you liked it. You
can easily find that document or page again by looking at the list of items you’ve
tagged as things you like (usually from your personal site).

Tagging isn’t limited to I Like It, however. You can add new tags as shown in 
Figure 1.26, and you can remove and rename tags. Depending on what the tag manager
configured for the site, you might be able to tag objects in your site under different tags.

FIGURE 1.26
The duck picture is tagged
with two terms—duck and
grass—to help users find it
based on the terms later on.

You can also add notes to an object, including saying what you like or dislike about it,
or any other kind of notes. These notes are displayed to other people who look into the
notes that you write, and you can view them as well. You can therefore keep working
notes on documents or pages you are working on, without those notes being part of the
actual document or page.

Chapter 3 explains in detail how to add tags to content. Chapter 5 explains how to use
tags and notes from your personal site to find content you tagged or commented on.
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What Is Managed Metadata?
Available only through Microsoft SharePoint 2010 Server (not SPF), managed meta-
data is a mechanism that enables administrators to create hierarchical term sets that
can then be used in document libraries and lists as columns.

A term set is similar to a list that contains items, except that these items can contain
more items under them in a hierarchy. For example, if you have a term set called
Products, you could have a term for each product that you have in the organization.

By using managed metadata, you can create the list as a hierarchical list, grouping the
products into categories (creating terms for the categories and then terms for the prod-
ucts under them) or into product groups, as shown in Figure 1.27.

FIGURE 1.27
A managed metadata list of
products.

You can then choose whether the terms that are categories (and not products) are avail-
able to the users as options. You can therefore allow the users to tag a document as
belonging to a category of products (for example, Books), or you can let them tag a
document as belonging to a specific product (for example, SharePoint 2010 How To).

As you can see, managed metadata can be quite useful for tagging and then finding
documents and list items. Chapter 7 describes how to create managed metadata
columns and how to define term sets for those columns. 

What Are Versions?
Document libraries and lists in SharePoint have an option to track versions. This option
stores old versions of files or items each time a change is made. For example, if a user



27What Does Check-in/Check-out Mean?

uploads a document, and then another user edits the document and saves it, SharePoint
saves the original document as a version of the file. Later, users can look at the version
history of the file and choose to open a specific version or restore it (that is, make that
version the current one).

SharePoint supports two types of versioning. In the first type, each change is regarded
as a major change, and the version numbers go from 1 (the first time a document was
uploaded) to 2 (after the first change) and then 3 and 4 and so on as shown in Figure
1.28. In the second type, each change is regarded as a minor change, unless the user
specifies that it is a major one. The version numbers go from 0.1 (the first time a docu-
ment was uploaded) to 0.2 (the first change) and so on, until a user selects the option
to perform a major change, and the version number changes to 1.0, and subsequent
changes raise it to 1.1, 1.2, and so on.

FIGURE 1.28
Viewing the lists of versions
for a document.

For information about how to work with versions, see Chapters 3 and 7.

What Does Check-in/Check-out Mean?
Check-in and check-out are common terms in many document management systems,
including SharePoint. Their purpose is to prevent conflicts in an environment where
multiple people might want to edit the same piece of content (in SharePoint, list items
or files) at the same time. The term check-in describes the process of adding a new or
modified item or file to a document library or a list to replace the previous version. The
term check-out describes the process of getting a version of a document or list item in a
list or library. By checking out an item or a file, a user can prevent others from editing
that content. By checking in the item, the user can allow others to edit the content,
without needing to worry about overriding changes that others have made.

Usually when an item or a file is checked out to a user, that user can work on that item
or file, and other users cannot. Other users must wait for the user to check in the item
or file again (that is, perform a check-in) before they can edit the item or file. While the
item or file is checked out, other users usually can see only the last version that was
checked in; they can’t see the changes that the current user has made on the file while
it’s been checked out.

Pages in SharePoint can be in document libraries—and often are. This means that
pages can be checked out and in, allowing page editors to change a page (for example,
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add or remove a web part), but the users cannot see the changes until that editor is
happy with the changes and checks in the page.

SharePoint does not require a check-in and check-out on all lists and
libraries. This is a setting that the list or library manager can set.
NOTE

When versioning is activated on a document library or list, a check-in creates a new
version. See “What Are Versions?” earlier in this chapter.

What Is a Workflow?
In SharePoint, a workflow is a series of steps—some automatic, some manual—that
must be performed as part of a business process for a document or a list item.

For example, the most common workflows for documents are review and approval.
Some important documents (for example, contracts) need to go through several steps
of approval from different people before they can be officially considered final and
published. An example of starting such a workflow is shown in Figure 1.29.

FIGURE 1.29
Starting an approval workflow to publish a page.

Another example is pages in a site itself. In some SharePoint environments, each
change to a page needs to be approved by the site’s manager to make sure the contents
of the page comply with the company’s policies.

SharePoint enables developers to develop workflows and attach them to documents or
list items. End users might be expected to interact with a workflow, either approving
documents or items or triggering a workflow to start or stop.

Chapter 11, “Workflows,” covers the common tasks involved with workflows.
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Page Separator column 
type, 185

Person or Group column type,
180–181

Rating Scale column type,
183–185

removing, 192–193

reordering, 193–194

Single Line of Text column type,
168–170

Yes/No column type, 181

content types, adding/removing,
201–204

creating, 159–160

document libraries. See document
libraries

enforcing custom validation on,
193–194

explained, 10–11

exporting contents, 72–74

external lists, 11

folders, enabling/disabling, 205

list items

adding with datasheet view,
138–140

approving/rejecting,
146, 150

checking in/out, 140–141

creating, 124, 126–128

deleting, 129–131

editing properties of, 132,
134–137

publishing, 143, 145

recovering, 131–132

restoring, 145

viewing items awaiting 
approval, 147

viewing which items are
checked out, 143–145

permissions

changing, 294–296
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checking, 286–287

granting, 289–295

renaming, 196

searching, 76–79

site columns, adding, 163–165

in sites, viewing, 46–48

sorting/filtering, 61

versioning settings, 196–198

logging on. See accessing sites

logging out. See signing out of sites

Lookup column type, 178–181

M
Manage Access Requests button, 287,

299–300

Manage Access Requests dialog,
300–301

Managed Metadata column type,
26, 187–190

managing alerts in sites, 71–72

Media web part, 269–270

metadata, 10, 26. See also
properties

Microsoft Excel. See Excel

Microsoft Silverlight. See Silverlight

Minimum and Maximum option
(Number columns), 175

mobile views, creating, 237–239

Modify This View option, 240

modifying

alerts, 71

content types, 339–340

navigation bars, 329–334

views, 240

web parts, 274–275

border settings, 275–276

title bar, 275–276

titles, 275, 277

More Options dialog, 160

moving web parts, 277

Multiple Lines of Text column type,
169–171

My Profile page, 95

editing details, 107–109

setting status, 95–96

specifying colleagues, 96, 98

viewing organization hierarchy,
98–100

My Site link, 95

creating sites, 105–106

explained, 106

uploading documents, 107–108

N
N/A Option setting (Rating Scale

column type), 186

N/A Option Text setting (Rating Scale
column type), 186

naming

content types, 338

document libraries, 156–157

Navigate Up button, 43

navigating sites, 39–43

navigation bars, modifying,
329–334

New button, changing document
template for, 190–201

New Document button, 124

New Item button, 124–125

New Page dialog, 246

newsfeed updates

configuring, 104

viewing, 103

notes

adding, 57, 102–103

editing, 102–103
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notes board, 102–103

removing, 102–103

Tags and Notes tab, 100–102

viewing, 57

notes board, 102–103

Number column type, 175–177

Number of Decimal Places option
(Number columns), 175

Number of Lines for Editing setting
(Multiple Lines of Text 
columns), 171

Number Range setting (Rating Scale
column type), 186

O
Office applications, uploading files

from, 116–120

Office documents, creating,
122, 124

Open with Explorer button, 120

opening

Create dialog, 152, 154–156

documents, 48–49

People and Groups settings 
page, 344

permission management page,
342

Site Settings page, 324–325

Title, Description, and Icon settings
page, 326–327

organization hierarchy, viewing,
98–100

Organization tab (My Profile), 98–100

P
Page Layout button, 252

page layouts, changing, 252–253

Page option (Create dialog), 243

Page Separator column type, 187

pages

comparing versions of, 282–284

contents, editing, 253–254

creating

blank pages, 243

Create dialog, 242–243

publishing pages, 245,
248–249

web part pages, 244,
247–248

wiki pages, 246–247

discarding check-outs of, 282

page layouts, changing,
252–253

picture editing controls,
264–265

properties, editing, 249–251

publishing, 280–281

tagging, 53–55

text editing controls

adding hyperlinks, 255–256

adding pictures, 257–259

adding tables, 259–260

adding web parts to,
265–266

editing/formatting text,
254–255

explained, 254

web parts

adding, 265–266

choosing, 266–267

Content Editor web part,
268–269

Content Query web part,
270–273

exporting, 278–279

Image Viewer web part, 269

importing, 279

List View web part, 267–268
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Media web part, 269–270

modifying, 274–277

moving, 277

wiki syntax

creating new pages, 263

linking to existing content,
261–263

paging, 19

people, searching for, 87–91

People and Groups settings page,
opening, 344

Permission Levels page, 351

permission management page,
opening, 342

Permission Tools ribbon, 288

permissions

assigning, 345–347

changing, 294–296, 347–348

checking, 286, 344–345

for files/list items, 286–287

for lists/libraries, 287

for users/groups, 288

creating permission levels,
351–352

Give Users Permission Directly
option, 347

granting, 289–295

reading permissions page,
287–288

Person or Group column type,
181–183

Personal Documents library, 107

personal sites

creating, 105–106

explained, 8–9, 106

uploading documents to,
107–108

personal views, creating, 208–209

picture editing controls, 264–265

picture libraries

explained, 14–15

uploading pictures to, 121–122

pictures

adding to profiles, 109

adding to text editing controls,
257–259

uploading to picture libraries,
121–122

private views, 15

profiles

editing, 107–109

setting status, 95–96

specifying colleagues, 96, 98

viewing organization hierarchy,
98–100

properties, 10

document properties, viewing,
49–51

file properties, editing, 132,
134–137

list item properties

editing, 132-137

viewing, 59–60

page properties, editing,
249–251

public views, 15

creating, 208–209

Publish button, 142, 145, 280

publishing

files, 142, 145

list items, 142, 145

pages, 280–281

Publishing Page option (Create
dialog), 245, 248–249

publishing pages

creating, 245, 248–249

navigation bars, modifying,
332–334
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page layouts, changing, 252–253

properties, 251

Q
Quick Launch. See left navigation bar

R
Range Text setting (Rating Scale

column type), 186

Rating Scale column type, 185–187

reading permissions page,
287–288

Recent Blog Posts web part, 111

recovering

files, 131–132

list items, 131–132

Recycle Bin, 131–132

regional settings, changing, 35, 37

rejecting files/list items, 146, 150

removing

alerts, 71

columns, 195–196

links in top or left navigation bar

in non-publishing sites, 331

in publishing sites, 334

notes, 102–103

users from groups, 345–347

Rename Page button, 250

renaming

libraries, 197

lists, 197

reordering columns, 193–194

Request Access link, 299

Restore option, 145

restoring

files, 145

list items, 145

ribbons

explained, 9

sections, 32, 34–35

subribbons, 32–33

switching between, 32–33

S
Save & Close button, 253–254

Save As dialog, 116–117

scopes of searches, 81

Search Center (SharePoint Server),
81–82

searching

Alert Me option, 79

from desktop, 92

for documents, 76–79

FAST Search, 6

keyword search, 76, 78

for list items, 76–79

for people, 87–91

SharePoint Server search options

advanced searches,
84–85, 87

explained, 80–81

federated searches, 83

Search Center, 81–82

searching for people, 87–91

in SPF, 79–80

sections in ribbons, 32, 34–35

security

access requests, configuring,
298–301

for lists, 11

permissions

assigning, 345–347

changing, 294–296, 347–348

checking, 286–288, 344–345
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creating permission levels,
351–352

Give Users Permission Directly
option, 347

granting, 289–295

reading permissions page,
287–288

SharePoint groups

adding/removing users,
345–347

creating, 348–349

editing settings, 350

viewing members of, 296–298

site security

explained, 342

People and Groups settings
page, 344

permission management 
page, 342

Select an Asset dialog, 259

Select Picture dialog, 258

Select the Field to be Shown on This
Column option (External Data
column type), 187

sending links via e-mail, 51–52

Shared Documents library, 106–107

SharePoint

products, 4–5

uses of, 4–5

SharePoint Foundation. See SPF

SharePoint groups

adding/removing users, 345–347

creating, 348–349

editing settings, 350

viewing members of, 296–298

SharePoint Server

search options

advanced searches, 84–85, 87

explained, 80–81

federated searches, 83

Search Center, 81–82

searching for people, 87–91

SPF comparisons, 6–7

versions of, 4

shortcuts. See keyboard shortcuts

Show as Percentage option (Number
columns), 176

Show Field option (Person or Group
column type), 183

signing in. See accessing sites

signing out of sites, 31

Silverlight, 98

Create dialog, 156–157

creating subsites with, 314–316

Single Line of Text column type,
168–170

Site Actions menu, 253, 297

site collections, 7

site columns

adding to lists/libraries, 163–165

creating, 335–336

explained, 23

Site Content and Structure page, 144

Site Permissions option, 342

site security

explained, 342

People and Groups settings page,
opening, 344

permission management page,
opening, 342

permissions

assigning, 345–347

changing, 347–348

checking, 344–345

creating permission levels,
351–352

Give Users Permission Directly
option, 347
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SharePoint groups

adding/removing users,
345–347

creating, 348–349

editing settings, 350

Site Settings page, opening,
324–325

sites

accessing, 30–31

alerts, managing, 71–72

customizing

content types, 336–340

home page, changing,
328–329

navigation bars, 329–334

site columns, 335–336

Site Settings page, 324–325

with themes, 327–328

Title, Description, and Icon
settings page, 326–327

explained, 7–8

external sites, tagging, 56

links in, 357–358

navigating, 39–43

personal sites, 8–9

signing out, 31

subsites

creating, 314–318

event sites, 319–322

viewing content, 46–48

slide libraries, 148-150

copying slides to 
presentations, 150

explained, 13–14

uploading slides to, 149

slides

copying to presentations, 150

uploading to slide libraries, 149

social networking

blogs, creating, 109, 111

editing profile details, 107–109

newsfeed updates

configuring, 104

viewing, 103

notes

adding, 102–103

editing, 102–103

notes board, 102–103

removing, 102–103

Tags and Notes tab, 100–102

personal sites

creating, 105–106

explained, 106

uploading documents to,
107–108

setting status, 95–96

social networking home page,
94–95

specifying colleagues, 96, 98

tags, 100–102

viewing organization hierarchy,
98–100

sorting

items in views, 217–218

lists/document libraries, 61

Specify the Type of Text to Allow
setting (Multiple Lines of Text
columns), 171–172

SPF (SharePoint Foundation), 4

searching, 79–80

SharePoint Server comparisons,
6–7

Standard View link, 209

standard views

columns, specifying for display, 215

creating, 209–210
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starting workflows, 304–306

status, setting, 95–96

Stop Inheriting Permissions
button, 290

styles, specifying for views,
229, 231

Submit button, 280–281

subribbons, 32–33

subsites, creating, 314–318

blog sites, 318

event sites, 319–322

with Silverlight installed,
314–316

team sites, 317

with templates, 316–317

wiki sites, 317–318

subviews, switching 
between, 63

surveys

branching, 194-195

creating, 160–161

switching

between ribbons, 32–33

between subviews, 63

to Datasheet view, 64–65

list views, 62, 64–67

T
tables, adding to text editing controls,

259–260

tagging

explained, 25, 53–55

external sites, 56

tags, 100–102

Tags and Notes tab, 100–102

team collaboration systems, 4

team sites, 4, 317

templates, creating subsites with,
316–317

term set settings (Managed 
Metadata column type),
189-190

term sets, 26

Test Link hyperlink, 269

text

editing, 254–255

adding hyperlinks, 255–256

adding pictures, 257–259

adding tables, 259–260

adding web parts to,
265–266

editing/formatting text,
254–255

explained, 254

formatting, 254–255

hyperlinks, adding, 255–256

themes, applying, 327–328

Three-State workflows, 310

time/date, changing regional settings,
35, 37

title bar (web parts), modifying,
275–276

Title, Description, and Icon settings
page, opening, 326–327

titles

for sites, changing, 326–327

of web parts, modifying,
275, 277

top navigation bar, 41

adding headings in publishing
sites, 334

adding links

in non-publishing sites, 330

in publishing sites, 333–334

changing headings for links in
publishing sites, 334

375top navigation bar



editing headings in publishing
sites, 334

editing links

in non-publishing sites, 331

in publishing sites, 334

modifying, 329–334

removing links

in non-publishing sites, 331

in publishing sites, 334

totals, specifying for views,
227–229

tracking workflow progress,
306–308

Type Each Sub-question on a Separate
Line setting (Rating Scale column
type), 186

U
unique values, enforcing on columns,

165

Upload a Web Part menu, 279

Upload button, 150

Upload Document button,
112–113

Upload Multiple Documents dialog,
113, 116

Upload Picture button, 122

Upload Picture dialog, 107

uploading

documents to personal sites,
107–108

files, 112

from Office applications,
116–120

to picture libraries, 121–122

with web folders, 120–121

from Web interface,
112–116

slides to slide libraries, 149

URLs for sites, changing, 326–327

Use a Managed Term Set option
(Managed Metadata column type),
189-190

users

adding to SharePoint groups,
345–347

permissions, checking, 288

removing from SharePoint groups,
345–347

V
validation, enforcing

on columns, 165, 167–168

on lists/libraries, 193–194

versioning settings, 196–199

for libraries, 201–203

for lists, 200–201

versions

of documents, viewing, 57–59

explained, 26–27

of pages, comparing,
282–284

View All Site Content link, 152

viewing

checked out files/list items,
143–145

document properties, 49–51

files/list items awaiting approval,
147

InfoPath forms, 60

list item properties, 59–60

members of SharePoint groups,
296–298

newsfeed updates, 103

notes, 57

organization hierarchy,
98–100
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past document versions,
57–59

permissions, 286

for files/list items,
286–287

for lists/libraries, 287

reading permissions page,
287–288

for users/groups, 288

site content, 46–48

views

Approve/Reject Items, 147, 150

columns

order of columns, 216

specifying columns to display,
215–216

datasheet view

adding list items, 138–140

explained, 136

switching to, 137–138

deleting, 240

explained, 15–16, 18–20

filtering items in, 218–223

folders, 231, 233

grouping items in, 223–224,
226–227

inline editing, 235–236

item limits, 233, 235

item styles, 229, 231

list views

creating, 209–210, 212,
214–215

personal or public views,
208–209

default views, 209

switching, 62, 64–67

mobile views, creating,
237–239

modifying, 240

paging, 19

selecting multiple items in, 236

sorting items in, 217–218

totals, specifying, 227–229

types of, 15–16

W
web content management 

systems, 4

web folders, uploading files with,
120–121

Web interface, uploading files from,
112–116

Web Part button, 265

Web Part Page option (Create dialog),
244, 247–248

web part pages

creating, 244, 247–248

properties, 250

web part zones, adding web 
parts to, 266

web parts

adding, 265

to text editor controls,
265–266

to web part zones, 266

choosing, 266–267

Content Editor web part,
268–269

Content Query web part,
270–273

explained, 21–22

exporting, 278–279

Image Viewer web part, 269

importing, 279

List View web part, 267–268

Media web part, 269–270

377web parts



modifying, 274–275

border settings, 275–276

title bar, 275–276

titles, 275, 277

moving, 277

webs. See sites

Welcome Page, changing,
328–329

wiki page libraries, 12

wiki pages

creating, 246–247

properties, 249–250

wiki sites, creating, 317–318

wiki syntax

creating new pages, 263

linking to existing content,
261–263

workflows

attaching to lists/document
libraries, 308–312

explained, 28

starting, 304–306

tracking progress, 306–308

Y
Yes/No column type, 181
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