Chapter 6 - Site settings

Terms

This Windows SharePoint Services Operations Guide (WSSOPS) from the Computer Information Agency is
provided as is. Every effort has been made by the author to ensure that information provided is correct
however this cannot be guaranteed.

By using the Guide you also acknowledge that any work performed on production systems is a potentially
dangerous act and may involve significant business risk and downtime. You hereby agree to release, waive
and discharge the Computer Information Agency and/or the author from any liability incurred to yourself,
your business or customers for any and all loss or damage, and any claims or demands therefore on
account of problems arising from the use of this Guide.

By using this guide you hereby assume full responsibility for any risk to computer systems, now and
forever arising out of, or related to the use of this Guide on any computer system.

Distribution and Duplication Guidelines

This document is copyright and only available directly from the Computer Information Agency. This work
is now licensed under Creative Commons.

http://creativecommons.org/licenses/by-nc-sa/4.0/

By using this Guide you agree to these terms.
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6.1 Scope
The Site Settings option allows a Windows SharePoint Services v3 (WSS v3)
administrator to customize many aspects of a WSS v3 site from within the browser. Each

WSS v3 site has its own settings with the default site or top level having a number of
additional options.

WSS v3 Site Settings are only available to site owners and administrators with the option
not even being available to other users because of WSS v3 security trimming. This
chapter will take you through all the options that are available here.

6.2 Accessing
@_\‘—\/ ~ [] hitp: ninz00sentjdefault, aspx =] #2 ]| % [ uive Search 2~

fle Edt Yiew Favortes Tools  Help

3% @ @ Home - Saturn Allance Sharepoint Demo | | -8 -

orpage v (iTools v 7

Saturn Aliance Sharepoint Demo

ALLLANCE

Home | Socizl Club

Welcome Sharepoint Administrator =

@ =

Saturn Alliance Sharepoint Demo

Test

[This site =] P

View All Site Content
Surveys

» Customer feedback
Pictures

= Images
Documents

= Policies

= Knowledge Base
Lists

= Calendar

= Tasks

® Suggestions

» Staff Details

= Dally reception tasks
Discussions

» Team Discussion
Sites

= Social Club

= Test

This i  Sharepoint demonstration site created by Saturn Alliance.
Our Core Values

Our Mission Statement - Keeping IT simple
Our Goals :
1. Respond to engiries within 60 minutes

2. Solve the right problem
3. Listen first

A s

Christmas shutdown

by sharepaint Administrator
Please note that our offices will be dlosed from 25th of December { Christmas day) untl the 1st of January,
2008,

21/11/2007 1:58 PM

Please welcome Nancy
by Sharepoint Administrator

Mancy Willams has just commenced in our accounts department. Please stop by and introduce yourself to
her and welcome her to our business.

21/11/2007 1:56 PM

E Add new announcement

People and Groups Calendar
&/ Recycle Bin o 0§ Tite Location  Start Time End Time All Day Event
Casual Office: 15/12/2007 12:00 AM  15/12/2007 11:59PM  Yes
Done

E’\ﬂ;ﬁm
i j Add a new lbrary, lst, or web page to
this website.
——  EditPage
| / Add, remove, or update Web Parts on
#< | this page.
Site Settings
~§0F  Manage site settings an this site.

Links

a Saturn Aliance

a Sharepointinformation
a Sydney Morning Herald
a Hawaian Al

= Add new link

Quarterly goals -
1. Increase sales by 10%

2, Convert 10 new
prospects into customers

3. Boost revenues beyond
$ 1 million

i

' 5tart J & @ - J & Home - Subsite - Win... | & #ppiication Managem. .. | & Home - saturn Alli... | (B Command Prompt

[ 1 [ [ rusted ses

| L o volome (o)

[ESLTRE

| ]@| W 324 PM

To access the site settings for any WSS v3 site you must firstly be logged in as a WSS v3
owner or administrator. In the top right hand side of the screen, under the search area,
you will see Site Actions. Click this to display the drop down menu shown above. From
this menu select Site Settings. Remember, that each WSS v3 site can have its own
unique site settings but they are all accessed in the same way.
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ite Settings - Windows Internet Explorer = =] x|
(S [ hitp:jwin2003ert_Layoutsissttings. aspx (=] [ #2]| % [ [uive Search 2~
Fle Edt View Favories Tools Hep
T @ site settings | | i B -t v rPage - (iTools v 7

Saturn Aliance Sharepoint Demo

.m' Saturn Alliance Sharepoint Demo

ALLLANCE

E Sodal Club | Test

Saturn Alliance Sharepoint Demo > Site Settings

Site Settings

Site Information
Site URL:
Mobile Site URL:

ersion:

Users and Permissions Look and Feel

@ Peaple and groups @ Title, description, and icon

8 Site collection @ Tree view
administrators a Site theme.
& Advanced permissions a Toplnk bar

@ Quick Launch
a Save site as template

8 Reset to site definition

htta:fwin2003ent/

http: {/win2003ent/m/

12.0.0.603%

Galleries

o Master pages

8 Site content types
s Site columns

9 Site templates

o List templates

jeb Parts

8 Workflows

Site Administration

© Regional settings

@ Site libraries and lists
o Site usage report

o User alerts

| RSS

® Search visibility

5 Sites and workspaces
o Site features

© Delete this site

@ =

Welcome Sharepoint Administrator

| site Actions ~

Site Collection Administration
® Recyde bin

® Site collection features

© Site hierarchy

& Portl site connection

L]

distart| | (i} @ () | @ Home - subsie - win. . | & seplcation Maniagenn... |[ @ site Settings - win... @3 Cammand Prampt

'@ [/ Trusted sites

| 15 Mew Volume (D:)

IESUTRENY

| ]@| o, () sz P

Simply select the option that you require from the list presented. The above example
shows the site settings from a top level site, which is slightly different from sub-sites.
You will see a number of headings including: Users and Permissions, Look and Feel,
Galleries, Site Administration, and Site Collection Administration. Simply click on the

desired link.

/2 People and Groups - Windows Internet Explorer

=18l %]

@;: s v | ] hitp:win2003enti_layautsipeaple.asp?MembershipGraupld=s

(=] 42| [ uive search

File Edit View Favorites Tools  Help

e e (& People and Groups | |

%3 - B) - b~ s hPage - (iTods v 7

Saturn Alliance Sharepoint Demo

.ﬂ. Saturn Alliance Sharepoint Demo

ALLIANCE

| | Home,| socal Club

Test

@ =

Welcome Sharepoint Administrator =

Site Actions ~

Saturn Alliance Sharepoint Demo > People and Groups

People and Groups: Team Site Members

Groups.

Use this group to give people contribute permissions to the SharePoint site: Team Site

= Team Site Members New - Actions = | Settings -

View:  Detail View -

= Team Site Visitors
= Team Site Owners

) Name

Kevin Jones
= More...

AlPeople &
Site Permissions

x Nancy Wiliams

O w
r
r

View Al Site Content
Surveys
= Customer feedback

Pictures
» Images
Documents

= Polices

= Knowledge Base
Lists

» Calendar

= Tasks

= Suggestions

* Staff Detalls

Job Title

Warehouse Manager

Accounts Payable

Department

Production

Accounts

i)

Done

distart| | (i} @ () || @ people and Groups .. & application Hanagem... | & rrtermet Explorer can... | [ comand romp:

| 123 New Walume (D:)

[/ Trusted sites ESAE

| J| () 3EspM
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6.3 People and Groups

The People and Groups option will take you to the list of WSS v3 users for the site. Here

you can modify their permissions as well as add and delete users. For more information
see Chapter 15 — Security.

fj Site Collection Administrators - Windows Internet Explorer

=18l ]
@ 5~ [] hitp: ninz003ent_Jayoutsimngsiceadin, aspx =] #2 ]| % [ uive Search £~
Fle Edt View Favortes Tools Help
U5 & @ site Collection Administrators | | 3 - B - e - page - GiTodls - 7
Saturn Allance Sharepoint Demo Welcome Sharepoint Administrator = | @ 2]
.& Saturn Alliance Sharepoint Demo
ALLLANCE
Homed Social Club | Test
saturn Alliance Sharepoint Demo > Site Settings > Permissions > Site Collection Administrators
Site Collection Administrators
Use this page to 2dd and remove site collecton administrators.
site Collection Administrators Sharenoint Administrator
Site Collection Administrators are given full control over all Web sites in the site
collection. They may also receive site use confimation mail. Enter users
separated by semicolons.
8w
oK Cancel
Done 0T [ Trustedsices [ -
iistart] | (2} @& | || € site collection adm... & appication Hanagem. . | & trtsimet Explorer can... | [ Command Fromp: | 9 riew vokme 13 | | | () aarm

6.4 Site Collection Administrators

A site collection administrator has full rights over all the WSS v3 sites in a particular
collection. Using this option you can set who has full control over all the web sites. A
Site Collection Administrator does not necessarily have to be a network domain

administrator. Simply type in the desired name or network login to the box or use the
look up option to select users from your network.

This option may be necessary after you have migrated your WSS v3 site from one
security arena to another (i.e. from one domain to another). In that case, the old Site

Collection Administrator may still be pointing to an old network user. Simply make the
change here to allow access for the current domain.
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/2 Permissions: Saturn Alliance Sharepaint Demo - Windaws Internet Explorer M|
(S [ hitp: ffwinz003entj_Jayoutsjuser aspx (=] [ #2]| % [ [uive Search 2~
Fle Edt View Favories Tools Hep

% &7 @ Fermissions: Saturn Alliance Sharepoint Demo

i - B) - - pege - (G Teds - 7

Saturn Aliance Sharepoint Demo

.m' Saturn Alliance Sharepoint Demo

ALLLANCE

| |Home,| socal Ciub

Test

®

Welcome Sharepoint Administrator

Site Actions ~

saturn Alliance Sharepoint Demo > Site Settings > Permissions

Permissions: Saturn Alliance Sharepoint Demo

Groups Use this page to assign permission levels to users and groups. This is 2 top-level Web site.

= Team Site Members Newi=lpActions = Setings i

* Team Site Visitors (u] ) Users/Groups Type User Name Permissions

* Team Site Quners [ TeamSite Members SharePoint  Team Site Members Contribute

= More... Group

All People (m] Team Site Owners sharePoint Team Site Onners Full Control
Group

Site Permissions - Team Site Visitors sharcPaint  Team Site Visitors Read
Group

View Al Site Content
Surveys

= Customer feedback
Pictures

= Images
Documents

= Policies

= Knowledge Base
Lists

= Calendar

= Tasks

= Suggestions

» Staff Detalls

K]

Done

[/ Trusted sites ESAE

'/ start J@ @ ) J ] issions: Satur.. | & Application Managem, |

(& Irternet Explorer can,., | & Command Prompt

| 1) New Wolume (D:)

| J| () 3EspM

6.4 Advanced Permissions

This option is the same as selecting the Site Permissions options from the Quick Launch
Bar on the left of the screen. Here you can define and modify the existing Permissions
for WSS v3 groups. For more information about using this see — Chapter 15 — Security.

le, Description, and Icon - Windows Internet Explorer =12 x|
D i Sl s
@:: s v | ] http:win2003enti_layoutstprisetng.aspx (=] 42| [ uive search )

File Edit View Favorites Tools  Help

e e (& Title, Description, and Icon

%3 - B) - b~ s hPage - (iTods v 7

Saturn Alliance Sharepoint Demo > Site Settings > Title, Description, and Ican

Title, Description, and Icon

Title and Description

Type 2 title and description for your Web site. The titie is displayed on each page in the
site. The description is displayed on the home page.

Description:

Saturn Allance Sharepoint Demo Welcome Sharepoint Administratar - B
.ﬂ. Saturn Alliance Sharepoint Demo
ALLIANCE
Home,| SocalClub  Test Site Actions ~

Logo URL and Description URL:

[This is a Sharepoint demonstration site
created by Saturn Alliance.

1

Assodiate a lago with this site by entering the URL to an image file. Add an optional
deseription for the image. Note: IF the e location has a local relative address, for
example, /_layouts/mages/logo.aif, you must copy the graphics fle to that location on
each front-end Web server.

Click here to test

[d:\data\images\saturnalliance.jpg

Enter a description (used as alternative text for the picture):

|

L |

oK. Cancel

L]

Done

|
distart| | (i} @ () || @ ritle, Description, a.. @ application Hanagem... | & rrtermet Explorer can... | [ comand romp:

| 123 New Walume (D:)

[/ Trusted sites ESAE

| J| () 329pM
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6.5 Title, Description and Icon

With this option you can change the Title and Description

of the WSS v3 site which

appears in the upper left of the site. You also have the option to change the WSS v3 logo
that appears in the upper left of the site by default. You can either select an image that
is locally stored on the WSS v3 site or is available on the Internet. Remember that for
the image to display for all users it needs to be accessible by all users as well.

/2 Tree view - Windows Internet Explorer

NEIES
@_t\ ~ [ ] hitp: ninz003ent_Jayoutsinavoptions.aspx =] #2 ]| % [ uive Search £~
Fle Edt View Favortes Tools Help
W @ Tree view | | i - B -t v rpage - (iTools v 7
Saturn Allance Sharepoint Demo Welcome Sharepoint Administrator = | @ 2]
Saturn Alliance Sharepoint Demo
ALLLANCE
Homed Social Club | Test
saturn Alliance Sharepoint Demo > Site Settings > Tree view
Tree view
Manage this site's left navigation panel.
Enable Quick Launch
Specify whether the Quick Launch should be displayed to aid navigation, The Guick [@ Frizfredeos
Launch displays site content in a logical marner.
Enable Tree View . §
Specify nhether a tree view should be displayed to aid navigation, The e view [l Eneble Tree View
displays site content in a physical manner.
oK cancel
Done 0T [ Trustedsices [ -
' 5tart J & @ - J & Tree view - Windo... | @ Application Managem. .. | (& Trternet Explorer can, ., | [ Command Prompt: | [ New Walume (D1} | J | () a=armM

6.6 Tree View

By default, tree navigation of a WSS v3 site is turned off. You can enable it by selecting
the Enable Tree View option. You will also see that this option allows you to turn off the
Quick Launch menu that appears by default on the left hand side of WSS v3 sites.
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f‘ Home - Saturn Alliance Sharepoint Demo - Windows Internet Explorer = =] x|

@:\/ ~ [] hitp: fninz00sentjdefault, aspx (=] [ #2]| % [ [uive Search £~
fle Edt Yiew Favorites Tools Help
5% 47 @ Home - Satum Allance Sharepoint Dema | | 3 - B - b v rpage - iTodls v 7
— o Quarterly goals M -]
LTECEIS Please welcome Nancy 21/11/2007 1:56 PM 1. Increase sales by
* Team Discussion by Sharepeint Administrator 109
Mancy Williams has just commenced in our accounts department. Please stop by and intreduce yourself to o
Sites her and welcome her to our business.
= Sodial Club o e " 2. Convert 10 new
u Test new annauncement prospects into
People and Groups: Ccalendar - customers
Site Hierarchy o0 g Tite Location ~ Start Time End Time Al Day Event 3. Boost revenues
@ #§ Social Club Casual Office 15/12/2007 12:00 AM  15/12/2007 1L:58PM  Yes beyond $ 1 million
B Test Friday
3 Folides Christmas 25/12/2007 12:00 AM  25/12/2007 11:59PM  Yes
) Tmages Day Suggestions -
|8 Arnouncements I;:bert Overseas  25/12/2007 12:00 AM  27/01/2008 1L:59PM  Yes Addmapto  22/11/2007 10:47 AM
[ Calendar Holdays ,‘]’;"""E""‘E
[l paily reception tasks Boxing 26/12/2007 12:00 AM  26/12/2007 11:59PM  Yes Robert Crane
Day Why can't we have a link to somethiny
[E3] Knonledge Base v g
like Google Earth on our web site that
Bl ks Gffice 27/12/2007 12:00 AM  30/12/2007 1L:SSPM  Yes shows costomers exaclly hon they can
S staffoetais dosed gethere? I think it worl certainly meke
= ) New 1/01/2008 12:00 AM  1/01/2008 11:53PM  Yes things easier.
&9 suggestions Year's
P Dar & Add new announcement
Tasks y
@ ] Team Discussion Australia 26/01/2008 12:00 AM  26/01/2008 1L:SSPM  Yes
[ Customer feedback Dey
& Add new event
12] Recycle Bin
[0 [ [T [ [ mrusted ses ESAE
'/ start J @ @ J & Home - Saturn Allia... (& Application Managern... | (& Interner Explorer can.., | [ Command Frampt | 33 New wWalume (D) | J | ) 3z9pM

After selecting the option to enable the Tree View of the WSS v3 site and returning to
the home page you will notice at the bottom of the Quick Start menu on the lower left
of the window that a Site Hierarchy area appears. This displays the WSS v3 as a tree
which allows you to see all the content of the WSS v3 site and how it is structured. You
can also navigate the site via this tree display simply by clicking on the location you

desire.

te Theme - Windows Internet Explorer =12 x|

ALLIANCE

@;t ) v | ] hitp:winzo03enti_layautsithemeneb.aspx (=] 42| [ uive search Pl
File Edit View Favorites Tools  Help

W @ ste Theme | | - B -~ o bpage - (GiTodks - 7
Saturn Alliance Sharepoint Demo Welcome Sharepaint Administrator = =

.ﬂ. Saturn Alliance Sharepoint Demo

jtiomey Social Club | Test Site Actions ~

Saturn Alliance Sharepoint Demo > Site Settings > Site Theme

Site Theme

Use this page to change the fonts and color scheme for your site. Applying a theme does not affect your site's layout, and wil not change any pages that have been
individually themed.

Select a Theme

Belltown
Breeze
Cardinal
Citrus
Classic

Granite

Obsidian
Petal
Plastic
Reflector
Simple
erdant
Vintage
Wheat

Preview

Done

'/ start J @ @~ J (& site Theme - Wind... & Application Managrn... | (@ Interner Explorer can.., | [ Command Frampt | 33 New wWalume (D) | J | ) 3@0pM

hd]
- 4

[T T T T [ [ trustedsites [ 1004
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6.7 Site Theme

Using this option allows you to select from a number of different site themes. This is an
extremely handy option when you have created a number sub-sites in WSS v3. It is a
best practice recommendation to choose a different theme for each sub site so that it
can easily be identified by users.

{2 site Theme - Windows Internet Explorer _[=] x|
@_\-‘f/ )~ [ hitp:iwinz003ent_Jayoutsithemeneb, aspx = 42| x| [rvmsearcn ol

Fle Edt View Favories Tools Hep
W @t Theme | |

Saturn Aliance Sharepoint Demo

i - B - - rpege - (GTeds - 7

Welcome Sharepoint Administrator = | @ A1

Saturn Alliance Sharepoint Demo
ALLLANCE
Homed Social Club | Test

saturn Alliance Sharepaint Demo > Site Settings > Site Theme

Site Theme

Use this page to change the fonts and color scheme for your site. Applying a theme does not affect your site's layaut, and will not change any pages that have been
indvidually themed.

Select a Theme

Belltown
Breeze
Cardinal
Citrus
Classic

Default Theme
Granite

Reflector
Simple
verdant
Vintage
Wheat

Preview

il
" Trusted sites E100% -
v

' 5tart J & @ - J & site Theme - wind... | @ Application Managem. . | (& Trternet Explorer can, ., | [ Command Prompt: | [ New Walume (D1} | J | (5 am0eM

oore T

To see a preview of any theme simply click on that theme and the preview on the left
will change. When you have found a suitable theme simply press the OK button to apply
that theme to the whole site (excluding sub-sites). You can return at any point and
change the theme again as required.
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/2 Top Link Bar - Windows Internet Explorer

T
@_\‘f/ ~ [&] hitp: frinz003ent_Jayoutsftopnay.aspx (=] [ #2]| % [ [uive Search £~
fle Edt Yiew Favorites Tools Help
T & e [ | B - - e Gk
Saturn Allance Sharepoint Demo Welcome Sharepoint Administrator + | @ 2]
I@! Saturn Alliance Sharepoint Demo
ALLLANCE
Homey Social Club | Test
saturn Alliance Sharepoint Demo > Site Settings > Top Link Bar
Top Link Bar
Use this page to specify the links that appear in the top link bar of the site.
=i New Link | [Edchange Order
5 Home
[# sodal Club
3 Test
Done [T T T T [ [ trustedsites ESAE
distart| | (2} @ (. || € Top Link Bar - Wind... & applcation Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 33LeM

6.8 Top Link Bar

Every time you create a sub-site you are given the option of whether you also want to
automatically create a link in the top link bar. These links appear like tabs across the top
of the WSS v3 site just under the site name and logo in the top left of the screen. Using
this option it is possible to not only add additional links but also change the order in

which they appear.
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{2 New Link - Windows Internet Explorer = =] x|

w ~ [] hitp: fninz003entj_Jayoutsinennar. aspx7Farentid=1002

Tl 21 [ove e

28

fle Edt Yiew Favortes Tools  Help

A @renlink | |

i B -t v rPage - (iTools v 7

Saturn Aliance Sharepoint Demo

.ﬂ Saturn Alliance Sharepoint Demo

ALLLANCE

| Homey] sodal Ciub | Test

Viekcome Sherepaint Adminstrator - | @ =1

saturn Alliance Sharepoint Demo > Site Settings > Top Link Bar > New Link

New Link

Type the Web address:

[http: /7
Type the description:

_ok | coed |

pore [Ri

& start J @ @&~ J (& New Link - Window... (& Diagnostic Lagaing - ... | & Internet Explorer car\.‘.l & Command Prampt

[ [@ ] Trusted stes

| 15 Mew Volume (D:)

ESAE

| ]@| oL Lapm

To add a link, simply click the New Link option from the menu bar. On the following
screen simply enter the details for the link. Remember that the link can be any URL, that
is, one that points to an existing location on WSS v3 or to any valid location including

Internet web sites.

= Top Link Bar - Windows Internet Explorer =12 x|

% + ] hitp: fiwinz003enti_layoutsitrreard.aspx

=l )< fove soaen

(=[]

File Edit View Favorites Tools  Help

Ty e (& Top Link Bar | |

%3 - B) - b~ s hPage - (iTods v 7

Saturn Alliance Sharepoint Demo

.ﬂ Saturn Alliance Sharepoint Demo

ALLIANCE

| tiomey] socalCub | Test

Welcome Sharepoint Administrator ~ | =

Site Actions ~

Saturn Alliance Sharepoint Demo > Site Settings > Top Link Bar > Change Order

Top Link Bar
Use this page to specify the order of the links that appear in the top link bar.
Link Order Link Name
Home
Sodial Club
Test

ok | e |

Done [

distart| | (i} @ (. || € Top Link Bar - win.. (& Disgnostic Logang - ..

| (& Inkernet Explorer car\.‘.l & Command Prampt

[ [ [ Trusted sices
| |23 Hew Volume (D)

ESAE

| ]@| o LsPm
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To change the order in which the links appear across the page select the Change order
option from the menu bar. On the following screen change the Link Order values to

rearrange how you wish them to appear across the page. Press the OK button when
complete.

2 Quick Launch - Windows Internet Explorer

@_‘\ )+ [ titps mine0msenty Jayoutsiauinch,sspe

File Edt Yiew Favorites Tools  Help
P 4 @ ouickLaunch | |

Saturn Aliance Sharepoint Demo

w1 #2 | X [ fuive Search £~
|

3 - B - e - 2 Page - GiTodls - 7

Welcome Sharepoint Administrator ~ | @ ]
Saturn Alliance Sharepoint Demo
ALLLANCE
Homey Social Club | Test

S actons |

saturn Alliance Sharepoint Demo > Site Settings > Quick Launch

Quick Launch

Use this page to change the links and headings in the Quick Launch.

=i New Link | = New Heading | Ebchange Order

[# Surveys
[ Customer feedback

[ Pictures
3 Images

[} Documents
[5# Policies
[ Knowledge Base

3 Lists
[ Calendar
[ Tasks
5 Suggestions
[ staffDetals
(53 Daily reception tasks

_—— hd]
Done

[0 [ [T [ [ mrusted ses ESAE
distart| | (2 @ (. || € Quick Launch - win.. @& application Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 33LeM

6.9 Quick Launch

The Quick launch is the menu that appears by default down the left hand side of a WSS
v3 site. Selecting this option will allow you to modify the settings for this.

To modify the location of where any of the links point simply click on the edit icon in
front of any item and change it.

To create a new link simply click on the New Link option from the menu bar and enter
the appropriate URL details.

To create a new heading under which the links will appear simply press the New
Heading option from the menu bar.
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JNETES|

w ~ [&] hitp: fwinz003ent_Jayoutsidreard.aspx =] \E\ \z\ [Live Search |0~

fle Edt Yiew Favortes Tools  Help

P 4 @ ouickLaunch | |

3 - B - b+ iFPage - GiTeols + 7

[ iomey] sodal Ciub | Test

Saturn Alliance Sharepoint Demo > Site Settings > Quick Launch > Change Order

Quick Launch

Use this page to specify the order of the links that appear in the Quick Launch.
1 x| surveys
1]=] Customer feedback

27| pictures
1= images

3 x| Documents
1 x| Polices

2= Knowledge Base
4=] usts

1 x| Calendar

2 w| Tasks

3 =] Suggestions

4 »| staff Detais
[S= iy reception tasks

5 x| Discussions

1 x| Team Discussion

6 x| sites

17| Sodal Club
27| Test

Done

distart| | (2} @ |~ || € Quick Launch - Win... (& Disgnostic Logang - .. | (& Internet Exp\arercar\.‘.l &8 Command Prompt | |23 Hew Volume (D) | | @| L) Lz 1

[ [ [ @] mrusted stes ESAE

To change the order in which the links appear in the Quick Launch area simply click the
Change Order option from the menu and adjust the position, via a pull down, according

to the numbers.

{2 Save Site as Template - Windows Internet Explorer TS|

% + ] hitp: fiwinz003enti_layoutsisavetnpl.aspx =l \E‘ ‘Z‘ [ive Search ‘E]

File Edit View Favorites Tools  Help

e e (& save Site as Template | |

% - B - o= - s rpage - (i Took -+ 7

ALLIANCE

Saturn Alliance Sharepoint Demo

.ﬂ Saturn Alliance Sharepoint Demo

| tiomey] socalCub | Test

Welcome Sharepaint Administrator = | o

Site Actions ~

Saturn Alliance Sharepoint Demo > Site Settings > Save as Template

Save Site as Template

Use this page to save your Web site as a site template. Users can create new Web sites from this template,

File Hame File name:
Enter the name for this template file. |

Name and Description TR
The name and description of this template will be displayed on the Web site template
picker page when users areate new Web sites.

Template description:

L 1]

Include Content [T indude Content
Indude content in your template if you want new Web sites created from this template
to incude the contents of al lists and document libraries in this Web site. Some
customizations, such as custom warkflows, are present in the template orly if you
choose to include content. Induding content can increase the size of your template.

Caution: Item security is not maintained in a template. If you have private contentin
this Web site, enabling this option is not recommended.

Lok | e |

Done

distart| | (i} @ (. || @ save site as Templ.. & application Managem... | (@ Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 33t 1

[0 [ [T [ [ mrusted ses ESAE

6.10 Save site as a template
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There a number of reasons that you may wish to save the existing site as a template.
Firstly, if you have done a lot of customization to the site or you wish a standard to be

maintained across your site then you can save what you have created and re-use it
when you create a new sub-site.

A second reason to create a site template would be if you are planning to move a site to
another location as part of a migration. If you select the option to Include content, then
provided the data doesn’t exceed 500MB you can move the entire site and all its data to
another location.

Finally, once you save a site as a template you can not only use it within the same site as
discussed above but, via the Site Galleries, you can save the site template (and data) to
another WSS v3 site. This is very handy if you are migrating or looking to standardize
across different WSS v3 servers. See Chapter 7 — Migration and Upgrades for more
information.

For information about site templates see Chapter 10 — Templates.

£ Reset Page ta Site Definition Yersion - Windows Internet Explorer TR
@jq o v ] hitp:pwinzoo3enti_layoutsireghast aspx (=] 42| [ uive search Pl
File Edit View Favorites Tools Help
N = »
vy dhr (& Reset Page to Site Definition Yersion | | - [ - i=h ~ b pPage ~ (0 Tooks ~
Saturn Aliance Sharepoint Demo. Welcome Sharepoint Admiristrator = | @ =],
Saturn Alliance Sharepoint Demo
ALLIANCE
Homey| SocalClub | Test
Saturn Alliance Sharepoint Demo > Site Settings > Reset Page to Site Definition Version
Reset Page to Site Definition Version
Reset to Site Definition & Reset specific page to site definition version
If you want to remove 2l customizations from a page (such as changes to Web Part
) . Local URL for th
2ones or text added to the page) you can use this feature to reset to the version of o LLClss
the page induded with the site definition. [
Example: htip: fserversite default.aspx
You can reset a single page within your site to use the version of the page induded in
the site definition, or you can reset all pages. € Reset all pages i this site to site definition version
Caution: When you reset to the site definition version, you wil lose all customizations.
mace to the curment version of the page. No backup copy of the page wil be made
before the page is updated, and no new version is created.
Reset Cancel
Done 0 T[T Trustedsices [*m0w -
Wistart| | (G @& (- |[@resctragetoste.. @ Applcation Managam.., | @ internek Explorer can... | @ Command Prompt | [ New Wolume (D) | | @ 3atem

6.11 Reset page to site definition version

If you want to remove all customizations from a page (such as changes to Web Part
zones or text added to the page) you can use this feature to reset to the version of the
page included with the site definition.
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You can reset a single page within your site to use the version of the page included in
the site definition, or you can reset all pages.

When you reset to the site definition version, you will lose all customizations made to

the current version of the page. No backup copy of the page will be made before the
page is updated, and no new version is created.

/2 Master Page Gallery - Windows Internet Explorer EET
@;t )~ [&] hitp: fvinz003enti_catalogsimasterpage/FormsfAlltems, aspx =] #2 ]| % [ uive Search £~

fle Edt Yiew Favortes Tools  Help

U G @ Master Page Galery | |

Saturn Aliance Sharepoint Demo

i - B - - rpege - (GTeds - 7

Welcome Sharepoint Administrator = | @ A1

[This List =] P

Saturn Alliance Sharepoint Demo

ALLLANCE
Homed Social Club | Test
— saturn Alliance Sharepoint Demo > Master Page Gallery
=" Master Page Gallery
View All Site Content Use the master page gallery to store master pages. The master pages in this gallery are avaiable to this site and any sites undemeath it.
Surveys New -~ | Upload ~ | Actions ~ | Settings ~ View: All Master Pages +
0 B (i s Name Mocified Modified By Checked Out To
Pictures H]  defauitmaster 27/02/2007 3:26 PM Sharepoint Administrator
» Images
Documents
» Polcies

= Knowledge Base
Lists

= Calendar

= Tasks

® Suggestions

» Staff Detalls

= Daly reception tasks
Discussions

» Team Discussion
Sites

* Sodial Cub

= Test

People and Groups.

il
" Trusted sites E100% -
v

i start J & @ - J & Master Page Galler... & Application Managem. .. | (& Trternet Explorer can, ., | [ Command Prompt: | [ New Walume (D1} | J | ) ameM

oore T

6.12 Master Page Gallery

Master pages control the look and feel of all the pages in you WSS v3 site. It is possible
to base your site on a number of different Master pages for a different user experience

in different locations. In this gallery you can upload and maintain the list of pages on
which your site is based.
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/2 Site Content Type Gallery - Windows Internet Explorer METES|
@_“ ~ [ ] hitp: fninz003ent_Jayoutsimngetype, aspx (=] [ #2]| % [ [uive Search £~
fle Edt Yiew Favorites Tools Help
TP & @ site Content Type Galery | | Fi - B - - page - ) Tacks -
Saturn Allance Sharepoint Demo Vielcome Sharepoint Administrator = | @ 2
.@' Saturn Alliance Sharepoint Demo
ALLLANCE
Home,| SocialClub | Test
saturn Alliance Sharepoint Demo > Site Settings > Site Content Type Gallery
Site Content Type Gallery
Use this page to areate and manage content types deciared en this site and all parent sites. Content types visible on this page are avalable for use on this site and its
subsites,
=i Create Show Group: [All Groups -
Site Content Type Parent Source
Document Content Types
Basic Page Document Satumn Allance Sharepoint Demo
Document Item Saturn Allance Sharepoint Demo
Dublin Core Columns Document satun Allznce Sharepoint Demo
Form Document Saturn Allance Sharepaint Demo
Link to a Document Document Satumn Allance Sharepoint Demo
Master Page Document Saturn Allance Sharepoint Demo
Picture Document satun Allance Sharepaint Demo
Web Part Page Basic Page Satumn Allance Sharepoint Demo
Folder Content Types
Discuission Folder satun Allznce Sharepoint Demo
Folder Ttem Satun Allance Sharepaint Demo —
List Content Types
Announcement Item Saturn Allance Sharepoint Demo
Contact Item satun Allznce Sharepoint Demo
Far East Contact Ttem Satumn Allance Sharepoint Demo
Issue Item Satumn Allance Sharepoint Demo -
Done [T T T T [ [ trustedsites ESAE
distart| | (2} @ (. || € site Content Type .. & application Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 3P

6.13 Site content types

A content type is a reusable collection of settings defined in WSS v3. These enable you
to manage the metadata and behavior of a document or item types in a centralized,
reusable way. Because content types can be defined independently of any specific list or
document library, you can make a given content type available for the lists on multiple
WSS v3 sites. This enables you to centrally define and manage the types of content you
store in your site collection. For example, you could use a specification content type to
ensure that all software specifications track the same metadata, even if those

specifications are stored across multiple sites.

Site content types can contain a number of elements:

Document Template — Specifically related to content that may contain standard

settings such as headers and footers.

Columns — used for storing metadata about the specific content. Whenever

content is created these columns will be visible.

Workflows — These are predetermined actions that content will complete to help

improve efficiency and standardization.

Policies — affect a document based on specific content type.
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ontent Type - Windows Internet Explorer = =] x|

m ~ [ http: ininzn03enti_layouts{ManageContent Type  aspx?ctype=0x0104850urca=http®3A 12 2P winZ000ent u2F oS Flayol || #3| X| [Live Search |0~

Eile Help

SF &7 @ cContent Type
“ﬁ Saturn Alliance Sharepoint Demo

E Social Club | Test

saturn Alliance Sharepoint Demo > Site Settings > Site Content Type Gallery > Site Content Type

Site Content Type: Announcement

Edit View Favorites  Tools

3 - B - i - |2 Page - (G Tooks +

Al
[_stee Acton: -

Site Content Type Information

Name: Announcement
Description: Create anew news item, status or other short piece of information.
Parent: Item
Group: List Content Types

Settings

@ Name, description, and group

a Advanced settings

a Workflow settings
@ Delete this site content type

Columns

Name Status Source
Title
Body

Expires

Type

Single line of text Required Item
Multiple lines of text

Date and Time

Optional
Optional

a Add from existing site columns
a Add from new site column
a Column order

[/ Trusted sites ESAE

| J| ) 3E2PM

pore I I I

'/ start J @ @ J /& Content Type - Win... & Application Managen... | (& Interner Explorer can.., | [ Command Frampt | | New walume (D:)

You can create a new content type by clicking on the Create option in the menu bar or
edit an existing type by clicking on the content type from the list below.

JSETE|

(=[]

% - ) - &= - b page - G Tooks +

Welcome Sharepaint Administrator = | o

Site Column Gallery dows Internet Explorer

% + ] hitp: fiwin2003enti_layautsimnfield.aspx

Edit

=l )< fove soaen

File Help

Ty e (& site Column Gallery | |

Saturn Alliance Sharepoint Demo

.ﬂ Saturn Alliance Sharepoint Demo

| tiomey] socalCub | Test

Saturn Alliance Sharepoint Demo > Site Settings > Site Column Gallery

Site Column Gallery

Miew Favarices  Tocls

Use this page to manage columns on this site and all parent sites.

|E;- Create Show Group: [All Groups

=l

Site Column

Base Columns

Type

Source

‘Append-Cnly Comments Multiple lines of text Saturn Aliance Sharepoint Demo
Categories Single line of text Satum Aliance Sharepaint Demo
End Date Date and Time Saturn Alliance Sharepaint Dema
Language Choice Saturn Aliance Sharepoint Demo
Start Dat= Date and Time Saturn Aliance Sharepoint Demo
URL Hyperink or Picture saturn Alliance Sharepaint Dema

Workflow Name
Core Contact and Calendar Columns
Address
Anniversary
Assistant's Name
Assistant's Phone
Birthday
Business Phane
Business Phone 2
Callback Number
Car Phone

Single line of text

Multiple ines of text
Date and Time.
Single line of text
Single line of text
Date and Time
Single line of text
Single line of text
Single line of text
single line of text

Saturn Aliance Sharepaint Demo

Saturn Aliance Sharepoint Demo
Satur Aliance Sharepaint Demo
Saturn Aliance Sharepoint Demo
Saturn Aliance Sharepoint Demo
Saturn Aliance Sharepaint Demo
Satur Aliance Sharepaint Demo
Saturn Aliance Sharepoint Demo
Saturn Aliance Sharepoint Demo
Satum Aliance Sharepaint Demo

Done

distart| | (i} @ (. || @ site Column Galler... | @ applcation Hanagem

| (& Inksrmet Explorer can.,

B Command Prampt

[ [EE [ Trusted ses

| 123 New Walume (D:)

ESAE

| J| () 3:E3pM
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6.14 Site Column Gallery

A site column is a reusable column definition, or template, that you can assign to
multiple lists across multiple WSS v3 sites. Site columns decrease rekeying and helps
ensure consistency of metadata across sites and lists. For example, suppose you define a
site column named Customer. Users can add that column to their lists, and reference it
in their content types. This ensures that the column has the same attributes, at least to
start with, wherever it appears. Much like site content types, you define a site column at
the site level, independent of any actual list or content type.

When you add a column to a list, WSS v3 copies the site column locally onto the list as a

list column. You can then make changes to the list column; these changes apply only to
the column as it behaves on that list.

You can also create your own list columns, directly on a list. Either way, list columns
apply only to the list to which you add them; they cannot be added to multiple lists.

{2 Change Column - Windows Internet Explorer =S|

@jq o v ] hitp:win2o03enti_layoutsidedic I =9%2F % Frnfield2EaspxearFikerse ™ | |44 | K| [Live search P~

File Edit View Favorites Tools Help

W & @ change Column | | %5 - B) - =~ rpage - (iToos - 7
[ SmETLaEd -
ALLIANCE —I

Homey Social Club | Test

Saturn Alliance Sharepoint Demo > Site Settings > Site Column Gallery > Edit Column

Change Site Column: Saturn Alliance Sharepoint Demo

Use this page to edit 3 site column

tiame Column name:

Type & name for this column.
The type of information in this column is:
Single line of text

Group

Put this site column into:
Specify a site column group. Categorizing columns inte groups will make it easier for
users to find them. ¥ Existing group:
[Core Contact and Calendar Columns x|
€ New group:

Additional Column Settings Desaription:

Specify detailed options for the type of information you selected il

Update Lists

Update all list columns based on this site column?
Specify whether all lists using this site column should be updated with the settings on @ v
this page. This operation can take a long time, and any customizations made to child v 9 =
list columns will be lost.

Delete | ok | concel | -
one [T

| [ Trusted sites [*m0w -

' 5tart J & @ - J & Change Column - ... @ Application Managem. .. | (& Trternet Explorer can, ., | [ Command Prompt: | [ New Walume (D1} | J | ) ameM

You can create a new site column by clicking on the Create option from the menu bar.
To edit an existing site column simply click on the entry from the list listed below.
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CIAOPS Supportweb

|

&4 c1noPS Supportweb

Homey Glog  Default Templates  Site AdminTemplates | Server Admin Templates

CIAOPS Supportweb > Site Template Gallery

Site Template Gallery

Welcome kbuser - | @ 4]

[This List =] 2

View Al Site Content.
Surveys

= Site Feedback

= Vour SBS
Pictures

= Logos
Documents

* SitaFAQs

» Documents

= General Knowledge
Base

» Brodures

* Book Reviews

Lists

* Calendar

» Business Directory

* Knowledge Base
Artides

* Donrloads - Miosoft

- 585 -Links

» Sharepoint -Links

* Utity - Links

= Training - Links

* Videos -Links

» Feadback

+ Supplier Contacts

= General
Announcements

= Subscriber
Announcements

= Recommended Reading
Discussions
= Team Discussion

Sites.

= Defauit Templates

Meke a template available for use i Web site creation by adding It o this galery. The tempiates in this galery are avallable to this ste and al ites under it, Defoult site templates are not shown.

Upload + | Actions v | Settings * Vew: DefaultView  +
Name Title Modified Language
BoardDirectors T3 Board of Directors 13/02/2007 4:55 P Englsh
BusinessPerformance [} Business Performance Reporting 11/02/2007 4:58 PM English
CaseManagement 3 Case Management for Government Agendies 13/02/2007 459 P Englsh
GassroomManagement 3 Classroom Management 11/02/2007 4:59 PM Engish
CinicalTrial 3 Cliical Trial Intistion and Management 130242007 5:00 PM Englch
CompetitiveAnalysis 3  Competitive Analysis Site 11/02/2007 5:00 PM English
DiscussionDatabase [ Discussion Database 11/02/2007 5:01PM English
Disputedinvoice [53  Disputed Invoice Management. 11/02/2007 5:01 PM English
Employesactvites 3 Employee Actvities Ste 130242007 5:02PM Englch
EmployeeBenefits T3  Employee SeifService Benefits 11/02/2007 5:02 P11 Englsh
EmployeeTraining 3 Employee Training Schediing and Materials 11/02/2007 5:02 PM English
EquityResearch [ EquityResearch 11/02/2007 5:03 PM English
MerufacturingProcess 3 Manufacturing Process Management 13/02/2007 5:03 PM Engish
MarketingCampaign T  Integrated Marketing Campaign Tracking 11/02/2007 5:03 P Englsh
NewStoreOpening [} New Store Opening 11/02/2007 5:04PM English
ProductPlanning 3 Product and Marketing Requirements Planring 11/02/2007 5:04 P11 Englsh
RequestForProposal 3 Requestfor Proposal 13/02/2007 5:04 PM Engish
SportsLeague 3 sportsLeague 110242007 5:05 PM Engich
Tesmiorksite [J  TeamWorksite 11/02/2007 5:05 PM English
TimecardManagement [  Timecard Management 11/02/2007 5:06 PM English

e

«/ Trusted sites | Protected Mode: Off & [Rwo% -
)

6.15 Site template gallery

When you create a site template in WSS v3 it will be stored here. It is also possible to
import templates from other locations that can be used in a WSS v3 site. For more

information about working templates see Chapter 10 — Templates.

To edit or download an existing template, simply click on the name of the template. To
import additional templates click on the Upload option from the menu bar.
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2 List Template Gallery - Windows Internet Explorer

mEIET
@:\/ ~ [ ] hitp: fninz003ent_catalogsfkiForms/Alltems, aspx (=] [ #2]| % [ [uive Search £~
Fle Edt View Favories Tools Hep

TF A Lt Tenplate Gallery | |

i - B - - pege - (G Teds - 7
Saturn Allance Sharepoint Demo

Welcome Sharepoint Administrator ~ | @ 21

[This List =] P
.m' Saturn Alliance Sharepoint Demo

ALLLANCE

jgiomey Socal Club | Test

j saturn Alliance Sharepaint Demo > List Template Gallery

List Template Gallery

S actons |

View Al Site Content.

Make a template available for use in st creation by adding it to this galery. The templates in this gallery are available to this site and al stes under it. Default st templates
are not shown.

Surveys

= Customer feedback Upload | Actions v Settings * Vview: | All Templates
Name Modified Title Language Product ersion  Feature ID

Pictures

e There are no items in this view of the List Template Gallery. To add a template, dick "Upload” above.

Documents

= Policies

» Knowledge Base
Lists

= Calendar

® Tasks

» Suggestions

= Staff Details

= Dally reception tasks
Discussions

= Team Discussion
Sites

= Social Cub

= Test

People and Groups =l
Cone

[T T T T [ [ trustedsites ESAE

distart| | (2} @ (. || @ List Template Galle.. & application Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 33PM

6.16 List Template Gallery

Much like the site template gallery discussed above, the List Template gallery displays all
the List Templates that you have created in your WSS v3 site. When you create a new
list, the additional templates that you have saved on your site will appear in the Custom

Lists section. This allows you to create a new listed based off an existing template,
thereby ensuring consistency.
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,f;‘- Web Part Gallery - Windows Internet Explorer _|® 5I
@: - Ig‘ http:ffwinz003ent)_catalogs/wpFormsfalltems, aspyx j 3 (| ILive search D~

File Edit ‘iew Fawvorites Tools Help

Wk (& web Part Gallery | | 0~ By v o v [k Page v (G Took - >
Saturn Alliance Sharepoint Demo Welcome Sharepoint Administrator = @ =
| This List =] ‘ P‘
Saturn Alliance Sharepoint Demo
ALLIAMNCE
Homeg Socal Club  Test [ Site Actions - |

Saturn Alliance Sharepoint Demo > Web Part Gallery

| fi'ﬂ Web Part Gallery

View All Site Content Use this Web Part Gallery to store and retrieve Web Parts. The Web Parts in this gallery are available to this site and all sites under it. To preview a Web Part, dick its title.

Surveys =i New Upload = | Actions ~ | Settings - view: All Web Parts -

b @iy (i i Web Part Modified Modified By Group

Pictures = MSContentEditor.dwp A 27/02/2007 3:27PM Sharepaint Administrator

= Images ﬂ MSImage.dwp _j 27/02{2007 3:27 FM Sharepoint Administrator

Documents 2] M5Members.dwp A 27/02/2007 3:27PM Sharepoint Administrator

» Policies = MSPageViewer.dwp A 27/02/2007 3:27PM Sharepoint Administrator

= Knowledge Base :!] MSSimpleForm. dwp ::3 27/02/2007 3:27PM Sharepoint Administrator

Lists = MSUserDocs. dwp A 27/02/2007 3:27PM Sharepoint Administrator

pleari ﬂ MSUserTasks.dwp _j 27/02/2007 3:27 PM Sharepoint Administrator

: ;i;l;seshons :‘] MSXml. dwp A 27/02/2007 3:27PM Sharepoint Administrator

= 5taff Details

= Daily reception tasks

Discussions

= Team Discussion

Sites

= Social Club ||

= Test

People and Groups ﬂ
Dorie [T [ [ [ [ Trusted sites [ woo0e -

I 2} 5tart| J @ & i~ “ & web Part Gallery - ... /& Application Managem. .. I /& Internet Explorer can... I B Command Prompt | 153 New Wolume (D:) | J | @ 3134 PM

6.17 Web Part Gallery

Web parts are items that can be added to web part pages to display data from other
locations within your WSS v3 site and from elsewhere (e.g. the Internet). Nearly every
item you create in WSS v3, lists, calendars, document libraries and so on also has a web
part associated with it. This means you can use that web part to display data from that
list, calendar or document library in another area on your site. This is extremely handy
for creating things like dashboards.

Apart from the built in web parts, it is also possible to download and install into your
WSS v3 site a number of third party web parts that can perform a variety of functions.
These web parts have been developed independently of Microsoft.

The list of web parts that are included in WSS v3 will appear in this list. To get a preview
of how the web part appears simply click on the Web Part name. To edit the properties
of the web part, click on the Edit icon.
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fj Site Collection Workflows - Windows Internet Explorer

JN-TES|
@_:\/ ~ [ ] hitp: fninz003ent]_layoutsparkmng.aspx (=] [ #2]| % [ [uive Search £~
fle Edt Yiew Favorites Tools Help
SF 4 @ site Collection Workfloms | | 3 - B - b v rpage - iTodls v 7
Saturn Allance Sharepoint Demo Welcome Sharepoint Administrator + | @ 2]
.m' Saturn Alliance Sharepoint Demo
ALLLANCE
Homey Social Club | Test
saturn Alliance Sharepoint Demo > Site Settings > Site Callection Warkflows
Site Collection Workflows
Warkflows in the current site collection
Workfiow stans Assodiations InProgress
Three-state Active 0 0
Done [T T T T [ [ trustedsites ESAE
distart| | (2} @ (. || @ site Collection Wor... @& application Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 334

6.18 Workflows

You can define a workflow as a business process or a chain of events that need to be
performed in a certain order to accomplish a certain goal. Most businesses have a

number of standard processes they regularly perform. Automating these in WSS v3 can
improve the reliability and execution of such tasks.

By default, WSS v3 only comes with a single workflow known as Three-state. It is
expected that in the near future additional workflows will be developed by third parties.
It is also possible to create additional workflows using Microsoft SharePoint Designer.

Any workflows that are available on your WSS v3 site will appear in this list.
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{2 Regional Settings - Windows Internet Explorer = =] x|

m ~ [ ] hitp: fninz003ent_Jayoutsregionalsetng. aspx

Tl 21 [ove e

28

fle Edt Yiew Favortes Tools  Help

9P 40 @Regona Settings | |

i B -t v rPage - (iTools v 7

Regional Settings
Use this page to set regional settings such as the locale and time zone.

Locale

Specify the world region that you would like the site dates, numbers and
sort order to be based on.

Sort Order
Specify the sort order.

Time Zone
Specify the standard fime zone.

Set Your Calendar
Specify the type of calendar.

Enable An Alternate Calendar

Specify a secondary calendar that provides extra information on the
calendar features

Define Your Work Week

Select which days comprise your work week and select the first day of
each work week.

Time Format

Specify whether you want to use 12-hour time format or 24-hour
format.

=l

Locale;

sart order:

[General =l

Time zone:

[(GMT+10:00) Canberra, Melbourne, Sydney =
Calendar:

[Gregorian =l

I™ Show week numbers in the Date Navigator

Alternate Calendar:

[Mone =l

" sun ¥ Mon ¥ Tue ¥ wed ¥ Thu [ Fri [ sat

First day of week: |Monday = Starttime: |8:00 AM ¥

First week of year: |StartsonJani | Endtime: [5:00PM x|

Time format:

12 Hour ».
||

Done

distart| | (2} @ (. || @ Regional Settings -.. & application Hanagem... | (& Internet Explorer can..., | [ Command Prompt

[T [T [ Trusedsies

| 1) New Wolume (D:)

ESAE

| J| () 3E5PM

6.19 Regional Settings

There are number of settings that you can make to ensure that your WSS v3 site
conforms to local regional settings. These include Locale, time zone, work week and
time format. Make the settings you desire and press OK to save.

ibraries and Lists - Windows Internet Explorer

=18l %]

m + [&] retpriminzonzert Jayoutsimeontent.aspx

=l )< fove soaen

(=[]

File Edit View Favorites Tools  Help

W (@ site Libraries and Lists | |

%3 - B) - b~ s hPage - (iTods v 7

Saturn Alliance Sharepoint Demo

Iﬂ Saturn Alliance Sharepoint Demo

ALLIANCE

| tiomey] socalCub | Test

Welcome Sharepaint Administrator = | =

Site Actions ~

Site Libraries and Lists

[E Creats new content

Customize "Announcements”
Customize "Calendar”

Customize "Customer feedback”
Customize "Daily reception tasks"
Customize "Images”

Customize "Knowledge Base"
Customize "Links"

Customize "Policies”
Customize "Staff Details”
Customize "Suggestions”

Customize "Tasks"
Customize "Team Discussion”

Saturn Alliance Sharepoint Demo > Site Settings > Site Libraries and Lists

To change the design of a list, document library, discussion board, or survey, dlick one of the "Customize” inks below.

Done

distart| | (i} @ (. || @ siteLibraries and .. & application Hanagem... | (& Internet Explorer can..., | [ Command Prompt

[T [T [ Trusedsies

| 123 New Walume (D:)

ESAE

| J| () 3E5PM
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6.20 Lists and Libraries

This option will provide you with a complete list of all the site libraries and lists that
appear in your site. You can customize them by simply click on the list from the display.

,f‘ Site Usage Report - Windows Internet Explorer

PEIET
@: - |g, htkpf fwin2003ent)_layouts/usageDetails, aspx j 2| X ILive Search 2|~
File Edit ‘iew Fawvorites Tools Help
i:? e @S\te Usage Report | | @ - B - @ * ik Page - -.f) Tools = >
Saturn Alliance Sharepoint Demo Welcome Sharepoint Administrator = ﬂ

.m Saturn Alliance Sharepoint Demo
ALLIAMNCE

_ Home | Sodal Club | Test

Saturn Alliance Sharepoint Demo > Site Settings > Site Usage Report

Site Usage Report

Site Actions ~

Use this page to view a detailed usage report for this Web site. The report does not indude data for sites under this Web site. To see detailed data for these sites, see
their corresponding usage reports. For usage information on &l sites in this site collection see the Web site collection usage summary.

A usage report is not available for this site, Usage processing may be disabled on this server or the usage data for this site has not been processed yet.

K|
Done ’_ ’_ ’_ ’_ ’_ ’_ ‘j Trusted sites | H100% <
I 2} 5tart| J @ @ i, J I @ Site Usage Report ... @ Application Managem. .. I @ Internet Explorer can. .. I B Command Prompt | 153 New Wolume (D:) | J | @ 3136 PM

6.21 Usage Report

After you have enabled the ability of WSS v3 to produce usage reports you can view
them for the current site here. For more information about configuring Site Usage
Reports see Chapter 9 — Advanced configuration.
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/2 User Alerts - Windows Internet Explorer

mEIET
@_\‘f/ ~ [ ] hitp: ninz003ent_Jayoutsistesubs, aspx =] [#3)[| [iive soerch 0)-
Fle Edt View Favories Tools Hep

A @ user dlerts | |

fi - B -

rPage v (iTools + 7

Saturn Aliance Sharepoint Demo

ﬂ' Saturn Alliance Sharepoint Demo

ALLLANCE
Home | SocialClub | Test
|

saturn Alliance Sharepoint Demo > Site Settings > User Alerts

User Alerts

isiay lertsfor [TRREE]

X Delete Selected Alerts
Alert Title

There are currently no alerts to display.

Welcome Sharepoint Administrator + | @ 2]

Use the options on this page to manage alerts for users. Select the user name in the space provided, and then dick Update to view that user's alert settings.

S actons |

L]

Done [0 [ [T [ [ mrusted ses
distart| | (2} @ () || @ user Mlerts - Windo... & application Hanagem... | & rrtermet Explorer can.. | [ cormand romp: || 9 riew volume (o3

IESUTRENY

| J| () 3:36PM

6.22 User Alerts

It is possible with WSS v3 for users to configure alerts to inform them when changes to
specific parts of WSS v3 content have been made. Because these alerts can be
configured in many different locations it may be difficult for a user to locate exactly

where they have enabled these alerts.

Using this option under site settings you can view all the alerts for a specific user. From

there it is also possible to delete unwanted alerts.
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/2RSS - Windows Internet Explorer

mEIET
@i‘: ~ [&] hitp: fwinz003entj_layoutsisierss.aspx =] [#3)[| [iive soerch 0)-
Fle Edt View Favories Tools Hep

WS @rss | |

Saturn Aliance Sharepoint Demo

.m' Saturn Alliance Sharepoint Demo

ALLLANCE

- B - - 2 Page - GiTodls - 7
= L5 L=

Welcome Sharepoint Administrator + | @ 2]

Home | SocialClub | Test
|

S actons |

Saturn Alliance Sharepaint Demo > Site Settings > RSS

RSS

Use this page to enble/disable RSS feeds for this site collection
Site Collection RSS

[¥! Alow RS feeds in this site collection
Enable RSS

IV low RSS feeds in this site

Advanced Settings Copyright:
Specify the site-wide channel elements for the RSS feeds.

Managing Editor:

Webmaster:

Time To Live {minutes):

50
oK Cancel
=
Done [0 [ [T [ [ mrusted ses ESAE
distart| | (2} @ (. || @ nss - windows Int... @& application Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 3i36PM

6.23 RSS

RSS stands for Really Simple Syndication and is a way to push information from WSS v3
to other applications that can read RSS (like Outlook 2007 for example). Just about every
component of WSS v3 is RSS enabled, allowing information to be pushed out to clients
who can view updates without necessarily having to visit the WSS v3 site. Using the
option here you can choose whether to enable or disable RSS for the entire site.

For more information about configuring RSS see Chapter 9 — Advanced Configuration.
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f‘ Search Visibility - Windows Internet Explorer

Site settings

JNETES|

@E\/ )~ J] hitp: fvinz00gent/_Jayoutsfsrctis,aspx

w1 #2 | X [ fuive Search £~
|

fle Edt Yiew Favortes Tools  Help

SF A @ search vishilly | |

i - B) - - pege - (G Teds - 7

Saturn Aliance Sharepoint Demo

.m' Saturn Alliance Sharepoint Demo

ALLLANCE

jgiomey Socal Club | Test

Search Visibility

Manage this site’s search visibility settings.

Indexing Site Content
Specify nhether this site shouid be visile in search results.

Notes Users who do not have permission to see items in this site il
not see them in search results, no matter what this setting is.

Indexing ASPX Page Content

The text of the items displayed on ASPX pages s often induded in
search results, Ifindividusl items an the pages on this site are
secured by using permissions that are mare restictive than the page
ftself, unautharized users might see tis restricted information in
search results.

saturn Alliance Sharepoint Demo > Site Settings > Search Visibility

@ =

Welcome Sharepoint Administrator

S actons |

Allow this web to appear in search resuts?

@ yes o

This site contains fine-grained permissions. Spedify the site's ASPX page indexing behavior:
' Do not index ASPX pages f this site contains fine-grained permissions
€ Always index all A5PX pages on this site
' Never index any ASPX pages on this site

oK. Cancel

L]

Done

distart| | (2} @ (. || @ Search visibility -.. @& application Hanagem... | & rrtermet Explorer can.. | [ cormand romp:

[T [ [ [ER[ Trustedsiees

| 1) New Wolume (D:)

IESUTRENY

| J| ) 337PM

6.24 Search Visibility

Using this option it is possible to configure whether you wish this particular site to be
included in any search results. There may be privacy or confidentiality requirements for

site not to appear.

The second option basically allows you to alter the ability to search ASPX pages based

on their security settings.
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/2 sites and Workspaces - Windows Internet Explorer

JN-TES|
@_\‘f/ ~ [ ] hitp: fninz003ent]_layoutsimngsubwebs aspx (=] [ #2]| % [ [uive Search £~
Fle Edt View Favories Tools Hep

TP &7 @ sites and Workspaces | |

Saturn Aliance Sharepoint Demo

.m' Saturn Alliance Sharepoint Demo

ALLLANCE

- B - - 2 Page - GiTodls - 7
= L5 L=

Welcome Sharepoint Administrator + | @ 2]

Home | SocialClub | Test
|

[ St Acions
saturn Alliance Sharepoint Demo > Site Settings > Sites and Workspaces
Sites and Workspaces
This page shows al the sites you have access to below this Web sitz, Click the name of a site to view its contents, To reate a new site, click Create below.
=i Create | Site Creation Permissions
Sites Desciption Last Modified Delete
g Test 5 days ago x
Document Workspaces
There are no Dacument Workspaces. To create one, dick Create above.
Meeting Workspaces
#%3 Social Club 5 days ago x
Done [T T T T [ [ trustedsites ESAE
distart| | (2} @ (. || € sites and Workspa.. & application Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 33

6.25 Sites and Workspaces

Your WSS v3 site may be parent to a number of other sites (known as sub-sites). Using
this option in Site Settings you can quickly and easily see what sub-sites are configured
as well as when they were last modified and what type of site they are. You are also able

to delete the sub-site directly from this page by selecting the delete option. You can also
access a sub-site by simply clicking on its name.

From here you can also create a new site via the Create button as well as set Site
Creation Permissions.
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{2 Site Features -

dows Internet Explorer

mEIET
)+ [ http: inir2003ert]_layoutsfManageFeatures aspx =] [#5]| % | [cive search ol
< el &9

File Edt Yiew Favorites Tools  Help

TP 40 @ siteFeatures | |

i B -t v rPage - (iTools v 7

Saturn Aliance Sharepoint Demo

m Saturn Alliance Sharepoint Demo

ALLLANCE

| Homey] sodal Ciub | Test

Viekcome Sherepaint Adminstrator - | @ =1

saturn Alliance Sharepoint Demo > Site Settings > Site Features

Site Features

Name

Team Collaboration Lists

available,

Provides team collaboration capabilties for a site by making standard lists, such as document lbraries and issues, ﬂl

Status

pore I I I

& start J @ @&~ J (@ site Features - Win... (& application Managem... | (& Irternet Explorer can,., | B Command Prampt

| 1) New Wolume (D:)

[/ Trusted sites ESAE

| J| ) 337PM

6.26 Site features

Site features extend the functionality of the WSS v3 site. A list of these is shown here as
well as their current status. It is possible to activate or deactivate these as required.

These features are only available to the current site.

indows Internet Explorer

: 1Bl
m + ] hitp: finin2003enti_layoutsideletemeb.aspx =l \5\ \Z\ [Live Search |2~
File Edit View Favorites Tools  Help

W @ Delete This Site | |

%3 - B) - b~ s hPage - (iTods v 7

Saturn Alliance Sharepoint Demo

Iﬂ Saturn Alliance Sharepoint Demo

ALLIANCE

| tiomey] socalCub | Test

Welcome Sharepaint Administrator = | =

Site Actions ~

Saturn Alliance Sharepoint Demo > Site Settings > Delete This Site

Delete This Site

Warning
‘fou are about to delete the following Web site: http://win2003ent

Deleting the Web site will permanently destroy all content and user information, inducing:

Documents and document libraries

Lists and list data, induding surveys, discussions, announcements, calendar

Web site settings and configurations

Permission levels and security information relating to the Web site

Groups created with this Web site: Team Site Owners, Team Site Visitors, Team Site Members
Sites of this Web sit= collection, their contents, and user information

To continue, click Delete.

Delete Cancel

pore I I I

distart| | (i} @ (. || @ Delete This Site -.. @& application Hanagem... | (& Internet Explorer can..., | [ Command Prompt

[/ Trusted sites
| 123 New Walume (D:)

ESAE

| J| ) 337PM
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6.27 Delete this Site

If you want to delete the current site and all the data contained therein you can by
pressing the Delete button. However, you should never delete the top site since this will
make the whole WSS v3 collection unusable.

{2 site Collection Recycle Bin - Windows Internet Explorer |
@_“ ~ ] hitp: fwinz003entj_JayoutsiAdminRecyclesin.aspx =] #2 ]| % [ uive Search £~

fle Edt Yiew Favortes Tools  Help

95 & @ site Collection Recycle Bin | | i - B -t v rpage - (iTools v 7

Saturn Aliance Sharepoint Demo

.@ Saturn Alliance Sharepoint Demo

ALLLANCE

Homed Social Club | Test

saturn Alliance Sharepoint Demo > Site Settings > Site Collection Recycle Bin

Site Collection Recycle Bin

Welcome Sharepoint Administrator = | @ =

Selecta view Use thi page to restore items that users have deleted from this site or to empty deleted items. Items that were deleted more than 30 day(s) ago wil be automatically
= End user Recyde Bin emptied.
items . X oo } = .
« Deleted from end user & Restore Selection Delete Selection | [&] Empty Recycle Bin
Recyde Bin [0 Type Name Criginal Location Deleted By Created By Deletedd Size
T E]  shopping list.xs fshared Documents Sharepoint Sharepoint 3/12/2007 1:40 PM 34.6KB
Administrator Administrator
T [E  Placelocation mapon |Lists/Suggestions sharepoint sharepoint 22/11/2007 10:47 AM < 1KB
web site Administrator Administrator
T [&]  Suggestions [Lists Sharepaint Sharepaint 22/11/2007 10:40 AM 13.3KB
Administrator Administrator
[T &) HowToUse This Wik [Knowledge Base Sharepoint Sharepoint 21/11/2007 2:19PM 7.2k8
Library.aspx Administrator Administrator
M & Homeaspx [Knowledge Base Sharepoint Sharepoint 21/11/2007 2:19 PM 5.1KB
Administrator Administrator

]
0T [ Trustedsices [ -

' 5tart J & @ - J & site Collection Rec... | @ Application Managem. . | (& Trternet Explorer can, ., | [ Command Prompt: | [ New Walume (D1} | J | () 338PM

6.28 Site Collection recycle bin

When a user deletes most things (excluding sub-sites) from WSS v3 it will initially be
sent to their WSS v3 recycle bin so it can be recovered quickly if required. After the

default 30 days the end user recycle bin is emptied and the information is transferred to
the Site Collection Recycle bin.

Using this option, a site administrator or owner can recover deleted information from
the end users Recycle Bin or the Site Collection recycle bin. Simply select which recycle
bin you wish to work with on the left hand side Quick Start menu and then select the
item to be recovered and select the Restore Selection option from the menu.

You can also choose to totally delete an item by selecting the item and pressing the
Delete Selection from the menu bar. Finally, you can also empty the whole recycle bin by
selecting the Empty Recycle bin option from the menu bar.
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{2 Site Collection Features - Windows Internet Explorer

JN-TES|
@E\/ )~ |] hitp: fvinz003ent_JayoutsiManagsFeatures aspxiStope=site (=] [ #2]| % [ [uive Search £~
Fle Edt View Favortes Tools Help
TP &7 @ site Collection Features | | 3 - B - b+ iFPage - GiTeols + 7
Saturn Allance Sharepoint Demo Welcome Sharepoint Administrator + | @ 2]
.m' Saturn Alliance Sharepoint Demo
ALLANCE
jiomey Socalclub Test Site Actions ~
saturn Alliance Sharepoint Demo > Site Settings > Site Features
Site Collection Features
Name Status
.| Three-state workflow
Deactivate Active
|J Use this workfiow to track items in a list. —I -
Done [T T T T [ [ trustedsites ESAE
distart| | (2} @ (. || € site Collection Feat.. & application Hanagem... | (& Internet Explorer can..., | [ Command Prompt

| 1) New Wolume (D:)

| J| () 3:38PM

6.29 Site Collection features

Site Collection features extend the functionality of the WSS v3 site. A list of these is
shown here as well as their current status. It is possible to activate or deactivate these
as required. The features lists here are available across the whole site collection (i.e. this

site and all sub-sites).

/2 site Hierarchy - Windows Internet Explorer

@;‘/ s v | ] hitp: pwin2003enti_layoutsivsubuebss.aspx

151 %]
=4 [ v search Al
File Edit View Favorites Tools  Help
o = »
S0 @ ste Herarchy | | &3 - B - = - b Page - () Tooks ~
Saturn Allance Sharepoint Demo Welcome Sharepaint Administratar = B
.ﬂ. Saturn Alliance Sharepoint Demo
ALLIANCE
Saturn Alliance Sharepoint Demo > Site Settings > Site Hierarchy
Site Hierarchy
This page shows all Web sites that have been created under htips/fwin2003ent, The URLs show the hierarchy of the various sites. To go to the Home page of a site, dick
the Site URL. To go to the Site Administration page for a site, dick Manage.
Site URL Title
hitp: ffwin2003ent social Sodial Club Manage
hittp: fwin2003ent/Test Test Manage
http:ffwin2003ent/Test/subsite Subsite Manage
Done [T T T T [ [ trustedsites ESAE
distart| | (i} @ (. || @ site Hierarchy - wi.. @& application Hanagem... | (@ Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 3P
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6.30 Site Hierarchy

This page shows all web sites that have been created under the site. The URL’s show the
hierarchy of the various sites. To view any of the sites simply click on the name of the

site. To go to the administration for that site, click on the Manage link to the right of the
URL.

fj Portal Site Connection - Windows Internet Explorer

=18l ]
@i‘,\/ ~ [ ] hitp: ninz003ent_Jayoutsiportal, aspx =] #2 ]| % [ uive Search 2~
Fle Edt View Favories Tools Hep
95 & @ rortal Ste Connection | | 3 - B - e - page - GiTodls - 7
Satum Aliance Sharepoint Demo

Welcome Sharepoint Administrator = | @ 2]

Saturn Alliance Sharepoint Demo
ALLLANCE

Home| SocialClub | Test
|

e
saturn Alliance Sharepoint Demo > Site Settings > Portal Site Connection
Portal Site Connection
Portal Configuration & Do not connect to partal site
To connect to  portal site, enter the URL and a friendly name for the partal.
€ Comnect to portal site
Portal Wieb Address:
Example: http:/server portal/
Portal Name:
oK cancel
Done 0T [ Trustedsices [ -
' 5tart J & @ - J £ Portal Site Connect... @ Application Managem. .. | (& Trternet Explorer can, ., | [ Command Prompt: | [ New Walume (D1} | J | ) aeM

6.31 Portal Site Connection

Because WSS v3 is a building block of MOSS (Microsoft Office SharePoint Server) you
can link any top site that you create to an existing portal.
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{2 Site Settings - Windows Internet Explorer |
@E\/ ~ [ ] hitp: fwinz003ent jsocial]_layouts/settings aspx (=] [ #2]| % [ [uive Search £~
fle Edt Yiew Favorites Tools Help
T @ site settings i B -t v rPage - (iTools v 7
Saturn Alliance Sharepoint Demo > Sodial Ciub Velcome Sharepoint Administrator = | @ B
Iﬂl Sodial Club
ALLIANCE
Home | SogialClub.| Test
Saturn Alliance Sharepoint Demo > Social Club > Site Settings
Site Settings
Site Information
Site URL: http:/fnin2003ent/social/
Mobile Site URL: http: fin2003ent/social_ayouts/mobile fdefault.aspx
Version: 12.0.0.6039
Users and Permissions Lok and Feel Galleries Site Administration Site Collection Administration
& People and roups a Title, description, andicon @ Master pages & Regional settings 8 Go to top level site settings
& Advanced permissions a Tree view 2 Site content types ® Site fbraries and lists
a Site theme & Site columns 5 Site usage report
@ Top link bar © User alerts
a Save site a5 template 5 RSS
& Reset to site definiton & Search visibiity
© sites and workspaces
G Site features
& Delete this site
[0 [ [T [ [ mrusted ses ESAE
distart| | (2} @ (. || @ site Settings - win.. @& applcation Hanagem... | (& Interner Explorer can.., | [ Command Prompt | | New valume (D:) | | | ) 339pM

6.32 Sub-site settings

You will notice that if you go into the site settings in a WSS v3 sub-site the menu will all
appear the same except for the Site Collection Administration heading. As shown above
you will see that this group now only has a single link Go to top level site settings. This
link will take you to the top level site where you can perform the unique settings only

available at the top level.

6.33 Conclusion

This guide continues to be a work in progress and | encourage comments and feedback
of any type. The only way that the Guide will improve if these is continued feedback.

Please send your comments and feedback to director@ciaops.com.
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