gb*\ Microsof.t" .
3.0ffice SharePoint

Server 2007

Planning and architecture for Office
SharePoint Server 2007, Part 1

Microsoft Corporation
Published: March 2007
Author: Office IT and Servers User Assistance (012ITdx@microsoft.com)

Abstract

This book provides information and guidelines to lead a teamgh the steps of

planning the deployment of a solution based on Microsoft Office SharePoint

Server 2007. The audiences for this book are business application specialists, line

of-business specialists, information architects, IT generalists, program engnag

and infrastructure specialists who are planning a solution based on Office

SharePoint Server 2007. This book also includes links to planning worksheets for

recording information related to your planning and deployment activities.

This book is the firlspart of a twepart series. You can find the other part at the

following link:

e Planning and architecture for Office SharePoint Server 2007, Part 2
(http://go.microsoft.com/fwlink/?Linkl=85548&clcid=0x409)

The content in this book is a copy of selected content ipftlee SharePoint

Server technical library (http://go.microsoft.com/fwlink/?Linkld=84739) as of the

date above. & the most current content, see the technical library on the Web.

Microsoft



http://go.microsoft.com/fwlink/?LinkId=85548&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=84739
http://go.microsoft.com/fwlink/?LinkId=84739
http://go.microsoft.com/fwlink/?LinkId=84739

The information contained in this document represents the current view of Microsoft
Corporation on the issues discussed as of the date of publication. Because Microsoft
must respond to changing market conditions, it should not be interpreted to be a
commitment on the part of Microsoft, and Microsoft cannot guarantee the accuracy of any
information presented after the date of publication.

This document is for informational purposes only. MICROSOFT MAKES NO
WARRANTIES, EXPRESS, IMPLIED OR STATUTORY, AS TO THE INFORMATION IN
THIS DOCUMENT.

Complying with all applicable copyright laws is the responsibility of the user. Without
limiting the rights under copyright, no part of this document may be reproduced, stored in
or introduced into a retrieval system, or transmitted in any form or by any means
(electronic, mechanical, photocopying, recording, or otherwise), or for any purpose,
without the express written permission of Microsoft Corporation.

Microsoft may have patents, patent applications, trademarks, copyrights, or other
intellectual property rights covering subject matter in this document. Except as expressly
provided in any written license agreement from Microsoft, the furnishing of this document
does not give you any license to these patents, trademarks, copyrights, or other
intellectual property.

Unless otherwise noted, the example companies, organizations, products, domain
names, e-mail addresses, logos, people, places and events depicted herein are fictitious,
and no association with any real company, organization, product, domain name, e-mail
address, logo, person, place or event is intended or should be inferred.

© 2007 Microsoft Corporation. All rights reserved.

Microsoft, Access, Active Directory, Excel, Groove, InfoPath, Internet Explorer, OneNote,
Outlook, PowerPoint, SharePoint, SQL Server, Visio, Windows, Windows Server, and
Windows Vista are either registered trademarks or trademarks of Microsoft Corporation in
the United States and/or other countries.

The names of actual companies and products mentioned herein may be the trademarks
of their respective owners.



Contents

Planning and architecture for Office SharePoint Server 2007, Part1......... 1
N 0] 1= Lo PR PP PP PP PRRTPTR 1

(70 01T 0 £ 7 TP 3
Planning worksheets for Office SharePoint Server 2007 ...............ccceeeeee. 23
Planning worksheets by task...........ccccuiiiiiiiiiiiieeeee e 23
Planning worksheets by title...........cccooeeiiiiiiieieee e 31

[. Plan overall design ..o AL
Chapter overview: Plan overall design ...........ccccuvviiiiiiiiiiieceiiiiiiieeeeeeeeeeee 42
How to use this Planning GUIde................uuiiiiiiiiiiecree e 42
What is Microsoft Office SharePoint Server 20077 .......ccccveeeeeiiiiiiiiiiies 44
Examples of solutions based on Office SharePoint Server 2007............ 45
Establishing the planning team .............ciiiiiiiieeneee, 47
Plan SiteS and fEAUMNES ........u i eeeeeeeee e 49
PIAN SITES ..o 49
Plan portal SILES.........cvvviiiiiiiie ettt eeeer e e e e e e e e e e eaaaanns 50
Planning portal sites by organizational hierarchy ..............ccccccceenn. 50
Planning application portal SiteS..............ooviiiiiiiiiieeee 51

Plan Internet PreSENCE SiteS.........uuuuiiieiiieiie i eeceeeiccce e eeee s 51
Plan Other SItES..........uviiiiiiiiiiiiieee et 52
Plan CUSTOMIZALIONS........ceeiiiiiiiiieie e e e errer e e e e e e e 53
Plan personalization SIES..........cccceiiiiiie e e e 53
Plan Sit€ COIECLIONS .......uuiiiiiiiiiiiiiie e 54
PIAN SECUILY . 54
Plan SEArCh NEEAS ........coveeeiiiiiie s errn e e e e e e e 55
Plan business intelligence integration.............ccccoeeiieiieiieeeeiiiieee e 55
Plan document and records management...............ceeeeeeeesceeervnnnnnnnnnnn 55
Plan WOIKFIOWS.........ooveeeiiiiiei e reres e e e e e e e e e e e eeeeennees 56
PIaNn fOIMS ...t anee s 56
Plan Site MaiNtENANCE ........uvuiiiiie e 57
LAY o ] 1T P 57
Plan Shared Services ProViders ............uuueeiiiiiiii e eeeeeeens 58

A D OUL S O P S .t e ettt e ——— e r———— 58



Determining Shared Services Provider Needs..........cccceeeviieeieeeevieeeccennn. 59

Sharing content across multiple SSPS ..........ouiiiiiiiiieeee 61
[I. Plan site structure and publiShing............ccoooiiiiiiiiiiie e 62
Chapter overview: Plan Web site structure and publishing (Office

SharePOINT SEIVEL) .o 63
Determine the information architecture of your Site............ccccoeeeeevvvivvieeen. 65

What is information arChiteCture? ............oooviiiiiiiiiiiieeeirn e 65

General planning recommendations.............ccccuviviiiiiiimeerieeeeeeeeee 65

Using information architecture to plan the structure of your site.............. 66

Using information architecture to plan for people and personalization .. 66

Using information architecture to plan for business data........................ 67

Using information architecture to plan for search.............cccccovvviiiiieeee. 67
Determine sites and SUDSITES ..........cccuuuiiiiiiiiiiiieeeii e 69

Planning site COIECHIONS........cccceeiiiiiiiiiieeeeee e 69

Planning sites and SUDSILES .............ccuuvuuiiiiiiiimreee e erees 70

Site templates included in Office SharePoint Server 2007 ..................... 71

Comparison of the publishing templates.............cccoovvviiiiiiiiccci e, 76

Recording your site structure deciSIONS ..............eeveiiiiiieescceeiiceie e 78
Plan site navigation (Office SharePoint Server).........ccccccccvviiiieiiesiennnnnnns 79

Review of Office SharePoint Server navigation controls....................... 80

Navigation controls 0N Master PAJES .........uueeiiiiiiiiiiiiieiieereeeee e 80
Global NAVIGALION ......eviiiiiiiiiiiii e 80
CUrrent NAVIQALtIoN ........cccoeeeieiiiiiieeeeeeee e e 81
Breadcrumb navigation ..............oooiiiiiiiiieeen e 82

Navigation controls on layout PAJES........cceevvviiieeiiiiiiiiiceeeeeeeeeeee 82
SUMMANY LINKS...ooiiiiiiiieee e eeeeeee e 83
Table Of CONTENES. ...t e e 83
CONLENT QUETY ...ttt eeeee ettt ree e e e e e e e e e eeeenrnnnees 84

Navigation Web PartS...........ooooiiiiiiiiice e 84

Planning Navigation .........ccccooeeiiieiiiiiiiieeei e 85

Planning the USer eXPeri€nCe ..........ccuuvuiiiiiiiiiiiieeeiiieeee e 85

Planning navigation 0N PAgES.........cccuuuuuriiiiiiiiiiieeerieiiieeeeeeeeeeeaeeeeee s 86

Plan WED PAgES ... ..ttt 87

Elements of WEeD PAgES ......ovvvviiiiiiiiee e 87

Planning Master PAGES .......uuiiiiiiiiiiiie e eeeee e eree e 91

Planning CONtENt PAJES........uiiiiiiiiiii et eeee e veeee e 92

Planning layout PAgES .......oouiiiiiiiiiii e 94



Using layout pages to restrict authOoring ............uvvvviiiiiiiie s 96

Setting restrictions on field CONtrols ... 96
Allowing or restricting Web Part Zones............ccccvvviiiiiiiiieeeiiiiiiieeeeee 97
SUMIMATY .ottt eerne et et e e et e e e e bt e e e e s e e e et e e e eaa e e ennneees 97
Plan Web page authoring .............ceuiiiiiiiiiiiiieeeiiieeieeeee e 99
Plan browser-based authoring...........cccccooiviiiiiiiieeee e 101
Plan Page Editing toolbar customizations.............c..ccvvvveiiiisimeennnnnnne 102
Plan HTML Editor toolbar customizations.................uuvveeiiiiiccceeennnnnns 104
Plan reusable CoONteNt..........cccooeeeiiiiii e 105
Plan dictionary CuStOmMIzations .............ccoevvuiiiuiiiiimre e 105
Plan additional reSOUICES .........iiiiiiiiiieiiiiieeeeeee e e 106
Plan smart-client authoring ............uuuviiiiiiiiiiiiieeeieeee e 107
WOTKSRNEET ... e 109
PIaN VAriatiONS ........uviiiiiiiiiis e e e s erees e e e e e e e e e e e e e e eeeeeeennens 110
ADOUL VATALIONS ...ttt e e e e e e s 110
Variations and content approval ...............eeeeeeiiiiiiiieemiiieieeeeee e 112
Planning target variation SIiteS...........coouiiiiiiiiiiiiiieee e 113
Variations and site Navigation ...........cccccveeeeeeiiiiieeeice e e 114
Variations and content deployment..............cceeiiieiisccecciicce e 114
Variations and Web PartS .........cccoiiiiiiiieeiiiiiceeeeieeee e eeeeeeeeeeenee e 114
Planning your variation SIteS ............ccuuuririiiiiiiieeeiiiiiiieee e e e e e 115
WOTKSNEEL ... e enenes 116
Plan content approval and scheduling..........ccccooeiiiiiiiiiiicceeiiccceee e 117
Plan gOVEINANCE .........ccoiiiiiiieeeeeeee e 117
Plan content moderation or workflow approval ............ccccccvvviiiiiinnee. 117
Plan where and how content can appear............cccccuvveerreeerieencenennnne. 118
Plan sCheduling .........uueiiiiiiie e eeeeeeee e 118
Governance and scheduling in a content deployment scenario............ 118
Plan content deployment............coooiiiiiiiiiiiieeee e 120
What is content deployment?. ... 120
About deployment jobs and paths............cccueviiiiiiiiiiceee 121
Content deployment SECUNLY .......ccceeeeeeeiiiiiiiieeeeee e 122
Configuring content deployment............ooooiiiiiiiiiiiieeee e 123
Record content deployment plans...........ccccvuviiiiiiiiiieeeiiiiiiiieeeeeeceeeeee 123
WOTKSNEEL ...ttt e e e e eemees 124
Plan for collaboration SIteS...........cccoiviiiiiiiiiiiieeee e 125

ADOUL COIADOIratioN SITES . ... e eea e 125



Determine number of collaboration SIiteS........coevevieeeeeeee e, 125

SPECITIC PALNS ... 126
AdAItIoNAl PALNS ... 126
WOIKSNEET ... e 126
Plan for multilingual SItES ... 128
Determine your multilingual Nneeds..............ccoeviiiiiiiiieee e, 128
Identify language reqUIrEMENLS ........cccoeveiiieeeeiiiiieiieeee e, 128
Determine internationalized domain name mappings................ccc.eeee 129
Determine whether you want to use site variations..............cccc..vvuueee. 130
Plan for multilingual site deployment ............cccccoeeeiiiiiiiieee e 131
Determine your language pack requirements ...........cccceeeeeeeeeeeeeeeennns 131
Determine supplemental language support requirements ................. 133
Determine requirements for word breakers and stemmers................ 133

lll. Plan for personalized content and Sites.............ccccuvvviiiiiirieesciiiinnnnne. 135
Chapter overview: Plan for personalized content and sites ..................... 136
Plan for people and user profileS........cccccceeeeeiiiiiiiiieee e, 136
Plan for QUAIENCES .......cooviiiiiiiii e e 137
Plan for personalized Web PartS...........cciiiiiiiiiiieeseeee 137
Plan fOr MY SIEES ....oooiiiiiee e 137
Plan for people and user profiles..........cccciiiiiiiiiiieeeeeee e 138
About people and user profiles ... 138
Plan connections to Profile ServiCes.........cooviiiiiiiieeeiiiiiiiiiieeeeee 140
Plan user profile Properties. ..........uuuuueeiiiiiiiiiiieeeiiie et 141
Default user profile properties...........ccuuuuiiiiiiiiiiieeeiiiieeeeeee e 143
Additional user profile properties...........oooevvviiiiiiiceeee 143
Configure property choice liStS ...........ooovvvviiiiiiiiiieeee 144

Plan people and relationships ... e 145
PlAN POIICIES ...ttt e e e e 146
Plan policies for people features ...........cccceeeeiieeiiiiccccciciieeeee e 148
Plan policies for the properties of user profiles ............cccccevvvvvvviviienn. 149
POliICY repliCation ... 150
Plan for finding PEOPIE........ueeiiieii e 151
Plan additional personalization functionality ..............cccceeeeeiviiiieemrinnnnn.. 152
LAY o 6] 1T £ P 153
Plan fOor QUAIENCES .......uuueiiiiii e 154
ADOUL QUAIENCES ... ..ot err e e e e e e e e e e 154

Plan Key aUdIENCES........coouviiii e 155



Plan content targeting to audienCes............ccoovvvviiviiiiiieemee e 156

Target by listitem or Web Part ..o 157
Target by using Trusted My Site host locations.............cccceevvvvvvnnnnes 157
Target by using the My Site navigation bar................cccoevvivviieeee.. 158
Target links published to Office client applications.......................... 158
Filter DY @UdIENCE.......ccooiiiiiiiii e 159
WOIKSNEET ...ttt eeaee 159
Plan for personalized Web PartS ...........cccccoiiiiiiiiiiieeeiiieeeeeeeeeee e 160
About personalized Web Parts ... 160
Plan for public profile Web Parts ........ccccccceeeeeeiiiiiiiieee e 161
Default Web Parts for public profiles ... 161
Additional Web Parts for public profiles...........cccooooiiiiiiiann, 162
Plan for personal site Web Parts........cccccccoeeeeiiiiiiiiieee e 162
Default Web Parts for personal SiteS ............uvvvviiiiiiiiiicceeiciceee e 163
Additional Web Parts for personal SItes ...........ccooovviiiiiiiiiiieene e 163
Plan for personalization site Web Parts ..........cccccceeeeiiiiiiecceecccieeeee 164
Default Web Parts for personalization Sites..........cccceeeiveeeeeeeevieeeeeennn. 164
Additional Web Parts for personalization Sites...........ccccevvvvevvvvvvnieanen. 164
Plan additional Web Parts for My Sites...........cccccvviiiiiiiiiieeeiiiiiieeeee 166
Plan for suggested Web Parts on My SiteS.........cccceeeeiiiiiieeeevieeeceennn, 166
Plan for lists and libraries Web Parts on My Sites...........ccccceceeeeeennn. 168
Plan for business data Web Parts on My Sites..........ccccvveiviviiiiiiinnne. 169
Plan for dashboard Web Parts on My Sites..........cccceeeiiieeieiiiiieeeeeenn. 170
Plan for filter Web Parts on My SiteS............uvuiiiiiiiii i 172
Plan for miscellaneous and custom Web Parts on My Sites ............. 172
Plan for personalized Web Parts on other SiteS...........ccceeeveevvevvvvieeenn. 173
WOTKSNEEL ... e 174
PIAN MY SIES ..o 175
ADOUL MY SIEES .t 175
About the public profile page......c.ccooeriiiiiiiiie e 176
ADOUL PEISONAI SITES ... ..ttt 177
About personalization SIteS .......ccccvieeiieieiiiiiiiieeer e 178
Plan for personalized SIteS ............uuuuiiiiiiiii i eeeeeeee 179
Activate the My Site feature ............oovvvieiieiiiiiieeeeerr e eeees 180
Plan for My SiteS in the SSP ... e, 181
Plan My Sit€ POLICIES ... iiiiiiiii e e 183
Plan for personalization SiteS ...........coooiiiiiiiiiiiiiieee e 183
Incorporate personalization sites into site collections...................... 184

Plan owners of personalization SiteS .............ccveevieiiiiiiiccmiiici e, 185



Plan Web Parts for personalization Sites ...............uvvvvviiiiisiccsennnnnnns 185

WOIKSNEET ...ttt eeaee 185
V. Plan WOIKIOWS........ccooiiiiiiiii e 186
Chapter overview: Plan WOrkflows............c.ccooeiiiiiiiiiiceei e 187
What are WOrKIOWS? ......coooiiieeeiii e 188

ADOUL DUSINESS PrOCESSES.....ccevvveeeiiiiiicc et eee e e e emenr s 188

Workflows in Office SharePoint Server 2007 ..........c.uvvveveeeiiiiiiiieeeeeeee. 189
Plan wWorkflows: NeXt StEPS....uuuuiiiieiiie et ieeee e eeme e 191

Planning workflows: NexXt STEPS ......cooovviiiiiiiiii e 191
V. Plan for fOrMIS....cooo i 192
Chapter overview: Plan InfoPath FOrms Services ..........ccccceeeeeeiiiieeicenes 193

InfoPath Forms Services planning articles............ccccooovvvviiicceeeeeeinnn, 193

Before you begin designing form templates ............cccccceeeiiiieiicceeennnns 193
Planning form template design ... 194
Planning form template deployment ..............ccccoviviiiiiiieee e, 194
Planning server supportability and maintenance...............cccceeevvvvnneen 194
SCenario PlanNiNg .......ooooiiiii e 195
Scenario 1: Expense-Report SUDMISSION ........uvvviiiiiiiiieeeeeeceeeeeeee, 195
IS 1 (8= 11 [ 1P TTRUPPRPRN 196
Solution: Forms for internal USe.............oovvvvviiiiiiiiicreeeeeeee 196
Scenario 2: Insurance claims ProCesSINg .......cccuvvvvvererrrereeeieasereeeeee 196
IS 1 (8= 11 [ 1P TTRUPPRPRN 197
Solution 1: Forms for internal USe ...........ccoovvvviiiiiiiiiieeee e 197
Solution 2: Customer-facing forms..........cooovviiiiiiiiiiiiiee s 197
Scenario 3: Online government PermitS..........ccccceeeeeeeeeeeeecceeiiceeee e 197
IS 1 (8= 11 [ 1P TTRUPPRPRN 198
Solution 1: Customer-facing forms..........cooovviiiiiiiiiiiiicee s 198
Solution 2: Forms processing Workflow..............cccvvvviiiiiiieecciininnee. 198
Plan what form templates are needed (Office SharePoint Server)........... 199

Create an inventory of current forms ............ccccoovvviiiiice e 199

Survey the advantages of online forms ..........ccccoceei i iiiiiiccciie e, 200

Assess the need for new form templates...........cccevveeeiiiiiiiiceciiiiieeeeee, 201

Determine form template Complexity ........cccccoeeeiiiiiiiiiccce 201

WOIKSNEEL ...ttt 202

Plan custom form templates (Office SharePoint Server)........................ 203



Plan form template design infrastructure requirements (Office SharePoint

T=T V= ) LU 204
SEIVEI FTEQUINEMENTS ...uuieiiiiiie e i i e e e e e e ee e e eeeeia s s e e e e e e e e aeeeeeeeeeassnnneeeeeeeeeneenene 205
NEetWOrK reqUIFEMENES ......uuueiiiiee e e e eeeer e e enne e e e e eeeaeeees 205
SECUILY FEQUINEMENTS ...t 205
Plan server-side data connections needed for form templates (Office
SarePOINT SEIVEI) ..o reen e e e e 207
Scenarios for the use of data cONNECtioNS..............uuveviiiiiiiiiieeciiiieeeee, 207
Scenario 1: Intranet: Authenticated user submitting data through e-mail
......................................................................................................... 208
Scenario 2: Extranet: Basic authentication submitting data through e-
0=V PP 208
Scenario 3: Intranet: HTTP post to application server ....................... 208
Database data CONNECHION .......uuuiiiiii e e 209
HTTP post data CONNECLION .......cccoiiiiieieiiiiii e 209
SharePoint library submit data connection ...............cccccceeeiiiiieecvvnnnnnns 209
SharePoint list data CONNECLION .........ccvviiiiiiiiiiiiiiiiceee e 210
Web service data CONNECHION ...........oovviiiiiiiiiiiimme e 210
XML file data CONNECHION..........coeiiiiiiiieeeeeeee e 210
Plan deployment of form templates (Office SharePoint Server).............. 211
Browser-compatible form templates ..., 211
Scenario: Insurance claims ProCeSSING ........cceeeevviiiviieiiiiiieeeeeeeeeeeeeeeeenns 212
Plan deployment of administrator-approved form templates (Office
SharePOINt SEIVEL) ..o 214
Determine the impact of anonymously accessible form templates (Office
SharePOINt SEIVEL) ..o 216
Identify the need for anonymously accessible form templates............. 216
INEEINET SCENATIO ...ttt ettt 216
COrPOrate SCENAIO ...ttt eeeeati bbbttt e e e e e e e e e e s seeeeeeeeeeaeeeeeas 216
Security and usage considerations for anonymously accessible form
TEMPIATES ... 217
Bandwidth and capacity considerations for anonymously accessible form
TEMPIALES ... e e ——- 217
Plan for naming form templates (Office SharePoint Server).................... 219
Plan for upgrading form templates (Office SharePoint Server) ............... 220

Plan for retiring form templates (Office SharePoint Server)..................... 221



Plan version control for form templates (Office SharePoint Server)......... 222

DocumMENt RELENTION ......ceeviiiiiiieie e 222
CapaCity Planning ...........uuuuiiiiiiiiiiiiiieeeiiie ettt 223
Plan for mobile device access to form templates (Office SharePoint
1= V] o PP PPPPPP PP 224
Plan workflow for form templates ... e 226
Custom workflow form templates ........cccooeeiiiiiiiiiiiiiiee e 226
Workflows for form template approval ............ccccccecviiiiiiiicccciiiiiieeeeee, 226
Workflows launched from a form ... 227
VI. Plan for business intelligence............cccoooiiiiiiiiiemn e 228
Chapter overview: Plan for business intelligence .............cccccccviiviiieenns 229
Determine business data and business intelligence needs ..................... 232
About business INtelligenCe............ooorriiiiiie s 232
Plan Office SharePoint Server 2007 features for business intelligence234
Plan data integration features of Office SharePoint Server 2007 ...... 234
Plan information presentation and reporting features of Office
SharePoint Server 2007 ........oooeuuuuuiiiiiieees e e e e e e e aneenas 235
Plan business data SCENArIOS ..........ccoovviiiiiiiiiiiieene e eeens 237
Plan purpose-based SCENAIIOS ............oevvvveiiiiiiiiimme et 237
Plan process-based SCENANOS. ........uuviiiiiiiiieiieii i 238
Plan IT-based SCENANIOS ...........covvviiiiiiiiis e eeee s 238
Determine business intelligence needs for your organization .............. 239
WOTKSREELS ...ttt 240
Determine scope of business intelligence analysis ...........ccccoeeeeiiiiieeenee, 241
About business intelligence scope planning........cccccceeeeeiniiiiiiicceee e, 241
Business intelligence prinCiples ... 241
Business intelligence examples............ouvviiiiiii s i 242
Plan data connection Management............cuuvviiiieeiiiiiicccee e 243
About data connection management in Office SharePoint Server 2007
............................................................................................................ 243
Plan access to external data............eeeeiiiieiiiececcee e 243
Plan access to data connection libraries..............ooovviiiiiiiiiicccnieeeeiiiinns 244
Plan key performance indiCators ..........ccooooiiiiiiiiiiisieeee e 245
A 1o 10 | 0 S £ PSPPSR 245
Plan data sources for KPIS ..........uuuiiiiiiiiiee e eeen e 247

Plan KPIS iN TEPOIS ..uuuuiiiiiiiie e e s 249



Plan KPIS in dashbOards.........c.oveee oo 250

Plan KPIS IN MY SItE ...coveeiiiiiiiiie et ernnr e 250
AT L0 S 11T £ 251
PIAN TEPOIS ...ttt 252
ADOUL TEPONS ...ttt e eeer e e e e e e e e e e e e e eeeean 252
Plan Web Parts for reports ...........uvveiiiiiiiie e eeen e 253
Plan reports for the Report Center Site............coovvvvvvvviiiiiieemeeeeeeeeeeiiiien 254
Plan the reports ibrary ... 256
Plan other features of the Report Center Site...........cccoovvivviiiiiiiieeeeeennn. 257
VAT L0 £ 6] A T=T=] £ 258
Plan dashboards and filterS .........ccoovueiiiiiiii e 259
About dashboards and filters ........cccooiviiiiiiii e, 259
Plan Web Parts for dashboards............cooooeviiiiiiiiiiceeneiieeeeeeeeeeeeee 261
Plan Excel Web Access Web Parts for dashboards ............cccccccc...... 262
Plan business data Web Parts for dashboards.............cccoeeevivnnriienen. 262
Plan KPI Web Parts for dashboards ...........cccooeveviiiiiiiiieeeeeieceeies 264

[ F= T TR 111 (T 264
Plan automatic filter Web Parts ........coooovviiiiiiiiiiiee e 265
Plan filters that use user-specified values...............cccciiiiiimeennnnnnn, 266
Plan filters that use values selected from a list...........cccccvveeeiivireienne. 267
WOTKSNEBELS ..ottt e e et e et e e eas enens 268
Plan EXcel ServiCes SECUNLY ..........ooiiiiiiiiiiiiitieees e 269
About EXcel ServiCes SECUNLY .........ccceeviiiiiiiiiiiieeee e e 269
Plan user authentiCation ............ccooouuuiiiiiiiieeeee e e 271
Plan communication amoONg SEIVEIS.........uuuuiiiiiiiiiiiieeieeeeeeeeeeeaeeeeaeaeeens 271
Plan external data authentication ...............coeeeiviii e 272
Integrated Windows authentication................cccoovviiiiccee e, 273
SSO aUtheNLICALION ... .ccceviiiii e e e 273
N0 1= N 275
Unattended SErviCe aCCOUNL..........cccuuuiiiiiiieiiime e eeeeas 275
SECUNMLY SEHINGS ...coiieiieeeeeee e e e e e e e e e e er e e e e e e e e e e e e e eees 276
File access Method..........ooveiiii e 276
Data ENCIYPLION ...ttt 277
Trusted file [OCAtIONS........c.oueiiiii e e e s 277
Trusted data ProVIAerS .........oouuviiii i 280
Trusted data connection lIbraries ........cooooveeeiiiiiiiiivieeee e, 280
View ONlY PEIMISSIONS ... ..cciiiiiiiiee e ceeeii et e e 281
External data CONNECLIONS .......couuiiiiiiiiii e 282

OO IS e e et aan——s 282



Managing .0dC fill@S........ccoeiiiiiiii e 283

User-defined fUNCHIONS ........oooii it 283
WOTKSNEELS ... .o eree s e e e e e e e e e e e e eeanees 284
Determine resource requirements to support Excel Services.................. 285
About Excel Services tOPOIOGIES ........uvviiiiiiiiiiiiiiiiiieeeeeeee e 285
Data aCcCess MOUEIS ......cooiiiiiiiiiiiii it ie e e enrr e e 286
EXcel Services tOPOIOgIES. ....uuuuiiiiiiie e eeeeeeee e e 287
Excel Services single-server topology...........cccccuuviriiiiiiiieeniiiiiineeee 287
Excel Services small farm trusted subsystem topology................... 289
Excel Services small farm Kerberos topology..........ccceevvvviviviiiinneee. 290
Excel Services medium farm trusted subsystem topology.............. 290
Excel Services medium farm Kerberos topology.............cccoeevnneee 292
Excel Services large farm trusted subsystem topology ................... 293
Excel Services large farm Kerberos topology ...........coovvvvviviivininneee. 294
Excel Services extranet topology .........eeeeeiviiiiiiiiiiiiiccceeieeee e 296
Excel Services corporate intranet topology .............cvvvviviiiiiiiieennns 297
Excel Services high-performance computing topology.................... 299
Plan for simultaneous client cCONNECLIONS............ccoovvviveiiiiiiieeereeeeeeeeeens 300
Plan for concurrent Excel Calculation Services session requests......... 300
Excel Services performance testing............oovvvvvuiiiiiii i 302
Hardware configuration..............ccooiiiiiiiiiieee e 302
Data set attribute tables ............uuueeeiiiiie e 303
Performance teSt SCENANOS .........uiviiiiiiiiiiieiiee e 303
Workbooks without external data connections...............ccccccvvvvvneen. 304
Workbooks with OLAP data connections................uuvvveiiisiccseeennnnns 305
Workbooks with relational data connections ............ccccoeeevvviiceen. 306
Distribution of workbooks by data Sources.............ccccceeeeeeeieiieecnnnnns 307
Request mix used in performance testS............ccceevvviiiiiiiieeeeeeeee, 308
Performance teSt reSUIS .........ooveveeiiiiie e eeen s 308
Excel Services small farm trusted subsystem configuration............ 308
Excel Services large farm trusted subsystem configuration ............ 309
Excel Services large farm Kerberos configuration .......................... 310
Excel Services large farm trusted subsystem configuration using
OLAP data with refresh on open and SSO...........ccccceeeeeiiieeiicenns 311
Excel Services large farm Kerberos configuration using OLAP data
With refresh 0N Open ... e 312
Excel Services large farm Kerberos configuration using SQL Server
2005 ANAlySiS SErVICES QrOUPS ....cevevriiiiiiiieeeeeaaeeiimeeeaeeeeeeeaaaanans 314

Excel Services large farm trusted subsystem configuration using
relational data..........cooeeeeiee e 315



Excel Services large farm Kerberos configuration using relational

(0 = = LSRR 316
Limit the number and duration of open Sessions ...............evvvvvvvniiiieae. 317
Plan rendering Excel KPldata ... e 318
About rendering Excel KPl data.............ccoovviviiiiiiiieemeeeeeeeeee e 318
KPI List Web Parts for Office SharePoint Server 2007 .............ccccvvvee.. 318
Excel KPIl and SQL Server 2005 Analysis ServiCes...........ccccvvvvvvvvnrnnnns 318
Plan Excel reports against OLAP CUDES ........ccceevviiiiiiiiiiiiiieeee e 320
About building Excel reports against OLAP cubes.........ccccccvvvvnniininnns 320
OLAP TUNCHONS. ...ttt mnne e 320
OLAP FOIMUIBS .. e 321
Plan access to Excel spreadsheets ...........cccoeeeeiiiiiiiiieeee e 322
About spreadsheet management ...............uuiiiiiiiiiiccciiiicee e 322
Plan a strategy to control access to workbooks and ensure data integrity
............................................................................................................ 322
Plan a strategy to restrict access to individual data objects within
WOTKDOOKS ....ooiiiiiieieieeeee e 322
Plan for business data connections with the Business Data Catalog......324
About the Business Data Catalog ............oooevvvviiviiiiicreeeeee e 324
Plan connections to the Business Data Catalog ...............ccoooeviiiiiieeenn. 325
Plan business data preSentation .............cccciieiiieeseeeeeee e 328
WOTKSRNEELS ...ttt e e 328
Plan for business data profiles...........coooiiiiiii e 330
About business data profiles ...........ccceeeeiiiiiiiiiiccee e 330
Plan connections to the Business Data Catalog .............ccceeeeeeeeevvvieenn. 330
Plan to include business data content SOUICeS.............ccccuvvvvviiereieennnes 331
Plan properties of business data profiles ............cccccovvriiiiiicc e, 331
WOTKSRNEELS ...ttt 335
Plan business data liStS............cooiiiiiiiiiiiieeen e 336
About business data liStS ..........ueeiiiiiiiiiiiiii e 336
Plan business data COIUMNS............coooiiiiiiiiiiiieee e 337
Plan dependent COIUMNS ..........uuiiiiiiiiiiiiii e 337
Plan business actions in business data liStS............ccccoovviiiiiiiiceciceennn. 338
Plan Web Parts for business data liStS............cccevvvvveiiviiiimmmniieeeeeeiiiiienn 338
LAY o 6] 1T £ P 339

Plan business data WeEbD PartS ......co.oveeiiie et emmeeens 340



About business data Web Parts .......cooueeiee e 340

Plan core business data Web PartS..........cccovvvviiiiiiiiiiiceeece e 341
Plan specialized business data Web Parts............ccccevvvvviiiiiieeeneeeeeeee, 342
Plan KPIWED PartS .....ccuiiiiiieee e eeeee e e e s eemmte e e e ra e e eaas 343
Plan Excel Web Access WED Parts ..o 344
Plan SQL Server 2005 Analysis Services Web Parts...........cccevevvvneeee 344
Plan filter Web Parts connected to business data Web Parts .............. 344
Plan deployment of Web Parts ...........ccceeeiiiiiiiii e 345
VAV 0] 6] [=T<] £ 346
Plan business data ACiONS .......u.vvveiie et eeeee e e s ermmr e eaans 347
About business data aCIONS ........covuiiiiiiie e 347
Plan the scope of buSINESS ACHIONS........ccovveieiiiiiiiiiiiiee e 348
Plan properties for business actions..................uuvvviiiiccreeeeieiiceeen, 349
Plan Business Data Action Web Parts .......c.o.vvvveiiiiiieeeieeeee e 350
Plan custom bUSINESS ACtIONS.........civuiiiiiiiiie i ceeee e e e e e e e eennes 351
LTAT L] S 1 TST T 351
Plan for business data SEaAIrCh ........cvou v e 352
AboUt bUSINESS data SEAICN ....c.ueiiv et e e 352
Plan business data SEAICH .........uvviviiiiiii et rreee e 353
Plan Shared Services Providers for business data ..............ccccuuneeee... 354
Plan business data CONteNt SOUICES ..........uvvevnieiiniiiiiiiemee e e eeen 354
Plan search properties for business data..............cccccoeeeeiiiiieeeieeeeen. 356
Plan access and security for business data search results ............... 357
Plan search scopes for business data.............cccceevvvvvviiiiccneeeeeeiiinnnnns 357
Plan keywords for business data............cccceceeeieeiiiiccccciiicceece e 358
Plan business data tabs in the Search Center Site........cooovvvvvivreennnnns 358
EXAMPIE ... 359
VY0 4 A [<T=] TR 360
Plan external data connections for Excel Services.........cooovvvvviiivnniienne. 362
About Excel Services connections to external data ............coeevvvvevvnnnenns 362
Connections and EXcel WOrkDOOKS ........ccovuiieeeiiiiieieeeeeeee e ee e 363
Embedded and linked cONNECLIONS .......c.uviveiiiiiiiii e 363
D=1z W 0] (01, (6 (] &SP TTTPPPPP 364
Authentication to external data .........ooeeuiveiieii e s 365
WiINAOWS aUIhENTICALION .. .ce et renma e 365
ST © TR 366
N0 1N 366
Data connection libraries and managed connections ................c.ccouue.. 367

REUSING CONNECHIONS .....vviiiiiiiiiiiiiiie e 367



Managing CONNECHIONS ........ccceiiiiiiiiieiiiiiteeee e e e s eeennees 367

SECUINNG CONNECHIONS ...t e 368
Excel Services security and external data .............cccceeeeiiiieeiiiceciiennnnn. 368
Trusted file IOCALIONS........uuuiiiiiiiiiiiiiiee e 368
Trusted data connection libraries ..........cccccccccciiiiiieeci, 369
Trusted data ProVIAErsS ... 370
Unattended aCCOUNT ..........coiiiiiiiiiiiiiiimme et 370
Trusted subsystem and delegation ................ooovvvviiiiir e eeeeeeiiie 370
Step-by-step server configuration for external data ..............cccccceeeeennns 371
Adding a trusted data provider for Excel Services...........cccceveeeiienennns 372
Allowing external data for EXcel SeIVICeS.......cccevvveeiiiiiiieiiiiieeeeeeeee 374
Setting the unattended acCoUNt..............oooevviiiiiiiiie s 376
Configuring Office Server single SigN-0N.........ccoooviiiiiiiiiiinnnn s 377
Start the Microsoft Single Sign-On service on the server ............... 378
Configuring SSO on OffiCe SEerver ........ccooveviiiiiiiiieeciceeeecieee e, 381
More on Office Server SSO accounts and privileges...................... 382
Creating a new application ID in SSO ... 384
Creating a data connection library ............cccccoiiiiiiiiiinee e, 390
Trusting a data connection library on Excel Services ...........cccceeennnn. 392
Exposing the data connection library in the Office client.................... 393
Publishing the data connection library to the Office client............... 394
Setting a registry key to surface a data connection library in the client
...................................................................................................... 397
Step-by-step workbook configuration for external data ........................ 399
Creating @ NEW CONNECTION .......uuuuiiiiiiiiiiieee e ettt e e e simmne s 400
Reusing an existing connection from a data connection library ......... 402
Specifying the server authentication for an existing connection ........ 405
Saving an existing connection to a data connection library ............. 407
Frequently asked QUESTIONS .........coooiiiiiiiiiiiiieeee e 408
How do | get Microsoft Access data into my workbooks on Excel
SEBIVICES? ..ottt ieee it trrrrrreeeeeeeeesssesseeeeneeeeneeseeeeeeeeennnns 408

How do | use other workbooks as data sources on Excel Services? 409
Why don't my Windows authentication connections work even when |

have correctly configured Kerberos in my farm? ........cccceeeveeeeeenn. 409
If the credentials are not delegated, how can Excel Services make per-

user permission checks onfiles? ......cccccoooveiiiiiiiice e 409
What is the guidance around using local cubes on the server?......... 409
How can | have more control over how external data is accessed from

TNE SBIVEI? e e 410

What factors should | consider regarding performance and external
(0 1= 2= PRSPPI 410



How can | secure my data so that it is viewable only from a workbook
published to EXCel SErvIiCeS? .......coooiiiiiiiiieeee 411

| followed the instructions in this article, but when | load my workbook
on the server | see some unsupported features error talking about
Query Tables. HOwW can | fiX it?.......couuuiiiiiiiiiiie e 412

| have an ODBC connection, and therefore | do not have an .odc file.
How can | use my connection with a data connection library so that it

Will WOrk on EXCel SErVICES? ......cooiiiiiiiiiiittieee e 413
How do View Only permissions and .odc files in a data connection
o] = 1Yo ] USSP 413
VII. Plan SEAICN ..ot eeees s e e e e e e e e eeeaeeeed 414
Chapter overview: Plan search (Office SharePoint Server) ..................... 415
WHhy twO SEarch ServiCeS? ...t ieee e 415
Plan the Search team...........cccciiiiiiiiiiiieee e 416
Plan to Crawl CONTENL ..........ooiiieieiiie e 416
Plan the end-user search experience............ccccccvvevrveevieencnvvvvneeeneeeen. . 416
Identify your search team (Office SharePoint Server).........ccccccccceieinnnn.. 418
About the search planning teaM ............uuuiiiiiiiiiiiiiieeeieeee e 418
About the search planning ProCesS...........veiiiieiiiii e ceeeccce e 418
Plan the search deployment and operations teams ....................ouvvvunns 419
WOTKSNEEL ...t e e e emmees 419
Plan to crawl content (Office SharePoint Server) ...........cccccociiiiiiiieennns 420
ADbOUL Crawling CONTENT...........uuiiiiiiiiiiiii e 421
Plan CONENT SOUICES .......cciiiiiiiiiiitieeeieee e e e e e e s seeee e eeaaaaeeeas 422
Plan default content acCess aCCOUNt ...........ccocciviiiiiiiiieeeniiiireeaen 424
Plan for external CONTENT............ovvuiiieiiii e e eren 425
Plan content sources for business data ..............oeevvvvviiiiiiccseeeennnnnns 426
Plan crawl SEHINGS .......oooeiiiiiieeeeee e 426
Plan crawl SChedules...........oooooiiiiiiieeeeee e 427
Protocol NandIErS ..........ueeeeeiiie e e 428
Plan crawler impact FUIES............vviviiiiiei e eeeer e 429
PIaN Crawl FUIES ...ttt 430
Specify a different content access acCoUNt ..........cceeeeeeeeeeeeeeeerieenennn. 431
Plan file-type inclusions and IFIlters............ooooiiiiiiiieeen e 432
Plan search settings that are managed at the farm level .....................: 435
WOTKSNEEL ...ttt e e e e eemees 436

Plan the end-user search experience (Office SharePoint Server) ........... 437



Plan what users see when performing a query ...............vvvvvciiiiisiemennns 438

The search user interface............uuvuueiiiiiiiii e 438
Plan CUSIOM SCOPES ....oooiiiiiiiiiie it e e e eeer e 440
SCOPE SCENANO.....ccvvvrrriiiiiiieieeeeeceemriniiiissse e e e e e e eeeeenssmeesseeneeeeeenennnn 441

Plan shared SCOPES........ccoiiiiiiiiiiiiiccmme e 442

Plan scopes for site COIIECIONS ............eevviiiiiiiiiiiiieeniieeeee e 442

Plan display groups ..........oooooiiiiiiiiiiiieemie e 444

Plan SCOPE MUIES.....ueeiei et 444
Example of scope planning .............eeeeeeeiiiiiiiiieemiiiieeeeeee e 448
Advanced SEArChES .........cooiiiiiiiiiiieeme e e 450
Plan properties for SEarch .............uuvveiiiiiii i veeen 451
Managed and crawled properties............cccceevvvvvvvivvieeneeeeeeeeeeeennnnnn 461
USINg Properties iN QUETES. ........coouiiiiiiiiiiieeee e 452

Plan managed Properti€s .........cc.uuvuiuiiiriieiiiieeeiriiiieeeeee e e e e e e e e e s e 453

Plan for business data propertieS.........cccccceeeeeevvvviiiieeeeeeeeeeeeeeeeeen. . 456

Use managed properties in search SCOPEeS .........ccevvvvvviiiiiiiiieennnn. 456

Plan to integrate properties for new file types by using Ifilters ........ 456

Plan what users see in SearCh reSUlLS ............uuvuiiiiiiiiiiiiieeeiiiiiiiiieeiaeen 457
Plan keywords and Best BetS .........cccccceeeeeiiiiiiiiicee e 457
Keyword @XamPIe ..o 458
Understanding SYNONYIMS ..........uuuuuiiuiiiiiieeeeiaeerrreeeeereeeeeeeeeeeeeeesaeemees 460

Use information architecture to identify keywords..............ccc..oeee. 460
Security considerations for KEYyWords ................eeeeeeeiiiiiieeciviieeeennn. 461

Plan keywords across your organization ...........ccccccceeeeeeenniiiaccneeeee. 462

Plan keyword management..............ueiiiieieeieeceeeiieeeee e 463

Plan the relevance of search reSultS.......cccccccveieiiiiiccc e 464
Plan the appearance of lINKS...........cciiiiiiicc e 465
Plan search-based alerts.............oooviviiiiiiiiicce e 466
Security considerations for search (Office SharePoint Server 2007) ...... 468
Sharing data across Web Parts.........cccccceeeieiiiiiecccceeiiicicieeeeeeeeeeeeeee. 468
Specify content as NO Crawl..............uuueiiiiiiiii i eeeee 468
VI Plan communication ............cooeeveeeiiiiiiiieneee e eeeesiiiivveveeeessnenennn 470
Chapter overview: Plan communication (Office SharePoint Server) ....... 471
Communications COMPONENTS.........uuiiiieiiiiiie e eeieree e eeeens 471
Plan presence integration (Office SharePoint Server) .........ccccvvvveeeennn 472
ADOUL ONIINE PrESENCE... ... 472
Advantages of incorporating online Presence ............ccoeeveeceviivinnnn s 473

Organizational CONSIAeratioNS............cceeiiieeeeeeeerieeereee e ee e eeeeeeeeees 473



SOoftware reqUINEMENTS ........uueeeiiii e e e e ceeeccee e e e e erne e e e e e e e e 474

E-mail account reqUIrEMENTS .........oooviiiiiiiiiiiiiiieeee e 474
Plan incoming e-mail (Office SharePoint Server) .........cccccceeeeeieiiieieceeens 475
About INCOMING €-Malil........oooiiiiii e 475
Key decisions for planning incoming e-mail............cccccceeevvvvvvvieenneen . L A75
BASIC SCENAIIO ..ceeiiieee et re e 476
ADVANCEA SCENATIOS .....vvvviiiiiiiiiiiiiiiie e e eeeerie et ettt e e e e e e e e e e e s s st aaaeaeaaeeas 476
Safe -Malil SEIVEI ... 477
E-mail drop fOlder.........oooeieeee e 477
Microsoft SharePoint Directory Management service.....................478
Incoming e-mail server display address.............ccccccvvvviverrieencnnnnn . 479
Configuration options and settings MOdes............ccceeeveiieeeeeeceeeieiennnn 479
Before configuring incoming e-mail.............ccccoeoeiiiiiiiieee e, 480
Plan the Microsoft SharePoint Directory Management service ............: 480
Directory management service configuration options........................ 481
WOTKSNEEL ... e 482
Plan outgoing e-mail (Office SharePoint Server) .........cccccceviiiiiiiiiicenenn. 483
About outgoiNg €-Malil .........ovvviiiiiii e 483
General reqUIrEMENES.........cooviiiiiiiiiiiemmr e eer s 484
OUutboUNd SMTP SEIVET .....ccoeveeeeeiiiiiiiie et e e e ennennn . 484
From and Reply-t0 addreSSEeS........coooviiiiiiiiiiiieeee e 484
(O g F= 1= ol (=] Y= OSSP OSPPPPPPPPPI 485
IX. Plan document management ..........cccccceeeeeeeeeeeeceecciiiceie e 486
Chapter overview: Plan document management..........cccccvvvveeeeeeeiieeenen. 487
What is document management?........ccccccceeeeeeininiiiicccee e 489
The elements of a document management System ..............ccccuvvvvnnnnn 489
The planning PrOCESS ......cvvviiiiiiei e eeee e e e e 490
Identify document management participants and stakeholders ..............492
WOTKSNEEL ... e enenes 493
Analyze dOCUMENT USAQE.........uuuuuiiiiiiiie e e e ceeeieie s e e aeene e e e e e 494
WOTKSNEEL ...ttt 496
Plan document lIDrariesS..........uuuuueeiiie e 497
Plan document lIDraries. ..........ooeviiiiiiiiiiiieeeeee e 497
Plan the flow of CONtENL...........cooviiiiiiie e 501

Promoting document libraries from Office client programs.................... 503



Plan content types (Office SharePoint Server)...........ccccevvvviiiiiiiieeeec e, 505

What are CONENT LYPEST .....uiiiiiiiiiiiiiiiee et 505
Properties integration with the 2007 Office release.........cccccccvvvvvennnnnne 507
About cOluMN tEMPIALES ......covieeeeeee e erre s 507
About folder CONLENE LYPES .....ccveeeeiiiiiiiie e eree s 508
Planning document content tYPesS ........ccccvueviiiiiiiiiiiieeeieeeeee e 908
Planning list CONtENT tYPES .....uuuuuiiiiiiee e e 510
Planning document CONVEISIONS.........cccoeiiiiiiiiiiiiiieene e e e e e e 512
After planning content types: NeXt STEPS ......oovveereririiiiiiiiieeee e 512
WOIKSNEELS ... e e e e e e e e e e e eeeanees 513
Plan workflows for document management...............ooooviiiiieene e 514
WOTKSNEEL ...t e e e eemee 515
Plan versioning, content approval, and check-0utS..........ccccceeviiiiieieneeee. 516
PlAN VEISIONING ....cooieiiiiiieiei e e e e 516
Plan content approval..........cocooooiiiiiiiiiiieeee e 517
Plan check-in and check-0Ut ............cccoooiiiiiiiiicicceeccc e 519
WOTKSNEEL ...ttt e e e eenee 519
Plan Information Rights Management ..............ccccciiiiiiiieemniiieeee 521
Information Rights Management in Office SharePoint Server 2007 .....521
WOTKSNEEL ... e 523
Plan information management POlICIES.............uuuuriiiiiiiiiiieeeiiieieeeeeeeee e 524
About information management policies and policy features ............... 524
About information management policy reporting ...........ccccceeeeeeeeeeeeeene. 526
About information management policy integration with the 2007 Office
system apPliCAtIONS ........ccoeeiiiiiiiiiiieeeeee e 527
Policy features available in Office SharePoint Server 2007.................. 527
Plan information management POlICIES. ... 528
WOIKSNEEL ... e e 529
Plan enterprise CONENT STOrAgE .......uueeiiiiiiiiiiieeee et 531
Typical large-scale content management SCENArIOS ...............evvvveunnnnnn. 532
Large-scale authoring @nVIrONMENt ...........eeeeiieeiiiiiiiiiieeriieeeeeeeeeeeeeen 532
Large-scale content arChive ..........ccccooiviieee i iceeeecce e 532
Extremely large-scale content archive............cccccooeiiviiiiicciee e, 533
Site collections: content storage benefits and limitations...................... 533
Benefits of storing content in the same site collection........................ 533
Limits on storing content in the same site collection..............cc..eeeee... 534

Sites: content storage benefits and limitations................ccccccveeiiiieeee . 535



Benefits of storing content in the same Site..........cccceeevieeieeeeevieeeeeennn. 535

The Document Center SIte........cooviiiiiiieiiiiiiiieeme et smeeees 535
Limits on storing content in the same Site.............cuvvvvvieiiiiiiccceeeniennne 536
Libraries: content storage benefits and limitations ............c.ccccoeeeeee. 537
Benefits of storing content in the same library ............ccooovvviiiiiiiiieeee. 537
Limits on storing content in the same library ............cccooevveiiiiiiiieeenenn. 537
Using indexed columns to improve view performance ...................... 538
Folders: content storage benefits and considerations ...............cc......... 539
Summary of recommMeNdationS.........ccoovveeeeeiiiiiiiiieeeee e 539
X. Plan records management............ccoovviiiiiiiiiiimmmee e 541
Chapter overview: Plan records management ............cc.eeeeeeeeeeeeeieesennenne. 542
What is records managemeEnt? ............uuueeeriiiieieiiieeeireieee e e e e s 543
Elements of a records management SyStem ................evvvviiiiisieennnnnnnd 543
Overview of records management planning .............ccccoevvvvviiiieene e, 545
Identify records management roles (Office SharePoint Server).............. 547
WOTKSNEEL ...ttt e e e eenees 549
Develop the file plan (Office SharePoint Server) ........cccoeevveieiieeeiiiiieeeen. 550
About records, active documents, and archived documents. ................ 550
Determine what is @ reCOrd.............uuuiiiiiiiii i eeeeeeee s 551
Complete the file plan............ooooeeeiii e 553
WOTKSNEEL ... e 555
Design the Records Center site (Office SharePoint Server).................... 556
About the Records Center Site.............uuuuueiiiiiiiiiieeeiiiiiieeieeeee e e 556
Planning document libraries for records retention ..............ccccceeeeeveee. 558
Planning metadatal..............vvuiiiiiiiii i ereei e 559
Planning records metadata ...............cccoovviiiiiiieeee e 559
Planning additional metadata. ... 560
Planning POJICIES ... 561
Planning the record routing table..............ccoooiiiiree 562
Planning the Site'S SECUNLY ..........uuuuiiiiiiiiiiiii e 563
LAY o 6] 1T £ P 564
Plan how records are collected (Office SharePoint Server)..................... 566
Techniques for moving files into the Records Center site..................... 566
Manually sending content to the Records Center site ...........ccccovuee... 566

Using managed e-mail folders in Microsoft Exchange Server 2007 to
send e-mail and files to the Records Center Site.............cccvvvvvveeeeee. 567



Using a custom solution to send files to the Records Center site......567

Completing Your Plan..........ooooi e 568
Plan physical records retention.............ccceeeviviiiieiieeee e 571
Using Office SharePoint Server to manage physical records............... 571
Physical records and the Records Center Site.............ooevvvvvivviivnieeeen. 572
Lists and physical reCOrds ............uuuuiiuiiiiiii e eeeeee 572
Case study: Physical records management at Microsoft ................... 575
Planning physical records retention ...............uuvveeiiiiiiccseeeiiieee e 575
WOIKSNEET ... e 576
Plan e-mail message records retention ............oooeeeeeieiiiiiiccce e 577
Using a Records Center site for e-mail message retention................... 578
Using Exchange Server 2007 with Office SharePoint Server to manage
€-Mail MESSAGE NECOIUS......ceiiiiiiiiiiieee e 579
Managing e-mail message records without Exchange Server 2007 ....581
Planning e-mail message records retention ............cccceeeeeeeeeeecceeeceeennn, 582
WOTKSNEELS ...t rren e e e e e e e e e e e e e eeeeeanees 583
XI. Plan site and CONENt SECUNLY ..........uuuiiiiiiiiiiiiiieieeeieeeeee e e e 585
Chapter overview: Plan site and content security (Office SharePoint
S T=T =T o PP PPPPPPPPPPPPPPPIS 586
Plan site security (Office SharePoint Server) ............oouvvevveiiiiiiiccseeneenens 587
About site Security €IEMENTS ...........uviiiiiiiiiiiii e 588
About assigning PErmMiSSIONS ...........coovvvviiiiuiiiimme e e eenees 589
About fine-grained permissions and permission inheritance ................ 590
Permission inheritance and fine-grained permissions ....................... 590
Permission inheritance and SubSites .............cccccciiiiiiiieeeniciiee 591
Choose which levels of site security t0 US€ ...........ccceevvviviieiiiiinnneeeeeen, 591
Plan for permission iNheritanCe ... 592
WOTKSNEEL ...t e e e e emmees 593
Determine permission levels and groups to use (Office SharePoint Server)
.............................................................................................................. 594
Review available default groups...........cccouuviiiiiiiiiiieeeiiieeeeeee e 594
Review available permission [evels..........cccccoiiiiiiiicce e 596
Determine whether you need additional permission levels or groups.. 597
D0 you Need CUSLOM GrOUPS? ...cooeeeiiiiirieieeeeeeeeeeeessssseseeeeeeeeeeaeeaeeeeenn 597
Do you need custom permission [evels?.........cccocvvvviiiiiniccemniiiieeen. 598

WV OTKSNEET ... e e e ana e 599



Define custom permission levels (Office SharePoint Server) .................. 600

Customize an existing permission level ...............ccccoiiiiiiieeeeiiiiiee, 600
Copy an existing permission level ... 600
Create a permiSSION IEVE ...........ovvvviiiiiiiiii e rneern e 601
Choose which security groups to use (Office SharePoint Server)........... 602
Determine which Windows security groups and accounts to use for
granting aCCESS 10 SITES .....eviiiiiiiiiieeiee e 602
Decide whether to use all authenticated USerS .............oevvvvvviiiiiiiicecennns 603
Decide whether to allow access to anonymous USErS ............c.ceeveveenns 603
WOTKSNEEL ...ttt e e e e enmees 604
Choose administrators and owners for the administration hierarchy (Office
SharePoiNt SEIVEN) ... 605
Levels of adminiStration ...........cvieeeiiiiii e 605
WOTKSNEEL ... e 606
XIl. Plan for site creation and maintenance ..............cooeeeevvviinnnn s 607

Chapter overview: Plan for site creation and maintenance (Office

SharePOINt SEIVEL) ...ccoiiiiiieie s errn e e e e e e e e 608
Plan process for creating sites (Office SharePoint Server).....................J 609
Determine who can create sites and a method for site creation ........... 609
Plan for Self-Service Site Management ..............eeeeeveeeiiiiiieesieieeeeeeeeenn. 611
Plan for custom site creation ProCESSES.........uvvvueiiiiiieeee e ceeeeiee e 612
WOTKSNEEL ... e enenes 612
Plan for site maintenance and management (Office SharePoint Server) 613
Plan for Site MaiNtE@NANCE ..........covviiiiiiiiiieee e 613
Plan for managing site COlleCtionsS.............cc.uuviiiiiiiiiieeeeeeeeeeeece e 614
Plan site collection qUOLAS...............uveeiiiiee e eeeen 614
Plan site use confirmation and deletion..............cc.uvvveiiiiiiiecciiiiieeeeeenn. 615

MV OTKS B . ..o e e e aaamens 616



Planning worksheets for Office
SharePoint Server 2007

In this article:

e Planning worksheets by task

e Planning worksheets by title

This article provides links to worksheets that you can use to record information
that you gather and decisions that you make as you plan your deployment of

Microsoft Office SharePoint Server 2007. Use these worksheetmjunction
with @ not as a substitute fér Planning and architecture for Office SharePoint

Server 2007.

Planning worksheets by task

For this task Use this worksheet To do this
Chapter Determine sites worksheet Identify top-
overview: Plan | (http://go.microsoft.com/fwlink/?LinkID=73282&clcid=0x409) | level sites
overall design needed for
the solution
and the

features to
investigate for
each site.

Chapter Article pages worksheet Plan fields for
overview: Plan | (http://go.microsoft.com/fwlink/?Linkld=73316&clcid=0x409) | content
Web site pages.
structure and
publishing
(Office
SharePoint
Server)
Layout pages worksheet Plan layout
(http://go.microsoft.com/fwlink/?Linkld=73317&clcid=0x409) | pages for
Web pages.
Master pages worksheet Plan master

(http://go.microsoft.com/fwlink/?Linkld=73318&clcid=0x409)

pages for site
collections.



http://go.microsoft.com/fwlink/?LinkID=73282&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73316&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73317&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73318&clcid=0x409

For this task

Use this worksheet

To do this

Site paths worksheet
(http://go.microsoft.com/fwlink/?Linkld=73148&clcid=0x409)

Record
managed
paths that
need to be
created for
hosting
collaboration
sites.

Site creation worksheet
(http://go.microsoft.com/fwlink/?Linkld=73138&clcid=0x409)

Record a plan
for creating
sites.

Welcome pages worksheet
(http://go.microsoft.com/fwlink/?Linkld=73320&clcid=0x409)

Plan fields for
welcome
pages.

Chapter

overview: Plan

for
personalized
content and
sites

People, profiles, and policies worksheet
(http://go.microsoft.com/fwlink/?LinkID=73268&clcid=0x409)

Plan
connections,
sources,
people
features, and
audiences.

Search properties worksheet
(http://go.microsoft.com/fwlink/?LinkID=73272&clcid=0x409)

Plan
properties for
search,
mapping
crawled
properties to
managed
properties.

Site creation worksheet
(http://go.microsoft.com/fwlink/?Linkld=73138&clcid=0x409)

Record a plan
for creating
sites.

Chapter

overview: Plan

InfoPath
Forms
Services

Data connections for form templates worksheet
(http://go.microsoft.com/fwlink/?Linkld=73321&clcid=0x409)

Plan InfoPath
Forms
Services data
connections.



http://go.microsoft.com/fwlink/?LinkId=73148&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73138&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73320&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73268&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73272&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73138&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73321&clcid=0x409

For this task Use this worksheet To do this
Deploy administrator-approved form template Record
(http://go.microsoft.com/fwlink/?Linkld=73322&clcid=0x409) | information to

plan
administrator-
approved
form
templates.

Chapter Authentication methods worksheet Plan and

overview: Plan | (http://go.microsoft.com/fwlink/?LinkID=73278&clcid=0x409) | record

for business
intelligence

authentication
methods to be
allowed in
your
environment.

Business data worksheet
(http://go.microsoft.com/fwlink/?LinkID=73271&clcid=0x409)

Plan for
information
architecture
based on the
taxonomy of
key concepts
and business
processes.

Crawl and guery search features worksheet
(http://go.microsoft.com/fwlink/?LinkID=73276&clcid=0x409)

Plan and
record crawl
and search
settings.

Custom permission levels and groups worksheet

(http://go.microsoft.com/fwlink/?LinkID=73134&clcid=0x409)

Record
custom
permission
levels and
groups that
need to be
created.

Estimate data capacity requirements worksheet

(http://go.microsoft.com/fwlink/?LinkID=73274&clcid=0x409)

Record
information to
help capacity
planning.



http://go.microsoft.com/fwlink/?LinkId=73322&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73278&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73271&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73276&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73134&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73274&clcid=0x409

For this task

Use this worksheet

To do this

External data connections worksheet
(http://go.microsoft.com/fwlink/?Linkld=73323&clcid=0x409)

Plan for Excel
Services by
recording the
names of .odc
files and the
locations of
corresponding
external data

sources.
Information architecture worksheet Plan
(http://go.microsoft.com/fwlink/?LinkID=73273&clcid=0x409) | information

architecture
based on the
taxonomy of
key concepts
and business
processes.

Search properties worksheet
(http://go.microsoft.com/fwlink/?LinkID=73272&clcid=0x409)

Plan
properties for
search,
mapping
crawled
properties to
managed
properties.

Site and content security worksheet
(http://go.microsoft.com/fwlink/?Linkld=73135&clcid=0x409)

Record
inherited and
unique
permissions,
and record
which groups
need what
level of
access.

Site creation worksheet
(http://go.microsoft.com/fwlink/?Linkld=73138&clcid=0x409)

Record a plan
for creating
sites.

Site hierarchy planning tool

(http://go.microsoft.com/fwlink/?Linkld=73143&clcid=0x409)

Create a site
hierarchy
diagram in
Microsoft
Office Visio.



http://go.microsoft.com/fwlink/?LinkId=73323&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73273&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73272&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73135&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73138&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73143&clcid=0x409

For this task

Use this worksheet

To do this

Trusted data connection libraries worksheet
(http://go.microsoft.com/fwlink/?Linkld=73324&clcid=0x409)

Record the
names of
trusted data
connection
libraries.

Trusted data providers worksheet
(http://go.microsoft.com/fwlink/?Linkld=73325&clcid=0x409)

Record the
names of
trusted data
providers.

Trusted file locations worksheet
(http://go.microsoft.com/fwlink/?Linkld=73327&clcid=0x409)

Record the
names of
trusted
SharePoint
sites,
Universal
Naming
Convention
paths, and
Web sites.

Chapter
overview: Plan

search (Office
SharePoint

Server)

Search team worksheet
(http://go.microsoft.com/fwlink/?LinkID=73621&clcid=0x409)

Determine
and record
which team
members will
be involved in
planning and
implementing
your search
solution.

Plan to crawl content worksheet
(http://go.microsoft.com/fwlink/?Linkld=73748&clcid=0x409)

For each
content
source,
determine
what and
when to
crawl.

Chapter
overview: Plan

communication

(Office
SharePoint

Server)



http://go.microsoft.com/fwlink/?LinkId=73324&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73325&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73327&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73621&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73748&clcid=0x409

For this task Use this worksheet To do this
Chapter Analyze document usage worksheet _ _ Record _
overview: Plan | (http://go.microsoft.com/fwlink/?LinkID=73284&clcid=0x409) | information
document gathered
management when _
analyzing
document
usage.
Content type worksheet Plan a

(http://go.microsoft.com/fwlink/?LinkID=73288&clcid=0x409)

content type.

Document libraries worksheet
(http://go.microsoft.com/fwlink/?LinkID=73306&clcid=0x409)

Plan libraries
based on
sites and on
document

types.

Document management stakeholders and participants worksheet
(http://go.microsoft.com/fwlink/?LinkID=73285&clcid=0x409)

|dentify
document
management
planning
stakeholders
and record
document
management
practices.

Policy worksheet
(http://go.microsoft.com/fwlink/?LinkID=73307 &clcid=0x409)

Plan
information
management
policies for
content types.

Plan records
management

Document library for retaining records worksheet
(http://go.microsoft.com/fwlink/?LinkID=73298&clcid=0x409)

Plan a
document
library for
retaining
records.

Record categories worksheet
(http://go.microsoft.com/fwlink/?LinkID=73300&clcid=0x409)

Plan record
categories.



http://go.microsoft.com/fwlink/?LinkID=73284&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73288&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73306&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73285&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73307&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73298&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73300&clcid=0x409

For this task

Use this worksheet

To do this

Records management stakeholders and participants worksheet
(http://go.microsoft.com/fwlink/?Linkld=73330&clcid=0x409)

Identify
records
management
planning
stakeholders
and analyze
records
management
practices.

Records routing table worksheet
(http://go.microsoft.com/fwlink/?LinkID=73303&clcid=0x409)

Design the
records
routing table.

Chapter
overview: Plan

site and
content

security (Office
SharePoint

Server)

Administrators and owners worksheet

(http://go.microsoft.com/fwlink/?Linkld=73126&clcid=0x409)

Record
owners for
each site
collection and
site.

Custom permission levels and groups worksheet
(http://go.microsoft.com/fwlink/?LinkID=73134&clcid=0x409)

Record
custom
permission
levels and
groups that
need to be
created.

Site and content security worksheet
(http://go.microsoft.com/fwlink/?Linkld=73135&clcid=0x409)

Record
inherited and
unique
permissions,
and record
which groups
need what
level of
access.



http://go.microsoft.com/fwlink/?LinkId=73330&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73303&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73126&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73134&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73135&clcid=0x409

For this task

Use this worksheet

To do this

Chapter
overview: Plan

for site
creation and
maintenance

(Office
SharePoint

Server)

Site creation worksheet
(http://go.microsoft.com/fwlink/?Linkld=73138&clcid=0x409)

Record a plan
for creating
sites.

Site maintenance worksheet
(http://go.microsoft.com/fwlink/?Linkld=73146&clcid=0x409)

Record the
plan for
maintaining
sites,
including
guota values
and automatic
deletion
choices.

Design server
farms and
topologies

Availability plan worksheet
(http://go.microsoft.com/fwlink/?Linkld=73333&clcid=0x409)

Identify
redundancy
requirements
and plan
availability
options for
server roles.

Design
logical
architecture

Authentication methods worksheet
(http://go.microsoft.com/fwlink/?LinkID=73278&clcid=0x409)

Plan and
record
authentication
methods to be
allowed in
your
environment.

Web application authentication settings worksheet
(http://go.microsoft.com/fwlink/?Linkld=73334&clcid=0x409)

Plan
authentication
settings for
individual
Web
applications.



http://go.microsoft.com/fwlink/?LinkId=73138&clcid=0x409
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For this task

Use this worksheet

To do this

Plan for and
design
security

Single sign-on enterprise application definition worksheet
(http://go.microsoft.com/fwlink/?Linkld=73335&clcid=0x409)

Plan settings
for individual
enterprise
application
definitions
(used with
single sign-
on).

Single sign-on server farm settings worksheet

(http://go.microsoft.com/fwlink/?Linkld=73336&clcid=0x409)

Plan farm-
level single
sign-on
settings.

Plan for
capacity

Estimate data capacity requirements worksheet

(http://go.microsoft.com/fwlink/?LinkID=73274&clcid=0x409)

Record
information to
help capacity
planning.

Estimate peak throughput worksheet

(http://go.microsoft.com/fwlink/?Linkld=73337&clcid=0x409)

Record each
type of site
access to
determine
peak
throughput
required.

Plan for and
design
database
storage and
management

Estimate data capacity requirements worksheet

(http://go.microsoft.com/fwlink/?LinkID=73274&clcid=0x409)

Record
information to
help capacity
planning.

Planning worksheets by title



http://go.microsoft.com/fwlink/?LinkId=73335&clcid=0x409
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Use this worksheet For this task To do this
Administrators and owners worksheet Chapter Record
(http://go.microsoft.com/fwlink/?Linkld=73126&clcid=0x409) | overview: owners for
Plan site and | each site
content collection and
security site.
(Office
SharePoint
Server)
Analyze document usage worksheet Chapter Record
(http://go.microsoft.com/fwlink/?LinkID=73284&clcid=0x409) | overview: information
Plan gathered
document when
management | analyzing
document
usage.

Article pages worksheet Chapter Plan fields for
(http://go.microsoft.com/fwlink/?Linkld=73316&clcid=0x409) | overview: content
Plan Web site | pages.
structure and
publishing
(Office
SharePoint
Server)
Authentication methods worksheet Chapter Plan and
(http://go.microsoft.com/fwlink/?LinkID=73278&clcid=0x409) | overview: record
Plan for authentication
business methods to be
intelligence allowed in
Design your
. environment.
logical

architecture

Availability plan worksheet
(http://go.microsoft.com/fwlink/?Linkld=73333&clcid=0x409)

Design
server farms
and
topologies

|dentify
redundancy
requirements
and plan
availability
options for
server roles.



http://go.microsoft.com/fwlink/?LinkId=73126&clcid=0x409
http://go.microsoft.com/fwlink/?LinkID=73284&clcid=0x409
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http://go.microsoft.com/fwlink/?LinkId=73333&clcid=0x409

Use this worksheet

For this task

To do this

Business data worksheet Chapter Plan for
(http://go.microsoft.com/fwlink/?LinkID=73271&clcid=0x409) | overview: information
Plan for architecture
business based on the
intelligence | taxonomy of
key concepts
and business
processes.
Content type worksheet Chapter Plan a
(http://go.microsoft.com/fwlink/?LinkID=73288&clcid=0x409) | overview: content type.
Plan
document
management
Crawl and query search features worksheet Chapter Plan and
(http://go.microsoft.com/fwlink/?LinkID=73276&clcid=0x409) | overview: record crawl
Plan for and search
business settings.
intelligence
Chapter
Plan search
Office
SharePoint
Server
Custom permission levels and groups worksheet Chapter Record
(http://go.microsoft.com/fwlink/?LinkID=73134&clcid=0x409) | overview: custom
Plan for permission
business levels and
intelligence | groups that
Chanter need to be
=hapter created.
overview:
Plan site and
content
security
(Office
SharePoint

Server)



http://go.microsoft.com/fwlink/?LinkID=73271&clcid=0x409
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Use this worksheet For this task To do this
Data connections for form templates worksheet Chapter Plan InfoPath
(http://go.microsoft.com/fwlink/?Linkld=73321&clcid=0x409) | overview: Forms
Plan InfoPath | Services data
Forms connections.
Services
Deploy administrator-approved form template Chapter Record
(http://go.microsoft.com/fwlink/?Linkld=73322&clcid=0x409) | overview: information to
Plan InfoPath | plan
Forms administrator-
Services approved
form
templates.
Determine sites worksheet Chapter Identify top-
(http://go.microsoft.com/fwlink/?LinkID=73282&clcid=0x409) | overview: level sites
Plan overall | needed for
design the solution
and the
features to
investigate for
each site.
Document libraries worksheet Chapter Plan libraries
(http://go.microsoft.com/fwlink/?LinkID=73306&clcid=0x409) | overview: based on
Plan sites and on
document document
management | types.
Document library for retaining records worksheet Plan records | Plan a
(http://go.microsoft.com/fwlink/?LinkID=73298&clcid=0x409) | management | document
library for
retaining
records.
Document management stakeholders and participants worksheet Chapter Identify
(http://go.microsoft.com/fwlink/?LinkID=73285&clcid=0x409) | overview: document
Plan management
document | planning
management | Stakeholders
and record
document
management

practices.



http://go.microsoft.com/fwlink/?LinkId=73321&clcid=0x409
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Use this worksheet For this task To do this
Estimate data capacity requirement Chapter Record
(http://go.microsoft.com/fwlink/?LinkID=73274&clcid=0x409) | overview: information to
Plan for help capacity
business planning.
intelligence
Plan for
capacity
Plan for and
design
database
storage and
management
Estimate peak throughput worksheet Plan for Record each
(http://go.microsoft.com/fwlink/?Linkld=73337&clcid=0x409) | capacity type of site
access to
determine
peak
throughput
required.
External data connections worksheet Chapter Plan for Excel
(http://go.microsoft.com/fwlink/?Linkld=73323&clcid=0x409) | overview: Services by
Plan for recording the
business names of .odc
intelligence files and the
locations of
corresponding
external data
sources.
Information architecture worksheet Chapter Plan
(http://go.microsoft.com/fwlink/?LinkID=73273&clcid=0x409) | overview: information
Plan for architecture
business based on the
intelligence | taxonomy of

key concepts
and business
processes.



http://go.microsoft.com/fwlink/?LinkID=73274&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73337&clcid=0x409
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Use this worksheet For this task | To do this
Layout pages worksheet Chapter Plan layout
(http://go.microsoft.com/fwlink/?Linkld=73317&clcid=0x409) | overview: pages for
Plan Web site | Web pages.
structure and
publishing
(Office
SharePoint
Server
Master pages worksheet Chapter Plan master
(http://go.microsoft.com/fwlink/?Linkld=73318&clcid=0x409) | overview: pages for site
Plan Web site | collections.
structure and
publishing
(Office
SharePoint
Server)
People, profiles, and policies worksheet Chapter Plan
(http://go.microsoft.com/fwlink/?LinkID=73268&clcid=0x409) | overview: connections,
Plan for sources,
personalized | people
contentand | features, and
sites audiences.
Policy worksheet Chapter Plan
(http://go.microsoft.com/fwlink/?LinkID=73307&clcid=0x409) | overview: information
Plan management
document policies for
management | content types.
Record categories worksheet Plan records | Plan record
(http://go.microsoft.com/fwlink/?LinkID=73300&clcid=0x409) | management | categories.
Records management stakeholders and participants worksheet (http | Plan records | ldentify
http://go.microsoft.com/fwlink/?Linkld=73330&clcid=0x409) | management | records
management
planning
stakeholders
and analyze
records
management
practices.
Records routing table worksheet Plan records | Design the
(http://go.microsoft.com/fwlink/?LinkID=73303&clcid=0x409) | management | records

routing table.



http://go.microsoft.com/fwlink/?LinkId=73317&clcid=0x409
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Use this worksheet For this task To do this

Search properties worksheet Chapter Plan

(http://go.microsoft.com/fwlink/?LinkID=73272&clcid=0x409) | overview: properties for
Plan for search,

personalized | mapping
contentand | crawled
sites properties to
managed
Chapter properties.
overview:
Plan for
business
intelligence
Chapter
overview:
Plan search
(Office
SharePoint
Server)
Single sign-on enterprise application definition worksheet Plan for and | Plan settings
(http://go.microsoft.com/fwlink/?Linkld=73335&clcid=0x409) | design for individual
security enterprise
application
definitions
(used with
single sign-
on).
Single sign-on server farm settings worksheet Plan for and | Plan farm-
(http://go.microsoft.com/fwlink/?Linkld=73336&clcid=0x409) | design level single
security sign-on

settings.



http://go.microsoft.com/fwlink/?LinkID=73272&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73335&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73336&clcid=0x409

Use this worksheet For this task To do this
Site and content security worksheet Chapter Record
(http://go.microsoft.com/fwlink/?Linkld=73135&clcid=0x409) | overview: inherited and
Plan for unique
business permissions;
intelligence | record which
groups need
%;i/ti"—g;v_ what level of
Plan site and access.
content
security
(Office
SharePoint
Server)
Site creation worksheet Chapter Record a plan
(http://go.microsoft.com/fwlink/?Linkld=73138&clcid=0x409) | overview: for creating
Plan for sites.

personalized
content and

sites

Chapter
overview:

Plan for
business

intelligence

Chapter
overview:

Plan for site
creation and
maintenance

(Office

SharePoint

Server)

Chapter
overview:

Plan Web site

structure and
publishing
(Office
SharePoint
Server)



http://go.microsoft.com/fwlink/?LinkId=73135&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73138&clcid=0x409

Use this worksheet

For this task

To do this

Site hierarchy planning tool Chapter Create a site
(http://go.microsoft.com/fwlink/?Linkld=73143&clcid=0x409) | overview: hierarchy
Plan for diagram in
business Microsoft
intelligence Office Visio.
Site maintenance worksheet Chapter Record the
(http://go.microsoft.com/fwlink/?Linkld=73146&clcid=0x409) | overview: plan for
Plan for site | maintaining
creation and | sites,
maintenance | including
(Office guota values
SharePoint and automatic
Server) deletion
choices.
Site paths worksheet Chapter Record
(http://go.microsoft.com/fwlink/?Linkld=73148&clcid=0x409) | overview: managed
Plan Web site | paths that
structure and | need to be
publishing created for
(Office hosting
SharePoint collaboration
Server) sites.
Trusted data connection libraries worksheet Chapter Record the
(http://go.microsoft.com/fwlink/?Linkld=73324&clcid=0x409) | overview: names of
Plan for trusted data
business connection
intelligence libraries.
Trusted data providers worksheet Chapter Record the
(http://go.microsoft.com/fwlink/?Linkld=73325&clcid=0x409) | overview: names of
Plan for trusted data
business providers.
intelligence
Trusted file locations worksheet Chapter Record the
(http://go.microsoft.com/fwlink/?Linkld=73327&clcid=0x409) | overview: names of
Plan for trusted
business SharePoint
intelligence sites,
Universal
Naming
Convention
paths, and

Web sites.
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Use this worksheet

For this task

To do this

Web application authentication settings worksheet
(http://go.microsoft.com/fwlink/?Linkld=73334&clcid=0x409)

Design
logical
architecture

Plan
authentication
settings for
individual
Web
applications.

Welcome pages worksheet
(http://go.microsoft.com/fwlink/?Linkld=73320&clcid=0x409)

Chapter
overview:

Plan Web site
structure and
publishing
(Office
SharePoint
Server)

Plan fields for
welcome
pages.



http://go.microsoft.com/fwlink/?LinkId=73334&clcid=0x409
http://go.microsoft.com/fwlink/?LinkId=73320&clcid=0x409
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Chapter overview: Plan overall design

In this article:

e How to use this Planning Guide

e What is Microsoft Office SharePoint Server 20077

e Examples of solutions based on Office SharePoint Server 2007
e Establishing the planning team

How to use this Planning Guide

The content in this planning guide is designed to lead a team through the steps of
planning and deploying a new solution based on Microsoft Office SharePoint
Server 2007. The audiences for this guide are business application specialists, line
of busiress specialists, information architects, IT generalists, program managers,
and infrastructure specialists who are planning a solution bas@ifioa
SharePoint Server 2007. Before using this guide, we recommend that you:
¢ Review theProduct Evaluation for Office SharePoint Server 2007 to learn
about the features of Office SharePoint Server 2007. This will help ensure that
Office SharePoint Server 2007eets your functional and IT needs, and it will
help you envision andagn your solution.
e Define the organizational goals you want to achieve with a solution based on
Office SharePoint Server 2007.
¢ Define the vision and scope of the solution.
This planning guide has been organized into two stages. The first stage guides y
in determining the types of Web sites your organization needs, the features of
each site, and the interactions among the sites that meet your enterprise goals. Out
of this stage of planning, you will develop a set of worksheets that will help
determinghe details of your site and feature needs. These worksheets will help
you record information such as:
e Sites and site hierarchies
e Relationships between sites
e Features of sites
e Site customizations
Along with filling in the worksheets that accompany this document, we
recommend that you incorporate your site and feature planning decisions into a
concepual design document that:
e Defines the purpose of the solution you are planning



e Describes the implementation of the solution

e Provides data, flowcharts, illustrations, and other information needed to plan
the solution deployment

After you have determed how your solution will work, the second planning

stage guides you in making a series of deployment planning decisions. In this

stage, you will develop a set of worksheets that will help determine the

implementation of your deployment. These workshedthelp you record

information such as:

Deployment design

Physical topologies

Database design

Security design

Servicelevel agreements

Along with filling in the worksheets that accompany this document, we

recommend that you incorporate your deployment planning decisions into a

design pecification document that:

e Defines hardware requirements

e Describes the physical system design

¢ Provides data, diagrams, and other information useful to the team
implementing the deployment

After you plan your sites and features and plan the deplaytmenDeployment

for Office SharePoint Server 2007 guide will guide you in implementing your

Office SharePoint Server 2007 deployment. The process is illustrated below:

Plan sites and | ' plan deployment [mp Deploy
features

This guide includes a companion set of worksheets for recording information
relatedto your planning and deployment activities. To best achieve your solution
planning and deployment goals, use the supplied worksheets to record the results
of your planning decisions as you use this guide.

For a description of the steps neededlam phe migration and deployment
of an existing solution to Office SharePoint Server 2007yggeading to
Office SharePoint Server 2007.



What is Microsoft Office SharePoint Server
20077

Microsoft Office SharePoint Server 2007 is a rich server applicéiiaihe

enterprise that facilitates collaboration, provides full content management
features, implements business processes, and provides access to information
essential to organizational goals and processes. It provides an integrated platform
to plan, deloy, and manage intranet, extranet, and Internet applications across
and beyond the enterprise.

Office SharePoint Server 2007 facilitates the creation and deployment of feature
rich and contentich Web sites, including organizational portal sites, Irgern
presence sites, team collaboration sites, and specialized sites such as content
repositories or meeting workspaces. Although Office SharePoint Server 2007 is
customizable and has a rich object model, it comes with a full set of features, such
as readyto-use Web site and portal templates, Web Parts, lists, libraries,
workflows, and site variations to tailor content to different cultures, markets, and
geographic regions.

By using Office SharePoint Server 2007, you can plan and implement business
processethat integrate with existing systems by means of Xbéised electronic
forms and the Business Data Catalog. Workflows included in Office SharePoint
Server 200'/Automate common business processes such as document review and
approval, issue tracking, and sajure collection. Office SharePoint Server 2007
workflows are based on the Windows Workflow Foundation, and Office
SharePoint Server 2007 supports developing and deploying custom workflows to
implement enterprissepecific business processes.

Solutions basd on Office SharePoint Server 2007 can provide organizafde
access to business intelligence and other information stored in Office SharePoint
Server 2007 or in linef-business systems such as SAP. The Business Data
Catalog enables you to include @#&tom backend systems in lists, Web Parts,
pages, and search results. Excel Services provides accesstimeealteractive

Office Excel 2007 spreadsheets from a Web browser. You can plan to integrate
reports, key performance indicators, and busidastboards into your solution.
Office SharePoint Server 2007 search provides access to information, people, and
expertise.

You can plan and implement content management solutions based on Office
SharePoint Server 2007. Microsoft Content Management Seh02r 2

functionality has been integrated into Office SharePoint Server 2007 and
enhanced to support authoring, staging, and publishing custom Web sites. Office
SharePoint Server 2007 document management features support each stage of
documents' life cyclesydm template creation to document authoring, reviewing,



sharing, auditing, and ultimately archiving or destroying. Records management
capabilities built into Office SharePoint Server 2007 help your enterprise collect,
manage, and dispose of corporate résan a consistent and uniform manner
based on your company's policies.

Because Office SharePoint Server 2007 is built on and includes the full features
of Microsoft Windows SharePoint Services 3tGs an ideal tool for

collaboration. Windows SharePoigervices 3.0 provides a consistent, familiar
framework for lists and document libraries, site administration, and site
customization. The extensible Windows SharePoint Services 3.0 framework
facilitates building custom solutions that span multiple sitescmplex
architectures.

For a full Office SharePoint Server 2007 product and feature overview, see the
Product Evaluation for Office SharePoint Server 2007 guide.

Examples of solutions based on Office
SharePoint Server 2007

Here are examples of typicailations that can be built using Microsoft Office
SharePoint Server 2007:

Online news magazine A publishing organization uses Office SharePoint
Server 2007 to build their branded online magazine site. Article submissions
come from inside and outside the organization to be reviewed and accepted by
staff editors. This Interneite has a strong community presence because users
can log on for personalized information, and it has an extensive search
component.

The Internet site includes subsites for current news and editorials; blogs; and
regular columns about politics, busindssalth, people, personal finance, and
science and technology. The site also enables users to sign in to interact with
each other and to comment on articles published on the site.

Controlled distribution of financial data to clients and business partners A

bank deploys a solution based on Office SharePoint Server 2007 to take
advantage of Excel Services. The solution enables bank managers to
communicate efficiently with clientsy providing controlled access to

specified workbooks that can be rendered with vy permissions in a

Web browser. The workbooks are accessible in document libraries on a portal;
this enables the bank to restrict the availability of financial datadnts who

have authenticated access to the portal.

Online permit application A local government agency uses Office SharePoint
Server 2007 and Microsoft Office InfoPath 2007 to provide permit application
and approval to contractors over the Internet. Contractors use the Web site to



apply for permits usig an online service. Data entered into the permit
application Web form is submitted to a database in the government's
Department of Building Inspections network.

After the application data is submitted, a new permit request (a-pautti

Office InfoPath ®07 form) is automatically populated to a workspace. When
the form is opened, the requesting contractor's company and permit
application data is populated into the form's fields. If the request is approved,
an electrical permit (also populated with theuestor's contact data and

relevant information) is rendered in HTML and posted to the Department of
Building Inspections permit site, where the contractor can view and print the
permit for posting at the construction site.

Departmental portal site A product development department within a
mediumsized company uses Office SharePoint Server 2007 to take advantage
of its search, content aggregation, business application integration,
collaboration, and personalization features. The department develogala por
site that becomes an essential part of the product development process,
hosting their knowledge base, product specifications, an organization chart,
individual My Sites for team members, and a home page that broadcasts
schedule information, product suss stories, and other important news. The
installation grows from an isolated small server farm into a-dmleloped

medium server farm implementation that uses a combination offartraand
inter-farm shared services within a larger deployment a¢hesentire

company.

Equity research A large investment bank uses Office SharePoint Server 2007
to develop a set of Web sites that facilitate quickly developing, reviewing, and
publishing equities research notes, reports, and models in a variety of formats.
Using the integated Office SharePoint Server 2007 platform, the solution
designers implement a portal site for authoring and reviewing research notes
and models; an Internet site for presenting the content to customers; a staging
site to test the Internet sit@nd a reords repository site for retaining models

and research notes to meet regulatory requirements. Using custom features,
the set of sites (distributed over multiple server farms) supports the rapid and
automated flow of content from site to site and from tea@mber to team
member as content moves through its stages toward publication.

Records management An appliance manufacturer's legal division implements

a records management solution using the Office SharePoint Server 2007
Record Repository site tempgatBased on their file plan, the division
implements and configures policies, content types, and document libraries to
retain each type of record the division manages. The records managers adjust
easily to the record repository site's familiar SharePatetfiace while taking



advantage of its bu#in records management features. These features support
properly storing incoming records, retaining each type of record for the legally
mandated period, putting records on hold, and approving of their dispositio
The records management programmable interface let teams in the
organization integrate their document management andilesystems with

the record repository site using the Web service APIs.

Corporate Internet presence site An international automola manufacturer

has headquarters in Germany; a major subsidiary in Michigan serving the
North American market; and regional offices throughout Europe, Asia, and
North America. The products are sold internationally, and distinct
manufacturing operations sereach regional market. The company's Internet
presence Web site is built, administered, and authored using Office SharePoint
Server 2007. It is the focal point for the corporate marketing efforts, and it
includes subsites for each product line along artéas for press releases,
investment information, company information, and career opportunities.

Each corporate brand has its own marketing department with individuals
responsible for writing that brand's content and updating it on the Web site.
The corpoate communication department controls the look and feel of the site
to make sure the branding and messaging are consistent. The site includes site
variations that tailor its content to different languages, cultures, markets, and
geographic regions.

Using Office SharePoint Server 20@Veb sites, the writers for each brand
author the site's content and route it for review and approval while managing
the creation of multilingual content versions. Using scheduled workflows, the
approved and localized contestdopied to staging sites where it is tested and
ultimately deployed to the public site.

Establishing the planning team

A well-planned solution based on Microsoft Office SharePoint Server&d07
promote better collaboration, content management, knoeldidgovery, and
business processes across your organization while being secueffectste,

and manageable for your IT department. To satisfy this broad set of goals, it is
important to identify key stakeholders across all relevant disciplines dadenc
them in your planning team. They include:

Managers and other organizational leaders who understand the requirements
of the business processes that Office SharePoint Server 2007 will be used to
implement.



IT professionals and business unit IT specialists who will be tasked with
proposing a sohlion that implements the desired business processes, and with
deploying and maintaining the solution across one or more server farms.

Site designers to plan the user experience and visual design of the sites and the
templates that will comprise the soaut.

Developers to determine the scope and design of required custom features,
such as workflows, forms, and Web Parts.

Testers who will ensure that the site's features are correct and that site
deployment and administration function as specified.



Plan sites and features

In this article:

Plan sites

Plan site collections

Plan security

Plan search needs

Plan business intelligence integration

Plan document and records management

Plan workflows

Plan forms

Plan site maintenance

o Worksheet

One outcome of planning a solution based on Microsoft Office SharePoint Server
2007is a determination of the types of Web sites and portal sites tonrapte

and a list of the features that you need to plan for each site. Record this
information in the Determine Sites and Portals planning worksheet.

As you fill out the worksheet, use the guidelines in this article to list the types of
portal sites, Interet presence sites, and other site types you need for your
solution, and then list for each site:

e The sets of users who will participate in the site or portal. When you know
who the site serves, you can more easily determine the appropriate security
settings for the site.

Requirements for searching.

Customization needs.

Personalization needs.

Features that you need to plan for each portal or site, such as business
intelligence, document management, forms, or workflows.

Plan sites

The first step in planning a solution based on Microsoft Office SharePoint Server
2007is to determine the set obgal sites, Internet presence sites, team sites, and
specialized sites that your organization and its customers need. Determining this
affects subsequent planning decisions, such as where the sites will be
implemented in your server topology, what feasuieplan for each site, how



processes that span multiple sites are implemented, and how information is made
available across one or more sites.

Worksheet action

As you plan the set of portal sites, Internet sites, and other sites, list each
site separately in the Determine Sites and Portals planning worksheet
(http://go.microsoft.com/fwlink/?Linkld=73282&clcid=0x409).

Plan portal sites

Portal sites based on Office SharePoint Se208i7 provide a focal point for

finding relevant, personalized information in an organization. You can plan
divisional and rollup portal sites that are based on the scale and structure of your
organization and that aggregate organizational informationy@ndan plan
interactive application portals where team members can perform tasks in your
organization.

Planning portal sites by organizational hierarchy

Plan the basic portal sites you need based on the scale and structure of your
organization. Each ohese portal sites should contain information needed for a
project or division within your larger organization, and each will link to
collaboration sites relevant to that project or division. Some portal sites for larger
divisions or projects will also agegate information found on all the smaller

portal sites devoted to smaller divisions or projects.

Use the following guidelines when planning portal sites based on your
organizational structure:

Divisional or team portal sites Plan to create one portatesifor an entire small
organization, or one for every division or project of 500 people within a
mediumsized to large organization. In large organizations, there might be several
levels of portal sites, with each portal site focusing on the conteatedrand
managed at its level of the organization.

You can design a portal site for members of your organization to collaborate on
content related to your business or organizational goals. These can be self
contained or they can work with other sites a$ pba publishing process. Often,
these portal sites will have a mixture of collaborative content used internally and
content intended for publication to an audience.

Rollup portal sites A rollup portal site contains general cragganization

contentlt lets users across divisions find information, experts, and access to
organizatioawide processes. It often contains subsites that are scoped to the


http://go.microsoft.com/fwlink/?LinkId=73282&clcid=0x409

overall organizational information architecture and are usually mapped to the
structure of the divisionadr project portal sites. For each organization or distinct
Shared Services Provider (SSP), plan to create a centralized rollup portal site with
an aggregated view of all related portal sites.

Planning application portal sites

An application portal organes team processes and provides mechanisms for
running them. Application portals often include digital dashboards and other
features for viewing and manipulating data related to the portal's purpose. The
information presented in an application portal sgaally comes from diverse
sources, such as databases or other SharePoint sites.

For example, the human resources organization in an enterprise could design an

application portal site to provide employees with:

e Access to general information such as emgdolgandbooks and career
opportunities.

e Ways to do common tasks, such as submitting timecards and expense reports.

e Dashboards for viewing personalized information such as an employee's
salary and benefits history.

As another example, the internal tedatisupport organization in an enterprise

could design a Help Desk application portal to provide technical support to

members of the enterprise. Features of the application portal could include:

e Access to a knowledge base of past support incidents atfrhetices
documentation.

e Ways to do common tasks, such as starting a support incident or reviewing the
status of an ongoing incident.

e Integration with communications features that support online meetings and
discussions.

e Personalized views of datBor example, support managers could view
dashboards providing views of their team members' productivity and customer
satisfaction ratings. Support engineers could view their current unresolved
incidents.

In the Determine Sites and Portals planning wogkshist each divisional, rollup,

and application portal site that you plan to create. Be sure to identify the name and

purpose of the portal site. For more information about planning portal sites, see

Chapter overview: Plan site structure and navigation.

Plan Internet presence sites

Internet presence sites are custoffiaeing sites. They are usually branded and are
characterized by consistent stylistic elements, such as colors, fonts, and logos in



addition to structural elements such as navigation featumd the structure of site
pages. Although the appearance of an Internet site is tightly controlled, the
content of the site may be dynamic and may change frequently.

For example, a corporate presence Internet site communicates important company
information to customers, partners, investors, and potential employees, including
descriptions of products and services, company news, annual reports, public
filings, and job openings. As another example, an online news Internet site
provides frequently updated orimation, along with interactive features such as
stock tickers and blogs.

Because an Internet presence site represents your enterprise to an external
audience, you might stage and test the site and then pul@iskither based on a
schedule or as need&dto its public "production” location. A staging site is a
mirror of the production site that you use to test content before it's published.
Using a staging site can help ensure that published content meets stringent
standards. Staging sites also allowtemt authors to work on servers located on
your company's intranet, while Internet users are using production servers in your
perimeter network. A buiin content deployment feature makes it easy to move
content from the staging to the production servers

Record your staging and production Internet presence sites in the Determine Sites
and Portals planning worksheet. For more information about planning Internet
presence sites, se@apter overview: Plan Web site structure and publishing (Office

SharePoint Server).

Plan other sites

You can plan to allow portal site or Internet site users to create addgitesal

For example, you can plan to give each team member who uses a portal site a My
Site, which is a team site based on Microsoft Windows SharePoint Services 3.0
with public and private views. You can also allow team members to create other
sites, such@Document Workspace sites, as they collaborate. Similarly, you can
give users of an Internet site access to collaboration sites as part oflza¥éeb
service. For example, you can give them permissions to create Meeting
Workspace sites and participateomine meetings as part of their experience of
using your site.

In addition to portal sites and Internet sites, Office SharePoint Server 2007
includes the ability to create the following specialized sites of use in the
organization:

Document Center site This is a largescale library useful as an enterprigsele
knowledge base or historical archive. It includes features that can help users
navigate, search, and manage a large number of documents in a deep hierarchy by
using a set of specialized Web Parts.



Records Center site  Records management is the management of files and
documents that provide evidence of activities or transactions performed by the
organization. The Records Center site is designed to implement the storage
component of a records managgnt solution based on Office SharePoint Server
2007.

Record your other site needs in the Determine Sites and Portals planning
worksheet. For more information about collaboration site planninglgetr
collaboration sites. For more information about Document Center sitesps@e
document libraries. For more informatin about Records Center sites, Besign the
Records Center site (Office SharePoint Server).

Plan customizations

You can plan towstomize your portal sites, Internet sites, or team sites. For
example, if you are planning a site to provide an Internet presence for your
enterprise, you can brand the site by customizing its master pages to include your
organization's logo and color sahe.

You can also customize your site by adding functionality. Office SharePoint
Server 2007 has a complete object model and is built on the .NET framework. For
more information about programming Office SharePoint Server 2007, see the
Office SharePoint Seer 2007 Software Development Kit.

For each site or portal that requires customization, make a note in the
Customization column of the Determine Sites and Portals planning worksheet.
For more information about customization, s@epter overview: Plan Web site

structure and publishing (Office SharePoint Server).

Plan personalization sites

A personalization # is a filtered view of the content of a portal site or Internet

site that provides users of that site with targeted content based on the user's role or
preferences. When you plan a portal or Internet site based on Office SharePoint
Server 2007, you caredign a personalization site based on that site. Users can
then choose to view the general content displayed by the portal or Internet site or
they can view the related personalization site, which filters the content so that it is
more relevant to a partitar user's specific information needs or tasks.

If you plan to design a personalization site for any site you listed in the Determine
Sites and Portals planning worksheet, record your decision in the Personalization
column of the worksheet. For more infaaition about personalization sites, see
Chapter overview: Plan for personalized content and sites.




Plan site collections

After youdetermine which sites and portal sites your solution requires, the next
step is to plan how these sites and portals are implemented across site collections.
A site collection is a hierarchical set of sites that can be managed together. Sites
within a sitecollection have common features, such as shared permissions,
galleries for templates, content types, and Web Parts, and they often share a
common navigation. All sites in a site collection are stored together in the same
SQL database. A portal site is aftenplemented as a site collection with the-top
level Web site as the home page of the portal.

In general, when planning a solution based on Microsoft Office SharePoint Server
2007, put each of the following types of sites in separate site collections:

e Portal sites

Internet sites (staging)

Internet sites (production)

All team sites related to a portal site or Internet site

Document Center sites

Records Center sites

For more information about planning Office SharePoint Server 2007 site
collectiors, seechapter overview: Plan Web site structure and publishing (Office

SharePoint Server).

Plan security

Planning security includes planning for authentication and authorization of users
and groups of users. Authentication is the process by which Office SharePoint
Serververifies who a user is. Authorization determines what actions a user is
allowed to perfam on a given object such as a list item, a library, or a site.
Elements of security planning include:

e Determining the authentication methods to use.

Determining the categories of users of your solution.

Determining permission levels to assign torasnd groups.

Planning groups of users and assigning those groups permissions.

Planning the scopes at which permissions will be applied, such as lists,
libraries, or sites.

For more information about planning Office SharePoint Server 2007 secugity, se
Chapter overview: Plan site and content security.



Plan search needs

Planning search includes determining the scope of content that can be searched
from each site, configuring your server farms to index the content and search for
it efficiently and secutg, and optionally planning customizations of the search

user interface. Depending on your requirements, the search scopes in different
sites can vary widely. For example, in a portal site used to plan and create
products, the scope of searching couldudel product specifications, internal
marketing documents, meeting notes, and other information of internal value. The
scope of search in the Internet site in which the public learns about these products
would be limited to content describing your organ@as products and services,

but not the internal content.

In preparation for search planning, for each site or portal site in your Determine
Sites and Portals planning worksheet, indicate the scope of what can be searched
for by each set of users. For rmanformation about search planning, seepter
overview: Plan search (Office SharePoint Server).

Plan business intelligence integration

Business intelligence enables the members of an organization to gather, store,
analyze, and access business data. Office SharePoint Server 2007 includes
business intelligence capabilities that help organizations preserve data integrity
while enablingpowerful data searching, integration, analysis, rendering, and
sharing.

In preparation for business intelligence planning, in the Business Intelligence
column of your Determine Sites and Portals planning worksheet, indicate all sites
and portal sites thaequire business intelligence integration. For more

information about business intelligence planning,&ester overview: Plan for

business intelligence.

Plan document and records management

A document management system is implemented to control the flow of
documents in your organizatién how they are created, reviewed, published, and
consumed, and how they are ultimately disposed oftained. Because nearly all
solutions will include these activities, expect to plan a document management
implementation. Document management planning considerations include how
content will be organized in document libraries, the metadata to define for eac
type of content, the workflows that will be required during the content's lifecycle,
and the policies to apply to the content.



A record is a document or other physical or electronic entity in an organization
that serves as evidence of an activity orgesmion performed by the

organization. Records management is the process by which an organization
determines what types of information are records, how to manage them through
their retention periods, and how to ultimately destroy or archive them. Office
SharePoint Server 2007 includes features that help organizations implement
records management systems and processes. Work with your organization's legal
department to determine if records management should be indtugedr

solution.

In preparation for dagment and records management planning, in the Document
and Records Management column of your Determine Sites and Portals planning
worksheet, indicate all sites and portals that require document or records
management planning. For more information aboutid@mmt management
planning, se€hapter overview: Plan document management. For more information
about records management planning,&emter overview: Plan records

management.

Plan workflows

Workflows implement business processes on documents, Web pages, and list
items in Microsoft Office 8arePoint Server 2007. For example, a workflow can
route a document for review, track an issue through its various stages of
resolution, or guide a contract through an approval process. Office SharePoint
Server 2007 includes workflows that address princantent management needs,
such as reviewing or approving documents for publication, along with specialized
workflows for tracking issues, managing multiple language translations of
content, and managing other processes. You can create custom workflays usin
Microsoft Visual Studio 2005 or Office SharePoint Designer 2007.

To prepare for workflow planning, in the Workflows column of your Determine
Sites and Portals planning worksheet, indicate all sites and portals that require
workflow planning. For more imirmation about planning workflows, sekn
workflows (2).

Plan forms

In a solution based on Office SharePoint Server 2007, forms can be used to gather
information and display data from a variety of sources, to automate business
processes, and to enhanodlaboration scenarios. For example, for an Internet

site, you can plan to use forms to survey current users and to sign up new users.
For a human resources portal site, you can plan to use forms for submitting



timecard information, selecting benefits,reviewing the performance of
employees.

To prepare for forms planning, in the Forms column of your Determine Sites and
Portals planning worksheet, list all sites and portals that require forms planning.
For more information about planning for forms, seepter overview: Plan InfoPath
Forms Services.

Plan site maintenance

Site maintenance includes:

e Planning for site cleanup and general siteagement.

e Determining how you will let site users create team sites and other subsites,
and how to track these sites.

e Finding and removing stale sites.

¢ Keeping the performance of your portals and Internet sites at an acceptable
level.

Because you néeo plan site maintenance for all your sites and portals, you do

not need to register this in your Determine Sites and Portals planning worksheet.

For a full discussion of site maintenance planningCsester overview: Plan for

site creation and maintenance (Office SharePoint Server).

Worksheet

Use the following worksheet to record the information disaigséhis article:
e Determine Sites and Portals planning worksheet

(http://go.microsoft.com/fwlink/?Linkld=73282&clcid=0x409)
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Plan Shared Services Providers

A Shared Services Providé€8SP) provides a common set of services and service
data to a logical grouping of Web applications and their associated sites. This
article describes how SSPs work in Microsoft Office SharePoint Server 2007 and
includes recommendations on planning for SSP

About SSPs

Services provided by an SSP

The following shared services are provided by each SSP:

e Personalization services provides user profiles based on data imported from
directory services, My Sites with personal information that can be shared by
all users in the SSP and managed by privacy policies, and content targeting by
audience, Office olint application, or personalization site links.

e Business Data Catalog provides a single unified schema for data stored in
line-of-business applications.

e Excel Services provides shared worksheets and a way to analyze business
data from data conneoti libraries by using reports in dashboard pages.

e Office SharePoint Server Search crawls all sites on Web applications using
the SSP to create a single index of all content, data, and metadata.

e Portal usage reporting enables SSP administrators iew aggregated
information about site usage across the entire site hierarchy. SSP
administrators can also enable usage reporting for administrators of individual
sites and site collections.

Consuming services from an SSP

When a servefarm is installed, gu create the default SSP as one of the first

postsetup tasks. Each SSP contains all of the available (installed) shared services.

e You associate SSPs with specific SharePoint Web applications.

e A SharePoint Web application can only be associated with one SSP.

o All site collections and sites within a SharePoint Web application consume
services from the same SSP.

e Shared servicesaonot be enabled or disabled at the site collection or site
level. All services that are available from the SSP are available to all sites
within the Web application.



Farm-level SSP configuration

A server farm can host one or more SSPs. Or, a server grgoaosume services

provided by an SSP on a different server farm.

e Intra-farm shared services The server farm uses the services of an SSP hosted
on the server farm.

e Inter-farm shared services The server farm uses the services of an SSP on a
different server farm. A server farms that is consuming services from a
different farm might not contain any SSPs. The one limitation to this
configuration is that Excel Services is not available outside the farm that hosts
this service. If Excel Services is required by a farm, the farm must host shared
services locally.

In mog singlefarm environments, one SSP provides services for an entire

organization. Multiple SSPs are only used in deployments that have a proven need

for securely isolated content.

Geographic SSP configuration

Providing shared services over the WAN is ngiported. For example, a

regional farm in Africa cannot consume shared services from a central farm in
Europe. The Africa farm must host its own SSP. However, users in Africa can
connect to a central farm in Europe and consume shared services from tthle cent
farm.

While hosting shared services over the WAN is not supported, a central farm can
be configured to crawl content across the WAN. For example, a central farm in
Europe can crawl the content of a regional farm in Africa. This configuration
providesa method of hosting enterprisede search. In this scenario, the central
farm is not hosting shared services to the regional farm and the regional farm is
not consuming shared services from the central farm.

Determining Shared Services Provider Needs

Thebiggest design decision around providing shared services is how many SSPs
to plan for.

Planning for a single SSP

In many cases, a single SSP can provide services for an entire organization:

e Asingle SSP in a farm provides shared services to Web applications hosted
on that farm.

e All users in the SSP can share personal information, search for content, and
access business data, according to each of their permissions.



e Access to content cdre limited by content targeting, privacy policies, and
other features based on SharePoint groups and security.

A single SSP should be used if:

e There is no explicit reason to use multiple SSPs.

e Users will collaborate or share content and data atihessrganization.

e Users will search organizatiemide for people working in the organization.

Planning for multiple SSPs

The singlemost important criteria that determines if you need more than one SSP

is your requirements for isolation of content. Egample, if your server farm

hosts applications for more than one class of users, separate SSPs can help create

the secure isolation between these classes of users. Plan on using a separate SSP

for each of the following types of applications:

e Intranet Intranet content includes team sites, My Sites, and published intranet
content. This type of application is typically available only to users within
your organization that have an account within your directory management
system.

e Partner Web A partner Web application typically hosts site collections and
sites for collaboration between both internal employees and partner users.
Using a separate SSP ensures that partner users cannot search on or access
sensitive information within your Intranet environment

e Customer Web site A customer Web site that is available for anonymous
users requires a dedicated SSP. The configuration of services within the SSP
will be very different than those configured for other types of applications that
you use for collaboratin within your organization.

Because each additional SSP that you add decreases the overall performance of

the server farm, carefully consider your needs for implementing more than one

SSP.

The following deployment scenarios might require the use of twaooe SSPs:

e Deployments with legal requirements for content isolation, such as financial
services organizations, or deployments with one or more confidential projects
that require full content isolation.

e Geographically distributed deployments with each locatiatinigea discrete
set of users and content more easily managed separately in each region.

e Hosted deployments with customers that do not share any content or data.

Before creating multiple SSPs, consider using other means to isolate content:

e Use SharePat groups to limit permissions and authorization to the correct
users and groups.

e Use exclusive search scopes to prevent people from searching for certain
content.



e Use audiences to target content to certain groups of users.

e Limit access to sites fwertain users or groups. Some content on these sites
will appear in search results.

Use multiple SSPs if all of the following criteria are met by your deployment:

e Groups of users work on isolated projects, do not share personal information,
do not have &usiness need to view sites for other projects, and do not
collaborate across teams or projects.

e The users have no business need to search for content, data, or metadata in
other groups, and might actually have a compelling business reason to not
view content or data.

Sharing content across multiple SSPs

Even with the full content isolation of multiple SSPs, it is possible to override that

isolation in rare cases if it is necessary.

e Content on sites using one SSP can be crawled by another SSP bytlaeding
start address to an external content source.

e Trusted My Site host locations can be used to enable users to view
personalized information about users in other SSPs.

These practices add additional administration costs while compromising the

advantags of multiple SSPs. Typically, they are only done during ongoing

operations, such as when a user changes locations in a geographically distributed

deployment, or when content is relevant across an organization with groups that

are otherwise isolated. Gopthnning for deployment and careful use of multiple

SSPs can reduce the necessity of these practices.



Il. Plan site structure and publishing




Chapter overview: Plan Web site
structure and publishing (Office
SharePoint Server)

Microsoft Office SharePotrServer 2007 includes features you can use to
implement the structure, navigation, and appearance of Web sites and to control
how your sites are authored, approved, and published. The articles in this chapter
will guide you in planning your Web site'swstture,authoring environment,
andpublishing environment.

The articles in this chapter include:

Determine the information architecture of your site suggests methods for surveying
and recording the information requirements of yowgh/gite. This is an
important preliminary step in Web site planning.

Determine sites and subsites introduces Office SharePoint Server 2007 site
collections, ges, and subsites, and recommends a method for planning and
recording your site's structure.

Plan site navigation (Office SharePoint Server) reviews the Office SharePoint
Server 200'havigation model and provides guidance about planning your
site's navigational experience.

Plan Web pages first introduces thelements of Web pages: master pages,
content pages, layout pages, style sheets, Web Parts, and server field controls.
Next, this article provides guidance about how to plan each element of the
Web pages in your publishing site.

Plan Web page authoring describes the two methods of authoring Web sites
based on Office SharePoint Server 260 browserbased authoring and
smartclient authoringd and it also describes twao plan and configure your
Web site's authoring environment.

Plan variations describes how to plan and implement a set of Web sites that all
derive from a source site, so that content can be tailored to suit different
cultures, margts, or geographic regions.

Plan content approval and scheduling describes how to plan your team's method
of approving content for publication and htavconfigure that content's
publication schedule.

Plan content deployment describes how to plan the deployment of Web site
content from an authoring or staging\s environment to a production
environment.




e Plan for collaboration sites describes how to plan collaboration sites in your
authoring or production environmeto be available for teams or groups of
users to collaborate on projects or to share information.

e Plan for multilingual sites describes how to determine thnalltilingual needs of
your Web sites and plan for multilingual site deployment.




Determine the information architecture of
your site

In this article:

What is information architecture?

General planning recommendations

Using information architecture to plan the structure of your site
Using information architecture to plan for people and personalization
Using information architecture to plan for business data

Using information architecture to plan for search

What is information architecture?

A Web site's information architecture determines how thenmdtion in that

sited its Web pages, documents, lists, and dats organized and presented to

the site's users. Information architecture is often recorded as a hierarchical list of
site content, search keywords, data types, and other concepts.

Analyzingthe information to be presented in an Internet or intranet Web site is an
important early step in the site planning process, and this step provides the basis
for planning:

e How the site will be structured and divided into a set of subsites.

How data wil be presented in the site.

How site users will navigate through the site.

How information will be targeted at specific audiences.

How search will be configured and optimized.

Although this article provides some guidance on how to analyze the irforma
requirements of your Internet or intranet site, you will want to include an
information architect or analyst on your site's planning and design team to ensure
that your Web site plans fully take into account the information architecture needs
of yourorganization.

General planning recommendations

It is useful to divide information analysis for Web site planning into the following
stages:
e Survey existing content and Web site structure Your current Internet or

intranet site reflects its current information architecture. Analyze and record



how information and content are distributed across your current sites and
subsites. Look at logs other analysis tools to see what content is most and
least frequently accessed.

e Survey user requirements Survey the current and intended site users and
record the types of information they create or use. What information do they
need in their daily wia? Are they able to find that information easily? Does
the current Web site structure help them understand the relationships among
the different types of information the site contains? Is there missing
information? Note any problems the users are havifigding or using
information with the site's current architecture.

e Survey business requirements Survey the managers of the business unit or
organization that the Web site is being designed for. What are the business
needs of the site? Should the units or divisions of the business be reflected in
the information archécture of the site? How will information be shared
across business units or isolated within one unit? If the site is targeted at
customers, what information should they first encounter? How will they
explore information about products or services?

Use youranalysis to create a detailed outline of your organization's content needs.

Using information architecture to plan the

structure of your site

Your information architecture analysis will determine the structure of your
Internet or intranet site. By dividigithe information architecture into business
processes, projects, or large content groupings, and by using those divisions to
sketch out a hierarchy of subsites and content within each site, you can plan
where information belongs within that hierarchy. Fasre information about
planning the structure of Internet and intranet sites based on Microsoft Office
SharePoint Server 2007, 9B&ermine sites and subsites.

Using information architecture to plan for

people and personalization

Your information architecture should include information about users. This

information can come from Microsoft products and technologies, such as

Microsoft® Exchange, the Active Diraaty® directory service, and irosoft

SQL Server E. It can also come from industrtr
people, such as Lightweight Directory Access Protocol (LDAP), or frorroline

business applications.



Collecting user information will enable you to create unified amdsistent user
profiles across the organization. This will in turn help you in planning My Sites,
which are special SharePoint® sites personalized for each user.

The peopleelated concepts recorded with your information architecture will also
help you detemine how to group site users based on the business processes they
participate in, the distribution lists and social networks they belong to, the content
they are likely to create or view, or the organizational structure in which they
work. For more inforration about planning for people and personalization, see
Plan for personalized content and sites.

Using information architecture to plan for

business data

Your information architecture includes the business data your enterprise uses. By
using Office Sharedint Server 2007, business data be presented the

context of your site structure, so that it is availabl#htse audiences that need

it. For example, in an enterprise's intranet portal solution, employee payroll

datad which must be available acthe enterprise's divisional boundaes

could be presented in the central portal site for the enterprise.

Data that is used by a limited audience could be presented in the subsites or
portals used by that particular audience. For example, a custorpertsigam

could view and interact with customer support incidents in a portal site used only
by that team, and a sales team could view customer data in a portal dedicated to
managing customer relationships.

Use your information analysis research to help getermine where the data in

your existing business applications should be exposed in your enterprise's portals
and Internet sites, so that it is available to site users who need it. For more
information about business data planning,Z&ermine business data and business
intelligence needs.

Using information architecture to plan for
search

As you plan your information architectukesep track of concepts, search terms,

and properties that your site's users will use when searching for information on
your site. You will want this data when creating the search schema for the site.
Keep in mind that users may search for content by usiogd conceptual terms

to describe what they need. Your information architecture survey will be useful as
a tool to help map users' terminology and concepts to the underlying information



they are looking for. For more information about search plannin®lsee
search.

See Also
Determine sites and subsites
Determine business data and business intelligence needs




Determine sites and subsites

To determine the sites and subsites of your Internet or intranet site based on
Microsoft Office SharePoint Server 2007, use your information architecture
research (seBetermine the information architecture of your site) to help plan one or
more Office SharePoint Server 20§l collectionseach consisting of a tep
level site and a set of subsites. This article introduces Office SharePoint Server
2007site collections, sites, and subsites, and it recommends a method for
recording your site structure decisions.

Note that we do not providelfiguidance about how to map the results of your
information architecture research to a particular site structure. However, the
concepts and methods described in this article should help your design team
members successfully convert their information aedture analysis into a useful
solution based on Office SharePoint Server 2007.

In this article:

e Planning site collections

e Planning sites and subsites

e Site templates included in Office SharePoint Server 2007

e Recording your site structure decisions

Planning site collections

A site collection is a set of Web sites that has the same owner, shared
administration settings, common navigation, and other common features and
elements. Each sitcollection contains a tepvel Web site and (usually) one or

more subsites.

Grouping your Internet or intranet site's content and features into a site collection

provides the following benefits:

e For site designers, a site collection's galleries and libraries (such as the Master
Page Gallery or the Site Collection Images library) provide a means for
creating a unified, branded user experience across all of the site collection's
subsites.

e For ste administrators, a site collection provides a unified mechanism and
scope for administration. For example, site security, policies, and features can
be managed for an entire site collection; site collection usage reports, audit log
reports, and other datan help administrators track site security and
performance.



For site authors, a site collection's shared content types, Web Parts, authoring
resources, workflows, and other features provide a consistent authoring
environment.

For site users, a site collection's unified navigation, branding, and search tools
provide a unified Web site experience.

Below are some examples of solutions that benefit from being implemented as
site collections:

Authoring and collaboration portal site A site collection to support people in

your organization who are working togethemproduce content useful for

your organizational goals. Often, this type of portal site will include

collaborative content that is not published but is only used internally, along

with content intended for publication to an outside audience.

Publishing site A site collection configured to let the content's audience view

and interact with the site's content. Publishing sites are often implemented as

two site collection® a production site collection that is the published site

used by the content's aadce and a staging site collection that is a mirror of

the production site, used by the authoring team to view site content and test

site features. For details on deploying content from a staging to a production

site collection, seBlan content deployment.

Application portal sites Portal sites that provide a Widlased view of

business applications. Examples include:

e Project Server portal site A portal site ina large organization devoted to
schedules and processes tracked in Microsoft Office Project Server 2007.

e Microsoft Excel Web access portal site A portal site that makes shared
spreadsheets available to site users, and that often includes otherdusines
data made available by using the data connection library and the business
data catalog.

e Custom business application portal site A portal site devoted to a
business application used in your organization, such as a timecard
reporting application.

Planning sites and subsites

A site collection consists of a tdpvel site and one or more subsites. Each subsite
can be based on any Office SharePoint Server 2@@7emplate and can have

other unique settings, along with unique content. Partition youcalitction

content into subsite® get finer control of the appearance, content, and features
of the various pages in your site collection. The features of subsites that you can
configure uniquely include:



e Templates A subsite can have a unique template. Seaemplates included in
Office SharePoint Server 2007, below, for details

e Security You can define unique groups of users for a subsitePiGeaite
and content security for details.

e Navigation To fine-tune your site's navigation experience, you can configure
unique navigation links in each part of your site's hi¢narSite navigation
primarily reflects the relationships among the sites and subsites in a site
collection. Therefore, planning navigation and planning sites and subsites are
closely related activities. S@n site navigation (Office SharePoint Server) for
details.

e Web pages Each subsite can have a unique Welcome page and other pages.
SeePlan Web pages for details.

e Site layouts You can make unique layouts or master pages &laiia a
subsite. Seelan Web pages for details.

e Search A subsite can have unique search settings. For example, you can
specify that a particular subsite never appeasearch results. Se@an
search for more information about search planning.

e Content types A subsite can have unique content types.F@econtent types
(Office SharePoint Server) for details.

e Workflows A subsite can have unique workflows. $# workflows for
details.

Site templates included in Office SharePoint
Server 2007

Use the information in this section to help you identifyclkOffice SharePoint
Server 200ite template to uder each site in your Office SharePoint Server
2007solution. Although you can use a Office SharePoint Server @b0g@late as
it is initially configured, you can also modify any template's defauiinggst by
using the Office SharePoint Server 2Ge administration pages. In addition,
you canmodify a template's design and features by uBliggosoft Office
SharePoint Designer 20@r Microsoft Visual Studio®.
The table below lists each templatelun=d in Office SharePoint Server
2007and describes its purpose and general category. The categories are:
e Publishing Sites for presenting information to an audience. These templates
include features that support creating and publishing pages bapaden
layouts.



e Enterprise Sites that provide features of use in the enterprise, either because
of their scale or because they provide features commonly used in large
organizations.

e Meetings Sites that provide features to support planning and running
meetings.

e Collaboration Sites to support teams collaborating and disseminating

information.
Template Purpose Category
Collaboration Portal A starter site hierarchy | Publishing

for an intranet
divisional portal. It
includes a home page,
a News site, a Site
Directory, a Document
Center, and a Search
Center with Tabs.
Typically, this site has
an equal number of
contributors and
readers. Collaboration
portals often include
subsites based on
templates in the
Collaboration category.




Template

Purpose

Category

Publishing Portal

A starter site hierarchy
for an Internet-facing
site or a large intranet
portal. This site can be
customized easily to
supply distinctive
branding. It includes a
home page, a sample
press releases subsite,
a Search Center, and a
login page. Typically,
this site has many
more readers than
contributors.

This site enables
content approval
workflows by default for
a more formal and
controlled publishing
process. It also restricts
the rights of
anonymous users to
only be able to see
content pages, but not
to be able to view
Office SharePoint
Server 2007 application
pages.

Publishing

Document Center

A site to centrally
manage documents in
your enterprise.

Enterprise

Records Center

A site designed for
records management.
Records managers can
configure the routing
table to direct incoming
files to specific
locations. The site
prevents records from
being modified after
they are added to it.

Enterprise




Template

Purpose

Category

Site Directory

A site for listing and
categorizing other sites
in your organization.

Enterprise

Search Center

A site for delivering the
Office SharePoint
Server 2007 search
experience. The site
includes pages for
search results and
advanced searches.

Enterprise

Search Center with
Tabs

A site for delivering the
search experience. The
welcome page includes
a search box with two
tabs: one for general
searches, and another
for searches for
information about
people. You can add
and customize tabs to
focus on other search
scopes or result types.

Enterprise

My Site Host

A site used for hosting
personal sites. The
home page will always
redirect to the user's
My Site.

Enterprise

Basic Meeting
Workspace

A site to plan, organize,
and capture the results
of a meeting. It
provides lists for
managing the agenda,
meeting attendees, and
documents.

Meeting

Blank Meeting
Workspace

A blank meeting site for
you to customize based
on your requirements.

Meeting




Template Purpose Category
Decision Meeting A site for meetings that | Meeting
Workspace track status or make
decisions. It provides
lists for creating tasks,
storing documents, and
recording decisions.
Social Meeting A site to plan social Meeting
Workspace occasions.
Multipage Meeting A site to plan a Meeting

Workspace

meeting, and to capture
the meeting's decisions
and other results. It
provides lists for
managing the meeting
agenda and attendees,
along with two blank
pages for you to
customize based on
your requirements.

Team Site

A site for a team to
quickly organize,
author, and share
information. It provides
a document library and
lists for managing
announcements,
calendar items, tasks,
and discussions.

Collaboration

Blank Site

A blank site for you to
customize based on
your requirements.

Collaboration




Template Purpose Category

Document Workspace | A site for colleagues to | Collaboration
work together on a
document. It provides a
document library for
storing the primary
document and
supporting files, a tasks
list for assigning to-do
items, and a links list to
point to resources
related to the
document.

Wiki Site A site for a community | Collaboration
to brainstorm and
share ideas. It provides
Web pages that can be
quickly edited to record
information and then
linked together through
keywords.

Blog Site A site for a person or Collaboration
team to post ideas,
observations, and
expertise that site
visitors can comment
on.

The following section provides more details about the publissitegemplates.

Comparison of the publishing templates

Most solutions based on Office SharePoint Server 200hclude one or more
site collections based on a publishing template. The table below lists additional
information to help you understand andikiate the two main publishing site
templates: Collaboration Portal, for intranet divisional or team portal sites and
Publishing Portal, for Internet presence sites or large enterprise portal sites.



Element

Collaboration Portal

Publishing Portal

Initial structure

A top-level site and four
subsites, including a
Document Center site,
a News site, a Search
site, and a Site
Directory site.

A top-level site and two
subsites, including a
Press Releases site
and a Search site.

Publishing via
workflow?

No

Yes

Master page

Default.master

BlueBand.master

Top-level site default
layout page

defaultlayout.aspx

WelcomeSplash.aspx

Search visibility?

Yes

Yes

Site collection features

Collect Signatures
Workflow, Disposition
Approval Workflow,
Office SharePoint
Server Publishing
Infrastructure, Office
SharePoint Server
Standard Site
Collection Features,
Reporting, Routing
Workflows, Translation
Management Workflow

Collect Signatures
Workflow, Disposition
Approval Workflow,
Office SharePoint
Server Publishing
Infrastructure, Routing
Workflows, Translation
Management Workflow

Top-level site features

Office SharePoint
Server Publishing,
Office SharePoint
Server Standard Site
Features, Team
Collaboration Lists,
Translation
Management Library

Office SharePoint
Server Publishing

Anonymous and
Restricted Readers
rights

Same as Reader.

Anonymous users and
Restricted Readers
cannot see Office
SharePoint Server
2007 application
pages, they can only
see content pages.




Recording your site structure decisions

For each site colleicin in your solution based on Office SharePoint Server

2007,use a spreadsheet program such as Microsoft Office Excelt@®ecord

your site and subsite planning decisions. Enter each site on a separate row of the

spreadsheet. If you have multiple sit#lections in your solution, use a separate

worksheet for each site collection.

The map that you create of your sites and subsites will provide essential data to

use in your subsequent planning activities, such as planning site navigation, site

features, ad site security. Here are some recommended columns of information
to record for each row in your sites and subsites spreadsheet:

e Parent Site The site directly above the current site in the site collection's
hierarchy. For example, in sites based on the Collaboration Portal, the top
level site is the parent site of the Document Center site.

e Purpose The purpose of the curresite. For example, for a site based on the
Document Center site template, "a site to store product specifications and
related marketing materials."

e Template The site template to use when creating the site, such as "Record
Center."

e Primary Audience The group of users the site is primarily intended for, such
as "product development group.”

e Site Owner The individual or team responsible for administering the site. For
example, for a site based on the Record Center site template, the site owner
couldbe "Corporate Legal Department IT."

As needed, add other columns unigue to your solution's goals. Then, as you plan

your site structure, record your decisions in your sites and subsites spreadsheet.

See Also
Determine the information architecture of your site
Plan site navigation (Office SharePoint Server)




Plan site navigation (Office SharePoint
Server)

In this article:

e Review of Office SharePoint Server navigation controls

e Planning navigation

Site navigation provides the primary interface for site users to move about the

sites, subsites, and pages that compose ybtemket or intranet portal site.

Microsoft Office SharePoint Server 20bicludes a set of customizable and

extensible navigation features that help orient users of your Internet or intranet

portal site and enable them to move among its sites and pages.

Office SharePoint Server 2007 bases its navigation model on the hierarchical

structure of the site collection. By using the navigation features, you can link to

the following:

e A site's subsites

e Asite's peer sites

e Sites higher in the site structure

e Web pages in a site

Additionally, you can create links to arbitrary locations, such as to an external

Web site.

Navigation links in Office SharePoint Server 2007 are secsehgitive. If a site

user does not have permissions to a site or page that is linked from the site

navigation, the user will not see the link. Also, pages and subsites can be

configured to be available only to members of an audience. Users who are not

memlers of that audience will not see links to sites and pages targeted at that

audience.

As described iPlan Web pages, pages in sites based on Office SharePoint Server

2007 ae composed of three elements: master pages, layout pages, and page

content. In planning your portal's navigation, you make decisions about all of

these elements:

e You configure global portal navigation elements, andlsitel (current)
navigation elemeston master pages.

e You can add navigation elements that provide tables of contents, dynamic
access to content based on a query, or authored links to layout pages.

e You can allow tables of contents, dynamic access to content based on a query,
or authoredinks in page content. Note that letting authors add navigation




elements to page content lessens site designers' control of a portal's navigation
experience.

e Additionally, you can use breadcrumbs to display a set of links that show the
site hierarchytrting from the current page up to the-tepel site in the
portal.

Office SharePoint Server 200avigation is based on the Microsoft ASP.NET 2.0

model which enablegou to customize:

e The site map provider.

e The data source (which anchors and filteesstructure provided by the site
map provider).

e The menus (which control the visual appearance of the navigation elements
and how deep a hierarchy to show).

Review of Office SharePoint Server

navigation controls

Navigation controls can be displayedraaster pages, layout pages, @rig/
using Web Part zondsdirectly in a page's content.

Navigation controls on master pages

A master page defines the outer frame of the Web page in an Internet or intranet
portal site. Master pages contain the elementsythatvant all pages in your site

to share, such as branding information, common commands such as Search, and
navigation elements that you want to be available throughout the site. This
includes global navigation, which is typically constant throughoupétl, and
current navigation, which is typically relative to the site that the user is currently
viewing.

Master pages also provide the menu style of the navigation controls. You can
configure master page menu style by using Microsoft Office SharePegigrer

or Microsoft Visual Studio.

Global navigation

Global navigation, which appears as "top link bars" in default site templates,
typically links to the primary sites in a portal site. It is common for the global
navigation to appear at the top of egelge in a portal site. To give users the
flexibility to switch from one primary site to another from anywhere within the
portal site, the global navigation usually stays constant in all of the portal's sites
and subsites. For example, an Internet poitalsat is used to market an



enterprise's products could have a subsite for each line of its products. By

exposing each product's subsite in the portal site's global navigation, site

designers can enable users to easily switch from one subsite to anttbet

having to return to the portal site home page.

By default, all subsites one level below the-tepel site of a portal site are added

to the global navigation. Site administrators can remove a site from the global

navigation by using the Site Naaton Settings page, and they can configure

global navigation so that no subsites are displayed (that is, only the home page

link is shown). Other global navigation configuration features include:

e Linking to all of the top level site's Web pages.

Linking to specified external sites.

Linking to specified sites or pages that are anywhere in the portal site.

Organizing links under headings.

Manually sorting the items on the global navigatoamn.

In a portal site, a subsite's owners can override the global navigation settings of

the toplevel site and define different global navigation settings for their subsite

and the sites below it. All global navigation features, such as linking to externa

sites and organizing links below headings, can be defined uniquely in a subsite.

By using Office SharePoint Designer or Microsoft Visual Studio 2005, you can

further customize the appearance and functionality of global navigation. For

example, you can:

e Customize the cascading style sheets to change the appearance of global
navigation.

e Modify the data source, for example to trim the number of sites shown in
global navigation.

¢ Modify the menu style of the navigation. For example, you can seleotifly
menus or specify how many levels of the site hierarchy to show in navigation.

Current navigation

Current navigation, which is called the Quick Launch in default site templates,
typically highlights the important content in the current site and linkslabed

sites. It is common for current navigation to appear on the left of each page in a
portal site.

By default, current navigation shows a site's pages and its sibling sites (that is, the
sites that share the same parent site). This enables usepdoi@ ¢he content of

the current site or move to a site on the same level in the site hierarchy. Portal site
administrators can configure current navigation to inherit its navigation items

from its parent site. Other current navigation configuration featunclude:

e Linking to sibling sites.



Linking to all pages in the current site.

Linking to specific external sites or to pages in the current site.
Organizing links under headings.

Manually sorting the items in the current navigation.

As with global navigatin, you can further customize the appearance and
functionality of current navigation by using Office SharePoint Designer or
Microsoft Visual Studio 2005.

Breadcrumb navigation

Breadcrumb navigation displays a dynamically generated set of links at thfe top o
Web pages, to show users their current position in the site hierarchy. Most master
pages have a single breadcrumb navigation control. By using Office SharePoint
Designer or Microsoft Visual Studio, you can configure the breadcrumb
navigation control. Foexample, you can specify a custom navigation provider,

and you can remove breadcrumb navigation from a layout page.

The default. master master page, which displays form and view pages,
includes two breadcrumb controls, a global breadcrumb whidaiosn

sites only, and a content breadcrumb, which contains sites and the current
page. Some collaboration site templates, such as the Team Site template,
also include two breadcrumbs on all Web pages.

Navigation controls on layout pages

A layout page defies a layout for a Web page by providing Microsoft ASP.NET
controls in which the contents of pages are displayed. To customize layout page,
use Microsoft Office SharePoint Designer 2007 or Microsoft Visual Studio. You
can add navigation controls to a laypage to support navigation links in Web
pages.

When a navigation control is inserted on a layout page, Web pages that use that
layout page will display the control along with the page's contents. For example,
you can define a layout page that includesia®ary Links navigation control

(see below) so that a set of links to relevant pages and sites always appears when
a page is displayed.

Office SharePoint Server 2007 includes the following navigation controls that can
be added to layout pages:

e Summary Lnks

e Table of Contents

o Content Query



Summary Links

The Summary Links control provides a way to add a set of links to a page. You
can control the appearance, organization, and presentation of the links that you
add to a Summary Link control.
You can adch Summary Link control to a layout page in three ways:
e You can add it directly to the layout page and configure the links. When you
do this, any page that uses the layout page will display the links.
e You can add it as a field control on the layoutgpayyhen you do this, you
can optionally configure the links, and you can optionally allow authors to
modify the links and add new ones.
e You can add it as a Web Part to a Web Part zone. When you do this, authors
can modify the links, add news ones, ankgethe Summary Link control.
For example, in a portal site in which you publish topics from a technical support
knowledge base, you can add a Summary Link field control to the layout pages
used for articles, to provide links to related sites contairglgyant information,
and you can permit authors to add links. This enables authors add links to content
that is related to a page's content. For more information about configuring
Summary Link controls, see the Office SharePoint Server @0ld7e Help.

Table of Contents

The Table of Contents control provides a way to add a table of contents of all or
part of your portal site to a layout page, so that pages using that layout include the
table of contents. It uses the same navigation provider as the ghobaliment
navigation in the site's master pages. When you add a Table of Contents control to
a layout page, you specify which part of your site collection the control should
expose, how the links are presented, and how they are organized.
You can add a Tde of Contents control to a layout page in two ways:
e You can add it directly to the layout page and configure it. When you do this,
any page that uses the layout page will display the table of contents.
e You can add it as a Web Part to a Web Part 28fe=n you do this, authors
can modify the scope of the Table of Contents control or it.
For example, if you are presenting a set of articles in an online news site, you can
add a Table of Content control directly to the article pages' layout so that users
can switch from one article to another from any article page. For more
information about configuring Table of Contents controls, see the Office
SharePoint Server 20@nline Help.



Content Query

You can use a Content Query control to link to pages or s that are

displayed based on a query that you design. For example, if you are presenting

articles in an online news site, you could add a Content Query control to your

site's Welcome Page layout so that new articles are highlighted on that page. You

can build complex queries by using the Content Query field control. For example,

you can specify which sites in your site collection to query, which lists to use, and

what audience to target. You can also filter queries based on lists or libraries

metadata.

You can add a Content Query control to a layout page in two ways:

e You can add it directly to the layout page and configure it. When you do this,
any page that uses the layout page will display the results of the query.

e You can add it as a Web Partaa®eb Part zone. When you do this, authors
can modify the query or delete the Content Query control.

For more information about configuring Content Query controls, see the Office

SharePoint Server 2007 online Help.

Navigation Web Parts

A Web Part is a cdrol that authors can insert into a Web Part zone on a page and
configure. The Summary Links, Table of Contents, and Content Query controls
each have Web Part counterparts that page authors can insert into Web Part zones
on pages. The Web Parts have theesaonfiguration features and the same
functionality as their related controls, but are configurable when the writer inserts
them on the page rather than when the site designer inserts them on the page's
layout. To make navigation Web Parts available taggpauthors to insert on a

page, you must include one or more Web Part zones on the page's layout page.

If you allow authors to insert navigation Web Parts onto pages, you reduce the
control you have over your portal site's navigation because authotsecan t

control part of the navigation experience of site users. This might be appropriate
in a loosely controlled environment such as a collaboration site within an
organization, where individual authors need the ability to point users to content
related tolhe author's work. It is less appropriate in a more tightly controlled
environment such as an Internet presence site, in which the navigation experience
is planned and implemented in a consistent, controlled way by the site's designers
and planners.

If you want to include Web Part zones on layout pages but prevent authors
from inserting navigation Web Parts into these zones, you can change the
permissions required to use navigation Web Parts in your site's Web Parts



gallery to make those Web Partsavailable to authors based on their
permission level.

Planning navigation

Navigation planning includes planning the user experience you want to create in
your Internet or intranet portal site and deciding whether or not authors will be
able to insert navation elements directly onto their pages.

Planning the user experience

Your navigation decisions are closely related to your decisions about the structure
of sites and subsites in your site hierarchy. For each site in your site hierarchy,
you can choosetinherit the global or current navigation from its parent site, or
you can plan unique settings. To help record your decisions, use the same
spreadsheet that you used to record you site and subsite decisions in the topic
Determine sites and subsites.

The site structure worksheet should include a row for each site in your site

hierarchy. In the worksheet, record the following additional columns of

information foreach site and subsite:

e Global navigation Record whether the site has unique global navigation
settings or inherits its global navigation from its parent. If the site has unique
global navigation, specify which subsites and additional sites to display.

e Current navigation Recad whether the site has unique current navigation
settings or inherits its current navigation from its parent. If the site has unique
current navigation, specify whether to display its subsites, its peer sites, or
additional sites. Also specify whetheritzlude links to the site's Web pages.

The decisions you make about your portal site's navigation will reflect its unique

purpose and structure. When you plan navigation, consider the tradeoff between

having too many navigation links, which could make ysiter confusing, and

having too few, which could make it hard for site users to locate critical

information. Also, keep the following in mind:

¢ Inheriting the parent site's navigation can place the current site in a larger
context. In an intranet site,ighcan help information workers use the other
sites in the site collection to accomplish their tasks. On the other hand, if users
of a site do not have to go to other sites to complete their tasks, consider
defining a unique global navigation at the sttelsat site users are not
distracted by irrelevant global navigation links. For example, records
managers using a Records Center site might not need to go outside of the
Records Center to accomplish their tasks, and so would not benefit from a set
of inheited global navigation links.




Showing peer sites on the current navigation can imply that the peer sites have
a similar purpose as the current site. For example, in an Internet site that
markets a set of products, this can help site users go to deswipfirelated
products and services. On the other hand, if users of a site are not likely to
want to visit peer sites, consider not displaying them in the current navigation.
For example, a university's Internet site with subsites for each graduate school
could omit peer links from each site's current navigation because students
interested in a particular discipline, such as medicine, are unlikely to want to
visit sites related to other disciplines.

Planning navigation on pages

You can add navigation fielcbntrols to layout pages. You can also add Web Part
zones to layout pages and allow authors to add navigation Web Parts to these
zones. As with other page element planning decisions, you should plan navigation
on pages based on how much control you wahii/e over the pageewing
experience:

To tightly control site navigation, you can put navigation field controls

directly on layout pages and eliminate Web Part zones from page layouts, or
restrict the use of navigation Web Parts in those zones. For example, in a
corporate Internet presendeeswith millions of site users, you might decide

to restrict authors from inserting navigation controls.

To allow a more varied, albeit less consistent, site navigation, you can put
Web Part zones on layout pages and allow authors to insert navigaton W
Parts onto their pages. For example, in an intranet portal site in which authors
and site users are part of the same workgroup, you might decide to let authors
control the navigation experience of their content by adding navigation Web
Parts to their pges.

You should plan navigation on pages as part of your general Web page planning.
The topicPlan Web pages includes worksheets in which you can record your page
navigationdecisions for each type of page layout in your portal.

See Also
Plan Web pages

Determine sites and subsites




Plan Web pages

In this article:

e Elements of Web pages
e Planning master pages
[ ]
[ ]

Planning content pages

Planning page layouts
e Using layout pages to restrict authoring
Planning Web pages includes designing the appearance of your published content,
determining where writers can add content on pages, and controlling which
authoringfeatures writers can use. An effective plan for Web pages helps to
ensure that each type of content that your organization will publish is properly
designed and available to achieve your publishing goals.
To help you understand your design options, ttisla first introduces the
elements of pages: master pages, content pages, layout pages, style sheets, Web
Parts, and server field controls. Next, this article provides guidance on how to
plan each element of the Web pages in your publishing site. Bebaudesign
and configuration of layout pages helps restrict what authors can do on Web
pages, this article includes guidance about using layout pages to restrict authoring.

Elements of Web pages

When a Microsoft Office SharePoint Server 2007 site usersop&Veb page in a
SharePoint site, that page is rendered based on a set of elements that have each
been planned and designed separately in the Web site. Separating elements of a
page in this way allows site planners and designers to treat different edevhen

the site in unique ways. For example, a site's branding and navigation can be
planned and designed separately from the design of the site's content pages, so
that the branding can be applied across all site content and can be updated in one
place. Sinilarly, layout of pages can be designed separately from page content,
allowing the same content to be displayed in different ways as appropriate.

A Web page based on Office SharePoint Server 2007 is an ASPX page that is
dynamically rendered out of its cefituent parts. The parts of the page are
illustrated below:



The following elements compose a Web page on a SharePoint site:

e Master page Defines the outer frame of the Web page. A master page
contains the elements that you want all pages in your site to share, and it
provides a single place to control all of those elements. Typically, a site uses a
single site master pagdtleugh large Internet sites might use more. For
example, a corporate Web site that is used to publicize more than one product
could use separate master pages so that the content for each product is
properly branded.

There are two types of mastexges: site master pages and system
master pages. The site master page is used on published Web pages in
your site. It is the master page that site users and visitors see when
viewing published pages. The system master page supplies the layout
of pages inhe site used by site designers and authors when interacting
with the site's user interface and is also used in some team site
templates, such as the Wiki Site and the Document Workspace site
templates. This article primarily describes planning considersafiar
site master pages.
Master pages for all sites in a site collection are stored in the Master Page
Gallery in the togevel site in the site collection. Because the Master Page
Gallery is a SharePoint library, master pages have all the features of



