
focus on all support tasks 

for SharePoint and our ap-

plication servers.  And 

Mike Antonovich will serve 

as project lead for new pro-

ject requests coming into 

the group and allocated 

across our team. 

 

Upcoming Classes: 

We have an open lab on the 

second Monday, January 

10th, which will be held on 

the 5th floor of the ELC in 

Lab A.  Please register for 

open lab through http://

signmeup.ocps.net.  On the 

first page, click on Tech-

nology and on the next page 

click on SharePoint Portal 

to see our class listings. 

 

For more information on 

classes or labs, contact: 

Amol Karkhanis 

x2210 

Happy New Year! 

Here at Web Services we 

made some changes to all of 

the collaboration sites that 

were still under the https://

www.ocps.net master portal 

site collection.  During the 

summer of 2010, we moved 

several of the collaboration 

sites to the http://

collaboration.ocps.net por-

tal.  There are several rea-

sons for this as documented 

in the article: Benefits of 

the Collaboration Move 

which begins below.  On 

December 27th, we moved 

the remaining sites to their 

new home.  Anyone with an 

affected site should check 

out their site by the end of 

the first week of January. 

 

This change positions these 

sites for our planned transi-

tion to SharePoint 2010.  

While our Internet and in-

tranet sites will not change 

substantially in the way 

they are built and main-

tained, SharePoint 2010 

offers many new options 

that we will first implement 

in the collaboration sites. 

 

We can now officially wel-

come Michael Adani as the 

newest member of the Web 

Services team.  His official 

start date was December 

6th.  While we have been 

transitioning support for 

most of the school portal 

sties to Amol, we will in 

like manner transition most 

of the support for the Inter-

net and intranet sites to 

Michael Adani over the 

next several months.  This 

will allow Suyin to focus on 

application development, 

both using .NET and Info-

Path.  Mike Healey will 

This Month at Web Services 

OCPS - Web Services 

SharePoint Shots 

Pages of interest 

 Portal Documentation 

 OCPS Styles Guideline 

 School Data Updates 

Request changes to your school 

information page. 

 Portal Implementation 

Program Site 

 Portal Traffic Report 

 GeoLearning Training 

 Newsletter Archive 
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Benefits of  the Collaboration Move 

Security: 
  
This is the main bene-

fit.  Due to the way most of 

the original pilot team sites 

are configured they can be 

accessed from outside 

OCPS if the owners acci-

dently change some of the 

permissions.  The moved 

sites are more locked down 

but can still be accessed 

with or without a VPN con-

nection by simply logging 

into the site with your 

OCPS user name and pass-

word when accessing the 

new site. 

  
File restrictions: 
  
File settings in SharePoint 

are restricted by the web 

application, so if we set a 

size limit it is for all of 

www.ocps.net.  This makes 

controlling the group of 

collaboration sites problem-

atic. 

Another big restriction is 

file types. We block a lot of 

media files, to make sure 

that they have been in-

stalled on the streaming 

server (which is better and 

faster).   

Another cool thing we can 

do is to make the recycle 

bin last longer in the new 

environment than it does on 

the public facing web-sites. 

Additional services: 
  
Due to some technical is-

sues with the encryption 

and load balancing there are 

a lot of services that cur-

rently don't work on the 

main site, the biggest two 

are search and reporting 

services.   

The current collabora-

tion.ocps.net sites search in 

all site content, whereas 

after the move they will 

have the option to only 

search in this site or even 

run the search inside a doc-

ument library or folder.   

Reporting services provides 

a way to run SSRS reports 

directly inside the web site.  

This capability did not wor 

on our https:// system. 

Inside this issue: 
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Document Libraries and Collaboration 

Creating a New Library 

The first step in creating a new liberary 

is deciding what kind of library you 

need. SharePoint supports several 

library styles for both collaboration 

and web publishing.  Out of the box 

collaboration provides: 

 Document Libraries 

 Form Libraries 

 Wiki Page Libraries 

 Picture Libraries 

 Slide Libraries 

 Data Connection Libraries 

 Report Libraries 

 
Web Publishing (for the Internet and 
intranet) also provide Shared Docu-
ment libraries (similar to Document 
libraries), Image Libraries (similar to 
Picture Libraries), and Pages Libraries 
for the web publishing pages. 
 
While you may see other libraries on 
your site, they all inherit from one of 
these core library types.  So why have 
different library types?  The following 
paragraphs provide a brief explanation 
of each library type you might use. 
 
Document Libraries—This library 
provides a general storage location for 
almost any file type although it works 
best with files created using Microsoft 
Office application (Word, Excel or 
PowerPoint).  In collaboration sites, 
basic pages and web part pages are 
often also stored in Document libraries 
although a good practice is still to 
create a new library specifically for 
your pages and call it Pages. 
 
Form Library—A form library is a 
customized version of a document 
library used with XML-based forms, 
especially those created with InfoPath. 
 
Wiki Page Library—This library is used 
to store the definitions of pages in a 
wiki-site.  In SharePoint 2010, this 
library becomes more prominent as the 
default template for collaboration 
pages becomes wiki pages rather than 
Web Part Pages (However, web part 
pages are still supported.) 
 
Picture Libraries—A picture library 
should be used to store images you 
want to share on the site either as part 
of a page or as downloads.  A picture 
library adds features to a document 
library structure to help manage and 
display pictures including the ability to 

display pictures using different slide 
show style views. 
 
Slide Library—You may think from its 
name that this library is just another 
type of image library, but it is really 
designed to work with Microsoft Pow-
erPoint and stores each slide from a 
PowerPoint presentation as a separate 
file.  Its main advantage is that it allows 
you to manage slides from multiple 
presentations so that you can reuse 
slides previously created when building 
new presentations. 
 
Data Connection Library—This library 
stores connection information used to 
access external data and can be used in 
InfoPath forms, published Excel 
spreadsheets and custom SharePoint 
Applications.  Connections can be 
made to most data sources included 
SQL Server, Oracle, Exchange, Active 
Directory and more.  However, this is 
an Enterprise feature. 
 
Report Library—The Report Lilbrary 
is another enterprise library feature 
used with business intelligence pages, 
key performance indicators, etc. 
 
With so many library choices, what 
should you use?  In Internet and intra-
net sites, we recommend a single li-
brary for pages, another for images and 
a third for any documents that you 
would reference via links from your 
web pages.  When it comes  to collabo-
ration, you can do the same or you 
could create separate libraries for each 
topic within the site.  For example, in a 
team site, you could have separate 
libraries ased on site contributions or 
based on topic areas within the site.  
For example, a team might use a sepa-
rate document library to store the files 
for each project they work on.  Why 
not use a separate project site for each 
project?  We recommend using as a 
guideline the same rules that govern 
whether a project needs a business 
case.  In other words, if the project 
needs a business case, it should have its 
own project collaboration site.  Smaller 
projects can be more efficiently stored 
as libraries within a team site. 
 
Why use separate libraries rather than 
one large library with folders/  First, 
folders are not recommended by Mi-
crosoft because they lead to complex 
structures in which users cannot find 
the files they need.  In some cases, it 
has led to storing the same file in 
different folders within the same li-
brary resulting in one document being 
updated by some people and other 
documents in a different folder being 

updated by others.  The result being 
that neither document has all the up-
dates.  Another reason for not using 
folders is that the column definitinos 
(metadata) must be the same across all 
folders in the library while individual 
libraries can have their own unique 
column definitions (metadata) based 
on the needs of each library. 
 

Content Types 
 
Each library has a default content type 
associated with the NEW button in the 
library.  When you click NEW, Share-
Point opens a new document of the 
type defined by the default content 
type.  At its basic usage, you difine a 
content type from a list of available 
content types when you create the 
library.  This list includes: 

 Word 97-2003 (.doc) 

 Excel 97-2003 (.xls) 

 PowerPoint 97-2003 (.ppt) 

 Word 2007-2010 (.docx) 

 Excel 2007-2010 (.xlsx) 

 PowerPoint 2007-2010 (.pptx) 

 One Note 

 Web Part Page 

 Basic Page 
 
It is also possible to add your own 
content type to a library and even 
make them the default type.  This is 
what InfoPath does when you publish 
a form to a new SharePoint library (in 
this case, a Form library).  But it is also 
possible to associate multiple Word 
templates with a library.  When more 
than one content type is associated 
with a library, they will appear in the 
NEW dropdown menu of the library.  
The following steps show how you can 
associate Word templates with a library 
and assumes that you are beginning 
with a Word template.  To begin, you 
need to upload the Word template to 
SharePoint as a new content type using 
the following steps: 
 

 Navigate to your site 

 Select Site Actions —> Site 
Settings —> Modify All Site 
Settings 

 On the Settings Page, locate the 
Galleries group and click on Site 
Content Types 

 Scan through the groups of 
content types (the titles in Italics) 
to see if you want to add your 
site content to an existing group 
or if you want to create a new 
group.  Creating a new group is 
often the best choice for adding 
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Requests for 

content editor 

rights can come 

from an existing 

Portal Site 

Administrator for 

that site. Requests 

for approver rights 

must come from the 

Principal, Asst 

Principal, Dean, or 

Department Head 

(for the ELC) 

———————————————- 

If you have a school 

or department site 

calendar, when was 

the last time it was 

updated?  Have you 

included sufficient 

details in the Event 

Description?  

Remember this is 

where you can add 

details about your 

event including 

pictures, maps, 

tables, etc.   

 



 Open your library from the list 
of Document Libraries 

 Select Document Library Settings 
from the Settings dropdown 
menu. 

 In the General Settings group, 
select Advanced Settings 

 In the first settings group, Con-
tent Types, select ‘Yes’ for the 
question: Allow management of 
content types and click OK to 
close this page. 

 In the Content Types section, 
click the link: Add from existing 
site content types. 

 You can now either scroll 
through the list of site content 
types to find the one you just 
created or you can first select the 
name of the content type group 
in the first field on this dialog to 
limit the number of content 
types you have to search 
through. 

 Double click the name of your 
content type or click it once to 
select it and click the Add button 

 Click the OK button to complete 

your selection 

 Now in the Content Types Set-
tings group, you should see the 
default content type (Document 
for document libraries) and your 
content type.  In fact, both 
would now appear as options if 
you opened the NEW dropdown 
menu in your library to add a 
new document.  However, if you 
simply clicked the NEW button, 
SharePoint would create the 
default document for you as 
defined when the library was 
created. 

 If you want the action of the 
NEW button to use your new 
content type as a default, you 
must from the content type 
settings page click the option: 
Change new button order and 
default content types.  On the 
resulting page, you can determine 
which content types are visible 
and what order they appear in 
the dropdown list.  The first item 
in this order becomes the default 
content type 

By following the above steps a second, 
third, or more times, you can add more 
site content types and associate them 
with one or more libraries in the site.  
In this way, you can have multiple 
custom content types defined for your 
library letting the user select the type 

of document they want to create from 
the NEW dropdown menu. 
 

Uploading Files to Your Library 
 
Now that you have created your library 
and have defined a default content type 
and perhaps some alternate content 
types you are ready to add files to your 
library.  Of course you could use the 
content types associated with the 
library to create new documents, but 
what about exist documents you may 
already have, can you upload those 
even if they are a different content type 
that defined in the library?  In most 
cases the answer is ‘Yes’. 
 
The Document library can hold practi-
cally any file type without regard to the 
content type defined for the library.  In 
fact, you can even load files into the 
document library that usually are des-
tine for other libraries such as image 
files.  However, we do not recommend 
this because it will be harder to use the 
SharePoint interface to find these 
images and load them into Image web 
parts or even add them to a Content 
Editor web part.  It will also make it 
harder for other to manage your site 
should you leave the department or 
school you are currently at. 
 
Steps to upload documents: 
 
1) From the document library 

where you want to store the file, 
open the Upload dropdown 
menu. 

2) There are two options, one to 
upload a single document and a 
second to upload multiple docu-
ments. 

3) Choose the option to upload a 
single document. 

4) In the next page, SharePoint 
prompts for the URL of the 
document you want to upload.  
While you could enter the URL 
directly if you know it, you can 
also click the Browse button to 
open the standard Open dialog 
the Microsoft uses to open files. 

5) Click OK to continue. 
6) When uploading a single docu-

ment, SharePoint displays a 
second page that prompts for 
additional properties for the 
uploaded file including a user-
friendly name called the file’s 
Title.  If your library supports 
multiple content types, you can 
also select which content type to 
associated with that uploaded 
file.  If unsure, select the default 
‘document’ type.  If your library 
is associated with a publishing 

site, you may see a Scheduling 
Start Date and a Scheduling End 
Date.  Finally, the OK button for 
a standard collaboration library 
changes to a Check In button 
when you have defined the set-
tings for the library to require 
check-in and check-out of docu-
ments. 

7) If instead you choose to upload 
multiple documents, the interface 
you see will depend on the ver-
sion of Office you have installed 
and whether you have installed 
Silverlight, but the traditional 
interface allows you select which 
directory the file(s) are in using 
the tree structure on the left and 
then select the files to upload by 
clicking the checkboxes before 
the file names in the directory 
listing on the right of the Upload 
Document page.  You can select 
one or more documents to up-
load, but they must be in the 
same directory.  With Silverlight, 
this limitation is removed and 
you can upload multiple docu-
ments from different directories. 

8) After selecting your files and 
clicking OK, SharePoint uploads 
the selected documents to the 
library but does not in this case 
prompt for additional properties.  
For collaboration libraries, this is 
usually not a problem if check-in 
and check-out of files has not 
been enabled.  However, if check
-in and check-out is enabled, the 
uploaded files, while uploaded 
are left in a check-out out site 
and they are checked-out to you.  
Therefore, you must check them 
in before other can use the files.  
In a publishing site such as the 
Internet or intranet, this extra 
check-in step is even more im-
portant because an uploaded file 
that has not been checked-in 
does not ‘officially’ exist even if 
you create a page referencing the 
file.  This is often the case of 
images uploaded to an image 
directory but have not been 
checked in.  When the person 
who uploaded the images adds 
the images to a web page, every-
thing may look ok to them, but 
when others view the page, they 
do not see the image file.  The 
simple solution here is for the 
person who uploaded the image 
file to go back and check the file 
into the library.  Then other will 
be able to see the image unless 
the site also requires content 
approval of images.  In that case, 
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a new content type to your col-
laboration site. 

 Click the Create button at the 
top of the gallery page. 

 Provide a name and a description 
for your new content type 

 Select from the dropdown, the 
Parent Content Type.  For tem-
plates created from Microsoft 
Office Applications (Word, 
Excel, PowerPoint) use Docu-
ment Content Types and then 
select Document as the actual 
type.  This selection defines the 
metadata associated with the 
content type. 

 Then define which group you 
want to place the new content 
type in.  For an existing group, 
choose from the dropdown list.  
For a new group, you must enter 
the unique group name manually. 

 When you click OK, SharePoint 
displays the settings page for the 
new content type.  Click the 
Advanced Settings option under 
the Settings group. 

 The first setting lets you select 
either the URL of an existing 
document template, perhaps 
created in another site, or to 
upload a new document tem-
plate.  If you created the Word 
template file and saved it on your 
local machine or a network drive, 
you can use the Browse button 
to navigate to and select the 
template (Word templates have 
the extension .dot, .dotx, 
or .dotm) 

 You can choose whether others 
can modify this template (we will 
see where this option is later) but 
for now we will suggest you leave 
the default setting to No.  Simi-
larly, you can choose whether to 
update content types inheriting 
from this content type.  General-
ly, the default answer ‘Yes’ is 
preferred so that changes to the 
content type are propagated.  Of 
course, if this is a new content 
type, there are no other content 
types to inherit from the current 
content type yet. 

 Click OK to complete the defini-
tion of the content type. 

 From the Content Type Settings 

page, click the site name in the 
breadcrumbs across the top of 
the page. 

 Click View All Site Content in 
the left navigation or go through 
Site Actions —> View All Site 
Content. 

Document Libraries and Collaboration cont. 



you need to also publish the 
image file and approve it before 
others can view the image on the 
web page. 

 
Moving Items Between Librar-
ies   
 
Occasionally you may find that you 
added a document or file to the wrong 
library or in the wrong folder of a 
library.  Let’s assume that you are using 
folders (even though we said that you 
should avoid them) and placed a file in 
the wrong folder.  How to you move it 
to the right folder?  Surely you do not 
have to delete it from the current 
folder and then upload it to the new 
folder? 
 
Fortunately, there is an easier way.  
SharePoint can display the contents of 
a library in a more traditional Windows 
Explorer style mode.  Once in this 
mode, it is easy to cut and paste a file 
between folders.  To do this follow 
these steps: 
 

 Open the library and from the 
Actions dropdown menu, select 
Open with Windows Explorer. 

 After a few moments a window 
opens using Windows Explorer 
to display the contents of the 
library.  Just navigate to the 
folder where the file you want to 
move is located. 

 Right-click on the filename and 
select Copy from the dropdown 
menu. 

 Navigate to the new folder where 
you want to save the file, right-
click on the blank background of 
the folder and select Paste from 
the dropdown list. 

 Now return to the original folder 
and delete the original copy of 
the file (You really don’t want 
multiple copies of a file in differ-
ent folders). 

 When done moving files, simply 
close the Windows Explorer 
window. 

 The SharePoint library may not 
be automatically refreshed (it is 
SharePoint 2010, but not in 
SharePoint 2007) so you may 
need to click the browser’s re-
fresh button at the top of the 
window or simply navigate away 
from the library and then bad to 
it again. 

Moving items between libraries 
in the same site. 
 
You can use the same method when 
moving items between libraries in the 
same site.  The only thing I would do 
different is that I would open at least a 
separate tab in my browser to to dis-
play each of the libraries at the same 
time.  Then open two windows using 
Windows Explorer as defined in the 
previous section.  With two windows 
open with one showing the source 
folder and the other showing the desti-
nation folder, you can simply click and 
drag the file or files from one window 
to the other window. 
 

Moving items between libraries 
in different sites 
 
This move adds a complication and the 
above method to copy files may not 
work if the sites are in different site 
collections.  In this case follow these 
steps: 
 

 Navigate to the source library 

 Open the item’s dropdown menu 

 Select Send To —> Other Loca-

tion 

 In the destination field, the first 
field, enter the URL of the li-
brary where you want to add 
send a copy of the file.  Do not 
enter spaces in the URL.  If the 
URL contains spaces such as: 
http://collaboration.ocps.net/
Shared%20Documents/ replace 
the space with the text: %20.  If 
you try to specify a URL with 
spaces, the copy process will fail. 

 Click OK to complete the copy. 

 Verify the file has been copied to 
the new folder.  Then delete the 
copy in the original site. 

 

To Delete an Item in a Library 
 
1) Navigate to the library containing 

the file. 
2) Open the dropdown menu for 

the file you want to delete 
3) Select Delete.   
4) When prompted whether you 

want to send the item to the 
Recycle Bin, select OK 

 

To Delete a Library 
 
If you find that you no longer need a 
library, you do not have to delete the 
individual files in the library first, you 

can delete the entire library with all of its 
contents by following these steps: 
 
Open the library that you want to delete. 
Select Document Library Settings from the 
Settings dropdown menu. 
In the Permissions and Management group, 
select the option: Delete this document 
library. 
 

Recovering a Deleted Item 
 
If you discover that you accidentally deleted 
the wrong item or that you need to recover 
an item that you previously deleted because 
you did not think you needed it, you can 
recover the file.  Please note, I said if you 
delete a file, you can recover it.  The recycle 
bin stores deleted items by the person who 
deleted them.  You cannot recover items 
from the recycle bin that someone else 
deleted (the Site Collection Owner can).  
Furthermore, you must recover the file 
within 30 days of deleting it or it will be 
gone forever.  To recover a file, follow these 
steps. 
 
1. Navigate to the source library 
2. Click Recycle Bin in the left navigation 

menu 
3. Locate the file you deleted and select it 

using the checkbox to the left of the 
filename. 

4. After select the file(s) you want to 
recover, click the Restore Selection 
button in the header of the Recycle 
Bin list. 

5. Click OK to confirm that you want to 
restore the file(s). 

 
When you navigate back to the library, the 
deleted file(s) will not appear in the library 
list. 
 

Recovering a Deleted Library 
 
Just as you can recover a file you deleted, 
you can recover a library that you deleted.  
Just follow these steps. 
 
1. Navigate to any library. 
2. Click Recycle Bin in the left navigation 

menu. 
3. Locate the library you deleted and 

select it using the checkbox to the left 
of the library name. 

4. After selecting the library you want to 
recover, click the Restore Selection 
button in the header of the Recycle 
Bin list. 

5. Click OK to confirm that you want to 
restore this library 

 
Return to your site and select View All Site 
Content.  You should see your library has 
been restored along with its files. 

 

Document Libraries and Collaboration cont. 
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There is a new 

logo for the 

“Your „A‟ 

School 

District 

Again” 

graphic that 

should be at 

the top of 

your school‟s 

home page in 

Zone 3.  You 

can find this 

new logo at: 

https://www.ocps.net/

_layouts/custom/school/

youraschooldistrictagain.

png 
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and staff by listening to what 

is needed to be done as well as 

holding myself to a high 

standard in getting things done 

in a timely manner.  

I hope by continuing with this 

philosophy I can bring my 

skills to Web Services and 

OCPS on a much larger scale. 

I have been lucky to work with 

many talented people through 

the years that I have learned 

much from and I thank them 

all. 

Permission Inheritance 

Permissions inheritance in 

SharePoint simply refers to 

how an object in SharePoint is 

receiving security.  An object 

such as a site, list or item, can 

be said to have inherited per-

missions when it uses the 

same permissions as its parent 

object. 

A Little About 

Our Newest 

Team Member 
My name is Michael Adani 

and I was born and raised in 

New Haven Ct.  I moved to 

Orlando in October 1994 and 

began working for OCPS in 

1997 at Magnolia school.  

I started in the classroom 

working as a Behavior trainer, 

as well as maintaining all the 

technology in the school, 

mostly Macs.  After a few 

years in the classroom I decid-

ed I wanted to make technolo-

gy my life so I took a position 

as a TSR at Magnolia. I de-

signed, created, and main-

tained Magnolia’s internal 

SharePoint site as well as the 

Magnolia School Website.  

 Over the years in working at 

Magnolia I have gained a 

close trust with Administration 

When an object is said to have 

“unique” permissions, its se-

curity is unique or separate 

from the parent object.   

Changes to the parent object 

will NOT affect the child and 

likewise, changes at the child 

level will NOT affect the par-

ent object.   

When considering the above 

rules security in SharePoint 

becomes very complex.  In 

fact, to get a true and complete 

picture of how someone has 

access to an environment, eve-

ry site, sub site, list/library, 

folder, and item will need to 

be evaluated and each list or 

library within a site can differ 

from the others in the site. 

Happy New Year 

- from the Web Services Team 

SharePoint Parting-Shots 

Some interesting links for you to visit: 

Events & User Groups: 

 Orlando SharePoint User Group: No meeting scheduled for January at this time 2010.  Go to http://

www.orlandosharepoint.com  

 Central Florida SharePoint User Group: Go to http://www.meetup.com/CF-SUG 

 SharePoint Saturdays - http://www.sharepointsaturday.org/default.aspx Next local event is in Tampa on 

January 15, 2011. 

 SQL Server User group -  Note this group is splitting into a North Orlando (http://www.opasss.org) and a 

South Orlando group.  The north group will be meeting at the Hampton Inn in Lake Mary.  Their first meeting will 

be January 20th at 6 PM.  The South Orlando group will be meeting at Stetson University in Celebration.  Check 

Pass site for more information: http://www.sqlpass.org/PASSChapter/USGreaterSoutheast.aspx.    

 SQL Saturday Tampa Jan 15th— http://www.sqlsaturday.com/62/eventhome.aspx  

 

Team Members: 
Antonovich, Michael x2227 
Ferro Rams, Suyin x2887 
Healey, Michael x2839 
Karkhanis, Amol x2210 
Adani, Michael x2219 

OCPS - Web Services 

Vote for your Top 

SharePoint Site 

 

Phone: (407)317-3200 
Fax: (407)317-3380 

Email: webservices@ocps.k12.fl.us 

 

 

 

 

 

Common sense is 

the knack of  see-

ing things as they 

are, and doing 

things as they 

ought to be done. 

– Josh Billings 
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