
to our school sites.  We are 

also compiling a compre-

hensive list of site owners 

across all sites and will be 

soon providing them with 

on-line training on how to 

manage permissions for 

their own sites. 

 

Upcoming Classes: 

We have an open lab on the 

first Monday, February 7th, 

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 Technol-

ogy 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 

We recently made the case 

to move the portal to Share-

Point 2010.  This time it 

looks like we have the sup-

port needed to make it hap-

pen.  The two original 

Mikes (Antonovich and 

Healey) worked up a tenta-

tive project plan that would 

migrate our SharePoint 

2007 sites to SharePoint 

2010 in June or July of this 

year.  Of course much still 

depends on acquiring updat-

ed servers to support Share-

Point’s 64-bit requirement.   

 

In the meantime, Mike Hea-

ley is also working on new 

CSS and master page files 

to brand sites under 2010’s 

new interface which in-

cludes a ribbon much like 

the Microsoft Office 2007 

ribbon. 

 

Just last week Suyin receive 

kudos from the Office of 

Planning & Government 

Relations for an InfoPath 

application to help collect 

projected school enroll-

ments for the next school 

year.  According to Tom 

Moore, this new process 

saved them significant time 

in gathering the data while 

eliminating faxes, paper, 

and emails that had to be 

hand-compiled. 

 

Amol is nearing completion 

of a set of changes to the 

visitor/employee badge 

system for the ELC lobby to 

change the way the program  

asks whether the visitor is a 

lobbyist.   

 

Finally, our newest Mike, 

Mike Adani is conducting 

an audit of the school sites 

in our ongoing effort to 

present a ‘One Vision’ look 
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Top 5 Common School Site Mistakes 
1) The YOUR “A” 

SCHOOL DISTRCT 

logo is not correct. 

Please have this image 

point to the official county 

one so if it is updated at the 

county level it will update 

yours automatically.  

The correct image can be 

found at: 

 https://www.ocps.net/

_layouts/custom/school/

youraschooldistricta-

gain.png 

2) News Spinner has 

been removed. 

A lot of schools remove 

this web part but this web 

part is required and must 

not be empty. This web 

part gives you a place to 

showcase recent school 

events so parents and the 

public can stay informed. 

(i.e. add a picture of field 

day and info about it.) 

3) There is no infor-

mation in your school 

calendar. 

The school calendar should 

never be empty. You 

should have at least the 

district calendar events so 

parents know when holi-

days, teacher work days, 

and school breaks are so 

they can be informed. 

4) Moving web parts to 

different zones. 

In some cases, this is not 

an acceptable practice. For 

example, the ONE VI-

SION, ONE VOICE logo 

must appear in the upper 

right of each school home 

page. All school sites must 

have the same look and feel 

so no matter what site a 

person goes to they not 

only know that they are at 

an OCPS site but they 

know where things are. 

5) Adding unapproved 

links to left navigation on 

the main page. 
This is again not acceptable 

for the same reason as #4. 

You may add appropriate 

links to left navigation in 

sub sites. 
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Document Libraries, Collaboration & Metadata 

In a previous newsletter article, I 
suggested that the use or more 
specifically, the overuse of folders 
in document libraries was evil and 
a practice to be avoided.  I sug-
gested that instead of folders, user 
consider the use of metadata to 
help select, filter and sort your 
library contents.  Just this week I 
saw another instance in one of our 
collaboration sites of the ‘dangers’ 
of folders.  In this case, while the 
number of nested folders was 6 
(perhaps 5 more than necessary) 
the real problem was caused by the 
lengthy folder names.  When com-
bined with the also lengthy file 
names found in several of the 
folders, it became difficult to ref-
erence a file because its total URL 
identifier grew to be over 260 
characters.  In IE 7 there is a max-
imum of 260 characters for a URL 
identifier .  For those users of IE 
6, the limit is significantly smaller 
at only 100 characters.  Further-
more, no single file or folder name 
can be greater than 128 characters. 
 
An alternative to organizing your 
document libraries with nested 
sets of folders is based on using 
content types along with metadata.  
Many content creators are afraid 
of content types and therefore try 
to avoid using them.  The ugly 
secret is that everything stored in a 
library is really a content type, abet 
a very simply document content 
type.  In addition, those of you 
who may have tried to use Info-
Path together with SharePoint 
know that you can publish each 
form that you create as a unique 
content type in its own library or 
in a library containing other con-
tent types.  When you have more 
than one content type defined for 
a library, the New button in the 
library’s list view will display each 
content type in the dropdown with 
the content type on top serving as 
the default.  One point to be clear 
on is that a content type is not 
necessarily the same as a Office 
product content type such as a 
Word document verses an Excel 
spreadsheet. 
 

So what is a content type? 

Well rather than spending a lot of 
time trying to explain it in this 
newsletter, I am including a link to 
a screencast entitled: A Beginner’s 
Guide to Creating Content Types.  
This screencast is about 50 
minutes long and would make a 
great lunch-n-learn topic, but if 
you don’t have that much time, it 
is also broken down into 20 indi-
vidual sections.  The link is: 
 

http://
www.endusersharepoint.com/
blog/wp-content/uploads/Video-
BlogPosts/2008-06-25-
BeginnersGuideToCon-
tentTypes/2008-06-19%
20Creating%20Content%
20Types.htm 
 
But if you are just getting started, 
you need to know that strictly 
according to the definition, con-
tent types encompass a specific set 
of columns, workflow events, and 
actions.  You could also say the 
same thing by referring to the 
unique metadata and behavior of 
the content items.  In fact, a single 
content type actually can apply to 
different document types such as 
Word, Excel, text files, PDFs, etc. 
 
The advantages of metadata in-
clude: 

 Taxonomy/categorization of 
items in a library rather than 
using folders 

 Search 

 Content Management includ-
ing expiration, retention and 
routing policies 

 
So what do we mean by taxono-
my?  The term taxonomy has its 
roots in Greek which roughly 
translated means the science of 
order.  Essentially it provides a 
way to define a nested series of 
attributes that both combine simi-
lar objects as well as uniquely iden-
tify objects at the lowest level.   
 
Many of you may be familiar with 
the use of Linnaean taxonomy as a 
way to classify plants and animals.  
The nested levels of attributes here 
include: Kingdom, Phylum, Class, 
Order, Family, Genus, Species.  

Within each of these seven levels 
are definitions of what makes up 
individual items within that level.  
Ultimately, biologists have classi-
fied all known species of life on 
this planet using these seven lev-
els.  For example we are classified 
as: 
Kingdom  Animalia 
Phylum  Chordata 
Class  Mammalia 
Order  Primates 
Family  Hominidae 
Genus  Homo 
Species  H.Sapiens 
 
In fact, if you listed by row every 
single living creature on the earth 
in a spreadsheet and added col-
umns for Kingdom, Phylum, 
Class, Order, Family, Genus and 
Species, you could uniquely identi-
fy all living things without having 
to result to multiple sheets (the 
equivalent of folders) within your 
single sheet spreadsheet (the 
equivalent of a library or list). 
 
Another excellent example of a 
taxonomy you see every day in a 
school district is the use of the 
Dewey Decimal system found in 
the library.  Certainly a library in 
which all the books were just 
thrown on shelves in a random 
order would be of less use than 
the system currently in use that 
shelves books based on ten main 
classes subdivided into ten divi-
sions followed by ten sections.  
 
Neither of these systems have 
been perfect from the start.  In 
fact, both systems have been re-
vised over the years several times 
to account for the need to further 
define the information they track. 
 
So should every SharePoint list or 
library have seven columns of 
metadata just like the Linnaean 
taxonomy of living creatures?  No.    
However the challenge of defining  
how many metadata columns you 
need and what possible values 
each column can have is very simi-
lar to the challenge faced by biolo-
gists when they first began to 
classify all living things.  The ques-
tions you need to ask are: 
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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.   
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project associated with the docu-
ment.  The important point to 
remember here is that while there 
is no one right answer for all li-
braries, you want to define an 
attribute by which you can classify 
all of the documents in the library 
into no more than about a dozen 
groupings.  These grouping names 
become the values of your first 
metadata column in the library.  
Each document should clearly 
belong to one and only one group-
ing which brings up the Second 
Law of Library Normalization.  
Within any one library, you must 
be able to group all of the docu-
ments into one of a few high level 
groupings. 
 
While you can use the same or 
similar groupings for this first 
metadata element in other librar-
ies, the criteria for what belongs in 
each library should clearly identify 
where to place each document.  
For example, you could have sepa-
rate libraries for each of your pro-
jects.  Within the library, your first 
metadata column may divide doc-
uments by categories such as: 
 

 Preliminary Analysis 
 Project Plan 
 User Requirements 
 Meeting Notes 
 Project Revisions 
 Documentation 
 Maintenance History 
 
Of course you can have more 
values for this metadata element 
than that, but remember that hav-
ing too many elements can make it 
hard for the average user to deter-
mine where to place a file (or 
where to find it later).  Therefore 
you want your individual catego-
ries to cover all possibilities while 
each broadly describing the pur-
pose of the documents to which 
they are associated. 
 
While this breakdown of your 
documents may go a long way 
toward organizing the files in the 
library, you may need to add a 
second or even a third metadata 
column, each further classifying 
the documents.  For example, you 

may need to separate documenta-
tion into different parts of the 
system such as : 
 

User Interface 
Data Interface 
System Interfaces 
Backup & Recovery 
Etc. 
 
Meeting Notes might be divided 
into groups such as: 
 

Meetings with Users 
Meetings with other Groups 
Meetings with Team 
Etc. 
 
Both of these examples refer to a 
further classification of documents 
within their parent level metadata 
value which in itself is a subset of 
all your documents that occur in 
the current library. 
 
Hopefully you can see from this 
small example that each level of 
classification represents another 
metadata column in your library 
definition.  The values allowed in 
the metadata column can very well 
be supplied using a Choice varia-
ble type in which you define the 
possible values in the definition of 
the column itself or in a Lookup 
variable type in which you define 
the possible values in a separate 
SharePoint list.  Of course the 
chief advantage of the Lookup 
variable type is that you can easily 
add new values to appear in the 
list.  The disadvantage is that if too 
many people starting adding new 
values to the lookup list, the values 
may no longer be distinctive 
enough to clearly identify how to 
define the document. 
 
Always remember that when there 
are many layers, people don’t 
spend time investigating where 
they should put things.  Rather, 
after looking at only a few layers, 
they might be tempted to just 
create a new layer and begin 
dumping their files there even 
though they may really be related 
to files in a totally different part of 
the library.  To that extent, the use 
of uncontrolled metadata can be 
just as damaging as using folders.  

Many multiple folders with similar 
documents, perhaps even dupli-
cates of the same documents can 
cause frustration and confusion 
when people need to find and 
update their data. 
 
Therefore, the Third Law of 
Library Normalization is that no 
level of metadata should contain 
more than a dozen possible values.  
If you need more than a dozen 
possible values, it may be time to 
split the current metadata level 
value into two or more values 
itself. 
 
Of course, the best time to define 
your document taxonomy is be-
fore creating any libraries and 
adding any files.  Sit down and 
think about all of the different 
types of documents you are going 
to use and what attributes make 
them similar and different.  Then 
define the highest level of differ-
entiation and make that the defini-
tion of each library.  Then define 
the custom columns (metadata) 
for each library.  Then after all 
libraries have been defined, begin 
adding your documents. 
 
Of course this may not always be 
feasible especially if you already 
have huge libraries with thousands 
of files in multiple folder levels.  
Trying to define the taxonomy of 
your libraries (the metadata) after 
you already have filled libraries is 
an extremely challenging task, but 
not impossible.  It will require 
many of the same steps when 
starting from scratch.  You still 
need to define how to classify your 
documents, create the necessary 
infrastructure and then update all 
of the file’s metadata and remove 
them from existing folders. 
 
Are folders always bad?  No, but 
the only two good reason for sup-
porting folders is to control per-
missions to specific subsets of files 
or to subdivide large sets of docu-
ments in SharePoint 2007 when 
approaching the 1000 –5000 item 
size.  In no case should your ever 
have more than 2 folder levels in 
any library or list. 
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What do you need to display? 
 
How should the information be 
displayed? 
 
What content features do you 
need to use? 
 
What makes documents simi-
lar and what would make you 
want to group them together? 
 
What makes documents 
unique so that you can use 
that unique information to 
specify a single document and 
provide a single location 
where that document be-
longs? 
 
Unfortunately, most site develop-
ers, content managers, and collab-
oration users do not take the time 
to consider these questions.  As a 
result, the files stored in their li-
braries quickly begin to resemble a 
disorganized jumble of files com-
monly referred to as a file dump. 
 
So how to you begin to get control 
over your libraries and sites? 
 
First, you need to define a very 
clear and concise purpose for each 
library.  If you begin to suspect 
that you have multiple purposes 
for the library based on the files 
you want to store, you many want 
to split the files between two or 
more libraries.  This I call the 
First Law of Library Normali-
zation.  Basically it says: Each 
library should contain only those 
files that contribute to a single 
purpose.  Any file that does not 
contribute to that purpose should 
be placed in a separate library. 
 
Ok, so once you have defined the 
libraries within your site based on 
the purpose of each, you may still 
find that you have hundreds if not 
thousands of files you want to 
place in that library.   
 
Your first step is to discover an 
attribute by which you can broadly 
classify the documents.  Some of 
the common possibilities might 
include the year of the document, 
the author of the document, the 

Document Libraries, Collaboration  & Metadata cont.  



Most new computers are de-

livered with Windows 7 pre-

installed these days.  So you 

might ask how to map a drive 

letter to your site from your 

brand new Windows 7 com-

puter so you can easily refer-

ence your document libraries 

from within your Windows-

based applications.  To find 

out, just follow these steps: 

 

1) Navigate to your site’s 

home page. 

2) Copy the URL from the 

Address Bar into your 

Clipboard by selecting 

the address and pressing 

CTRL-C 

3) Open the Start menu. 

4) Right click on Computer 

in the right side column. 

5) Select Map Network 

Drive from the popup 

menu. 

6) Select a drive letter that 

you want to associate 

with the Network drive 

(Note: Windows default 

to the highest letter not 

currently associated with 

a URL/path.) 

7) In the Folder box, paste 

the URL from the clip-

board.  (Note: You can 

also directly enter a URL 

or locate the URL with 

the Browse button.) 

8) Make sure to check the 

checkbox to reconnect at 

logon so your mapped 

drive is always available. 

9) Click Finish. 

10) If the site requires au-

thentication, enter your 

user name and password 

in the separate popup 

dialog that appears. 

11) If you now open Win-

dows Explorer, you will 

see your new mapped 

drive under the Computer 

group.  It will begin with 

the name 

DavWWWRoot. 

12) If you simply click on the 

drive, you will not see 

anything change in the 

right panel, but if you 

click the white triangle to 

the left of the drive refer-

ence, the navigation tree 

will expand to show all 

the objects in the site. 

 

You should see all your li-

braries and lists.  In fact, you 

may see some things you 

don’t recognize such as Reus-

able Content, Workflow 

Tasks, or Form Server Tem-

plates.  It will also show sub 

sites as folders.  Do not go 

into these much less make 

changes to them.  Doing so 

could cause irreparable  dam-

age forcing you to recover 

your site (and possibly other 

sites in the site collection) 

from a prior backup. 

 

You could, for example, drill 

down into documents to see 

your documents and make 

copies of them back to your 

hard drive by simply clicking 

on these and dragging them to 

a local folder (a lot quicker 

than using the Send To menu 

option of SharePoint items).  

If you ‘upload’ files to your 

SharePoint library this way, 

note that no metadata is asso-

ciated with the uploaded file 

and the file will remain in 

draft mode (assuming ver-

sioning is turned on).  You 

will need to add the metadata 

as well as publish the docu-

ment from within SharePoint. 

 

But perhaps more interesting, 

you can now go into a Microsoft 

Office product such as Windows 

and use the mapped drives to lo-

cate, open, edit, and save your 

documents.  For example, from 

Word’s Open dialog, you will see 

your mapped drive and then click 

on the documents folder.  Select 

the document you want to edit and 

click Open or just double click the 

document’s name.  Word will 

open the document directly from 

your SharePoint site.  If Check 

Out is required, you will see a 

status bar at the top of the docu-

ment with a Check Out button.  

You must click that button before 

editing the document’s text. 

 

Of course, when you are done 

editing the document, you must 

check in the changes, save and 

close the document.  In a similar 

fashion, you can create new Word 

documents and from the Save dia-

log specify the mapped drive to 

save the new document to your 

SharePoint library.  Remember 

though that to add the metadata 

you may need for a new docu-

ment, you must go through Share-

Point directly and then publish 

your new document. 

 

Getting Rid of a Mapped Drive 

Getting rid of that mapped drive is 

even easier than creating it.  Just 

open your Windows Explorer and 

scroll down to the Computer sec-

tion.  Locate the mapped drive 

reference you want to get rid of 

and right click it.  From the 

dropdown menu that appears, se-

lect the Disconnect option.  Imme-

diately the reference to that net-

work drive disappears and that 

specific drive letter becomes 

available for new definitions. 

 

Defining Mapped Drives that Point to SharePoint 
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In order to 

get to 

success, you 

need shared 

commitment. 

 

In order to 

get to shared 

commitment, 

you need 

shared under-

standing. 

 

In order to 

get shared 

Under-

standing, you 

need a shared 

vision. 

 

 



1. In the left navigation panel, 

select the list or library you 

wish to filter. 

2. At the top of the list or li-

brary, you’ll see a header that 

describes each column. Place 

your cursor over the column 

header by which you wish to 

filter the items. A drop down 

arrow will appear to the right. 

3. Click the arrow and select the 

criteria by which you want to 

filter your items. Please note, 

not all columns can be fil-

tered. 

Creating a Custom View 

for a List or Library: 

1. In the left navigation panel, 

select the list or library you 

wish to modify. 

2. Click Settings. A drop down 

box will appear. Select Create 

View. 

Sorting Items in a List or 

Library: 

1. In the left navigation panel, 

select the list or library you 

wish to sort. 

2. At the top of the list or li-

brary, you’ll see a header that 

describes each column. Place 

your cursor over the column 

header by which you wish to 

sort the items. A drop down 

arrow will appear to the right. 

3. Click the arrow and select 

Ascending or Descending to 

sort the items accordingly. 

Or simply click the header name 

and it will automatically sort them 

in ascending order. Click the head-

er again and it will reverse them to 

descending order. 

Filtering items in a List or 

Library: 

3. Or, on the far right, you’ll see 

a window specifying your 

current view. Click the drop 

down arrow on that window 

and select Create View. Select 

the view format that best suits 

your purpose, typically Stand-

ard View. Fill in a name for 

your custom view. 

4. Select who will be able to use 

the view, only yourself or 

anyone on the site. 

5. Select the columns you wish 

to display and the order in 

which you want them dis-

played. 

6. Select your sorting prefer-

ences. You can sort by up to 

two columns. 

7. Select your filtering prefer-

ences. 

8. Fill in the rest of the form and 

click OK. 

SharePoint Parting-Shots 

Some interesting links for you to visit: 

Events & User Groups: 

 Orlando SharePoint User Group: Next meeting scheduled for February 2nd at 6:30 PM.  Topic: Getting the 

Most out of Search.  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  

 SQL Server User group -  Note this group has split 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 next meeting will 

be February 8th at 6 PM and will feature Brian Knight presenting Introduction to PowerPivot.  The South Orlando 

group will be meeting at Stetson University in Celebration.  Check Kendal’s blog at: www.kendalvandyke.com   

Nothing But SharePoint—https://www.nothingbutsharepoint.com/Pages/default.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 

 

 

 

 

 

There is no failure 

except in no long-

er trying.  There is 

no defeat except 

from within, no 

really insurmount-

able barrier save 

our own inherent 

weakness of  pur-

pose 

– Kin Hubbard 
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