
We have an open lab on the 

second Monday, March 

14th, 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 

One sixth of 2011 is already 

gone and we are building 

our skills to roll out Share-

Point 2010 later this year, 

but first, we want to com-

plete a final 2007 audit of 

the school sites.   

 

As part of this audit, it was 

noticed that there are still a 

large number of OCPS 

related sites on non-OCPS 

servers.   

 

Even before OCPS began 

the portal project four years 

ago, management decided 

that all OCPS related con-

tent must reside in-house 

for the ability to audit and 

respond to public infor-

mation requests. 

 

Therefore this month, 

SharePoint Shots takes on 

how you can bring external 

sites back home again. 

 

Upcoming Classes: 

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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Bring Your External Sites Home 
This month, SharePoint 

Shots looks at how to reign 

in those rogue sites (sites on 

non-OCPS servers) you 

may have at your school.  It 

is in Web Services‟ interest 

to protect you from viola-

tions of Management Di-

rective A-9.  Therefore, we 

are dedicating this issue to 

providing you with solu-

tions on how you can get 

back into compliance with 

MD A-9. 

 

First what does MD A-9 say 

about the internet.  There 

are 2 pertinent paragraphs: 

 

Section 4, Paragraph d: 

 

District users will not use 

Internet providers other 

than OCPS.  All Internet 

activity must pass through 

the District firewall and 

web filter so that access 

controls and related security 

mechanisms can be applied. 

 

Section 4, Paragraph f: 

 

All school, teacher, and 

student web pages repre-

senting OCPS must be 

placed on district servers or 

district approved 

sites.  Principals or designee 

are responsible for their 

school and teacher/student 

web sites.  While not feasi-

ble to approve every bit of 

content, the Principal 

should check frequently to 

ensure their sites follow 

policies and procedures. 

 

At this point in time, Public 

Relations, the owner of the 

portal, has stated to us that 

no exceptions have been 

approved.  Therefore, all 

external sites need to be 

brought back onto OCPS 

servers.  To do this, you 

have several choices that 

articles in this newsletter 

will cover.  The first is to 

just create content pages on 

your school web site and 

copy and paste the content 

to these new pages.  In the 

case of newsletter sites, this 

solution is probably the best 

and simplest solution. 

 

The second option is to 

move the content to a teach-

er site on the OCPS teacher 

server.  This solution is best 

for sites created with cus-

tom HTML/ASP code that 

does not require the support 

of a database. 

 

The third option is a new 

capability for sports and 

arts (including music) pro-

grams.  Web Services, with 

the help of Devices, has 

added another non-

SharePoint web server to 

support web sites built on 

HTML/ASP code that re-

quire the support of a data-

base.  Currently, it supports 

MySQL and SQL Server 

databases.  We prefer SQL 

Server database to ensure 

that data is backed up on a 

nightly basis.  We are look-

ing into options to help 

back up MySQL databases. 

 

Once the sites have been 

moved to an OCPS server, 

we expect to see OCPS 

style branding which for the 

schools means conforming 

to you current school col-

ors.  We also expect to see a 

reference to OCPS/Orange 

County Public Schools on 

the main page of each site 

and a link back to the 

school‟s home page.  

School will continue to be 

responsible for managing 

their own sites whether they 

are on the teachers server or 

on the new web server.   
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Making Your Newsletter Available in SharePoint 

There are several ways that 

you can make your newslet-

ters available through your 

SharePoint site.  This article 

describes the most common 

methods to publish your cur-

rent newsletters and make 

your past newsletters availa-

ble to your viewers. 

 

The first thing to understand 

is that you need to publish 

your newsletter as a PDF file 

so all users can view it.  Send-

ing a Microsoft Word .DOC 

or .DOCX file or a Microsoft 

Publisher .PUB file will only 

frustrate those uses who do 

not have a way to open these 

file types.  Both Microsoft 

Word and Microsoft Publisher 

provide templates to create 

newsletters and additional 

templates can be downloaded 

for free from the Internet. 

 

Next, you need to think about 

how you want to make users 

aware of your newsletter pub-

lications.  You can provide 

either push or pull methods 

with SharePoint.  By push, we 

mean that you will directly 

send the newsletter to people 

without their having to do 

anything (other than sub-

scribe).  On the other hand, 

pull delivery requires the user 

to actively go to your site and 

open or download your news-

letter.  There are several ways 

to implement both of these 

methods including: 

 

a) The first method is a 

push subscription that 

places a web part on your 

school site‟s home page.  

It allows viewers to sub-

scribe to your newsletter 

by entering their email 

address and selecting 

whether they want to 

subscribe or unsubscribe.  

Web Services uses this 

method to allow people 

to subscribe to our news-

letter and can be seen in 

the upper right corner of: 

http://

portalproject.ocps.net. 

 

b) The second method is a 

pull method because it re-

quires that you place your 

newsletters in a document 

library (preferably a library 

dedicated to store only your 

newsletters).    You can then 

create links to your newslet-

ters that you display or the 

best choice is to use a Content 

Query web part to automati-

cally display any newsletters 

added to your library without 

having to every update the 

page again. (We will detail 

this option a little later in this 

newsletter.) 

 

c) The final method is a bit of 

a hybrid and uses a RSS feed 

to a library with your newslet-

ters to notify users when you 

add a newsletter to the library 

and allows them to download 

a copy of the newsletter if 

they want to view it. 

 

Using the OCPS Mail Server 
 

The first method involves 

working with the OCPS Mail 

Server.  Before you can begin 

to publish your newsletter this 

way, you need to request a list 

name for the mail server 

which you can get through the 

Devices department of ICTS 

(currently you can contact: 

Andrew.Huffman@ocps.net).  

Web Services suggests a 

name such as: 

<SchoolName>_News  

would be your school name.  

Be aware that other schools 

may have the same base name 

as you.  Therefore, you should 

include: ES, MS, or HS in the 

name such as 

Apopka_MS_News or Free-

dom_HS_News.   

 

Once you request your school 

list name, you can proceed to 

add the necessary web parts to 

your school site.  Web Ser-

vices provides full documen-

tation on this process through 

the Mailing List Subscription 

Web Part (https://

www.ocps.net/intranet/op/

icts/web/portalhelp/Web%

20Part%20Guides/

MailingList.pdf). 

A summary of the steps need 

begin by downloading the 

code needed to build the sub-

scription form.  This code can 

be found by going to http://

portalhelp.ocps.net and click-

ing on Documentation in the 

left navigation.  On the Gen-

eral Portal Site Documenta-

tion page, scroll down to 

view the Frequently Used 

Documents section and right 

click on Subscribe Form in 

the Web Parts section.  From 

the popup menu, select „Save 

Target As‟ and in the „Save 

As‟ dialog, direct the save to 

your desktop. 

Next, navigate to your web 

site and the page where you 

want to place the subscription 

form and follow the steps in 

the above mentioned docu-

mentation to Import the web 

form to your site.  You then 

must also add the SingleSub-

scribeV2 Web Part to the 

same page.  This web part can 

be found in the section of the 

dialog Miscellaneous  that 

appears when you click the 

Add a Web Part header from 

one of the zones on the page 
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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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an attachment in an email sent 

to: Free-

dom_HS_News@ocps.net. 

Why use _News rather than 

_Newsletter?  Because by 

keeping the list name general, 

you can use it for any com-

munication coming from the 

school, not just your school‟s 

newsletter. 

Create a Newsletter Archive 
 

To create a newsletter ar-

chive, you must begin with a 

separate document library 

where you will store all your 

newsletters.  Add all of your 

old newsletter PDF files in 

this library.  Use a Title for 

each newsletter that clearly 

identifies the issue of the 

newsletter (i.e.: Vol <n> No 

<n>) so that when sorted, you 

can display the newsletters in 

either ascending or descend-

ing chronological order. 

 

Then, create a new page to 

display the archive, perhaps 

called Newsletter Archive, 

using the OCPS One Web 

Part Zone with menu page 

template.  Edit the page and 

then click Add a Web Part.  

From the dialog, select Con-

tent Query Web Part in the 

Default group and click Add.  

Initially, this web part dis-

plays a list of pages in the 

current site collection.  You 

want to change that selection 

by editing the web part‟s 

properties.   

 

The first property you want to 

change is in the Query group, 

Source section to show items 

from a specific list.  You can 

click the Browse button to 

find your newsletter archive 

library and select it. 

 

Next, move to the Presenta-

tion group and change the 

Sort Items By to Title and 

then select to show the items 

in ascending or descending 

order.  This selection alpha-

betizes your newsletters using 

the Title property.  Note that 

the Title property defaults to 

the File Name property if you 

do not manually change the 

Title property by editing the 

file‟s properties.  Also in this 

group is a checkbox that 

SharePoint selects by default 

that will limit the number of 

items displayed to 15.  You 

will probably want to uncheck 

this option to show all of the 

items in your library. 

 

By default, the Content Query 

web part only shows a single 

column of links for your doc-

uments.  If you want to create 

a multi-column list, you must 

use groups.  Groups must be 

defined using a Site Collec-

tion column, not just simple 

user-defined columns for the 

current library.  The process 

of creating and using groups 

is outside of the scope of this 

initial document and will be 

covered in the future.  You 

are also welcome to ask us at 

the next Open Lab for instruc-

tions on how to do this if you 

feel you need that capability 

now. 

 

Of course as with all web 

parts, you will also want to 

change the Title of the Web 

Part, found in the Appear-

ance group or at least change 

the Chrome Type to None if 

you do not want to add a sep-

arate title to the top of the 

web part. 

Adding an RSS Feed 
 
If you want to support an RSS 

feed from your Newsletter 

Archive, you must do so from 

the Content Query web part‟s 

property window.  In the 

Presentation group (that we 

used to define our sort order), 

locate the Feed section.   

 

First you must enable the feed 

for this web part by selecting 

the first check box that begins 

with the text: Enable feed. 

 

Next you can define a Feed 

Title.  This title is anything 

you would like.  However, it 

should be descriptive of the 

contents of the feed.  There-

fore, something like XYZ 

School News or XYZ School 

Newsletters would be appro-

priate.  You do not want to 

make this title too long.  It 

should be less than a half doz-

en words at most. 

 

Finally, you can define a 

Feed Description which will 

tell the user a little about this 

RSS feed before they select it. 

 

When applied to the page, 

you will see a small icon in 

the bottom right corner of the 

web part indicating that 

the web part has a feed:  

 

When the user clicks on this 

icon, SharePoint shows the 

Feed Title and Description, 

several of the documents in 

the library or list and gives 

the user an opportunity to 

subscribe to the feed.  The 

feed can then be displayed in 

the user‟s IE Favorites and/or 

Outlook automatically. 
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you are editing.   This web 

part contains several proper-

ties that you may want to up-

date such as the Chrome 

Type, but you must add the 

list name you obtained for 

your mailing list from Devic-

es to the List Name property 

of the Behavior section. 

 

Finally, you need to connect 

the subscriber form and the 

subscribe web part together 

through the Connections 

property.  Again the docu-

mentation provides details on 

this step. 

 

After you publish your page, 

users can begin subscribing to 

your newsletter by entering 

their email address in the Sub-

scriber form and selecting 

Subscribe as their option be-

fore clicking the Submit but-

ton.  The following image 

shows our subscribe form.  Of 

course, you would want to 

customize the text of your 

form before deploying it. 

 

 

Then, when you are ready to 

send out your next newsletter, 

you attach your PDF version 

of the newsletter to an email 

and send the email to:  <Your 

List Name>@ocps.net.  The 

Mail Server grabs this email 

and then resends your email 

to all of the people who have 

subscribed up to that point.  

For example, if your newslet-

ter list is: Free-

dom_HS_News, you would 

send your PDF newsletter as 

Making Your Newsletter Available cont. 
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Web Services is beginning a 

new campaign this month that 

some have called “Bring It On 

Back to OCPS”.  While doing 

the audits of the school sites 

we noticed many schools are 

using domains other than 

OCPS to host there sites. This 

violates OCPS Management 

Directive A-9.   

 

So in order to bring these 

schools back into the family 

and into compliance we are 

creating a new web server to 

host these sites. This will al-

low most school to keep the 

content and look of their site 

the same (of course this will 

require a few tweaks, a few 

compromises, and some work 

on your and our parts). We 

know that a lot of time, 

thought and energy went in to 

these sites and with your help 

will do what we can to help 

you preserve as much of your 

work as possible. But there 

are no guarantees because we 

observed a great deal of varia-

tion between all of these ex-

ternal sites. 

 

Our intention is to dedicate 

this new non-SharePoint web  

server to only house sites for 

Athletics (Sports, Cheerlead-

ing, etc.), Band, and the 

ARTS (Art, Dance, Journal-

ism, etc.).  Since this is a reg-

ular web server and not 

SharePoint you should be able 

to use your current software 

to maintain your site as be-

fore. 

 

Before you get too excited 

and start entertaining thoughts 

of moving other content over 

to this non-SharePoint Server, 

you should know that this 

option is meant to be a tempo-

rary solution to help you pre-

serve existing content that is 

not currently on OCPS serv-

ers.  Much of the content we 

have seen could be converted 

to SharePoint given some 

time.  But we also recognize 

that there is some content that 

currently that we cannot sup-

port at this time.  Therefore 

while we will facilitate help-

ing schools to get external 

content back onto OCPS serv-

ers, we also expect that all 

schools will expend their best 

effort to bring content back 

onto SharePoint as soon as 

feasible.     

 

Things to know before the 

move: 

 

1. Please gather all the in-

formation about your site 

and send it to mi-

chael.adani@ocps.net.  

This includes the type of 

content, special features, 

custom code, etc.  He 

will be your primary con-

tent to help you move 

your content to the new 

web server.  Note that 

due to the number of sites 

that will need to be 

moved, Mike will may 

not be able to get to your 

request right away.    

2. Address of the old site so 

Mike can use it as a guide 

to make sure that nothing 

is lost. 

3. FTP address of old site 

(IP address where you 

upload) 

4. Software that you use to 

create the site (i.e. 

Dreamweaver, Word 

Press) 

5. Total size of the site 

6. Whether or not your site has a 

database running it (i.e. SQL, 

MYSQL)  We will need a 

copy of the data from the da-

tabase preferably in comma-

delimited format. 

7. The name and contact infor-

mation of the person who is in 

charge of your site. 

 

Things to do to be moved: 

 

If your site just has content and 

there is no database behind it then 

you will be doing the move your-

self. We will give you a FTP up-

load address to send your site to 

the server just like you do now. 

You will also have to contact the 

current host site to have your site 

address forwarded to your new 

address which we will assign to 

you (i.e. www.dpathletics.net to 

dpathlethics.ocps.net). If your site 

has a database behind it you will 

be working with Web Services to 

move your site since it becomes a 

little more difficult. 

 

What to do after your site is 

moved: 

 

1. You must add OCPS brand-

ing to your site. (must say 

Orange County Public 

Schools, and OCPS on all 

pages and you must use only 

your school colors.) 

2. Make sure there‟s a link so 

parents can get back to your 

SharePoint school site. 

3. Just like the main school site 

this site must be maintained. 

4. All OCPS website rules ap-

ply. (see Directive A-9) 

 

If you have questions contact Mi-

chael Adani at 407-317-3200 

x2219, IPT 92002219, or mi-

chael.adani@ocps.net.  

 

Moving External Content Sites Back to SharePoint 
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I am a firm 

believer in the 

people.  If 

given the 

truth, they 

can be 

depended 

upon  to meet 

any crisis.  

The great 

point is to  

bring them 

the facts.   

 

—  Abraham 

Lincoln 
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that are pulled from a set 

list of permissions inside 
SharePoint. Some of the 

roles you may be familiar 
with include Full control, 

read, and contribute. 

3. Permissions: These are 

the set list of actions avail-
able in SharePoint that 

are combined together to 
form a permission level. 

There are three buckets of 
permissions: Site Man-

agement, List Manage-
ment, Personal Permis-

sions. 

4. SharePoint Objects: 

These are the securable 
points in SharePoint 

where access can be pro-
vided. They include Web 

Applications, Site Collec-
tions, Sites, Lists & Librar-

ies, and finally Items. 

In order for a user to obtain 

access to ANY SharePoint 
object, they must use one of 

the Access Scenarios using a 

SharePoint’s Security  

Understanding SharePoint’s 

underlying security model is 
the first step towards success-

fully managing security within 
your environment.  This model 

layout is the exact same for 
SharePoint 2007 as well as 

SharePoint 2010.  The basic 
model includes four primary 

components. 

1. Access Scenarios: This 

is the “HOW” someone 
can access an ob-

ject.  There are four basic 
ways in which this can 

occur. Through the use of 
SharePoint Group mem-

berships, Direct Permis-
sions, Site Collection Ad-

ministration, and finally 

web application policies. 

2. Permission Levels: The-

se are the roles assigned 

to either someone with 
direct permissions or a 

SharePoint Group. They 
are comprised of “actions” 

permission level comprised of 

various permissions. The cu-
mulative relationship is what 

will ultimately provide access 
to the object Fill in the rest of the 

form and click OK. 

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. When an object is said 
to have “unique” permissions, 

its security is unique or sepa-

rate 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 parent 

object.  With this, consider 
SharePoint security to be very 

complex.  To get a true and 
complete picture of how some-

one has access to an environ-
ment, every site, subsite, list/

library, folder, and item must 

be evaluated.  

SharePoint Parting-Shots 

Some interesting links for you to visit: 

Events & User Groups: 

 Orlando SharePoint User Group: Next meeting scheduled for April 6th at 6:30 PM.  Topic: How to Effective-

ly Plan, Execute and Control SharePoint Projects.  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 Rikka Asian Bistro in Lake Mary.  Their next meeting 

will be March 8th at 6 PM and will feature Ken Tucker presenting SilverLight MVVM.  The South Orlando group 

will be meeting at Stetson University in Celebration.  For details 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 

 

 

 

 

 

“Requests to auto-

mate complexity 

is doomed to fail-

ure without first 

simplifying the 

practice.” 

Ajay Waghray 

CIO, Verizon 

Wireless 
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