
Working with Content Types
This lab is dependent on the “Working with Managed Metadata” lab. 
Creating Content Types

1. Open the SharePoint Site in which you want to create a new Content Type.
2. Go to Site Settings and click on Site Content Types under the Galleries group.
3. Click on the Create link.
4. Create a new Content type named Workshop and select Document as its parent Content Type and click OK.
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5. Click on the Add from existing site columns link.
6. Select the Start Date and End Date columns and add them to the content Type. Click OK.
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7. Click on Add from new site column link.
8. Specify Conducted By as the column name and Single line of Text as its type. Leave all the other values at their default and click OK.
9. Repeat step 7 and add a new column called Venue. Select Managed Metadata as its type.
10. For the Term Set Settings field, expand the tree view and select the Term Set you created earlier.
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11. Leave all the other fields to their default values and click OK.
12. This completes the creation of the first content Type.
Associating Content Types with Lists/Libraries

1. Create a new Document Library named Workshops. Take care to ensure that the name of the library is different from the name of the content type you created earlier.
2. Go to the Library Settings Page.
3. Click on Advanced Settings. 
4. Enable the Allow management of Content Types option and click OK.
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5. When you return back to the Library Settings page, you will see a new Section titled Content Types appear. Click on the Add from existing site content Types link under that section.
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6. Select the Workshop content type and click OK.
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7. Optionally, make Workshop as the default content type for this library.
8. Modify the default view of the library so that it includes the columns that are of interest to us.
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9. The final view should look something like this.
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10. Add a couple of list items to the library. When you upload items to the library, make sure you assign the items to the correct content type i.e. Workshop.
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[image: ]

Creating a Content Type with a Lookup Column
1. Create a second content type called Nomination and select Item as its parent content type.
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2. Add the following columns to the content type
a. Employee	Type – Person or Group
b. Approved	Type – Yes/No			Default Value - No
3. Add a new site column to the content type called Workshop. Select Lookup as the data type for the column. 
4. In the Get Information From dropdown, select the Workshops list you created in the previous step. Select Title, Start Date, End Date and Conducted By as projected columns and click OK.
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5. Create a new Custom List called Nominations. Take care to ensure that the name of the list is different from the name of the content type.
6. Repeat steps 2-4 in the previous exercise to enable the management of Content Types for this list.
7. Repeat steps 5-7 to add the Nomination content type to this list.
8. Modify the default view of the list so that it looks as follows

[image: ]

9. Add a test item to the list. Make sure the content type of the item is correct.
[bookmark: _GoBack]
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