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[bookmark: _Toc296321525]Lists
A list is a collection of data that you can share with team members and other site users. For example, you can create a sign-up sheet for an event or track team events on a calendar by using a list. You can use a number of ready-to-use lists and list templates, which provide a good starting point for organizing list items. The way that you organize your lists depends on the needs of your group and how you prefer to store and search for your information. The following article provides an overview of the features of lists, describes in general what you can do with lists, and provides a list of next steps so you can work with lists. 
[bookmark: _Toc204662450][bookmark: _Toc215398451][bookmark: _Toc245006560][bookmark: _Toc258247756][bookmark: _Toc296321526]Overview of lists
A SharePoint site usually includes many default lists, including Links, Announcements, Contacts, Issue Tracking, Surveys, and Tasks that you can use as a focal point for team collaboration or in a business solution. In many cases, these default lists can provide quick, effective solutions with little or no modifications. For example, you can use:
· Surveys, which include conditional branching and page breaks, for employee and customer satisfaction assessments. 
· Issue Tracking, which has versioning and version-history storage, for deeper analysis of workgroup projects and common work tasks.
Lists are rich and flexible and have many built-in features that provide a robust way to store, share, and work with data. You can:
· Create a list with a variety of columns, including Text, Number, Choice, Currency, Date and Time, Lookup, Yes/No, and Calculated. You can also attach one or more files to a list item to provide additional details, such as a spreadsheet containing supporting numbers or a document containing background information.
· Create list views to organize, sort, and filter data in different and specific ways; change the metadata, such as adding and deleting columns, and modifying validation rules; and use lists consistently across SharePoint sites with content types, site columns, and templates. For example, you can view just the current events from a calendar on a home page and create a visual view — similar to a wall calendar — on another page.
· Create relationships between lists by using a combination of unique columns, lookup columns, and relationship enforcement (cascade and restrict delete), all of which enhance your ability to create more sophisticated business solutions and help preserve the integrity of your data. 
· Create custom lists, display the data in Web Parts and Web Part Pages, and import, export, and link to data from other programs, such as Microsoft Office Excel and Office Access. 
· Track versions and detailed history, require approval to modify data, use item-level and folder security, check-in and check-out, and automatically stay informed about changes by using alerts and RSS feeds. 
· Organize content in a single list into folders for added convenience and better performance, and improve performance in general with large lists by using indexing.
[bookmark: _Toc245006561][bookmark: _Toc258247757][bookmark: OLE_LINK1][bookmark: _Toc296321527]Ways to work with lists
The following are some ways you can work with lists to help you to manage information for your group.
Track versions and detailed history You can track versions of list items, so that you can see which items have changed from version to version, as well as who changed the list items. If mistakes are made in a newer version, you can restore a previous version of an item. Tracking the history of a list is especially important if your organization needs to monitor a list as it evolves.
Require approval You can specify that approval for a list item is required before it can be viewed by everyone. Items remain in a pending state until they are approved or rejected by someone who has permission to approve them. You can control which groups of users can view a list item before it is approved. 
Integrate e-mail with a list If incoming or outgoing e-mail messages have been enabled on your site, lists can take advantage of e-mail features. Some lists, such as calendars, can be set up so that people can add content to them by sending messages. Other lists, such as a task list, can be set up to send messages to people when items are assigned to them. Your organization can customize other types of lists to receive messages. 
Customize permissions You can specify whether participants for your list can read and edit only the items they created or all items in the list. People who have permission to manage lists can read and edit all list items. You can also apply specific permission levels to a single list item, for example, if the item contains confidential information. 
Create and manage views Your group can create different views of the same list. The contents of the actual list don't change, but the items are organized or filtered so that people can find the most important or interesting information, depending on their needs.
Update lists Regardless of the type of list you are updating, the process is similar for adding, editing, and deleting list items. There are two ways to add or edit an item to a list.
· By using a form, which is the default method.
· Inline, which means you add the item directly on the list page.
Inline editing must be enabled by the list owner or another user who has Design permission for the list. Inline editing is a view setting (in the Edit View page, set the Allow inline editing check box in the Inline Editing section); it is not a list setting.
If the list is set up to track versions, a new version of the list item is created each time you edit a list item. You can view a history of how the list item has changed and restore a previous version if you make a mistake in a newer version.
Use formulas and calculated values You can use formulas and calculated values to dynamically generate information in the columns of a list. The operations can include information other columns in a list as well as system functions such as [today] to indicate the current date. For example, you can specify a default due date that is seven days from the current date. 
Keep informed about changes Lists and views can use RSS, so that members of your workgroup can automatically receive updates. RSS is a technology that enables people to receive and view updates or RSS feeds of news and information in a consolidated location. You can also create e-mail alerts to notify you when the lists are changed or when new items are added. Alerts are a convenient way to keep track of the changes that are important to you. 
Create list relationships To create a relationship between two lists, in the source list, you create a lookup column that retrieves (or "looks up") one or more values from a target list if those values match the value in the lookup column in the source list. If you want, you can continue to add additional columns from the target list to the source list. When you create a lookup column, you can also decide to enforce relationship behavior by setting a cascade delete or restrict delete option that helps keep your data valid and helps prevent inconsistencies that might cause problems down the road.
Share list information with a database program If you have a database program installed, such as Microsoft Office Access 2010, you can export and import data to and from your site, as well as link a table from the database to a SharePoint list. When you work with your list data in an Access database, you can also create queries, forms, and reports. 
Use lists consistently across sites If your group works with several types of lists, you can add consistency across multiple lists with content types, site columns, and templates. These features enable you to reuse the settings and list structure in an efficient way. For example, you can create a content type for a customer service issue that specifies certain columns (such as customer contact) and business processes for the content type. Another example is creating a site column for department names that has a drop-down list of departments. You can reuse the column in multiple lists to ensure that the names always appear the same way in each list. 
Work on list items from an e-mail program By using an e-mail program that is compatible with SharePoint 2010, you can take important list information with you. For example, with Microsoft Office Outlook 2010, you can view and update tasks, contacts, and discussion boards on your site from Outlook.
Set content targeting You can enable audience targeting for a list and then make items in the list appear only to people who are members of particular SharePoint and Active Directory groups or audiences. This is accomplished by using Web Parts, such as the Content Query Web Part, that uses audience targeting to filter the list based on the user's membership in a group. Before the items in a list can be enabled for a particular audience, the list itself must be set up with the Audience Targeting column.
[bookmark: _Toc245006562][bookmark: _Toc258247758][bookmark: _Toc296321528]Types of lists
The type of list that you use depends on the kind of information that you are sharing.
Announcements Use an announcements list to share news and status and to provide reminders. Announcements support enhanced formatting with images, hyperlinks, and formatted text.
Contacts Use a contacts list to store information about people or groups that you work with. If you are using an e-mail or contact management program that is compatible with SharePoint 2010, you can view and update your contacts from your SharePoint site in the other program. For example, you can update a list of all your organization's suppliers from an e-mail program compatible with SharePoint 2010, such as Outlook 2010. A contacts list doesn't actually manage the members of your site, but it can be used to store and share contacts for your organization, such as a list of external vendors.
Discussion boards Use a discussion board to provide a central place to record and store team discussions that is similar to the format of newsgroups. If your administrator has enabled lists on your site to receive e-mail messages, discussion boards can store e-mail discussions from most common e-mail programs. For example, you can create a discussion board for your organization's new product release. If you are using an e-mail program that is compatible with SharePoint 2010, you can view and update your discussion board while working in the other program.
Links Use a links list as a central location for links to the Internet, your company's intranet, and other resources. For example, you might create a list of links to your customers' Web sites.
Calendar Use a calendar for all of your team's events or for specific situations, such as company holidays. A calendar provides visual views, similar to a desk or wall calendar, of your team events, including meetings, social events, and all-day events. You can also track team milestones, such as deadlines or product release dates that are not related to a specific time interval. If you are using an e-mail or calendar program that is compatible with SharePoint 2010, you can view and update your calendar from your SharePoint site while working in the other program. For example, you can compare and update your calendar on the SharePoint site with dates from your Office Outlook 2010 calendar, by viewing both calendars side-by-side or overlaid with each other in Office Outlook 2010.
Tasks Use a task list to track information about projects and other to-do events for your group. You can assign tasks to people, as well as track the status and percentage complete as the task moves toward completion. If you are using an e-mail or task management program that is compatible with Office SharePoint 2010, you can view and update your tasks from your SharePoint site in your other program. For example, you can create a task list for your organization's budget process and then view and update it in Office Outlook 2010 along with your other tasks.
Project tasks Use a project task list to store task information with a Gantt view and progress bars. You can track the status and percentage complete as the task moves toward completion. If you are using an e-mail or task management program that is compatible with SharePoint 2010, you can view and update your project tasks from your SharePoint site in your other program. For example, you can create a project task list on your SharePoint site to identify and assign the work to create a training manual, and then you can track your organization's progress from Office Project 2010.
Issue tracking Use an issue-tracking list to store information about specific issues, such as support issues, and track their progress. You can assign issues, categorize them, and relate issues to each other. For example, you can create an issue-tracking list to manage customer service problems and solutions. You can also comment on issues each time you edit them, creating a history of comments without altering the original description of the issue. For example, a customer service representative can record each step taken to resolve a problem and the results. You can also use an Issue Tracking list with a Three-state workflow to help your organization manage issue or project tracking.
Survey Use a survey to collect and compile feedback, such as an employee satisfaction survey or a quiz. You can design your questions and answers in several different ways and see an overview of your feedback. If you have a spreadsheet or database program installed that is compatible with SharePoint 2010, you can export your results to further analyze them.
Custom Use a custom list to start a list from scratch. You can also create a custom list that is based on a spreadsheet, if you have a spreadsheet program that is compatible with SharePoint 2010. For example, you can import a list from Office Excel 2010 that you created to store and manage contracts with vendors. 
External lists Use an external list to work with data that is stored outside SharePoint 2010, but that you can read and write within SharePoint 2010. The data source for an external list is called an External content type. Unlike a native SharePoint list, an external list uses Business Connectivity Services to access data directly from an external system (such as SAP, Siebel, and Microsoft SQL Server), whether that system is a database, Web service, or line-of-business system.
Custom list in Datasheet View Use Custom list in Datasheet View to create a blank list similar to a custom list but to display the list by default in datasheet view. Datasheet view provides a data grid for viewing and editing data as rows and columns. You can add and edit rows and columns, apply filters and sort orders, display calculated values and totals, and conveniently edit data in the grid cells. Datasheet view requires Office 2010 installed on a 32-bit client computer and a browser that supports ActiveX controls. You can find more information about using Datasheet View in Datasheet Help, which you can view by displaying a list in Datasheet View and clicking Help on the status bar.
Status list Use a status list to display and track the goals of your project. The list includes a set of colored icons to communicate the degree to which goals are met.
Circulations Use the circulations list to send information, including confirmation stamps, to your team members.
Microsoft IME Dictionary list Use the Microsoft IME Dictionary list to when you want to use data in the list as a Microsoft IME dictionary. You can convert the Reading column items to Display using Microsoft IME and view the content in Comment in the IME Comment window. The data can be linked to a specific URL.
PerformancePoint Content List Use a PerformancePoint Content list to store dashboard items, such as scorecards, reports, filters, dashboard pages, and other dashboard items that you create by using PerformancePoint Dashboard Designer.
Languages and Translators Use a Languages and Translators list with a Translation Management workflow in a Translation Management Library. The workflow uses the list to assign translation tasks to the translator specified in the list for each language. You can create this list manually, or you can choose to have this list automatically created when you add a Translation Management Workflow to a Translation Management library.
KPI List Use a KPI list to track Key Performance Indicators which allow you to quickly evaluate the progress made against measurable goals. You can set up KPI lists to track performance by using one of four data sources: manually entered data, data in a SharePoint list, data in Microsoft Office Excel workbooks, or data from Analysis Services — a component of Microsoft SQL Server. After the KPI list is created, you can use it to display the status of the indicator on a dashboard page.
[bookmark: _Toc245006563][bookmark: _Toc258247759][bookmark: _Toc296321529]Organizing lists on a site
Although you can use the features of lists in a variety of ways, how you use them depends on the size and number of lists you have and the needs of your organization.
[bookmark: _Toc245006564][bookmark: _Toc258247760]Storing many items in one list
You may want one large list to serve diverse needs. For example, you might have a large number of technical issues to track across your organization, and the issues may apply to multiple projects and groups.
Use a single list when:
· Your group needs to see summary information about the list items or different views of the same set of items. For example, a manager may want to see the progress on all technical issues for an organization or see all the issues that were filed within the same time period. 
· People want to browse or search for the issues in the same location on a site. 
· You want to apply the same settings to the list items, such as tracking versions or requiring approval. 
· The groups working on the list share similar characteristics, such as the same levels of permission. Unique permission can be applied to specific list items, but if the levels of permission vary greatly, consider multiple lists. 
· You want to analyze information about the list or receive consolidated updates for the list. You can receive alerts when the list items are changed or see the changes to a list by using RSS technology. RSS feeds enable members of your workgroup to see a consolidated list of information that has changed.
[bookmark: _Toc245006565][bookmark: _Toc258247761]Creating multiple lists
You may want multiple lists when there are distinct differences between the items that you want to manage or between the groups of people who work with them.
Use multiple lists when:
· You don't expect people to need summaries of the items together. 
· The groups of people working with the information are distinct and have different permission levels. 
· You need to apply different settings, such as versioning or approval, to multiple sets of items. 
· You do not need to analyze the items together or receive consolidated updates about the list.
[bookmark: _Toc245006566][bookmark: _Toc258247762][bookmark: _Toc296321530]Organizing items in a list
The following are some of the ways that you can organize lists and list items:
Add columns To help your group pinpoint the items that are most important, you can add columns to your list. For example, you might add the Project column to a list to help people working on specific projects more easily view and work with their items. You may also want to add more columns if you want to collect additional information for each list item, such as the name of the department or the name of an employee. 
If you have multiple items in a list, you may consider indexing certain columns to improve the performance when viewing several items or switching views. This feature doesn't change the way the items are organized, but it may enable organizations to more easily store a large number of items in a list. However, indexing can take up more database space. 
Create views You can use views if the people in your group frequently need to see data in a certain way. Views use columns to sort, group, filter, and display the data. You can also select how many items are displayed at one time in each view. For example, people can browse a list in sets of 25 or 100 list items per page, depending on their preferences and the speed of their connection.
Views give you the flexibility to store a large number of items in a list, but to see only the subsets that you want at a particular time, such as only the issues that were posted this year, or only the current events in a calendar. You can create personal views that are available only to you, and if you have permission to modify a list, you can create public views that are available to everyone.
Create folders You can add folders to most types of lists, if your list owner has allowed folders to be created. This is especially helpful if your list items can be divided in a particular way, such as by project or by group. Folders help people to more easily scan and manage the list items. SharePoint 2010 provides a tree view that enables people to navigate their sites and folders similar to the way that they work with the folders on their hard disk. For example, each department can have its own folder. 
[bookmark: _Toc296321531]Working with Lists
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[bookmark: BMbacktotop]With SharePoint 2010 you can create lists while editing pages, as well as from the Site Actions menu. You can create lists by using list templates, such as calendar and tasks, by importing spreadsheets, and by creating custom lists. Lists can include many kinds of data, ranging from text and dates, to calculations based on other columns.
Lists can take advantage of e-mail features. For example, you can add content to discussion boards, announcements, and calendar lists by sending e-mail, if incoming e-mail is enabled on your site. Furthermore, tasks, project tasks, and issue-tracking lists can send e-mail alerts to people when items are assigned to them, if outgoing mail is enabled for the site.
To create or delete a list, you must have at least the permissions (permissions: The specific security settings that allow or restrict access to a given item, list, library, or site.) obtained by being added to the default Designer SharePoint group for the site.
[bookmark: _Toc239839008][bookmark: _Toc296321532]Create a list by using a list template
SharePoint includes many kinds of list templates, such as calendar, survey, and tasks. Templates make it easier for you to create the lists that you need. 
Create a list from the Site Actions menu by using a list template
1. Click Site Actions [image: Site Actions Menu], click View All Site Content, and then click Create [image: Create Button].
Note A SharePoint site can be significantly modified. If you cannot locate an option, such as a command, button, or link, contact your administrator.
2. Under Communications or Tracking click the type of list that you want to create, such as Contacts or Calendar. 
3. Type the Name for the list. Name is required. The name appears at the top of the list in most views, becomes part of the Web address for the list page, and appears in site navigation to help users find the list. You can change the name of a list, but the Web address will remain the same.
4. Type the Description for the list. Description is optional. The description appears underneath the name in most views. Some kinds of lists can receive content by e-mail. If you plan to enable the list to receive content by e-mail, you can add the e-mail address of the list to its description so that people can easily find the e-mail address. You can change the description for a list.
5. To add a link to the Quick Launch, verify that Yes is selected in the Navigation section.
6. If there is an E-mail section, your administrator has enabled lists on your site to receive content by e-mail. To enable people to add content to this list by sending e-mail, click Yes under Enable this list to receive e-mail. Then, in the Email address box, type the first part of the address that you want people to use for the list. This option is not available for all kinds of list.
7. Click Create.
[bookmark: _Toc239839009][bookmark: _Toc296321533]Create a custom list
Creating a custom list resembles creating lists from a template, except that the custom list is created with only three columns: Title, Created By, and Modified By. After you create a custom list, you can add columns and make other changes to the list to meet your needs. 
1. Click Site Actions [image: Site Actions Menu], click View All Site Content, and then click Create [image: Create Button].
2. Under Custom Lists, click Custom List or Custom List in Datasheet View.
Notes 
· Use custom list when you primarily want to use a form to enter and view data in the list.
· Use custom list in datasheet view when you primarily want to use a grid, similar to a spreadsheet, to enter and view data in the list. This is helpful when you have several items to update at the same time. Datasheet view requires a control that is compatible with SharePoint 2010, such as Microsoft Office 2010, and ActiveX control (ActiveX control: A control, such as a check box or button that offers options to users or runs macros or scripts that automate a task. You can write macros for the control in Microsoft Visual Basic for Applications or scripts in Microsoft Script Editor.) support.
· You can change how you enter and display data in a list after a list is created.
3. Type the Name for the list. Name is required.
4. Type the Description for the list. Description is optional.
5. To add a link to the Quick Launch, verify that Yes is selected in the Navigation section.
6. If there is an E-mail section, your administrator has enabled lists on your site to receive content by e-mail. To enable people to add content to this list by sending e-mail, click Yes under Enable this list to receive e-mail. Then, in the Email address box, type the first part of the address that you want people to use for the list. This option is not available for all kinds of list.
7. Click Create.
[bookmark: _Toc239839010][bookmark: _Toc296321534]Create a list by importing a spreadsheet
You can save time creating a list by importing a spreadsheet that has the columns and data that you want for the list. Importing a spreadsheet is also a way to create a list without the default Title column. 
You must use a spreadsheet program that is compatible with SharePoint 2010. The following procedure was performed with Microsoft Excel 2010. Your experience may vary if you are using a different spreadsheet program.
1. Click Site Actions [image: Site Actions Menu], click View All Site Content, and then click Create [image: Create Button].
2. Under Lists, click Import Spreadsheet and click Create.
3. Type the Name for the list. Name is required. 
4. Type the Description for the list. Description is optional.
5. Browse or type the File Location of the spreadsheet that you want to import and then click Import.
6. In the Import to Windows SharePoint Services list dialog, select the Range Type, in Select Range specify the range in the spreadsheet that you want to use to create your list.
[image: Import to SharePoint list]
Note Depending on your spreadsheet program, you may be able to select the range of cells that you want directly in the spreadsheet. A table range and a named range must already be defined in the spreadsheet to be able to select it in the Import to Windows SharePoint Services list dialog.
7. Click Import. The types of columns that are created for a list are based on the kinds of data that are in the columns of the spreadsheet. For example, a column in the spreadsheet that contains dates will typically be a date column in the SharePoint list. The following image is the SharePoint list that was created by importing the spreadsheet in the previous image.
[image: Imported list]
After you import a spreadsheet, check the columns of the list to make sure that the data was imported as you expected. For example, you may want to specify that a column contains currency instead of a number. To view or change list settings, open the list, click the List tab, and then click List Settings.
[bookmark: _Toc239839011][bookmark: _Toc296321535]Delete a list
Use the following procedure to delete a list.
Go to the list that you want to delete.
1. Click the List tab and then click List Settings.
2. On the list settings page, click Delete this list, and then click OK.
Note If List Settings is disabled or Delete this list isn't on the list settings page, you may not have the necessary permissions to modify the settings or delete the list, contact your administrator.
[bookmark: _Toc296321536]Working with ListItems
A site can include a variety of lists — from contacts and calendars to announcements and issues-tracking. Regardless of the type of list you are updating, the process is similar for adding, editing, and deleting list items. You can create a list with a variety of columns, including Text, Number, Choice, Currency, Date and Time, Lookup, Yes/No, and Calculated. You can also attach one or more files to a list item to provide additional details, such as a spread sheet containing supporting numbers or a document containing background information.
Notes 
· To add, edit, or delete items in a list, you must have permission to contribute to the list.
· The process of adding, editing, and deleting list items in Datasheet View is described in Datasheet Help, which you can view by displaying a list in Datasheet View and clicking Help on the status bar.
[bookmark: _Toc244067858][bookmark: _Toc263257524][bookmark: _Toc296321537]Add an item to a list
There are two ways to add an item to a list. You can add an item by using a form, which is the default method, or you can add an item in line, which means you add the item directly on the list page. 
Note Some lists may appear in Web Parts, which are basic buildings blocks of pages on a site. For example, the Announcements, Calendar, and Links lists appear in Web Parts on the default home page. When a list appears in a Web Part, you may be able to add items to the list without directly opening up the list. However, if you do not see the link to add a new item to a list, you need to directly open the list.
[bookmark: _Toc244067859][bookmark: _Toc263257525]Add an item by using a form
1. Navigate to the site containing the list for which you want to add an item.
2. Click the name of the list on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate list section, click the name of the list.
3. In the ribbon, click the Items tab, and then in the New group, click New Item. You can also click Add New Item at the bottom of the list. If additional content types have been added to the list, click the arrow next to New to display other choices, such as New Support Issue or New Vendor.
4. Enter the information for the list item. Note the following:
· You must enter information if the column label has a red asterisk next to it.
· To attach a file to the list item, in the ribbon, on the Edit tab, in the Actions group, click Attach File, click Browse to locate the file, and then click OK. You can attach more than one file for each list item. If the Attach File command is unavailable, your list may not support attachments.
· Depending on the list, additional commands may be available on the Custom Commands tab on the ribbon.
5. Do one of the following:
· When you are finished entering the information, in the ribbon, on the Edit tab, in the Commit group, click Save, or at the bottom of the form, click Save.
· To discard any information you entered, in the ribbon, on the Edit tab, in the Commit group, click Cancel, or at the bottom of the form, click Cancel.
[bookmark: _Toc244067860][bookmark: _Toc263257526]Add an item inline
Note Inline editing must be enabled by the list owner or another user who has Design permission for the list. Inline editing is a view setting (in the Edit View page, set the Allow inline editing check box in the Inline Editing section); it is not a list setting.
1. Navigate to the site containing the list for which you want to add an item.
2. Click the name of the list on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate list section, click the name of the list.
3. Click the plus sign at the bottom of the list.
4. Enter the information for the list item. Note the following:
· To see all the columns, you may need to scroll the page.
· For columns that require information, if you do not enter anything, an error message displays next to the column.
· You cannot attach a file to a list item when editing inline. However, you can still attach a list item by adding the item with a form.
5. Do one of the following:
· When you are finished entering the information, at the beginning of the row, click Save.
· To discard any information you entered, at the beginning of the row, click Cancel.
[bookmark: _Toc239497105][bookmark: _Toc244067861][bookmark: _Toc263257527]Add files to a list by sending e-mail
Discussion boards, announcements, and calendars can be set up so that people can add items by sending e-mail, if your site is enabled to receive content by e-mail. Blog posts can be submitted by e-mail, although blog comments cannot be submitted. Other lists can be set up to receive e-mail with custom solutions called e-mail handlers. 
Obtain the e-mail address for the list by doing one or more of the following:
· View the description of the list, which appears just under the title of the list. Your site owner may have added the e-mail address of the list to its description. 
· View the e-mail settings for the list, if the e-mail address does not appear in the description of the list and you have permission to view the list settings: 
1. Navigate to the site containing the list for which you want to send files by e-mail.
2. Click the name of the list on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate list section, click the name of the list. 
3. In the ribbon, under the List Tools section, on the List tab, in the Settings group, click Settings.
4. On the List Settings page, if the list is enabled to receive e-mail, its address appears under List Information, next to E-mail Address. 
· Use the e-mail address of your SharePoint group to send the list item as an e-mail message. Your organization may have its own e-mail list, called a SharePoint group, which enables its members to send e-mail to each other. The SharePoint group address can contain the addresses of lists, so that when you send e-mail to members of the group, attachments to the messages are automatically added to your SharePoint site. 
Send e-mail to a list
1. In your e-mail application, prepare the item that you want to send in one of the following ways: 
· To send a discussion item or to post an item to a team blog, include your content in the body of the message.
· To send a calendar item, send a meeting request or an appointment from your e-mail or calendar application.
· To send a picture, form, or document, add that item as an attachment to your message.
· To send a standard e-mail message or reply, include your content in the body of the message as you do with any e-mail message.
2. In the To or Cc box, enter the address of the list. If your SharePoint group already includes the list, enter the e-mail address of the SharePoint group instead. 
3. Send the message. In most e-mail applications, you click Send to send the message. 
4. The item is added to the list and should appear in the list. If you do not see the item in the list right away, refresh the browser. 

Depending on the settings of your e-mail server, it may take a few moments for your list item to appear.
Note If you send a calendar item to a site by using e-mail, you need to let your meeting attendees know if the meeting changes. If you change the meeting details on the site, meeting updates and cancellations are not sent automatically from the site.
[bookmark: _Toc244067862][bookmark: _Toc263257528][bookmark: _Toc296321538]Edit an item in a list
There are two ways to edit an item in a list. You can edit an item by using a form, which is the default method, or you can edit an item in line, which means you edit the item directly on the list page.
Note If the list is set up to track versions, a new version of the list item is created each time you edit a list item. You can view a history of how the list item has changed and restore a previous version if you make a mistake in a newer version. 
[bookmark: _Toc244067863][bookmark: _Toc263257529]Edit an item by using a form
1. Navigate to the site containing the list for which you want to edit an item.
2. Click the name of the list on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate list section, click the name of the list.
3. Select the item you want to edit by pointing to the item and then clicking the check box that appears at the beginning of the row.
4. In the ribbon, on the Items tab, in the Manage group, click Edit Item.
· Edit the information in the list item. Note the following:
· You must enter information if the column label has a red asterisk next to it.
· To attach a file to the list item, in the ribbon, on the Edit tab, in the Actions group, click Attach File, click Browse to locate the file, and then click OK . You can attach more than one file for each list item. If the OK command is unavailable, your list may not support attachments.
· To delete an attachment from a list item, in the Attachments section on the form, next to the attachment you want to remove, click Delete.
· Depending on the list, additional commands may be available on the Custom Commands tab in the ribbon.
5. Do one of the following:
· When you are finished entering the information, in the ribbon, on the Edit tab, in the Commit group, click Save, or at the bottom of the form, click Save.
· To discard any information you entered, in the ribbon, on the Edit tab, in the Commit group, click Cancel, or at the bottom of the form, click Cancel.
[bookmark: _Toc244067864][bookmark: _Toc263257530]Edit an item inline
Note Inline editing must be enabled by the list owner or another user who has Design permission for the list. Inline editing is a view setting (in the Edit View page, set the Allow inline editing check box in the Inline Editing section); it is not a list setting.
1. Navigate to the site containing the list for which you want to edit an item.
2. Click the name of the list on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate list section, click the name of the list.
3. Point to the item you want to edit and then click the Edit icon that appears at the beginning of the row.
4. Edit the information in the list item. Note the following:
· To see all the columns, you may need to scroll the page.
· For columns that require information, if you do not enter anything, an error message displays next to the column.
· You cannot attach a file to a list item or delete an attached item when editing inline. However, you can still attach a list item or delete an attached item by editing the item with a form.
5. Do one of the following:
· When you are finished entering the information, at the beginning of the row, click Save.
· To discard any information you entered, at the beginning of the row, click Cancel.
[bookmark: _Toc244067865][bookmark: _Toc263257531][bookmark: _Toc296321539]Delete one or more items from a list
Note Be careful when you delete items. Deleting items may be permanent and you may not be able to recover them. Consider moving or archiving the items instead. Depending on how your site was configured, you may be able to recover the items and its contents from the Recycle Bin. 
1. Navigate to the site containing the list for which you want to delete the items.
2. Click the name of the list on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate list section, click the name of the list.
3. Select one or more of the items on the page that you want to delete by pointing to the item and then clicking the check box that appears at the beginning of each row.
4. In the ribbon, on the Items tab, in the Manage group, click Delete Item.
5. When you are prompted with a warning, click OK.


[bookmark: _Toc296321540]Libraries
[bookmark: _Toc296321541]Introduction to Libraries
A SharePoint library is a location on a site where you can create, store, update, and collaborate on files with team members. Each type of library — document, picture, form, wiki page, asset, report, record, data connections, and slide — displays a list of files and key information about the files, such as who was the last person to modify the file. You can choose from several types of libraries, depending on the types of files that you want to store and how you plan to use them. Once you are done with a library, you can archive files, delete the unused library, and save server disk space. [image: Hide All]Hide All
[bookmark: _top]For example, you can control how documents are viewed, managed, and created. Or, you can track versions, including how many and which type of versions. You can even create custom views, forms, and workflows to make your projects and business processes go much smoother.
Instead of your team hunting around for documents in different locations, such as personal computers, network disks, and e-mail folders, it's much more efficient to use a SharePoint library as a central location that everyone on your team can see and use.
[bookmark: _Toc244073936][bookmark: _Toc257618035][image: A typical library] You can also customize libraries in several ways. You can control how documents are viewed, tracked, managed, and created. You can track versions, including how many and which type of versions, and you can limit who can see documents before they are approved. To streamline a business process, you can use workflows to collaborate on documents in libraries. To reduce clutter, you can specify information management policies to manage the handling and expiration of documents within libraries.
[bookmark: _Toc244073937][bookmark: _Toc257618036]A marketing team at Contoso needs to work together on project and group documents. The team members need a central location where they can collaborate on documents, keep track of their calendars and meetings, manage projects, and track team tasks. This team also has a contractor living in a remote location, so there is an added benefit to using SharePoint 2010. 
The first step for them is to designate one member as the site owner and point person for managing their site. The site owner takes on the role of site administrator, obtains the Full Control permission for the library, and first ensures that everyone on the team has Contribute permission level to the Shared documents library on its team site. Next, the site owner renames it to "Marketing Documents" and then adds a detailed description so that all users, but especially first-time users, get a clearer idea of the purpose of the library and what content to view or add to it. The team has decided to use this library for managing press releases, budget files, contracts, proposals, and other pertinent team documents. 
One of the site owner's first tasks is to locate and upload many important documents into the library to get the team focused on using the library as a central location. Then the site owner decides to do the following: set the library to require check out, so that no one accidentally overwrites changes to documents; and track versions, so the team has a history of how files have evolved and can restore a previous version if necessary. To ensure adherence to company standards, the site owner also adds standard templates for marketing reports, sales contracts, campaign plans, and budget worksheets to the library. Each template contains the company logo and mission statement. When members create a new file from the document library, they can easily select which template they want to use. 
Over time as team members add files and collaborate on documents, they organize the library by adding columns and creating views that show content in multiple ways that are meaningful for their work. For example, the site owner adds a "Project Name" column so members can filter or sort by that column. 
Other team members add public views that group by fiscal quarter, and filter for contracts that expire within six months. Each member also creates personal views to help them find information quickly and complete their work. 
After much discussion at a staff meeting, the team decides to set alerts at the library level to report updates once a week. Each member can decide how to set up additional alerts or RSS feeds on specific files as necessary. The team also commits to an important "best practice" in this new world of collaboration. When members want to distribute a document in a library, they resist the temptation to attach it to an email message, and send the link in e-mail instead. Inserting a document link into an e-mail message is easy to do from the library ribbon, ensures folks are getting access to the latest version, and helps unclog the local network from unnecessary bits.
Occasionally team members and other users are blocked from accessing content because they don't have appropriate permissions. Certain documents are protected because they have sensitive content, such as a contract or budget information. But because the ability to request access from a site owner is enabled, they can conveniently request access from a page, and the site owner can grant the permission as appropriate to a document.
All the members of the Marketing team, but particularly the contractor, like the ability to take library contents offline, work with them from home or a remote site, and then smoothly synchronize changes when back online, all by using Microsoft Office SharePoint Workspace 2010. 
A critical responsibility for this Marketing team is proposing marketing campaigns to drive sales and revenue. When team members develop a new campaign plan, they track minor versions of the file. If they make a mistake in one version, they can restore a previous version. When they finish the campaign plan, they can create a major version and then publish it for approval by their legal department and their manager. When the file is approved, other employees in the company can view the file. The site owner researches the online documentation, training, and blogs, and then figures out without using code how to set up a workflow, associate it to the library, and automate the process of gathering feedback, collecting signatures, and publishing the final document.
After three months of use, the Marketing library and site has become a critical component of the Marketing team and helped substantially improve their productivity and visibility throughout their enterprise. They can't imagine working without it, and are actively exploring other ways to use SharePoint 2010 to collaborate better.
[bookmark: _Toc240269673][bookmark: _Toc244073938][bookmark: _Toc257618037][bookmark: _Toc296321542]Types of libraries
Some libraries are created for you when you create a new site, such as the Shared documents library in a team site. You can customize these libraries for your purposes, or you can create your own additional libraries. Each type of library has a specific purpose and some have a different set of behaviors and features.
Document library For many file types, including documents and spreadsheets, use a document library. You can store other kinds of files in a document library, although some file types are blocked for security reasons. When you work with programs that are not blocked, you can create those files from the library. For example, your marketing team may have its own document library for planning materials, news releases, and publications. 
Picture library To share a collection of digital pictures or graphics, use a picture library. Although pictures can be stored in other types of SharePoint libraries, picture libraries have several advantages. For example, from a picture library you can view pictures in a slide show, download pictures to your computer, and edit pictures with compatible graphics programs, such as Microsoft Paint. Consider creating a picture library if you want to store pictures of team events or product launches. You can also link to pictures in your library from elsewhere on your site, such as from wikis, and blogs.
Form library If you need to manage a group of XML-based business forms, use a form library. For example, your organization may want to use a form library for expense reports. Setting up a form library requires an XML editor or XML form design program, such as Microsoft InfoPath. The form that people fill out is just an .xml file that contains the data (and only the data) that was entered into the form, such as the expense date and the amount. Everything else that makes up the expense report is provided by the form template. After people fill out forms, you can merge the form data or export it for analysis.
Wiki page library To create a collection of connected wiki pages, use a wiki page library. A wiki enables multiple people to gather routine information in a format that is easy to create and modify. You can also add wiki pages, that contain pictures, tables, hyperlinks, and internal links, to your library. For example, if your team creates a wiki site for a project, the site can store tips and tricks in a series of pages that connect to each other.
Asset library To share and manage digital media assets, such as image, audio and video files, use an asset library. An asset library makes it easier for users to discover and reuse digital media files that others have already created, such as logos and corporate images. An asset library also provides content types with properties and views for managing and browsing media assets, such as thumbnails and metadata keywords. For example, you may want to manage and store branded images and reusable content fragments from applications so they are available throughout your enterprise and consistently used. 
Data Connections library To simplify the maintenance and management of data connections, use a data connection library. A data connection library (DCL) is a centralized way to store Office Data Connection (ODC) files. Each of these files (.odc) contains information about how to locate, log on, query, and access an external data source. Centralizing ODC files in a data connection library also makes it possible to share, manage, and search data connection files from within a SharePoint site, and helps ensure that business data and reports, especially spreadsheets, maintain a consistent set of values and formula results as "one version of the truth". 
Slide Library To effectively and efficiently share presentation slides, use a Slide Library. Slide Libraries help you share, store, and manage slides from Microsoft PowerPoint, or a compatible application. When you publish a presentation to a Slide Library, the slides upload as individual files, so they can be independently modified and tracked. The Slide Library maintains a link to the presentation, so that you are notified when slides change. The library allows you to sort slides, check them out, and can help keep track of history. Slide Libraries also provide special features for finding, managing, and reusing slides. 
Record library To keep a central repository for storing and managing your organization's records or important business documents, use a record library. For example, your organization may need to adhere to compliance regulations which require an organized process for managing pertinent documents. A Records Center site can contain a number of record libraries for storing different types of records. For each library you can set policies that determine what records to store, how to route and manage the documents, and how long these records must be retained. 
Report library To simplify the creation, management and delivery of web pages, documents and key performance indicators (KPI) of metrics and goals, use a report library. The report library is a central place where you can create and save reports, such as Excel workbooks, and dashboard pages. When you publish an Excel workbook to a reports library, it is single-click enabled to open in browser view, which is a convenient way to see the workbook without adding it to a Web Parts Page.
Data Connections Library for PerformancePoint To simplify the maintenance and management of data connection files for PerformancePoint, use the data connection library for PerformancePoint. In this library, you can store Office Data Connection (ODC) and Universal Data connection (UDC).
Dashboards library Contains Web Part pages, Web Part pages with Status Lists, and PerformancePoint deployed dashboards.
Process Diagram Library (Metric and US Units) To store and share diagram process documents, such as those created with Microsoft Visio 2010, use a Process Diagram Library. The Metric and US Units libraries are tailored to their respective measurements.
Note Depending on your site and configuration, additional system libraries, such as the style library, site assets library, and site pages library, are automatically created by SharePoint Server 2010. However, you cannot create these specific libraries through the user interface.
[bookmark: _Toc240269672][bookmark: _Toc244073939][bookmark: _Toc257618038][bookmark: _Toc296321543]Ways to work with libraries
Here are some ways to work with libraries and make them more useful for your group:
Create views You can use a view (view: A set of columns on a Web page that displays items in a list or document library. The view can display sorted or filtered items, a selection of columns, or a custom layout.) to see the items in a library that are most important to you or that best fit a purpose. The contents of the actual library don't change, but the files are organized or filtered to make them easier to find and to browse in a meaningful way.
Require check-out of files When you require check-out (check out: To lock a file while editing it to prevent others from overwriting or editing it inadvertently. Only the user who checks out a document can edit the document.) of a file, you ensure that only one person can edit the file until it is checked in (check in: To release the lock for editing and enable other users to view the updated file or check out the file.). Requiring documents to be checked out prevents multiple people from making changes at the same time, which can create editing conflicts and lead to confusion. Requiring check-out can also help to remind team members to add a comment when they check a file in, so that you can more easily track what has changed in each version.
Track versions If you need to keep previous versions (versioning: The process of creating a numbered copy of a file or an item whenever a revision is saved to the library or list.) of files, libraries can help you track, store, and restore the files. You can choose to track all versions in the same way. Or you can choose to designate some versions as major, such as adding a new chapter to a manual, and some versions as minor, such as fixing a spelling error. To help manage storage space, you can optionally choose the number of each type of version that you want to store.
Require document approval You can specify that approval for a document is required. Documents remain in a pending state until they are approved or rejected by someone who has permission to do so. You can control which groups of users can view a document before it is approved. This feature can be helpful if your library contains important guidelines or procedures that need to be final before others see them.
Specify permissions SharePoint groups and permission levels help you to efficiently manage access to contents. By default, permissions on libraries, folders within libraries, and documents are inherited from their parent site. Assigning permission levels to a specific item can help you to protect sensitive content, such as a contract or budget information, without restricting access to the rest of the site.
Stay informed about changes Libraries in SharePoint 2010 support RSS technology, so that members of your workgroup can automatically receive and view updates, or feeds, of news and information in a consolidated location. You can use RSS technology to alert you of any changes to a library, such as when files that are stored in the library change. RSS feeds enable members of your workgroup to see a consolidated list of files that have changed. You can also create e-mail alerts, so that you are notified when files change.
Create workflows A document library or content type can use workflows that your organization has defined for business processes, such as managing document approval or review. Your group can apply business processes to its documents, known as workflows, which specify actions that need to be taken in a sequence, such as approving documents. A SharePoint workflow is an automated way of moving documents or items through a sequence of actions or tasks. Three workflows are available to libraries by default: Approval, which routes a document to a group of people for approval; Collect Feedback, which routes a document to a group of people for feedback and returns the document to the person who initiated the workflow as a compilation; and Collect Signatures, which routes a document to a group of people to collect their digital signatures
Define content types: If your group works with several types of files, such as worksheets, presentations, and documents, you can extend the functionality of your library by enabling and defining multiple content types (content type: A reusable group of settings for a category of content. Use content types to manage the metadata, templates, and behaviors of items and documents consistently. Content types are defined at the site level and used on lists and libraries.). Content types add flexibility and consistency across multiple libraries. Each content type can specify a template and even workflow (workflow: The automated movement of documents or items through a specific sequence of actions or tasks related to a business process. Workflows can be used to consistently manage common business processes, such as document approval or review.) processes. The templates act as a starting point, for formatting and any boilerplate text and for properties that apply to the documents of that type, such as department name or contract number. 
Client integration: Certain compatible client programs, work with SharePoint features directly from the client. For example, when you use Microsoft Word 2010, you can manage check in and check out more easily. From Microsoft Office SharePoint Workspace 2010 or Microsoft Outlook 2010, you can take library contents offline, work with them from a remote site, and then smoothly synchronize changes when you come back online. 
Audit Tracking If you have a group of sensitive files, and it would be helpful to know how the documents were being used, you can define a policy that allows you to enable 'Audit' tracking of events, such as file changes, copies or deletion. 
Set policies Policy settings are settings enable document expiration, automatic deletion, or periodic review (through a workflow) of documents that have reached a specified age. As libraries evolve, using these disposition settings can save time and effort trying to manually clean up hard disk space that is packed full and avoid reaching quota limits.
[bookmark: _Toc244073940][bookmark: _Toc257618039][bookmark: _Toc296321544]Organizing libraries on a site
The way that you organize your files in a library depends on the needs of your group and on how you prefer to store and search for your information. Some planning can help you set up the structure that works best for your group. Libraries have several features that help you work with multiple files in one library. However, multiple libraries may suit your group better.
[bookmark: _Toc244073941][bookmark: _Toc257618040]Storing documents in one library
You may want one library to serve diverse needs. For example, you might have several projects within the same group, or multiple groups working on the same project. Consider using a single library when:
· Your group needs to see summary information about, or different views of, the same set of files. For example, a manager may want to see all files grouped by department or by due date. 
· People want to search for the files in the same location on a site. 
· You want to apply the same settings to files, such as tracking versions of files or requiring approval. 
· The groups that are working with the library share similar characteristics, such as the same levels of permission. 
· You want to analyze information about the files in a spreadsheet, or to receive consolidated updates about the files.
To work efficiently with documents in one library, you can organize files in a library by adding columns, defining views, or creating folders.
[bookmark: _Toc244073942][bookmark: _Toc257618041]Storing documents in multiple libraries
You may want to create multiple libraries when there are distinct differences among the sets of files that you want to store and manage, or among the groups of people who work with the files. Use multiple libraries when:
· The types of files that you want to store and manage are distinct, and you don't expect people to frequently view summaries of the files or to search the files together. 
· The groups of people who are using the files are distinct and have distinctly different permission levels. 
· You need to apply different settings, such as versioning or approval, to different sets of files. 
· You do not need to analyze the files together or receive consolidated updates about the files. 
· You want to provide different sets of options for creating new files, or you want the options on the New menu of a library to appear in a different order.
The following are some ways that you can work efficiently with multiple libraries.
Set up site templates and columns If your organization wants to establish some consistent settings across its libraries, it can set up site templates and site columns. You can share the settings across multiple libraries so that you don't have to recreate the settings each time. 
Send files to another location If you want a file to be available in multiple libraries, you can store it in one library, and then send a copy to other libraries. You can choose to be reminded to update any copies of the document when you make changes to the original. 
Create library templates If you want to establish some uniform settings for libraries or reuse characteristics across libraries, you can save a library as a template. Library templates are available as an option in your site when you click Create on the Site Actions menu.
[bookmark: _Toc244073943][bookmark: _Toc257618042][bookmark: _Toc296321545]Organizing files in a library
There are several ways to organize files in a library. You can add columns, define views, and create folders. Each approach has its own advantages, and you can combine each approach together to fit the unique needs of your library and your team.
[bookmark: _Toc244073944][bookmark: _Toc257618043]Adding columns
By default, libraries track the name of a file, as well as information about the status of a file, such as whether it is checked in. But, you can specify additional columns that help your group to categorize and track files, such as a campaign name or a project number, or other information that's important to your team. You have several options for the type of column that you create, including a single line of text, a drop-down list of options, a number that is calculated from other columns, or even the name and picture of a person on your site.
Columns provide column headers that make it easy for people to sort and filter documents. When you display files in a library, you can temporarily sort or filter the files by pointing to the name of a column, and then clicking the down arrow beside the name. This is helpful if you need to see the files in a certain way, but you have to repeat the steps the next time you view the library.
[bookmark: _Toc244073945][bookmark: _Toc257618044]Defining views
Will users often want to see: all the documents related to a specific project, all documents that belong to a particular department, or group the documents by the month they are due? If you expect to view the files in a certain way frequently, you can define a view. You can use this view any time that you work with the library. When you create a view, it is added to the Current Views drop-down list located in the library ribbon.
A library view is a selection of columns on a page that displays items in a library, and often defines a specific sort order, filter, grouping, and custom layout. Libraries can have personal views and public views. Anyone who has Contribute permission level can create a personal view to see the files in a certain way or to filter for only the files that they want to see. If you have permission to design a library, you can create a public view that anyone can use when viewing the library. You can also make any public view the default view, so that people automatically see that view of the library. 
If members of your group view the libraries on a mobile device, you can even create mobile views that provide limits, such as number of items displayed in a view, that are optimal for the bandwidth and limitations of the devices. 
[bookmark: _Toc244073946][bookmark: _Toc257618045]Creating folders
Folders (also called containers) provide another way to group and manage content in a library or list. If folders are enabled for the library, you can add folders to most types of libraries. If your library contains many items, folders also improve the efficiency of accessing those items. When you create a folder, behind the scenes you are creating an internal index. This internal index is also created for the root folder, or top-level of a library or list. When you access items in a folder, you are effectively using this internal index to access the data. 
If a library contains many items that can be grouped in a particular way, you can use folders to organize content within the library. Good examples of groups include projects, teams, departments, product categories, age ranges, alphabetical listings, and alphabetical subgroups (A-C, D-F, and so on). Folders can help people to scan and manage lots of files in a familiar way. 
[image: Folders in a library]
By default, a library with folders enabled displays folders in the default view of the library without any filters. This is useful because users can choose the appropriate folder when they insert new documents. Displaying all the folders also makes it less likely that items will be incorrectly added outside the folders in the library. You can easily reorganize documents into different library folders by using the Open with Windows Explorer command available on the library ribbon.
Note A library view can be defined, Sorting as-is, in which case the folders do not display first before any items in the view. You may not want to use this view sort option if you want users to easily locate the correct folder.
Although library folders do not display in the Documents section of Quick Launch, the site owner or a user with permission to design a site can enable the Tree View, which displays the Site Hierarchy section in Quick Launch, and lets you expand, collapse, and easily navigate folders of libraries.
[image: Folders in a Tree View]
[bookmark: _Toc244073947][bookmark: _Toc257618046]Combining the use of columns, views, and folders
All three approaches can work together. The same columns you use to track projects in the default view of a library can be used to create a view with several filter criteria. A view can also be sorted and filtered dynamically by clicking the column headers to further isolate and identify content needed at the spur of the moment. If a folder structure has been defined in the library, you can "flatten" a library view by setting the Show all items without folders option in the Folders section when you create or modify the view. Each approach can complement the other to get the right content at the right time and in the right way for you.
[bookmark: _Toc296321546]Working with Files in a Library
You can create, manage, and delete documents, spreadsheets, presentations, and many other types of files in a library. There are several ways you can add files to a library including: creating a new one based on a default template, uploading files from a disk folder, and even sending files by using e-mail. Some file types are blocked for security reasons.
[bookmark: _Toc244075576][bookmark: _Toc264274835][bookmark: _Toc296321547]Considerations when adding files to a library
There are several ways to add files to libraries, depending on whether you are creating a new file, adding an existing file, or adding multiple files at once. If your administrator has set up your library to receive e-mail, you can even add a file to the library by sending the file as an attachment to an e-mail message.
Creating a new file You can create a new file from within a library. The type of file that you can create depends on the template or templates that your site owner or administrator associates with the library, such as Microsoft Office Word 2010. If you want to create an additional type of file in your library, contact your administrator or site owner.
Uploading files You can store a file and manage it in the library by creating the file in your program and then uploading it. Uploading files is also very useful when you have many files to add to a library. Uploading files is the only way to add files to a picture library.
Sending files by using e-mail You can send files through e-mail to communicate more effectively and efficiently. For example, you can use an e-mail enabled library to archive team e-mail, create a community, create a central information exchange, or offer technical support. An administrator must first enable e-mail support in Central Administration at the Web application level, and a user with appropriate permission must then enable e-mail for the specific library.
Required check out Libraries can be configured to require you to check out files before you edit them. If you are uploading a file to a library that requires files to be checked out, the file is initially checked out to you. You need to check the file in before other people can edit it. When you check in a file, you are prompted to enter comments about the changes that you made.
File versions You can add a new file to a library or replace an existing file with a revised version of a file. If the library is configured to track versions of files, you can add the revised file as a new version, which becomes part of the version history of the file. If you are uploading a new version of a file, consider typing comments about what changed in this version so that you can more easily track the history of the file.
File properties When you add a file to a library, you may also be required to fill out file properties. File properties can include basic information about a file, such as its description or keywords to help people search for it, or properties can include information that is specific to your organization, such as a department name or a project number.
Content approval A library can be set to require approval of the content before it is visible to users who can view files in the library. To ensure that inappropriate or unfinished content is not available for viewing, content approval means that a designated user with permission to approve or reject content can specify whether new items or changes to existing items should remain in a pending state until they are approved. 
[bookmark: _Toc244075577][bookmark: _Toc264274836][bookmark: _Toc296321548]Create a new file in a library
1. Navigate to the site containing the library for which you want to create a file.
2. Click the name of the library on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate library section, click the name of the library. A site can be significantly modified in appearance and navigation. If you cannot locate an option, such as a command, button, or link, contact your administrator.
3. In the ribbon, under the Library Tools section, click the Document tab, and then in the New group, click New Document. If additional templates are associated with your library, other choices appear, such as New Worksheet or New Contract. Usually, a security message displays, and after you click OK, a file is created based on the template associated with the command.
4. Add the information that you want to your file. 
5. Save the file as you normally do by clicking the Save button or command in the application, and then naming your file. If you are saving a file to a library that requires files to be checked out, the file is initially checked out to you. You must check in the file before other people can edit it. Depending on how your library is set up, you may be prompted for additional information about the file when you save it. For example, you may be asked to choose the content type of the file or enter more details about the file.
6. The file is added to the library and should appear in the list of files. If you do not see your files in the library right away, refresh the browser. If content approval is required for your library, your file may need to be approved before it is visible to everyone who has permission to view the files in the library.
[bookmark: _Toc244075578][bookmark: _Toc264274837][bookmark: _Toc296321549]Upload a single file to a library
Note If you want to upload a file that has the same file name as an existing file in the library, and you don't want to replace or add a new version of the existing file, you must rename one of the duplicate files.
1. Navigate to the site containing the library for which you want to upload a file.
2. Click the name of the library on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate library section, click the name of the library. 
3. In the Ribbon, under the Library Tools section, click the Document tab, and then in the New group, click the arrow next to Upload Document, and click Upload Document.
4. In the Upload Document dialog box, click Browse to find the file that you want to add, select the file, and then click Open. 
5. If you are uploading a revised version of an existing file, do one of the following: 
· Library not configured to track file versions You can replace the existing file with the revised file. In the Upload Document section, select the Overwrite existing file(s)? check box.
· Library configured to track file versions You can replace the existing file with the new version as part of the document history. In the Upload Document section, select the Add as a new version to existing files? check box
6. Click OK. If a form appears that requests more information about the file, enter the information into the boxes, such as the title. A red asterisk appears next to the name of each box that requires information. Different boxes may appear, depending on how your library is set up and whether your group requires custom properties. If you are uploading a file to a library that requires certain file properties to be filled out, and those properties are missing, the file remains checked out to you. When you fill out the required properties, you can check in the file. If you are uploading a file to a library that requires files to be checked out, the file is initially checked out to you. You must check in the file before other people can edit it. 
7. The file is added to the library and should appear in the list of files. If you do not see your files in the library right away, refresh the browser. If content approval is required for your library, your file may need to be approved before it is visible to everyone who has permission to view the files in the library. 
In a wiki page library, you can create new wiki pages, but you cannot upload existing files.
[bookmark: _Toc244075579][bookmark: _Toc264274838][bookmark: _Toc296321550]Upload multiple files to a library
1. Navigate to the site containing the library for which you want to upload files.
2. Click the name of the library on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate library section, click the name of the library.
3. In the Ribbon, under the Library Tools section, click the Document tab, and then in the New group, click the arrow next to Upload Document, and click Upload Multiple Documents. 
4. In the Upload Multiple Document dialog box, do one of the following:
· From a Windows Explorer window opened to the folder containing the files you want to upload, drag and drop the selected files.
· Click Browse for files instead, and then add the selected files from the Open dialog box.
5. In the Upload Multiple Document dialog box, click OK after all files are marked Done, and then click Done. If you are uploading files to a library that requires certain file properties to be filled out, and those properties are missing, the files remain checked out to you. When you fill out the required properties, you can check in the files. If you are uploading files to a library that requires files to be checked out, the files are initially checked out to you. You need to check the files in before other people can edit them.
6. The files are added to the library and should appear in the list of files. If you do not see your files in the library right away, refresh the browser.
[bookmark: _Toc244075581][bookmark: _Toc244075582][bookmark: _Toc264274839][bookmark: _Toc296321551]Add files to a library by sending e-mail
Before you can send e-mail to a library, you need to know if the library is set up to receive e-mail and then obtain the address.
Obtain the e-mail address for the library by doing one or more of the following:
· Look in the address book of your e-mail program. If the e-mail address is not there, you need to obtain it from the person who set up the library. Then you can add it to the contacts list of your e-mail program, so that you can easily find it later. 
· View the description of the library, which appears just under the title of the library. Your site owner may have added the e-mail address of the library to its description. 
· View the e-mail settings for the library, if the e-mail address does not appear in the description of the library and you have permission to view the library settings: 
1. Navigate to the site containing the library or list for which you want to send files by e-mail.
2. Click the name of the library on the Quick Launch, or click Site Actions, click View All site Content, and then in the appropriate library section, click the name of the library.
3. In the Ribbon, under the Library Tools section, on the Library tab, in the Settings group, click Settings.
4. On the List Settings page, if the library is enabled to receive e-mail, its address appears under List Information, Next to E-mail Address.
· Use the e-mail address of your group to send the file as an attachment. Your organization may have its own e-mail list, called a SharePoint group which enables its members to send mail to each other. The group address can contain the addresses of libraries, so that when you send e-mail to members of the group, attachments to the messages are automatically added to your Windows SharePoint Services 3.0 site. 
Send e-mail to a library
1. In your e-mail program, attach the file, such as a document or worksheet, to an e-mail message. 
2. In the To or Cc box, enter the address of the library. If your group already includes the library, enter the e-mail address of the SharePoint group instead. 
3. Send the message. In most e-mail applications, you click Send to send the message. 
4. The files are added to the library and should appear in the list of files. If you do not see your files in the library right away, refresh the browser. 
[bookmark: _Toc244075583][bookmark: _Toc264274840][bookmark: _Toc296321552]Delete one or more files in a library
Be careful when you delete files. Deleting files may be permanent and you may not be able to recover them. Consider moving or archiving the files instead. Depending on how your site was configured, you may be able to recover the files and its contents from the Recycle Bin.
1. Navigate to the site containing the library for which you want to delete files.
2. Click the name of the library on the Quick Launch, or click Site Actions, click View All Site Content, and then in the appropriate libraries section, click the name of the library.
3. Make sure the files are not checked out by refreshing the browser and noting the icon in the Type column. If one or more files are checked out, those files must be checked back in by the person who checked them out.
4. For each file on the page that you want to delete, hover over the selection column, and then click the check box.
5. In the Ribbon, under the Library Tools section, click the Documents tab, and then in the Manage group, click Delete Document.
Tip: Consider using Datasheet view to delete multiple items, especially when the items may not display on one page in Standard view.
[bookmark: _Toc296321553]Check in/Check out
If you want to make changes to a file that resides in a site library, the safest way to do it is to check the file out. That way, you can be sure that no one else can change the file while you are working on it. When you have the file checked out, you have the opportunity to edit it on or offline, and save it—multiple times, if necessary. 
When you complete your edits and check the file back into its site library, other people can see your changes and it becomes available to them for check-out, if they have appropriate permissions. And, if you decide not to make or keep any changes in the file, you can simply discard your checkout so that you do not affect version history.
Some libraries are configured to require checkout of files. If this is the case in your organization, you will be prompted to check out any files that you want to edit. When you are finished with the file, you must check it back in or discard the checkout. 
If checkout is not required, you can open a document in its library, make changes, save it, and close it. However, if you do that, someone else might be working on the document at the same time and can overwrite your changes. Unless you are completely certain that you are the only one who has the file open, it is best to check it out before you apply any changes.
Important: If you are working as a co-author a document (when multiple people work simultaneously on the same document), do not check the document out unless you want to write exclusively to it.
[bookmark: _Toc258239254][bookmark: _Toc296321554]Check out a file
To check out a file from a library:
1. Navigate to the library where your file resides.
2. Choose one of the following methods of checking out the file:
· Point to the file name, click the drop-down arrow that is next to the file name, and select Check Out. 
[image: Drop-down list for a Word file that is selected in a SharePoint list. "Check Out" is highlighted.]
· Select the check box next to the file name and, on the ribbon, select the Check Out icon. 
[image: SharePoint ribbon with "Check Out" selected]
A message box opens, advising you that you are about to check out a file. If you want to save it in the folder you have designated for your local drafts, select the Use my local drafts folder check box.
[image: Message box that offers the opportunity to keep checked out file in a local drafts folder]
Important: If you select two or more files for checkout, you do not have the option to save them to a local drafts folder.
3. Decide whether you want to save the file to your local drafts folder. Speed and portability are the advantages of saving the file to a local folder. Greater file protection is the advantage of working online. If you do not need to work offline, you might prefer to work online. If you want to save it to your local drafts folder, select the Use my local drafts folder check box. Otherwise, do not select the check box.
4. Click OK. When the file is checked out, the icon next to the file name is partially covered by a green, downward-pointing arrow[image: Icon displaying checkout symbol]. This tells you, or anyone else, that the file is checked out. If you hover over the icon of any checked-out file, a tool tip displays the name of the document and the name of the person who has it checked out. 
[image: ToolTip that appears below the checked-out file icon. It lets the user know the file name and who has it checked out.]
[bookmark: _Toc258239255][bookmark: _Toc296321555]Check in a file
Your files, and any changes you have made to them, will not be available to your colleagues until you check them back into your library.
To check in a file
1. Navigate to the library where your file resides.
2. Choose one of the following methods for checking your file back in:
· Point to the file that you want to check in, click the drop-down arrow that is next to the file name, and then select Check In.
[image: Drop-down box showing "Check in" selected]
· Select the check box next to the file icon and then, on the ribbon, click Check In.
[image: SharePoint ribbon with cursor pointing to the Check in icon]
3. When the Check in message box opens, make the appropriate selection in the Retain Check Out area.
· If you want to do an interim check-in and then continue working on the file, select Yes in the Retain Check Out area. 
· If you are finished with your work on the file and do not need to keep it checked out, select No in the Retain Check Out area.
[image: Message box that appears when a file is checked in]
4. In the Comments area, add a comment that describes the changes you made. This step is optional but recommended as a best practice. Check-in comments are especially helpful when several people work on a file. Moreover, if versions are being tracked in your organization, the comment becomes part of the version history, which may be important to you in the future, if you need to return to an earlier version of the file for any reason.
5. Click OK to finish checking in the file or Cancel if you change your mind for some reason. The green arrow disappears from the file icon when the file is checked back in. 
[bookmark: _Toc258239256][bookmark: _Toc296321556]Discard a check-out
If you check out a file and make no changes to it, you can simply discard the checkout, rather than saving it. If your organization tracks versions, a new version is created each time you check a file back into the library. By discarding the checkout, you can avoid making new versions when you have not made any changes to the file. 
In some cases, you might make changes that you do not want to keep. Rather than saving the file, you can discard the checkout and thereby lose the changes.
To discard a check-out:
1. Navigate to the library where your file resides.
2. Choose one of the following methods for checking your file back in:
· Point to the file that you want to check in, click the drop-down arrow that is next to the file name, and then select Discard Check Out.
[image: Drop-down menu showing "Discard checkout" selected]
· Select the check box next to the file icon and then, on the ribbon, click Discard Check Out.
[image: Discard checkout icon on the SharePoint ribbon]
3. When the Open Document message box announces that you are about to discard the file, click OK to finish checking in the file or Cancel if you change your mind. The green arrow disappears from the file icon when the file is checked back in. 
[bookmark: _Toc296321557]Making Checking out mandatory
Some organizations establish a requirement that files must be checked out before they can be edited. This requirement prevents multiple users from overwriting one another’s changes to files and provides a clear version history when versioning is enabled on the files. 
[bookmark: _Toc270603900][bookmark: _Toc220831190][bookmark: _Toc217666999][bookmark: _Toc223274096][bookmark: _Toc224110036][bookmark: _Toc224629637][bookmark: _Toc258597262]One way to control document collaboration is to require check-out of files, especially when multiple users have access to the library. If you have a file checked out, you can be sure that other people cannot overwrite it. However, you are also preventing other people from seeing the latest changes or making changes themselves, so it is important that you check files back in promptly. Do not configure your site library to require checkout if people plan to co-author documents in the library. People cannot work simultaneously on documents when required check-out is in effect.
When you work in a library that requires check-out of files, it is helpful if you understand the impact of your actions. 
	If you do this…
	This is what happens…

	Create or add a file to a site library
	The file is initially checked out to you. You must check it into the library before others can see it and work with it. 

	Open a file for editing
	The file is automatically checked out to you when you click Edit in <application name>. A message box alerts you that you are about to check out the file and offers you the opportunity to edit it in your local drafts folder. 
[image: SharePoint file check-out message]
After check-out, the file icon is covered with a green, downward-pointing arrow [image: TBD], indicating that the file is now checked out. No one else can change the file, and no one else can see your changes, while you have it checked out.

	Make changes to the information about the file (the properties)
	If the file is not already checked out to you, you must check it out before you can make changes to its properties, such as its title, author name, due date, word count, and so on. Your changes will not take effect until you check the file back in.

	Try to open a file that is checked out to someone else
	The Check Out and Check In options are unavailable. You cannot check out a file that someone else has checked out. If you attempt to do so, a message will let you know that the file is checked out by someone else. 
[image: Message telling you that the file is locked by someone else]
You can, however, find out who has the file by hovering over the file icon. The name of the person who has checked it out is displayed in a tooltip. 
[image: ToolTip that appears below the checked-out file icon. It lets the user know the file name and who has it checked out.]
You can contact that individual to request check-in of the file if you need it quickly. 

	Check the file in
	You are prompted to enter a comment about the changes you made. If your library tracks versions, your comment becomes part of the version history. If both major and minor versions are tracked, you are prompted to choose which type of version you are checking in. 

	Keep the file checked out for a long time
	No one else can see your changes or edit the file while you have it checked out. While this is helpful during the time you are making changes, it may also prevent others from performing their assigned tasks. It is both good business practice and common courtesy to check the file back in as quickly as possible after you check it out. In some circumstances, an administrator may have to force a check-in of the file.


[bookmark: _Toc270603901]
Configure a site library to require check-out?
Only people who have Full Control or Design permissions can set up libraries to require check-out of files. 
To require check-out of files 
1. Navigate to the library you plan to work in. If the library name does not appear in the Quick Launch pane, click All Site Content, and then select the name of your library.
2. On the ribbon, in the Library Tools group, click the Library tab.
3. Click Library Settings [image: Library Settings button on the SharePoint Foundation Library ribbon].
4. On the Library Settings page, under General Settings, click Versioning settings.
5. In the Require Check Out section, under the Require documents to be checked out before they can be edited? question, select Yes.
6. Click OK to close the dialog box and return to the Library Settings page.
[bookmark: _Toc270603902]

[bookmark: _Toc296321558]Content Approval
Some site lists and libraries contain sensitive information, such as projected marketing campaigns or human resources initiatives. It can be important to have only “official” versions of items or files viewable by users. To accomplish that, some organizations establish a moderator who can review and approve the items or files before the content becomes visible to most site users. The moderators can apply a significant level of quality and security to the content in the lists and libraries. 
[bookmark: _Toc258597260][bookmark: _Toc270603604][bookmark: _Toc296321559]Specify that items or files in a list or library require approval
If someone submits an item or file to a list or library that requires approvals, it is in Pending status until someone who has the necessary permissions to do so approves it. While it is awaiting approval, it remains in Pending status.
Usually, when an item or file is in Pending status, only the originator of the item or file and the people who have permissions to manage lists and libraries can see it. After its status changes from Pending to Approved, it becomes visible to anyone who has permission to view the list or library. Rejected articles stay in the list or library until the originator—or someone else who has the necessary permissions—deletes them. Any items or files that already exist in the list or library are granted Approved status automatically.
Important If security in the site library is configured to allow any user to read items, then anyone who has Read permissions to the site can see all items in the list or library, whether or not the items are in Approved status.
[bookmark: _Toc258597261]Only persons who have Full Control or Design permissions can alter List or Library settings.
To set up required approval of items or files
1. If the site list or library is not already open, click its name in the Quick Launch pane.
2. On the ribbon, click the Library tab in the Library Tools or List Tools group.
3. If you are working in a library, click Library Settings. If you are working in a list, click List settings. In this example, the Library Settings page opens.
[image: Library settings page with Versioning Settings link displayed]
4. Under General Settings, select Versioning settings. The Versioning Settings page opens.
[image: Versioning Selections page showing Approve selections]
5. In the Content Approval section, select Yes in answer to the Require content approval for submitted items?
6. In the Draft Item Security section, determine which users can see draft items in the document library. In this example, Only users who can approve items (and the author of the item) is selected.
7. Click OK.
The following example shows Approved items in a library after the Require content approval option was set to Yes. Because these files were already in the library, they were approved automatically.
[image: SharePoint libarary after Approval is required. Files already in the library are in Approved status.]
[bookmark: _Toc270603605][bookmark: _Toc296321560]Approve or Reject items
Some lists and libraries on sites are set up so that only approved items or files can be published in them. Blogs are a good example. Most organizations are careful to vet blog entries so they can screen out inappropriate language, offensive rhetoric, or unsolicited commercial e-mail. 
If someone submits an item or file to such a list or library, it is in Pending status until it is approved by someone who has the necessary permissions to do so. While it is waiting for approval, or after being rejected, it remains in Pending status. Usually, when an item or file is in Pending status, only the creator of the item or file and people who have permissions to manage lists and libraries can see it. It becomes visible to others only after its status changes from Pending to Approved. Rejected items and files stay in the list or library until someone who has the necessary permissions deletes them, or until the originators delete them, 
Important: If security in the library is configured to allow any user to read items, then anyone who has Read permissions to the site can see all items in the list or library, whether or not the items are in Approved status.
[bookmark: _Toc269819402][bookmark: _Toc296321561]Approve or reject items or files in a site list or library
Only persons who have Full Control or Design permissions can approve or reject items or files in a list or library that requires approval. Other site users can only view what they have permission to view or what they have uploaded themselves. Approval or rejection of items or files in lists or libraries must be done one at a time. You cannot approve or reject multiple items or files in one operation.
[bookmark: _Toc269819403]Approve an item or a file
1. Navigate to the library or list where the Pending item or file is located.
[image: SharePoint library that has a pending file waiting for approval]
2. Hover over the item, click the arrow, and then, in the drop-down box next to the item or file name, select Approve/Reject.
[image: Approve/Reject drop-down menu]
3. In the Approval Status section of the dialog box that opens up, select Approved.
4. In the Comment section, type a comment about why the item was approved. This step is optional, but recommended for history purposes.
[image: Approve/Reject Dialog box with Approved selected and a comment added]
5. Click OK. When the Approve/Reject dialog box closes, the Approval Status of the file is Approved.
[image: SharePoint library after a pending file has reached Approved status]
[bookmark: _Toc269819404]

[bookmark: _Toc296321562]Versioning
When versioning is enabled in your list or library, you can store, track, and restore items in a list and files in a library whenever they change. Versioning, combined with other settings, such as required check-out, gives you a lot of control of the content that is posted on your site and can provide real value if you ever have a need to look at or restore an old version of an item or file. 
[bookmark: _Toc270599844][bookmark: _Toc296321563]Versioning overview
Versioning is available for list items in all default list types—including calendars, issue tracking lists, and custom lists. It is also available for all file types that can be stored in libraries, including Web Part pages.
You can use versioning to do the following:
· Track history of a version . When versioning is enabled, you can see when an item or file was changed and who changed it. You can also see when properties (information about the file) were changed. For example, if someone changes the due date of a list item, that information appears in the version history. You can also see the comments people make when they check files into libraries.
· Restore a previous version . If you made a mistake in a current version, if the current version is corrupt, or if you simply like a previous version better, you can replace the current version with a previous one. The “restored” version becomes the new current version.
· View a previous version . You can view a previous version without overwriting your current version. If you are viewing version history within a Microsoft Office document, such as a Word or Excel file, you can compare the two versions to determine what the differences are. 
[bookmark: _Toc270599845][bookmark: _Toc296321564]When versions are created
When versioning is enabled, versions are created in the following situations:
· When a list item or file is first created or when a file is uploaded.
Note If file check-out is required, you must check the file in to create its first version.
· When a file is uploaded that has the same name as an existing file and the Add as a new version to existing files check box is selected. 
· When the properties of a list item or file are changed.
· When a file is opened, edited, and saved. A version is created when you first click Save. It retains the new version number for the duration of the current editing session, even though you might save it several times. When you close it and then reopen it for another editing session, another version is created.
· When, during co-authoring of a document, a different user begins working on the document. The default time period for creating new versions during co-authoring is 30 minutes, but an administrator can change that setting.
There can be up to three current versions of a file at any given time: the checked-out version, the latest minor or draft version, and the latest published or major version. All other versions are considered historical versions. Some current versions are only visible to users who have permissions to view them.
[bookmark: _Toc270599846][bookmark: _Toc296321565]Major and minor versions
Some organizations track both major and minor versions of files in their libraries. Others only track the major versions. When only the major versions are tracked, it is referred to as “simple versioning.” Minor versions can be configured in libraries. Major versions are identified by whole numbers; minor versions are identified by decimal numbers. A major version number, for example, is 5.0. The first minor version of that file will be numbered 5.1.
Most organizations use minor versions when files are under development, and major versions when certain milestones are reached or when the files are ready for review by a wide audience. In many organizations, draft security is set to allow only the owner of a file and people who have permissions to approve files. That means that minor versions cannot be seen by anyone else until a major version is published. 
Simple versioning is available for site lists, but minor versions are not available. Each version of a list item is numbered with a whole number. If your organization requires approval of items in a list, the items remain in Pending status until they are approved by someone who has permissions to approve them. While in Pending status they are numbered with whole numbers and are referred to as drafts.
[bookmark: _Toc270599847][bookmark: _Toc296321566]Version numbering
Version numbers are automatically added each time you create a new version. In a list or library that has simple versioning enabled, the increments are made in whole numbers, such as 1.0, 2.0, 3.0, and so on. In libraries, your administrator might enable versioning for both major and minor versions. When minor versions are being tracked, they are numbered in decimals such as 1.1, 1.2, 1.3, and so on. When one of those versions is published as a major version, its number becomes 2.0. Subsequent minor versions are numbered 2.1, 2.2, 2.3, and so on. The default number of minor versions between major versions is 512. If you attempt to save another minor version, you will see an error message that tells you that you must first publish the document. Your site administrator can change the default to allow fewer minor versions.
When you discard a check-out, the version number does not change. If the most recent version was version 3.0, it remains at 3.0 after you discard the check-out.
When you delete a version, the version goes to the Recycle bin and its number goes with it. The Version History will show the remaining version numbers. In the following example, which has both major and minor versions, you can see that versions 1.0, 2.0, 2.1, and 3.0 are no longer there. The version history indicates that some versions have been deleted. The current major version, 4.0, is both highlighted in color and identified with a note that it is “the current published major version.”
[image: Version History dialog box showing several versions. Some versions are missing and the most recent one is highlighted.]
[bookmark: _Toc296321567]Versioning settings
The Versioning Settings dialog box contains four major sections, some of which are not strictly involved with versioning. Each section requires decisions when you set up a library. Of course, if you have the necessary permissions, you can change the settings at a later date. 
· Content Approval section . Use this section to decide whether to require content approval for items that are submitted to the library. 
· Document Version History section . Use this section to select the various versioning options that are available to you. The following table lists each option and the impact of choosing it.
	Selection
	Impact

	No versioning
	Only the current version of an item or file is available to site users. This is the default setting

	Create major versions
	Versions are created and retained for each major version. Minor versions are neither created nor maintained. 

	Create major and minor (draft) versions
	Both major and minor versions are created and tracked upon file check-in. The person who is working on the file must indicate, at check-in, whether the file is a major or minor version.

	Keep the following number of major versions
	If the check box for this optional setting is selected, the number below it indicates how many major versions are retained in the library. If, for example, that number is 25, the oldest version is deleted when the 26th version is created. Then, only versions 2-26 are available. You can manage your library more easily if you prevent the number of versions from proliferating. However, if it is important to retain every version, or a great number of versions, either apply a very high limit or no limit at all.

	Keep drafts for the following number of major versions
	If this optional setting is selected, the number in the box determines how many draft versions are retained. For example, you might decide that you want to retain 25 major versions, but you only require drafts for the most recent five versions. Unless you have a legal or another special requirement, you probably do not need to retain all drafts for all major versions.


· Draft Item Security section . Use this section to determine who should see draft items in the library. You can allow any user who has Read permissions to the library to view them, or you can restrict the view to only those users who can edit items or to only the author of the item and the people who can approve items. If you choose to restrict the view, only designated viewers can see the minor versions (drafts). Other users see only the major versions. 
· Require Check Out section . Use this section to specify whether users must check out files before they can make changes to them. 
[bookmark: _Toc270602031][bookmark: _Toc296321568]Enable versioning in a library
1. Navigate to the library you plan to work in. If the library name does not appear in the Quick Launch pane, click All Site Content, and then select the name of your library.
2. On the ribbon, in the Library Tools group, click the Library tab.
3. Click Library Settings [image: Library Settings button on the SharePoint Foundation Library ribbon].
4. On the Library Settings page, under General Settings, click Versioning settings. The Versioning Settings dialog box opens.
5. In the Document Version History section, select one of the following options:
· Create major versions – If you select this, you can set a limit to the number of major versions.
· Create major and minor (draft) versions – If you select this, you can set a limit to both the number of major versions and the number of versions for which you want to retain drafts.
6. Optional: Limit the number of versions you want to retain.
· Select the Keep the following number of major versions check box if you want to limit the number of versions that are retained in your library. Otherwise, do not select it. In the box immediately below the check box, enter the number of versions you want to retain.
· Select the Keep drafts for the following number of major versions check box if you want to limit the number of drafts you retain. This option is available only when the Create major and minor (draft) versions option is selected. In the box immediately below the check box, enter the number of versions for which you want to keep drafts.
7. Optional: Determine which users should be allowed to see draft items in the document library. In the Draft Item Security section, select one of the following. 
· Any user who can read items. Select this to allow access to anyone who has Read permissions to the site. This option is available when Create major and minor (draft) versions is selected in the Document Version History section.
· Only users who can edit items. Select this to restrict the view of drafts to those who have permissions to edit. This option is available when Create major and minor (draft) versions is selected in the Document Version History section.
· Only users who can approve items (and the author of the item). Select this to restrict the view to only the original author of the item and those who have permissions to approve items in the library. This option is available when the Content Approval section is set to Yes.
8. Optional: Determine whether you want to require check out in this library. The default is to not require it. If you want to change the default, select Yes in the Require Check Out section. 
9. Click OK to close the dialog box and return to the Document Library Settings page.
[bookmark: _Toc270602032][bookmark: _Toc296321569]View version history within the library or list
You can view the version history of any item or file in any list or library on your site to which you have Read permission. Some document libraries are set up so that anyone can view all versions, whether major or minor, and other libraries limit viewership of minor versions to people who have specific permissions. Major versions are always in whole numbers, such as 1.0, 2.0, and so on. Minor versions are denoted by decimals following a major version number, such as 1.1, 1.2, 1.3 and so on. 
In general, major versions are those that have reached a certain milestone, such as the end of a chapter, or a draft that is ready for review. Minor versions are usually interim updates to a file while it is being developed. The author may not want the file to be seen by other people until it reaches a certain state of readiness. .
1. Navigate to the list or library that contains the item or file you want to explore.
2. Hover over the item or file for which you want to view the history, click the arrow that appears, and select Version History from the drop-down list. 
[image: Drop-down list for a SharePoint file. Version History is selected.]
The Version History dialog box opens.
Note If you do not see the Version History command, your list or library may not be tracking versions. 
[image: Version history that shows major and minor versions and comments]
	[image: Callout 1]
	The most recent minor version

	[image: Callout 2]
	A comment left by the last person who checked in the file.

	[image: Callout 3]
	The first version of the file. The first version is always numbered 1.0.


3. To view a particular version of a file, look at the time and date listings in the Modified column of the Version History dialog box and click the one that interests you. The item or file opens up in a separate window where you can view it. 
4. Close the item or file when you have finished viewing it.
5. To return to your list or library, close the Version History dialog box.
Tip Depending on your permissions, you can restore, unpublish, or delete a version by pointing to its name, clicking the down arrow, and then selecting the appropriate command.
[bookmark: _Toc283617663][bookmark: _Toc296321570]View version history from within a Microsoft Office document
If you are working with a Microsoft Office 2010 document, such as a Word, Excel, or PowerPoint file, you can view version history from the Backstage view rather than returning to the list or library to view the history.
The following example is from the Backstage view of a Microsoft PowerPoint file. It shows both a major and a minor version.
[image: Version history in PowerPoint backstage area]
The next example is from a Microsoft Word file. Only major versions appear in this version history. This could mean that only major versions are enabled in the document library, or it could mean that you only have permission to view major versions, not minor ones.
[image: Version history in the backstage view of a Microsoft Word document]
	[image: Callout 1]
	The current version of the file

	[image: Callout 2]
	A version that has a comment from the person who checked in this version. Hover over the icon that is next to the author’s name to view the comment.


1. Navigate to the document library on your site that contains the file you want to open.
2. Hover over the file name until you see the drop-down arrow and then click Edit in <application name>. In the above example, you would select Edit in Microsoft Word. 
Note If your library requires check-out of files, or if you prefer to check out the file, you must check it out before you open it. 
3. In the application, select the File tab to expose the Backstage view. The version history appears next to the Manage Versions button, as shown in the two examples above.
4. From the list, select the version you want to view. That version will open up so you can view it 
[image: Backstage View of the version history of a Microsoft Word file. Version 4 is selected.]
You can simply view the file or, while it is open, you can choose to make it your current version by clicking Restore in the yellow banner at the top of the file, or you can compare the selected version to the current version by clicking Compare.
[image: Yellow banner at the top of an application file that has two buttons that allow you to either compare the version to your current version or to restore it to make it your current version]
5. Close the selected version when you are finished viewing it. A message box will ask if you want to save the file or not. You can either save it to your local drive or click Don’t Save. 
6. To continue working in the file you originally opened, select one of the other tabs at the top of your document, such as Home.
[bookmark: _Toc296321571]Publish a major version
When you are ready for a minor version of a file to be viewed by everyone who has permission to your site, you can publish it. If your document library is set up to require document approval, a major version of the file is published automatically when a person with Approver permissions approves the file. When you publish it, it becomes a major version and its version number is a whole number, such as 5.0.
1. Navigate to the list or library where your item or file is located.
2. Point to the item or file for which you want to publish a major version, click the arrow that appears, and then click Publish a major version.
[image: Document drop-down box in a SharePoint library. "Publish a major version" is highlighted.]
The Publish Major Version dialog box opens.
3. Enter a comment in the Comments field and then click OK. 
[image: Publish Major Version dialog box]
Note Comments are optional, but it is a good practice to add them because they become part of the file history and make it easier for you to search for a correct previous version if you ever need to search the version history of the file. .


[bookmark: _Toc296321572]Alerts and RSS Feeds
Alerts are notifications of changes to content on a site that you receive as e-mail messages or text messages to your mobile phone, depending on how your site is configured. You can use either the User Information page or the Manage Alerts on this Site page to view and cancel your alerts (alert: A feature that notifies a user by e-mail when there is a change to an item, document, list, or document library on the Web site.) and change the settings for your alerts. If you have permission to manage a site, you can also view and cancel alerts for other people by using the User Alerts page.
You can stay updated on changes to documents and list items on your SharePoint site by receiving notifications of changes as alerts and Really Simple Syndication (RSS), if your site is configured to send them.
[bookmark: BMov]Both alerts and RSS Feeds inform you about updates, and both allow you to customize how much information you receive. They differ in how you receive the updates.
Alerts come in e-mail or as text messages to your mobile phone, at the interval you specify, and let you know when specific items change. For example, if you want to know each time someone adds new files to a library, you can create an alert for yourself or even for a co-worker.
RSS Feeds help you to consolidate updates from different sites in an RSS reader. RSS Feeds come at periodic intervals, and appear in an RSS reader, where you might already manage subscriptions to other types of information, such as headlines from news or blog sites. There are several types of RSS readers, including stand-alone readers, browsers such as Windows Internet Explorer, and e-mail programs such as Microsoft Outlook.
[bookmark: _Toc296321573]Alerts
Alerts can be set up for different types of information, so that you can learn about the changes you are most interested in. You can set up an alert for a list, library, folder, file, or list item. For example, you can set up an alert for a folder in a library, without receiving alerts when changes occur to the rest of the library.
You can set up alerts for different types of changes, ranging from every single change to only changes that occur to the files you created. You can also set up the delivery method for alerts so that they appear as messages in your e-mail inbox or as text messages on your mobile phone.
Before you can receive an alert as an e-mail message, a server administrator must configure outgoing e-mail in Central Administration. Similarly, before you can receive an alert as a text message, a server administrator must enable the SMS/MMS service settings in Central Administration. 
[bookmark: _Toc296321574]RSS Feeds
RSS Feeds appear in an RSS reader with updates and subscriptions from other sites. RSS is a technology that enables you to receive updates in a standardized format from several sites at once. You can view and subscribe to RSS Feeds for a list or library, or even a view where you have filtered the information or customized the columns. Before you can receive RSS Feeds, the server administrator must enable RSS Feeds in Central Administration and the site administrator must have enabled RSS feeds for the site on the Site Settings page. 
[bookmark: BMalert_createll][bookmark: _Toc296321575]Working with Alerts and RSS Feeds
[bookmark: _Toc296321576]Create an alert for a list or library
Tip If you have permission to manage alerts, you can also create an alert for another person by typing his or her information into the Users box.
1. In the list or library where you want to create the alert, click the Library or List tab on the ribbon. 
2. In the Share & Track group, click Alert Me and then click Set alert on this library. (In a list, the command will say Set alert on this list.)
3. On the New Alert page, in the Alert Title section, change the title for the alert if you want. The title appears in the subject line of the alert e-mail message and is also used for managing alerts.
4. In the Delivery Methods section, select the method of delivery you want for your alerts. 
Note If the Text Message (SMS) options are grayed out, you might not have a mobile phone number saved on the site. To save a mobile phone number, at the top of the site, click your name, and then click My Settings. Then on the User Information page, click Edit Item. If you have saved a mobile phone number and the options are still grayed out, the site might not be configured for outgoing e-mail and SMS alerts. Contact your server administrator.
5. If the Change Type section is available, choose the types of changes that you want to be notified about. For example, you can receive alerts about all changes or only when items are deleted.
6. In the Send Alerts for These Changes section, specify whether you want to be alerted for all types of changes, or for specific changes, such as when anything changes or only when someone changes an item that you created or recently changed.
7. In the When to Send Alerts section, choose how frequently you want to receive the alerts, such as immediately or in a daily or weekly summary, and at what day or time. 
Note For mobile alerts, Send immediately is the only option.
8. Click OK.
Note Depending on how your site and servers are set up, the person you created an alert for might receive an e-mail message that confirms that you created an alert. The alert e-mail message might provide links to the list or library, alert settings, the name of the person who created the alert, a mobile view, and other information and commands. 
[bookmark: BMalert_createffl][bookmark: _Toc296321577]Create an alert for a folder, file, or list item
You can use the following procedure to create an alert to track an item in a list, a document in a library, or a folder in a list or library. For example, you can set an alert so that you receive notifications about changes to an event on a calendar or a task in a Tasks list. 
1. In the list or library where the folder, file, or list item is located, point to the item, click the arrow that appears, and then click Alert Me. In some views, such as a view of items in a calendar, you may need to click the item, and then click Alert Me.
2. On the New Alert page, in the Alert Title section, change the title for the alert if you want. The title appears in the subject line of the alert e-mail message and is also used for managing alerts.
3. In the Delivery Methods section, select the method of delivery you want for your alerts. 
4. If the Change Type section is available, choose the types of changes that you want to be notified about. For example, you can receive alerts about all changes or only when items are deleted.
5. In the Send Alerts for These Changes section, specify whether you want to be alerted for all types of changes, or for specific changes, such as when anything changes or only when someone changes an item that you created or recently changed.
6. In the When to Send Alerts section, choose how frequently you want to receive the alerts, such as immediately or in a daily or weekly summary, and at what day or time. 
Note For mobile alerts, Send immediately is the only option.
7. Click OK.
[bookmark: BMrss_sub][bookmark: _Toc296321578]Subscribe to an RSS Feed for a list or library
Note Depending on your browser or how your system is set up, this procedure might not be available or the steps may differ. 
1. In the list or library to which you want to subscribe, click the Library or List tab on the ribbon. 
Tip If your Web browser enables you to subscribe to a view, an RSS toolbar button might become enabled at this point. If so, you might be able to click it to subscribe directly to the list or library. If this feature is not available in your browser, then you can follow the steps in the rest of this procedure.
2. In the Share & Track group, click RSS Feed. The feed appears in a browser window.
3. On the page that appears, follow the instructions for how to subscribe to the feed. For example, click Subscribe to this feed.
4. Follow any additional instructions in your RSS reader, browser, or e-mail program.
Note If subscribing to the feed by using the subscription link doesn't work for your reader, follow the instructions in your RSS reader to copy and paste the URL of the feed into your reader.
[bookmark: BMrss_view][bookmark: _Toc296321579]Subscribe to an RSS Feed for a view
If you have permission to modify a view, you can subscribe to an RSS Feed for a particular view. This enables you to receive updates on changes that occur to information that appears only in that view.
Some Web browsers enable you to subscribe to a view by clicking an RSS button in the browser toolbar.
1. In the list or library to which you want to subscribe, click the Library or List tab on the ribbon. 
2. Open the view that you want to subscribe to by selecting the view from the drop down list in the Manage Views group on the ribbon. 
3. Click Modify View to open the view for editing. 
Note If Modify this View does not appear on the View menu, you do not have permission to edit the view and therefore you cannot use this method to subscribe to the RSS Feed of the view.
4. In the Name section, click the RSS button [image: RSS Image].
5. On the page that appears, follow the instructions for how to subscribe to the feed. For example, click Subscribe to this feed.
6. Follow any additional instructions in your RSS reader, browser, or e-mail program.
Note If subscribing to the feed by using the subscription link doesn't work for your reader, follow the instructions in your RSS reader to copy and paste the URL of the feed into your reader.
[bookmark: BMalerts_viewsite][bookmark: _Toc296321580]View my alerts on a site
1. At the top of the site, click your name, and then click My Settings.
2. On the User Information page, click My Alerts.
[bookmark: BMalerts_change][bookmark: _Toc296321581]Change my alert settings
1. At the top of the site, click your name, and then click My Settings.
2. On the User Information page, click My Alerts.
3. Click the name of the alert that you want to change.
4. On the Edit Alert page, change the settings that you want to change.
5. Click OK.
[bookmark: BMalerts_canmine][bookmark: _Toc296321582]Cancel an alert for myself
1. At the top of the site, click your name, and then click My Settings.
2. On the User Information page, click My Alerts.
3. Select the check box next to the alert that you want to cancel.
4. Click Delete Selected Alerts. 
5. When you are prompted to confirm the deletion, click OK.
[bookmark: BMalerts_vwothers][bookmark: _Toc296321583]View alerts for other people on a site
To view alerts for other people, you must have permission to manage site settings.
1. Click Site Actions [image: Site Actions Menu]and then click Site Settings.
2. On the Site Settings page, under Site Administration, click User alerts.
3. In the list next to Display alerts for, select the person whose alerts you want to view.
4. Click the Update button.
[bookmark: BMalerts_canothers]Cancel an alert for another person
To view and cancel alerts for other people, you must have permission to manage site settings. 
1. Click Site Actions [image: Site Actions Menu]and then click Site Settings.
2. On the Site Settings page, under Site Administration, click User alerts.
3. In the list next to Display alerts for, select the person whose alerts you want to view.
4. Click the Update button.
5. Select the check box next to the alert that you want to cancel.
6. Click Delete Selected Alerts. 
7. When you are prompted to confirm the deletion, click OK.
Tip If you want to view your subscriptions to RSS Feeds, which are another way to stay updated on changes, follow the instructions in your RSS reader, browser, or e-mail program. For example, some browsers manage RSS Feeds as part of their Favorite links. 
[bookmark: _Toc296321584]List Relationships
You can create relationships between lists by using a combination of unique columns, lookup columns, and relationship enforcement (cascade and restrict delete), all of which enhance your ability to create more sophisticated business solutions and help preserve the integrity of your data. 
[bookmark: _Toc245004235][bookmark: _Toc257281711][bookmark: _Toc270607413]The following sections provides important background information about creating relationships between source and target lists, creating unique and lookup columns, enforcing list relationship behavior, adding primary and secondary lookup columns, viewing, editing, and deleting items within list relationships, managing list relationships when lists have many items, and the additional benefits of using an editing program such as Microsoft Office SharePoint Designer 2010.
Using unique and lookup columns to process gift orders.
[image: An overivew of list relationships]
[image: Callout 1]The Items list is the source list and the Orders list is the target list.
[image: Callout 2]Each list has unique columns to ensure that the correct data is matched.
[image: Callout 3]The primary lookup column in the source list "looks up" the Order ID column in the target list based on a matching value.
[image: Callout 4]A secondary lookup column in the source list automatically inserts the Orders Description column from the target list.
[bookmark: _Toc245004236][bookmark: _Toc257281712][bookmark: _Toc270607414][bookmark: _Toc296321585]Creating unique columns
When you create a column, you can specify that the column must contain unique values. This means that the list cannot have any duplicate values in that column. You cannot add a list item that contains a duplicate value, modify an existing list item that would result in creating a duplicate value, or restore an item from the Recycle Bin if it would result in a duplicate value. Furthermore, if you create a lookup column in a source list, and you define that column to be unique, the column in the target list must not contain duplicate values.
Note Uniqueness is not case-sensitive, so for example, ORD-231 and ord-231 are considered duplicate values.
A unique column must also have an index. When you create a unique column, you may be prompted to create the index and it is automatically created when you click OK. Once a unique column has an index, you cannot remove the index from that column, unless you first redefine the column to allow duplicate values.
The following table summarizes what column types can and cannot be used to create unique columns.
	Supported Column Types
	Unsupported Column Types

	Single line of text 
	Multiple lines of text

	Choice (single value)
	Choice (multi-valued) 

	Number
	Calculated

	Currency 
	Hyperlink or Picture 

	Date and Time 
	Custom Columns

	Lookup (single value) 
	Lookup (multi-valued) 

	Person or Group (single value)
	Person or Group (multi-valued)

	
	Yes/No


[bookmark: _Toc245004237][bookmark: _Toc257281713][bookmark: _Toc270607415]
[bookmark: _Toc296321586]Creating lookup columns
To create a relationship between two lists, in the source list, you create a lookup column that retrieves (or "looks up") one or more values from a target list if those values match the value in the lookup column in the source list. Once you create this lookup column (the primary column), you can continue to add additional columns (secondary columns) from the target list to the source list, as long as those additional columns have a supported data type described below.
The following table summarizes what column types can and cannot be used to create lookup columns.
	Supported Column Types
	Unsupported Column Types

	Single line of text 
	Currency

	Multiple lines of text
	Lookup

	Choice
	Person or Group

	Number
	Calculated

	Date and Time
	Hyperlink or Picture

	Yes/No
	Custom Columns


There are two types of lookup columns that you can create, a lookup column with an enforced relationship and a lookup column with an unenforced relationship.
[bookmark: _Toc245004238][bookmark: _Toc257281714][bookmark: _Toc270607416]A lookup column with an enforced relationship
In a lookup column with an enforced relationship (also called referential integrity), you can lookup single values and maintain the integrity of your data in the target list in one of two ways:
Cascade Delete When an item in the target list is deleted, the related item or items in the source list are also deleted. In this case, you want to make sure that all related items are deleted as part of one database transaction. For example, if you delete an order in a target list, you can ensure that the corresponding order items in the source list is also deleted. You don't want to have order items without a corresponding order, because that would create "orphan" order items that might cause confusion later on.
Restrict Delete When you try to delete an item in the target list, and it has one or more related items in the source list, you are prevented from deleting the item in the target list. In this case, you want to ensure that the related item in the target list is preserved. For example, if someone tries to delete an order item from a target list, a customer might still have that order pending, and you want to prevent that delete operation from occurring until the order has been processed. You don't want the customer’s order to be accidentally deleted because that would affect your ability to complete the order.
[image: Enforcing list relationships]
[image: Callout 1]A cascade delete operation ensures all related items are deleted in one database transaction.
[image: Callout 2]A restrict delete operation prevents deleting items in the target list if related source list items exist.
In short, enforcing a list relationship behavior helps keep your data valid and helps prevent inconsistencies that might cause problems down the road.
A lookup column that enforces a relationship must also have an index. When you create a lookup column that enforces a relationship, you might be prompted to create the index, and it is automatically created when you click OK. Once a lookup column that enforces a relationship has an index, you cannot remove the index from that column, unless you first remove the enforced relationship.
[bookmark: _Toc245004239][bookmark: _Toc257281715][bookmark: _Toc270607417]A lookup column with an unenforced relationship
In a lookup column with an unenforced relationship, from the source list, you can lookup single or multiple values in the target list. Also, when you delete an item in the source list, as long as you have delete permission on the list, there are no additional delete restrictions or delete operations that occur in the target list.
[bookmark: _Toc245004240][bookmark: _Toc257281716][bookmark: _Toc270607418][bookmark: _Toc296321587]Viewing and editing items in list relationships
One of the beneficial effects of creating list relationships is that you can display and edit columns from two or more lists, on one page. When you create a lookup column in a source list, the primary column displays values from the target list column, but you can also specify that additional, secondary columns from the target list also display alongside the primary column and the other source list columns.
The primary column value is a link that you can click to the display all the column values of that item in the target list. Each secondary column value from the target list displays as text in the source list column. If you create a lookup column with multiple values, each column from the target list, whether primary or secondary, display their multiple corresponding values delimited by semicolons. You can manipulate these primary and secondary columns in list view in much the same way as the columns from the source list, by, for example, adding, removing, filtering, and sorting them.
The primary column name is a name you provide when you create the lookup column. By default, each secondary column name follows a standard naming convention of <primary column name in source list>: <column name in target list>. Changing the name of the primary column, therefore, changes the names of all secondary columns. However, you can modify the default secondary column names and descriptions to make the names more meaningful to you.
[image: Lookup columns with multiple values]
[image: Callout 1]A primary lookup column with multiple values.
[image: Callout 2]A secondary lookup column with multiple values.
[image: Callout 3]The column name has been changed from the default name of GetID: Title to Instruments.
[bookmark: _Toc245004241][bookmark: _Toc257281717][bookmark: _Toc270607419][bookmark: _Toc296321588]Deleting items and lists in a list relationship
If you want to delete items or lists in a list relationship, then you need to be aware of the consequences of doing this operation on the source and target lists and any related columns, especially if the lists have an enforced relationship of restrict delete or cascade delete. To maintain the integrity of the data, you may be blocked from deleting items even when you have delete permission. Deleting these items also requires the backend database to temporarily lock the data when performing the delete transaction, which can take time to complete.
The following sections describe what happens in more detail.
Delete a source or target list item with an unenforced relationship When you try to delete a source or target list item that does not have an enforced relationship, then the following occurs:
· You can remove the item from the source or target list.
· The related item in the target or source list is not deleted.
Delete a source list item with an enforced relationship of restrict delete When you try to delete an item in the source list with an enforced relationship of restrict delete, then the following occurs:
· You can remove the item from the source list.
· The related item in the target list is not deleted
Delete a target list item with an enforced relationship of restrict delete When you try to delete an item in the target list with an enforced relationship of restrict delete, then the following occurs:
· You receive an error message that the column is used to enforce the restrict delete operation.
· You cannot delete the target list item, even if you have delete permission on this item.
Delete a source list item with an enforced relationship of cascade delete When you try to delete an item in the source list with an enforced relationship of cascade delete, then the following occurs:
· You can then delete the item in the source list.
· The related item in the target list is not deleted.
Delete a target list item with an enforced relationship of cascade delete When you try to delete an item in the target list with an enforced relationship of cascade delete, then the following occurs:
· You can delete the item in the target list and all related items in the source list.
· The delete operation occurs as a database transaction, which means that the entire delete operation must complete to ensure that neither list is left in an invalid state.
Note In the case of a Document Library, if the item in the source list is a checked out file, both items are still deleted.
Delete a source or target list with an unenforced relationship When you try to delete a source and target list with an unenforced relationship, then you can delete either the source list or the target list, just like any other list.
Delete a source or target list with an enforced relationship of cascade or restrict delete When you try to delete a source or target list with an enforced relationship of cascade or restrict delete, the following occurs:
· You receive a warning that the source or target list has one or more relationships with other lists, and those lists are displayed in the warning message.
· You cannot delete the source or target list.
Restoring from the Recycle Bin If the Recycle Bin is enabled on your site, then all deleted items are stored in the recycle bin, and you can restore them if you need to. If the items were deleted in one database transaction as part of a cascade delete operation, all items in the relationship are displayed, and you can restore them as well. However, the original target and source lists must still exist, or else the items cannot be restored.
To summarize:
· When an item in the target list is deleted, a cascade delete operation also deletes all related items in the source list.
· When you try to delete an item in the target list, a restrict delete operation will prevent you from deleting the item in the target list if it has one or more related items in the source list.
· You cannot delete lists participating in an enforced relationship.
[bookmark: _Toc245004242][bookmark: _Toc257281718][bookmark: _Toc270607420][bookmark: _Toc296321589]Managing list relationships when lists have many items
When you create list relationships by using lookup columns, unique columns, and lists with enforced relationships, you can reach a resource threshold or limit and may be blocked under the following circumstances:
· If you make a column unique in an existing list that has more items than the List View Threshold (but note that adding one item to a list that makes the list greater than the List View Threshold is an operation that is not usually blocked).
· If you turn on Cascade Delete or Restrict Delete for a lookup field in a list that has more items than the List View Threshold.
· You have exceeded the List View Lookup Threshold, which by default is eight lookup columns.
· The number of items in a delete operation exceeds 1,000.
[bookmark: _Toc245004243][bookmark: _Toc257281719][bookmark: _Toc270607421][bookmark: _Toc245004244][bookmark: _Toc257281720][bookmark: _Toc270607422][bookmark: _Toc296321590]How to create a unique and lookup column
The following sections provide step-by-step instructions for creating a unique column and a lookup column.
[bookmark: _Toc245004245][bookmark: _Toc257281721][bookmark: _Toc270607423][bookmark: _Toc296321591]Create or modify a unique column
Warning You cannot create a unique column in a list with item-level permissions defined, you cannot break inheritance of permissions from a list to a list item if the list contains a unique column, you cannot create a unique column or modify a column to be unique in a list that contains items with unique permissions or one that has content approval enabled, and you cannot copy a file to a library by using the Open with Explorer command, if that library contains a unique column.
1. Navigate to the site containing the list for which you want to add a unique column.
2. Click the name of the list on the Quick Launch, or click Site Actions [image: Site Actions Menu], click View All Site Content, and then under the list section, click the name of the list.
3. In the ribbon, click the List tab, and then in the Manage Views group, click Create Column.
4. In the Columns Name box, type a name for the column. 
5. Under The type of information in this column is, click one of the following:
· Single line of text
· Multiple lines of text 
· Choice 
· Number 
· Currency 
· Date and Time
· Yes/No
· Lookup (single value) 
· Person or Group (single value)
6. In the Additional Column Settings section, under Enforce unique values click Yes.
If you select a data type that is not supported, or of you are creating a lookup column that allows multiple values, the Enforce unique values is not displayed.
Notes 
· You cannot remove the index of a unique column. If you want to remove the index, you must change the column from a unique column to one that allows duplicate values first, and then remove the index.
· If you try to change an existing column from duplicate values to unique values, you may be prevented from doing this operation if the existing column contains duplicate values. In this case, you must remove all the duplicate values first, and then change the column from allowing duplicate values to a unique column.
· If you want to change the data type of the unique column, you must do the following: change the column to allow duplicate values, remove the index, change the column to the other supported data type, and then make the column unique.
[bookmark: _Toc245004246][bookmark: _Toc257281722][bookmark: _Toc270607424][bookmark: _Toc296321592]Create a lookup column
1. Navigate to the site containing the list for which you want to add a lookup column.
2. Click the name of the list on the Quick Launch, or click Site Actions [image: Site Actions Menu], click View All Site Content, and then under the list section, click the name of the list.
3. In the ribbon, click the List tab, and then in the Manage Views group, click Create Column.
4. In the Columns Name box, type a name for the column. 
5. Under The type of information in this column is, click Lookup.
6. In the Get information from box, select a target list.
7. In the In this column box, select a primary column.
8. Under Add a column to show each of these additional fields, for each secondary column you want to add, click the check box next to the column name. Only columns with supported data types are listed.
9. Later on if you want to add or remove secondary columns, modify the lookup column and make the selections you want.
10. If you want the lookup columns to display in the default view, select Add to default view.
11. To create an enforced relationship, select Enforce relationship behavior and then click Restrict Delete or Cascade Delete.
12. Click OK.


[bookmark: _Toc296321593]Content Types
Content types enable you to organize, manage, and handle content in a consistent way across your sites. By defining content types for specific kinds of documents or information products, you can ensure that each group of content is managed in a consistent way. This article explains basic concepts about content types, and how content type publishing can be used to share content types across site collections. 
[bookmark: _Toc256601760][bookmark: _Toc259435972][bookmark: _Toc296321594]What is a content type?
In the course of doing business, a typical organization produces many different kinds of content; for example: legal contracts, marketing proposals, product design specifications, manufacturing process documents, etcetera. Although these different types of documents might share a small set of common properties, each type of content has unique attributes, and each might be created, used, shared, and retained in different ways. An organization might want to maintain different kinds of metadata about these different kinds of content, or it might want to apply different kinds of retention or confidentiality policies to them. 
Organizations can define each of these different sets of documents as a content type. A content type is a group of reusable settings that describe the shared attributes and behaviors for a specific kind of content. Content types can be defined for any item type, including documents, list items, media files, and folders.
You can specify the following attributes for each content type: 
· The columns (metadata) that you want to assign to items of this type. 
· The custom New, Edit, and Display forms to use with this content type. 
· The workflows that are available for items of this content type. 
· The custom solutions or features that are associated with items of this content type. 
· The information management policies that are associated with items of this content type. 
· The Document Information Panel, that displays in compatible Microsoft Office programs for items of this content type. 
· The document template for new items of this type (document content types only).
· The document conversions that are available for items of this content type (document content types only).
Content types provide organizations with a way to manage and organize content consistently across sites, lists and libraries and they also make it possible for a single list or library to contain multiple item types or document types.
If a library has been set up to support multiple content types, the New Document menu will present users with a list of the available content types, and they can select the type that corresponds to the kind of document that they want to create.
[image: Content types display on the New menu for a List or Library.]
[bookmark: _Toc256601761][bookmark: _Toc259435973][bookmark: _Toc296321595]How content type inheritance works
Content types are organized into a hierarchy that allows one content type to inherit its characteristics from another content type. This allows categories of documents to share attributes across an organization, while allowing teams to customize these attributes for particular sites or lists.
There are two basic types of content types: site content types and list content types.
Site content types Content types that are defined at the site level are called site content types, and they are managed in the Site Content Type Gallery for a site. Site content types are available for use in any subsites of the site for which they have been defined. For example, if a site content type is defined in the Site Content Type Gallery for the top-level site in a site collection, it is available for use in lists and libraries in all sites in that site collection. If content type publishing has been configured and this site collection is a hub for content type publishing, then these site content types can be published to subscribing site collections and Web applications. Site content types can be added individually to lists or libraries and customized for use in those lists or libraries.
List content types When you add a site content type to a list or library, it is called a list content type. List content types are children of the site content types from which they are created.
[bookmark: _Toc256601762][bookmark: _Toc259435974][bookmark: _Toc296321596]How inheritance works for site content types
When you define a new custom site content type in the Site Content Type Gallery for a site, you choose an existing parent site content type in the Site Content Type Gallery as your starting point. You have access to a large number of default site content types you can use to create your own custom site content types. The new site content type that you create inherits all attributes of its parent content type, such as its document template, read-only setting, or columns. After you create your new site content type, you can make changes to any of these attributes.
Whenever you make changes to a site content type, you can specify whether you also want to update the child site or list content types that inherit their attributes from the site content type you are updating. You can update only those attributes that the child site or list content types share with a parent content type. If a child site content type has been customized with additional attributes that the parent site content type does not have (for example, extra columns), the customizations are not overwritten when the child site content type is updated. Changes that you make to a site content type do not affect the parent site content type from which it was created.
The following figure shows how content type inheritance works. The Site Content Type Gallery for this top-level site contains three site content types: Document, Design Spec, and Memo. The Design Spec and Memo content types are children to the Document content type, and both share the Author column because they inherit this from the Document content type. On a subsite in this site collection, the Design Spec content type has been used to create a new child site content type called Product X Spec, which contains an additional column. Instances of the new Product X Spec site content type and the Memo site content type are added to a library, where they function as list content types. The library displays columns that are relevant to both content types, including the Author column, which both content types share.
[image: Diagram of content type inheritance]
[image: Callout 1]Site content type with columns represented by italicized text.
[image: Callout 2]List content type
[image: Callout 3]The library to which both content types has been added displays columns that are relevant to both of them, and items of each content type have metadata in the specific columns that are relevant to them.
[bookmark: _Toc256601763][bookmark: _Toc259435975][bookmark: _Toc296321597]How inheritance works for list content types
If you have a list or library that is set up to allow multiple content types, you can add content types to this list or library from the group of site content types that are available for your site.
When you add a content type to a list or library, you make it possible for that list or library to contain items of that type. The New Item or New Document command in that list or library lets users create new items of that type. One of the key advantages of content types for lists and libraries is that they make it possible for a single list or library to contain multiple item types or document types, each of which may have unique metadata, policies, or behaviors.
When you add a site content type to a list or library to make it available for use in that location, it is known as a list content type, and it is a child of the site content type from which it is created. This list content type inherits all attributes of its parent site content type, such as its document template, read-only setting, workflows, and columns. 
You can customize a list content type for the specific list or library to which you added it. These customizations do not affect the parent site content type. If the parent site content type for a list content type is updated, your list content type will inherit these changes (if the person who maintains the site content type chooses to apply the updates to all child content types). If you have customized any attributes that your list content type shares with its parent site content, your customizations will be overwritten if updates to the parent site content type are pushed down to all inheriting content types. If you customize your list content type by adding attributes that the parent content type does not have (for example, extra columns), these customizations are not overwritten if updates to the parent site content type are pushed down to all inheriting content types.
[bookmark: _Toc256601764][bookmark: _Toc259435976][bookmark: _Toc296321598]Content type publishing
Organizations can share content types across site collections in their deployment by using a Managed Metadata service application to set up content type publishing. Content type publishing helps organizations manage content and metadata consistently across their sites because content types can be created and updated centrally, and updates can be published out to multiple subscribing site collections or Web applications.
To set up content type publishing, the farm administrator must create a Managed Metadata service and configure it to designate a specific site collection as a hub for content type publishing. After the Managed Metadata service has been created and configured the farm administrator publishes it. The farm administrator can use this published URL to connect other Web applications to this Managed Metadata service application and subscribe to its content types. 
Your organization can set up multiple Managed Metadata services to share content types from multiple site collections. Individual Web applications can also have connections to multiple Manage Metadata services and subscribe to content types from multiple Hub sites.
The Managed Metadata service must be configured by an administrator.
If content type publishing has been configured for the Managed Metadata service by an administrator, you can publish content types from the Site Content Type Gallery in a hub site collection to other subscribing site collections. After a content type is published, it becomes read-only on subscribing sites (although users can change the read-only status and make updates). Site owners for subscribing sites can use the content type as-is by adding it to lists or libraries, or they extend it by creating new site or list content types that are based on it. 
When the published content type is updated in the Site Content Type Gallery of the hub site, the updates can be republished to subscribing sites. Content type publishing is managed by a timer job, which can be configured by your administrator. Depending on how frequently the timer job has been set up to run, there may be a lag time between when an updated content type is published and when subscribing sites receive the updates.
Local versions of published content types are read-only on subscribing sites (although users can change the read-only status and make updates). This helps organizations use content type publishing to support consistent content management across sites. If you delete a published content type in the Site Content Type Gallery for the hub site, any published versions of it on subscribing sites are not be deleted. They simply lose their read-only status and become editable.
[bookmark: _Toc296321599]Creating and Customizing Site Content Types
To create site content types for a site, you must have Full Control for that site. To create site content types for the top-level site in a site collection, you must be a site collection administrator.
[bookmark: BM1]Content types are organized into a hierarchy that allows one content type to inherit its characteristics from another content type. This allows categories of documents to share attributes across an organization, while allowing teams to customize these attributes for particular sites or lists. 
Content types are first defined centrally in the Site Content Type Gallery for a site. Content types that are defined at the site level are called site content types. Site content types are available for use in any subsites of the site for which they have been defined. For example, if a site content type is defined in the Site Content Type Gallery for the top-level site in a site collection, it is available for use in lists and libraries in all of the sites in that site collection. Site content types can be added individually to lists or libraries and customized for use in those lists or libraries. When an instance of a site content type is added to a list or library, it is called a list content type. List content types are children of the site content types from which they are created.
When you define a new custom site content type in the Site Content Type Gallery for a site, you start by choosing an existing parent site content type in the Site Content Type Gallery as your starting point. The new site content type that you create inherits all of the attributes of its parent site content type, such as its document template, read-only setting, workflows, and columns. After you create this new site content type, you can make changes to these attributes. Whenever you make changes to site content types, you can specify whether you want these changes to be applied to any other child site content types or list content types that inherit their attributes from these site content types. Only the attributes that the child site content types or list content types share with a parent content type can be updated. If a child site content type has been customized with additional attributes that the parent site content type does not have (for example, extra columns), these customizations are not overwritten when the child site content type is updated. Changes that you make to a site content type do not affect the parent site content type from which the site content type was created. 
[bookmark: BM2][bookmark: _Toc296321600]Create a site content type
1. Go to the site for which you want to create a new site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click Create.
5. On the New Site Content Type page, in the Name and Description section, type a name and a description for the new site content type. 
6. In the Select parent content type from list, select the group from which you want to select the new content type. 
Note The Special Content Types group contains content types that change the behavior of your list or library when added. 
7. In the Parent Content Type list, select the parent content type on which you want your own content type to be based.
Note The list of parent content types differs depending on the option that you selected in the previous step.
8. In the Group section, choose whether to store this new site content type in an existing group or a new group.
9. Click OK. 
10. The Site Content Information for your new content type appears. You can choose options on this page to further define your new content type. For information about how to customize your site content type, see the other sections in this topic.
[bookmark: BM3][bookmark: _Toc296321601]Add a document template to a content type
You can associate a document template only with a document content type (any content type derived from the document parent content type). By associating a document template with a content type, you can help ensure that when authors create new documents of this content type, the documents are all based on an identical template.
For example, your organization might use a particular document template for legal contracts. If you associate this document template with the content type that your organization uses for legal contracts, any new legal contracts created by using this content type are all based on this legal contract document template.
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
Note If the site content type names are not hyperlinks, then it means that this site inherits its site content types from another site, and the site content type will need to be updated on that site. 
5. Under Settings, click Advanced settings.
6. If the document template you want to use is stored somewhere on your site, click Enter the URL of an existing document template, and then type the URL for the template you want to use.
Note You can use a URL that is relative to a location on a site or resource folder. Document templates may be stored in either the default site resource location http://Server Name/Site/Document Library Name/Forms/Content Type Name/ or a library location that has been set up specifically to store document templates.
The following table provides examples of the types of URLs that you can use. The examples assume the existence of the default document template resource folder (the folder that contains the files for site content types) located at http://Server Name/Site/Document Library Name/Forms/Content Type Name/, and that the document template is named Docname.doc.
	URL Type
	Example

	Site relative
	Server Name/Site/Library Name/Forms/Docname.doc 

	Resource folder relative
	Docname.doc


7. If you want to upload the document template that you want to use, in the Document Template section, click Upload a new document template, and then click Browse. In the Choose File dialog box, browse to the location of the file that you want to use, select it, and then click Open. 
8. In the Update Sites and Lists section, under Update all content types inheriting from this type? click Yes if you want to update all content types that inherit from this content type with the document template.
9. Click OK.
[bookmark: BM4][bookmark: _Toc296321602]Make changes to the columns for a content type
You can specify the properties or metadata that you want to collect for an item of a specific content type by adding columns to the site content type. For example, your organization might want to track a specific set of metadata for all of its purchase orders, such as account number, project number, and project manager. If you add columns for account number, project number, and project manager to the purchase order content type, users are prompted to provide this metadata for items of this content type. 
There are several ways you can change columns for a content type. You can:
· Add a column
· Remove a column
· Change column order
· Make a column required, optional, or hidden

[bookmark: BMaddcolumn]Add a column
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Columns, click Add from existing site columns.
6. In the Select Columns section, under Select columns from, click the arrow to select the group from which you want to add a column.
7. Under Available columns, click the column that you want to add, and then click Add to move the column to the Columns to add list.
8. To add additional columns, repeat steps 6 and 7.
9. In the Update List and Site Content Types section, under Update all content types inheriting from this type? click Yes if you want to update all content types that inherit from this site content type.
[bookmark: BMremovecolumn]Remove a column
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Columns, click the name of the column that you want to remove from the content type.
6. Click the Remove button, and then click OK when you are asked if you want to remove the column from the content type.
Note The Remove button may not be available for all columns associated with a content type.
[bookmark: BMchangecolumn][bookmark: BMreqcolumn]Make a column required, optional, or hidden
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Columns, click the name of the column that you want to make required.
6. In the Column Settings section, do one of the following:
· To require users to specify information for a column, click Required.
· To make it optional for users to specify information for a column, click Optional.
· To hide a column so that it does not appear in any New, Edit, or Display forms for the content type, click Hidden.
· In the Update List and Site Content Types section, under Update all content types inheriting from this type? click Yes if you want to update all content types that inherit from this site content type.
7. Click OK.
[bookmark: BM5][bookmark: _Toc296321603]Add a workflow to a content type
Workflows (workflow: The automated movement of documents or items through a specific sequence of actions or tasks related to a business process. Workflows can be used to consistently manage common business processes, such as document approval or review.) make it possible to specify a business process for items and documents in a site. Organizations can use workflows to automate and manage certain common business processes, such as document approval or review. By adding a workflow to a content type, you can help ensure that all items of that content type are subject to consistent business processes. If a workflow has been added to a content type, that workflow can be started on individual items of that content type.
Note You can add a workflow to a content type only if a workflow has been deployed for your site or workspace. If workflows do not appear to be available, contact your Central Administrator.
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Settings, click Workflow settings.
6. Click Add a workflow.
7. On the Add a Workflow page, in the Workflow section, click the workflow template that you want to use.
8. In the Name section, type a unique name for the workflow.
9. In the Task List section, specify a task list to use with this workflow.
Notes 
· You can use the default Tasks list or you can create a new one. If you use the default Tasks list, workflow participants can find and view their workflow tasks easily by using the My Tasks view of the Tasks list.
· Create a new Tasks list if the tasks for this workflow involve or reveal sensitive or confidential data that you want to keep separate from the general Tasks list.
· Create a new Tasks list if your organization has numerous workflows or if workflows involve numerous tasks. In this instance, you might want to create Tasks lists for each workflow.
10. In the History List section, select a history list to use with this workflow. The history list displays all of the events that occur during each instance of the workflow.
Note You can use the default History list or you can create a new one. If your organization has numerous workflows, you might want to create a separate History list for each workflow.
11. In the Start Options section, specify how, when, or by whom a workflow can be started.
Note Specific options may not be available if they are not supported by the workflow template you selected.
12. In the Update List and Site Content Types section, click Yes if you want to add this workflow to all content types that inherit from this content type.
13. Click either OK or Next.
14. On the Customize Workflow page, select any additional options that you want, and then click Save.
[bookmark: BM6][bookmark: _Toc296321604]Make a content-type read only
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Settings, click Advanced settings.
6. In the Read Only section, under Should this content type be read only?, click Yes.
7. In the Update Sites and Lists section, under Update all content types inheriting from this type? click Yes if you want to update all content types that inherit from this site content type.
8. Click OK.
[bookmark: BM7][bookmark: _Toc296321605]Specify an information management policy for a content type
You can apply an existing site collection policy to a site content type. Alternatively, you can create a new information management policy that applies only to a specific site content type.
[bookmark: BMapplyexisting]Apply a site collection policy to a site content type
If information management policies have already been created for your site as site collection policies, you can apply them to individual site content types 
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Settings, click Information management policy settings.
6. Under Specify the policy, click Use a site collection policy, and then select the policy you want to apply.
7. Click OK.
[bookmark: BMdefinenew]Create a new information management policy for a list content type
You can define an information management policy that applies only to a specific site content type. If you create an information management policy this way, you cannot reuse this policy for other content types, sites, lists or libraries. 
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Specify the policy, click Define a policy, and then click OK.
6. On the Edit Policy page, in the Name and Administrative Description section, type a brief description for the policy you are creating.
Note When you define a policy for a list content type, the name of the list content type becomes the name of the policy. You can specify unique names only for information management policies that are defined in the Site Collection Policies list.
8. In the Policy Statement section, type a descriptive statement that explains the purpose of the policy to users. This statement displays to users when they open documents or items subject to the policy. It should explain what policy features apply to the content or what special handling is required for the content. A policy statement can be up to 512 characters long.
9. In the next sections, select the individual policy features that you want to add to your information management policy.
When you have finished selecting options for the individual policy features that you want to add to this information management policy, click OK to apply the policy features.
[bookmark: BM8][bookmark: _Toc296321606]Change the Document Information Panel settings for a content type
The Document Information Panel—which is displayed in the following Microsoft Office 2010 programs: Word, Excel, and PowerPoint—enables users to view and change the content type properties for a document saved to a document management server directly within the Office program they use to edit the document. For example, if the document content type for a specific library has a Status column, users can view the Status property in the Document Information Panel in Word when they edit the document. They can also use the Document Information Panel to change the value of the Status property from Draft to Final. When the document is saved to the server, this property is automatically updated in the Status column for the library.
1. Go to the site for which you want to change a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to change.
5. Under Settings, click Document Information Panel settings.
6. In the Document Information Panel Template section, do one of the following:
· To use a default template that displays the properties (columns) that have been defined for the content type, click Use the default template for Microsoft Office applications.
· To use an existing custom template, click Use existing custom template (URL, UNC, or URN), and then type the path to the location of the template.
· To upload an existing custom template (XSN), click Upload an existing custom template (XSN) to use, and then click Browse to locate the template that you want to use.
Note If you plan to upload a template this way, you must remove the publish URL from the template in InfoPath before you publish and upload the template.
· To create a custom panel in InfoPath, click Create a new custom template.
Note If you select this option, InfoPath starts and displays the default template, which you can customize to create a custom panel.
7. In the Show Always section, specify whether you want this Document Information Panel to display automatically when documents of this content type are first opened or saved within an Office 2010 program.
8. Click OK.
[bookmark: BM9][bookmark: _Toc296321607]Manage document conversions for a site content type
Site administrators can enable document conversion so that end users can convert documents of one file type into another format. Document conversion for site content types also enables site administrators to configure content types to store settings that define which converters are available and how those converters work on documents of that content type. A number of document converters are included with the application, and your organization might have additional custom converters as well. After document conversion is enabled in Central Administration, the converters are available by default for all site content types that can be used in a document library. This includes the following content types: 
· Document content types, such as Basic Page, Document, Form, and Picture
· Page layout content types, such as Article Page, Redirect Page, and Welcome Page
Converters that have been enabled are available to end users when they select a document of a given content type, and then click Convert document from the context menu. Only the converter or converters specific to the document's file type (for example, .docx) are listed. 
If there are multiple converters for a file type, such as XML, you might prefer to edit the list of converters to ensure that users see only converters that are relevant for documents of this content type. Also, you might want to change configuration options for a converter. For either of these situations, you can use the following steps to make changes to document converters.
1. On the site collection home page, on the Site Actions menu, click Site Settings.
2. Under Galleries, click Site content types.
3. Click the name of the site content type for which you want to manage document conversion.
4. Under Settings, click Manage document conversion for this content type.
Note Document converters are available only for document content types.
5. Clear the check box for any converter that you do not want to be displayed to end users. Make sure that all converters you want to use are selected, and then click Apply.
6. If the converter you want to use has a Configure option next to it, you can click it to define new conversion settings.
[bookmark: BM10][bookmark: _Toc296321608]Delete a site content type
You may not be able to delete a site content type if it is in use on the site.
1. Go to the site for which you want to delete a site content type.
2. On the Site Actions menu, click Site Settings.
3. Under Galleries, click Site content types.
4. Click the name of the site content type you want to delete.
5. Under Settings, click Delete this site content type.
6. When you are asked if you want to delete the site content type, click OK.

[bookmark: _Toc296321609]Content Type Publishing
This topic explains how you can manage updates to published content types if you are working on a hub site that publishes its content types to other sites through a Managed Metadata service application. It also explains how you can determine what content types your site subscribes to if you are working on a site that subscribes to content types published from a hub site.
[bookmark: _Toc240276985][bookmark: _Toc261261445][bookmark: _Toc296321610]Manage published content types on a hub site
If you are working on a hub site that publishes content types to other site collections, you can: 
· Publish content types to make them available for use on subscribing sites.
· Republish content types so that subscribing sites can receive updates.
· Unpublish content types.
Note You must be a Site Collection Administrator to manage content type publishing on a hub site.
[bookmark: _Toc240276986][bookmark: _Toc261261446]Publish, republish, or unpublish an individual content type 
Content type publishing is managed by a timer job, which can be configured in Central Administration. Depending on how frequently the timer job has been set up to run, there may be a lag time between when an updated content type is published and when subscribing sites receive the updates.
1. Go to the top-level site in the site collection that is serving as a hub for content type publishing.
2. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
3. Under Galleries, click Site content types.
4. On the Site content Type Gallery page, click the name of the content type for which you want to publish updates.
5. Under Settings, click Manage publishing for this content type.
Note If the Manage publishing for this content type link is not available, then this site is not a hub site for content type publishing. 
6. On the Content Type Publishing page, do one of the following:
· To make this content type available for use in all site collections that subscribe to content types from this hub, click Publish.
· To push any changes this content type to all site collections that subscribe to content types from this hub, click Republish.
7. To unpublish a content type so that it is no longer centrally managed from the hub site collection, click Unpublish. 

When you unpublish a published content type, any copies of the content type that are being used on sites that subscribe to this hub will become unsealed, which means they will no longer be read-only and they can be managed locally on the sites where they are in use.
8. Click OK.
[bookmark: _Toc240276987][bookmark: _Toc261261447]View the publishing history for an individual content type
1. Go to the top-level site in the site collection that is serving as a hub for content type publishing.
2. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
3. Under Galleries, click Site content types.
4. On the Site content Type Gallery page, click the name of the content type for which you want to view the publishing history.
5. Under Settings, click Manage publishing for this content type. If the Manage publishing for this content type link is not available, then this site is not a hub site for content type publishing.
6. In the Publishing History section, view the date and time information for the last time this content type was successfully published.
[bookmark: _Toc240276988][bookmark: _Toc261261448]Manage updates to published content types from a subscribing site
If you are working on a site that subscribes to content types from one or more hub sites, you can opt to refresh your subscribed content types to receive the latest updates from the hub site. You can also view the hub sites and content types to which you subscribe.
Note You must be a Site Collection Administrator to manage content type publishing on a subscribing site.
[bookmark: _Toc240276989][bookmark: _Toc261261449]Refresh subscribed content types
If you are working on a site that subscribes to content types that are published from one or more hub sites, you will automatically receive updates to your content types when those updates are published from the hub site. If, for any reason, your content types get out of sync with the published content types from the hub site, you can opt to refresh them to pick up any recent updates.
1. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
2. On the Site Settings page, under Site Collection Administration, click Content type publishing.
3. In the Refresh All Published Content Types section, select the check box next to Refresh all published content types on next update. 
[bookmark: _Toc240276990][bookmark: _Toc261261450][bookmark: _Toc296321611]View the hub sites and content types to which a site describes
If you are working on a site that subscribes to content types that are published from one or more hub sites, you can determine what Managed Metadata service applications (and corresponding hub sites) your site subscribes to.
1. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
2. On the Site Settings page, under Site Collection Administration, click Content type publishing.
3. In the Hubs section, you can see the names of any Managed Metadata Service applications that are publishing content types to this site collection listed in bold text. Following these names, you can see the URLs for the hub sites for these services, as well as a list of the subscribed content types.
Note Subscribed content types are read-only on subscribing sites. If you want to make changes to a content type that has been published to your site, select the URL for the hub site to go to the Site Content Type Gallery for the hub site. Depending upon how your organization has decided to manage content type publishing, you may not have permission to edit published content types on the hub site. You may need to work with the individuals who manage content type publishing on the hub site to coordinate updates.
[bookmark: _Toc296321612]Publishing Error Logs
There are two different kinds of reports you can use to identify errors with content type publishing. The Content type service application error log, which is available on sites that are hubs for content type publishing, captures publishing error information for subscriber sites. The Content type publishing error log report captures publishing error information for a site.
[bookmark: _Toc240349001][bookmark: _Toc286300675]View the content type service application error log for a hub site
If you are working on a hub site that publishes content types to other site collections, you can use the Content type service application error log reports to review publishing error information for subscriber sites.
You must be a Site Collection Administrator to view the Content type service application error log.
1. Go to the top-level site in the site collection that is functioning as a hub for content type publishing.
2. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
3. On the Site Settings page, under Site Collection Administration, click Content type service application error log.
[bookmark: _Toc240349002][bookmark: _Toc286300676]

[bookmark: _Toc296321613]Document Sets
You can create and management multi-document work products with the new Document Set content type. A Document Set is a group of related documents that can be created in one step and then managed as a single entity.
[bookmark: _Toc252534953][bookmark: _Toc296321614]What is a Document Set?
When working on projects, people seldom create individual documents. For many kinds of projects, it might be more typical to produce a set of multiple related documents. In some cases, this set of documents might be the end result of a project, or the “deliverable.” For example, a professional services company might produce a pitch book in response to each request for proposal that it receives from a possible client. In other cases, this set of documents might simply represent different types of information that support a larger project and result in the creation or delivery of something else. For example, a manufacturing company might produce a standard set of documents related to design, testing, and fabrication for each product it manufactures.
These documents may be produced simultaneously or in phases by one or more people, and they might involve documents of different file formats (for example, Word documents, PowerPoint presentations, Visio diagrams, Excel files, etc.).
Organizations that want to create and manage multi-document work products consistently can configure a new Document Set content type for each multi-document work product they typically create. The Document Set content type is a folder-based content type that organizes multiple related documents into a single view where they can be worked on and managed as a single entity.
When a Document Set content type is added to a library, users can create new instances of the Document Set by clicking New Document on the ribbon within a library.
[image: Document Set command on the New Document menu]
[bookmark: _Toc252534954][bookmark: _Toc296321615]Document Set capabilities
The Document Set content type includes several capabilities that make it easier to create and manage multi-document work products successfully. When you are configuring a Document Set content type, you can do the following:
· Specify the content types that are allowable within the document set (for example, document files, images, audio, or video).
· Specify any default documents that you want to be automatically created each time a new instance of the Document Set is created. You can map the default documents to the allowed content types. For example, if your organization has standard templates that you use for things like contracts, or if you have branded templates that you use for specific types of communication, you can upload these when you configure a Document Set content type.
· Specify any shared metadata that you want synchronized to all documents in a set.
· Customize a Welcome Page for a Document Set that displays in each instance of a work product created from a Document Set content type. This Welcome Page is a Web Part Page that can be set up to display project information or resources to help team members who are working on a Document Set (e.g., project timeline, links to resources, etc.).
· Configure the workflows that you want to make available for the Document Set. You can use the standard Review or Approval workflows with Document Sets. Additionally, your organization can develop custom workflows for Document Sets using the four Document Set workflow actions available in Microsoft SharePoint Designer 2010.
After a Document Set content type has been configured and added to a library, site users who are creating or managing documents in a Document Set can use both familiar document management features as well as special features like the Manage tab of the Document Set ribbon when working on documents in a Document Set. 
Document Set authors can perform the following tasks:
· Create new multi-document work products quickly and easily by using the New Document command in a document library.
· Capture a version history snapshot of the current properties and documents within the Document Set.
· Start workflows on the entire document set or individual items within the Document Set to manage common tasks such as review and approval.
· E-mail a link to the Document Set.
· Use the Send To command to move or copy the Document Set to another location (the destination must be configured within Central Administration).
· Manage permissions for the Document Set.

[bookmark: _Toc296321616]Creating Document Sets
[bookmark: _Toc296321617]Enable Document Sets for a site collection
If the Document Sets feature has not been activated for your site collection, you will need to activate it before you can create or configure new Document Set content types. You must be a Site Collection Administrator to activate the Document Sets feature.
1. Go to the top-level site in the site collection for which you want to enable Document Sets.
2. On the Site Actions menu, click Site Settings.
3. Under Site Collection Administration, click Site collection features.
4. Find Document Sets in the list, and then click Activate.
[bookmark: _Toc252543682][bookmark: _Toc260652950][bookmark: _Toc296321618]Create a new Document Set content type
To make it possible for site users to use Document Sets to create new instances of multi-document work products, you must first create and configure a Document Set content type for each work product you want to manage and then add it to the document library where it will be used. After you create and configure a Document Set content type, you must add it to the library where you want users to create their Document Sets. 
You must be a Site Collection Administrator or a Site Owner to create or configure Document Set content types.
1. On the Site Actions menu, click Site Settings.
2. Under Galleries, click Site content types.
3. On the Site Content Types page, click Create.
4. In the Name and Description section, in the Name box, type the name you want to give to your new Document Set. This is the name that users will see when they create a new instance of a Document Set.
5. In the Description box, type a description of the Document Set.
6. Under Select parent content type from, click Document Set Content Types. (If Document Set Content Types is not an option, the Document Sets feature may not be activated for this site collection.)
7. In the Group section, specify whether you want to categorize your new Document Set content type in a new or existing group.
8. Click OK. 
When your new Document Set content Type is created, you will see the Site Content Type information page for the content type, where you can configure additional settings for it. 
[bookmark: _Configure_or_customize][bookmark: _Toc252543683][bookmark: _Toc260652951][bookmark: _Toc296321619]Configure or customize a Document Set content type
1. On the Site Actions menu, click Site Settings.
2. Under Galleries, click Site content types.
3. On the Site Content Types page, click the name of the Document Set content type you want to configure.
4. Under Settings, click Document Set settings.
5. In the Allowed Content Types section, under Available Site Content Types, select the content type you want to allow within this Document Set, and then click the Add button to move it to the Content Types allowed in the Document Set box. Repeat this step for each content type you want to include in the Document Set.
6. In the Default Content section, select the content type for which you want to upload default content, and then click Browse to locate the file that you want to upload. Default content is created automatically for authors when they create new instances of a Document Set. 

For example, let us say that you are creating a Document Set to manage the product design process. This Document Set might include a Product Design Document (a Microsoft Word document), a Design Drawing (a Microsoft Visio drawing), and Performance Specs (a Microsoft Excel worksheet). Your organization might have a standard Microsoft Word document template for the Product Design Document that is prepopulated with some of the standard information authors need to complete. You can upload this template as default content. When authors create a new instance of the product design Document Set, a copy of the Product Design Document is created for them, and they can edit it to add additional information. 

If you opt not to include default content for the content types in the Document Set, no files will be automatically created for authors when they create a new instance of a Document Set, and authors will be able to create them from scratch within the Document Set, or upload documents to the Document Set..
7. If there are multiple content types within this Document Set, and you want to upload default content for each of them, click Add new default content, select the next content type for which you want to specify default content, and then click Browse to locate the file you want to upload. Repeat this step until you have specified all of the desired default content for the individual content types in this Document Set.
8. If you want the name of the Document Set added to the names of individual files within an instance of a Document Set, select the check box next to Add the name of the Document Set to each file name. Including this information may help users identify files in certain views of the library, especially if a library contains more than one type of Document Set.
9. In the Shared Columns section, select the columns you want each of the content types within the Document Set to share.

Shared columns are read-only for the documents within the Document Set, and they can be edited only for the Document Set itself. When changes are made to the values of the shared columns for the Document Set, these updates will be synchronized to the shared column values for the documents within the set.
10. In the Welcome Page Columns section, specify which columns you want to display on the Welcome Page for the Document Set.
11. In the Welcome Page section, click Customize the Welcome Page to customize the appearance of the Welcome Page that displays to users for each instance of the Document Set. 
12. If you want to apply these Welcome Page changes to any Document Sets that inherit from this Document Set, select the check box next to Update the Welcome Page of Document Sets inheriting from this content type.
13. In the Update List and Site Content Types section, specify whether you want to update any content types inheriting from this Document Set with the changes you have made.
14. Click OK.
After you create and configure a Document Set content type, you must add it to the library where you want users to create their Document Sets. 
[bookmark: _Toc296321620]Working with Document Sets
After a Document Set content type has been added to a document library, you can use it to create new multi-document work products. Additionally, when you click the folder for a Document Set to open it, you are taken to a Welcome Page that you can use to manage the content in the Document Set.
If the library you are working in contains both documents and Document Sets, you can identify Document Sets in a document library by looking for their unique folder icon.
[image: Document Set folders within a document library]
When you are working on a Document Sets, you can use the Manage tab of the Document Sets ribbon, which displays on the Welcome Page for the Document Set, to perform common tasks.
[image: Manage Document Set ribbon]
[bookmark: _Toc252620750][bookmark: _Toc296321621]Create a new instance of a Document Set
1. Go to the document library that has been configured to support Document Sets.
2. Click the Documents tab of the Library Tools ribbon.
3. Click New Document, and then click Document Set or the name of the Document Set you want to create (if your organization has created customized Document Set content types they may have unique names). If the library supports the creation of both individual documents and Document Sets, you can identify the Document Set by looking for the folder icon.
[image: New Document Menu with Document Set icon higlighted]
4. In the New Document Set dialog box, type a name and description for the Document Set you are creating, and then click OK. When the Document Set is created, the browser displays the Welcome Page for the Document Set.

If this Document Set is configured to automatically create documents when you create a new instance of it, these documents appear in a Web Part on the Welcome Page. If no default content has been specified for this Document Set, an empty Document Set folder is created, and you can add or upload files to the folder to make them part of the Document Set. You can add only files that are of the same content types as those allowed within the Document Set.
[bookmark: _Toc252620751][bookmark: _Toc296321622]Add or upload documents to an existing Document Set
If the Document Set you are working with is not configured to automatically create default content when you create a new instance of a Document Set, you can add files to the Document Set manually. Only files of the allowed content types for the Document Set can be added.
1. Go to the document library that contains the Document Set you want to update, and click the name of the Document Set to go to its Welcome Page.
2. On the Welcome Page for the Document Set, click the Documents tab of the ribbon, and then do one of the following:
· To add a new file to the Document Set, click New Document, and then click the type of document you want to create.
· To upload a document to the Document Set, click the arrow next to Upload Document and then select the option to upload a single document. Browse to the location of the file you want, and then click OK. Specify any required property information when you are prompted, and then click Save.
· To upload multiple documents to the Document Set, click the arrow next to Upload Document and then click Upload Multiple Documents. Drag and drop or browse for the files you want, and then click OK and then Done when prompted.
[bookmark: _Toc252620752][bookmark: _Toc296321623]Manage permissions for a Document Set
By default, Document Sets inherit permissions from the library in which they are located. You can opt to specify unique permissions for a Document Set if you need to restrict or change who has access to the documents in an individual Document Set.
Managing unique permissions at the item-level or folder-level can be complicated and time-consuming. If most Document Sets will need to be accessible to similar groups, it may be easier to manage permissions at the library level.
To manage the permissions for a Document Set, you must have at least the Design or Full Control permission level.
1. On the Welcome Page for the Document Set, click the Manage tab of the Document Set ribbon, and then click Permissions.
2. Do one of the following:
· To change the permission settings for the document library itself, click Manage Parent.
· To stop inheriting permissions from the document library and create unique permissions for this Document Set individually, click Stop Inheriting Permissions.
· To view the specific permissions an individual has, click Check Permissions, and then type the name of the user or group you want to check.
· To inherit permissions from the parent document library (if the Document Set was previously configured to stop inheriting them) click Inherit Permissions.
[bookmark: _Toc252620753][bookmark: _Toc296321624]Manage versions
If Versioning has been enabled for the document library in which your Document Set has been saved, you have a couple of different options for working with the version history of your Document Set, or the individual documents within the set.
On the Welcome Page for the Document Set, click the Manage tab of the Document Set ribbon, and then do one of the following:
	To do this:
	Do this:

	Capture a snapshot of the current properties and documents in a Document Set
	Click Capture Version, type a description of the changes that have been made in the version you are capturing, and then click OK.

	View the version history for a Document Set
	Click Version History on the Manage tab of the Document Set ribbon.

	Restore the Document Set to a previous version
	· Click Version History on the Manage tab of the Document Set ribbon. 
· Point to the date and time information for the version that you want to restore, click the arrow that appears, and then click Restore Version.
This will restore the entire Document Set to the selected saved version. Any changes that were made to the Document Set after this version will be reverted.

	Delete previous version snapshots of a Document Set
	Click Version History, and then click Delete All Versions. This action deletes version history snapshots of the Document Set. It does not delete the Document Set itself.

	View the version history for individual files within a Document Set
	Point to the document for which you want to view version history, click the arrow that appears, and then click Version History.

	Restore an individual document to a previous version.
	· Point to the document for which you want to view version history, click the arrow that appears, and then click Version History.
· Point to the date and time information for the version that you want to restore, click the arrow that appears, and then click Restore.


[bookmark: _Toc252620754]
[bookmark: _Toc296321625]Share a link to the Document Set
If you are using an e-mail program that is compatible with Microsoft SharePoint Server 2010, such as Microsoft Outlook 2010, you can quickly e-mail a link to the Welcome Page for a Document Set.
1. On the Welcome Page for the Document Set, click the Manage tab of the Document Set ribbon, and then click E-mail a Link.
2. When you are prompted to allow Outlook to open Web content, click Allow.
3. In the To line of the Microsoft Outlook e-mail message, type the names of the desired recipients, specify a subject in the Subject line, and then type any additional information you want to include in the body of the e-mail message.
4. If you want, you can specify your own e-mail address in the From line so that the message does not appear to be sent from the server, and recipients do not ignore it. Click the down arrow next to From, and then click Other E-mail Address. Type or select your e-mail address.
5. When you have completed drafting your message, click Send in Outlook.
[bookmark: _Toc296321626]Welcome Page
The Document Set Welcome page is a Web Part Page and you can modify it just as you would edit any Web Part Page. You can customize the Welcome page that displays for a Document Set so that it includes information that is useful to the people who will be working on documents within a Document Set. For example, you can display links to reference materials or style guidelines, project deadlines, or other information or data. Each instance of a Document Set created from a Document Set content type will display the same Welcome page.
[image: Document Set Welcome Page]
The Welcome Page for a Document Set includes two Web Parts that are unique to Document Sets. The Document Set Properties Web Part displays property information for the Document Set. The Document Set Contents Web Part displays the files that belong to the Document Set. If you customize the Welcome Page for the Document Set, you will probably want to retain these Web Parts.
1. On the Site Actions menu, click Site Settings.
2. Under Galleries, click Site content types.
3. On the Site Content Types page, click the name of the Document Set content type you want to configure.
4. Under Settings, click Document Set settings.
5. In the Welcome Page section, click Customize the Welcome Page.
6. In the window that opens, click the Site Actions menu, and then click Edit Page. The Document Set Welcome page is a Web Part page that can be edited just as you would edit any Web Part page. 
7. When you have finished updating the Welcome Page, return to the Document Set Settings page. In the Welcome Page section, specify whether you want to update the Welcome Page for any content types that inherit from this content type.
8. In the Update List and Site Content Types section, specify where you want to update all content types inheriting from this content type.
9. Click OK.
[image: ]
[bookmark: _Toc296106435][bookmark: _Toc296321627]Document Sets v/s Folders
	


by Michal Pisarek MVP 
Many organizations are using Folders in order to categorize and organize their content in SharePoint 2010. Often a byproduct of a file-based metaphor that users are very familiar with, the ability to group and categorize content is necessary. In most cases, the best approach would be to leverage metadata as much as possible, however many users still would like a familiar experience that folders afford them. 
Document Sets were introduced in SharePoint 2010 and provide a broad range of capabilities to manage content. They allow the grouping of related content into a single entity. The content that is contained within a Document Set can be treated as an atomic unit or as part of a larger set of documents that can be treated consistently. 
Document Sets and Folders present a similar interface to users; however, the functionality in Document Sets is specifically targeted to support business processes and the management of content as a single unit. Organizations using Folders would be well served to start using Document Sets as they offer significant new capabilities. The ease of configuration and broad capability set make them very compelling in many regards. 
Additional Information on grouped content 
A common request is to be able to provide additional information on a collection of documents. Utilizing folders, this is commonly manifested by creating folders with a descriptive name, for instance RFP Proposal or Project Submissions. However, what if more than a single piece of information is necessary? 
Document Sets provide a customizable Welcome Page that can contain additional Web Parts, metadata and other information that relates to the collection of content stored within. This Welcome Page is configurable per Document Set type defined, so that different Document Set templates can have their own unique Welcome Page. 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
In addition to allowing Web Parts, the Welcome Page can contain many different types of information. For instance, Welcome Page Columns expose the metadata relating to the set of content that resides within the set so that it can be easily seen. 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
The Welcome Page provides users with far more information than a folder name ever could. Users can simply navigate to a set and quickly ascertain not only the content stored within, but also the context with which the content is associated. 
Ability to assign default metadata 
The ability to assign default metadata automatically is a new feature in SharePoint 2010. Put simply this is the ability for SharePoint to automatically assign metadata to an item when it is created or uploaded to a document library. This is a great way to start attaching metadata to your content since once it is defined user do not have to do this process manually - it will happen automatically. 
Using Folders we can now specify default metadata on a per-folder basis using the new Column Default Value Settings configuration option available in the Document Library Settings: 
[image: ]
With Document Sets you can achieve the same result but in a slightly different way. First you define a piece of metadata as a Shared Column and then set the default value on the Document Set. From then on all content that is uploaded or created in the Document Set will inherit the Shared Column values: 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
Shared Columns in Document Sets allow the ability to both share and synchronize metadata across a collection of content. So both are achievable by utilizing Folders or Document Sets; however, the implementation differs slightly. 
Synchronization of metadata 
The ability to synchronize metadata allows users to change metadata on multiple items at once within a collection of content. Frequently users will want to do a bulk change of metadata stored within a folder. The most common way to achieve it using Folders is by utilizing the Datasheet View for document libraries, which allows users to bulk change properties quickly. However, this can be error prone and has limitations, such as the inability to change Managed Metadata fields. 
In contrast, Document Sets allow the ability to configure a column as a Shared Column. Shared Columns then share metadata across the entire Document Set. By changing the column value at the document set, all content contained within the Document Set will be updated with the new value without the user manually having to change each individual document. Another advantage is that all columns types are supported, so users can also easily change Managed Metadata columns for all content as well. 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
Versioning of individual documents 
The versioning of individual documents brings joy and happiness to many an end user. This is of course available by using versioning on documents contained within Folders. 
Fortunately Document Sets also allow the versioning of individual content in exactly the same way, providing a familiar interface to users. 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
Versioning of all content 
Continuing on from versioning individual documents, another frequent requirement is the ability to capture a version of ALL documents within a container. The vast majority of business processes consist of more than one document or artifact that goes through a process. Imagine a RFP submission that consists of multiple documents, for example. Although it is very powerful to be able to version individual documents, it is even more relevant if we can take a version of all documents that make up the submission. This allows users to say 'At this point in time all the content within the submission was at this stage'. 
With Folders, this is difficult at best. Unless a user manually writes down and stores a version of all the contents within the folder, then this is virtually impossible. 
However, Document Sets fully support the versioning of all content within a set. Users can easily take a snapshot of all the documents with some additional options such as only capturing the latest major version or any version of a document that is contained: 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
If you look at the version history for the Document Set you will be able to see all of the properties and contents stored within: 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
For me this is one of the most compelling reasons to use Document Sets. The ability to easily create a version of multiple documents can be leveraged in nearly every business process or task. 
Running workflows on multiple items with SharePoint Designer 
Running workflows on multiple items is another commonly asked for requirement in many organizations. The ability to send multiple items through an approval process is something that commonly appears on a list of requirements when organizations are implementing SharePoint. 
With folders there is really no other option than to manually start an Approval process on each item. Unfortunately even though you can now select multiple items to perform actions on within Lists and Libraries, you cannot do this with workflows. If you have ten documents that you need to send through an Approval process, then it's a rather laborious process. Of course you can create custom workflows in .NET code to solve this issue and it's a good example of where the new Site Workflow type may be used. However, if we are limiting ourselves to out-of-the-box or SharePoint Designer declarative workflows then we are out of luck. 
With Document Sets we have new Workflow Actions available in SharePoint Designer 2010. This means that we can indeed send an entire Document Set through an Approval Process. Since a Document Set includes multiple documents, we are in effect sending multiple items through an approval process as we can see below: 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
There are also other actions that we can perform on Document Sets with SharePoint Designer such as capturing a version or sending a Document Set to a repository. 
Provisioning of default content 
The ability to create a template and have this reused when a user is creating a document is commonly used in SharePoint. The power of Content Types within the platform can be harnessed very effectively to create these templates and deploy them across multiple sites. However, often we don't require just a single document to be created, but rather a collection of documents to be provisioned. For example consider a project submission pack or a RFP Response that consists of multiple documents. 
In an ideal world, a user would be able to create collections of documents quickly and easily. If using the folder approach, you can only create single documents, one at a time. So if a user wanted to create a project submission pack then they would create the folder that would house these documents, and then create each individual Content Type one at a time. This is obviously a cumbersome approach. 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
In contrast Document Sets allow us to provision default content when the Document Set is created. So if we create a RFP Response Document Set we can choose to have default content created when a user creates the Document Set: 
[image: ]
Now when a user creates a Document Set, not only is the set created but all the default content is provisioned as well! 
[image: ]
This is another area where the Document Set excels! Imagine the time savings across the organization if users can provision sets of content so quickly and easily. 
Records Management portability 
It has been well documented about how far the new Records Management toolset in SharePoint 2010 has progressed. With organizations utilizing the platform for Records Management the question is often raised if users can easily declare multiple items as records. 
If utilizing a folder approach, then users can now select multiple items and declare them as records. However the caveat is that this only applies to utilizing the In-Place records management features. If your Records Management implementation relies on sending items to the records center, utilizing a Send To Location, then users will still need to send each item individually. 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
Once again Document Sets provide an elegant solution to this problem. You can now send a Document Set to a Records Centre in one easy click. All of the content contained within the set will be sent to the Records Centre. You can now also take advantage of the Content Organizer feature in SharePoint 2010 to route your Document Sets according to your file plan. 
[image: http://sharepoint.microsoft.com/wax.axd/cache/1x1][image: ]
Conclusion 
As you can see there are significant time savings that can be had when using Document Sets as opposed to folders. Although the familiarity of folders cannot be questioned, Document Sets provide a similar experience with far more capabilities. Obviously the question has to be raised if folders should be used at all in SharePoint 2010 or should Document Sets be used as the default way to group content. I think that it would take a brave person to say that folders should not ever be used, but in my opinion a combination of well-defined metadata, with the added functionality that Document Sets offer, provide significant capabilities over a folder only model. 
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