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Getting Started!

The Basics of Forms

Automating Process with Workflow
Designing an Engaging Interface
Questions
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Begmning
SharePoint 2013
Building Business Solutions

SharePoint 201
Creating and"""
Implementing
Real-World Projects



http://www.jenniferannmason.com/

utomation

- Travel Request
— SharePoint Site
— SharePoint Lists
— InfoPath Form w/ Internal Workflow
— Custom SPD Routing Workflow
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— InfoPath form?

— SharePoint List form?

Ty
* Whatis being approved or routed? E

— Document in a library?

e Tasks, Emails

e User Interface
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* Travel Request Form

— This is the main list for the requests themselves.
Workflow is based on this list.

e Travelers

— For your first request, fill out information such as
frequent flier and airplane seat preferences

e Tasks

— These are assighed to approvers throughout the
workflow

SHARE The SharePoint Conference for Business Users



Travel Request Submitted

\

I
Manager Approval
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ut a Form

Available Form Templates

SharePoint List
— Very simplistic. Quick but less o Bl o

SharePoint List | SharePoint Form E-miail

Library

functionality o Fom Tenplates

SharePoint Form Library 1

— My common choice

Web Service XML or 5chema

InfoPath 2007 Form Templates

Advanced Form Templates |

Blank 2007 Form  Blank 2007 Form
(InfoPath Filler)

— Rarely needed

Template Parts

SharePoint 2007 " im &

Blank XML or Schema
{(InfoPath Filler)

— For backwards Client Compatibility
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On the Page Design tab, pick a page
template layout first

On the Insert tab, insert needed sub-
tables

Pick a color scheme to use



Controls — all the stuff that gets filled out
Use tables in the form to arrange the controls

Inputs —collect info from the person fil

Objects — objects such as buttons can
rules with actions that happen when c

Ing it out

nave a list of
icked

Containers — repeating tables allow multiple list
items to be entered. Optional sections can be used
to hide or show controls or text conditionally.
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]:Tﬂ Text Box

IH Combo Box
E Drate Picker

=B List Box

5 Plain List
Objects

4 Button

0 File Attachment
Containers

I_ﬁ_I Section

Repeating Table

V-‘.

25 Rich Text Box
Fj' Check Box

EE Drop-Down List ...
& Option Button

[EY Date and Time Pi... [;=] Multiple-Selecti..

:5 Bulleted List

EE MNumbered List

ﬁ Person/Group Fi... ’@ External Item Pic...

E Picture Button

E Picture

J= Calculated Value
% Hyperlink

Iﬂ Optional Section ﬁ Fepeating Section

E Choice Group

E Choice Section



 Publishing to SharePoint

 Why is the form library preferred?

Browser-based is most
common: it doesn’t matter
what software client
machines have installed.

Form library is most
common, preferred

Publishing Wizard

Enable this form to be filled out by using a browser
What do you want to create or modify?

(@ Form Library

Publish this form template as a template in a form library. A form
library stores forms based on this form template. Users can open
and fill out forms in the library. You can specify which fields in the
template appear as columns in the library.

() Site Content Type (advanced)

A site content type allows this form template to be used in multiple
libraries and sites, You can specify which fields in the template
appear as columns in the library.

(") Administrator-approved form template (advanced)

Prepare this form template for an administrator approval.

Administrator-approved is only necessary when the form needs to be used in multiple

site collections in the farm.

Site Content Type — just plain hard to deal with, update and test a form this way.

* Property promotion — pick fields needed as columns in SharePoint.
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Demo
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Views

Data Connections

User Profile Services

Working with rules
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* On the Page Design tab of the ribbon
* Why use them?

— Create different stages of an approval process View: £y Mew View -
— Split a large form in to multiple pages, with View1 (default] - |J3] Delete
“Next Page” to move to next view B Properties ] Page Setup
Views

— Create a view specifically for printing |
— Create a read-only view for a finalized form

My typical set of views:

— New Form
— Approvals
— Read Only

* This always will vary from form to form
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Data sources can each submit or
receive data

Most commonly — submit to SharePoint = B B B |

[
||

Data

Ta To SharePaoint To Other Submit
Connections

E-mail Library Locations =  Options
Submit Form

Receive data from SharePoint Lists

For dynamic lookups for drop-downs

Get user information from the user profile service
—  Create cascading drop-downs

“Submit Options” button — not always needed.
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* Submitting Connections

Data Connection Wizard

* Receiving Connections

This wizard helps you spedfy a data connection to an external data source.

* Querying Connections

(ﬂf:} Create a new connection to:
() Submit data

@ Receive data

(") Search for connections on a Microsoft SharePoint Server
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e User profile properties can be used to populate form data!

e (Create data connection to receive data:
— Receive from web service:

) L. . . Help Desk Ticket Request
YourSiteURLHere/ vti_bin/userprofileservice.asmx

Name: Karen Smith

— Pick operation: GetUserProfileByName

* Here are some commonly used fields:

— AccountName (DOMAIN\username),
FirstName, LastName, PreferredName (First Last)

— WorkPhone, Office, Department, Title (Job Title),
Manager (manager’s DOMAIN\username),

— WorkEmail
— CellPhone
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Rules v X
Button: Submit Ea B A X
q

submit

* Types of rules:

— Validation
— Formatting

— Action s:nar:t -
* Consist of conditions and actions
Fule type:

* Different types of rules work on different types

Fun these actions: *
Of CO nt rO I S Submit using a data connecdtion:...

Close this form: Mo Prompt

* Create multiple rules on any one control ] bon't run remaining utes

the condition of this rule is met

* Form load rules are for “form open”
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e Control which buttons show in the form’s
toolbar

* Property promotion —you get more options for
this during the form publishing wizard, not here.

* Preview —you can point to an existing form for
testing purposes.
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Form Options

Category:

Web Browser

Filer Features
Cffline

E-Mail Attachments
Property Promotion
Digital Signatures
Security and Trust
Preview
Programming
Compatibility
Versioning
Advanced




e The “Submit” data connection

* Using buttons

Submit

 Data validation on submit

* New picture buttons in 2010
* Creating the form name syntax to be unique
* Universal Data Connections

* The “default submit”
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Demo
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Workflow concepts

Types of workflows in 2010
SharePoint Designer workflows
Workflow form

Pros and Cons of approval methods

> O
’ V4
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* Triggers

— Manual, on Creation, on Change

 Conditions
— If WHAT then do something

e Actions

— This is the something that happens according to the condition
* Steps
— The order of progression of the workflow

* Impersonation Steps
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e SharePoint out-of-box

— Simplistic

* SharePoint Designer
— Customizable in easy interface
— Scalable

 Visual Studio

— Requires developer resources, highly customizable

* 3rd Party
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e List Workflows

* Reusable Workflows / Workflow Templates | |

* New Actions:

— Custom task process

— Custom approval process
— Custom feedback process

SHARE The SharePoint Conference for Business Users



Travel Request Submitted

\

Manager Approval

Completion
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Demo
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What is the user’s experience on the site?

Plan out web parts, such as a button to fill
the form out quickly

Who needs to see the library itself?

Create an admin page for forms
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e Remember to define this in requirements

gathering

 Arrange web parts on the pages, set up

filters

 Set up a form details page as above.

to Control Committee Change Control Committee Completed @ Locat

64 to Creatve Services Creatve Services NotStarted ¥

(hint: use the query string filter)

43 PM
S0 PM
00 PM
10PM
tory
43 PM
SO PM
S0 PM
00 PM
™
: 10 P

Roger
Rogers,
U

 Show users their currently assigned tasks
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Do all users need to see the form library?
Not usually.

e Who needs to be able to see what?

— Current user filter web part can be used
— Show a view of all forms to defined form admins

* Who needs to be notified?

— Don’t over-complicate the workflow just because of simple notification
emails.

— Utilize alerts and alerts based on views
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Demo
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* Free 45 Day SharePoint 2013 Trial from Rackspace

m raCkSpace‘ Products ~ Solutions ~ Fanatical Support ~ Learn ~ About ~

the open cloud company

Rackspace Services for SharePoint® Free 45-day trial

int 2
Reliable hosting, unmatched expertise of SharePoin
sign Up Today
.’//A-_

v

Q , | SharePoint 2013 7
u Overview What We Offer m Learn About SharePoint Free Trial®
Home / Enterprise Business Solutions / SharePoint Services J Share this on: m A ‘T
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