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icrosoft Windows SharePoint Services (version 3) is a Web-based product from

Microsoft that enables companies to create a central repository of many types of
information that can be viewed and updated by authorized users. Windows SharePoint
Services runs as a service on Microsoft Windows Server 2003 or later and uses
Microsoft SQL Server to store and manage the shared data.

Any company that needs a way to improve team collaboration should find Windows
SharePoint Services very useful. With a Windows SharePoint Services Web site, you can

e Provide a central location for collaborating on documents created using Microsoft
Office applications.

e C(Create separate workspaces for different teams.

® Assign users to different groups, allowing some to view only shared data, permit-
ting others to modify and contribute shared data, and allowing a few to custom-
ize the design of their own or shared sites.

® (Create forums such as blogs and wikis using built-in templates.
e (Customize a shared site using off-the-shelf Web Parts included as part of the
Windows SharePoint Services product. These Web Parts include
e Announcements that can be posted by the team leaders
e (Contact lists
e Content from another Web page or file embedded within the main page
e Event and issue tracking and task assignment
e Online discussion board
e Links to other pages or Web sites
® Team membership lists
e Shared document sublibrary
® Online survey

Web Parts are a particularly powerful feature in Windows SharePoint Services. If
you are a member of a group that has design permission on the team site, you can
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customize the Web pages presented by Windows SharePoint Services by choosing the
components you want, indicating where you want the component to appear on the
page, and customizing the components by setting their properties. You can also apply
one of dozens of themes to the team site to give it a customized look. These features are
not unlike designing a form within Microsoft Access, but you perform your design work
directly within your browser.

Microsoft Office Access 2007 extends the collaboration power of Windows SharePoint
Services by adding features that allow the two programs to work in tandem. In this
chapter you'll learn how to

e Work within the Windows SharePoint Services user interface

e Export a table stored in Office Access 2007 to a Windows SharePoint Services list
e Import a list from Windows SharePoint Services into Access 2007 as a local table
e Link to existing SharePoint lists

e (reate new lists in Windows SharePoint Services from within Access 2007

e  Work with Windows SharePoint Services lists offline and later synchronize any
changes

e Upload your Access 2007 database to a SharePoint site
® Publish your Access 2007 database in a document library on a SharePoint site
® Open SharePoint lists in Access 2007

® Open Access 2007 forms and reports inside a SharePoint site

The samples in this chapter are based on the Housing Reservations Windows SharePoint
Services application, HousingSP.accdb, and the IssuesSample.accdb database that you
can find on the companion CD. This particular Housing Reservations database is a scaled-
down version of the full Housing.accdb sample you have been working with throughout
this book. It is designed to be uploaded to a Windows SharePoint Services Version 3 Web
site. In order to take full advantage of this database, you will need to have access to a
Windows SharePoint Services Version 3 Web site to which you can connect. Also, all
screen shots were taken using a Microsoft Office Live Web site, so the figures you see in
this chapter might differ from what you see on your screen based on your Windows
SharePoint Services Version 3 site. Many of the features of Windows SharePoint Services
discussed in this chapter require version 3. Earlier versions might not offer all the features
we discuss in this chapter. If you do not have access to a Windows SharePoint Services
Version 3 site, you can sign up for one (with a free trial) at http://office.microsoft.com/
en-us/officelive/default.aspx.



Working Within the Windows SharePoint Services User Interface 3

Working Within the Windows SharePoint Services
User Interface

In the process of writing this book, we used an Office Live Web site running Windows
SharePoint Services Version 3 to test and demonstrate how Access 2007 and Windows
SharePoint Services can work together. A full discussion of Windows SharePoint
Services Version 3 and all its features is beyond the scope of this book, so our goal in
this section is only to familiarize you with some of the user interface elements relevant
to Access 2007. Figure 22-1 shows the main page we created to demonstrate the Hous-
ing SharePoint sample you'll see later in this chapter.

& Home - Housing - Windows Internet Explorer == =R
@O =[] nttpsispviescas officelive. com/Housing/default aspx - & [ 4] x| [ M5t search 2 -
. — - - >
|| [@Hnme-}—musing I } &~ ~ g v [ Page = & Tools =
Dlny moog .
s Office Live Business Applications ¥ ) viescas.officelive.com =
Beta Sign Out
Home » Business Applications b Housing Help | Feedback
Business Applications Dashboard HousingSP thiDepartments thIEmployees thIReservationRequests
Business Contact Manager More... ~

Time Manager
Project Manager Common Tasks
Document Manager

Sales View: | Company View Resource Center

[ Administrati
ompany Administration & Business Applications

Workspaces Test workspace for Access 2007 Housing Application overview
frarreine e Granting access to a
Business Application or
Inside Out 2007 f"j Workspace
Using dashboards in
Business Applications

E
P

INAOwWs o Customizing Business
SharePoint Services Applications dashboards
and site navigation
Upload a document to a
Document Library or
Workspace

Using Workspaces
How to create a custom
Business Application

© 2006 Microsoft Corporation. All rights reserved. | Accessibility | Contact Us | Legal | Privacy

& Internet | Protected hode: Off E 1005 -

Figure 22-1 A Windows SharePoint Services Web site allows you to collaborate and share informa-
tion through a Web browser.

The left side of the page is a navigation bar similar to the Navigation Pane in Access
2007. Clicking one of these links takes you to another part of this Web site. In our
example, we clicked the Housing link to access the HousingSP database. Horizon-

tally near the top of the page is a dashboard that displays the internal contents of the
Housing folder using tabs. You can see the name of the Housing SharePoint database
(HousingSP) and some of the lists within that database—tblDepartments, tblEmployees,
and tblReservationRequests.
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Click the Common Tasks button to see a list of customization options, as shown in Fig-

ure 22-2. You can customize the dashboard, assign permissions to various parts of your
Web site, view settings for your other applications and workspaces, create new elements
on your Web site, and modify the current workspace settings.

Common Tasks =

Customize dashboard
Add, remove, or update Web
Farts

Set permissions

Add, change, or remove users'
access to applications and
workspaces

# =n

Manage applications and
workspaces

=
|%'L View all applications and
workspaces and change their

zettings and navigation

Create new
Create a new application,
ﬂﬁ workspace, blank page, or
dashboard.
Modify this application or
workspace
ﬂ:ﬁ Change the settings for this
application or workspace

Figure 22-2 Click Common Tasks to create, edit, and customize the various elements of your
Windows SharePoint Services Web site.

Editing Data in Lists

In Windows SharePoint Services terminology, a table is referred to as a list that stores
information about a single subject. In a list you have columns (fields) that contain the
different kinds of information about the subject. Similar to how you work in Access
2007, you can work with lists in different views for adding and editing records. Figure
22-3 shows the default view of an Employees list on our test site that looks like Data-
sheet view in Access. (This list was created as part of one of the sample business appli-
cations that Office Live loaded when we set up the Web site.) You can see the column
headers—such as Last Name, First Name, and Job Title—and one employee row below
the column headers. This view is also set to display all the employees.
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& Ermplayees - Windaws Internet Explarer

@@ + | &) httpsi/piescas.officelive. com/Employees/Lists/employees/alliterms.asp

~ & [ 4] x| [ M5t Search £ -
e e [gimp\uyees liw v B v @ v [Page v & Tosls v
i
Eadﬁcel_ive Business Applications _+|[Type to search 2] viescas officelive.com v
Beta

Sign Out

Home } Business Applications » Company Administration * Employee Directory Help | Feedback

Company Administration Employees

Company Assets

(e = DEE T Employees Common Tasks *
Expenses Use the Employee directory to maintain basic information about employees.
Jobs and Hiring

Training New ¥ Actions + Settings =

view: | All Employees -

Last Name First Name Job Title E-mail Address Office Phone  Part-time Middle Name

Conrad Jeff Access jeonrad@mvps.org No
Junkie

® 2006 Microsoft Corporation. All rights reserved. | Accessibility | Contact Us | Legal | Privacy

& Intemet | Protected Mode: Off 0% v

Figure 22-3 A list displayed on a SharePoint site resembles Datasheet view of a table in Access.

Although this view resembles a datasheet, you cannot edit any of the columns or records
from this specific page because this is a read-only view. In the Windows SharePoint
Services user interface, youw'll notice that there are no record indicators or blank rows
for new records. To add a record to the Employees list, click the arrow to the right of the
New button and then click the New Item command, as shown in Figure 22-4.

Employees

Employees

Commeon Tasks =
Usze the Employee directory to maintain basic information about employees.

New = Actions Settings -
== Mew Item
= Add a new item to this list. b
Last Name First Name Job Title E-mail Address Office Phone Part-time
Conrad ! rew Jeff Access Junkie jconrad@mvps.org No

Figure 22-4 Click the New Item command to add a new record.
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Windows SharePoint Services opens a new page that resembles a blank data entry form
in Access, as shown in Figure 22-5. All the column headers for this list are displayed

on the left side, and text boxes for the columns are on the right side. (You can’t see all
the columns for the Employees list in Figure 22-5.) This single-item edit form displays
ared asterisk next to any required columns—for this list, you must enter a value in

Last Name.

(& Employees - New Ttern - Windows Intemet Explorer (== ==
@G [ titpsiviescas.officelive.com/Employees/Lists/employees/NewFormaspiRoc + G | 43| X || MSN Search 2 |
— = »
W I@Emplnyees- New Itern [ I & - ~ @@ > [ Page v {3 Tools +
Cla = . - - e
ca celLive Business Applications 'H Typ earch |JI> ‘ viescas.officelive.com =
Beta Sign Out
Home % Business Applications » Coempany Administration » Employee Directory Help | Feedback
Company Administration Employees
Company Assets E
Employee Directory New Item P———
Expenses
Jobs and Hiring
Training
0  Attach File = indicates a required field
Last Name * I ] F
First Name [ |
Job Title [ ]
Image Type the Web address: (Click here to test)
[ttpesr ]
Type the description:

Part-time B

E-mail Address

Alt. E-mail Address

Office Phone

Emergency Contact Name

Emergency Relationship

[ J
[ |
[ |
Home Phone [ |
[ J
[ |
[ |

Emergency Address

@ 2006 Microsoft Corporation. Al rights reserved. | Accessibility | Contact Us | Legal | Privacy

€D Internet | Protected Mode: OFf 0%

Figure 22-5 You can add new records via a view of the list that looks like a form.

As with a data entry form in Access, you enter the information for this record into the
various text boxes. In Figure 22-6 you can see we are entering John’s employee informa-
tion. Just like Access 2007, Windows SharePoint Services supports adding attachments
to individual records. In this particular view, we can click the Attach File link, shown
in Figure 22-6, to browse to a location and upload an attachment for this employee’s
record.

Windows SharePoint Services also supports Rich Text Format for text and memo fields.
The last column in the Employees list, Notes, includes formatting buttons you can use
to apply different fonts, font sizes, bolding, alignments, and colors for your text, as
shown in Figure 22-7. After we click OK to save this new record, we return to the default
view of the Employees list, which now displays John’s record, as shown in Figure 22-8.
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Employees

ow T

LE| Attach File * indicates a required field
Last Name * [viescas | [
First Name [30hin |
Job Title [authar |
Image Type the Web address: (Click here to test)

|http://viescas.com |
Type the description: -

Part-time

E-mail Address [30hnv@viescas.com |

Alt. E-mail Address | |

Office Phone | |

Home Phone | |

Emergency Contact Name | |

Emergency Relationship | |

Figure 22-6 You can see John's record details being added to the form.

Employees

Emergency Contact Name | | -

Emergency Relationship | |

Emergency Address | |

Emergency Phone | |

Maobile Phone | |

Fax Number | |

Work Address | |

Work City [ |

Work State | |

Work Zip | |

Work Country/Region | |

Notes AAl BIU E=E=

Aunthor of the following bools: -
Microsaft Office Access 2003 Inside Out
\Building Microsaft Access Appl icaﬁom{

| oK ||Canoe||

4

Figure 22-7 Windows SharePoint Services supports Rich Text Format for text fields.

Chapter 22
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Employees

Employees Common Tasks

Usze the Employee directory to maintain basic information about employees.

New = Actions « Settings -
View: | All Employees -
Last Name First Name Job Title E-mail Address Office Phone Part-time
1 . .
Conrad i new Jeff Access Junkie jconrad@mvps.org No
i 1 .
TSR John Author JohnV@viescas.com No

Figure 22-8 John's record has been added to the Employees list.

Creating New Views

Within the Windows SharePoint Services user interface, you can create new views of
your lists. If a particular view shows too many columns or too few columns, you can
create a custom view to display only the columns you need. You might find this feature
handy for hiding certain columns from specific users or groups. You might also want to
set up a Datasheet view of your list for quick data entry and editing many records. On
our test site we created a Datasheet view of the Employees list. As shown in Figure 22-9,
we clicked the arrow to the right of View and then clicked the Create View command to

begin creating a new Datasheet view.

Employees

Employees Common Tasks +

Usze the Employee directory to maintain basic information about employees.

New Actions « Settings -
View: |A|| Employees -
All Employees
Last Namd [ Modify this View b Title E-mail Address Office Phone Part-time
Conrad! [[i Create View by JCCESS Junkie jconrad@myvps.org No
Viescas ! ew John Author JohnV@viescas.com No

Figure 22-9 You can create new views of your lists within Windows SharePoint Services.



Working Within the Windows SharePoint Services User Interface 9

The Create View page opens, where you can choose from several existing view formats,
as shown in Figure 22-10. This page includes built-in views such as Standard, Calendar,
Access, Datasheet, and Gantt. You can even use an existing view as a basis for creating
anew view. Not all views would be appropriate for certain types of lists. For instance, a
list of products would not function at all if displayed in Calendar view.

Create View: Employees
Commeon Tasks =
Use this page to select the type of view you want to create for your data.

Choose a view format

. = Datasheet View
| Standard View 2 . .
] View data on a Web page. You can choose from View data |ntafn egltlakbledipreadsdheei_: fIErrnat that
— 2 list of display styles. is convenient for bulk editing and quicl

customization.

- =| Gantt View
| Calendar View TEQ A .
H2 R view data as a daily, weekly, or monthly = V'ENhl.'Stl'tems in a Gantt th:”f toseea N
calendar. graphica representatlon of how a team's tasks

relate over time.
Access View

_Q Start Microsoft Office Access to create forms and
reports that are based on this list.

Start from an existing view

8 All Employees

Figure 22-10 Windows SharePoint Services offers several built-in views for your lists.

We want to create a Datasheet view of the Employees list, so we clicked the Datasheet
View button to open a new page to customize our new view, as shown in Figure 22-11.
On this page we can choose from any of the following options for this new list view:

e Name Assign a name for this new list view.

® Audience Designate whether this view can be seen by others or only by yourself.
Public is the default.

® Columns Select which columns will appear in the list view and in what order.
All data columns appear in the sequence defined by default. You can also choose
to display other columns maintained by Windows SharePoint Services such as
attachments, date created, date modified, and version.

® Sort Assign sorting options for one or two columns. By default, no columns are
sorted—the data appears in the order entered.

e Filter Apply one or more filters to the list view. By default, no filters are defined.
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e Totals Calculate totals for any of the columns. No totals are defined by default.

® Folders Choose to show items inside folders or in a flat view without folders. The
default is to display items inside folders.

e Item Limit Assign a maximum number of records to display in the view. The
default is to display all records.

Create Datasheet View: Employees

zz +9xdey)

Use this page to create a view of this list.

Name

Type a name for this view of the list.
Make the name descriptive, such as
"Sorted by Author”, so that site visitors
will know what to expect when they click
this link.

Audience

Select the option that represents the
intended audience for this view.

= Columns

Select or clear the check box next to
each column you want to show or hide in
this view. To specify the order of the
columns, select a number in the
Position from left box.

Common Tasks *

‘ oK | | Cancel

View Name:
|Empluyee Datashest |

[ Make this the default view
(Applies to public views only)

View Audience:
@ Create a Personal View

Personal views are intended for your use only.

@ Create a Public View
Public views can be visited by anyone using the site.

Display Column Name Position from Left
Last Name (linked to item with edit 1 -
menu)
First Name 2w
Job Title 3w
E-mail Address 4
Office Phone 5 -

Figure 22-11 On this page, you can choose options to customize your new Datasheet view.

In our example, we named this new view Employee Datasheet and kept all of the other
options set to their defaults. In the Access world, what we are building is conceptually
a query and a data entry form for the Employees list. For the query, we are deciding
which fields to display and in which order to sort the fields. For the form, we are choos-
ing the form layout (Datasheet, in this case), and specifying any totals to display for the
columns. After clicking OK to save our new view, Windows SharePoint Services dis-
plays our Employee Datasheet list view, as shown in Figure 22-12.
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Employees

Employees Commeon Tasks «
Use the Employee directory to maintain basic infermation about employees.

New - Actions Settings -

Wiew: | Employee Datasheet v|

Last Name - First Marne |v | Job Title | - | E-rnail Address ‘ v| Office Phone |v| Part-tirme | -
Conrad Jeff Access Junkie iconrad@myvps.org
Viescas John Author John¥@viescas.com =

< I ] r
For assistance with Access Web Datasheet, see Help, —

Figure 22-12 You can now see your new Datasheet view of the Employees list.

This view now looks very similar to Datasheet view of a form you might create in
Access. You can easily move through the columns and records using the Tab and
arrows keys. You can click the arrows on the column headers to apply additional filters
to the records. You can see a blank row at the bottom of this view for entering a new
record. Windows SharePoint Services even displays an Access icon in the upper-left cor-
ner of the view!

Adding Columns to Lists

In the Windows SharePoint Services user interface you can also add new columns to
your lists. For our example, we might want to add a Middle Name column between the
Last Name and First Name columns and reorder the columns to First Name, Middle
Name, and Last Name. This is a three-step process—add the column to the list, add the
column to the Employee Datasheet view, and then reorder the columns. To add the new
column to the Employees list, we clicked the arrow to the right of Settings and then
clicked the Create Column command, as shown in Figure 22-13.

Chapter 22
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Employees

Employees Common Tasks «

Use the Employee directory to maintain basic information about employees.

New = Actions Settings -

Create Column

View: Employee Datasheet :—Eﬂ Add a column to store

additional information about
each item.

Last Name - Firs Address |v ‘ Office Phone |v | Part-time |v
.. Create View
Conrad Jeff =" Create a view to select Bmvps.org
i 10h _x% columns, filters, and other " &
1e58as onn display settings. [lesEas.Bam
__ List Settings
[TL.3 Manage settings such as
- permissions, columns, views,
and policy.
< 1 ] 3
For assistance with Access YWeb Datasheet, sea Help, —

Figure 22-13 The Create Column command adds a new column to the list.

The Create Column page opens, on which you can assign properties for the new col-
umn, as shown in Figure 22-14. In Windows SharePoint Services, you assign the follow-
ing properties for the new column:

e Name and Type

® Description

® Required

e Tield Size

e Default Value

e Add To Default View

Depending on the data type you choose, this page displays additional options, such

as the list of values for a Choice data type or the minimum and maximum values for a
Number or Currency data type. After you assign your column properties, click OK and
Windows SharePoint Services adds the new column to the list.

Now that we have added the column to the list, we must add the column to our
Employee Datasheet view. (However, if the Datasheet view is the default view—which
itisn’tin this case—and we selected the Add To Default View check box to add the col-
umn to the default view when we created it, we can skip these steps.) We have already
indicated which columns to display in the Employee Datasheet view so, by default,
Windows SharePoint Services does not add this column to our custom view. To add the
column to the custom view, we clicked the arrow to the right of View and then clicked
the Modify This View command, as shown in Figure 22-15.
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Use this page to add a column to this list.

Name and Type

Working Within the Windows SharePoint Services User Interface

Type a name for this column, and select the type of
information you want to store in the column.

Additional Column Settings

Column name:

|M\dd|e Name

The type of information in this column is:

@ Single line of text
® Multiple lines of text

@ Choice (menu to choose from)

@ Mumber (1, 1.0, 100}
@ Currency (3, ¥, €)
@ Date and Time

@ Lookup (information already on this site)

@ Yes/No (check box)
@ Person or Group
& Hyperlink or Picture

@ Calculated (calculation based on other columns)

® What's New Field (this field requires What's New list in the

site)

Description:

Specify detailed options for the type of information

you selected.

Require that this column contains information:

BB W @ Me

Figure 22-14 On this page you can set properties for the new column.

Employees

Employees

Use the Employee directory to maintain basic infermation about employees.

New - Actions -

Wiew: | Employee Datasheet

o |

All Employees

Settings -

»

Employee Datasheet = |v Jab Title w | E-mail Address | w | Office Phone |« | Part-time | -
@ Modify this View Access Junkie jeonrad@myps . org
M Create View {b Authar JohnV@viescas.com
\ O
4 T} ] 3
| |F0r assistance with Access Web Datasheet, see Help, —

4

Figure 22-15 To display the new Middle Name column, you have to add it to the Employee

Datasheet view.

13
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On the Edit Datasheet View page, you can modify the layout of the Employee Datasheet

view, as shown in Figure 22-16. This page displays the name of each column with a

check box to its left. Select the check box next to Middle Name to add this column to
your custom view. A Position From Left box to the right of the column name lets you
position each column in the view. In Figure 22-16, you can see we assigned the First
Name column to the 1 position to have it appear first in the column order. When we
changed the Position From Left value for the First Name column, the sequence of the
other columns changed automatically. We then changed the position of the Middle
Name column to 2. Windows SharePoint Services changed the sequence the other col-
umns and assigned the Last Name column to the 3 position.

Edit Datasheet View: Employees
Common Tasks *
To customize this view further, use a Web page editor compatible with Windows SharePoint Services.

m

| Delete | ‘ OK | | Cancel
Name View Name:
Type a name for this view of the list. |Emp|0yee Datasheet |
Make the name descriptive, such as Web address of this view:
Sorted by Authar”, so that site visitors https://viescas.officelive.com/Employees/Lists/employees/

will know what t t when they click
t\l’wlis “:ckl\- what to expect when they clic Employes Datasheet s

[F] Make this the default view
(Applies to public views only)

= Columns

Select or clear the check box next to Display Column Name Position from Left

g2 ol you wrt o show o e Lo e (nked o o it s o

columns, select a number in the :

Position from left box. First Name N~
Job Title 3 -
E-mail Address 4 ¥
Office Phone 5 -
Part-time 6
Middle Name 7w
[ Alt. E-mail Address a -

-

Figure 22-16 You can adjust the display positions for the columns on the Edit Datasheet View page.

Note that you can change the name of the view on this page. You can also specify the
Web page address, which by default will be the same as the name of the view. Finally,
you can select the Make This The Default View check box to make this the view users
see whenever they open the list. After you click OK to save the changes, you can see
your revised Employee Datasheet view with the new Middle Name column, as shown
in Figure 22-17. Windows SharePoint Services correctly positions the new column
between the First Name and Last Name columns and places the First Name column
first in the column order.
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Employees

Employees

Use the Employee directory to maintain basic infermation about employees.

New - Actions - Settings -

Wiew: | Employee Datasheet v|

Common Tasks *

Middle Narne |v | Last Marne | - | Job Title

First Name w

| v| E-rnail Address |v| Office Phone

Conrad Access Junkie

Jahn Vigscas Author

iconrad@myvps.org
JohnW@viescas com

| m

For assistance with Access Web Datasheet, see Help,

4 1.

Figure 22-17 The new Middle Name column now appears in the Employee Datasheet view.

15
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You might be wondering why we used a space in the name of the Middle Name column,
especially considering that we recommended that you not use spaces for field names in

your tables at the beginning of this book. In Windows SharePoint Services you cannot

assign captions to the columns, so the column names displayed in the various views are
always the actual names of the columns. For this reason, you'll probably want to include

spaces in column names in lists defined in Windows SharePoint Services to make them

more readable.

Recycle Bin

One of the great advantages to having lists stored on a Windows SharePoint Services
site is the Recycle Bin. In most cases, if you delete something in Access, it is gone for
good. If you delete one record (or a thousand) by mistake and then close the database,
those records are lost. In some situations it is possible to retrieve deleted database ele-
ments using professional recovery services, but retrieval is not always guaranteed and
these services can be costly. If you're lucky, you might have a backup of your database
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that you can use to restore deleted records, but you still might lose some very important
data depending on when you made the last backup.

Windows SharePoint Services has a built-in Recycle Bin where you can easily recover
deleted records and other Windows SharePoint Services Web site elements. Suppose,
for example, we accidentally deleted John’s record in our Employees list that we have
been working on. We can go to the Recycle Bin on a SharePoint site by navigating to the
site settings (click Common Tasks and then Modify This Application Or Workspace)
and clicking Deleted Items under Recycle And Restore, as shown in Figure 22-18.

(£ Site Settings - Windows Internet Explarer

=)

@O i) hitpsiffiescas.officelive. com/Employees/_Iayouts/uh/settings.aspx

~ & [ 4] x| [ M5t search

oo I@S\te Settings

[ -8 -

2 -
[ Page = 3 Tosls =

Cla Mimﬁ'if .
CaOfficeLive
Beta
Home » Administration
Home
Business Applications
Workspaces

Additional Products &
Services

Administration

Resource Center

2l

Business Applications v” Type

Employee Directory Site Settings

Modify
8 Permissions
a Regional settings

8 Item visibility in search

View

a Application usage reports
8 User alerts

Recycle and restore

= Deleted items

Develop and customize

rRecommended for Office Live Solution Developers Only
a Site content types

a Site columns

@ Site libraries and lists

a List templates

8 Site templates

@ Reset to site definition

viescas.officelive.com =
Sign Out
Help | Feedback

Common Tasks »

m

© 2006 Microsoft Corporation. All rights reserved. | Accessibility | Contact Us | Legal | Privacy

https:/ fviescas.officelive,com/Ermplayees/ layouts/wh/RecycleBin

& Internet | Protected Made: Off

0% -

Figure 22-18 Windows SharePoint Services includes a Recycle Bin so you can recover

deleted items.

After you click Deleted Items, Windows SharePoint Services displays the Recycle Bin
for the Employee Directory, as shown in Figure 22-19. The Recycle Bin shows the type
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of object deleted (in this case a record), the name of the deleted record, the original

17

location of the list from which the record was deleted, who created the record, when the

record was deleted, and the size of the record.
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Common Tasks +
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Figure 22-19 John's record can be restored from the Recycle Bin.

The Windows SharePoint Services Recycle Bin works in much the same way as the
Windows Recycle Bin. The one difference is that Windows SharePoint Services auto-
matically empties deleted items that were deleted longer ago than 30 days. To restore

John’s record, we selected the check box next to his record and then clicked the Restore

Selection button. Windows SharePoint Services restored John’s record to the correct
list, as shown in Figure 22-20.

Chapter 22
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Employees

Employees Common Tasks +

Usze the Employee directory to maintain basic information about employees.

New Actions - Settings -

View: | Employee Datashest -
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Conrad Acocess Junkie jconrad@mmyps.org
Viescas Authar
< 11 vl
For assistance with Access web Datasheet, see Help, —
< [1l} +

Figure 22-20 John's record has now been completely restored.

Using Windows SharePoint Services from Access

So far in this chapter you have read about how to work with lists within Windows
SharePoint Services. You've learned how to edit data through different views, add new
columns to your lists, and use the Recycle Bin to recover deleted records. Now that
you are more familiar with how to work within the Windows SharePoint Services user
interface, it’s time to discover how you can leverage the power of Windows SharePoint
Services within Access 2007.

Exporting Data to Windows SharePoint Services

In some situations you might find that data stored in Access 2007 for your own per-
sonal use needs to be shared by several users in different locations. You might find, for
example, that a list of contacts you maintain locally in an Access data table in Oregon
needs to be accessed by your sales force in Paris. By exporting this table to a SharePoint
site, both you and your sales force can view, add, and edit the contact information from

anywhere in the world.
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Access 2007 makes the process of exporting data from a table very easy. Let’s start by
using the Contacts database template that comes with Access for an example. Open
Access and click the Contacts database template icon in the middle of the screen.
Browse to a location to save this file and name it Contacts. Click the Download button
to download the database to your local computer. After Access opens the database,
close the opening Contacts form so that only the Navigation Pane is visible. Click the
Navigation Pane menu, click Object Type under Navigate To Category, and then click
All Access Objects to display a list of all objects.

This Contacts database includes only one table—Contacts—with no records. To see how
records are exported to a SharePoint site, you should add some records to this table.

Open the Contacts table in Datasheet view and add a couple of records of contact infor-
mation, as shown in Figure 22-21.

aNTE R e TableTools | Contacts: Database {ficcess 2007) - Microsoft Access - = x
Home — Create External Data Database Toals Datashest @
M jJ j@ ' Insert | DataType: AutoMumber - | [@] Unique 5 =
& : = B HEH
e ok L ' Delete | Format: ~ 7] s Required - =)
Wiew || Mew Add Existing Lookup Relstionships  Object
- Field  Fields  column EiRename | $ % o | % 3% Dependencies
Wiews Fields & Columns Data Type & Formatting Relationships
All Access Objects | « || =] Contacts
Tables & ID - Company - lastMame - | First Name - E-rnail Address - Job Tit
= contacts | 1 Conrad Systerms Development  Conrad Jeff jeonrad@rmvps.arg Accesslunkie
Queries 2 2 Viescas Consulting, Inc. Viescas John Johnv@viescas.com Author

3 Contacts Extended #|  (New)

Forms %
= ContactDetails
EE contactlist

Reports %
[l contact Address Boak
i contactPhone List

Figure 22-21 Enter some contact records before exporting the Contacts table to a SharePoint list.

Now that you have created some records, close the Contacts table. As you learned in
Chapter 6, “Importing and Linking Data,” all import and export commands are located
on the External Data tab of the Ribbon. Select the Contacts table in the Navigation
Pane, and then on the External Data tab, in the Export group, click the SharePoint List
button, as shown in Figure 22-22. Alternatively, you can right-click the table in the

Navigation Pane, click the Export command on the shortcut menu that appears, and
then click SharePoint List on the submenu.

Access opens the Export — SharePoint Site wizard, as shown in Figure 22-23. Under
Specify A SharePoint Site, enter a valid address to a SharePoint site or subdirectory. Any
SharePoint sites that you have previously imported from, linked to, or exported to are
displayed in a list box. If one of these sites is the location to which you want to export
the table, you can click that address and Access fills in the address text box below the
list with that link. Enter a valid Windows SharePoint Services address in the text box

below the list, or select a previously visited Windows SharePoint Services address from
the list box.

Chapter 22
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Figure 22-23 The Export — SharePoint Site wizard helps you export a table to a SharePoint list.

Under Specify A Name For The New List, give this new list a name. Keep in mind that
the name you use is exactly how it appears to users on the SharePoint site. If you name
it thlContacts, for instance, that is exactly how the name is displayed to users. For our
example, we kept the default name of Contacts that Access used. Also, if you use the
same name as an existing list, Windows SharePoint Services appends a number to the
end of the name to avoid duplication. For example, if a Contacts list is already present
on our site, the new list is named Contactsl.
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Under Description you can optionally enter some information to describe the use of
this list. This description is shown on the SharePoint site next to the name of the list.
For our example, we entered a description of “Contacts table for sales force in Paris,”
which you can see in Figure 22-23. Select the Open The List When Finished check box
if you want Access to immediately display the new list in your browser after the export
is complete. The wizard also displays a message noting that any tables related to this
one are also going to be exported to the SharePoint site. We'll discuss this concept
later in the chapter. Click OK to start the export process. If you are not logged on to
your SharePoint site, you might be prompted to enter your logon information before
continuing. During the export process, Access displays a message screen with progress
indicators.

The duration of the export process depends on how many tables you are exporting,
your connection speed, and the amount of data being transferred. In our simple test

of this Contacts table using a high-speed connection, Access completed the task in

only a few seconds. If you selected the Open The List When Finished check box in the
Export - SharePoint Site wizard, your browser should open, displaying the Contacts list
on the SharePoint site, as shown in Figure 22-24. You can see the name of the list, Con-
tacts, as well as the optional description we entered in the wizard. By default, Windows
SharePoint Services shows an All Items view for all lists; in this case it is called All Con-
tacts, which shows both contact records. In our example, our sales force can now view,
add, and edit these records in their Paris office using their browser.
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Figure 22-24 Your new Contacts table is now displayed as a list on the SharePoint site.
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When the export is complete, Access displays a confirmation message on the last page
of the wizard, as shown in Figure 22-25. This page also offers you the option to save the
export steps you just performed if you plan to repeat these steps on a regular basis. You
can execute saved exports by clicking the Saved Exports button in the Export group
on the External Data tab of the Ribbon. If the export process encounters any problems,
Access displays a message on this page informing you of the errors and creates a local
table of those it encounters. We'll discuss this error table later in the chapter. Click
Close to close the wizard.

Export - SharePoint Site .

Save Export Steps

Finished exporting 'Contacts' to file 'https: | viescas officelive. comfEmplovess' successfully,

Do wou wank to save these export skeps? This will allow vou to quickly repeat the operation without using the wizard,

Close

Figure 22-25 Access confirms whether the table export was successful on the last page of
the wizard.

Importing a List from Windows SharePoint Services

Importing a list into Access 2007 from a SharePoint site works in much the same way
as exporting a table. In this case, you are downloading data from a SharePoint site and
saving a local copy of the data in an Access table. After Access creates the table and
imports the records, you can use all the powerful tools at your disposal in Access—
queries, forms, and reports—to analyze the data.

Continuing with our Contacts table example, let’s import the Contacts list from
the SharePoint site to the Contacts database we created earlier. You already have a
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Contacts table in this database, so if you import the list, Access appends a number (in
this case, 1) to the name of the imported table—Contactsl. You can either temporarily
rename the existing Contacts table in your database to a new name, perhaps OldCon-
tacts, or just delete the table. We deleted the existing Contacts table by right-clicking
the table in the Navigation Pane and clicking Delete on the shortcut menu.

Begin the import process by opening the Contacts database in Access and on the
External Data tab, in the Import group, clicking the SharePoint List button, as shown in
Figure 22-26.

AT LR e Contacts : Database (Access 2007) - Micrasoft Access - = x

&) ————— =
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All Acces| Import SharePoint list

Import data from or link to data in
an SharePaint list,

= o

(@) Press F1for more help.
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Contact List

Reports B
Il contact Address Book
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Figure 22-26 Click the SharePoint List button to start the import process.

Access opens the first page of the Get External Data — SharePoint Site wizard, as shown
in Figure 22-27. You can use this wizard to either import or link to Windows SharePoint
Services lists. We'll discuss linking in the next section. Under Specify A SharePoint Site,
enter a valid address to a SharePoint site or subdirectory. Any SharePoint sites that you
have previously imported from, linked to, or exported to are displayed in a list box. If
one of these sites is the location from which you want to import the table, you can click
that address and Access fills in the address text box below the list with that link. Enter
a valid Windows SharePoint Services address in the text box, or select a previously
visited Windows SharePoint Services address from the list box. Select the first option,
Import The Source Data Into A New Table In The Current Database, to import the list
and records to a local table and then click Next.

Chapter 22
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.Get External Data - SharePoint Site .

Select the source and destination of the data

Specify a SharePaint site:

M »

https: | viescas, officelive. com
hirtns: i ivirsras. affirelive. romiHnnsinn

1

\https:/fviescas. officelive. com/Employees

Specify how and where vou want to store the data in the current database,

@ Import the source data into a new table in the current database.

-Ii}IF the specified object does nat exist, Access will create it. IF the specified object already exists, Access will append a number ta the
name of the imparted object. Changes made to source objects (including data in tables) will not be reflected in the current database.

“1 Link to the data source by creating a linked table.

Access will create a table that will maintain a link o the source data. Changes made to the data in Access will be reflected in the
source and vice versa,

Figure 22-27 You can import or link to Windows SharePoint Services lists using this wizard.

The second page of the wizard displays all the lists found in the SharePoint site direc-
tory that you specified on the previous page, as shown in Figure 22-28. Select a check
box in the Import column to specify which list to import to Access. The Type column
displays icons representing the different types of lists. User-defined lists, for example,
are shown in orange, and built-in Windows SharePoint Services lists are shown in gray.
The Name column displays the names of the lists on the SharePoint site. The fourth col-
umn, Items To Import, shows a list of views. If the list has more than one view defined
in Windows SharePoint Services, you can select which specific view you want to import.
The default view, All Contacts, is the only view defined in our example. The last col-
umn, Last Modified Date, displays the date the list was last modified.

Near the bottom of this page is an option to import the display values from any lookup
fields instead of the actual lookup field ID. If you think a list has one or more related
lookup lists, and you want to fetch the linking ID instead of the lookup value, clear this
check box so that you fetch the actual ID value. For example, if an Orders list is related
to a Customers list, clearing this check box fetches the Customer ID instead of the cus-
tomer name that might be defined in a lookup. If you leave this item selected, you'll see
the customer name imported in the Customer ID field. In this case there are no related
or lookup tables for Contacts, so this option does not apply.
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Get External Data - SharePoint Site B
Import data from list

https:fviescas, officelive, comfEmplovees

Select the lists vou want available in the database:
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Figure 22-28 Select which lists to import to Access on the second page of the wizard.

Select the check box for the Contacts list, leave the other options set to their defaults,
and then click OK to begin the import process. Access creates a new local table in your
database and then imports the records. After the import process is complete, Access
displays the last page of the wizard, as shown in Figure 22-29. A message at the top of
this page indicates whether the import process was a success or if any problems were
encountered. The wizard also displays an option to save your import steps in case you
want to perform the exact import procedure again in the future. You can execute saved
imports by clicking the Saved Imports button in the Import group of the External Data
tab on the Ribbon. Click Close to dismiss the wizard.

Access now displays the new Contacts table in the Navigation Pane. Open the table in
Datasheet view to confirm that the table includes the two contacts records, as shown
in Figure 22-30. You can now analyze the data using queries and reports or build data
entry forms for adding records to the table or editing them. Note, however, that you've
made a copy of the data stored on the SharePoint site. Any changes you make to the
local copy won't be reflected in the Web site list. If you want to be able update the data
in the list directly from Access, read on to the next section.
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‘Save Import Steps
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All objects were imported successfully,

Do wou wank to save these import steps? This will allow wou to quickly repeat the operation without using the wizard,

Figure 22-29 The last page of the wizard asks if you want to save the import steps.
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Figure 22-30 The Contacts list from the SharePoint site has now been imported as a local table
into Access.
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TROUBLESHOOTING

Why doesn’t my imported Windows SharePoint Services list include all
the records?

Earlier in this chapter, you learned how to create different views of a list in Windows
SharePoint Services. You can define filters, include only certain columns, and assign sort
orders to a custom view. If your custom view restricts the number of records returned,
Access follows those rules and imports only those specific records. So, for example, if you
define a custom view that shows only contacts whose last name equals Viescas and then
import that view into Access, the only records imported are ones where the last name
equals Viescas. If you need to import all the records into Access, make sure you import a
view that returns all the records in the list.

Linking a Windows SharePoint Services List into Access

As you might recall from Chapter 6, we discussed the differences between deciding

to import from or link to another data source. If you need to share your data with
other users or if the data changes frequently, you should consider linking to instead

of importing from another data source. You just imported a Contacts list from a
SharePoint site to an Access database. If you add new records, edit existing records, or
delete records in this table, these changes are not reflected in the list on the SharePoint
site. This can be problematic if all users need to have the most up-to-date data available
to them. You could make changes to your local table and then export the table to the
SharePoint list, but what if another user had also made changes to the records in the
list? You can see the dilemma this causes when trying to keep accurate data.

Fortunately, with Access you can link to a SharePoint site just as you can to other data
sources. If you export an Access table to Windows SharePoint Services and then link it
back, this allows both your desktop application users and authorized members of your
Windows SharePoint Services team to work with and update the same data. To link to a
SharePoint list from Access, click the SharePoint List button in the Import group on the
External Data tab, as shown in Figure 22-31.

Access opens the first page of the Get External Data — SharePoint Site wizard, shown in
Figure 22-32. This particular wizard is the same one you used for importing lists from

a SharePoint site in the previous section. Enter a valid Windows SharePoint Services
address in the address text box below the list of previously visited sites or select a previ-
ously visited Windows SharePoint Services address from the list box. Select the second
option, Link To The Data Source By Creating A Linked Table, to link to an existing list
on a SharePoint site and then click Next.
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Figure 22-31 Click the SharePoint List button to start the Get External Data — SharePoint
Site wizard.
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Figure 22-32 Select the link option on the first page of the wizard to link to a list.

The second page of the wizard displays all the lists found in the SharePoint site direc-
tory that you specified on the previous page, as shown in Figure 22-33. Select a check
box in the Link column to specify which list you want to link to Access. The Type
column displays icons representing the type of list. User-defined lists, for example,

are shown in orange when clicked, and built-in Windows SharePoint Services lists are
shown in gray when clicked or not clicked. The Name column displays the names of the
lists on the SharePoint site. The last column, Last Modified Date, displays the date the
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list was last modified. Select the Link check box next to Contacts and then click OK to

start the link process.

Get External Data - SharePoint Site

Choose the SharePoint lists you want to link o

https:fviescas, officelive, comfEmployees

Select the lists wou want available in the database:

ER|

Link, Type
E]
EE

Namne
Contacts
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User Information Lisk

Last Modified Date
Saturday, Movember 18, 2006

oo

Cancel

Figure 22-33 Select the list you want to link to on this wizard page.

You'll notice in Figure 22-33 that you cannot select any views on a SharePoint site as
you can when you are importing a list. Access allows you to link only to the full list as

opposed to views created from lists.

Access creates a link to the Windows SharePoint Services Contacts list and marks the
icon for linked Windows SharePoint Services tables in the Navigation Pane with a blue
arrow, as shown in Figure 22-34. If Access finds a duplicate name, it generates a new
name by adding a unique integer to the end of the name as described earlier. Because
objects such as forms, reports, macros, and modules might refer to the linked table by
its original name, you should carefully check name references if Access has to rename a

linked table.

On the status bar at the bottom of the Access window shown in Figure 22-34, you'll
notice that Access displays Online With SharePoint. This message appears on the status
bar whenever you have any active links to a SharePoint site.
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Figure 22-34 Access now has a link to the Contacts list on the SharePoint site.

|NS| DE OUT Do Not Delete the User Information List Link!

You might have noticed that Access created a link to the User Information List in addi-
tion to the Contacts list, even though you did not explicitly link to that list. Access adds
links to other related lists such as those used for lookup values. Every list in Windows
SharePoint Services includes hidden columns for Created By and Modified By dates, and
this data is stored in the User Information List in Windows SharePoint Services. If you
delete this link, Access displays error messages, like this one, whenever you attempt to

update records in the list.

The recard saurce 'SELECT [ID], [Name] FROM [User Information List] ORDER BY [Name];" specified on this form or report does

not exist.

The name of the recardsource may be misspelled, the recordsource was deleted or renamed, or the recordsourcs exists in 3 differsnt database.

Inthe Form or Repart's Design view, display the property sheet by clicking the Properties button, and then set the RecordSource property to an
existing table or query.
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You can now use this Contacts list just like the original table in this application. In
Figure 22-35, you can see that we opened the Contact List form in Access bound to the
linked table, and both contact records are there. If you add a new record to the Contacts
table using this form, the Contacts list on the SharePoint site is also updated. Note that
using data from a SharePoint list as a linked table in Access requires a high-speed Inter-
net connection or local area connection to your intranet server. Performance will be
poor over a dial-up connection.

Oa H9 ™ ¥ Contacts | Database (Access 2007) - Microsoft Access = = x
~ Home  Greate | ExernalData | Datshase Toals @
@ | 4 Access S Text File S =] T v word == @] El)% & &) Discard Changes © :
i) Excel S5 HML File o2 S ST = e || = = Cache List Data
Saved | aved | Excel Sharefaint o Create Manage || Work Synchranize o HMowe to
Imparts | #01 SharePaint List z31More = || gonarts List  SgpMaore = | E sl Replies || Offline Sy Relink Lists SharePaint
Impart Expart Collect Data ShatePolnt Lists
A0 ccess Objecs =) « [ conec 1
Tables S e ;
I contects C"_,EJ/ ~ Contact List
*
[l UserInformation List Mew Cortact  Collect Datavia E-mail  Add From Qutiook  E-mail List  Reports | D
Queries 3 D - | First Name - | LastName - | E-mail Address - Business Phone - Company
5 Contacts Extendied | 1 leff Conrad jeonrad@mmvps.org Conrad Systems
Forms 2 L 2John Viescas Johnv@viescas.com Viescas Consulti
EE contact Details *| (New)
Contact List Total z
Reports %
Contact Address Book
Contact Phane List
Record: M 4[1or2 | » M b [ W o ilter [[Search |4 m " 4
Form View | g4 online with SharePoint “ |§[w¥n

Figure 22-35 You can update a linked SharePoint list just like local tables or tables linked to other
data sources.

Also note that Windows SharePoint Services doesn’t enforce referential integrity. If you
use Windows SharePoint Services lists as the tables in your application, your applica-
tion must perform additional checks to ensure that data integrity is maintained. For
example, you might have a Contact Events list that includes the Contact ID field from
the Contacts list. Before allowing a user to delete a Contacts record, you should check
to see that no related records exist in the Contact Events list. If records exist, you can
either delete them or disallow deleting the Contacts records. You'll learn more about

working with recordsets in code behind forms in Chapter 20, “Automating Your Appli-
cation with Visual Basic.”

Chapter 22
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Using SharePoint List Options with Linked Lists

When you have a linked list, Access 2007 offers several options for interacting directly
with the SharePoint site interface through a shortcut menu. If you've been following
along to this point, you should still have an active link to the Windows SharePoint Ser-
vices Contacts list. Close the Contact List form if it’s still open, and then right-click the
Contacts table link in the Navigation Pane, as shown in Figure 22-36.

@-, H9 -0 Cantacts : Database (Access 2007) - Micrasoft Access - m x
B J
Home. Create External Diata Database Tools

A Access o Text File
#ix) Excel XML File

@ % : Ty wrard L}% ﬁ % W?\ L8 Discard Changes -
& [ Test File sl '3 Cache List Data
Saved | Excel SharePoint Create Manage | Work Synchronize - Move to
Exports st rMore= || Evgil Replies || offiine T Relink Lists SharePoint
Export Collect Data SharePaint Lists

Sawed
Imports

#100 ShareFoint List 530 More =
Impart

All Access Chjects =] «
Tables e
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E\ pen

*[0 UserInfarmation List

& Design view
Queries =
= Import v
Contacts Extended
| Export »

Forms
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Contact List |
Reparts

Contact Address Bool ‘
Contact Phone List | | €Ut

|
% Collect and Update Data via E-mail

Hide in this Group

S
E
E
=
[=3
- |
3
3

Open Default Yiew..
(| Linked Table Manager
5 Table Properties

Modify Calumns and Settings..

 SlertMe..
Modify Workfiow...

Change Fermissions for this List...
SharePoint Site Recycle Bin...
 Relink Lists...

AEDNSE RS

Refresh List
Delete List

Ready 4 online with SharePoint n

Figure 22-36 You can interact directly with the Windows SharePoint Services interface from within
Access by using commands on the shortcut menu of a linked list.

You can do any of the following from the SharePoint List Options submenu:

® Open Default View This option sends a command to the SharePoint site and
opens the default view for the list. In our example, Windows SharePoint Services
displays the All Contacts view.

e Modify Columns And Settings This option opens a page where you can modify
the design of the list. Similarly to modifying a table in an Access database, you
can rename columns, change data types, change the sequence of columns, delete
columns, or add new columns.

e Alert Me This option opens a page on the SharePoint site where you can set
options to be notified via e-mail if any data is added to this list, if data is modified,
or even if data is deleted.
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e Modify Workflow This option takes you to the Workflow page for this list where
you can modify existing workflow rules or add new workflow rules. You can use
workflow rules to attach business logic to items in a SharePoint, similarly to set-
ting validation rules in an Access table.

® Change Permissions For This List This option opens a page on the SharePoint
site where you can view and change the users and their permissions levels.

e SharePoint Site Recycle Bin This option opens the Recycle Bin page on the
SharePoint site where you can restore items (lists, views, rows, and so on) to your
site or permanently delete them. Windows SharePoint Services stores elements in
the Recycle Bin for 30 days and automatically purges anything left in the Recycle
Bin longer than that.

® Relink Lists This option opens the Relink Lists To New Site dialog box so that
you can relink your lists to a new SharePoint site location. This dialog box, shown
here, works in much the same way as the Linked Table Manager for relinking
tables when the data source location has changed. You might need to use this
facility if you have moved your lists to a new Web site.

Relink Lists to Mew Site -] (s

Change the path to lists on the new site

Original Site: | https: {viescas, officelive,com/Emplayees - (2 Lists) lz‘

Mew Sike:

In the new lists column, select one or more lists From the new site that you want any link tables to use as the data
source:

Criginal site link tables Mew lists
Contacts
User Information Lisk

Cancel

® Refresh List This option causes Access to refresh the list from the SharePoint
site.
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e Delete List This option deletes the selected list from the SharePoint site. Access
displays a message asking you to confirm the deletion. If you accidentally delete a
list by mistake, you can recover it in the Recycle Bin.

Note

When you open a database that has tables linked to Windows SharePoint Services lists
and if you're not currently logged on to your SharePoint site, you'll see a standard Web
site logon dialog box where you must enter your user name and password and click OK.

Creating a New Windows SharePoint Services List from
Within Access

Access 2007 also includes a powerful new feature that lets you dynamically create new
lists on a Windows SharePoint Services site. With only one click on a Ribbon button
and a few wizard options to set, you're essentially creating a new table as a list directly
in Windows SharePoint Services. We'll continue using our Contacts database and our
existing SharePoint site to demonstrate this functionality. If you have any objects open
in this database, close them so that you see only the Navigation Pane. On the Create

tab, in the Tables group, click the SharePoint Lists button. Access displays a menu of six
options, as shown in Figure 22-37.

O R, RN 5 Conts
e =

Home !Create | External Data Database Too

| Table Table SharePoint| Table Form  Split  Multi
Templates ~|  Lists = |Design Form  Ifer

| Talf

7 3'_- Contacts
All Access Objects

Tables =
= | Tasks
’_:T_] Contacts L ﬁ =
» =
_:T_] User Informat T
@ Issues
Queries :

EFH Contacts Exter| |

Forms
@ Contact Detail -

Ewents l}

Custom
& contact List

Reports :
E contact ddre |

Existing SharePoint List

[l contact Phane List

Figure 22-37 You can create new lists on a SharePoint site from within Access.
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Using an Existing List Template

The first four options—Contacts, Tasks, Issues, and Events—create a new list on the
SharePoint site and a table in Access that links to that list using a built-in template.
These first four options are commonly used list styles on a SharePoint site. The Custom
option, discussed in the next section, creates a new list on the SharePoint site with only
three visible columns—ID, Title, and Attachments. The Existing SharePoint List option
opens the Get External Data — SharePoint Site wizard to import or link to a Windows
SharePoint Services list.

Let’s step through creating a new Events list on the SharePoint site so that we can coor-
dinate vacation scheduling with our sales force in Paris. Click the Events option on the
SharePoint Lists menu, as shown in Figure 22-37. Access opens the Create New List
wizard, shown in Figure 22-38. Under Specify A SharePoint Site, enter a valid address
to a SharePoint site or subdirectory on that site. Enter a valid Windows SharePoint Ser-
vices address in the text box or select a previously visited Windows SharePoint Services
address from the list box.

 Create Mew List

Events

Create an events lisk when you want a calendar-based view of upcoming mestings, deadlines, and other important events, You can share
information between your events list and Windows SharePoint Services-compatible events programs.

Specify a sharePoint site;

Site Address

myEmpl
https: {{viescas officelive.comfInsidedut
https: {viescas officelive.com

httrs: Hvirsras. ofFicelive.com iHansinn

I[ 4 [ »

:.https 1 ,;’J‘.\.fiescas officelive. com,l’Emﬁonees

Specify a name for the new list,
[yacstionCaknidar.
Description:

|Sales Force vacation calendar

Open the list when Finished
Mote: Exporting a table ko the sharePoint site will move all related tables as well,

[ K ] [ Cancel I

Figure 22-38 To create a new list, specify a name for the list and the location of the SharePoint site.

Under Specify A Name For This List, give this new list a name. Keep in mind that the
name you use is exactly how it appears to users on the SharePoint site. We decided to
name our new list Vacation Calendar. Under Description you can optionally enter some
information to describe the use of this list. We entered a description of “Sales force
vacation calendar,” which you can see in Figure 22-38. This description appears on the
SharePoint site next to the name of the list. Leave the Open The List When Finished
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check box selected so that Access immediately displays the new table in Datasheet view
after you create the list. Click OK to create the new list.

Access sends commands to the SharePoint site to create the new list and then creates a
new table linked to the Vacation Calendar list. Access also opens the new table in Data-
sheet view, as shown in Figure 22-39. This new table has 21 fields, such as Location,
Start Time, End Time, and Description, which you can use to describe an event.

AN R TableTools | Lontacts:Database {Access 2007) - Microsoft ccess - = x
oy — =
| Home | Creste Esternal Data  Database Tools Datashest @
| o i | A . =
4 calibri M EEE = Mew X Totals 4l 7 Selection ~ &
IR i) 2 £ 31
s By ||| Bor an =5 saue 7 speting | %1 V] mdvanced - =
Wigwe || Paste e Refresh Filter Find
- 7 |A|S '|[_ | Al | X Delete - EMore = || &5 ¥ Taggle Filter
|| vizws [Cliphoard Font £ Rich Text Records Sort & Fifter Find
All Access Objects v | <« || ] Vacation Calendar
Tables & 1D il Title - | Location - | StartTime - | EndTime - |Description - All Day Even - | R
*11 contacts * ]

*[0 UserInfarmation List
* 1] wacation Calendar

Queries 2
£ contacts Exended

Forms A
B contact Details
B contactList

Reports A
B contact Address Book

Bl contact Phone List

Figure 22-39 Access created a new list on a SharePoint site and a table linked to the list.

If you use Internet Explorer to navigate to the address you specified for the list, you
should now see the new Vacation Calendar list on the SharePoint site. This type of list
is perfectly suited for display in a Calendar view. As you can see in Figure 22-40, the
default view for the Vacation Calendar list is Calendar. The Vacation Calendar list also
has two other views—All Events and Current Events—that display the records in a more
traditional Datasheet view. At the moment, the Calendar view is empty because no
records have been created in the list.

Switch back to Access, and let’s add a new record to the table to see how easily we can
interact with the Calendar view on the SharePoint site. Our sales manager, John, is
going to be on vacation from October 30 through November 3. You can enter this data
directly into the table’s Datasheet view in Access, or you could build a data entry form.
As you learned in Part 3 of this book, you have a lot more control over how data is
entered if you use a form instead of entering data directly into a table datasheet, but for
this simple exercise we entered John’s vacation schedule into the table’s Datasheet view,
as shown in Figure 22-41. (If you're following along with this example, select a start and
end time within the current month.)
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@v ] hitpsiffdiescas.officelive.com/Emplayees/Lists Macation%20Calendar/calendar v & | 45 | | [ M3t Search £ -
i el | @ vacation Calendar B~ - v [rPage v @3 Took v+
Ol .
ci ceLive Business Applications _~|[Type o search [2] viescas officelive.com v
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Sign Out

Home } Business Applications » Company Administration » Employee Directory Help | Feedback

Company Administration Employees Contacts Vacation Calendar
Company Assets E
Employee Directory Vacation Calendar E
Expenses Sales force vacation calendar

Jobs and Hiring

Training New Actians + Settings

November, 2006 Expand All Collapse All | [T Day [Z] wel
sunday Monday Tuesday wednesday Thursday Friday
29 30 31 1 2 3
5 6 7 8 9 10

4 I |

® 2006 Microsoft Corporation. All rights reserved. | Accessibility | Contact Us | Legal | Privacy

h & Internet | Protected Mode: Off 0% v

Figure 22-40 By default, the new Vacation Calendar list is displayed in Calendar view.

NCEEEE | TableTools | Contactsl: Database (hecess 2007) - Microsoft Access

Home Create I Esternal Data DE‘EBDBEE'TDDH- | n_atas'neet l @
P0G F I OB B I BB Dt o
o A ML File || & X =} Test File 185 Cache List Data

Sawed | Access Excel SharsFoint | Saved | Excel ShareFoint Create Manage || Wiork Synchronize X hewve to
Imports List @MWE' Exports List %'Mure' E-mail Replies || Offline %Re”nk Lists SharePoint
Import Export Collect Data SharePoint Lists

All Access Objects

[E Vacation Calendar

Tables £ ﬂ (1] v‘ Title Location ~| Start Time - EndTime - Description - | All Day Even - | Recurrence -
*1 contacs 1 John's Vacation Bordeaux 10/30/2008 11/3/2006 Wine tasting
(New)

F1 UserInfarmation List

Contacts Extended

Forms %
Contact Details
Contact List

Reports 2

Contact Address Book

Contact Phone List

Figure 22-41 Enter a vacation record into the table to see it displayed on the SharePoint site.

Chapter 22
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After you move from the record or save it by clicking the Save button in the Records
group on the Home tab, Access saves the information on the Windows SharePoint
Services site. Go to the Windows SharePoint Services site using your browser, click
the Refresh button, and navigate to the appropriate month and year to see the changes
reflected in the Calendar view, as shown in Figure 22-42. John’s vacation schedule can
now be seen by any users of our Windows SharePoint Services site.

€ Vacstion Calendar - Windows Internet Bxplarer oS
6@ - ‘g] hitps:/viescas. officelive.com/Employees/Lists/Vacation%20Calendar/calendar.aspxfCalendarDate=11%2F 102 » “7| X ‘ | Live Search P v|
Fil:  Edit View Favorites Tools Help
- »
Wk [g\facamun Calendar l 1 G- - e v [ Page = G Teals +
ca ce Live ‘ Business Applications 'HType to search ‘Pl viescas.officelive.com
Beta Sign Out
Horne P Business Applications P Company Administration » Employee Directory Help | Feedback
Campany Administration Employees Contacts Vacation Calendar Chapter Status
Company Assets &=
Employee Directory vacation Galendar Common Tasks v
Expenses Sales force vacation calendar
Jobs and Hiring
Training New ~ Actions - Settings ~
November, 2006 Expand Al Collspse all | [ Day [ Week BT Menth
Sunday Manday Tussday wednssday Thursday Friday Saturday
29 30 31 [t [2 3 4
John's ¥acation
5 6 7 8 9 10 11
12 13 14 15 16 17 18 ™
2006 Microsoft Corporstion. All rights reserved, | Accessibility | Contact Us | Legal | Privacy

Dane & Interet | Protected hMade: On E100% v

Figure 22-42 John's vacation schedule now appears as a block of time in the Calendar view.

If you click on the block of time in the Calendar view, Windows SharePoint Services
displays a single-list view showing the details of John’s record that we entered in
Access, as shown in Figure 22-43.
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‘& Vacation Calendar - John's Vacation - Windows Internet Explorer (===
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File Edit Wiew Favorites Tools Help
- - .. >
% o I@Vacatim Calendar - lahr's acation I l B ov B v & v [ Page v & Tools ~
Ol e
oa d?ﬁce Live Business Applications ™ o) viescas.officalive.com
Beta Sign Out
Home » Business applications » Company Administration » Employee Directory Help | Feedback
Company Administration Ernplaysss Contacts Yacation Calendar Chapter Status
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all Day Event
Recurrence
Workspace
Created at 11/19/2006 9:08 PM by Jeff Conrad
Last modified at 11/20/2006 3:04 PM by Jeff Conrad
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Figure 22-43 The single-list view shows the details of John's schedule.

Creating a Custom List

You can also create a new custom list on a SharePoint site through Access 2007. When
you choose this option, Windows SharePoint Services does not use one of its built-in
templates for the list structure. In Access, if you have any database objects open, close
them now so that only the Navigation Pane is visible. On the Create tab, click the
SharePoint Lists button in the Tables group, as shown in Figure 22-44.

Next, click the Custom option. Access opens the Create New List wizard, as shown

in Figure 22-45. Enter a valid Windows SharePoint Services address in the text box

or select a previously visited Windows SharePoint Services address from the list box.
Under Specify A Name For This List, we entered Chapter Status. In the Description

box we entered “Status of chapters for Microsoft Press,” as you can see in Figure 22-45.
Leave the Open The List When Finished check box selected and then click OK to create
the new list.
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Figure 22-44 Click the Custom option to create a custom list on the SharePoint site.

Custom List

Create a custom list when you want ta specify yvour own columns.
Specify a SharePaint site:

Site Address a
Htbps i { i

https:ffviescas, officelive, comfInsideCut

hitps:fviescas . officelive. com

httrs: vimseas. afficelive. comHonsinn

|https:J‘,|’viescas.office\ive.comJ‘Employees |

Specify a name Far the new list,
|Chapter Skakus |

Crescripkion:

Status of chapters For Microsoft Press

Qpen the list when finished
Maote: Exporting a table b the SharePoint site will move all related kables as well,

[ o [ conee |

Figure 22-45 Enter a name for the custom list and the location of the SharePoint site.

Access instructs Windows SharePoint Services to create a new default list, creates
a table linked to the list, and opens the new list in Datasheet view, as shown in
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Figure 22-46. A Windows SharePoint Services custom list by default contains only ID,
Title, and Attachments columns.
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Contact Address Book
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Figure 22-46 By default, the new list includes three columns.

If you go to the SharePoint site in your browser, you can see the new custom list, as
shown in Figure 22-47. The only view created so far is the All Items view, and the list is
empty. Windows SharePoint Services displays the description of the list that we entered
in the wizard beneath the list name. In this view, the Attachment column is to the left of
the Title column, and the ID column is hidden.

& Chapter Status - Windows Internet Bxplarer

6@ <[] tttpsisviescas.officelive com/Employees/Lists/ChapterilStatus/Allkerns.asp = &4 | 45 | % || MSN Search £ -]
frmm—— - »
W& [ﬁ Chapter Status I ‘ 5~ ~ = > [} Page v & Tools =
Cln w . S
ca ce lee Business Applications 'HT,pe to search ‘Pl viescas.officelive.com
Beta Sign Out
Home P Business Applications » Company Administration » Employee Directory Help | Feedback
Company Administration Employees Contacts Vacation Calendar Chapter Status
Company Assets
Employee Directory Chapter Status Common Tasks +
Expenses Status of chapters for Microsoft Press

Jobs and Hiring

Training New ~ Actions v Settings -
view: | All ltems -
@ Title

There are no items to show in this view of the "Chapter Status” list. To create a new item, click "New"
above.

Figure 22-47 The new custom list shows up in the browser window.

Chapter 22
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Go back to Access, and let’s take a closer look at the table that Windows SharePoint
Services created. Right-click the Chapter Status linked table in the Navigation Pane and
click Design View on the shortcut menu. Access displays a warning message that Chap-
ter Status is a linked table and that you cannot change any of its properties. Click Yes in
the message box to open the table in Design view, as shown in Figure 22-48.
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Figure 22-48 Access displays all the hidden columns of the list in the table’s Design view.

You'll immediately notice that instead of seeing only three fields as you did in Datasheet
view, Access displays 14 fields in Design view. These extra fields are hidden columns
that Windows SharePoint Services uses to maintain the list. You can also see in Figure
22-48 a new group on the Design contextual tab under Table Tools called SharePoint
List. Access displays this group only when you are working with tables that are linked
to Windows SharePoint Services lists. In the SharePoint List group, you can do the
following:

® Open Default View This option sends a command to the Windows SharePoint
Services browser and opens the default view for that list.

® Refresh List This option causes Access to refresh the list from the SharePoint
site. If any column properties have changed, Access closes the table.
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o Modify Columns And Settings This option opens the SharePoint site to a page
where you can modify the design of the list. Similar to modifying a table in
an Access database, you can rename columns, change data types, change the
sequence of columns, delete columns, or add new columns. Just as with other
linked tables, to make changes to the source table, you must make them in the
source data store, in this case on the SharePoint site.

e Alert Me This option opens a page on the SharePoint site where you can set
options to be notified via e-mail if any data is added to this list, if data is modified,
or even if data is deleted.

e Modify Workflow This option takes you to the Workflow page for this list where
you can modify existing workflow rules or add new workflow rules.

® Permissions This option opens a page on the SharePoint site where you can view
and change the users and their permission levels.

After you create a custom list, you can use these commands to modify your list accord-
ing to your specific needs. Close the Design view for this table now.

Migrating an Access Database to a
Windows SharePoint Services Site

You'll learn in Part 7 of this book that you can use an SQL server as a data source for an
Access project file. You can also use a Windows SharePoint Services site as a data source
for your Access 2007 database. You can either publish or move your Access 2007 data-
base when migrating to a SharePoint site. When you publish your database, you are sim-
ply copying your database to the Windows SharePoint server so that others can open
and use it. Any changes you make to the data in the local copy are not reflected in the
copy on the SharePoint site. If you change queries, forms, reports, macros, or modules,
you must republish your database to make the copy on the server current.

When you move your database, Access makes a backup copy of your database, uploads
all the tables into Windows SharePoint Services lists, and replaces all the tables with

a link to the appropriate list so that any data editing you perform in the local copy is
reflected in the copy on the SharePoint site. You can set form and report properties so
that Access creates a view of the SharePoint list that points to the form or report in the
moved database. If you change queries, forms, reports, macros, or modules in your local
copy, you must republish your database to make the copy on the server current.

Similar to the process of upsizing an Access database to SQL Server, Access 2007
includes a Move To SharePoint Site Wizard that walks you through the process of
moving your tables and data to Windows SharePoint Services lists. By moving your
database, you can share the data with many users and take advantage of the Windows
SharePoint Services security, version control, and Recycle Bin. Users can update and
view the data either through links to the lists in an Access 2007 database or by using
their browser.
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When you move an Access 2007 database to a SharePoint site, Access places an entire
copy of the database in a document library on the site. Users can open the database
from the SharePoint site and download a copy to their local computer to work with the
data. By having a copy of your database objects on a SharePoint site, users can always
have the latest copy of the queries, forms, reports, macros, and modules.

Before we began the next steps in this chapter, we deleted all the existing lists we previ-
ously created on our SharePoint site.

Publishing Your Database to a Windows SharePoint Services Site

Publishing a database to a SharePoint site is somewhat similar to copying a database to
a file server where users can obtain a copy of the data, work with it, and send changes
back to the server. When you open a published database on the SharePoint site, Access
downloads a cached copy of the file for you to use. Any changes you make to the data or
objects are not reflected in the database on the SharePoint site unless you republish the
changes.

Close the current Contacts database if you haven't already done so; we’ll use another
new Contacts database template that comes with Access for an example of publishing a
database. Open Access if you closed it, and click the Contacts database template icon in
the middle of the Getting Started screen. Browse to a location in the right task pane to
save this file and name it Contacts. Beneath the file path, you can see an option to cre-
ate and link your database to a SharePoint site, as shown in Figure 22-49. If you select
this check box and then click Download, Access downloads the database template to
your computer and then prompts you for the address of your SharePoint site. After you
provide the appropriate address, Access creates a new list for each table in the sample
database on the SharePoint site and then creates a link to each list in the database. You
also have the option to move a copy of the entire database up to the SharePoint site.
(We discuss moving a database in the following sections.)

To continue our publishing example, clear the Create And Link Your Database To A
SharePoint site check box, and then click the Download button to download the data-
base to your local computer. After Access opens the database, close the open Contact
List form so that only the Navigation Pane is visible. Click the Navigation Pane menu,
click Object Type under Navigate To Category, and then click All Access Objects to dis-
play a list of all objects.

This Contacts database includes only one table—Contacts—with no records. To publish
the database, click the Microsoft Office Button, point to the Publish option, and then
click Document Management Server, as shown in Figure 22-50.



Contacts

Size: 3582 KB {1 min @ 56 Kbps)

Rating: igiTiTid

File Name:

|C0ntacts.accdb B
E:\Users) JeffiDocuments)

iCreate and link your database o a Windows
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[ Download ] [ Cancel ]

Figure 22-49 The right task pane on the Getting Started screen includes an option to create links
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to a SharePoint site when you create the database.
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Figure 22-50 Click Document Management Server to begin publishing your database.
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You can publish an Access database to a SharePoint site only if the database is in the
Access 2007 .accdb file format.

Access opens the Publish To Web Server dialog box, as shown in Figure 22-51. You
need to specify the address to the workspace on the SharePoint site in the File Name
box. (If youre working in a corporate environment, you might need to ask your network
administrator for this information.) We entered the address to the InsideOut workspace
on our SharePoint site. Click Publish. You should see a standard Windows logon dialog
box to verify your credentials on the SharePoint site. Enter your user name and pass-
word and click OK to continue.

[_,r_‘.?Puinsh to Weh Server @

®v| o Wifindows  » Metwork Shortouts - | 3 | | Search R |

Views -+ ‘NewFr_!Ider

Marme = Date maodified Type
This folder is ernphy,

Favorite Links

J Metwork Shortcuts

Folders Ll <) | 1 3
File name: http5:_-'_-".fie:cas.officeli‘.fe.com_-'[n:icIeOuﬂ -
Save as type: | Microsoft Office Access 2007 Databases (*.accdb;*.accde) v]

“ Hide Folders Tools - [ Publish ] [ Cancel ]

Figure 22-51 Enter the address to your SharePoint site in the Publish To Web Server dialog box.

Access then shows the contents of the InsideOut workspace on our SharePoint site and
enters the name of the file, Contacts, in the File Name text box. In our case, we selected
the Shared Documents library under Document Libraries, as shown in Figure 22-52.
Click the Publish button to begin publishing your database to the SharePoint site.

During the publishing process, Access sets a property in the database to note that it
has been published. After the process is complete, Access opens the Contacts database
again and displays the Contact List form, as shown in Figure 22-53. You'll notice that
there is no link to the Contacts table in this database, and no Online With SharePoint
message appears on the status bar. Note, however, that Access knows that you have
published this database, and it provides you with a handy button on the Message Bar
that enables you to republish any changes.
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( (= Publish to Web Server =]
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[ Shared Share a document with the team by adding it to this
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Sites and Workspaces

There are no additional locations to show in this viewr.

Folders ~

File name: Centacts.accdb -

Save as type: | Microsoft Office Access 2007 Databases (*.accdb;™.accde) v]

@HideFolders Tools ~ [ Publizh ] [ Cancel ]

Figure 22-52 Select the Shared Documents library to publish the Contacts database.
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Figure 22-53 The published database does not have active links to any list on the SharePoint site.

Chapter 22



Zz 19ydeyd

48

Chapter 22 Working with Windows SharePoint Services

Moving Your Database to a Windows SharePoint Services Site

To show you the process of moving an Access 2007 database to a Windows SharePoint
Services site, we'll use the Issues Sample database on the companion CD. (You previ-
ously used this sample in Chapter 2, “Exploring the New Look of Access 2007.”) This
database already has data in the two tables—Contacts and Issues—so you can see how
Access moves data to a SharePoint site. Begin by opening the Issues Sample database
(IssuesSample.acedb), and then close the Issue List form so that only the Navigation
Pane is visible. Next, on the External Data tab, click the Move To SharePoint button in
the SharePoint Lists group, as shown in Figure 22-54.
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Home  Create | EdemnalData | Database Tools [zl

. i St o] Text File || | frpWord || & T (% (& Discard Changes -

5 |& F 57 K& =

@ 8 XML File 3 X [CrrextFile »ﬁ S L Cache List Data

Saved | Access Excel SharePoint - saved | Bxcel SharePoint Create Manage | Work Synchranize —. Move to

Imports Lst B More” || Brports Lst  GrMore~ || Email Replies | Online & Relink Lists SharePaint.

Import Export Collect Data SharePoint Lists Tk

All Access Objects - % Move to SharePoint
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E i SharePoint site.

E 1ssues

Queries %

Contacts Extended
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Contact List
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rts «
Closed Issues

Contact Address Book

Cantact Phane Book

Issue Details

Open Issues

Open Issues by Assigned To
Open Issues by Category

Open Issues by Status

FEEEEEEEE

PO

Ready | Num Lock | h

Figure 22-54 The Move To SharePoint button facilitates the process of moving your database to a
SharePoint site.

Note

You can move an Access database to a SharePoint site only if the database is in the
Access 2007 .accdb file format.
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Access opens the Move To SharePoint Site Wizard, as shown in Figure 22-55. Enter the
address for your SharePoint site in the What SharePoint Site Do You Want To Use? text
box. If you select the Save A Copy Of My Database To The SharePoint Site And Create
Shortcuts To My Access Forms And Reports check box, Access uploads an entire copy
of your database into a document library on that SharePoint site. If you clear this check
box, Access creates only new lists for the tables, moves the data to those lists, and cre-
ates linked local tables in the Access database.

Ilowe to SharePoint Site Wizard @

Where do you want to move your data?

This wizard moves all your data to a SharePoint site by creating a SharePaint list for each table and then linking each
list back to your existing database,

‘what SharePoint site do you want ko use?
hitps: | viescas, officelive., comInsideCut|

Save a copy of my database to the SharePaint site and create shortcuts to my Access forms and reports,

Select a document library to save your database to:

Cancel

Figure 22-55 On the first page of the wizard, enter the address of your SharePoint site and decide
whether you want to upload a copy of the database.

Click the Browse button to browse for a document library location in which to save your
database. If you're not currently logged on to your SharePoint site, you'll see a standard
Windows logon dialog box, as shown in Figure 22-56. Enter your user name and pass-
word and then click OK to proceed.

The Office Live Web site we used to demonstrate migrating a database authenticates
users using a Windows Live ID—an e-mail address.



50

Chapter 22 Working with Windows SharePoint Services

Connect to viescas.officelive.com -ﬂ

Connecting ko
viescas, afficelive. com

E-mail address: | 5§

Password:

[ 5ign me in automatically

o
Microsoft'y

Pazspart or].e-t

e ———

Gek a MET Passport: Help

Figure 22-56 You might need to log on to your SharePoint site before proceeding.

After you log on to your SharePoint site, Access displays a Location dialog box showing
the various document libraries, sites, and workspaces on the site, as shown in Figure
22-57. For our example, we chose to upload a copy of the database into the Shared Doc-

uments library in the InsideOut workspace, as shown in Figure 22-58.

[F.Er Location -
i i\‘.)v| < InsideQut » - | s | | Search P |

Favorite Links Hame Description

Document Libraries
E:| Documents
SR 3| Shared Share a domument with the team by adding it to this

B Music Douments domfgnt libvazy.
E Pictures Sites and Worlspaces [ Double-click to open this location ]

J Public

There are no additional locations to showr in this vieer
Recently Changed

Searches
Recent Places
Desktop

‘LIS

[l ]

Computer

Folders ~

File name: IssuesSample.accdb

Save as type: | Microsoft Office Access 2007 Databases (*.accdb) v]

= Hide Faolders Toaols = [

Figure 22-57 Select the document library where you want to save the database.

After you navigate to the correct folder in which to upload your database, click OK to
continue. The Move To SharePoint Site Wizard now displays the folder where Access
will save the database, as shown in Figure 22-59. Verify that the information is correct,

and click Next to begin the process of moving your database.
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Save as type: | Microsoft Office Access 2007 Databases (*.accdb) v]
# Hide Folders Tools ~ [ ok L\A)J [ Cancel ]
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Figure 22-58 After selecting the document library in the workspace, click OK to save the database

in that location.

Where do you want to move your data?

This wizard moves all your data to a SharePoint site by creating a SharePaint list for each table and then linking each
list back to your existing database,

‘what SharePoint site do you want ko use?
https: fiviescas, officelive, comInsideCut

Save a copy of my database to the SharePaint site and create shortcuts to my Access Forms and reports,

Select a document library to save your database to:

https:/ /viescas.officelive.com/InsideOut /Shared Documents;/IssuesSample.accdb

Iowe to SharePoint Site Wizard @

| Mext = |[ Cancel

]

Figure 22-59 The wizard displays the location on the SharePoint site where the migrated database

will be saved.
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Access displays several progress screens as it creates new lists for the two tables, cop-
ies the data to the new lists, and moves a copy of the entire database to the InsideOut
folder on our SharePoint site.

If the data in a table that you're moving to Windows SharePoint Services closely matches
one of the built-in Windows SharePoint Services templates, Access uses that. Otherwise,
Access instructs Windows SharePoint Services to build a custom list.

After Access completes the migration process, the final page of the wizard confirms
that the move was successful. You can select the Show Details check box to find out the
actions taken and any error that occurred during the migration process. As you can
see in Figure 22-60, Access successfully created two new lists on the SharePoint site—
Contacts and Issues. Access always creates a backup of your database before begin-
ning the migration process, and you can see the name and location of the database on
this page of the wizard. You can also see the full address path to the location of your
database on the SharePoint site. Finally, Access informs you that it created a log table
of issues it encountered when moving the tables to the SharePoint site. Click Finish to
close the wizard.

towe to SharePoint Site \Wizard

Your tables have been successfully shared.

‘four bables have been successfully shared,
py WARMING:Some issues were encountered while moving your tables,

The Follovithg lists have been created on the SharePoint site https: |/ fviescas, officelive, comfInsideout,
Contacts, Issues

Microsoft Office Access has created a backup copy of your database,
CiiMicrosoft PressiAccess 2007 Inside Out)IssuesSample_Backupl.accdb

The Following URL takes vou to the published copy of vour database,
https: fiviescas, of ficelive, comiInsideCut)Shared Documents IssuesSample, accdb

WARMIMNG:

Some issues were encountered while moving vour tables, Access has created a log table called Move to SharePoint
Site Issues' listing these issues,

Finish |

Figure 22-60 Select the Show Details check box to see any issues Access encountered during the
migration process.
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After you close the wizard, Access opens your new database and displays the startup
form, Issue List, as shown in Figure 22-61. You can see in the Navigation Pane that
Access created links to the new Contacts and Issues lists on the SharePoint site as well
as the User Information List. The status bar notifies you that you are currently online
with the SharePoint site. Yow'll also notice that the Message Bar displays a Publish
Changes message, and Access created a new local table called Move To SharePoint

Site Issues.
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Contact List
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B Tsue Details
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Figure 22-61 The database on your computer is now linked to the SharePoint site.

Close the Issue List form and then open the Move To SharePoint Site Issues table to see
what problems Access encountered when moving your database. In Figure 22-62, we
collapsed the Navigation Pane and expanded the column widths of the first two fields
so that you can read them. Windows SharePoint Services Version 3 does not support
referential integrity so Access created a log entry in this table for the three relationships
that had referential integrity defined. Windows SharePoint Services Version 3 also does
not support validation rules, so the Opened Date and Due Date fields will not have their
validation rules enforced in the Windows SharePoint Services lists.

Chapter 22
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Figure 22-62 Access creates a log table for any problems it encounters when moving your tables
to Windows SharePoint Services lists.

When you migrate an Access 2007 database to a SharePoint site, you need to be aware
that Windows SharePoint Services does not support certain data types. You also
need to be aware of the following issues when migrating an Access 2007 database to
Windows SharePoint Services:

e Windows SharePoint Services does not support dates prior to 1900. You will not
be able to move any data that contains dates prior to 1900. If you have a date/time
field with some dates earlier than 1900, Access exports the column but Windows
SharePoint Services leaves blanks in those records for that column.

e Windows SharePoint Services converts any new line characters in text fields to
either a memo field or a Multiple Lines of Text field.

e Windows SharePoint Services does not support referential integrity, so any rela-
tionships that have this enforced are ignored when you move the table to a list.

e Windows SharePoint Services does not support cascading updates and cascading
deletes, so these will not be applied to the Windows SharePoint Services lists. You
will need to write VBA code to delete and update related records. You'll learn how
to do this in Chapter 20.

e Windows SharePoint Services ignores any relationship where the primary key is
not an integer or the relationship does not relate to the ID column.
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e  Windows SharePoint Services does not support default values for fields that are
dynamic—such as Date(), which changes each day—and ignores these when mov-
ing your tables to lists. Windows SharePoint Services accepts only static default
values such as numbers, text, and standard dates, which do not change.

e Windows SharePoint Services supports automatic numbering of fields only in a
list for the ID column.

o Windows SharePoint Services does support any multi-field indexes in lists, and
ignores these indexes when you move your data to a list.

e Windows SharePoint Services supports unique indexes only for the ID column,
and ignores any other indexes when you move your data to a list.

e Windows SharePoint Services does not support data validation rules, and ignores
these when you move your data to a list.

e Windows SharePoint Services converts any ReplicationID fields to Single Line of
Text data types.

o Windows SharePoint Services converts any decimal fields to Number data types.

Finding the Primary Key Data in a Windows SharePoint
Services List

When you export a table to a new SharePoint list, you might not see the primary key
data in the default view. If your primary key is an AutoNumber or Number data type,
Windows SharePoint Services moves this data into a hidden _ID column in the new list.
Windows SharePoint Services defaults to not displaying any hidden _ID columns in the
default view. You'll need to modify the view in order to display this hidden column.

In Figure 22-63, you can see the Issues Sample database uploaded to the Shared
Documents library in the InsideOut folder. You can also see that Access created new
Contacts and Issues lists on the SharePoint site. Now that you have migrated the data
to lists, other users who have the appropriate permissions can view, edit, and delete
records through either the views on the SharePoint site or by opening the Access data-
base in the Shared Documents library. If some of your users do not have Access 2007
installed, they can still view, edit, and delete records by using their browser.

Republish a Database to a Windows SharePoint Services Site

Regardless of whether you publish or move a database to a Windows SharePoint Ser-
vices site, you might occasionally need to republish your database. In Figure 22-53 on
page 47, you might have noticed a Publish To SharePoint Site button on the Message Bar
after publishing a copy of the database to Windows SharePoint Services. Any changes
you make to the data or database objects in the local copy of the Contacts database will
not appear on the SharePoint site unless you republish these changes.
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Figure 22-63 The Issues Sample database has now been migrated to the SharePoint site.

In Figure 22-61 in the previous section, you can see the same Publish To SharePoint Site
button, but in a database that you moved to Windows SharePoint Services. When you
move a database, Access 2007 modifies the local copy, replacing the tables with links

to the SharePoint lists. Any changes you make to data using the local copy will appear
in the shared lists on the SharePoint site. However, any changes you make to queries,
forms, reports, macros, or modules must be republished to appear in the shared copy
on the server.

In this case, we'll work with the worst-case example, the published Contacts database.
We'll add some records and make a change to one of the database objects to show you
how this process works. If you followed along and created a Contacts database and pub-
lished it, reopen the database now. Add a couple of records to the Contacts table using
the Contact List form, as shown in Figure 22-64.

After you enter the records, switch to Design view on the Contact List form by right-
clicking the form’s tab and clicking Design View on the shortcut menu. Change the cap-
tion of the label in the Form Header section to Conrad Systems Development Contact
List, as shown in Figure 22-65. Close the form and save the changes you made.
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Figure 22-64 Add some records to the Contacts table for this example.

To republish these changes to the SharePoint site, click the Publish To SharePoint Site
button on the Message Bar. (If you accidentally closed the Message Bar, you can reopen
it by clicking the Database Tools tab, and then selecting the Message Bar check box in
the Show/Hide group.) If you are prompted for your logon information by the SharePoint
site, enter your user name and password and click OK to continue. Access remembers the
specific folder in which you saved the database, as shown in Figure 22-66. If the correct
folder is not showing, locate the proper document library and then click Publish.

Access prompts you that a Contacts database file already exists in the same location
and asks if you want to overwrite the existing file. Click Yes to confirm the overwrite
and Access republishes the revised database to the SharePoint site. After the repub-

lishing procedure is complete, Access reopens the database and shows the Contact
List form.

Note

Use this same procedure for a database that you have moved to a SharePoint site, but
you need to republish your database only when you have made a change to a query,
form, report, macro, or module in your local copy of the database.
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Figure 22-65 Change the label caption in the Form Header section.
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(4 Hide Folders Tools ~ [ Publish ] [ Cancel ]

Figure 22-66 Navigate to the folder on the SharePoint site to republish the database changes.
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Opening the Database from Windows SharePoint Services

Users with appropriate permissions can open a database directly from a Windows
SharePoint Services document library using their browser. In this example, we’ll open
the Contacts database we republished in the previous section. If your local copy of the
Contacts database is still open, close it now.

In Figure 22-67 you can see that we navigated to the Shared Documents library in

the InsideOut folder on our test SharePoint site. You can double-click directly on the
name of the Contacts database to open it in Access 2007. Alternatively, if you click the
arrow next to the name of the Contacts database (you must point to this database to
see the arrow), Windows SharePoint Services displays a list of options; click the Edit In
Microsoft Office Access option to view this database using Access 2007. However, if you
choose this option, Access downloads a copy to a temporary folder on your computer
and opens it as read-only. This option works when all you want to do is edit datain a
database that has been moved to a SharePoint site. But if the database has simply been
published, you won't be able to do anything except browse the data. (We'll show you
how to modify the data in a read-only database in just a moment.)

& Home - Inside Out 2007 - Windows Internet Explarer ===
-
@\J <[] tttpsisiescas officelive, com/InsideDut/default asp - & [ ] x |[ msw searcn £~
gt [ &
- - - »
v o [g Hame - Inside Out 2007 ] ‘ o~ B v & v [5hPage v G Tooks »
Ca Sticeli
CaOfficeLive Business Applications  ~ 2 viescas.officelive.com
Beta Sign Out
Home » Business Applications » Inside Out 2007 Help | Feedback
Business Applications Dashboard Announcements Calendar Links Shared Documents More... -
o Gria
Business Contact Manager P - o
Time Manager we
Proiect 1 There are currently no active announcements. To add a new announcement, click "Add new * Usi
roject Manager announcement” below. Bu
Document Manager . Cu
Sales i
+ Add new announcement 0
Company Administration + Up
Dol
workspaces wel
Housing * Us
All Documents 7 Members | ~ * Ho
Inside Out 2007 Bu
Jeff Conrad
New v Upload = Actions = Settings - Jehn L.
Viescas
Tvpe Name Modified D Modified By
= =1 E
2]  [cContactsTrew v| 11/26/2006 gi15 pu J2ff Conrad
vie, - Groups
View Properties 11/26/2006 6:06 A 1=ff Conrad P
E@ Edit Properties + Add new us
88 Manage Permissions
4] Edit in Microsoft Office Access {b
W Delete Links it
~ There are
Send To e currently no
Oy Check out favorite links to 4
display.
Alert Me
+ Add new link -
o i ] »
© 2006 Microsoft Corporation. Al rights reserved. | Accessibility | Contact Us | Legal | Privacy
Done €D Internet | Protected Mode: OFF a0 ~

Figure 22-67 When you open a published Access 2007 database using Edit In Microsoft Office
Access, your browser downloads and opens a read-only copy of the database.



60

Chapter 22 Working with Windows SharePoint Services

In this case, you're opening a published database, so double-click the database name to
open it. Windows Internet Explorer displays a File Download dialog box with a warn-
ing message that some files can be harmful to your computer, as shown in Figure 22-68.

File Diowwnload (=3

Do you want to open or save this file?

(& Mame: Contacts.accdb
A

Type: Microsoft Office Access 2007 Database
From: wiescas.officelive,com

Open ] [ Save ] [ Cancel

Always ask before opening thiz type of file

l--" I Wwhile files from the Internet can be uzeful, zome files can patentially
e harm your computer. |f vou do not trust the source, do not open or
- save thiz file. What's the risk?

Figure 22-68 Internet Explorer asks if you want to open the database or save a copy for editing.

If you click Open, Internet Explorer downloads a copy of the database to a temporary
folder on your local hard drive and then calls Access to open the file. If you choose this
option, Access opens the database in read-only mode. (You cannot make any design
changes to the objects or change any of the data in the tables if the database is read-
only.) If the database had links to Windows SharePoint Services lists, you could change
the data in any linked tables. If you only want to view data in the database, the Open
option should work just fine for you. If you click Save, the Windows Save As dialog box
opens, as shown in Figure 22-69. You can select a folder on your hard drive and save

a copy of the database. In this case, Access does not open the database in read-only
mode, so you can make changes to the data and objects. If you click Cancel, Windows
SharePoint Services stops the download process.

TROUBLESHOOTING

Why can't | make any changes to my published database?

If you select the Edit In Microsoft Office Access option for a published Access 2007 data-
base, your database opens in read-only mode. You can only view data in this situation.

If you moved the database instead of publishing it, you'll be able to edit the data and
database objects.
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Figure 22-69 Select a folder to save a local copy of the database.

Either change the name of the database or save it in a different location than the Access
2007 Inside Out folder so as not to overwrite the existing Conrad Systems Contacts
database—Contacts.accdb. Click the Save button in the File Download dialog box, navi-
gate to a folder in which to save the database, and then click the Save button in the Save
As dialog box to download a copy of the database from the SharePoint site. If necessary,
click Close to close the Download Complete dialog box. Access opens the database and
displays the Contact List form with our two records in the Contacts table, as shown in
Figure 22-70. You can now view, edit, and delete records and make design-level changes
to the database objects. Remember that in order to have the information reflected in the
database on the SharePoint site, you will need to republish the database by clicking the
Publish To SharePoint Site button on the Message Bar. Close this database after you are
finished.

If you save a copy of the database to an untrusted location, Access 2007 disables any
harmful content in the database, including all Visual Basic code and certain macro
actions. To avoid this, you should download the database to a trusted location.
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Figure 22-70 Use the Save option to download a local copy of the database for editing.

Working Offline

Occasionally, you might need to work with data stored in lists on a SharePoint site
when you are disconnected. If your Windows SharePoint Services lists are stored on
an internal server not accessible from the Internet, this could pose a problem if you
need to view, edit, or delete records while away from your local intranet. Access 2007
and Windows SharePoint Services Version 3 allow you to work offline with data from
the lists and then later synchronize your offline changes with the server after you
reconnect.

Earlier in this chapter, you saw us move the Issues Sample database, which linked to
lists on our test SharePoint site. You'll now see how we can take the data offline, make
some changes, and later resolve any conflicts that might occur with data still on the
server. In Access, open the Issues Sample database you migrated earlier in this chapter.
(You might need to log on to the SharePoint site when reopening this database.) In Fig-
ure 22-71, you can see the links to the Contacts and Issues lists as well as to the User
Information List table. The status bar indicates that we are online with our SharePoint
site, and the Message Bar displays the Publish Changes message. Remember from ear-
lier in this chapter that we can make changes to the data in the tables because we have
links to the list in this database.
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Figure 22-71 Reopen the Issues Sample database and verify that you are working online with the
SharePoint site.

Disconnect from the SharePoint site by closing the Issue List form and then on the
External Data tab of the Ribbon, in the SharePoint Lists group, clicking the Work
Offline button, as shown in Figure 22-72. Access downloads a copy of all the data
currently on the server and temporarily disconnects the active links to the Windows
SharePoint Services lists. You might see Access display some progress screens for each
list depending on how much data it needs to download.

Access changes the icon for the linked lists to give you a visual cue that your links are
now disconnected from the SharePoint site. Access also changes the status bar message
to Offline With SharePoint to indicate that you are now working offline, as shown in
Figure 22-73. Now that you have a local copy of all the data, you can analyze the data
with queries, view and edit data through forms, and run reports while disconnected
from the server. You'll also probably see a performance increase because you are now
working only with data stored locally in the database.

Open the Issue List form, and let’s make some changes to a couple of the records.
Change the status of the issue records with IDs of 1 and 4 from Active to Resolved, as
shown in Figure 22-74. Also, add a new record to the Issues table using the Issue List
form. In Figure 22-74, you can see that we added a record concerning Chapter 22. You
might notice that Access has used a negative number for the ID value instead of a posi-
tive value. Access uses negative numbers for ID values when you are working offline.

Chapter 22
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Hame

Windows SharePoint Services
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Figure 22-72 Click the Work Offline button to disconnect from the SharePoint site.
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Figure 22-73 Your database is now disconnected from the Windows SharePoint Services lists, but
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Figure 22-74 You can edit and add records while working offline.

After you make the changes to the records, close the Issue List form and then open the
Issues table in Datasheet view. In Figure 22-75, you can see that Access flags all records
edited or added while offline with a pencil icon in the record selector. When you recon-
nect to the network, Access looks for this flag to synchronize changes with the server.
If you want to discard all changes you made to the records while offline, you can click
the arrow to the right of the Discard Changes button in the SharePoint Lists group on
the External Data tab and then click either Discard All Changes or Discard All Changes

And Refresh. The latter option not only ignores all changes you made while you had the
database offline but also refreshes the data from the SharePoint site.
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Figure 22-75 Access displays a pencil icon next to records that you changed while offline.
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Synchronizing Changes After Working Offline

While you are disconnected from the server, it is possible that someone else might edit
the same records you changed. As a result, you now have a conflict between your local
copy of the data and the server data. Let’s assume that while you were away from the
office, someone else changed the status of the same two records from Active to Closed,
but you changed them from Active to Resolved. In Figure 22-76, you can see within
the browser window on the SharePoint site that the records with IDs of 1 and 4 were
edited. (Someone else could also make changes through links from another database
as well)
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Figure 22-76 The data on the SharePoint site changed while you were offline.

To reconnect to the SharePoint site and synchronize the data, click the Work Online
button in the SharePoint Lists group on the External Data tab, as shown in Figure
22-77. If you click the Synchronize button, Access attempts to resolve any data conflicts,
updates any data that has been changed between the local copy and the server copy,
but keeps the links disconnected from the server.
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Figure 22-77 Click the Work Online button to reestablish links to the Windows SharePoint
Services lists.

Access now attempts to reconnect the links to the lists on the SharePoint site, but it
finds some data conflicts in the Issues table. If any conflicts exist between data in

the local copy of the database and the data in the Windows SharePoint Services lists,
Access displays the Resolve Contflicts dialog box, as shown in Figure 22-78. In this case,
Access correctly spots that two records have data conflicts. The Resolve Conflicts dialog
box has Previous and Next buttons in the upper-right corner. You can use these buttons
to move back and forth between the records that have data conflicts. (These buttons
appear dimmed if only one conflict is found in a table.) Access displays the number of
conflicts it finds near the top of the dialog box. In our case Access shows a message of
“Details — 1 of 2,” meaning two records have data conflicts.

[(Resohe Comtics =)

@ Previous Mext o
Details - 1 of 2

@ Rows you changed were previoushy changed by Jeff Conrad on 11/27/2006 01:58 AM. Your changes
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Far each conflict, discard your changes and keep the other user’s changes or retry vour changes,

Title ‘- Priority || Description | Categor

Other user's changes || Make revisions to Table OF Contents || Closed | (1) High (1) Catege

‘four changes Make revisions to Table OF Contents || Resolved || {13 High (13 Cateqgc
] v

E Discard My Changes i [ Retry My Changes ]

If wou have multiple conflicts or errors, you can also retry or discard all your changes.

[ Discard All My Changes ] [ Retry all My Changes ]

Figure 22-78 Access displays the Resolve Conflicts dialog box whenever data conflicts occur.

Chapter 22
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The Resolve Conflicts dialog box shows who changed the data on the server and the
date and time it was changed. In the middle of the dialog box Access displays all the
fields in the list, and highlights what the other user changed in the record on the
SharePoint site as well as the changes you made to the same record. In our example, you
can see that the Status field was changed to Closed on the server and we changed it to
Resolved in our local copy of the data.

If you want to keep the changes that the other user made, click the Discard My Changes
button. If you want to keep the changes you made to the record, click the Retry My
Changes button. For each record conflict, you need to decide whether you want to keep
your changes or discard them. If you want to discard all your data changes, click the
Discard All My Changes button at the bottom of the dialog box. If you want to keep all
your record changes, click the Retry All My Changes button. If you have additional data
conflicts in other tables, you'll need to resolve those conflicts as well. (If two people
from two locations try to resolve conflicts at the same time, the last user’s changes are
saved.) As you might recall, we added one new record to the Issues table. Access had no
problems adding this record to the Windows SharePoint Services Issues list because
there were no data conflicts. We want to keep the changes we made, so click the Retry
All My Changes button. After the data conflicts are resolved, Access relinks your tables
to the Windows SharePoint Services lists and changes the status bar message to indi-
cate that you are back online. In Figure 22-79 you can see Access has completed the
relinking process and opened the Issue List form.
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Figure 22-79 Access relinks the tables when you go back online.
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Our record changes were accepted and uploaded to the SharePoint site and now show
up in both our local copy of the database, in any database linked to the lists on the
server, and in the lists on the server. In Figure 22-80 you can see all the updated data in
the Issues list on the SharePoint site.
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Figure 22-80 The Issues list on the SharePoint site now includes all the changes we made while
working offline.

You should now have a good grasp of working within the user interface of a Windows
SharePoint Services Version 3 site. You have also learned how to leverage the collabora-
tive benefits of Windows SharePoint Services with Access 2007.
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