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Introducing Microsoft InfoPath 2010

Welcome to Microsoft InfoPath 2010, a forms-creation and data-gathering tool that

can help you streamline your business processes. InfoPath 2010 is well-suited for almost
anyone who needs to design and deploy form solutions—including information workers,
IT professionals, and developers. You can use InfoPath 2010 to design sophisticated forms
that can quickly and accurately gather information that meet your organizational needs.
And its deep integration with the Microsoft SharePoint platform opens up a new world of
possibilities for your electronic form requirements.

InfoPath empowers you to design and fill out electronic forms, such as expense reports,
event registrations, and customer satisfaction surveys. And you can do this using com-
mon form controls that most users are familiar with, such as text boxes, drop-down list
boxes, or hyperlinks. When entering data in an InfoPath 2010 form, users are presented
with familiar, document-like features. For example, they can change fonts, check spelling,
or insert images into certain fields.

If you create your forms as browser-enabled form templates, users who don't have
InfoPath installed on their computer can still work with the form in a browser. This lets
you share business forms with a variety of users, including employees, customers, and
vendors.

You can design forms ranging from simple questionnaires to collect data from a small
group to complex surveys that are integral components of a much bigger business
process. InfoPath form templates can be used as a standalone tool, or you can design
them to work with SharePoint lists, applications, databases, or web services. With this
flexibility, designers in your organization can easily integrate the form data into exist-

ing business processes. If you utilize SharePoint Server 2010 and SharePoint Designer,
InfoPath 2010 forms can be used as part of a fully automated business process. This can
include workflows such as routing and notification based on information within the form.
And the data that users enter in your InfoPath forms doesn't have to remain sealed inside
that form forever; it can be reused in a variety of ways, especially when coupled with the
SharePoint platform.
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New Features

Microsoft InfoPath 2010 is a major release and has several new features and capabilities
compared with the 2003 and 2007 versions. We don't specifically call out all new features
in the book, but you will gain experience with most of the new capabilities as you wind
your way through the various chapters and exercises. The list below includes some of the
new feature highlights that are most relevant for this book:

The Microsoft Office Fluent Ribbon relieves you of the burden of hunting through
menus, submenus, and dialog boxes. This new interface organizes all of the com-
mands that the majority of people use most often, making them quickly accessible
from tabs at the top of the InfoPath window.

If you create your forms as browser-enabled form templates, users who don't have
InfoPath installed on their computer can still work with the form in a browser. This
lets you share business forms with a variety of users, including employees, custom-
ers, and vendors. Improved parity between InfoPath Filler 2010 forms and InfoPath
browser forms in SharePoint Server 2010 ensures greater consistency across the
spectrum of form users.

SharePoint Server 2010 offers a robust architecture for managing access to data
connections and external systems. InfoPath 2010 has a specific form control—the
External Item Picker—that works with Business Connectivity Services (BCS).

InfoPath 2010 includes a new installation option called InfoPath Filler. Filler presents
people who are completing forms with a simple and easy-to-use interface. All of
the functionality for designing forms is removed for those who just want to open a
form and fill it out.

In SharePoint Server 2010, it's easy to host your InfoPath forms on SharePoint pages
by using the new InfoPath Form Web Part. You can simply add the InfoPath Form
Web Part to a SharePoint 2010 Web Part page and point it to your form.

With InfoPath 2010, you can create forms with a click of a button, based on Share-
Point lists. If you have data in SharePoint lists, you can automatically generate a
form with all of the SharePoint list column fields, and then customize it with the
power of InfoPath.
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Let's Get Started!

“When at last we are sure, you've been properly pilled, Then a few paper forms,
Must be properly filled. So that you and your heirs, May be properly billed.”

Dr. Seuss

Tax forms, school forms, business forms, registration forms, order forms, medical
forms—forms of all types and for all purposes. Forms, so ubiquitous, and yet so under
appreciated. The decision to take on the challenge of authoring this book was driven

in part by our passionate belief that InfoPath and SharePoint 2010 together represent

a new opportunity to radically transform the experience of using forms from one of
dread and tedium, to a much more positive experience. With this new software platform,
the untapped potential for improving people’s everyday experience of building and
using forms is vast. It was this potential for improvement that led us to share with you
our knowledge and our passion for the world’s best forms creation and editing tool:
InfoPath 2010.

Hardware and Software Requirements

To complete the exercises in this book, you will need a Microsoft Windows—based com-
puter with InfoPath 2010 installed on it (either as part of Microsoft Office Professional or
standalone InfoPath installation).

The requirements to install InfoPath 2010 are:

® Processor: 500 MHz or faster processor
® Memory: 256 MB RAM or more

® Hard disk: 2.0 GB available disk space

® Display: 1024 x 768 or higher resolution monitor

® Operating system, Windows XP (must have SP3) (32-bit), Windows 7, Windows
Vista with SP1, Windows Server 2003 with SP2 and MSXML 6.0 (32-bit Office only),
Windows Server 2008, or later, 32 or 64-bit OS.
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For many of the exercises in the book, you will also need access to a SharePoint 2010
Server environment. Some exercises might require the Enterprise features of SharePoint
such as InfoPath Forms Services. Ideally, you will have a SharePoint site where you have
Site Owner permissions in order to effectively work through the exercises in the book.
This will be necessary for creating the required forms libraries, workflows, data connec-
tions, and other SharePoint objects.

SharePoint Designer 2010 is also required for some exercises; a free download is available
at http.//sharepoint.microsoft.com/en-us/product/related-technologies/pages/sharepoint-
designer.aspx.

Office 365: InfoPath and SharePoint in the Cloud

If you do not have your own SharePoint environment, InfoPath 2010 supports the cre-
ation of forms in Microsoft Office 365, which is the online SharePoint service in the cloud.
All versions of SharePoint Online have support for basic InfoPath integration, although
the more advanced capabilities might require specific versions of Office 365. You can

find more information on how to sign up for Office 365 at http.//office365.microsoft.com.
Chapter 2 has more information on how to decide which version of SharePoint best suits
your needs.

You might notice some user interface differences in SharePoint Online versus an “on
premises” installation of SharePoint in your company’s data center. Conceptually, the
exercises in this book should work the same with Office 365 in the cloud as they do if you
have a SharePoint Server sitting under your desk.

Who This Book Is For

This intended audience for this book is very broad—essentially, it is for any information
worker that needs to build and use electronic forms that will be stored in SharePoint.
Whether you are an IT professional, an attorney, a sales manager, administrative assistant,
or a rocket scientist, this book can teach you the basics of building and using InfoPath
2010 forms in a SharePoint 2010 environment. By the time you finish, you will be fully
armed to create a very satisfying form experience for the consumers of your forms.

Because the target audience for InfoPath 2010 (and therefore, this book) is so wide-
ranging, we have intentionally set the bar low for required expertise to use this book.
If you are a savvy Office and Windows user, that's a great start! For much of the book,
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some existing knowledge of SharePoint Server will definitely be useful. However, even if
you're not a SharePoint guru, most topics in this book should be within your grasp. You
might need to become good friends with your SharePoint administrator; their help will

be invaluable.

A note to IT professionals and software developers: if you don’t have much experience
using InfoPath with SharePoint, you will likely find this book valuable. However, we want
to be clear that you (the technical software professional) are not the primary reader we
had in mind when structuring the content in this book. The mission of this book was not
to be a comprehensive administrator or developer guide. That undertaking has already
been covered by other excellent InfoPath and SharePoint 2010 books on the market.

How This Book is Organized

This book is organized around the idea of using InfoPath 2010 with SharePoint Server. The
book does begin with a few chapters that are primarily focused on understanding Info-
Path itself; but by Chapter 4, the focus starts to turn to using InfoPath with SharePoint.
That was our mantra for much of the book—highlight and focus on the areas of InfoPath
that have a strong connection and relationship with SharePoint. Throughout the 14 chap-
ters that comprise this book, you will have an opportunity to design forms that integrate
tightly with SharePoint in a variety of ways.

Chapter 1, “Introducing Microsoft InfoPath 2010, explores the InfoPath interface, and
helps you learn XML basics and to build a simple form.

Chapter 2, “Form Requirements: Using a Decision Matrix,” helps you understand which
types of InfoPath forms make sense for your requirements.

Chapter 3, “Form Design Basics: Working with InfoPath Layout, Controls, and Views,"
shows you how to work with sample forms to help you understand different ways to put
the basic form components together.

Chapter 4, “Working with SharePoint List Forms,” demonstrates how to use InfoPath to
customize SharePoint 2010 list forms.

Chapter 5, "Adding Logic and Rules to Forms,” explores the capability of InfoPath to add
business logic and data validation to forms, without code.

Chapter 6, "Publishing and Submitting Form Data,” helps you to experience the various
options for publishing your forms to SharePoint.
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Chapter 7, “Receiving Data from SharePoint Lists and Business Connectivity Services,”
presents information on how to retrieve data in to your forms from SharePoint data
sources.

Chapter 8, “Using the InfoPath Form Web Part,” leads you through the process of display-
ing your form in a SharePoint Web Part.

Chapter 9, “Working with the SharePoint User Profile Web Service,” teaches you how to
integrate information about SharePoint users in to your forms by adding web service
data connections.

Chapter 10, “InfoPath Integration with SharePoint Designer Workflows,” helps you to
understand how SharePoint Designer and InfoPath work together to build custom work-
flow forms.

Chapter 11, “Building an Approval Process,” shows you how to add workflows and rout-
ing to your forms.

Chapter 12, “Managing and Monitoring InfoPath Forms Services,” leads you through
working with a variety of administration tools to manage browser-based forms.

Chapter 13, “SharePoint Views and Dashboards,” shows you how to take advantage of
SharePoint’s power to build customized views and dashboards that contain data from
your forms.

Chapter 14, "Advanced Options,” explores various tips and tricks for integrating advanced
form requirements.

Darvish’s Acknowledgments
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class 4 hours of the day, for three years. The class was so special and amazing. That unique
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Modifying the Display of the Ribbon

The goal of the Office working environment is to make working with Office documents,
including Microsoft Word documents, Microsoft Excel workbooks, Microsoft PowerPoint
presentations, Microsoft Outlook email messages, and Microsoft Access database tables,
as intuitive as possible. You interact with an Office document and its contents by issuing
commands to the program in which the document is open. All Office 2010 programs
organize commands on a horizontal bar called the ribbon, which appears across the top
of each program window, whether or not there is an active document.

Ribbon tabs Ribbon groups
E B39l .;,s 3 (Design) Farm2 - Microsaft InfoPath control | ools. : IEilesis =B R
T Il
Home nsert Page Design Data Developer Ploperies Layout I o @
= ¥ . [ Tedt Box 255 Rich Text Box =l | 5 ‘ 7 Spetiing ~ B
Calib 10 = = A S =A = = y
=¥ 7 ) « =7 .:%
LS| ERY — aasbcend AaBhby . B Drop-Down List ... L@ Combo Box = i @4 Find - =
Faste 4 B I U- W-A- === Normal Tte |- | chews @ Ootignbuon | = 200 WERA0R o gy PTEVEW
[C\ipb-:ari Format Tect 5 Font Styles Cantrols 5 Rules Editing Form I

Commands are organized on task-specific tabs of the ribbon, and in feature-specific
groups on each tab. Commands generally take the form of buttons and lists. Some
appear in galleries. Some groups have related dialog boxes or task panes that contain
additional commands.

Throughout this book, we discuss the commands and ribbon elements associated with
the program feature being discussed. In this topic, we discuss the general appearance of
the ribbon, things that affect its appearance, and methods for locating commands that
aren't visible on compact views of the ribbon.

Tip Some older commands no longer appear on the ribbon, but they are still available in the
program. You can make these commands available by adding them to the Quick Access Toolbar.

Dynamic Ribbon Elements

The ribbon is dynamic, which means that the appearance of commands on the ribbon
changes as the width of the ribbon changes. A command might be displayed on the
ribbon in the form of a large button, a small button, a small labeled button, or a list
entry. As the width of the ribbon decreases, the size, shape, and presence of buttons on
the ribbon adapt to the available space.
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For example, when sufficient horizontal space is available, the buttons on the Review tab
of the Word program window are spread out and you're able to see more of the com-
mands available in each group.
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If you decrease the width of the ribbon, small button labels disappear and entire groups
of buttons hide under one button that represents the group. Click the group button to
display a list of the commands available in that group.
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When the window becomes too narrow to display all the groups, a scroll arrow appears
at its right end. Click the scroll arrow to display hidden groups.
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Changing the Width of the Ribbon

The width of the ribbon is dependent on the available horizontal space, which depends
on these three factors:

® The width of the program window Maximizing the program window provides
the most space for ribbon elements. You can resize the program window by clicking
the button in its upper-right corner or by dragging the border of a non-maximized
window.
Tip On a computer running Windows 7, you can maximize the program window by
dragging its title bar to the top of the screen.

® Your screen resolution Screen resolution is the size of your screen display
expressed as pixels wide x pixels high. The greater the screen resolution, the
greater the amount of information that will fit on one screen. Your screen resolution
options are dependent on your monitor. At the time of writing, possible screen
resolutions range from 800 x 600 to 2048 x 1152. In the case of the ribbon, the
greater the number of pixels wide (the first number), the greater the number of
buttons that can be shown on the ribbon, and the larger those buttons can be.

On a computer running Windows 7, you can change your screen resolution in the
Screen Resolution window of the Control Panel. You set the resolution by dragging
the pointer on the slider.

[ . S e

@- Bl » Control Panel » Appearance and Personalization » Dis

File Edit View Tools Help
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® The density of your screen display You might not be aware that you can change
the magnification of everything that appears on your screen by changing the screen
magnification setting in Windows. Setting your screen magnification to 125% makes
text and user interface elements larger on screen. This increases the legibility of
information, but it also means that less fits onto each screen.
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On a computer running Windows 7, you can change the screen magnification in
the Display window of the Control Panel. You can choose one of the standard dis-
play magnification options or create another by setting a custom text size.

I ) Control Panel b All Control Panel ltems b Uisplay - Search Control Panet
| — —

G E Edit View Tools Help

Contrel Panel H . o .
Eeia Make it easier to read what's on your screen

You can change the size of text and other items on your screen by choosing one of these optiens. To

Adjust resolution c :
temporarily enlarge just part of the screen, use the Magnifier tool.

Adjust brightness
%) Calibrate color
) @ Smaller - 100% (default) Preview
Change display settings -
Connect to a projector
Adjust ClearType text

Set custom text size (DPI)

5 Medium  125%

See also
Personalization

Devices and Printers

The screen magnification is directly related to the density of the text elements on
screen, which is expressed in dots per inch (dpi) or points per inch (ppi). (The terms
are interchangeable, and in fact are both used in the Windows dialog box in which
you change the setting.) The greater the dpi, the larger the text and user interface
elements appear on screen. By default, Windows displays text and screen elements
at 96 dpi. Choosing the Medium - 125% display setting changes the dpi of text and
screen elements to 120 dpi. You can choose a custom setting of up to 500% magni-
fication, or 480 dpi, in the Custom DPI Setting dialog box. The list allows you to
choose a magnification of up to 200%.You can choose a greater magnification by
dragging across the ruler from left to right.

r ™
Custom DPISetting =5

For a custom DPI setting, select a percentage from the list, or
drag the ruler with your mouse.

Scale to this percentage of normal size: | ZIEA -
I | [ [ ‘

0 1

9 point Segoe Ul at 192 pixels
| perinch.

[ use Windows XP style DPI scaling
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See Also For more information about display settings, refer to Windows 7 Step by Step
(2009, Microsoft Press), Windows Vista Step by Step (2006, Microsoft Press), or Windows XP
Step by Step (2002, Microsoft Press), by Joan Lambert Preppernau and Joyce Cox.

Adapting Exercise Steps

The screen images shown in the exercises in this book were captured at a screen resolu-
tion of 1024 x 768, at 100% magnification, and the default text size (96 dpi). If any of
your settings are different, the ribbon on your screen might not look the same as the
one depicted in the book. For example, you might see more or fewer buttons in each

of the groups, the buttons you see might be represented by larger or smaller icons than
those shown, or the group might be represented by a button that you click to display the
group’s commands.

When we instruct you to give a command from the ribbon in an exercise, we do it in this
format:

® On the Insert tab, in the lllustrations group, click the Chart button.
® If the command is in a list, we give the instruction in this format:

® On the Page Layout tab, in the Page Setup group, click the Breaks button, and
then in the list, click Page.

The first time we instruct you to click a specific button in each exercise, we display an
image of the button in the page margin to the left of the exercise step.

If differences between your display settings and ours cause a button on your screen to
look different from the one depicted in the book, you can easily adapt the steps to locate
the command. First, click the specified tab. Then locate the specified group. If a group
has been collapsed into a group list or group button, click the list or button to display
the group’s commands. Finally, look for a button that features the same icon in a larger
or smaller size than that shown in the book. If necessary, point to buttons in the group to
display their names in ScreenTips.

If you prefer not to have to adapt the steps, set up your screen to match ours while you
read and work through the exercises in the book.
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Features and Conventions of
This Book

This book has been designed to lead you step by step through all the tasks you're most
likely to want to perform in Microsoft InfoPath 2010. If you start at the beginning and
work your way through all the exercises, you will gain enough proficiency to be able to
create and work with most InfoPath plus SharePoint form scenarios. However, each topic
is self-contained. If you have completed all the exercises and later need help remember-
ing how to perform a procedure, the following features of this book will help you locate
specific information:

Detailed table of contents Search the listing of the topics and sidebars within
each chapter.

Chapter thumb tabs You can use these to easily locate the beginning of the
chapter you want.

Topic-specific running heads Within a chapter, quickly locate the topic you
want by looking at the running heads at the top of odd-numbered pages.

Glossary Use this to look up the meaning of a word or the definition of a concept.

Keyboard Shortcuts If you prefer to work from the keyboard rather than with a
mouse, you can find all the shortcuts in one place.

Detailed index Look up specific tasks and features in the index, which has been
carefully crafted with the reader in mind.

You can save time when reading this book by understanding how the Step by Step series
shows exercise instructions, keys to press, buttons to click, and other information.

Convention Meaning

This paragraph preceding a step-by-step exercise indicates the prac-
é SET UP paragrapn p g p-by-step p

tice files that you will use when working through the exercise. It also
indicates any requirements you should address or actions you should
take before beginning the exercise.

x CLEAN UP This paragraph following a step-by-step exercise provides instructions

for saving and closing open files or programs before moving on to
another topic. It also suggests ways to reverse any changes you made
to your computer while working through the exercise.
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Convention Meaning

1. Blue numbered steps guide you through hands-on exercises in each

2. topic.

1. Black numbered steps guide you through procedures in sidebars and
2. expository text.

See Also This paragraph directs you to more information about a topic in this

book or elsewhere.

Troubleshooting  This paragraph alerts you to a common problem and provides guid-
ance for fixing it.

Tip This paragraph provides a helpful hint or shortcut that makes working
through a task easier.

Important This paragraph points out information that you need to know to
complete a procedure.

Keyboard This paragraph provides information about an available keyboard

Shortcut shortcut for the preceding task.

Ctrl+B A plus sign (+) between two keys means that you must press those

keys at the same time. For example, “Press Ctrl+B"” means that you
should hold down the Ctrl key while you press the B key.

j Pictures of buttons appear in the margin the first time the button is
used in a chapter.

Page Layout

Templates =

Black bold In exercises that begin with SET UP information, the names of pro-
gram elements, such as buttons, commands, windows, and dialog
boxes, as well as files, folders, or text that you interact with in the
steps, are shown in black, bold type.

Blue bold In exercises that begin with SET UP information, text that you should

type is shown in blue bold type.
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Downloading the Practice Files
and eBook

Before you can complete the exercises in this book, you need to copy the book’s practice
files to your computer. These practice files, and other information, can be downloaded
from here:

http://go.microsoft.com/FWLink/?Linkid=230437

Display the detail page in your web browser and follow the instructions for downloading
the files.

Important The Microsoft InfoPath 2010 program is not available from this website. You should
purchase and install that program before using this book.

The following table lists the practice files for this book.

Chapter File

Chapter 3, Form Design Basics: Working with Raw Flight Delay Form.xsn

InfoPath Layout, Controls, and Views Flight Delay Form Post Exercise 1.xsn
Flight Delay Form Post Exercise 2.xsn
Flight Delay Form Post Exercise 3.xsn
Flight Delay Form Post Exercise 4.xsn
Blue Yonder Header.bmp

Chapter 5, Adding Logic and Rules to Forms No rules procurement.xsn
Completed Procurement.xsn

Blue Yonder Records Management
SharePoint Site Request Form.xsn
Completed - Blue Yonder Records
Management SharePoint Site Request
Form.xsn

Chapter 7, Receiving Data from SharePoint Lists  Flight Delay Form.xsn
and Business Connectivity Services UDC Form.xsn

External Item Picker Example.xsn

Chapter 11, Building an Approval Process ContosoReimbursementForm.xsn
ContosoReimbursementFinal.xsn

Chapter 13, SharePoint Views and Dashboards Helpdesk Requests.XSN
NewFormButton.png

Chapter 14, Advanced Options Translate example.xsn




Downloading the Practice Files and eBook xxvii

Your Companion eBook

The eBook edition of this book allows you to:

® Search the full text
® Print
® Copy and paste

To download your eBook, please see the instruction page at the back of this book.
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Getting Support and Giving Feedback

Errata

We've made every effort to ensure the accuracy of this book and its companion content.
Any errors that have been reported since this book was published are listed on our
Microsoft Press site at oreilly.com:

http://go.microsoft.com/FWLink/?Linkid=230438
If you find an error that is not already listed, you can report it to us through the same
page.

If you need additional support, email Microsoft Press Book Support at mspinput@
microsoft.com.

Please note that product support for Microsoft software is not offered through the
addresses above.

Getting Help with Microsoft InfoPath 2010

If your question is about Microsoft InfoPath, and not about the content of this Microsoft
Press book, your first recourse is the Microsoft InfoPath Help system. You can find gen-
eral or specific Help information in a couple of ways:

® In the Microsoft InfoPath window, you can click the Help button (labeled with a
question mark) located in the upper-right corner of the window to display the
Microsoft InfoPath Help window.

® On the ribbon, you can click the File tab to access the Help button.

If your question is about Microsoft InfoPath or another Microsoft software product and
you cannot find the answer in the product’s Help system, please search the appropriate
product solution center or the Microsoft Knowledge Base at:

http://support.microsoft.com

In the United States, Microsoft software product support issues not covered by the
Microsoft Knowledge Base are addressed by Microsoft Product Support Services.
Location-specific software support options are available from:

http://support.microsoft.com/gp/selfoverview
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We Want to Hear from You

At Microsoft Press, your satisfaction is our top priority, and your feedback our most valu-
able asset. Please tell us what you think of this book at:

http://www.microsoft.com/learning/booksurvey

The survey is short, and we read every one of your comments and ideas. Thanks in
advance for your input!

Stay in Touch

Let's keep the conversation going! We're on Twitter:

http.//twitter.com/MicrosoftPress
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Introducing Microsoft
InfoPath 2010

In this chapter, you will learn how to:

v/ Enumerate the benefits of using InfoPath 2010 forms with Microsoft
SharePoint 2010

v’ Use the Microsoft Office Backstage functions to create a new InfoPath form

AN

Navigate the InfoPath interface
v/ Create a basic XML file and integrate it into an InfoPath form

When speaking about Microsoft InfoPath at technology conferences, | often open the
discussion by posing the following question to the audience: who or what is it that “runs
the show” here on planet Earth? The responses include many entertaining and thought-
ful comments, such as "money," "The Illuminati," “the military,” and my personal favorite,
"Bill Gates.” While | acknowledge all of these as good guesses, the premise | submit to
the audience is that forms run the world. Imagine modern life without forms, both paper
and digital—it's not possible! Everything that is known and recorded about you, from
your birth city to your magazine subscriptions, to your preference of aisle or window
seats—yes, all this information was entered in a form at some point in time. Forms of all
sizes, shapes, colors, and styles have positively flourished!

We have become so accustomed to consuming information in modern life that the expe-
rience of creating and capturing that information is often overlooked. Forms now perme-
ate daily life so deeply that we often don't consciously realize the extent to which they
have proliferated, and the extent to which we have come to rely on them. And let’s be
honest: most of these forms could be improved to make them more user friendly, more
efficient, and more capable of providing long-term business value with all that data
that's being collected.
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If you are reading this book, we can safely assume that you have a mission of building,
deploying, and using digital forms on the SharePoint 2010 platform. Accordingly, the
mission of this book is to help you understand how to create business forms that provide
a pleasant, reliable, and intuitive experience for your users and customers.

And just how exactly shall you endeavor to accomplish this lofty objective? This is where
Microsoft InfoPath 2010 will assist with your mission. While it is true that e-forms have
been around for a couple decades, it is only now that we are seeing a complete platform
capable of truly revolutionizing the way data is captured, stored, reported, and utilized
for collaboration. Armed with this book, we will take you, the business forms designer,
on a journey of understanding so that you can make the most of this amazing set of
software tools now at your finger tips.

Practice Files No practice files are required to complete the exercises in this chapter.

Benefits of Using InfoPath 2010 with
SharePoint 2010

InfoPath is now in its third major version and has matured into a product capable of de-
signing forms for business, schools, and government agencies of all sizes. It is suitable for
scenarios as simple as a small business that needs basic information tracking, all the way
up to enterprises with many thousands of users entering data simultaneously worldwide.
Many of the core concepts of InfoPath have not changed over the years. It's still a flex-
ible, powerful, easy-to-use, XML-based forms editor. But what has changed is the level of
integration InfoPath 2010 has with the Microsoft SharePoint 2010 platform.

SharePoint 2010 is a perfect companion application server platform on which to

host InfoPath forms because of the complementary set of features SharePoint offers.
SharePoint 2010 has a broad set of capabilities for businesses, including collaboration,
search, content management, reporting, workflows, and forms. Almost all of the major
functionality areas in SharePoint 2010 can be integrated with InfoPath forms and the
data contained therein. While you can bring so many value-added solutions to your
users with InfoPath, it is important to use your imagination and think beyond “just a
form.” This book will help spur your thinking as you complete the comprehensive exer-
cises and form-building scenarios.

SharePoint libraries, specifically form libraries, are well suited for storing and manag-
ing InfoPath forms. And because form libraries are fundamentally just another type
of SharePoint list, you have an abundance of SharePoint capabilities such as workflow,
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columns, and user-defined views to enhance the interface and functionality of your form
solutions. We will review publishing InfoPath to SharePoint form libraries in depth later in
the book.

SharePoint 2010 also offers a very robust workflow platform that your forms can easily
use. The possibilities are limited only by your imagination—approvals, routing, and al-
most every business process require some level of workflow, and fortunately, SharePoint
2010 has a very capable workflow framework. Several of the examples in this book will
contain workflow integration. Chapter 11, “Building an Approval Process,” focuses pri-
marily on understanding how to integrate a common business workflow scenario with
InfoPath forms.

Reporting and Business Intelligence capabilities in SharePoint 2010 help you extract the
data from your forms and present it to business users in a format from which they can
immediately derive value. The InfoPath data can be “promoted” to populate SharePoint
columns, and thus numerous opportunities exist to reuse the information, including
Key Performance Indicators (KPIs), Business Intelligence dashboards/reports, and more.
We will take a deeper look at integration of form data into reports and dashboards in
Chapter 13, “SharePoint Views and Dashboards.”

Often, forms are not islands of data by themselves; they need integration of data from
other systems to be used in drop-down fields, text fields, and other controls. With
SharePoint 2010, we have multiple ways to meet this requirement. InfoPath itself sup-
ports data connections to many data source types, including web services, XML files, and
databases. This will be covered in depth in Chapter 7, “Receiving Data from SharePoint
Lists and Business Connectivity Services,” and Chapter 9, “Working with the SharePoint
User Profile Web Service.” We now also have Business Connectivity Services (BCS) in
SharePoint 2010 with which you can easily create External lists of data in SharePoint that
can be used in your forms. These External lists of business data can provide access to

a wide variety of information that is stored in your existing systems (for example, CRM,
product databases, Human Resources). The underlying concept of the BCS in SharePoint
is a powerful one: easily make connections to business data. This will help you build
InfoPath forms that do not require the creation of redundant data sets for use in com-
mon form controls such as drop-down menus. Imagine a standard form that allows your
users to order widgets that they will use during the course of their daily work. Does it
make sense to re-key this product data in a drop-down field in the order form, or does it
make more sense to connect InfoPath to your existing product/ordering database?

The list of capabilities that your forms can take advantage of in SharePoint 2010 goes on
and on: enterprise search, a variety of useful Web Parts, portal pages, extranets, enter-
prise content management, and much more.
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This book is unique in that its focus is the use of InfoPath 2010 in a SharePoint environ-
ment. While InfoPath 2010 can be published to a variety of locations, including email,
network shares, or your desktop, this book is primarily focused on forms that are de-
signed for use in conjunction with SharePoint 2010.

New Features of InfoPath 2010

For those of you upgrading from previous versions of InfoPath, you will immediately no-
tice many significant improvements in this version. The first thing that might strike you

is that InfoPath 2010 is the first version of InfoPath to receive the new Microsoft Office
Fluent interface. This new user interface includes the ribbon and the Backstage view.
These are major advancements toward improving the usability of InfoPath and providing
productivity gains for both the designers and the form users.

The Office ribbon provides a series of tabs that are “intelligent” in the respect that they
are context sensitive. In other words, they present buttons to you organized by activity
and particular tasks. For example, when you create a new form, choose the Insert tab on
the ribbon, and then click Custom Table, you are automatically taken to the Table Layout
tab so that you can refine your table.
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In the 2007 version of InfoPath, users would consume forms in two primary ways:
either in InfoPath on their desktops or in a browser if the form had been published to
SharePoint Form Services. With InfoPath 2010, you have a third option. The InfoPath
desktop client now consists of two parts: InfoPath Designer, which provides the full de-
sign experience, and InfoPath Filler. Filler is a new InfoPath desktop installation option
for users who need to fill in and submit forms but do not need to modify or create new
form templates. Chapter 2, “Form Requirements: Using a Decision Matrix,” has in-depth
descriptions of the three options and the particular use-cases that are most appropriate
for each one.
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One very common request in the past from SharePoint customers was for an easier

way to customize the default input form for a SharePoint list. In previous versions of
SharePoint, customizing a list form required significant expertise and was not a straight-
forward process. But now, with InfoPath 2010, you can create attractive input forms on
SharePoint lists with the click of a button. If you have existing data in SharePoint lists,
you can quickly generate a new input form with all of the SharePoint column data.

We have exercises that will cover this capability in depth in Chapter 4, “Working with
SharePoint List Forms.”
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If you decide to utilize SharePoint Form Services to deliver your forms for consumption
in web browsers, InfoPath 2010 includes enhanced support for browser-based forms.
Web browser forms in 2010 provide a more consistent and richer, user experience, nearly
matching the experience of using the InfoPath client application. Controls and function-
ality now supported in browser forms include the following:

Date and time controls for adding rich date and time fields
Bulleted, numbered, and plain lists

Multiple selection list box, which is a control with which users can select multiple
items within a single field

Combo boxes for when you need to let users either type in their own text or choose
from a list of pre-populated items in a drop-down field

Hyperlink capabilities

Choice of group and section; users can decide whether or not they need that par-
ticular section of the form

Person/Group pickers for adding a control to your forms with which users can select
user names from a SharePoint user list

Filtering data that is displayed in controls that can now be filtered in web browser
forms, limiting the number of items displayed to a user in list boxes, drop-down list
boxes, combo boxes, repeating tables, and repeating sections

Picture buttons for when you prefer a button that is an image of your choice.

One of the primary tools for adding logic and formatting to a form is via the use of rules.
Common examples of the types of things you can use rules for are as follows:

Automatically updating the contents of a field based on a selection or choice a user
made somewhere else in the form

Hiding controls/fields until a user takes some specific action in the form

Dynamically changing the formatting of text based on input or selections the user
has made in the form

Showing a pop-up message based on actions the user has taken or in accordance
with specific data they have input

InfoPath 2010 has a much easier way to work with rules, validation, and conditional for-
matting: it's called the Rules task pane.
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Along with the Rules pane, we have the very helpful new Add Rules (also called Quick
Rules) button on the ribbon, with which you can very quickly add common, pre-built
logic and validation rules to your form without code. The new rules features make it so
easy to add data validation and conditional formatting that you will have no problem
designing forms that easily guide your users through the process of filling them out!
Rules will be covered in depth in Chapter 5, “Adding Logic and Rules to Forms.”
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InfoPath 2010 makes laying out an attractive and visually pleasing form easier than ever.
You can insert one of the pre-built page layouts from the Page Design tab on the rib-
bon to give your form structure. And then you can easily apply a theme to provide your
form professional-looking colors and styles. With all the new layout tools in InfoPath
2010, even novice InfoPath users can create forms that are highly functional and visually
pleasing.
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The Backstage view is a major enhancement in the way you perform common tasks
with your forms, such as printing, publishing, and setting form options. To access the
Backstage view, simply click the File tab on the ribbon. In Backstage view, you will find a
variety of very useful features and tools all in one place, including the following:

® You can save, open, or close forms all in one convenient place.

® You can use the Info tab to work with a variety of configurable properties of your
form. For example, you can use the Info tab to publish your form, define how it

will be submitted by your users, and scan for potential problems with the Design
Checker.
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“ Home  Insert  PageDesign  Data  Developer o @
I save .
Form Information
& save As
i Open = Publish your farm
& Cose /___a When you are finished designing this form, publish it so others
: canfill it out.
Info Publish Publish location: Not published.
Form Statistics
Name Form7
Recent Size
P Submit Options Created
Riew 7‘:6 Specify how users will retum o completed form., Modified
o TS Submit Methed: Net configured P
Form =
Publish
Help Design Checker
M Use the Design Checker to find incompatibilities in this form
" . lale.
] options - Lt
(DhES‘g: Designing for: Web Browser Form
& it | ek Status: Not checked
== Advanced form options
|ﬂ Configure advanced form design options and customize how
users will ill out this form.
Form
Options

® You can use the Form Options button to configure a number of important settings
for your form, including offline support, compatibility of your form with browsers,
and versioning.

® You can use the Recent tab to see a list of forms that you have worked with
recently.

® On the New tab, you can initiate the creation of a variety of form templates, includ-
ing the primary templates we are concerned with in this book—the SharePoint form
library and list templates.
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MHdH9 ™ &Fis MIcrosoft Infopath oE®
“ Home  Insert Page Design Data Developer o @
= . A
Available Form Templates SharePoint List
el
&8 oo Popular Form Templates
o | \ T j
i U ' Customize the form used to view and edit items in a
-1 ﬁ = —ws SharePoint list.
Recert SharePoint List | SharePoint Form E-mail Blank Form Blank Form
Libary OnfoPath Fller) Start with the default SharePoint list form, creste

the SharePaint list.

New Advanced Form Templates rulez, and modify form layout and formatting.
Users fill out the form when working with items in
3 3 =
| 4 A= .
= | = A =L : 4

Database WebService XML or Schema Data ConvertDisting  Document Dedian
Hell ion Fi 9
p Connection File Form Infermation oo
Panel
:] Optio
bl ovtors InfaPath 2007 Form Templates
B e
|
][O
Blank 2007 Form  Blank 2007 Form
(InfoPath Filler)
Template Parts
b -'* 5 o
Blank Blank XML or Schema
(InfoPath Filler)

—

® Using the Print tab, you can handle all printing tasks, including the ability to
determine which printer you want to print your finished form to. It also provides a
very handy print preview feature so that you can see just what your form will look
like when it is on paper. With this WYSIWYG (“what you see is what you get”) print
preview, there are no more excuses for wasted printer paper.

® The Publish tab is the area in the Backstage view where you decide the location
in which to publish your form template. This will determine where your users will
access and save their copies of the form later. While you have a variety of options
for where to publish your form templates, the primary focus of this book is on
SharePoint.
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@G ™ Fi

Inset  PageDesign  Data

(Design] Completed - Blue Yonder Records Management SharePoint Site Request Form - MIcrosoTt Infopatn

Developer

e save
L save As
[ Open
[f close
Info
Recent

New

Print

Help

] Options

B ex

Publish

Quick
Publish

)
SharePoint
Server

2

E-mail

B
Network
Location

Export

i)

Export
Source Files

Publish form to current location
Update this form at its current publish location.
The form will be published to:

http:/fintranet contoso.com/. PathDemos/best/Security Questionnair

Publish form to a SharePoint Library
Create or update a form library form on SharePaint
Users can access this form online.

Publish form Lo a list of e-mail redipients
Create a new e-mail message which contains this form.
Users must have InfoPath Filler to fill out the form.

Use this option when recipients do not have access to SharePaint
forms.

Publish form to a network location or file share
Publish this form to 3 shared location so that people in your
organization canfill it out.

Use this option when you do not have access to a SharePoint Server.

Users must have InfoPath Filler to fill out the form.

Export Source Flles
Save as a falder containing form template component files.

How InfoPath Works

InfoPath is unique in its ability to provide forms design capabilities that include sophis-
ticated logic rules, conditional formatting, and data validation to information workers
who might not be programmers. To benefit from these capabilities previously would
have required a great deal of technical expertise. A large part of the power of InfoPath
is that the file format of the forms is eXtensible Markup Language, or XML, which pro-
vides many inherent benefits in terms of flexibility, power, and standardization. However,
as the forms designer, you are not required to know too much about XML, XSD, XSLT,
and all the other technical details behind the scenes. Of course, we'd still encourage you
to gain as much knowledge as possible; it will increase your skills and confidence with

InfoPath.

o B3
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The user interface of InfoPath is very similar to the other Microsoft Office 2010 products.
If you are familiar with Microsoft Word, Microsoft Excel, or Microsoft Access, you will feel
right at home in InfoPath 2010. It is a hybrid tool that combines the best of a traditional
document editing experience with the structured data-capture capabilities of a forms
package, thus providing end users with the ability to create valid XML documents. Below
is a sample InfoPath form that is used for a procurement application. We'll revisit this
form later in the book.

Home Insert

'—’“j ¥ cut = o =lAs | ¢ , Current View: 44 Find

= B2 copy Main View 2 Replace |

Pafk - Format Painter LA - A EEES|Y Spel“”g i select Al pfﬁfw
Clipboard Font Paragraph Page Views Editing Preview

Request Title:

Justification:

|

‘Opcned By: Request Date:
Request Total Cost (calculated): Needed By:
50.00

Request Type®: Computers

e

Product Search:

-
L3
2

Request Details

Product Type: -

Brand: -

Choosc Product: -

5 @ Working Offiine |

InfoPath is available either by itself or as part of the Office 2010 suite. The forms can be
published to a variety of locations, including email, file shares, and SharePoint. One very
powerful InfoPath capability is the ability to publish the forms in such a way that the
form consumer can either use InfoPath on her desktop or via her browser, using InfoPath
Forms Services. This will enable you to target different types of forms to different types
of use-case scenarios based on your specific requirements. We will cover these options
in great detail in Chapter 2 and provide all the necessary detail for you to make an in-
formed decision.
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When you create a new form, you are actually creating an InfoPath template. The tem-
plate is saved with the .xsn file extension. After you publish your template to a location
that is accessible by your users, they can create forms that are based on your template,
but each instance they create and save will be saved with an .xml file extension. So to
recap, you use InfoPath in Design mode to create .xsn templates, which are published
to locations where your users can generate new form instances (.xml files), based on
your template. You will learn more about designing forms in later chapters. For now, it
is important you understand a bit about XML and then the difference between a form
template and a form instance.

Quick Tour of the Backstage View in InfoPath 2010

In the following exercise, you will work with the InfoPath Designer and become familiar
with the ribbon, controls, themes, and the Backstage view.

9 SET UP Open your Windows Start menu.

1. Open the InfoPath Designer.

|Eﬂ'€} FTETET —

Home Insert Page Design Data Dev

 Windows Media Center
Windows Media Player
E_j Windows Update
- KPS Viewer

1 Accessories Darvishs

Games
Documents
Microsoft Expression
Microsoft Office
@ Microsoft Access 2010
@ Microsoft Excel 2010
_@ Microsoft InfePath Designer 2010
@ Microsoft InfoPath Filler 2010
@ Microsoft OneNote 2010
0] Microsoft Outlook 2010
|E| Microsoft PowerPoint 2010 Devices and Printers
[B] Microsoft Publisher 2010
|£| Microsoft SharePoint Workspace 201 Default Programs
@ Microsoft Word 2010
|, Microsoft Office 2010 Tools Help and Support

5
. Maintenance
= Pictures
5

Music

Computer

Design dynamic forms to gather &
organization using Microsoft Info

Windows Security

1 Back

| |Secr\:v‘: programs and fil
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N

il

Elank Form

O\Lﬂ:hw

11.
12.

In the Backstage view, on the New tab, double-click Blank Form in the Popular
Templates section.

At the top of the form, click Click to add title.
Type in Products.
On the ribbon, click the Page Design tab.

In the Themes area, click the drop-down arrow.

Home  Inset | PageDesign | Data  Developer
) New View - = [ Y s I s B S I S I — | s— |-
fault) v 3] Delete

Fagelayout HEEEEE IS N RS DN B Bl
ties [ PageSetup | Templates~

Views Page Layouts Themes

Select Industrial - Graham from the Industrial themes.

Industrial

T

{ Eg il‘lu\ ~ Graham

On the ribbon, click the Home tab.

Place your cursor just to the right of the Products title, and then press Enter so
that your cursor is active on the line below the title.

From the Controls area on the ribbon, select the Date Picker. A single click should
add it to your form in the location where your cursor was positioned.

[sB] Text Box 25 Rich Text Box =B orop-Down List ...
I8 Combo Box [ Check Box = Option Button -

ﬂ Date Picker ED) Date and Time Pi... 5] Multiple-Selecti... |
E]

Controls

Date Picker

Allow users to type or select a date
from a calendar display.

Still on the Home tab of the ribbon, select the Preview button on the far right.

After your preview opens up, select a date from the date picker so that you can see
how this control works.
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Products

5/4/2011

13. Click Close Preview.
14. On the ribbon, click the File tab.

4 May, 2011
Su Mo Tu We

1 2 30\
8 9 10 11
15 16[ 17) 18
22 23 24 35
20 30 3t 1
5 6 7

L BRER |

15. Click Save As, and then name the form Products. Save it in your Documents

folder on your local computer.

(1] save As
. -
@e S lHirrs b Dherrs L - |43 [ Search Document= o

gz - (7]

Organize v Newfolder
[T MicrosoftInfoPath—  Documents library
Includes: 2 locations

b i Name & Date modified
M Deskiop
R Dowrloads | InfoPath Book 5/17/2011 432 AM
R st Pedeee 11 My Web Sites 4/28/20119:13 AM
- ). Outlook Files 5/3/2011 5:58 PM

=5 Libraries . Template Files 5/15/2011 8:04 AM
@ e = = . Visual Studio 2010 4/7/2011 6:59 AM
o Music (@] procurementasn 5/14/2011 6:26 AM
] Pictures (TH productzaen 5/17/2011 4:36 AM
¥ videos

#d Homegroup

% Computer L4

€ Netwnrl =

Type
File folder
File folder
File folder
File folder
File folder
Microsoft InfoPath Form Template
Microsoft InfoPath Form Template

Amangeby: Folder =

Size

1119 K8
S5KB

File name:  productsasn]

Save as type: | InfoPath Web Browser Form Template (*sn)

5

~ HideFolders

After you've completed the preceding steps, you can leave the form open because you

will use it in the next exercise.

CLEAN UP Leave InfoPath Designer open if you are continuing to the next section of

this chapter. Otherwise, close it.
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XML 101

XML is perhaps the single most powerful method of storing and sharing structured data
to come along since the advent of digital computing. And fortunately, the native tongue
of InfoPath is XML. The fact that the file format InfoPath uses to store and manage data
is XML provides an amazing amount of power in an easy-to-use tool. InfoPath does an
exceptional job of providing everyday business users of Microsoft Office with the ability
to take advantage of the plentiful benefits of XML, while hiding much of the complex-
ity. You do not need to become an expert in XML to create powerful forms, but to have
a basic understanding of what XML is and how it works seems a reasonable goal if you
want to take full advantage of InfoPath’s power.

InfoPath uses XML as its primary file/output format. Behind the scenes, when a user cre-
ates an InfoPath form, they are actually creating an XML Document and an associated
XML Schema. In addition, InfoPath can use XML data files and XML web services as “data
connections” in your forms. So if your business already has other XML data sources, rest
assured that you can take advantage of that data in InfoPath. For example, as shown in
the following illustration, you could use a simple XML file containing product informa-
tion to populate a field in your InfoPath form, such as a table or drop-down menu. In
fact, you will create this XML file later in this chapter and build a simple form with a table
based on the data in it.

File Edit Format View Help

<?xml version="1.0" encoding="UTF-8"7> -
<products>
<product>
<productname>widgetl23</productname>
<productprice=$93.45</productprice>
</product>
<product>
<productname=widgetXyZ</productname>
<productprice=$11. 99</productprice>
</product>
</products>|
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You'll notice in the preceding screenshot that although the structure might appear
strange to you, the data in the XML file is “human readable.” This is one of the many
great benefits of XML. In this regard, XML is similar to HTML, with a key difference being
that XML has a much more defined structure. And as you can see, if you need to open
and work with the raw data in the XML file, you can use simple tools such as Microsoft

Notepad.

O i Preview) Form2 = Microsoft InfoPath [C=nlc!
m Home | Insert & @
b Cut calib = -1 A = EE| 4= % 44 Find
Ea cop B St — . Replace | o
Paste BIU-|®-A-|== by - | Seeling 27 Close
- < Format Painter = Preview
Cliphoard Font Parsaraph Editing Preview
Widget123 59945
Widgethvz s11.00
% |

A user who edits an InfoPath form is actually editing an XML document, although the
InfoPath interface strips away the complexity. InfoPath also takes advantage of another
industry standard technology when editing a form: Extensible Style Sheet Language
(XSLT). XSLT style sheets “sit in front of” the underlying XML and transform it into the
rich and easy-to-use forms that InfoPath can produce.

InfoPath uses XML standards to provide end users with a flexible yet structured XML
editing software tool for data gathering. It provides similar levels of power and flexibility
as more traditional forms created by programmers with complex tools, but InfoPath pro-
vides the ease of use of the family of Office products.
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the Products.xml File

In the following exercise, you will create a small XML data file.

=) SET

1.
2.

UP Open your Windows Start Menu, and then click Accessories.

From Accessories, open Notepad.
Type the following code into Notepad exactly as it appears here:

Note If you prefer, you can skip this step and download the Products.xml file from the
book’s companion website.

<?xml version="1.0" encoding-“UTF-8"7>
<products>
<product>
<productname>widgetl23</productname>
<productprice>$99.45</productprice>
</product>
<product>
<productname>widgetXYZ</productname>
<productprice>$11.99</productprice>
</product>
</products>

Save the file to your Documents folder with the file name Products.xml. It is
important to add the .xml extension; otherwise, Notepad will save it as a .txt file.

x CLEAN UP Close Notepad.

Adding Products.xml to the Form as a Data
Connection

In the following exercise, you will add the products.xml file as a resource file data con-
nection to the Products form you created earlier in the chapter.
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é SET UP Open InfoPath Designer.

1. In InfoPath Designer, ensure that you still have the Products form open that you
created earlier in the chapter. (You might need to open it from the location where
you saved it on your desktop.)

2. On the ribbon, click the Data tab.

3. Select From Other Sources, and then select From XML File.

Data Developer

: B8 7 BB

m From SharePoint |From Other Data To  To SharePoint
iint List Server Sources * | Connections | E-mail Library
Get External Data Submit
| T From Database

% From XML File

Products

4. Browse to your Documents folder, and then click the Products.xml file you cre-
ated in the first part of this exercise.

5. Click Next, click Next again, and then click Finish, leaving all pages in the wizard
set at their defaults. Nothing obvious will change on your form yet, but you have
added the Products.xml file as a data connection.

6. From the Fields task pane on the right side of your screen, click the drop-down
arrow, and then choose Products (secondary).
This represents the data connection to the XML file you just added. Your form now
has two data connections: the default Main and your products connection.

Tip If you don't see the Fields task pane, you can open it by clicking the Show Fields
button on the Data tab on the ribbon.
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Fields - X
Drag a field to add it to the form.
Fields:

Main i ]

[E = myFields
= field1

™ show details
Actions
Add Field

Manage Data Connections. ..

7. Ensure that your cursor is positioned below the dashed line on your form in the
design surface.

8. In the Fields pane, right-click product in the products data connection, and then
in the shortcut menu that appears, select Repeating Table.

This action adds the data from your Products.xml file to the form design surface as
an InfoPath Repeating Table control.
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= | Fields X
Drag a field to add it to the form.

Fields:

| products (Secondary) | M |
= [0 products

% Repeating Table
rﬂ Repeating Section with Controls
ﬁ Repeating Section

Add..,
Beference...
Maove...

Move Up

Move Down

Delete

Programming »
Rule Inspector...

Rules...

_’iﬂ Copy All Rules

Paste All Rules

Copy XPath

M Properties...
I

9. On the ribbon, click the Home, and then click Preview. Voila! You have a form dis-
playing data from the XML file that you created in the last step.

@d - o= T preview) products - MicrosoftInfoPath o). )
“. Home | Insert o @

by, e men s e AT @

=l g , al_ Replars
Paste 7 E Close
+ < Format Painter b B o elect All | preyiew
Clipboard Font Paragraph Editing Preview
| e
Products
|
Widget123 [so2.95 |

Widgeor s11.99
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Keep in mind that it's generally not necessary to create an XML data connection file.
InfoPath will do that work for you in most cases. We went through that process simply to
give you a taste for what XML really looks like and to illustrate the ability InfoPath has

to easily work with external data connection sources.

CLEAN UP Close the preview, and then save your form template.

the Template to Create a Form Instance

In the following exercise, you will use the Products form template to create and save an
instance of the form. This will help you distinguish the difference between a template
and an .xml form instance that is based on the template.

SET UP Ensure that InfoPath Designer is closed. Open your Documents folder where
you saved the products.xsn form template.
1. Double-click the products.xsn file.

An instance of your form opens, but you're not in design mode. You're in data input
Filler mode, using the template you created.

(@] i e |= T — T Form5 - MicrosoftInfoPath T T T W | |
“ Home | Insert o @
“3 & cut calib o <A, === 0 ? 4 Find
5 a Cop - 4, Replace

Paste A . Spelling

] Select All
Fditing

<f Format Painter L)
Cliphaard Fant Paragraph

Products
|

$99.45
51199

Widget123
WidgetiVz

2. Select a date from the date picker, and then click the Save button.
3. Save the form to your Documents folder with the default file name.

Notice the default file format is .xml. You have now filled out and saved a new form
instance based on your template. Cool!

x CLEAN UP Close out of this instance of the form, and then exit InfoPath Filler.
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Exporting the Template

In the following exercise, you will export the template into its component files so that
you can see what's under the covers of an InfoPath .xsn template.

Q SET UP Open InfoPath Designer.

1. Find the products.xsn template in your Documents folder, right-click it, and then
in the shortcut menu, choose Design.

2. On the ribbon, click the File tab, and then click Publish.
3. Click Export Source Files.

4. Click Make New Folder.

5. Create a folder called export files, and then click OK.

6

. Open your Documents folder, and navigate to the export files folder you just
created.

Inside the export files folder you should see several files. Included among them are all
the component files that InfoPath uses to give us a form template (.xsn). Notice that our
Products.xml file is contained inside the .xsn template along with several critical .xsd and
xsl files that help define the layout and behavior of the actual form. For the purposes of
this book, it is not important that you understand the details of how these foundational
technologies work, but if you're curious, an Internet search for “xsd” or "xsl” will turn up
everything you need.

{3\ )= | » Libraries » Documents » export files 4 [l Search export files
Organize v Share with Mew felder =~ Al ®
Jt Favorites Docu_ments library Ay, ol
B Desktop axport files
& Downloads Name ’ Date modified Type Size
5l Recent Places
|@mumif\:.l.n>r 5/17/2011 712 AM Micusult InfuPath Funmn Definitiv... GKB
i |7 myschemauxsd 5/17/2011628 AM  XSDFile 1KB
i Libraries
@ T L products S5A7/2011 530 AM File 1KR
2 Music |7 productsxsd 5/17/2011530 AM  X5D File 1KB
(B Pictires mi sampledataxml VIO e M Done 1KB
B Videos T templatexm 5/17/2011712AM XML Document 1KB
| upgradeasl 5/17/2011628 AM  VPDExpressasl10.0 2K8
B s [ viewlasl 5/17/2011628 AM  VPDExpressasl10.0 20K8

x CLEAN UP Close InfoPath Designer.
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Key Points
® The InfoPath 2010 user interface received a significant update to put it on par with
the other Office applications.

® |InfoPath 2010 allows non-programmers to build powerful forms that are based on
the XML standard.

® InfoPath 2010 has two desktop components: the Designer and the Filler.
® InfoPath can consume data from external data sources such as XML files.

® InfoPath can take advantage of many of the SharePoint 2010 capabilities, such as
workflows, lists, and reporting.

® InfoPath xsn files are “packages” of individual components that comprise a func-
tional form template.
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Connection File Form Information
Panel

Understand form compatibility = infopath 2007 Form Templates
levels, page 30 ﬁ

Web Browser
Filler Features Form type: |Web Browser Form

Offine Server valid
E-Mail Attachments InfoPath Filler Form
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2 Form Requirements:
Using a Decision
Matrix

In this chapter, you will learn how to:

Pick from the available form templates

v
v/ Gather requirements for form creation
v Work with all the form choices

v

Decide which type of form needs to be created

For each new form that you create, you need to make several decisions before the form
creation process even starts. When you are aware of the factors to consider, you can save
a lot of time and effort from the beginning. You will need to make key decisions based
on form requirements, and some of them are easier to make than others.

In this chapter, you will learn the most important factors to consider before creating an
InfoPath form so that your form development process can be as efficient as possible. All
the decisions will be discussed, and then you will learn all the factors involved. Each fac-
tor affects the final decision. First, all of the available templates will be described. Then
you will learn how to determine the best choice for each form. Most of the concepts that
are mentioned in this chapter will be covered more extensively in future chapters. This
chapter's purpose is to provide a reference when you start to develop your own forms.

Practice Files No practice files are required to complete the exercises in this chapter.

27
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Form Templates

When InfoPath Designer 2010 is started, the initial interface is a set of choices, which
comprises a list of the available form templates. To create a new InfoPath form, one of
these templates must be selected. At first, it might appear that you can create sixteen
different types of forms, but that's not really the case because a few of these templates
are redundant. Each template will be described in this section, and the "what” and “why"
will follow later, when you are guided through your form decisions.

Available Form Templates

Popular Form Templates

SharePoint List | SharePoint Form E-mail Blank Form Elank FUTr‘n
Library ({InfoPath Filler)

Advanced Form Templates

&1 & o 27 e

Database Web Service XML or Schemna Data Convert Existing Document
Connection File Form Information
Panel

InfoPath 2007 Form Templates

i
Blank 2007 Form  Blank 200?_F5rm

({InfoPath Filler)

Template Parts

_| [ L&

Elank Blank XML or Schema
(InfoPath Filler)

One common theme to notice among the template names is the word Filler. This leads
us to the topic of filler forms (client-based) versus browser-based forms. It's important to
understand these concepts before being overwhelmed by all of the template choices.

InfoPath Forms Services was first introduced in Microsoft Office SharePoint Server 2007.
InfoPath Forms Services provided the ability to create browser-based forms in InfoPath.
In InfoPath and SharePoint 2003, before Forms Services was introduced, forms could be
created and published to SharePoint but everyone filling out the forms was required to
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have the InfoPath software on their computers. This was a show-stopper in many larger
organizations because it simply was not feasible to deploy InfoPath and ensure that
every client computer (possibly thousands) had the correct version of Microsoft Office.
When InfoPath Forms Services with new browser-based forms were introduced, this
opened up many more possibilities for form development. With a browser-based form,
no special software is required when filling out forms; all you need is a web browser such
as Internet Explorer. Thus, the two implementations of InfoPath can be summarized as
follows:

® Client-Based Library Form The InfoPath client software is part of the Office 2010
suite of products (in Office Professional Plus). When a form is created as an Info-
Path Filler form, anyone filling out the form needs to have the InfoPath software
installed. For organizations that have systematically deployed InfoPath to all of the
computers, this option is feasible.

® Browser-Based Library Form Forms that are browser-based can be filled out
in Internet Explorer and in some other web browsers. When a form is browser-
compatible, InfoPath software is not required, and virtually anyone can fill out a
form, from anywhere. The only person who needs the InfoPath software is you, the
form creator. As of the time of this writing, the compatible browsers are Internet
Explorer, Mozilla Firefox, and Apple Safari.

One reason for the long list of available forms is that many of them are simply provid-
ing you a choice between a filler form and a browser-based form (compatibility). After
you have selected a template, a compatibility setting is associated with that template in
InfoPath. This setting can be changed at any time.

Another common thread is that some of these templates are named after types of data
connections. Data connections will be covered extensively in Chapter 7, “Receiving Data
from SharePoint Lists and Business Connectivity Services.” Basically, creating connections
is how you define where the data in the form will go after the form is filled out as well as
what lists or databases the data will come from if it needs to be used in the form (such as
in a drop-down list).

Form compatibility settings are important to understand when prompted with a list
of templates. The client-based (filler) and browser-based settings can be changed after
a form has been created. The compatibility can be changed at any time during the
form design process by clicking File and then clicking Form Options. Take a look at the
Compatibility section in the following screenshot.
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Form Options \El
Category:

Web Browser

Filler Features Form type: |Web Browser Form Iz‘
Offiine Server valida¥ieb Browser Form

E-Mail Attachments InfoPath Filler Form

Property Promotion Enter the aWeb Browser Form (InfoPath 2007)

Digital Signatures correctly in|InfoPath 2007 Filler Form

Security and Trust InfoPath 2003 Filler Form

Preview

Programming Example: http:/fwww.contoso. com/

Versioning [] Allow code to use features that work only when filing forms with InfoPath Filler

Advanced

The following forms are available:

® Web Browser Form Fill out forms in the browser in SharePoint 2010
® InfoPath Filler Form Fill out forms by using the 2010 Filler

® Web Browser Form Fill out forms in the browser in SharePoint 2007
[ )

InfoPath 2007 Filler Form Fill out forms by using the InfoPath client in
Office 2007

® InfoPath 2003 Filler Form Fill out forms by using the InfoPath client in
Office 2003

Important Unlike the other templates, a SharePoint list form cannot be changed to a form
library form and vice versa. A SharePoint list form is browser-based only.

Following is a list of the templates and their descriptions:

® SharePoint List Introduced in the SharePoint 2010 Enterprise version, InfoPath
can now be used as the form interface to SharePoint lists. Instead of the .aspx pages
for filling out forms, the form can be completely designed and customized by using
InfoPath. Many of your organization’s simpler forms can be created as SharePoint
lists and customized by using InfoPath. Using this method, the broadest audience of
users can create forms. The interface is simplified, which means that end users will
require a minimal amount of training to get up to speed in creating basic forms.
Read more about SharePoint list forms in Chapter 4, “Working with SharePoint List
Forms.”

® SharePoint Form Library This is the most frequently used template. With this
template, a browser-based form is created with some layout tables on it to give you

a head start in form design. The following image shows an example of a form
library template.
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Home Insert Page Design Data Developer

= = = 2=
j 5 catibri [ -li=-|E A, ) aBbCeDd A Bb- [abl Text Box =3 Rich Text Box
B CE] a ~| | |EB Drop-Down List ... T8 Combo Box -
- | a7, - === i
Pa'ste 5 B I U 4 A = == Normal Title || |[¥ Chetk Box ® Option Button -
Clipboard Format Text Fl Font Styles Controls

Click to add title

Click to add heading

Add label Add control Add labe! Add control
Add label Add control Add labe! Add control
Add label Add control Add labe! Add control

Click to add heading

Add label Add control
Add label Add control
Add label Add control

E-mail This is a template that is intended for use in conjunction with a data con-
nection that submits information directly in an email. You can pick the SharePoint
Form Library template instead of this one and simply add an email data connection
by using the form’s Data tab.

Blank Form This is an empty browser-based form. It is the same as the form
library template, except that it does not contain the formatted table layout.

Blank Form (InfoPath Filler) This template is the same as the blank form. The
difference is that the compatibility setting is for an InfoPath filler form. This is also
a form library.

Database This template allows for the selection of any Microsoft Access or SQL
database. The forms fields would be directly connected to tables in the database.
This type of template is not compatible with browser-based forms. This template
can become a bit tricky when authenticating to the back-end database.

Web Service This template is a type of data connection where a form can be cre-
ated and data can be received and/or submitted through a web service. With this
template, the web service fields will automatically be populated in the form’s main
list of fields. This is also a form library.




32

Chapter 2 Form Requirements: Using a Decision Matrix

® XML or Schema With this template, an existing XML file can be used to create

the main list of fields in the new form. Alternatively, select the form library template
instead, and add this template as a secondary data connection.

Data Connection File Select an existing universal data connection that is based
on a web service. This connection will be selected from a data connection library
in SharePoint. All of the fields in the data connection will comprise the main list of
fields in the new form. This is also a form library.

Convert Existing Form Select an existing Microsoft Word document or Microsoft
Excel spreadsheet to convert into a new InfoPath form. You will have options to
select certain attributes in the file and select what types of fields or cells will be
converted to InfoPath fields. In cases where a large number of forms need to be
converted, this useful tool can save a bit of time. Unfortunately, in many cases, the
end result is not the most aesthetically pleasing form. You might end up spending
just as much time fixing the formatting on the converted form as you would have
in creating a new form from scratch. This is also a form library.

Import Options ® =
What do you want to impart?
() Layout only
() Layout and form fields {default conversion)
@ Layout and form fields {custom conversion)
Custom conversion settings
Convert Word form fields to InfoPath controls
Detect repeating tables
|| Detect rich text areas
Convert to text box:
Empty, underlined areas
Empty space after colons
Empty table cells
[ Table cells containing label text
[ rackets around multiple spaces [ ]
Convert to check box:
[ Brackets around single space []

Document Information Panel The document information panel is seen at the
top of Office files that are stored in SharePoint document libraries. Interact with
the file's metadata in this panel. The term metadata refers to all the columns in

the library. The following image shows a document information panel before it has
been customized using InfoPath.
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Tip Instead of using this standard panel for all files, use InfoPath to create a custom one.

With a custom document information panel, use company colors and logos to add a
professional look.

@‘ H." LR Dress Code.docx [Compatibility Mede] - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer

(== "l
# . A v | @y &
= . Century Schoall » |10 = A" A7 | Aav | =5 2| T sambea

Pavstej B 7 U ~ahe x, x* | EE?-AvEE

=9 T Normal
Clipboard 1 | Font L | Paragraph M|
o Policy DIP Properties - Server ™ Location: http: /fupgraded. contoso. com/palic
Contoso Company Policy Information
Title: Policy Department: Policy Number:
Dress Code Human Resources -

| On the Insert tah, the galleries include items that are designed to coordinate wii

InfoPath 2007 - Blank 2007 Form This is a blank form. It is the same as the blank

form template with the exception that the compatibility setting is Web Browser
Form (InfoPath 2007).

® InfoPath 2007 - Blank 2007 Form (InfoPath Filler) This is a blank form. It is the
same as the blank form template with the exception that the compatibility setting is

InfoPath 2007 Filler Form.
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® Template Part - Blank An InfoPath template part is a modular template that can
be reused inside of multiple forms. These are commonly used when a standard set
of data is to be collected such as the requestor data at the top of a form. This would
include a name field, department, phone number, and other commonly used fields.
When the template part is saved, all the fields, controls, and data connections are
stored along with it. This file is saved as an XTP2 file and can be inserted into other
InfoPath forms as a custom control.

® Template Part - Blank (InfoPath Filler) This is the same as the template part,
with the compatibility setting as InfoPath Filler Form.

® Template Part - XML or Schema This is the same as the template part, with the
additional functionality of selecting an existing XML file to base it on.

InfoPath Filler

In the Office suite of products, two different InfoPath products are available:
® InfoPath Filler 2010 can be deployed in an organization where people might
be filling out client-based InfoPath forms.

® |InfoPath Designer 2010 can selectively be deployed to only those people who
need the ability to create and design forms.

When creating a form, you first need to decide which type you want it to be. There are
three options: a client-based form, a browser-based form, or a SharePoint list form. As
we go over the factors in form decision-making, these options will be represented by
circles. A solid circle indicates that the factor applies to the option; an open circle means
the factor does not apply to the option.

Client Browser SharePoint
Based Based List

Where's the Data?

Another important requirement is to learn about the data. Where is it coming from, and
where is it going?

® Submit To When someone fills out a form and submits it, where would you like
this form data to go? The typical answer is “to SharePoint.”
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® Receive From Where is the data coming from? Sometimes information will be
received in the form from external sources. This data can be presented in drop-
down lists and other such lookups. It is important to find out about these external
data sources because of authentication considerations. For example, if the list of
information for a drop-down list exists in a table inside of a SQL database, some
sort of logon authentication will be required for gaining access to that data.

Not every form is going to receive data, but most forms will be submitted to a location.
When form data is submitted to SharePoint, much can be done with that information.
Custom views, reporting, filtering, and workflows can be used. If the first requirement

is that all forms should be submitted to a database, it is important to ask yourself why.
The simplest way to gather form data is in a library. As long as you understand that users
can easily discern what is needed from submitted data, you often have no need to get a
database involved. As we go through the next factors, the data will be a consideration in
several cases.

Note In Chapter 13, “SharePoint Views and Dashboards,” you will learn about reporting
and how to make the most of the data that has been gathered in forms and submitted to
SharePoint.

Your SharePoint Version

Depending on which version of SharePoint you have—whether it is SharePoint Online
with Office 365, SharePoint Server 2010, or SharePoint Foundation—you are going to
have limitations:

® Office 365 plans E3 and E4 These plans provide InfoPath Forms Services, which
means that browser-based forms can be created.

® Other Office 365 plans The E1, E2, and other Office 365 plans do not include
InfoPath Forms Services, which means that browser-based forms are not sup-
ported. A person filling out the form would need the InfoPath Filler software on his
computer.

® SharePoint Server 2010 Enterprise With SharePoint Server Enterprise, there are
no limitations. Every type of form can be created. However, just because there are
no compatibility hindrances doesn’t mean that form decisions are any easier. With
no limits and all options available, it is even more difficult to know what direction to
go each time you create a new form.

® SharePoint Foundation and Standard These versions of SharePoint do not offer
forms services, which means no browser-based forms. A person filling out the form
would need the InfoPath Filler software on his computer.
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In this chapter, as we go over the factors in form decision-making, the following options
will be represented by circles:

Enterprise Non- Office 365
Enterprize

@ @ @
® Enterprise SharePoint Server 2010 Enterprise

® Non-Enterprise SharePoint Standard, SharePoint Foundation, and Office 365
plans other than E3 and E4

® Office 365 PlansE3 and E4

Factors to Consider

Before creating an InfoPath form, it is important that the requirements have been
gathered and that you have a clear vision of what the form, layout, rules, and possible
workflow might look like. What is different about these types of form templates, and
why is the compatibility level important? Specific controls and functions are used in each
form, and some of these can be used only with certain versions of SharePoint and the
client. Don't worry: if you try to do something like insert a control that is not compatible,
InfoPath's Design Checker will let you know. For each factor that is listed, in the box on
the left, find your SharePoint version, and the box on the right will let you know which
types of form template or compatibility can be used.

Repeating Tables

Enterprise  Mon-  Office 365 Client Browser SharePoint
Enterprise Bazed Baszed List

@ @ e @ @ O

Will the form need to have repeating tables? What is a repeating table? An example is an
expense report form. A form is filled out for each trip you take, but each trip has multiple
expenses to enter. This type of list uses controls called repeating tables and repeating
sections, which can allow multiple list items inside of a single form. This is called a hierar-
chical information structure, and it is not available in SharePoint list forms.

Note For more information about repeating tables, see Chapter 3, “Form Design Basics:
Working with InfoPath Layout, Controls, and Views.”
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Large Number of Fields

Enterprise  Mon- Office 365 Client Browser SharePaoint
Enterprise Bazed Based List

@ @ e @ @ O

How many fields will there be in the form? When a client-based or browser-based form
library form is created, you can pick and choose which fields are promoted to become
columns in the library. When a SharePoint list form is created, each field is equivalent to
a column in SharePoint. As a general rule, if a form is going to have more than 50 or 60
fields, it is a better idea to use a form library form.

User Roles

Enterprise Non- Office 365 Client Browser ShareFoint
Enterprize Baszed Bazed List

@ @ @ @ O O

This feature allows you to define a set of Active Directory users and their roles in the
form. For each set of user names or group names, roles can be assigned. Conditions
in the rules of the form can look at what the current user’s role is and perform actions
accordingly. Following are some caveats when working with user roles:

® They do not work with SharePoint groups.

® Only Active Directory groups or individual logon names can be used. In general, it
is not a good practice to put individual names in a form. When there is attrition in
the company, it is hard for form developers to keep track of which forms need to
be modified.

® User roles are available only with client-based (filler) forms, but that's okay. You
have several ways to achieve the same functionality without it. For example, there is
a user profile service, which is discussed in Chapter 9, “Working with the SharePoint
User Profile Web Service.”

When we can tap into all of the profile information about any user, such as her depart-
ment or manager’s name, the form’s rules can be tailored by basing conditions on the
values in those fields.
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Spelling Checker, AutoComplete, Placeholder Text

Enterprise Non- Office 365 Client Browser SharePoint
Enterprise Based Based List

@ @ o @ O O

Text box controls have settings on the display tab of their properties, which lets you se-
lect check boxes to enable AutoComplete and the spelling checker. Placeholder text is
the gray text that appears in a field before it is filled in. These settings will be visible, but
the functionality will not exist when the form is filled out in a browser.

Tip With browser-based forms, the browser’s inherent AutoComplete settings will be used,
which are independent of the InfoPath setting.

| Text Box Properties @

| Data | Display |5ize Indvanced Browser fnrms|

Option:

Placeholder:
Example: "Click here and type.”

[C|Read-only
[¥]Enable speling checker
Enable AutoComplete
[F Multidine
[ Limit text box to: 1 o characters

Mave to next control automatically when limit is reached
Alignment: Left lz‘

Tip Instead of using placeholder text, go to the Advanced tab and fill in the ScreenTip box. This
text will display as a ToolTip and is compatible with browser-based forms.

Submit to a Database

Enterprise  Non-  Office 365 Client  Browser SharePoint
Enterprisa Based  Based List

@ @ O @ O O

One of the templates you can choose creates a form based on a database. Even if this
template is not initially selected, there is also a type of data connection that can be cre-
ated for submitting data directly to a database. Third-party tools can be purchased to
accomplish this. In many cases, companies use in-house developers to write web services
to communicate with their proprietary systems.
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Form Parameters

Enterprise Neon- Office 265 Client Browser SharePoint
Enterprise Based Basad List

@ O e O @ O

New in SharePoint 2010 are form input and output parameters. During a form’s publish-
ing process, a dialog box opens in which you can select form fields to use as input, out-
put, or input/output parameters. With parameters, you can use the InfoPath Form Web
Part on Web Part pages. Parameters can be passed to the form from other Web Parts,
and vice versa.

Note Learn more about the InfoPath Form Web Part and parameters in Chapter 8, “Using the
InfoPath Form Web Part.”

Offline Forms

Enterprise MNeon- Office 265 Client Browser SharePoint
Enterprize Bazed Baszad List

@ @ @ e O e

Does the form need to be filled out when the client computer is offline, not connected

to the network? A setting in the form’s options allows users to fill out the form if data is
unavailable. Before making the initial form decision, you'll need to understand the fol-

lowing factors:

® A form cannot be filled in offline in the browser. This means that although a form
can be configured with browser-based compatibility, some client software will be
required for those users who will be filling out the form offline.

® If the form is a SharePoint list form, it can be filled out offline by using SharePoint
Workspace 2010.

® For form library forms, the InfoPath Filler software must be installed on the client.
Also, caching data from secondary data sources occurs only when the form is filled
out on the client.
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Form Options 7 @
Category:

Web Browser .

Filler Features B

Offline When a query occurs while working with the form in InfoPath, the returned data is stored locally for use
E-Mail Attachments in Offline Mode. If the form is running in a Web browser, Offiine Mode is not available.

P Promoti

Dl;goiﬁlrggnraograescn Allow users to fill out this form if data is unavailable.

S i d Trust

Pfec:‘igz and s Data may be unavailable because the form cannot connect to data sources successfully and no
Programming offline data is available.

Compatibility 5 : g

Versoning Store data returned from queries so it can be used in Offine Mode.

Advanced (@ Stored queries do not expire
() Stored queries expire after this number of days: |1

Note The offline setting and how it is used will be covered in Chapter 14, “Advanced Options.”

Other Controls

Enterprise  Non-  Office 365 Client  Browser SharePoint
Enterprize Based Based List
-

A set of more obscure form controls are available only in client-based forms. These con-
trols are vertical labels, ink pictures, signature lines, scrolling regions, horizontal regions,
repeating recursive sections, horizontal repeating tables, master/detail, and repeating

choice groups. If any of these are used on the form, it cannot be published as a browser-
based form.

Administrator-Approved Template

Enterprisa Naon- Office 265 Client Browser fharePoint
Enterprise Based Based List

@ O O O e O

An administrator-approved template is an XSN file that is created and uploaded in Central
Administration in the Enterprise version of SharePoint Server. This can be done in cases
where a form needs to be deployed globally, to multiple site collections. In some cases,
the form must be created as an administrator-approved template and cannot simply be
published to a form library. The following are some major factors:

® Custom code In some cases, the built-in functionalities in InfoPath are not suf-
ficient, and custom code is added to the form. When custom code is involved, the
form’s compatibility settings must be browser-based and it must be published as an
administrator-approved template.
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® Data sources across site collections When data sources receive data from or
submit data to a site collection other than the one where the form is being filled
out, the form must be created as an administrator-approved template. Otherwise,
when the form is opened and queries the data, the user is presented with an error.

® Full-trust or restricted security level There are some security settings in the
form'’s options. When the full-trust security level is selected, the form must be
published as an administrator-approved template. Furthermore, it must be digitally
signed with a trusted root certificate.

When an administrator-approved template is required, it will be obvious during the form
publishing process.

Publishing Wizard @

o An administrator must approve this form template before it can be filed out by
using & browser,

[¥]Enable this form to be filed out by using a browser
What do you want to create or modify?

Form Library

Publish this Form template as a template in a Form library. & Farm

library stores Forms based on this form template, Users can open
and fill out Farms in the library, You can specify which fields in the
template appear as columns in the library.

Site Content Type (advanced)

A site content bype allaws this Form template to be used in multiple
libraries and sites. You can specify which Fields in the template
appear as columns in the library,

®

| Administrator-approved form template (advanced)
Prepare this form template for an administrator approval.

[ < Back ][ Mext = ][ Cancel ]

Note Learn more about publishing and submitting forms in Chapter 6, “Publishing and
Submitting Form Data,” and learn more about InfoPath Forms Services in Chapter 12,
“Managing and Monitoring InfoPath Forms Services.”
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Custom Code in SharePoint Online with Office 365

Programmers can add managed code to their forms by using Visual Studio Tools
for Applications (VSTA), which is a setup component when installing InfoPath 2010.
If the Microsoft SharePoint Foundation Sandboxed Code Service is running on

the site collection, administrators can publish form templates (that have code) to
form libraries as sandboxed solutions. If the form designer is also the site collection
administrator, she can publish forms without requiring SharePoint Online Adminis-
trator approval. The sandboxed solutions will run in an environment that has access
to a subset of the server object model. Forms with the “full trust” security setting
are not supported in SharePoint Online.

Note Read more about sandboxed solutions in the SharePoint Online for Office 365
Developer Guide at http://msdn.microsoft.com/en-us/library/hh147180.aspx.

The Design Checker

When overwhelmed with form decisions and compatibility considerations, InfoPath's
Design Checker can help you out. When compatibility issues occur, InfoPath will let you
know. In InfoPath, when designing a form, click the File menu to see the Design Checker
button.

Design Checker
sethe Design Checker to find incompatibilities in this form template.
v Use the Design Checks find patibilities in this f pl
Designing for: Web Browser Form

Design Status: Not checked

Checker

In the following exercise, you will create a new blank form and then test it by using the
Design Checker. When controls that are not supported in the current compatibility set-
ting are added to a form, the Design Checker will show an error. Chapter 3 will cover
form layouts and controls in detail; in this exercise, you will be testing compatibility set-
tings only.
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é SET UP Open InfoPath Designer 2010.

52 1. In the Backstage view, select New. Click SharePoint Form Library from the list of
-ﬁl templates, and then click Design Form on the right.

Design
Forrm
Home Insert Page Design Data Developer
=
Available Form Templates
&l
Popular Form Templates
5 Open P P
~
—d
] i
Recent SharePoint List | SharePeint Form E-mail Blank Form Blank Form
Library ({InfoPath Filler)
Mew Advanced Form Templates
s
| | A X N r
_|k_ — Ex 7] 151 -
Database Web Service XML or Schemna Data Convert Existing
Help Connection File Form

2. By default when this form library template is selected, the form is browser-compatible.
Take a quick look at the list of controls that are available. On the ribbon, click the
Home tab, and then click the arrow at the bottom right of the Controls section.

Bl Text Box £5 Rich Text Box
=B Drop-Dowe List .. L8 Combo B -
[ Check Box ﬁ Date Picker ¥

Controls

3. Scroll through the list of controls in the pane on the right, and take a quick look at
the control names.

j 4. Click File, and then select Form Options.

: 5. In the Category section, select Compatibility, and then in the Form type field,
ptions change the selection to InfoPath Filler Form. Click OK.

Form Options

Category:

Web Browser -

Filler Features Form type:  InfoPath Filler Form
Offline i

E-Mail Attachments

Property Promotion

Digital Signatures

Security and Trust

Preview

Programming - ntos
E::;ng Allow code to use features that work only when filling forms with InfoPath Filler
Advanced
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:_ﬁ Scrolling Region

6.

A non-browser-compatible control will be inserted on the form. Now that the form
has been converted to a Filler form, you will add a control from the Containers
section.

Click the Scrolling Region control to add it to the form.

The location on the form is not important because this is a simple test. The follow-
ing screenshot shows the empty scrolling region and some of the controls on the
right.

1 Containers
:QI Section

I:I Optional Section

m

E Repeating Section
;! Repeating Table
:_ﬁ Scralling Region
E Horizontal Region

H Repeating Recursive Section

j_] Horizontal Repeating Table

Some features and settings are not compatible, and InfoPath is intelligent enough
to indicate this with an error. InfoPath will not allow the form to be published until
the errors are resolved. Other incompatible settings will give a warning but will not
prevent the form from being published. One such example is the placeholder text.

From the list of controls on the right, insert a text box on the form. Again, because
this is a test, it is not important where this text box is placed.

Double-click the new text box, and then on the Properties tab, click the Control
Properties button.

On the Data tab, for the Field Name, type FirstName. On the Display tab, in the
Placeholder box, type Type your first name here, and then click OK.

Text Box Properties [

| Data | Display |Size IAdvanced Browser fnrms|

Options:

Placeholder: | | Type your first name here
Example: "Click here and type.”

[Fread-only
Enable speling checker
Enable AutoComplete
[F Multiine
[ Limit text box to: 1 | characters
Move to next control automatically when limit is reached
Alignment: Left lz‘
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3% 10. On the Home tab, click the Preview button to see what the placeholder looks like.

Bresie Notice that as soon as you start to type in the text box, the placeholder text

disappears.
=

Clase 12. To demonstrate the Design Checker’s compatibility errors and warnings, the form
Freviens will change back to a browser-based form. Click File, and then select Form Options

again. In the compatibility section, set the form type to Web Browser Form, and
then click OK.

Click the Close Preview button.

| Incompatible (Cantrol is not supparted in Web brov.sa'fnnns)|0| -

Notice that the horizontal region on the form has a red error on it now, alerting
you that this control is not supported. A message about the placeholder text will

also be displayed on the text box that was inserted. It's time to run the Design
Checker.

b 13. Click the File menu, and then select Design Checker.

Design Design Checker v X
Checker
Web Browser Form

oErrors: 1
oWarn\ngs: 1

Errors i

€ scrolling Region control is not
supported

Warnings

o Placeholder text is not
supported

All of the errors on the form will be displayed in the Design Checker pane. When you go
through the form and remove incompatibilities such as the placeholder text and scrolling
region, click the Refresh button at the bottom of the pane to refresh the list of errors.

x CLEAN UP Close InfoPath Designer, and then when prompted to save changes, click
Don't Save.

Note For a full list of all InfoPath features that are not compatible with browser-based forms,
see the following web page: http://office.microsoft.com/en-us/infopath-help/infopath-2010-
features-unavailable-in-web-browser-forms-HA101732796.aspx.
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Form Library Settings

In a form library’s advanced settings, there is an option that enables documents to
open in the browser. For the non-enterprise clients, this setting is irrelevant because
the forms will never open in the browser.

Default open behavior for browser-enabled documents:
() Open in the client application
() Open in the browser

@ Use the server default (Open in the browser)

By default, when forms are opened, they use the server default option, which is to
open in the browser. However, you can select the Open In The Client Application
setting if you want to force the form to open in InfoPath Filler. If you want to make
sure that the form is always opened in the browser, whether the client has the filler
installed or not, select Open In The Browser.

Combine Client-Based and Browser-Based Controls

Are there some controls or features that need to be included in your form that are not
browser-compatible but that a certain subset of users need access to? There's a setting
for that!

Note Chapter 3 provides detailed information about the concept of views in a form.

The compatibility settings can be changed per view in a single form. On the Page Design
tab in InfoPath, when a view is selected, the Properties button can be used to modify the
settings for each view.

To add browser-incompatible controls to this view, select the Design view for InfoPath
Filler Only check box. With this option enabled, only clients who are filling out the form
with the InfoPath client software can use this view.

View Properties @

General | Text Settings | Print Settings | Page Setup |

View settings
View name: Another View
[ set as default view
/| Show on the View menu when filing out this form
Design view for InfoPath Filler only

F1Read-only




Using the Decision Matrix 47

Using the Decision Matrix

This chapter has presented an overview of design considerations when starting to build a
form. Each time a new form is created, this quick list of factors can be used for deciding
which type of form can or should be created. Again, before deciding what type of form
or template to create, form requirements should be gathered. Now we'll go through
some examples of the decision-making process:

® The Simple “New Employee” Form The new employee form has 20 fields that
need to be filled out for each new hire in the company. The fields are all text boxes
and drop-down boxes. The form contains no repeating tables, and no other com-
plex requirements are needed.

O If you have SharePoint Server 2010 Enterprise or Office 365, this form can be
created from the SharePoint List template.

O If you have a non-enterprise version of SharePoint or Office 365, this form will
be created from the Blank Form (InfoPath Filler) template and published to a
form library.

® The Expense Report Each time an employee travels, he needs to fill in this form.
It will contain multiple lines in a table, representing a row for each receipt from the
trip. Because the form will need a repeating table, it cannot be created as a Share-
Point list form. No special controls are needed, but the form might need to be filled
out offline.

O For all versions of SharePoint, this form is created as a form library form, and
the SharePoint Form Library template can be used. For non-Enterprise cus-
tomers, the compatibility level will need to be changed to InfoPath Filler Form.

O Clients who will be filling out the form offline need to install the InfoPath Filler
client on their computers.

® The Vacation Request This form needs to be deployed to multiple site collections
and have a data connection that receives data from a SharePoint list in another site
collection.

O For Enterprise versions, this form can be published as an administrator-
approved template and can be uploaded to the list of form templates in
Central Administration. The data connection can be converted to a universal
data connection and uploaded to the list of data connections in forms services
in Central Administration.
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O For non-Enterprise versions and Office 365, it is not possible to deploy a single
form to multiple site collections at once. It could be published as a content
type, but this could be done only for one site collection at a time. The data
connection to another site collection would not be supported.

Key Points

When a new form is created in InfoPath Designer, a form template must be
selected.

Browser-based forms do not require any specific client software, but filler forms
require that InfoPath Filler is installed on client computers.

There are five compatibility settings; these settings can be changed at any point.

Newly introduced in SharePoint 2010, SharePoint list forms can be customized by
using InfoPath.

Existing Word documents or Excel spreadsheets can be converted to InfoPath
forms.

The location of the data is important to know because a form’s complexity can be
increased if it needs to be received from or submitted to a database, rather than
SharePoint.

It is important to become familiarized with the organization’s current version of
SharePoint or Office 365 because it is a big factor in the form decision-making
process.

With each of the list of factors, to determine which type of template should be
used, consider the current version of SharePoint and the priority of the requirement.

When custom code is included in the form, the form can be deployed in only a
limited number of scenarios.

The Design Checker can compare the current compatibility settings to the currently
used controls and functionalities and subsequently list any errors and warnings.






Chapter at a Glance

|
Page Design Data Developer Layout
fiew = —|

Use Page Layout templates, page 55 —etun  [rempiates-.

— | .

Title Only Title and Heading  Title and Body

Color Bar Offset Body

Add tables to forms, page 58

T o Retresn Fieias } '- Th e = =y Y 2 /A e R @ 3
[ Resource Files L% LJ L ko] =1 Cam| (=8 @ o = 3
FromWeb  From  From SharePaint From Other Data To ToSharePoint ToOther  Submit Form Form  Rule User
B Defoult Values | service = Sharepoint List server Sources~  Connections | E-mail ubrary  Locations~ Options Load Submit Inspector | Holes
— Form Data | Get External Data | Submit Form | Rules Roles
* | Fields
Drag a field to add it to the form.
Fields:
G 2 myFields

] RecordsType

e & recirenerzocspin |
= [ RecordFormat

2] DigitalOrPhysical

[Z] Recordlype_UisplayLabel
® (i Questions
L Actionltems

Understand data Records Management Site Request Form
binding, page 65 o

Basic Information

Types of Records: | Legal

Description of your
requirements:

i Work with InfoPath
Controls, page 66




3 Form Design Basics:
Working with
InfoPath Layout,
Controls, and Views

In this chapter, you will learn how to:

Use InfoPath’s layout tools to build visually appealing forms
Work with the InfoPath Table tools

Add fields and controls to your forms

Use sections and containers to organize the controls in your form

RS XXX

Add multiple views to a form

Most Microsoft InfoPath forms you create will have several basic design concepts in
common. The form design process typically begins with the following two tasks:

® Building the visual aspects of the form by using tables, themes, and page designs.
® Adding the necessary controls to provide the functionality and data fields that your

form requires.

Depending on the complexity of the form, you might need to do much more than this,
but typically the creation of most InfoPath forms starts with layout and controls. In this
chapter, you will learn how to build a form from scratch with visual layouts, themes, con-
trols, and views.

51
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In Chapter 1, “Introducing Microsoft InfoPath 2010,” you learned that InfoPath uses XML
for storing data and managing the schema of the form for you. Most of the tools you will
use to build the form have a direct correlation to the underlying XML. However, InfoPath
removes the need for you to interact with all of the XML “plumbing” behind the scenes.
For example, when you add a simple text control, InfoPath automatically generates an
XML leaf node (the XML equivalent of an InfoPath field) in the underlying XML schema.
Once again, it is not necessary to be an XML guru to use InfoPath, but it is important

to understand that when you create an InfoPath form, InfoPath is generating a “well-
formed” XML document for you.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete

the exercises in this chapter are in the Chapter 3 practice file folder. A complete list of
practice files is provided in “Downloading the Practice Files and eBook,” on page xxvi.

Form Layout

Depending on which template you choose when you first generate a new form in
InfoPath Designer, you will find yourself with a relatively clean slate on which to work.
Essentially, the Blank Form template has nothing on it other than a simple design surface.
The SharePoint Form Library template shown in the following illustration has slightly
more structure, including predefined tables and locations for controls.

Click to add title

Click to add heading

-------------------------------------------------------------------------------------------------------------

Add label Add control | Add label | Add control

| addlobel L addcontrol  Addlabel  |Addcomtol |
: i

| addlobel Addcontrol  addlabedl  |Addcomol |
: i

Click to add heading
| addlbe  iadcowl |
| addbe ladeoeol

-------------------------------------------------------------------------------------------------------------
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Notice in the preceding illustration that the InfoPath Designer displays gridlines along
the borders of the tables. These gridlines are to assist you in designing and formatting
a new template. They are not displayed when the form is actually being filled out by a
user. They are purely a “design-time” feature. InfoPath has several design-time visuals to
assist you when you are in design mode.

It is important that we clarify a couple terms that will be used in this chapter—when you are in
Designer building a form, you are in design time, working with the design surface. When you
preview the form or actually fill out a form instance, you are in run time. Run time is the experi-
ence your users will have when they fill out your forms.

Tip When you are in Designer, you can press the F5 key to quickly preview a form in run time
mode. This functionality is also available on the Home tab on the ribbon by clicking the Preview
button.

The design time visual layout tools that you will use most often can be found on the rib-
bon. The following tabs on the ribbon are relevant to form layout:

® The Home tab This is where you can find the basic text editing tools that you
would find in a word processor. The functionality available on the Home tab is for
controlling fonts size, color, and so forth. These tools are fairly standard and work
just like the other Microsoft Office products.

® The Insert tab This is where you can find the pre-built table styles. These tables
can give your forms a consistent and professional layout.

® The Page Design tab The Page Design tab contains InfoPath’s predefined page
layouts and color themes to quickly give your form a professional look and feel. The
color themes are the same ones that are in Microsoft SharePoint 2010, so it's easy to
make your forms blend in nicely on a SharePoint site. Also, on the Page Design tab
you can work with Views and add headers and footers if necessary.

® The Layout tab Also known as the Table Tools tab, the tools on this tab are used
for modifying properties of the tables in your forms. Tables are the primary struc-
tural tool for organizing controls, labels, and images in your forms. This is also the
location where you can use the Table Drawing tool if you don’t want to use any of
the provided table styles.

There are two schools of thought regarding how to build a new form:

® Use one of the built-in page layouts, adding some tables and a color theme, and
then adding data controls.

@ Start by adding all the data fields you need (in the Fields pane), and then worry
about design and layout later.
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The second, more idealistic approach can be a good choice if you already know what
data fields, data types, and controls you need to support the functionality in your form.
Both approaches have their benefits, but the reality is that most of the time you might
not have all the information you need to accurately create all your data structures. You
will need to modify the form as it comes to life, probably altering it a number of times
before it's actually finished.

Therefore, the first approach—starting with a built-in layout and then adding controls—
is the one we'll use for the exercises in this chapter because it more closely matches what
InfoPath designers often do in the real world. The good news is that InfoPath’s design
tools and data controls are flexible enough that you can easily add or change your de-
sign later as requirements dictate.

Adding a Layout and Table

|

Blank Form

SET UP Ensure that you have downloaded to your desktop the Blue Yonder header.
bmp image file from the Practice Files to your desktop. You will use this image on
your form.

In the following exercise, you will create a new blank form and add all the necessary de-
sign components such as tables, an image, and a theme. This will be a Flight Delay form
that employees of the fictitious Blue Yonder Airlines company use to file reports on rea-
sons why a plane was late in arriving at its destination.

1. On your desktop, click the Start button, and then open InfoPath Designer. Double-
click Blank Form.

2. Place your cursor in the top table row where it says Click to add title. The place-
holder text should go away.

3. On the ribbon, click the Insert tab, and then select Picture. Browse to the location
on your desktop where you saved the Blue Yonder header image file.

4. Double-click the image to insert into the table.

5. Click the image to ensure that it's selected, and then on the Home tab, click the
Center Text button to center the image in the table. Your form should now look
like the screenshot that follows.
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6. On the ribbon, click the Page Design tab. Ensure that your cursor is active in the
bottom table row, and then select the Color Bar option from the Page Layout
Templates drop-down list.

| |
Page Design Data Developer Layout

| E

i Page Layout
Setup | |Templates *

— |- [T
‘
Title Only Title and Heading  Title and Body

Color Bar Offset Body ‘

Your form should now have a color bar and an additional row.

Click to add title

Add tables
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7. To give the form a professional color scheme, apply a theme. Select the entire
design surface area by clicking the selection button at the upper-left corner of the
design surface.

Tip You might need to click inside the top table row to activate the selection button.

| | [Design) Form3 - Microsoft InfoPath

Layout

l

Header
& Footer

e Themes Headers

Click to add title

8. With the entire design surface selected, on the ribbon, in the Themes area, click the
drop-down arrow. Select the Industrial Vantage theme to apply this theme.

| | (Design) Form3 - Microsoft InfaF

Data Developer Layout

SharePoint

o«
|IF€‘T

Professional
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With the theme applied, let's add shading to the top row of the table (the one with
the image inside it).

9. Position your cursor in the top row of the table by clicking anywhere within it. On
the ribbon, click the Layout tab, and then click the drop-down arrow at the bottom
of the Shading button to show all the colors from the theme that you can apply as
shading.

10. Select the blue color Accent 5, Darker 25%.

1 Mo border - @ E
Shading|Borders ~ Draw Eras
g - =# Pen Color Table

__ || Theme Colors Draw

DI
SHTHTTHE

Standard Colors Accent 5, Darker 25%

an EEEEE[I=N
NoRn 0 eSSEEEE

3% More Colors...

Your form should now appear as below. You're off to a great start on the visual
aspect of the Flight Delay Form!

Click to add title

Add tables

11. Position your cursor in the row with the Click to add title text, and then change
the title to Flight Delay Report.
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12.

13.

Place your cursor in the bottom row of the form by clicking in the area labeled Add
tables. On the Insert tab, click the More button to open the drop-down list for the
tables so that you can see all the different options. From the Two Column section
of tables, choose the Two Column Offset with Emphasis 4 No Heading table.

Mome Insert | PageDesign  Data  Developer Layout
Two Columns - j Ellg
. g = e I 5[]
Custom | Ficture  Clip
- )| Table - Art
llustrations Links

Two Column OTISet with Empnasis 4
No Heading

Q

Hyperlink

Click the Layout tab, click the Cell Padding button, and then set the top to 16 px
so that there isn't so much excessive empty space above the image.

The cell padding properties are useful for controlling and managing the spaces
inside your table cells.

The form should appear similar to that shown in the following illustration. Your
form is now ready to have controls added, which you will do in the next exercise,
after you learn about InfoPath controls.

x CLEAN UP You will use this template in the next exercise, so be sure to save it; close
out of InfoPath Designer if you are not going to continue on to the next exercise
right away.
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InfoPath Controls

Apart from creating the visual layout, the most common task that you will perform when
designing a new form is adding controls. The controls in InfoPath cover a wide range

of functionality that you will need in your form. In this section, we will discuss the most
commonly used InfoPath controls and provide a brief overview of what each one does.

Tip For the purposes of this book, assume that your forms need to be browser-compatible so
that they can work with SharePoint Forms Services. Therefore, we will focus on the controls that
are enabled when you create browser-compatible forms. Additional controls are available if your
forms will be used only with InfoPath Filler. You can view those additional controls by changing
the compatibility of your form from browser to InfoPath Filler. This is performed by going into
Form Options in the Info section of the Backstage view. (You can access the Backstage view by
clicking the File tab on the ribbon.)

The controls are separated into three different categories when you view them in the
Controls pane: Input, Objects, and Containers.

® The functionality of most input controls is fairly self-evident; they capture differ-

ent types of data from users. (See the table below for a description of the input
controls.)

® Object controls are for adding objects that your users will interact with in the form,
such as attaching a file or clicking a button.

® Container controls are for grouping controls or adding repeating controls in the

forms—for example, a repeating table such as the one you used in Chapter 1 for
the Products form.

Controls - X

Insert controls:

Input

[sB] TextBox

25 Rich Text Box

._-E Drop-Down List Box
18 Comba Box

¥l Check Box

& Option Button

T Date Picker

(53 Date and Time Picker
|§_E] Multiple-Selection List Box
=B List Box

i3 Bulleted List

25 Numbered List

S Plain List

& Person/Group Picker
E External Ttem Picker
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Input
Control Name

Description

Data Type

Text Box

Probably the most common control, which is why it's
at the top of the list. Text Box is used for adding text
fields that will have standard, unformatted text, such
as names, sentences, and numbers.

Text (String)

Rich Text Box

Use this control when you need formatted text,
including bold and italic, varying font styles, colors,
and sizes.

Rich Text
(XHTML)

Drop-Down List
Box

Use this control to present users with a list of choices
in a drop-down box. The data that populates the list
of choices can come from a list that you create manu-
ally or from values that come from a data connection
to an XML file, database, web service, or a SharePoint
list.

Text (String)

Combo Box

This control presents users with a list of choices in a
box from which they can either select an item or type
their own. The data that populates the list of choices
can come from a list that you create manually or from
values that come from a data connection to an XML
file, database, web service, or a SharePoint list.

Text (String)

Check Box

This control provides the ability to set yes/no or true/
false by selecting a check box.

True/False
(Boolean)

Option Button

Presents the user with a mutually exclusive choice.
When one of the option buttons in a group is
selected, the other option buttons are cleared.

Text (String)

Date Picker

Gives the user the ability to type a date or use a calen-
dar button to select a date.

Date

Date and Time
Picker

Same as Date Picker but adds time.

Date and Time

List Box

Presents users with a list of choices in a box from
which they select the desired item. The data that
populates the list of choices can come from a list that
you create manually or from values that come from a
data connection to an XML file, database, web service,
or a SharePoint list.

Text (String)
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Input
Control Name Description Data Type
Bulleted List Used to add or delete bulleted list items in the form. Text (String)

Numbered List

Used to add or delete numbered list items in the form.

Text (String)

Plain List Used to add or delete plain list items in the form. Text (String)
Person/Group Use this to select users and groups from the list of String
Picker members in a SharePoint site. Usually, this means the

same list of names that are in your Active Directory

and Outlook address list.
External Item Use this control for scenarios in which a user needs to ~ String

Picker

pick an external item from a SharePoint list. External,
in this case, means that the data originated from a
system outside of SharePoint.

Object Controls (described in the following table) are different from Input controls in a
couple of important ways. First, Object controls don't necessarily add a field to the un-
derlying XML; some of them are purely for design surface purposes. For example, the
Button control creates no fields in the schema but is still one of the most useful InfoPath
controls. The other difference with Object controls is that they can be added to the form
at design time, and some of them, such as the Hyperlink and Picture controls, can also
be added by the user at run time.

Objects

—al Button

(4 Picture Button
Jo Calalated Value
0 File Attachment
E Picture

?{) Hyperlink
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Object
Control Name Description Data Type

Button Use this control for tasks, such as submitting the form, n/a
querying a data source, and much more. The button
can have rules associated with it as well, making it a
very flexible tool.

Picture Button Similar to the Button control in functionality but also  n/a
allows for the use of an image rather than the stan-
dard button look and feel. Another key capability is
that the Picture Button control can display a different
image when the pointer hovers over it, thus creating
a very dynamic experience.

Calculated Value Useful for when you want to display read-only text, Variable
display the value of another control on the form, or
display values based on formulas. This control does
not actually store data; it references other data and
displays a value.

File Attachment Used for attaching a file to the form. If you are creat-  Picture or File
ing a SharePoint List form, the file attachment will be  Attachment
stored as part of the SharePoint list rather than in the
form itself.

Picture Used for attaching images (or a link to the image). Picture or File
Attachment

Hyperlink Allows users to insert a hyperlink in a form. Text (String)

As defined in the following table, Container Controls are designed to group other con-
trols together for the purposes of organizing (for example, the Section control) or pro-
viding repeating and optional data structures (for example, the Repeating Table control).
The structure of container controls is different than the other controls in that container
controls do not directly contain data themselves. When you add a container control, it
appears in the Fields pane as a folder with fields (also called leaf nodes) underneath it.
Although the containers do not directly contain data, they are extremely useful for or-
ganizing data because they represent a group node in the underlying XML schema. This
is a key difference between container controls and tables. While tables are excellent for
visual layout, they do not connect to the data source and therefore can't have properties
and rules applied to them in the same way container controls can. Therefore, the best
practice is to use tables and controls inside a Section control (or other type of container)
when you need to manage controls together as a group.
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IQI Section
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Container
Control Name

Description

Section

Container for other controls. A Section control can include any of
the other controls (including other Section controls). When you add
a Section control, an XML group is added in the schema. This means
that you can apply validation and formatting rules to the Section,
and thus to all the controls contained within it (more on rules in
Chapter 5, "Adding Logic and Rules to Forms”).

Optional Section

Same as a Section control except that users are given the choice at
run time as to whether or not they want to add that particular sec-
tion to the form.

Repeating Section

Same as Section control except that users are given the ability to add
additional instances of the Section, either above or below it.

Repeating Table

Used for adding tables that display information in a tabular structure
and allow the user to add or delete rows. As with Section containers,
repeating tables can contain other controls.

Choice Group

A unique control that contains two or more Choice Sections. The
form users can replace one Choice Section with another at run time.
When filling out a form with a Choice Group, users can replace the
default Choice Section with a different Choice Section.

Choice Section

Like a regular Section control, this is a control that contains other
controls. But Choice Sections are used inside Choice Groups. Choice
Sections are useful when you need to add more choices to an exist-
ing Choice Group. They can be used only inside a Choice Group

or repeating Choice Group (Filler-only control). If you try to add a
Choice Section outside of a Choice Group, InfoPath automatically
adds the Choice Group for you.
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Control Properties Ribbon

When working with controls, many properties can be set. However, the specific proper-
ties that you can set vary, based on the type of control. Fortunately, the ribbon has a
Properties tab that becomes active when you select a control in a form. This is a conve-
nient central location in which you can work with nearly all the options available to you
for a particular control.

Following are the main control-related tasks that you can carry out on the control
Properties tab:

® You can change the name of a control. As a best practice, you should always
rename your controls to something that is meaningful to you.
® For certain controls, you can change the data type and data format on the fly.

® You can set default values so that the form will have pre-populated values in fields
where it makes sense.

® You can use the Change Binding button to change the binding of the control to a
different field in the schema.

® You can set the field to be read-only if you don’t want users modifying data in that
particular field, or conversely, you can set the field to require data input by select-
ing the Cannot Be Blank check box.

® |If you've added the control as the wrong type, you can change it (for example,
changing Text Box to Rich Text Box).

® All of the aesthetic properties of the control can be modified here, including height,
shading, and borders.

® And last but definitely not least, you can add and manage logic rules on your con-
trol (more on this in Chapter 5).

Home  Inset  PageDesign  Data  Developer | Properties ‘ Layout

Name: Data Type: a— [ Read-Only 4] Height Auto z 2} =l =
w - 8 = = &

CustomerName | lext [sting) [ tannot be Blank £33 Width 100 % it

. Datz  Default Change | Shading Borders  Add  Manage
[ Field Properties & Control Properties romst Value Binding Lo Change Control = | ] Margins = Rule~ Rules

Properties £l Modify Control Size Calor Rules
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Understanding the Basics of Data Binding

When you add a control to the form design surface, InfoPath automatically creates a
field in the underlying InfoPath document that corresponds to the correct data type for
your field. (For example, a Text Box is a string data type.) This process of tying the con-
trol to the field in the underlying XML is called data binding. You can easily tell which
field a control is bound to simply by selecting the control on the design surface; InfoPath
then automatically selects and highlights the bound field in the Fields pane. You can also
create your own fields in the Fields pane if you need to, but to keep things simple, it's
generally best to let InfoPath generate the fields for you when possible. There are obvi-
ous exceptions, such as when you need a hidden field that will be used to store some
data or variable but won't actually be displayed on the form. The following screenshot
shows the correlation between a control on the design surface and its corresponding en-
try in the Fields pane.

Tip It is always a best practice to rename your fields to something useful that you can
understand. By default, InfoPath uses fieldl, field2, and so on.

|
anme Insert  PageDesign | Data | Developer | Properties Layout
T: o Refresn Fleias :‘& = =N . - = = %I : i = = N i ;
= = . s — = 5 /= =
5 Resource Files E = 7J E | e = I = @ o ) 3
S Brom i To T
Fields |

rom Web From From SharePoint Mrom Other ata o ‘o SharePoint  To Other Submit Form  Form Rule User
= Default Values | Service~ SharePoint List Server Sources* | Connedtions | E-mail library  Locations+  Options | Load Submit Inspector | Roles
Form Data Get External Data Submit Form Rules Roles

~ | Fields
Drag a field to add it to the form.

Ficlds:

= [ myFields
[ [ DasicInformation

& RequirementsDescription

[ DigitalOrPhysical

=] RecordType_Displaylabel
@ [ Questions
® [ Actionltems

Basic Information

Iypes of Records: Legal

Description of your

. [a] [
requirements: H

,,,,,,,,,,,,,,,,,,,,,,,,,,,, ) S

When you add a control on to the design surface, InfoPath automatically adds the cor-
responding field or group to the Main data source. As you saw in Chapter 1, it is possible
to have multiple data sources for your form if you need to integrate data that is coming
from other sources, such as databases, XML files, or web services.
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Tip Because fields are automatically generated in the data source when you add a control, a
common point of confusion for beginning InfoPath users arises from the false assumption that
the fields are also automatically deleted if the control is removed from the design surface. To
remove the field from the data source, in the Fields pane, right-click the field, and then choose
Delete.

Most controls will automatically create a field in the data source that they are bound to,
but not all. For example, the Button control is purely a visual design tool, and by default,
it's not bound to anything. Basically, your controls will be bound to two types of structures:
fields and groups. Fields are equivalent to XML leaf nodes, which means that they are
used for holding and working with data (for example, text fields). Groups are equivalent
to XML container nodes; they are for holding and organizing other fields. Section con-
trols are probably the most common group objects. The following screenshot shows a
section on the design surface that has multiple controls associated with it. Notice how it
correlates to a folder (group) in the Fields pane.

“_Humz Insert Page Design Data e | s | S
T: FaRefresh Fields 7% % T ? - i‘l =y = =y ~ N @
= o I =1 [ = = G
= | {8 Resource Files Lz e =3 4 ket = Limi| = B 6 =
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From Web Froi From SharePoint From Other Data To ToSharePoint To Other Submit Form  Form Rule

m
[ Default Values | sarvice~ SharePoint List Server Sources»  Connections | E-mail Library  Locations~ Options  Load Submit Inspectar
Form Data Get External Data Submit Form Rules

] ~| Ficlds

Drag a field to add it to the form.

Basic Intormation ER
Types ot Records: ‘ [tegal =l ‘

Description of your
requirements:

Adding Controls to the Flight Delay Form

» SET UP Open InfoPath Designer and the Flight Delay form you created in the first
exercise of this chapter. Alternatively, you can download the practice file named
Flight Delay Post exercise 1.xsn. Remember, you can right-click the .xsn template
file, and then choose Design.
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In the following exercise, you will continue building the Flight Delay Form. Your job now
is to add the controls that will provide the needed functionality. The data you need to
capture includes the items listed in the following table.

Data Needed Control You Will Use

Date Date Picker

Flight number Text Box

Reason for flight delay Drop-Down List Box

Follow-up ticket awards Repeating Table with 3 columns (Customer Name, Half-Price
Ticket, Free Ticket)

Pilots report Choice Group (File Attachment or Hyperlink)

Submit button Button

1. In the top row of the table on the form, position your cursor in the label field, and
then type Date.

2. Tab into or click in the first row of the right column. On the ribbon, click the Date
Picker control. Remove the label that InfoPath automatically inserted.

There are two ways by which you can add controls to a form. One is to position
your cursor on the design surface so that it's active in the location where you want
the control added. Then, click the desired control on the ribbon or the Controls
pane to add it at that location on the form. The second method is to drag a control
from the Controls pane. To open the Controls pane, click the expansion arrow at
the bottom of the Controls area on the ribbon, as shown here:

B Text Box &5 RichText Box = Drop-Down List . =l 5 & spelling -
==
TH Combo Box [¥ Check Box (& Option Button [ 34 Find ~
. . L E= . . _ Add  Manage .
ﬂ Date Picker _% Date and Time Pi... |:_:J Multiple-Selecti.., '+ Bule~ Rules (] Select All

Cantrols _EL_ Rules Editing

—_—
Controls Pane

Show the Controls task pane to
insert more controls.

A or AGEIHREYS

In the following screenshot, you can see the fully expanded Controls pane.
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Controls - X

Insert controls:
Input

[abl TextBox

255 Rich Text Box

E Drop-Down List Box
L8 Combo Box

[« CheckBox

@ Option Button

E Date Picker

(5} Date and Time Picker

Multiple-Selection List Box

B [

List Box

Bulleted List

Numbered List

S Plain List

& Person/Group Picker
E External Ttem Picker
Objects

—al Button

5l Picture Button

Je Calculated Value

0 File Attachment
& Picture

% Hyperlink
Containers

IEI Section

Iﬂ Optional Section
H Repeating Section
Repeating Table
H Choice Group

[ Choice Section

¥ Automatically create data source
Add or Remove Custom Controls...

Tip By default, InfoPath automatically creates a field in the Fields pane when you add
the data control. (You can turn this off by clearing the check box at the very bottom of
the Controls pane.) If you accidentally delete your control from the design surface, you
can add it back to the form by dragging it from the Fields pane. Remember, deleting
the visual occurrence of the control from the design surface does not remove it from the
schema in the Fields pane. Likewise, if you accidentally add a control that you don’t want,
you can right-click and delete the field from the Fields pane. If you do this, the control
will still appear on the design surface but it will have a blue warning icon that indicates it
is unbound, as shown in the following screenshot. Unbound controls are those that have
lost their connection to fields in the underlying schema. You want to remove unbound
controls because they will not function.
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3. On the ribbon, click the Control Tools/Properties tab set, and then rename the
Date Picker field that you just added to FlightDate.

This will alter the name of the field in the Fields pane so that later you can remem-
ber the purpose of this field. This is much better than Field1. (Remember, you need

to select the control that you want to modify in order to activate the Control Tools
tab on the ribbon.)

[IIIH 1] &= Control Tools. |
Home Insert Page Design Data Developer Properties
MName: Data Type: j_— ﬁ Read-On
=L
FlightDate Date [date] - 2% a Q c’—k) |:| Cannot Be Blank

p— . ~ Data Default Change
[ Field Properties Ig‘CmﬂtmlF’mper‘tles Format Value Binding ;E-E;]Change Caontral =

Properties % Madify

The next thing you need to do for the Date field is to add a default value. Default
values are extremely helpful when you want a control to be pre-populated with

a value for the user. The user can still optionally select or enter a different value, but
in a case such as a date, it often makes sense to just populate the control with a
default value so that the user doesn't need to enter anything.

4. Verify that your date control is the active selection, and then on the Control Tools
tab, click the Default Value button

5. Click the formula button on the default values field.

6. Click the Insert Function button, find the Date category, and then select today.

This sets the default value of the Date Picker control to be equal to the current

day. This makes sense because users will most likely be entering flight delay infor-
mation on the same day it happens.

Insert Function 21
Categories: Functions:
Most Recently Used |addDays
Al today.
Date
Date and Time
Field
Math
Text
LIRL
User
today()
Returns the current system date. For SharePoint list date fields, use the
now() function.
oK | Cancel

7. Click OK three times to return to the design surface. Preview your form by pressing
F5 to confirm the date field populates with the current date.
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Flight Delay Report

Date /2011 | =1

8. On the second row, add a label that says Flight Number, and then add a Text Box
control. Remove the auto-generated label, and then rename the field to FlightNumber
by using the Control Tools tab.

Tip If you prefer, you can also right-click a field in the Fields pane, and then change the
name of the field by using the Properties option.

9. On the third row of the table, enter Reason for Delay in the label column, and
then add a Drop-Down List Box control in the right column. Rename the field to
DelayReason.

Your form should now look like the following screenshot.

2] Fields
Drag a field to add it to the form.
Fields:
5 myFickds
(=] FlightDate
(2] Fiighthumber
=] DelayReason

10. Ensure that the Drop-Down List Box control is the active selection, and then on
the ribbon click the Properties tab. Click the Edit Choices button. Click the Add
button, enter National Aviation System into the Value field, and then click OK.

11. Add three more choices: Weather, Late-Arriving Aircraft, and Security. Click OK.

You can preview the form (F5) at this point to ensure that your drop-down list is
working.



12.

13.

14.

15.
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Data |5ize I Advanced I Browser forms I

B di
Binding

Field name: IDEIayReasnn

Data type: IText (string) j

I~ Cannot be blank
List box choices
% Enter choices manually
" Get choices from fields in this form
" Get choices from an external data source

Value | Display Name | Default | Add... I
Select... Yes
Mational Avi... National Aviation Sy... Modify... |
Weather Weather 3
Eemove |
Late-Arrivin,..  Late-Arriving Aircraft
Security Security Move Up |
Move Down |
Set Default |
Ok | Cancel | Apply |

The next control you need is a Repeating Table, in which the form users can enter
a list of customers that need to be awarded a free or half-priced flight as a result of
the flight delay.

Position your cursor below the table on the design surface, press Enter a couple
times to give yourself some space between tables, and then insert a Repeating
Table control. Set it for 3 columns.

The top row of the new repeating table is for labels. In the left column, enter
Customer Name; in the middle column, enter Half Price Ticket; and in the right
column, enter Free Ticket.

Using either the Fields pane or the Properties tab, rename the three fields to
CustomerName, HalfPriceTicket, and FreeTicket, respectively.

With the HalfPriceTicket Text Box control active on the design surface, use the
ribbon to change the control from Text Box to a Check Box. Do the same thing to
the FreeTicket control.
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|
Home Insert Page Design Data Developer Properties Layout

Name: Data Type: = [ read-Only &) Height Auto
2% o=
HalfPriceTicket Text (string) - 2 o e |:| Cannot Be Blank ,:'L.,‘ Width 100 %

Data Default Change =
gField Properties @Control Properties Format value Binding E&]Changetontror' i Margins

Properties “||EQ Drop-Down List Box

Combo Box

List Box

Option Button
Check Box
Hyperlink
Calculated Value
Section

Date Picker

Picture

Im
HELD>®[0 5 &

Ar 4

Shading Borders

Contral Size Color

Customer Name : Half Price Ticket

HalfPriceTicket [ )]

Free Ticket

16. Select the Check Box controls. On the Home tab, in the Format Text area click the
Center button to center the controls in the column. Preview the form, and verify
that it looks like the following screenshot. Enter a name or two; use the Insert item

arrow to add more rows to your repeating table.

Flight Delay Report

Date 7/15/2011
Flight Number 1234
Reason for Delay IWeather j
Customer Name Half Price Ticket Free Ticket
John Smith v |
Mary Jackson [ v
Louis Parker cd (|

E Insertitem
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17. Add a Choice Group control in the Container controls by positioning your cursor
beneath the repeating table and then pressing the Enter key twice (to allow a little
space). On the ribbon or in the Controls pane, add a Choice Group control.

18. Rename the two fields that were added (they are actually Choice Sections) to
ReportHyperlink and ReportFileAttachment.

19. Inside the ReportHyperLink section, add a Hyperlink control, and then rename it
to PilotHyperlink.

20. Inside the ReportFileAttachment sections, add a File Attachment control and
rename it to PilotFileAttachment.

The reason why you are adding this Choice Group control is because the pilots are
required to submit a report in the event of a flight delay. They can either post it on
a SharePoint site or email the file. So use a Choice Group control to allow the form
user to either directly add a file attachment or provide a hyperlink to the report on
a SharePoint site. The form should now appear as shown in the following illustration
(in Design mode).

2l Felds -
Drag a field to add it to the form.
Fields:

© [ myFields
] FightDate

=] Fiighthumber
] DelayReason
) B [ groupl
Flight Delay Report & [ group
. - - - - - = CustomerName:
= HalfPriceTicket
= : ] FreeTicket
1 Eg_gruupa
S [ (Choice)
(& ReportHyperink
= & PilulHypeLink
& feld17
[ ReportFileAttachment
=] wiotrleAttachment

Flight Number

| i
| Resson for Delay i [setewt..
b i

i

Customer Name ; Half Price Ticket Free Ticket
: i C -
a2

] Cickhere to nsert a hypeink
a

0 Click hereto attacha file

a

If you preview the form now, you will see a button pop up when you hover over the
Hyperlink control in the Choice Group control. You can click this button to switch
between a Hyperlink control and a File Attachment control.



74

i % Click here to insert a hyperlink
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Remaove ReportHyperlink
Replace with ReportFileAttachment

Cut

i o<

Copy

o

L Paste

&

Ctri+X
Cirl=C

Ctrl=V

CLEAN UP Be sure to save your form template. You will add more functionality to

the Flight Delay form in the next exercise.

Adding a Submit Button with a Rule to the Flight

Delay Form

9 SET UP Open InfoPath Designer and the Flight Delay form you created in the last
exercise of this chapter. Alternatively, you can download the practice file named
Flight Delay Post exercise 2.xsn. Remember, you can right-click the .xsn template

file, and then

In the following exercise, you will add a Button control to the form along with a rule that

choose Design.

submits the form to an email data connection.

1. Insert your cursor just below or to the right of the Choice Group control on the
design surface, and then press Enter a couple times to make room to insert a but-
ton. Your cursor must be outside the Choice Group control so that you have open
space (outside and below the Choice Group container).

2. From the ribbon, insert the Button control.

-

|__‘E Drop-Down List ...

Option Button
Multiple-Selecti..
MNumbered List

E External Item Pic...

Calculated Value

Input
[B1 Text Box 25 Rich Text Box
1B Combo Box [ Check Box ®
T Date Picker [E5 Date and Time Fi... [5]
EH List Box i3 Bulleted List ia
@ Flain List 8 Person/Group Fi...
Objects
@ File Atta = o
Containers Button
Ig] Section | Allow users to initiate an action
| such as submitting a form or
g Repeatin  querying a database.
Add ol

A Button can also be used to run
rules or custom code.

perlink

peating Section

oice Section |
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3. On the ribbon, click the Home tab, and then in the Format Text section, use the
center function to position the button in the center of the form.

4. On the Control Tools tab, in the Label box, change the button’s name from
Button to Submit Form.

MES9 ™ &= ControlTaols

Home Insert Page Design Data Developer Properties

Label Submit Form =l & Rea 4] Height Aut
i 9 =r ’ - =
Action 'Rulesand C... = Cannot Be Blal o+ Width 150
Submit Rules Custom - I e
@Contrul Properties Actions Code 5if Change Control - | ] Margins
Button Modify Control 5i

5. While still on the Control Tools tab, click the Add Rule button, and then click
Submit Data to add a rule that sends the data when a user clicks the button

Control Tools | | (Design) Flight Delay Form Post exercise 3

Properties Layout

5] Height Auto : {'])ﬂ

i Width 150 px 3

= :‘*

=2
e _ " Shading Borders | Add |Manage
© | i Margins e Rule = | Rules

Control Size Color b

Actions
g When This Button Is Clicked » |

Bj Switch Views

l@ Manage Rules... ]

% Set a Field's Value

l E__a Submit Data
Elicht Nalayv Rannrt .

6. When the Rule details window opens, click Add.

When using a rule to submit a form, it is necessary to provide a data connection to
instruct InfoPath about how to handle the submission. When the Data Connection
Wizard opens, it defaults to submit data. Click Next.

7. Select As an e-mail message.
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Data Connection Wizard x|

Select a destination for submitting your data.

How do you want to submit your data?
" Toa Web service
™ To a document library on a SharePoint site
(¥ Ag an e-mail message
~ To the hosting environment, such as an ASP.MET page or a hosting application

< Back | Next = I Cancel |

8. On the next wizard page, enter your own email address in the To: text box, enter
Flight Delay Report in the Subject text box, and then click Next.

Data Connection Wizard x|

Submitting through e-mail will create an e-mail message with the following properties. The
document will be attached to this message with a name spedified in the “Attachment Name™
field.

To: IDarvishs@.\‘nwa’osof‘t‘ccm

Example: someone @example.com

(&% [» [»

Subject: IFlight Delay Report]

Introduction:
This message was created by a Microsoft InfoPath form, The form data may be induded as
an attachment.

< Back | Next = I Cancel |

9. Leave the default setting to send as an attachment. Click Next again, and then click
Finish. Click OK in the Rule Details window so that you're back in the form.

The Rules pane automatically opens for you on the right side of the Designer.

Now you have an email data connection with a submit rule attached to your button so
that when users fill out the form and click submit, the form will be emailed to you as an
attachment. (You'll find more information about rules in Chapter 5.)

CLEAN UP Be sure to save your form template if you want to keep your changes, and
then close out of InfoPath Designer. You will continue to add more functionality to
the form in the next exercise.
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Your forms often will have too many controls to fit cleanly on a single page. One of the
worst mistakes novice forms designers can make is putting everything on one page and
forcing the user to scroll through an unnecessarily long and complex form—or even
worse, creating multiple forms for users to fill out when having one consolidated form is
far more efficient and manageable. InfoPath views can help alleviate these problems and
solve a few other challenges, as well.

A view in InfoPath is simply another way to display data from the same data source, but
in a different way. It is perhaps easiest to think of a view simply as another page in the
same form. If you create a second view, additional or different fields might be displayed,
or even a completely different visual layout, but underneath the covers, all the views in
a form use the same data source(s) and schema. The beauty of this approach is that you
can manage all the properties of your form—such as security, fields, data connections,
and workflows—in one place and still have the power and flexibility of presenting the
right view of data to the right people, at the right time.

Following are six common situations for which using InfoPath views make a lot of sense:

® Taking a lengthy or unwieldy form and breaking it into more manageable pieces.

® Building a wizard-like or survey-like interface. Because you can use buttons with
rules to switch views, views provide an easy way to build a form with multiple pages
through which a user progresses. Chapter 5 has a robust example of a wizard-like
form.

® Presenting different views to different users based on role. Using InfoPath Roles,
you can define which views a user can see depending on which security groups she
is in. For example, your form might need to have an extra page of data that only
members of the “Managers in Finance” group can see.

Note Roles are an InfoPath Filler-only feature.

® Adding a read-only “confirmation” view that displays when the user has finished
entering data.

® Providing a summary or roll-up view. Some forms need a dashboard that consoli-
dates data from multiple other views into one place. Also, some forms might need a
very different visual layout than the input views of the form.

® Providing a print view. Similar to the summary view, a print view can be useful when
you want to give users a page to print out data from your form, consolidated in
one special view just for printing.
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Adding a Second View to the Flight Delay Form

SET UP Open InfoPath Designer and the Flight Delay form that you created in the
last exercise of this chapter. Alternatively, you can download the practice file named
Flight Delay Post exercise 3.xsn. Remember, you can right-click the .xsn template
file, and then choose Design.

In the following exercise, you will add a confirmation view to the Flight Delay form. And
you will add another rule to the submit button that moves the user from the Default
view (View 1) to the confirmation view.

1. On the ribbon, click the Page Design tab.
The Page Design tab is the primary location used for creating and managing views.
2. Click New View, and then name it Confirmation.

3. On the Page Design tab, use the View drop-down list to switch back to View 1,
and then copy the Blue Yonder Graphic. Switch back to the Confirmation view,
and then paste it at the top of the table. From the Insert tab, add the Two-Column
with Emphasis 3 table.

MEse ™ &= \ | [Design) Flight Delay Form Past exercise 4 - Microsoft InfoPath

4. In the text area provided for a subheading, type Confirmation — your submission
for the following flight delay has been processed.

5. In the first label of the table, type Flight Date. In the control cell on the same row,
insert a Calculated Value control from the Objects category. Click the function
button to edit the formula.
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Flight Date | add
fmm e ]
 Add label E Add control '
i
------------------------------------------------------ e eiiioiiooooooog
Add label i Add control
______________________________________________________ N
Insert Calculated Value 2lx|
Enter an XPath expression. The results of the expression will be displayed in the
control.
XPath: |

6. Click Insert Field or Group, and then select the FlightDate field. Click OK three
times to return to the design surface.

This adds the value from the FlightDate field in View 1 as a read-only control on
the Confirmation view.

7. Perform the same steps on the next row for the Flight Number. Once again, use
the Calculated Value control.

8. In the third row of the table, add one more Calculated Value control with a label of
Delay Reason. Your form should now look like the following screenshot.

CONFIRMATION - YOUR SUBMISSION FOR THE FOLLOWING FLIGHT DELAY HAS BEEN PROCESSED

Flight Date

Flight Number

Delay Reason




80 Chapter 3 Form Design Basics: Working with InfoPath Layout, Controls, and Views

9. On the ribbon, click the Page Design tab, and then in the Views area, click the
Properties button.

Notice all the properties that can be set for the view, including the option to set it
as read-only. You don't need to set any properties for the Confirmation view right
now, so just click Cancel.

@A D9 s

Home Insert Page Design Data Developer

Wiew: [57) New View = :|
Confirmation - _jg Delete

Page Layout
[ & Properties (] Page Setup | Templates -

Views Page Layouts

General | Text settings | Print Settings | Page Setup |

View settings

View name; ICUnﬁrmatiDn
[~ Setas default view
[V Show on the View menu when filing out this form
[~ Design view for InfoPath Filler only
[~ Read-only
Background

[~ Use a background color \utomatic
[~ Use a background picture Browse. .. |
™| Tile hiorizontaly,
™| il werkically
Position; I Upper Left =
Layout setting:

[~ Use a custom layout width for this form template

st |ay ot widsh: |551 IDX -

[~ Show scroll bars when necessary

cos |

10. On the Page Design tab, use the View drop-down list to switch back to View 1.

11. Make the Submit button the active selection, and then on the ribbon, click the
Control Tools tab. Click the Add Rule button, and then select Switch Views. Set
it to switch to the Confirmation view; this rule will automatically redirect a user to
the confirmation view when he clicks Submit.
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12. Preview your form, and fill out the information as if you were a user. After you've
added a flight number, a reason, and so on, click the submit button.

The rules you added on the submit button should perform two actions: first, Info-
Path will attempt to email you a copy of the form using your default email program;
second, it will automatically switch you to the Confirmation view. Your Confirmation
view should now look like the following screenshot.

CONFIRMATION - YOUR SUBMISSION FOR THE FOLLOWING FLIGHT DELAY HAS BEEN PROCESSED

Flight Date 2011-07-19
Flight Number 13
Delay Reason Security

Congratulations! You now have a functional Flight Delay form that not only collects data
but also has a button to submit the form via email and a rule that switches your users to
a second view of the form. One last real-world feature that you'd probably want to con-
sider adding is a button on the Confirmation view that makes it easy for the user to close
the form. Again, you can do this easily via a Close Form rule on the button. As a best
practice, you never want to leave a user guessing what to do with the form when they
are done inputting data. A nice, big Close Form button is always a good idea.

CLEAN UP Be sure to save your form template if you want to keep your changes, and
then close out of InfoPath Designer.



82 Chapter 3 Form Design Basics: Working with InfoPath Layout, Controls, and Views

Key Points

InfoPath provides page layout tools and templates that make it easy to build
professional-looking forms with tables.

InfoPath has a robust set of controls with which you can provide different types of
input depending on the needs of your form.

InfoPath controls are bound to the underlying XML schema.

Containers are data-bound group controls that you can use to organize other
controls.

Default values create an easier, more intuitive experience for the form user.

You can use InfoPath views to organize your form into multiple pages, which makes
the form easier to fill out, or for providing a special print, summary, or confirmation
view of the form data.
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4 Working with
SharePoint List
Forms

In this chapter, you will learn how to:
Convert a SharePoint list form to InfoPath
Work with fields and controls

Modify the list form layout

RS

Understand the limitations of list forms

In Microsoft SharePoint 2010 and SharePoint Online, SharePoint list forms can be cus-
tomized by using Microsoft InfoPath 2010. By default, when SharePoint lists are created,
such as tasks, contacts, and other custom lists, the forms that we fill out are .ASPX web
pages. The problem with these types of web page forms is that customizing them is not
an easy task and usually entails custom development and code modification.

With the ability to quickly and easily customize SharePoint list forms without the need
for code or developers, professional-looking business forms can be created efficiently.
What is gained by converting a list form to InfoPath? Reasons can range from simply
modifying the colors to have a standard corporate look and feel to using advanced con-
cepts such as rules to hide and show controls based on certain conditions.

Practice Files No practice files are required to complete the exercises in this chapter.
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Basics of a SharePoint List

A SharePoint list is a simple list of items made up of one or more columns. It can be
compared to a spreadsheet or a table in a database. In its simplest form, a SharePoint
list consists of a single column called Title; this basic list is called a custom list. When a
SharePoint list is first created, the custom list template can be selected and any needed
columns can be added and modified to create a business solution. Besides a simple cus-
tom list, there are several other templates that you can start with instead, such as the
contacts template if you are creating a list of people. A SharePoint list consists of some
of the following fundamental components:

Columns Also referred to as fields, columns are the attributes of all of the items
that will be entered in the list. For example, for a contacts list, included columns
might be First Name, Last Name, Email Address, and Job Title. Each column has a
column type that is selected when the column is created. The most common col-
umn types are Single Line Of Text, Multiple Lines Of Text, Choice, Number, Currency,
Date And Time, Lookup, Yes/No Check Box, Person Or Group, Hyperlink Or Picture,
Calculated, External Data, and Managed Metadata.

Views Views are simply another way of looking at the same list of data. They are
also considered to be a very simple reporting method. For each different view that
exists in a list, different columns, sorting, grouping, and filtering can be set up. You
also have a few more options in view settings, such as inline editing, styles, and
totals.

Items Also referred to as records, items are the data that exist in the list. In the
example of a list of contacts, each item would be a different person.

Versioning On each list and library in SharePoint, versioning is a setting that can
be turned on. When versioning is used, each time someone saves changes to an
item, it is saved as a new version. This gives a nice detailed version history that can
be explored, which lists not only who made the change and when, but what fields
were changed. Older versions can be viewed and even restored.

Alerts Each user who visits a SharePoint site has the ability to create alerts on

lists or items about which they want to stay informed. An alert is an email alert or
text message that is sent each time data in the list changes, and several different
settings can be configured for each alert. Choose from settings such as whether you
would like to be notified when only new items are added, when existing items are
changed, and if the notification should come immediately or on a daily or weekly
basis.
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® Forms When entering items into a list, the form is the page with the text boxes,
drop-down boxes, and other controls that are filled out with data about that indi-
vidual item. The transition between the different forms is seamless to the end user,
but each list contains three basic forms by default, which will be covered a little
later in the chapter.

As you can see, SharePoint lists alone contain a rich set of functionality, even before
forms are customized. Concepts such as views and alerts are great as basic methods for
reporting and workflows. All of this exists before InfoPath is brought into the picture.

What does InfoPath 2010 give you when it comes to customizing a SharePoint list?
Before SharePoint 2010, if list forms needed to be customized, it was done by modifying
the code behind the form, using SharePoint Designer or Microsoft Visual Studio. In some
cases, it could be done by using a data view Web Part for simple changes, but for more
complex functionality, it required some programming knowledge. With InfoPath 2010
and SharePoint 2010, these browser-based forms can be customized so that they are not
only visually enhanced but you can also take advantage of the robust features such as
conditional formatting. This can all be done with zero programming knowledge, just a
little understanding of basic logic.

Note Even though we will use the InfoPath Designer 2010 client to create these forms, the
client computers will simply use the browser to fill out forms, so no special software is needed
on the end-user computers.

In the following exercise, you will create a travel request as a SharePoint list and custom-
ize the list's form using InfoPath.

q SET UP In the web browser, open your SharePoint site so that a new list can be

created.
weomee 1. Click Site Actions, choose More Options, and then choose Custom List as the
lists, libraries, and sites.
template. Type Travel Requests as the list name, and then click Create.
Search Inats o
Installed Ttems > Tille & Type
Office.com ) ‘ Custom List
= e aames: Blank a Custom
2 — 2 ¢J i iatritod
Library none of the built-in list types are
List Custom List Custom List in Data Connection similar to the list you want to make.
R Datasheet View Library .
Site | Travel Requests |

- N | Create | [ Mare Options
All Categories > % =" h _—
Blank & Custom =

Collaboration

Decision Meeting Discussion Board Document Center
Communication Workspace

Now that the list has been created, you need to create all of the columns needed
for a travel request.
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E 2. On the ribbon, click the List tab, and then click the List Settings button.
List 3-

Settings

Scroll down to the Columns section, click the name of the Title column, and then
rename it Destination. Click OK.

4. Click the Created By column, rename it Requestor, and then click OK. Every list
and library in SharePoint has this Created By field, and it can always be renamed.

Columns
A column stores infermation about each item in the list. The following celumr

Column (click to edit) Type

Destination Single line of text
Requestor Person or Group
Modified By Person or Group

Create column
Add from existing site columns
Column ordering

Indexed columns

5. Click Create column, and create several more columns, as itemized in the following
table.

Column Name

Data Type

Other Settings

Begin Date
End Date

Date and time
Date and time

Event Name Single line of text

Event Type Choice Drop-down menu: Conference,
Meeting

Travel Purpose Choice Radio buttons: Presenting, Learning,
Marketing

Event Cost Currency Number of decimal places: 2

Explanation Multiple lines of text Specify the type of text to allow:
Plain text

Columns

A column stores information about each item in the list. The following column

Column {click to edit) Type

Destination Single line of text
Begin Date Date and Time
End Date Date and Time

Event Name Single line of text

Ewvent Type Chaice
Travel Purpose Choice
Estimated Cost Currency

Explanation Multiple lines of text

Requestor Person or Group

Modified By Person or Group
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While still on the List Settings page, click Advanced Settings. For the attachments
setting, change it to Disabled, click OK at the bottom of the Advanced Settings
page, and then click OK to dismiss the pop-up warning.

Note In this travel request list, it has been determined that attachments will never be
necessary when people fill out these requests. The best action to take in this case is to

disable the use of attachments. Avoid presenting users with features and buttons that are
not needed.

Attachments to list items are:
@) Enabled
[F] Add attachments column to default view

(@ Disabled

Now it's time to create a travel request before converting the list form to InfoPath.
In the breadcrumb trail at the top, click the name of the Travel Requests list to
open the default view of the list.

o

"4,
+ Travel Reguests » All ltems 7
Ilikelt Tags &
Hotes
Al Sites [=] Fe (7]
[] Destination  BeginDate  End Date  EventName  EventType  Travel Purpose  Estimated Cost  Explanation
There are no items to show in this view of the "Travel Requests™ ist. To add a new item, dick New

¥ Add new item

Click the Add new item link next to the green plus symbol, and then fill out a new
travel request.

Travel Requests - New Item

HEB8 B &

53 Copy
Save Cancel Paste Spelling
Commit Clipboard Spelling

Destination * Birmingham, AL

This is the city and state where you will be going.
Begin Date 5/26/2011 |
End Date 5/28/2011 |
Event Name SharePoint Saturday
Ewvent Type Conference E'
Travel Purpose @ Presenting

(& Learning

() Marketing
Estimated Cost 200
Explanation Will be doing a presentation at a free SharePoint Saturday -

event in Birmingham, Alabama.

Save I [ Cancel
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9.
Save 10-

@ 11.

Customize
orm

@a@p « - 12,

Click Save after all the information has been filled in.

Now that the first list item has been submitted to the list, notice that one row
(record) of data appears in the list. Click the name of the new item (Birmingham,
AL) to display it.

Travel Requests - Birmingham, AL

B Version History G Alert Me

Item X Delete Item

Manage Actions
Destination Birmingham, AL
Begin Date 5/26/2011
End Date 5/28/2011
Event Mame SharePoint Saturday
Event Type Conference
Travel Purpose Presenting
Estimated Cost $200.00
Explanation Will be doing a presentation at a free ShareFoint Saturday event in

Birmingham, Alabama.

Created at 5/23/2011 9:11 PM by Charlotte Weiss
Last modified at 5/23/2011 9: 11 PM by Charlotte Weiss

Now the form can be customized by using InfoPath Designer 2010. In the Travel
Requests list, on the ribbon, click the List tab, and then click the Customize Form
button.

Tip A best practice is to create all of the form fields first and then start customizing the
form as a last step so that the layout of the fields on the form has to be done only once.
In InfoPath, notice that the fields are all listed in a Fields pane on the right side of
the screen and that the form itself looks a bit similar to the regular list form before
it was converted to InfoPath.

Click the Quick Publish icon at the upper-left corner, click OK on the confirmation
pop-up box, and then close InfoPath.

Tip If you do not see the Quick Publish button, click File, and then click Quick Publish.
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WEADY9 ™ XEFE~ (Design) Forml - Microsoft InfoPath o B =
Home  Insert  Page Design Data & @
B & ||cambr MELRIE: ) [aB Text Box £5 Rich Text Box = @ o) 21)

B . Bz u- | w.a. |ABcDd Ag Bb . [ Drop-Down List .. 18 Combo Box m | (S = .
Paste 5 g%: 5 Normal Title |=|| B CheckBox T Date Picker = [ i Marage SE709) Preaew
Clipboard Format Text 3 Font Styles | Controls [} Rules Form
| Fields X
Destination Drag a field to add it to the form.
This is the city and state where you will be going. Insert a Field:
Begin Date B o
BBl Destination =
End Date B Requector
Event Name & Modified By
T Modfied
Event Type e 3 Created
Travel Purpose - ] Begnpate
2 EndDate
Estimated Cost B EventName
Explanation “H Event Type
=B Travel Purpose
Bl Estimated Cost
[ Explanation

13. With the Travel Requests list still open in the browser, it's time to take a look at the
form again. Click the name of the previously created list item (Birmingham, AL) to
view it.

Travel Requests - Birmingham, AL

g Alert Me

Manage

Destination Birmingham, AL
This is the city and state where you will be going.

Begin Date 5/26/2011

End Date 5/28/2011

Event Name SharePuinl Salurday
Event Type Conference

Travel Purpose Presenting
Estimated Cost $200.00

Explanation Will be doing a presentation at a free SharePoint Saturday event in Birmingham,
Alabarma.

Finally, a simple list has been created and customized by using InfoPath, and the differ-
ences between the two types of forms are visible. We will further explore these differences
and how they impact your form design decisions.

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close InfoPath Designer and the browser.
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List Form Layout

The layout of the form consists of the way it looks visually, its colors, and the arrange-
ment of controls (such as in tables). One of the main benefits of converting a SharePoint
list to InfoPath is that you have more control over the way the form looks. It is important
to design forms that make sense and are easy to understand. Think about the form from
the perspective of the person filling it out, and develop the form so that it will be easy to
use. The layout, look, feel, and overall structure are important concepts in making a form
that is polished and functional. When it comes to modifying a form’s layout, the page
design and table layout options are no different than when working in an InfoPath form
that has been published to a form library. Not only do you have a plethora of table lay-
out templates to choose from, you have many creative possibilities, including the ability
to create custom tables, modify cell padding and shading, and insert images. It can seem
a bit overwhelming at times, getting the form to look just right. The exercises in this
chapter will give you the confidence to create some well-built, easy to use forms.

In the following exercise, you will customize the layout of the InfoPath form to make it
more professional-looking. With the 2010 layout and table features, you will be on your
way to creating some great forms.

SET UP In the web browser, open your SharePoint site and navigate to the Travel
Requests list that was created in the previous exercise.

1. On the ribbon at the top of the Travel Requests list, on the List tab, click the
Customize Form button.

2. To wipe out the default layout and start from scratch, the existing layout needs to
be deleted. Click the gray square at the upper-left of the table to select the whole
table. Press the Delete key on the keyboard to delete this table.

O

Destination

i
| This is the city and state where

Bagin Date

End Date

Event Name

Event Type

On the now completely blank form, notice that in the Fields pane on the right, all
of the fields are still there. They are simply not used anywhere on the form yet.
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:I 3. On the ribbon, click the Page Design tab, click the Page Layout Templates but-
ton, and then click to select the layout called Color Bar.

Page Layout
Templates =

Click to add title

Add tables

4. In the field labeled Click to add title, type Travel Request Form.

5. Put the cursor where it says Add Tables, and then on the ribbon, click the Insert
tab. In the section that has table templates, insert the table template called Two
Column With Emphasis 4.

Dragging Controls into Tables

Each time a control is dragged over from the list of fields into a table that has more
than one column, you have two different ways to place the control into the table.

Label Left of Text Box

While dragging the control into the table, when both the left and right cell appear
to be dark (selected) at the same time, release the control.

Label Above Text Box

While dragging the control into the table, when the cursor mouse arrow appears in
a single cell and no cells appear to be dark (selected), release the control.

favorite color. On the ribbon, click the Page Design tab to see all of the choices for

’—\ 6. You can now change the color scheme to reflect the company colors or just your
themes. Select the theme called Professional - Summer.

Notice that the left column says Add label and the right column says Add control.
With the goal of efficiency and not wasting space on the form, this travel request is
going to be configured with each label above each control, instead of in parallel
columns. We just need to modify a bit of formatting.

% 7. Put the cursor in the left column. In the Layout tab, click the Select button, and
Select then click Column.
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7aBbeend 8. With the left column selected, click the Home tab, and then select the Normal style.
d C

Normal In addition to switching the style, notice that the bold button is currently toggled on.

9. Click the Bold button in the format text section on the ribbon to remove the bold
formatting.

ﬁ 10. Two more rows need to be added at the bottom of the table. With the cursor in the

- last cell, click the Insert Below button in the Layout tab, twice.
nae
Below

Travel Request Form

11. From the Fields list on the right, drag the following fields into the table:

Table Cell Field

Row 1, Left Destination
Row 1, Right Created

Row 2, Left Begin Date
Row 2, Right End Date

Row 3, Left Event Name
Row 3, Right Event Type
Row 4, Left Travel Purpose
Row 4, Right Estimated Cost
Row 5, Left Explanation

EI 12. Select both cells in the row that Explanation is in, and then on the ribbon, on the

Layout tab, click Merge Cells.
Merge

el The Created field is a built-in date that exists in every list and library in SharePoint,
and along with the Created By (person) field, it is automatically captured each
time a new item is added to the list. Because a date will not exist in the Created
field until the form has been submitted for the first time, a default value can be dis-
played so that today's date can be shown while the form is being filled out.

Sy Created 13. Double-click the Created field in the Fields pane on the right.
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Field or Group Properties @
Data | Details
Properties
Display Mame: Created
[larme: Created
Type: = Field (element)
Drata bype: DateTimeType
Edit Choices

et information From:

In this column:

[rata namespace:
Cannot be blank (¥)

Minirurn value: Maximumn Yalue:

Maximurn Charackers:

Default Valu

Value:

Example: 12/31/2000 11:59:59 FM
Refresh value when formulz is recalculated

14. Click the fx button next to the Value field.

Note Functions are similar to math formulas and are discussed in Chapter 5, “Adding
Logic and Rules to Forms.”

15. On the Insert Formula page, click the Insert Function button.

Insert Function @
Categories: Functions:

Mast Recently Used addSeconds

All now

Date

Date and Time

Field

Math

Text

URL

User

now()
Returns the current system date and time.

16. In the Insert Function dialog, under Categories, select Date and Time, click now,
click OK, and then click OK again.
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17. On the Field or Group Properties page, clear the Refresh value when formula is
recalculated check box. Click OK.

Default Value

Valug: |mow()

Example: 12/31/2000 11:58:53 PM

[ Refresh value when formula is recalaulated

It should be made obvious when filling out the form that the Created date is not
something that can be changed. A couple of small cosmetic modifications can
change the way this field looks.

18. Delete the second box, which is the time portion of the date. Right-click the date
picker box, click Change Control, and then click Text Box.

A 19. On the ribbon, on the Properties tab, click the Shading box, and then choose No
<}' Fill
ill.

Shading

-

Travel Request Form

Destination: Created:

Begin Date: End Date:

Event Name: Event Type:
-
Travel Purpose: Estimated Cost:
e
Explanation:

20. Close the window by clicking the X at the upper-right corner of the InfoPath window.
At the prompt, click Save and Publish.

Microsoft InfoPath =

l . Do you want to save and publish Farm1?

[ Save and Publish ] [ Don't Save ] [ Cancel
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The form has now been customized by using InfoPath, and it can be filled out. Examine
your new creation by filling out and saving a new form. The form is much more visually
appealing with just a few changes. We've turned an ordinary SharePoint list into an aes-
thetically pleasing form that is easy to fill out and makes sense.

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close InfoPath Designer and the browser.

List Form Fields

With a SharePoint list form that has been customized with InfoPath, there is a one-to-
one ratio of columns that exist in the list settings to the list in the Fields pane in InfoPath.
When it comes to this list of fields, not only is there an interface difference between list
forms and form library forms but there is a major functional difference, as well. List forms
inherently have a flat structure; thus, they cannot have a hierarchical information struc-
ture the way form library forms can.

What does this mean to you? It means that there can be no repeating tables in the form
or any kind of lists inside of the form. An example of a great use of a repeating table is
an expense report. At the top of the form, the information about the trip is entered, such
as the destination and department name. In a table inside of the form, all of the rows of
data are entered regarding each expense that was incurred. This list could range from
one item to as many as necessary. The type of control that is typically used for this in
InfoPath is a Repeating Table or Repeating Section. If your form needs a list like this, a
SharePoint list is not the best option, and a SharePoint form library would be needed.

Sixteen different types of controls can be used in a SharePoint list, and they are indi-
cated by unique icons. The Home tab on InfoPath'’s ribbon provides an expandable list

of controls.
[abl Text Box 22 Rich Text Box
=B brop-Down List ... B Combo Box
[+ Check Box 71 Date Picker

Contrals

e

Click the small gray arrow at the lower-right of the Controls section to see the full panel
of controls.
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Controls - X

Insert controls:
Input
]aTL’ Text Box
25 Rich Text Box
.;E Drop-Down List Box
T8 Combo Box
[ Check Box
T Date Picker
.% Date and Time Picker
[5=] Multiple-Selection List Box
[=H List Box
g Person/Group Picker
Objects
=l Button
‘=il Picture Button
S Caloulated Value
& Picture
% Hyperlink
Containers
IE!I Section

Note Chapter 3, “Form Design Basics: Working with InfoPath Layout, Controls, and Views,” has
more details about all of the types form controls and what each one is used for.

The names of the column types in the lists settings do not match the names of the input
controls in InfoPath. The following table displays a mapping of column data types in

SharePoint with InfoPath controls.

SharePoint List Data

InfoPath Control Name

Single line of text

Text Box

Multiple lines of text

Rich Text Box or Text Box

Choice Drop-Down List Box, Option Button, Combo Box,
Multiple-Selection List Box, List Box

Number Text Box (formatted as a number)

Currency Text Box (formatted as currency)

Date and Time (Date Only)

Date Picker

Date and Time (Date & Time)
Lookup

Date and Time Picker

Drop-Down List Box, Option Button, Combo Box,
Multiple-Selection List Box, List Box

Yes/No
Person or Group

Check Box
Person/Group Picker
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SharePoint List Data InfoPath Control Name
Hyperlink or Picture Hyperlink

Calculated Calculated Value

External Data Not supported in InfoPath
Managed Metadata Not supported in InfoPath

Note Objects and Containers can be placed on a form and utilized, without the necessity of
creating new fields in the form. Input fields need to be bound to list columns.

In the form that was created in the example earlier in this chapter, fields were dragged
from the Fields pane and placed in an organized table structure. There are three differ-
ent ways to modify, add to, or remove columns from the list of fields.

Field-Naming Best Practices

When naming fields in InfoPath, it is a best practice to give the fields accurate
names as they are created. When controls are added to a form, their default names
are Fieldl, Field2, and so on. Be sure to rename all fields so that they will make sense.

® From InfoPath From the list of available input controls (not to be confused
with the list of fields that have already been created), drag a new control into
the form. The first time this is done, the field will be called field1; the number
increments for each new field that is created this way. After a field has been
created in this manner, it is important that it be given an accurate name.

® From List Settings In the browser, on the list’s List Settings page, click
Create Column at the bottom of the Columns section. If this is done after
the form has been customized by using InfoPath, the field must be manually
added to the form’s design surface. The same applies for deleted fields. They
must be manually deleted from the form.

® From SharePoint Designer When the SharePoint site is opened in Share-
Point Designer from the Lists And Libraries button on the left, any list can be
modified and its columns can also be modified. The impact on the form is the
same as if the columns had been changed from the List Settings page.

Note Learn more about InfoPath and SharePoint Designer integration in Chapter 10, “InfoPath
Integration with SharePoint Designer Workflows.”
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After fields have been added and are seen in the Fields pane on the right in InfoPath
Designer, by default they are displayed in a simple list, with each field represented by
an icon that shows its field type. This is referred to as the basic view of fields and is seen
in step 11 in the preceding exercise. At the bottom of the Fields pane, when Advanced
View is selected, you can see the fields in the same manner in which they are seen in
form library forms. There is also a drop-down box that contains other data connections.
Select any other data connection to see its fields listed.

Fields - X

Drag a field to add it to the form,

Fields:

Main B

B (L9 myFields
=8 queryFields
= [0 dataFields
[= |5 my:SharePointListItem_RW
B ID
(=B Destination*
(8 Requestor
(58 Modified By
(=B Modified
(B Created
,‘_? Begin Date
(=8 End Date
,‘_? Event Marne
,‘_? Event Type
(B Travel Purpose
,‘_? Event Cost
(=B Explanation

Receive Data—Data Connections

A data connection is a dynamic link that is configured to receive or submit data
from your form to another location like SharePoint, Web Services, or a SQL data-
base. When working with a form that has multiple data connections, especially
multiple connections that receive data from other sources such as SharePoint lists, it
is often beneficial to see the data that is retrieved in that source. In the Fields pane
on the right side in InfoPath Designer, click Advanced View. Click the Main drop-
down box, and then choose another source. The folder icon that contains all of the
dataFields for that source can be dragged right onto the form'’s surface as a repeat-
ing table. When the form is previewed, this is a good way to get a sneak peek at
what the contents are.

Note For more information about data connections, take a look at Chapter 7, “Receiving
Data from SharePoint Lists and Business Connectivity Services.”

In the following exercise, you will add new fields to the form, using different methods.

Q SET UP In the web browser, open your SharePoint site and navigate to the Travel

Requests list that was created previously in this chapter.
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liceatecoumn ] - On the ribbon at the top of the Travel Requests list, on the List tab, click the
Create Column button.

2. Create a new Currency column called Hotel Per Night, and then click OK.

Column name:
Hotel Per Night

The type of information in this column is:
@ Single line of text

(@) Multiple lines of text

(@ Choice (menu to choose from)
MNumber (1, 1.0, 100)

Currency (§, ¥, €)

~) Date and Time

@ Lookup (information already on this site)

(@) ¥es/No (check box)

@ Person or Group

(@) Hyperlink or Picture

(@ Calculated (calculation based on other columns)
) External Data

() Managed Metadata

You can now see the Hotel Per Night column in the default view of the list. How-
ever, when any new columns are added from SharePoint, they will not be dynami-
cally added to an already customized form.

3. In the Travel Requests list, on the List tab, click Customize Form.

The following dialog box opens, stating One or more fields in the SharePoint list
have changed. Do you want InfoPath to update the set of available fields?
You may need to modify your form view to add or remove the updated fields.
Take a quick look at the list of fields on the right, and notice that the new field is
not yet listed.

4. Click Yes. The Hotel Per Night field now appears in the Fields pane.

5. Put the cursor in the Travel Purpose cell so that a new row can be inserted below

it. In the Layout tab, click Insert Below.
Insert

Belov 6. Drag the Hotel Per Night field from the list of fields to the left cell of the new row.
The next new field will be added from InfoPath instead of from the List Settings
dialog, which is how all of the other fields have been created so far in this chapter.

7. Put the cursor in the blank cell next to the Hotel Per Night field. On the ribbon,
click the Home tab, and then in the Controls list, click the Text Box control.

[ibi Text Box 25 Rich Text Box

[Z8 Drop Down List ... 8 Combo Box -
[ theck Box [ Date Picker i3

Controls
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8.

10.
11.

Working with SharePoint List Forms

By default, the newly created field is called field1 and is formatted as a single line
of text. Double-click to select this new text box, and then on the ribbon, take a look
at the Control Tools Properties tab. Change the Name to Number of Nights, and
change the Data Type value to Number.

Mame: Data Type:

Mumber of Mights = Mumber -

iﬁf‘F\eld Properties gContro\ Properties
Properties

Put the cursor to the left of the new text box, and then type Number of Nights in
the form.

Travel Purpose: Estimated Event Cost:

Hotel Per Night: Number of Nights:

Close InfoPath. When prompted, click Save and Publish.

In the Travel Requests list in the browser, click Add new item to add a new travel
request, and then save it.

Notice that the two new columns now have the information that you filled in about
the hotel and nights.

Travel Request Form

Destination: Created:
*  5/30/2011
This is the city and state where you will be going.
Begin Date: End Date:
G =
Event Name: Event Type:
Conference lz‘
Travel Purpose: Estimated Event Cost:
Presenting
Hotel Per Night: Number of Nights:
Explanation:

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close InfoPath Designer and the browser.
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Calculated Fields

Calculated fields have always existed as a column type in SharePoint. This concept has
not changed, but it is important to understand how these columns behave in a form.
What are the differences between a calculated column in a SharePoint list and a calcu-
lated value control in InfoPath?

When a calculated column is created in a SharePoint list, the following behaviors can be
expected:

® The result of the calculation is a column that can be displayed in any view in the
SharePoint list.
® The result of the calculation is a read-only value.

® When the form is filled out for the first time or edited, the result of the calculation
does not dynamically change on the form as the values of the other fields change.

® The new result of a changed calculation is not updated until the form changes are
saved.

Alternatively, when a calculation is created on an InfoPath form, the following behaviors
can be expected:

® The calculation result is displayed dynamically on the form, which means that it
changes immediately as other column values change.

® The calculation can be added to a form whether or not there is a calculated column
in the SharePoint list.

@ |[f the calculated value is added to the form independently of a list calculated
column, there will not be a column in the SharePoint list to display the result of the
formula.

® The list of functions available for calculations in the form is drastically different than
the calculations available in the SharePoint list column.

In the following exercise, you will add two new calculated columns to the Travel Request
form. Now that new fields have been added to the Travel Request form, the next type of
field needed would be a calculation that multiplies the hotel cost-per-day by the num-
ber of nights. In doing this, the differences between types of calculation fields will be
explored.
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» SET UP In the web browser, open your SharePoint site and navigate to the Travel
Requests list that was created previously in this chapter.

List
settings

1. On the ribbon, on the List tab, click List Settings.

2. In the Columns section, create a new column called Total Hotel. Fill in the new
column information according to the following table, and then click OK.

[l Create Column

Column Data Value

Column name Total Hotel

Column type Calculated

Description Hotel per night multiplied by the number of nights
Formula [Hotel Per Night]*[Number of Nights]

Data type Currency

Column name:
Total Hotel

The type of information in this column is:
@ single line of text

@ Multiple lines of text

&) Choice {(menu to choose from)

@ Number (1, 1.0, 100)

& Currency (§, ¥, €)

@ Date and Time

& Lookup (information already on this site)

) ves/No (check box)

(@) Person or Group

@ Hyperlink or Picture

@ Calculated (calculation based on other columns)
© External Data

) Managed Metadata

Description:

Hotel per night multiplied by the number =+

of nights -

Formula: Insert Column:
[Hotel Per Night]*[Number of + |Begin Date
Nights]

N Number of Nights

Add to formula
The data type returned from this formula is:

@ single line of text
@ Number (1, 1.0, 100)

@ cCurrency (%, ¥, €)

© Date and Time
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@ 3. Create a new travel request in the list, ensuring that the Hotel Per Night and
Comtomize Number of Nights fields are filled in.
Form

Notice that the new Total Hotel field does not exist in the form yet, but after the
new item is saved, the calculation is apparent as a column in the list.

4. On the ribbon, on the List tab, click Customize Form. Click Yes to the prompt to
update the fields.

@I 5. Right-click in the Number of Nights table cell, click Insert, and then choose Rows

Below to add a new row to the table.
Insert

EEIE 6. Type Total Hotel: in the left cell of the new row, and then drag the Total Hotel
field from the Fields pane to the table; position it immediately after the text that
was just typed.

Hotel Per Night: Number of Nights:

Total Hotel:

7. With the Total Hotel control selected, press Alt+Enter to open the Control
Properties screen. In the Format as drop-down box, click Decimal.

Calculated Walue Properties @
Gereral | Display ISize Advanced

@ Data source

Enter an ¥Path expression. The results of the expression wil be
displayed in the cantral,

WPath: SharePointListItem_RWimy:Tokal_<0020_Hatkl

) Text

Resulk

o

8. Click the Format button. Select the format of Currency symbol, and then in the
Other Options section, select 2 in the Decimal places drop-down box.
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Decimal Format %] =]
Format

() None (display ¥ML value)

() Mumber

(") Percentage

(@) Currency symbal

$English {United States) [+]

Other options

Decimal places: |2 lz‘

[#] Use a digit grouping symbal (,)

Display negative numbers fike this:

(61,234.12) [=]

10.

Close InfoPath. When prompted, click Save and Publish.

Open an existing form, and notice that the calculation now appears on the form.

Create a new travel request. Notice that as the number of nights and hotel cost-
per-night are entered in the form, the Total Hotel field does not show any data.
The calculated value will not show in the form until after it has been saved. On the
ribbon, click Customize Form again.

S Total Hotel 11.

12.

In the Fields pane on the right, double-click the Total Hotel field.

On the Data tab of the Field or Group Properties dialog box, click the fx button
adjacent to the Default Value box at the lower-right corner.

Cannok be blank (*)

Diefault Yalue

Yalug:

Example: Sample Text

Refresh value when formula is recaloulated

Field ar Group Properties 7| =
Data | Details
Properties
Display Mame: Tokal Hotel
Tokal_x0020_Hotel
Type: (=] Field {element})
CalculatedType
Edit Choices




13.

14.

15.

Je Calculated value 16.

17.
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Click the Insert Field or Group button to select Hotel Per Night. Type the multipli-
cation symbol (asterisk) with a space on each side of it, and then insert the Number
of Nights field. Click OK.

Note It is important that there is a space on either side of the asterisk, or errors will occur
when OK is clicked.

Insert Formula =]

Formula:

Hotel Per Night * Number of Nights

Insert Field or Group... ] [ Insert Function... ] [ Werify Formula ] [~ Edit ¥Path (advanced)

To give this control dynamic functionality, on the Field or Group Properties page,
ensure that the Refresh value when formula is recalculated check box is selected.
Click OK.

Default Value

Valug: |HotelPeriight * NumberOfiNights
Example: Sample Text
[¥]Refresh value when formula is recalculated

Now that a SharePoint list calculated column has been added to the form, an Info-
Path calculated value control can be added so that the difference between the two
will be obvious.

Put the cursor in the empty cell to the right of Total Hotel. Type Total Estimated
Cost:.

On the ribbon, click the Home tab, and then in the Controls section, click Calcu-
lated Value to add a new calculation to the form.

Click the fx button next to the empty box.

Insert Calculated Value 7=

Enter an xPath expression. The results of the expression will be displayed in the
control,

¥Path:
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18. Using the same method that fields were added to the formula box in step 12 of this
exercise, create a calculation that adds Event Cost to Total Hotel, and then click
OK. (Start by clicking Insert Field or Group.)

Insert Formula
Farmula:

Event Cost + Total Hotel

19. Format the new calculation as currency by repeating steps 7 and 8 for the Total
Estimated Cost field.

20. Close InfoPath, and then click Save and Publish.

Notice that this second field was a lot quicker to set up, includes the dynamic func-
tionality, but does not appear as a column in the SharePoint list.

Travel Request Form

Destination: Created:
Boston 5/30/2011
This is the city and state where you will be going.
Begin Date: End Date:
6/1/2011 4 s/3/2011 =
Event Name: Event Type:
SPTechCon Conference lz‘
Travel Purpose: Estimated Event Cost:
Presenting [+] s20000
Hotel Per Night: Number of Nights:
5200 1
Total Hotel: Total Estimated Cost:
$800.00 $1,000.00
Explanation:

After completing the preceding exercise, you'll notice that the second method of creat-
ing a calculated field is great for displaying in the form, but because it is not a column in
the list, it will not be available for filtering and sorting in the list of travel requests. Both
methods of creating calculated fields have now been covered, so you can see that differ-
ent behavior is apparent, depending on the way the column is created.

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close InfoPath Designer and the browser.
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SharePoint 2010 provides a new Web Part called the InfoPath Form Web Part. (Chapter 8,
“Using the InfoPath Form Web Part,” describes this Web Part in detail.) This Web Part

is fundamental to how the forms are displayed in a list. When forms are opened in
SharePoint 2010, they are presented in a modal pop-up box. This is the default behavior,
and each form is inherently alone on its own Web Part page. As you can see, with modal
pop-ups, time is saved by eliminating the time the browser takes to navigate to a new
web page. The form simply comes up in front of the current page.

Modal Pop-Ups

What is a modal pop-up dialog box? Newly introduced in SharePoint 2010, these
dialog boxes are used when opening forms in SharePoint. Instead of navigating to
a different page when opening a form to edit or view it, the modal pop-up displays
on top of the existing page. The current page changes to a dark gray color with the
pop-up as an overlay on top of it. You must close the pop-up to get back to the list
of items. If undesired, modal pop-ups can be turned off per list or library, in the
advanced settings. Change the Launch Forms In A Dialog setting to No.

Travel Requests - Birmingham, AL

%]

Close

Manage Close

Destination

Begin Date
End Date

Event Name
Event Type
Travel Purpose
Estimated Cost

Explanation

Birmingham, AL
This is the city and state where you will be going.

5/26/2011
5/28/2011
SharePuinl Salurday
Conference
Presenting

$200.00

Will be doing a presentation at a free SharePoint Saturday event in Birmingham,
Alabarma.

Tip When a SharePoint list has been customized by using InfoPath, the changes can be reverted
at any time. On the list settings page, click Form Settings, and you can change the setting back
to Use The Default SharePoint Form.
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Before digging into the form's design, it's important to understand how the form pages
work.

® On the ribbon, on the List tab, you can click the Form Web Parts button to open

any of the form Web Part pages in Edit mode. By default, a custom list has three
different form pages:

O New Form The name of the default file is NewForm.aspx. This is the form
that is filled out only when creating a new item in the list.

O Edit Form The name of the default file is EditForm.aspx. This is the form that
is filled out when the list item already exists and is being modified from its
original version. By default, this form looks the same as the New Form.

O Display Form The name of the default file is DispForm.aspx. When the name
of an item in a list is clicked to view the item, the display form is the form that
is used and shows the values in all of the fields in a read-only interface.

L;é Form Web Parts + @
=] Default Mew Form -
B t
|é._"__]} Default Display Form ‘ings
|5} Defautt Edit Form
Content Type Forms
=] (item) Mew Form
‘B ;
57) (Item) Display Form
E5) qtem) Display F
E {tem) Edit Form

vent

® The Default New Form, Default Display Form, and Default Edit form are the Micro-

soft ASPNET Web Forms that existed before the SharePoint list was customized with
InfoPath.

® The (Item) New Form, (Item) Display Form, and (Item) Edit Form are specific to the
Item content type and are Web Part pages. Each of these Web Part pages contains
one InfoPath Form Web Part of the current form. The actual file names of these are
newifs.aspx, displayifs.aspx, and editifs.aspx.

Now that the list form page fundamentals have been covered, we can delve into the
form’s design.

Limitations of List Forms

When a SharePoint list is customized as an InfoPath form, there are several nuances to
be aware of when it comes to the difference in form behavior between a SharePoint
ASP.NET page, a SharePoint list as an InfoPath form, and a form library form. Chapter 2,
“Form Requirements: Using a Decision Matrix,” included a decision matrix with details
about gathering form requirements and deciding which direction to take in InfoPath.
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This section covers several examples of inconsistencies to look out for when working with
a SharePoint list as an InfoPath form.

® Field Descriptions In the SharePoint list settings, each time a new column
(field) is created, a description box is provided so that you can type a description
of the data that should be entered in that field. For example, in the travel request
form that we've created in this chapter, for the Destination text box, a description
was entered in the column settings. If the description were to be changed at any
point from the list's settings, the default ASPNET form would immediately reflect
the change in the existing forms. When the form was converted to InfoPath, the
description was still seen in the form. Unfortunately, when we wiped out the whole
form to start from scratch with a new layout, the description did not come back
when the Destination field was added back to the form.

® Data Connections In form library forms, there are no data connections at first,
and each one must be created by using a wizard. However, a SharePoint list form
inherently has a “submit” data connection that saves data to the current SharePoint
list. This data connection cannot be removed or modified. Also, for each “choice”
or lookup field that exists in the form, a “receive” data connection exists. These are
also locked down and cannot be deleted or modified. However, new connections
can always be added, with full functionality.

® Views With a SharePoint list form, multiple views can be created as with a form
library form, but the behavior is slightly different.

® Option Buttons These are not listed in the insert controls but can still be used in
the form. Right-click a control, and in the Change Control To list, the option button
is there.

® No Developer Tab There is no Developer tab on the ribbon, which means that
custom code cannot be added to these types of forms.

The Travel Purpose field was created as a radio button choice, but when the form was
converted to InfoPath, the control changed to a drop-down box. Also, the Destination
box had descriptive text underneath it, which is now gone. Another thing to notice is
that when the dates are being filled out, although the Begin Date should be before the
End Date, any dates can be entered.

In the following exercise, you will add the descriptive text back to the field and then ex-
plore the results when the description is changed from the list's settings.

SET UP In the web browser, open your SharePoint site and navigate to the Travel
Requests list from the previous exercise.
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1. On the ribbon at the top of the Travel Requests list, on the List tab, click the
Customize Form button.

2. Put the cursor after the white text box under Destination, and then press the Enter
key to add a new line. Type This is the city and state where you will be going.

Destination:

This is the city and state where you will be going.

3. Close InfoPath. When prompted, click Save and Publish.
4. In the browser, on the List tab, click List Settings.
_U_st 5. In the Columns section, click the name of the Destination column. Change the
St = description to This is the city and state, and then click OK.

Column name:
Destination

The type of information in this column is:

Single line of text

Description:
This is the city and state. -

6. Now click Travel Requests in the breadcrumb trail at the top of the page. Click
Add new item to fill out a new form. Notice that the description has not changed.

The point of the preceding exercise was to show that when a form has been customized
by using InfoPath, the description that is typed into the list settings cannot be expected
to dynamically change in the form. Therefore, any descriptions that are needed should
be typed directly on the form itself, as we did in step 2 of the exercise.

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close InfoPath Designer and the browser

Form Options

In a SharePoint list that has been customized to use an InfoPath form, the form options
screen looks a bit different from a form library form. To take a look at the form options
for any form, click the File menu to display the Backstage view, click the Info tab, and
then select Form Options.
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.Fnrm Options |I“E
Category:
:Iil'lﬁ ?:;';_.Sgs The following options apply when the form is opened in a Web browser.
Offine User Interface Options
Sggii?ﬁg‘w Show InfoPath commands in Ribbon or toolbar

Advanced When the Ribbon is unavailable

(71 Show toolbar at the top of the form
(@) Show toolbar at the bottom of the form
(7 Show toolbars at the top and bottom of the form

Display view

The display view is the view that will be shown when a user views an existing
listitem. This can be different than the default edit view.

Display View: |Edititem (default) E|

The form options consist of several tabs down the left side of the dialog box. Many of
these options also exist in form library forms. The following items are significantly differ-
ent in SharePoint list forms:

® Web Browser Optionally clear the Show InfoPath Commands In Ribbon Or Tool-
bar check box. This removes the ribbon from the form. When the form is opened, it
displays no button for a user to click to edit the data in the form. Additionally, when
this check box is cleared, the three options under When The Ribbon Is Unavailable
are disabled.

@ Filler Features The settings on this dialog box have no impact on SharePoint list
forms.

® Offline Determines whether this form data should be available offline and whether
queried data expires.

Note Learn more about offline capabilities in Chapter 14, “Advanced Options.”

® Compatibility All options on this tab are grayed-out (disabled) because they are
not configurable in a SharePoint list form.

® Versioning Each time the form is modified, a new version number is automatically
created. These settings are usually used as a reference to see the current revision
number.

® Advanced This tab contains the Enable Form Merging option, which is not appli-
cable to list forms.
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Key Points

It is important to understand the inherent fundamentals of SharePoint lists before
customizing them by using InfoPath.

SharePoint list forms are very plain-looking before they are customized, and they all
have the same standard look and feel.

There are three different forms for every list: Display Form, Edit Form, and New
Form.

SharePoint lists have a flat structure, which precludes the use of repeating tables,
and every field in the form is a column in the list.

Descriptions typed in SharePoint columns are not dynamically updated in the form
after it has been customized by using InfoPath.

Calculations can be done in the InfoPath form, but there is a difference between
a calculated field in SharePoint and a calculation control in InfoPath. There is also a
big difference in the functions available using the two different methods.

There are many different layout table templates and color schemes to choose from
when customizing the way a form looks.

With InfoPath and SharePoint lists, all of the required data connections already
exist, and other customized connections can be added manually.

There are several ways that columns can be added to a SharePoint list that has
been customized by using InfoPath, including SharePoint, SharePoint Designer,
and InfoPath.

There are some limitations when working with SharePoint lists compared to form
library forms—for example, there are fewer form options, and the default data
connections are not editable.
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o0 New «
Run the rule when this condition is true:

Details for:

|z|| |‘Compubers‘

|Ba(kgmund Color for Title Field

Condition: *
RequestTitle is blank

Rule type:
Formatting
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Set Background Color

Gold
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Details for:

(St Request Trpe.

Conaition:
Hone - Aule runs when buttan s clicked

Rule type:

adtion

Records Management Site Request Form

Click an lcon to specify the format of the records you will be saving.

-

| -»

Create Forms with Wizard-
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5 Adding Logic and
Rules to Forms

In this chapter, you will learn how to:

Use logic and validation in your forms without writing code
Work with the Rules task pane

Add conditional formatting to your forms

Implement data validation

Work with more advanced rules using formulas and functions

SRS XXX

Create intuitive user interfaces by using rules with views

The core purpose of most forms is to gather useful data. To help facilitate this in an effi-
cient, accurate, and intuitive manner, InfoPath has several built-in mechanisms for adding
logic and formatting to your forms. In the past, if a digital form required sophisticated
data validation, logic, or conditional formatting, it almost always required extensive in-
volvement from a programmer who understood how to build the logic in computer pro-
gramming code. InfoPath simplifies much of the complexity of adding logic to forms but
still retains the power to support the complex requirements you might have for adding
logic and validation to your forms.

Part of the appeal of digital forms versus paper is the ability that software-based forms
have to dynamically adapt to user input. For example, imagine that you have a form field
that asks a simple yes/no question. If the user’s answer is “yes,” perhaps he is presented
with further required input fields, or perhaps he is automatically presented with an en-
tirely new section of the form that was previously hidden. However, if the answer to the
question is “no,” perhaps he is automatically redirected to an entirely different page
(view) of the same form. This ability to adapt and respond in real time to user input is a
major part of the InfoPath logic engine. The most common method you will use to add
this type of logic to your forms is by using rules in InfoPath, of which there are three
types: validation, actions, and formatting. We will briefly describe each of these rule
types in the next section.

117
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Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete

the exercises in this chapter are in the Chapter 5 practice file folder. A complete list of
practice files is provided in “Downloading the Practice Files and eBook,” on page xxvi.

Primary Types of Form Logic in InfoPath

Data validation rules help to ensure that users enter data into your forms in an accurate
and consistent manner, in exactly the format you intended. A common example is the
use of data validation to ensure that a user types a Social Security number in a specific
format (for example, 999-99-9999). This validation rule uses the matches pattern condi-
tion. You can use data validation to present the user with ScreenTips and error messages
that help guide her to enter the data correctly. Other examples of data validation rules
within forms could be ensuring that a user has entered an email address or phone num-
ber as you intended. The following screenshot shows how most of the InfoPath data vali-
dation logic conditions are self-explanatory. These rules make adding validation logic to
forms easy, even for the non-programmer.

Condition m
Run the rule when this condition is true:
Requiremeanescripﬁnan‘ is equal to |z| lz‘ And »
iseaualto
is less than
is less than or equal to
is greater than

is greater than or equal to
is present

is not present

is blank

is not blank

contains

does not contain
begins with

does not begin with
matches pattern

does not match pattern

Another type of rule that you can add to your forms is called an action rule. Actions can
be triggered in your forms in a variety of ways; they are often initiated by user-driven
events such as a button click. An example of an action would be setting the value dis-
played in a field based on a selection the user makes in a drop-down control in another
part of the form. You can add multiple actions to a rule, making action rules extremely
powerful tools. The primary types of action rules are briefly described in the following:

E@ Switch views

B Setafield's value

it Query for data

EFE Submit data

[ Closetheform

5L Send data to Web Part
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Switch Views An action typically applied to a button or image that switches the
user to another view in the form.

Set A Field's Value Use this when you want the value in one field to be automati-
cally determined by the value from another field.

Query For Data You can use this when you need to run a query against a data
source to submit or receive data.

Submit Data Most forms need this for publishing the form to SharePoint or some
other location.

Close The Form This action is often useful when you want your form to be
automatically closed on the user’s computer after the necessary input has been
provided.

Send Data To Web Part This is a new Microsoft SharePoint 2010 Web Part,
specifically designed for hosting InfoPath forms. This helps you send data between
InfoPath and other Web Parts. We'll cover this action in more depth in a later
chapter.

A third type of rule is called conditional formatting. This is a very useful type of form log-
ic with which you can manipulate the appearance of the form as the user fills it out. An

example would be hiding an entire section of the form unless the user selects “yes” on a
check box control. If he selects “no,” the section remains hidden. Formatting rules allow
you to create forms with dynamic interfaces that display only the relevant fields/sections.
The primary types of conditional formatting rules are as follows:

Font formatting (bold, color, and so on)
Background color
Hiding a control (including an entire section)

Disabling a control
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Rules R
RequirementsDes... =Y :ﬁ FEY X
=

Rule 2 |

o New -
Details for:
Rule 2

Condition: *

Mone

Rule type:
Farmatting

Formatting: *
B 7 U abe A - &y -

AaBbCcYyZz

[ Hide this contral
[ Disable this contral

In addition to rules, InfoPath also supports formulas and functions for situations in which
you need to have more power and flexibility than the pre-defined rules allow for. InfoPath
has functions that support a broad array of capabilities, such as date and time, math, and
text manipulation.

Inserting a formula can be very powerful. The Formulas input box allows you to add fields
or groups, functions, and operators that are used to calculate and display other values.
As a quick example to illustrate this concept, the following two screenshots are from a
simple form with just two fields: DueDate and ShipDate. In this case, what you want to do
is have the user select a date from the DueDate field, which is a date picker control. Then
the formula calculates the value of the ShipDate field by using the addDays function to
automatically add seven days. You can see how the InfoPath formula builder was used to
easily build this logic.

Insert Formula m
Farmula:
LddDays(DueDate, 7)
Insert Field or Group... ] [ Insert Function. .. ] [ Werify Formula ] [T Edit ¥Path (advanced)
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Due Date

<

|
[77ajz011 &
7f11/2011

AN

Ship Date

InfoPath functions are not unlike those you might have worked with in Microsoft Excel or
SharePoint. Functions typically return a value that is derived from the results of a calcula-
tion. Each function has values called arguments.

Functions generally fall into one of the following categories:
® Date and time functions
Field functions

Math functions

o
o
® Text functions
o

URL functions
® User functions
Functions consist of three parts:

® Name Usually gives a hint as to the type of action that the function performs (for
example, min, max)

® Return value The actual result of the function

® Arguments The specific values used by the function to perform a calculation

InfoPath functions can be used with default values and rules. You will have an opportuni-
ty to apply a few simple date and text functions in this chapter and then work with more
complex scenarios in Chapter 14, "“Advanced Options.”

Working with Validation and Formatting

The first sample form you'll be using for this chapter is a procurement form that the fic-
titious Blue Yonder Airlines company provides its employees for purchasing items they
need to do their jobs. The form gathers basic information from the user that's necessary
to place an order, such as name, date, and product details.
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In this first exercise, you will add a validation and formatting rule for the Request Title
field. The validation will ensure that the field cannot be blank and also will give the user
a visual cue by using a background color formatting rule.

9 SET UP Open the no rules Procurement form template that is provided in the
practice files. Open the form in Design mode (right-click the file), and then choose
Design.

1. In the form template, right-click the Request Title field, and then choose Text
Box Properties. Under the Validation section, select Cannot be blank, and then
click OK.

This designates the field as required; the user must always provide a title. If she
does not, she will not be allowed to complete the form.

Text Box Properties

Data |Display | size | advanced | Browser Forms |

it pReguest Title:

o
T L e LR PR LT PP PP e P TR P Binding -4
Justification: '
Field name: |RequestT\tIe 1
Data type: |Text (string) j Farmat, .. | :
Request Type": Default Yalu H
s Yalue: I fe |

Example: Sample Text =i

Request ID: ™| Refresh value when Formula is recalculated Lo

‘alidation

[V Cannat be blank

[o]'4 | Cancel | Lpply | ——«j

Tip The following figure shows that you can also accomplish this validation task on the
Control tab on the ribbon.

HHd9 ™ &= Control Tools | TSbieToet (Design) Form. - Microsaft InfoPath
Home  Insert  PageDesign  Data  Developer | Propertics Layout
prevems prer— 35 () Dtmeow R e =
% a-@ = - | =
Requestime 1t (string) [1] Carrot Be Blank ‘ Siwiotn 0%
Dala Defaull Change it Shading Burders | Add Manage
(5 Fieia properties (& Contral raperties Foimot Value Binding | S Change Control = £Jj Margins = Aule- Rules

Fiopeities u Modify Conliol Size Color Rules
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2. On the ribbon, click the Manage Rules button to open the Rules Task pane (on

the right side of the InfoPath Designer).

3. Ensure that you have selected the Request Title text box in the form design area. A

single left-click will make it the active selection.

Tip When working with fields and rules, you can select either the control on the design
surface or the appropriate field in the Fields pane. Either selection will make that field

active in the Rules pane.

4. In the Rules pane, select New, and then select Formatting. Give your rule a

descriptive name, such as Background Color for Title Field.

(5] RequestTypelD:
(] RequestTarqetDate
= Today

# [y ReguestStatusIndicator

™ Show dotails
Actions
AddHeld
- ( Manage Data Connections

1 | ’

3 Validation
) Fomatting

03 Adion

MAS 9 ™ &= " Lol Tuols ‘l 00 | {Designi no rules Procurement - Microsoft InfoPath o= 3
Home Insert Page Design Data Developer Properties Layout o @
= = . == " ] et B 55 Rich Tert Bax =1 [ = a~ ;
j & Calibri ~lw = |EE A Inatbeend A Bb [l Tet o =4 Rich Tedt R 'i? J 7 spelling 7
- [FF) = a + B orop-Down List .. LA Combo Box L4 #AFind »
Paste | %A == S Add [Manage| ... Preview
e g|B LU V-A-EES Hormal Tte |3 B checkbox @ opondutton |+ | pid MRS e e an
Clipboard Format Text 5 Font Styles Controls 0 Rules Editing Form
- + % [Rules v x
| Drag afieldto add it ta the form, RequestTitie 2G| X
Fields:
TS = To add a new rule click New and select
il ﬁ = [ myFields aniletype.
¥ = [ RegquestSunmary
| (] RequestD
e A e e P R, = Status
CRequest Title: a [~]
n ReruectTite £
Justification:

@ Help with Rules

Publish lacation: http:/intranet.contoso. com/sites InfoPathDemas /blus.

5. In the Rules pane, in the Condition section, click None to open the Condition
dialog box. Select the middle drop-down list, pick is blank, and then click OK.
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___________________________________________________________________________________________________________ q
Request Title: ® @ |
o
o o o

Justification:

. I Run the rule when this condition is true:

RequestTitle [+] isequato [=] \
is equal to
is not equal to
is less than
s s than or eyual o
is greater than
is greater than or equal to
is present
is not present

blank

is not blank
contains
does not contain

begins with

-|does not begn with
matches pattern

does not match pattern

6. In the Rules pane, in the Formatting section, click the arrow to the right of the
Shading Color tool (the bucket), and then select Gold.

RequestTitie 2@ X
&
I Background Color for Title Field I

Details for:
|Background Color for Title Field

Condition: ®
RequestTitle is blank

Rule type:
Formatting

Formatting: *

Blgalaeév&l

AaBbCcYyZz [ Automatic
EEEEEEEN

Hide this contral EEEEEEEN
Disable this control

EOEEENE
EORCDOEED

Gold

Colors...

0 Help with Rules
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7. On the ribbon click Preview.

Notice that your Request Title field has a red asterisk in it and also shows a Screen-
Tip that says Cannot be blank when you hover over the field. This is InfoPath's way
of visually indicating to the user that the field requires data input. You took it one
step further and added a formatting rule that forces the Title field to remain gold
as long as it is equal to “is blank.” Notice that if you type something in the field and
then tab to the next field, the color reverts back to white. This is your rule doing
exactly what it is supposed to—congratulations!

Tip Remember that F5 is the shortcut key for previewing your form. You will be
previewing a lot in this chapter.

Procurement Form

Request Title:

| .
Justification: Cannot be blank
Request Type®: Needed By:

Request ID:

&

g

=
l%_[ Tip As the following figures illustrate, you could have quickly accomplished this same
=r task by using the Add Rule button on the ribbon. The “quick rules” button is applicable
Add to many of the exercises in this chapter if you want to use it rather than the Rules pane.

Rule =
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Mdd 9 ™~ &l | Design no riles Procurement - Microsoft InfoPath o= =
“ Home | Inset  PageDesign Data Daveloper Properties Layout. a @
‘3 & covn T <=~ el b [l Tet Box £ Rich Tert Box 51 e& 5 speiing + A
gy b4 AQBD - 8 prop-oown tist . 18 combotor = Al 2 Find -
Past - - - | — Add M = Previ
e g B LT »2-A Normal Te < | chedkBox @ optionButton = | | pulaw | pules || B SelectAn [
Chpboard Format Text £} Funt Styles Conlioly Cig] i
L
,,,,,,,,,,,,,,,, =1 Fields ;;‘ i sl An‘lmm
Dragafickd to add  toth (5Xa] B
|5 Show Validation Error
= 29
i = — :
=5 el T2l setabittcvae
& [ Requestsu =l
(= requesr] |~ 1s Not aual To... o=
i (] Noguostt by Subimit Data
b ] =
guquo:t Title: e :__‘_J‘ e
I I 71 Rewuest] —'2?' Query for Data
o it g O wequest] == g yor contam.. >
] Request] =abl Formatting
o roday |
| RequestStaty ;1 Beuins Wil v | (R Bad
ﬂ s Mot an € mail Addiess + | . Good

S=g

HMeutral

, | Aa waming Text

=] This Field Chanpes

i manage gules Aa... Cmphasis
x CLEAN UP Close the preview, and then save your form template if desired. Leave the

procurement form template open in InfoPath Designer if you plan to continue on to
the next exercise.

Using Functions to Set a Default Value

Now you will utilize some of the InfoPath functions to add more logic to the Home (de-
fault) view of the Blue Yonder procurement form. The specific functions you will use for
this exercise are concat and now.

Your task is to create a unique value in the RequestID field. Among the many approaches
to automatically generating unique values in data fields, one new option is to use the
Document ID Service in SharePoint.

For this example, you are going to use the now and concat functions to set a default
value on your Request ID text field. This will automatically generate a unique value in the
RequestID field for each form instance the user creates. This unique value can be used
for a variety of purposes: tracking/reporting, workflows, or to provide a unique name for
the form when it is saved to SharePoint.

9 SET UP In Design mode, open the Procurement form template that you saved from
the previous exercise. Alternatively, you can open the no rules Procurement form
template from the practice files.
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1. In the form template, right-click the Request ID field, and then in the shortcut
menu that opens, choose Text Box Properties. Click the Display tab, and then
select Read-only in the Options area so that the user cannot change the ID that
you are going to generate.

e CTT— 21
‘Mata  Display |Sve | Aduanced | Brawser forms |

Option:
Flaceholder:

D
i N Example: "Cick here and type.”
-

i

5 Rl 1 checker

. = I~ Engble AutaComplete
- >

™ Muitiine

I~ Limttextboxto: [T = characters
I | Mave tonext control automaticallywhen imibis reached

Aignment:  fLeft ¥

quest ID:

ok | conce Apply

Tip The Read-Only property can also be set on the ribbon, as illustrated in the
following. Select the control in the design surface, click the Properties tab, and then
select the Read-Only check box.

P el e | Layout
Hame: Data Type: = D lD Read-Onlyl ] neight Aute % & =30 |
w45 ) . . [ EN="
RequestTitle Text (string) L5 2@ Y0 T Ganeleesnk | St Width 100%  *
— Default Change | = Shading Borders | Add |Manage
(5 Field Properties (& Control Properties ormat Value Binding | 53 Change Control = | 7] Margins i Rule~ | Rules

Properties F Madify Control Size Color Rules

2. In the Text Box Properties dialog box, click the Data tab. In the Default Value
area, click the fx (for function) button.

e T 2]

Data | Diepiay | Size | Advanced | Browser forms |

Binding

rrrrrrrrrrr e Feldname: [N
: ™ Text (string) - Fommat, .

Data type:
Detault Value-
o |

Example: Sample Text
......................................................... I™ Refresh walie when Formulais recalculated

I™ Cannot be blank

ok | caent | ey |

3. Select Insert Function, and then choose Text from the list. Double-click concat
(which should be the first option).
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8 41 Dota |ouplay | S= | Advanced | Srameer forma | .
_____________________________ :Mqug_ Function 21x]
Request ID:
] e 21 x
Wost Recently Used
Formui |
P Date =
3 Date and Time
L Feld
concat{text, text2, ..)
Combines o or more fields or text strings into ne text string,
Ince Inced)
£ |
= oK Caneel | [
T
ok | cad | |

4. In the Insert Formula dialog box, place your cursor over each of the three links
labeled double click to insert field, and then carefully delete each of them and
the commas, leaving only concat().

Formula;

concat{double click ko insert field, double click ko insert Field, double click to insert Field

Insert Field or Group... Insert Function, .. Werify Formula I~ Edit ¥Path {advanced)
cancel_|
5. Place your cursor between the two parentheses, and then type ID: (including the
colon).
2x|
Formula:

concat("ID: "3

Insert Field or Group... Insert Function. .. wetify Formula ™ Edit %Path {advanced)

|

6. Type a comma directly after the last quote but just to the left of the closing paren-
thesis. Click the Insert Function button, choose Date and Time, click now, and
then click OK. Your formula should look like the illustration that follows.
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Farmula:

concat("ID: ", navaJil

Insert Field or Group... Inserk Function. .. Werify Formula ™ Edit #Path (advanced)

cmel_|

Tip Be sure to type formulas exactly as instructed. Many InfoPath formulas require
precision to work correctly.

7. Click OK, and then click OK again. On the ribbon, click Preview; you should have
an automatically generated ID number in the Request ID field.

Procurement Form

Request Type™: Needed By:

Request ID: 1D: 2011-06-05T16:28:38

-
&

Using the now() function is a useful and simple way of generating field values that
will almost certainly be unique because this function returns the system time includ-
ing the seconds. Also notice that if you click inside the Request ID field and at-
tempt to alter the text, you are unable to do so because you designated the field as
read-only.

CLEAN UP Close the preview, and then save your form template. Leave your template
open in InfoPath Designer if you plan to continue on to the next exercise.
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Adding Action and Formatting Rules

In the following exercise, you will add action rules to all the picture buttons in the pro-
curement form. This will set the value of the RequestType field to match the appropriate
product category that the user selects. Each picture button will also have a formatting
rule that adds background color to the button currently selected. This will provide the
user with a visual cue that indicates which button they've selected.

9 SET UP In Design mode, open the Procurement form template that you saved from
the previous exercise. Alternatively, you can open the no rules Procurement form
template from the practice files.

1. In the Procurement form, ensure that you have selected the picture button of the
computer.

. L

2. On the ribbon, click Manage Rules to open the Rules pane.
3. In the Rules pane, create a new formatting rule called Set Background Color.

4. To create a new condition where RequestType is equal to Computers, choose type
text from the drop-down list on the right, type in Computers, and then click OK.

Tip Do not be concerned if you see InfoPath automatically putting quotations around
text that you type in to formulas. That is expected behavior.

Run the rule when this condition is true:

Iz‘ is equal to E “Computers™ Iz‘ And »

5. In the Rules pane, in the Shading Color tool, select gold.



Rules
Picture Button Bz G @&

<

[ set Background Color |

=

Set Request Type

Details for:
|set Background Calor

Condition: *
RequestType = "Computers”
Rule type:

Formatting

Formatting: *
JEEIESIEY
A: [ Automatic

EEEEEENEN
ide thi g

OH
O b

Adding Action and Formatting Rules

6. In the Rules pane, create a new Action rule called Set Request Type.

7. Click Add, and then select Set a field's value from the drop-down list.

Rules A
Picture Button Gy B X
=]

Set Background Color
=
I Set Request Type

Details for:
| Set Request Type

Condition:
Mone - Rule runs when button ...

Rule type:
Action

Run these actions: * -

Seta] [ switch views

Set a field's value
th{[f  Queryfor data
fig Submit data

[ Close the form

[Zy send data to Web Part

131
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8. In the Rule Details dialog, click the Field button.

2l

9. Select RequestType, and then click OK.

Fields:
=[5 myFields
= [(5r RequestSummary
=] RequestiD
5] RequestStatus
5] RequestTitle ™

=] Requestlustification

[E] RequestType
5] RequestTypelD
5] RequestTargetDate
= Today

|5 RequestStatusIndicator

10. In the Value field, type Computers, and then click OK.

2l

set & field's value

Field:

|RequestType El

Value:

l ICompubers II Je |

(o ] o
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11. Select the Preview button for your form, and then click the Computers picture
button.

You should see both of your rules take effect: the background color changes on the
Computer picture button, and the Request Type field is set to Computers.

Procurement Form

Request Title:

Justification:

Request Type*: Needed By:
a/25/2011 =

ID: 2011-07-27T09:08:36
A
]

12. Repeat steps 3 through 10 for each of the other four picture buttons. Add the same
two rules that you did for the Computers picture button, but set them equal to the
following text for each picture button respectively:

Request ID:

O Cell phones

O Luggage and gear

O Apparel and uniforms
O Training courses

13. Preview the form by pressing F5, confirm your rules are working properly for each
picture button, and then save your form template.

CLEAN UP Leave your template open in InfoPath Designer if you plan to continue on
to the next exercise.
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Working with Sections and Conditional Formatting

Using conditional formatting on sections is very useful when you want to hide or apply-
ing formatting to all controls in that container via a rule. In the following exercise, you
will work in the second view in the procurement form (View Request) and add condi-
tional formatting rules to the form status sections. This will allow you to show only the
current status of the form (Approved, Pending, and so on), while hiding all the other pos-
sible statuses. You will use the Request Status drop-down field to determine which status
is currently in effect.

9 SET UP In Design mode, open the Procurement form template that you saved from
the previous exercise. Alternatively, you can open the no rules Procurement form
template from the practice files.

1. On the ribbon, click Page Design, and then select View Request in the View
selector.

@‘ H 6 ) ™ &K |= (Design] Completed Procurement

“_Home Insert Page Design Data Developer
_View: 5 ) New View ~ =]
‘ View Request [ Delete
E Page Layout

T Properties [ Page Setup | Templates -
Views Page Layouts Themes

2. Click the Home tab, and then click the Manage Rules button to open the Rules
pane.

3. In the Request in Progress section, click the Section button to make this section
the active selection in the Rules pane.
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Approved Request

4. In the Rules pane, add a new formatting rule called Hide Section.

5. Add a new condition, and then in the Condition dialog box, set the first drop-
down field to Select a field or group.

21

Run the rule when this condition is true:

'V\ewProcessingRequest\’j I\s equal to j I

j And »
\ViewProcessingRequestiithID

6. In the Select a Field or Group dialog box, browse up to the Request Summary
group, and then select the RequestStatus field.

Select a Field or Group 21xl
Data source:
[ain =l
= [ myFields =

= [Z RequestSummary
] BeguestiD
[ RequestStatus

2] Requestiustification
=] RequestType
5] RequestTypelD
=] RequestTargetDate I
= Today
[= |5 RequestStatusIndicator
| ViewProcessingRequestWithID

= ViewProcessingReguestWithoutlD a I

Select: IRequasiSiat.ls j

= r=1,

7. In the Condition dialog box, finish the condition by setting your rule to is not
equal to. Choose the Type Text option, type Processing, and then click OK.
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Condition I lilg
Run the rule when this condition is true:
RequestStatus lz‘ is not equal to lz‘ Prooessing|

8. In the Rules pane, in the formatting area, select the Hide this control check box.

What the rule is logically telling the form is that if the user has not currently set the
Request Status field to Processing, hide this entire section of the form.

Rules X
ViewProcessingRe... 53 L@ (% X
=

Hide Control |

Details for:
|Hide Control

Condition: *

RequestStatus # "Processing”

Rule type:
Formatting

Formatting: *
B |J | Ufsbe A~ ~
—

(hidden)

[¥| Hide this control

7 Don't allow users to insert or
delete this control

9. On the ribbon, click the Preview button.
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10. In preview mode, experiment with setting the Request Status drop-down field to
Processing and then changing it to something else.
If you've properly completed the process, the Request in Progress section should
disappear if you have selected anything other than Processing in the Request
Status field.

Request In Progress

@] Approved Request
@) Rejected Request

Request Title:
Justification:

Request Type: Complete By:

| Processing LI

Status set to processing
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11.

Notice the “Request in
Progress” section is gone

Approved Request

i@ Rejected Request

.
i More Info Needed
Request Title:
Justification:
Request Type: Complete By:
I Approved ;I

Status set to approved

Note Following this logic, if you add the same Hide Section rule for every status section
on your form, when a user picks a particular status from the Request Status field, that
section will be the only one displayed on the form.

Add the same Hide Section formatting rule that you created (steps 3 through 8) to
the Approved Request, Rejected Request, and More Info Needed sections.

The text in the condition dialog box for each of these sections should be Approved,
Rejected, and More Info, respectively, because that is the text we have set in the
Request Status Drop-Down List Box control.
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Tip InfoPath 2010 introduces the ability to copy rules. This can save you time when you
need to apply the same rule to multiple sections or controls. Simply click the copy rule
button (or copy all rules) in the Rules pane, as shown in the following screenshot. Then,
navigate to the target control/section and paste the rule by using the paste button.

Rules A
ViewProcessingRe... 1.-" 1 X

=
Copy All Rules [Ctrl+K]
Rulel

Details for:
[rule 1

Condition: *

RequestStatus = "Processing”
Rule type:

Formatting
Formatting: *

B|7|U b A~ &~
(hidden)
[v Hide this control

Don't allow users to insert or
delete this control

12. After you have added the rule for each of the remaining three sections, preview
the form.

If you have performed the steps correctly, you should now see only the specific sta-
tus section that matches the status that you select from your drop-down field. The

following screenshot shows what your form should look like if you select Approved
in the Request Status drop-down.
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ID: 2011-06-

y Approved Request 11T09:59:05
Request Title:
lustification:
Request Type: Computers Complete By: 7/11/2011
-

CLEAN UP Save your form template if you want to keep it. You can exit InfoPath or
move on to the next exercise.

Using Rules to Create a Wizard-Style Form with
Multiple Views

In the following exercise, you will be working with a form whose purpose is to capture pro-
visioning requests from Blue Yonder employees. These requests need SharePoint Records
Management sites to support the document storage requirements. The form is mostly
complete; you simply need to add a few remaining rules to finish it. By adding the final
logic touches to the form, you will have a chance to explore the full potential of using
InfoPath’s rules to create a very rich, wizard-style form.

q SET UP In Design mode, open the form called Blue Yonder Records Management
SharePoint Site Request form.

On the default (Home) view of the form, you are collecting only a couple of basic
pieces of information from the users: what types of records they need to save on their
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SharePoint site, and a description of their purpose. Now, you will add a rule to the arrow
image, which will allow the user to navigate to the second view of the form. The arrow is
a picture button control, which means that we can add rules to it.

1. On the ribbon, open the Rules pane, and then click the arrow.

2l rietas v % [ Rules %
Drag a fild to add it to the form. Picture Button a B @x
Fieldls:

To add a new rule, dlick Hew and select
1 [y myTields a rule type.
= [z Baskinformation
2] RecordaTye

£ RequremenisDescripton

Records Management Site Request Form s . ew =
=3

] vendors_Contracors
] Dispositionngicy
E . . T = ] Shomtiel; HPPA
i Basic Information i 1 i (] Shontc Vendors
: i H 1] Shomtiely_Digrositon
d =] eDiscovery
] Shumbets_eDixovery
[ HirPACD
(i Verrdursiiely

! Types of Records: [tegnt

i Description of your H B eDiscaveryticp
i requirements: H = [ Acbonltems

:.
o Mo
e

2. In the Rules pane, add a new action rule that switches the view to the Formats
view. You can name the rule something like Next Page.

Rules - X
Picture Button Bz 3 @&

=

I Mext Page |

Details for:
Mext Page

Condition:
None - Rule runs when button is clicked

Rule type:
Action

Run these actions: *
switch to view: Formats

D Don't run remaining rules if the condition of this
rule is met
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3. On the ribbon, click the Page Design tab, and then switch to the second view of

the form, the Formats view.

Tip Like many of the steps in this chapter, adding the rule to switch views could have
been accomplished quickly by using the Add Rule button on the ribbon. As shown in
the following illustration, it accomplishes the same switch views task as using the Rules
pane, but with fewer clicks. Remember to always activate the control to which you want
to add a rule by clicking it once, prior to clicking the Add Rule button on the ribbon.

E ??pelllng' @ il @

ﬁﬁ Find ~ |
Add == Preview
Rule~ | Rules [ Select All
i
Actions
m ‘When This Button Is Clicked » .
& _-nj Switch Views
[@] Manage Rules...

3 e

a rule type. Set a Field's Vall SWitch Views

=B
m s5ubmit Data

C g
.

Details for:

| |_|h Close Form
D

On the Formats view, the form again makes use of picture buttons to provide

the user a richer experience. It displays arrows for providing navigation between the
views of the form. If you click an arrow and look at its rules in the Rules pane as
shown in the following screenshot, you can see the logic behind it.

vome incen | pagevesgn | s evoner | wapemiee || iayout )
View: dMew View = = — — — — — — — =0
Formats - | [ Delete \—J I | —— I I . — —_— o] =
[ Properties 11 Page Setup | Tempiates L || &Footer
Views Page Layouts Themes Headers
* | Fields: » X | Rules =i |
Drag a fick to add it to the form. Picture Button o X|
. i Ficlds: 3
Records Management Site Request Form O || |
' ¥ [& BascInformation
0.

5 = q p [z Questons
Click an Icon to specify the format of the records you will be saving. 4 [ Actonltems

New v
N N & m
| | Click an lcon to Specify the Details for:
ixi a _.E ﬁ Type of Record Formats SetPrysical
—LL\:J ) =

Condition:
Hane - Rule mns when hutton

,,,,, Rule type:

' i i ' i Adion
e B PSRN s] SN .S e .| Run these actions: Add ¥

Set afield's value: DigitalOrPhysi...

Set a field's value: RecordType_D...

[£] Don't run remaining rules if
the condition of this rule is met.

[ Show details
Actions

Manage 1t Connecnons.. @ e rues
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You will use the three picture buttons in the middle of the page to represent the
current format of the records that the users will be saving in their SharePoint sites.
The first button represents digital records only, the second, physical records only
(documents that would be scanned), and the third button represents digital and
physical records. The rules have already been added for the first two buttons. Your
job is to add the rules for the third, the Digital and Physical button. Each of the
first two buttons has one rule with two actions. The first action sets a hidden field
called DigitalOrPhysical to the appropriate format, based on user selection. The
second action sets the text inside the label to match whatever format the user has
selected.

To get a feel for what the first two picture buttons do, first select each image and
review their rules in the Rules pane. Now preview the form, and then click the but-
tons to see how they set the labels appropriately. Also notice, if you click the third
button, nothing happens.

Close the preview, and then select the third picture button.

Click an Icon to specify the format of the records you will be saving.

: - D\ o
N N i .
: : | : Click an lcon to Specify the
0 | © D Type of Record Formats
i . A - — A

In the Rules pane, add a new action rule called Set Digital and Physical. Both of
the actions you are going to create will be setting a fields value.
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Control Tools | € Tools | {Designi Blue Vonder Records Management SharePoint Site Request Form - Micrasoft., = (1 52
Data Peveloper Properies ayaut o @
ti= A, Bl Test Bax 5 Rich Text Box I;%vl “F spelling ~ @
asbceod AgBb 2B vrop-Down List Camba Box - # | 44 fina - v
= . B Add Pre
= femal " [ Check Box ® optionButton | | il T
Fant Styles Contrals 5 Rules Editing Form
=~ Fields » % [Rules -x

Click an leon to Specify the
Type of Record Farmats

Drag a Field to add it to the Form.

Fields:

Picture Button

=

Gl X

= = myFields
[ BasicInformation
# [ RecordFormat
® [ Questions
# [ Actionltems

[ setDiaital and Phsveial

Details for:

Set Digital and Phsycial

Condition:

Hone - Rule runs when button ...

Rule type:
Action
- |
Hone [ switan views

[ Dan't run remaining| €5 Set a field's value
the condition of this|
@ Quenfor data

g Submitdata
')

EF Closetheform
[FY send data to Web Part

7. To set the DigitalOrPhysical field contained in the Record Format group, type

Digital and Physical in the value field.

Tip Notice that the DigitalorPhysical field is not actually shown on the design surface.
This is a good example of a case where you need a field to store a variable data value,
but you don't actually need it directly displayed on the form. You will find this to be a
useful technique. A hidden field in your form can effectively serve the same function as
a variable would in a programming language.

" Rule Details L2 o
Action:
|E'|Set a field's value E|
Field:

| DiitalorPhysical

Value:

|D|gnal and Physical|

|

(o ][ consl |

8. Type in the same value (Digital and Physical) for the RecordType_DisplayLabel
field as well as in the Record Format group.

You should now have two actions in your rule for the third picture button.
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Rules v X
Picture Button E=} “:ﬁ e ><
=

| Set Digital and Physical |

Details for:
Set Digital and Physical

Condition:

Mone - Rule runs when button is clicked

Rule type:
Action
Run these actions: *

Set a field's value: DigitalQrPhysical = "Digital and Pysical”
Set a field's value: RecordType_Displaylabel = "Digital and Physical”

|:| Don't run remaining rules if the condition of this rule is met

9. Preview the form by using either the Preview button on the ribbon or the F5 key.

All three of the picture buttons should now set the label on the right appropriately,
depending on which one you select.

Records Management Site Request Form

Click an Icon to specify the format of the records you will be saving.

_6 Digital and Physical
. ’

10. On the ribbon, click the Page Design tab, and then switch to the third view of the
form, the Questions view.

On this view, you will be presenting the form user with a series of questions related
to records they are creating in their SharePoint site.
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11. Preview the form, and then select Yes from the drop-downs on all the questions.

Notice that when you select Yes for the vendor/contractor question, an additional
section of information becomes visible at the bottom of the form. Also, click the
blue question mark icon next to the vendors/contractors question; you will see that
help is available on demand. Both of these elements make use of rules to show and
hide a section based on user input. Designing a form in this manner makes it more
dynamic and rich, while also improving usability because you are not overwhelming
the user with information they might not need.

Records Management Site Request Form

Questions ;’
Do you have records with data that requires HIPPA compliance? e m
Will you need to share your records wi‘thvendors[contractors Yes -
Will you need a disposition policy on your records? @ m
Do you have records that possibly will be subject to e-Discovery? @ m

: )
ACTION ITEMS

Vendors:
# Confirm with Legal that your vendor is on the approved list prier to creating records
# Ensure thatthere is a reciprocal non-disclosure in place
# Maintain records for all transactions over 5500

As with the previous two views, this one is already partially completed for you; your
task will be to add the remaining rule. You might have noticed in Preview mode
that the help content for the e-Discovery section appeared whether or not you
clicked the help button. Therefore, you need to add a rule to hide the e-Discovery
help section unless the ShowHelp_eDiscovery field is set to true. That is, unless the
user has clicked the question mark for help on the e-Discovery section, keep it
hidden.



12.

13.

14.

15.
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Select the eDiscoveryHelp section.

: Po you have records that possibly will be subject to e-Discovery? @ d Select.. E
! [eDiscovenreb[S] |

SharePoint 2010 Hold and e-Discovery is a site level feature that cal
any site. This provides links to create and manage holds, run hold reports and
search for content and add the search results to a hold. Blue Yonder IT can turn this

' @ on sites where you need it.
h o

-

Open the Rules pane, and then add a new formatting rule for this section. Add a
condition where you select a field, and find the ShowHelp_eDiscovery field under
the Questions group.

Select a Field or Group M .

Data source:
Hizin =
| RecordFormat -
& [£r Questions
=] HIPPA B

=] Vendors_Contractors
=] DispositionPalicy

| (=] ShowHelp_HIPPA
=] showHelp_vendors

| =] showHelp_Disposition
=] eDiscovery

& SshowHelp_eDiscovery =

m

|.Z HIPPAHElp
|cZ vendorsHelp
DispositionHe} <
Select: | ShowHelp_eDiscovery lz‘

Set the condition is not equal to to TRUE.

Condition

Run the rule when this condition is true:

ShowHelp_eDiscovery lz‘ is not equal to

In the Rules pane, select Hide This Control.
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Rules v x
eDiscoveryHelp EE] L;ﬂﬂ NEY ><
=
Rule 1 I
C Hew v
Details for:
Rule 1

Condition:

ShowHelp_eDiscovery = TRUE

Rule type:
Farmatting

Farmatting:”
B|JZ|U|abelA ~| <~

{hiclden)

Hicdethis contral

U Don't allow users ta insert or
| delete this control

@ Help with Rules

16. Preview the form.
You will notice the e-Discovery help section is now hidden until you click the ques-
tion mark button. This is an excellent example of using a formatting rule to provide
a more interactive form experience.

17. On the ribbon, using the Page Design tab, switch to the final summary view shown
in the following screenshot.

As with the previous three views, this one is nearly complete. You will add the remain-
ing rule. Before you do that, preview the form and become familiar with the func-
tionality. The primary things to notice are the picture buttons on the page, which
allow navigation to other parts of the form. The picture buttons just to the right of
the summary questions allow the user to navigate back to the Questions view and
edit their answers.
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Summary of your answers

Do you have records with data that requires HIPPA compliance? é
Will you need to share your records with vendors/contractors? é
Will you need a disposition policy on your records? é
Do you have records that will possibly be subject to e-Discovery? é*

18. The fourth button on the question about e-Discovery does not have a rule applied
to it yet. Therefore, using the Rules pane, add an action rule on the button that,
when clicked, will transfer the user back to the Questions view.

Rules
Picture Button
=

| Rulet

Details for:
Rule 1

Condition:

Mone - Rule runs when button is clicked
Rule type:

Action
Run these actions: *

Switch to view: Questions

D Don't run remaining rules if the condition of this rule is met

Notice the use of ScreenTips to help the user understand the purpose of the button.
The ScreenTips are in the properties of the picture button, which you can see by

right-clicking and choosing Picture Button Properties. Look for the Advanced
tab.

Picture Button Properties M

|Genera| IS\ze | Advanced | Browser forms

Accessibility

ScreenTip: Edit Response

Tabindex: |0 =

Access key: ALT +



150 Chapter 5 Adding Logic and Rules to Forms

The form you just created is worth spending further time to investigate all the different
action and formatting rules. Preview the form, and use it as an actual user would, filling
it out completely and seeing how it works. As you do this, switch back into Design mode
with the Rules and Fields panes open to clearly understand how everything fits together.

x CLEAN UP Save your form template if you wish to keep your changes, and close out
of InfoPath Designer.

Key Points
® InfoPath provides multiple methods for easily adding logic and rules to your forms,
without programming.
® InfoPath data validation is a powerful way to ensure users enter data correctly.
® |InfoPath 2010 has improved the rules interface via the new Rules task pane.

® Creating navigation for forms with multiple views/pages is easily achieved using
Action rules.

® Demonstrate the capabilities of building a user input form by simply using the
Formatting Rules functionality.






Chapter at a Glance

Create a time off request form, page 167 —

Time-Off Request Form

. Employee Information
Set up submit button

i First Name: Charlotte Last Name: Weiss
actions, page 177
Request Date: 6/26/2011 Department. ITG
Label Submit
action | Submit . Request Information
Submit -
[&f Contral Properties  actions Leave Date: 6/28/2011 =
Button -
Return Date: 6/30/2011 i

Reason:

Data Cennection Wizard

This wizard helps you specify a data connection for submitting the form to a document library r
on a SharePoint site. The form will be submitted with the file name specified below.

_ Concatenate field names

DocuT Y o 2 to create a file name, page 174
http:/fforms. contoso.com/Time % 200ff%620Form/

Example: http: ffwww.example.com/yourlibrary,

File name:

concat{FirstName, ™ *, Lasthame, *, RequestDate
Example: Status report or concat("Status Report - 7, field 1)

V| Al ite if fil ts L
R Publishing YWizard

-
[¥]Enable this Form to be filled out by using a browser

What do you want o create or modify?

Publish this form kemplate as a template in a form library. A form

library stores Forms based on this Farm template, Users can open
and fill out Forms in the library, You can specify which fields in the
template appear as columns in the library .

Publish a form as a content type, page 180 ——

ite Cantent Type (advanced)
A site content type allows this form template to be used in multiple
4 libraries and sites, You can specify which figlds in the template
appeat as columns in the library.
() Administrator-approved form template (advanced)

Prepare this Form template For an administrator approval,




6 Publishing and
Submitting Form

Data

In this chapter, you will learn how to:

Determine the right method to publish your form
Publish a form library form to SharePoint

Decide between publishing and saving a form

Create a data connection to submit a file to SharePoint

SRS XXX X

Understand the different methods of form publishing

When creating a Microsoft InfoPath form, publishing a form means to send the form
template to a certain location as an XSN file. After a form has been published, it can be
filled out and submitted to Microsoft SharePoint. You can use several different methods
to publish a form, and the method that is selected depends on several different factors
and requirements.

In this chapter, you will learn about the different ways to publish a form, along with the
reasons to select each of these methods. The examples will walk you through publishing
your own form, and you'll learn how important it is to create a data connection for the
submittal of information to your SharePoint site. Furthermore, you'll understand how
form fields can be promoted to SharePoint columns in document form libraries.

Practice Files No practice files are required to complete the exercises in this chapter.
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Publishing Methods

In previous chapters, you learned how to create an InfoPath form, how to add layouts
and controls, and even how to create a simple SharePoint list form. Because this chapter
mainly focuses on publishing methods, we will create simple forms, with the empha-

sis on the publishing and submission processes. The methods and best practices that
you'll learn will apply in all forms that are created, except for SharePoint list forms. In
Chapter 4, “Working with SharePoint List Forms,” you might have noticed that the cre-
ation of data connections and the selection of a publishing method were not required
because they were automatically built-in. The three different publishing choices are as
follows:

® Form library Publish to a SharePoint form library when the form needs to be
filled out and submitted only to a single location. When a form is published to a
form library, the form template’s XSN file becomes the template for the library.
Typically, when publishing to a library, the form will also be submitted to that same
library.

® Site content type Publish to a content type when the form will need to be used
in multiple libraries. When a form has been published by using this method, the
new form content type can be added to many different libraries in the site. When
publishing as a content type to the top level of a site collection, the content type
can be utilized in all of the sites and libraries in the site collection.
Tip It is the data connection, not the content type, that determines where the forms are
submitted after they are filled out. We'll cover more of that later.

® Administrator-approved form template Publish a form as an administrator-
approved template when it needs to be globally deployed across the farm or when
customized code has been included in it. When this type of form is published,
unlike when using the other two publishing methods, it is not automatically deployed
in SharePoint. This method creates an XSN file as output, which then must be
uploaded into InfoPath Forms Services by a server administrator.

Now that you have a basic understanding of the three different publishing methods,

it's time to get to work on some exercises. At Contoso, all employees will navigate to
the same form library in SharePoint, where every time-off request is collected in one
SharePoint form library. When gathered, all of the company time requests can be sorted
and filtered, and multiple views can be created. Because all of the forms must reside

in one location for further reporting and dissemination, only a single form library is
needed.

In the following exercise, you will create a company time-off request form. This form will
be used in every exercise in this chapter.
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SET UP In the web browser, open your SharePoint site so that a new list can be
created. Create a new folder on your computer called C:\InfoPath Files.

(1] 1. To open the new file screen in InfoPath, from the Start menu in Windows, click All
Programs | Microsoft Office | Microsoft InfoPath Designer 2010.

2. In the Popular Form Templates section, click to select SharePoint Form Library,
| and then on the right side of the screen, click Design Form.

SharePoint Form @MEHADY ™ FEE - (Design) Microsoft InfoPath

FEEI o B =
Library “ Home Insert Page Design Data Developer o @
i s : 2 :
Available Form Templates SharePoint Form Library
B
-
o Popular Form Templates
o
— =
| 18 1 5=
- = Design a form to collect data that issaved ina
= = SharePoint form library.
R SharePoint List | SharePaint Form E-mail

T — Start with a built-in layout, add controls, create
rules, and apply formatting,
Users fill out the form in SharePoint and save it to
| 3 form library.
| [0
L

Blank Form Blank Form 1
(InfoPath Filler) 7
Help Advanced Form Templates = Dsr‘fﬂ”
2] Options
B et A} <
—{ L
Database Web Service XML or Schema
i P 6
ST == ;J
Uata Convertbusting  Locument
Connection File Form Information
Panel

3. Before we add controls to the form, some fields can be created in the Fields pane
on the right side of the screen. Right-click myFields, and then click Add to open
the Add Field or Group dialog.

" Add Field or Group = =]
Name: Employeelnfo
Type: |5# Group lz‘
Data bype:

[rata narmespace:

Default walue:

[[lrepeatng
Cannot be blank (¥)

Non-empty occurrence required

4. In the Name text box, enter Employeelnfo. In the Type text box, enter Group, and
then click OK.

The goal here is to organize all of our fields by group, into logical sections.
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Tip Creating and keeping fields organized is beneficial to you, the form creator. This
will make your job easier, especially with forms that have over 50 fields. Be sure that the
organization of the fields is complete before the form goes live and is used in production.

Chapter 6 Publishing and Submitting Form Data

Rearranging fields later can cause loss of data.

5. In the myFields section, use the same method to create another group called
Requestinfo, and then click OK.

6. Right-click Employeelnfo, and then click Add. Name the field FirstName, with a

type of Field (element) and a data type of Text (string). Click OK.

" Add Field or Group =]
Mame: Firstiame
Type: =] Field (element) lz‘
Data type: Text {string) lz‘

Data namespace:

Default value:

Example: Sample Text

[CIrepeating
|| cannot be blank ()

Mon-empty occurrence required

7. Use the following table to repeat step 6, creating the rest of the fields under each of

the two groups that were created in steps 4 and 5.

Name

Type

Data Type

Under Group

LastName

Field (element)

Text (string)

Employeelnfo

RequestDate

Field (element)

Date and Time
(dateTime)

Employeelnfo

Department

Field (element)

Text (string)

Employeelnfo

LeaveDate

Field (element)

Date (date)

Requestinfo

ReturnDate

Field (element)

Date (date)

Requestinfo

Reason

Field (element)

Text (string)

Requestinfo

Fields

Fields:

Drag a field to add it to the form.

= [ myFields

=[5 Employeelnfo
5] FirstName
H LastName
H] RequestDate
Z] Department

=[5 Requestinfo
H LeaveDate
E ReturnDate
H] Reason

Tip If any fields are created in the wrong location in the structure, right-click the field to
see additional options such as Move, Move Down, or Move Up.
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8. Double-click the RequestDate field, and then click the function button next to the
default value.

9.

Click the Insert Function button. In the Categories section, choose Date and
Time, in the Functions section, select now, and then click OK.

Insert Function

[z =]

Categories: Functions:
Most Recently Used addSeconds
All now
Date
Date and Time
Field
Math
Text
URL
User

now()

Returns the current system date and time.

10. After the request date has been captured, you don’t want the date in this field

to change the next time the form is opened, so clear the Refresh value when
formula is recalculated check box, and then click OK.

Field ar Group Properties @
Data | Merge IDetaiIs
Properties
Name: RequestDate
Type: =] Field {element)
Data bype: Date and Time (dateTime) lz‘
D Repeating

[l Cannat be blark (*)
Mon-empty occurrence required

Default Yalue

Valug: |mow()

Example: 12/31/2000 11:59:59 PM
[T Refresh value when Formula is l

recaloulated

Caniel

Tip The now() function can be used because this RequestDate field was created as a
dateTime field. If the field had been created as just a Date field, the today() function
could be used instead. In this case, we want the RequestDate always to be unique for each

form. Therefore, capturing the date and time down to the second ensures that the field’s
value is unique.
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11.

12.

13.

14.

Now we need to add some text to the layout. Click in the form’s Click to add title
field, and type Time-Off Request Form. Click in the first Click to add heading
field, and then type Employee Information; in the second Click to add heading
field, type Request Information.

Time-Off Request Form

Employee Information

Add label Add control Add labe! Add control
Add label Add control Add label Add control
Add label Add control Add labe! Add control
]
Request Information
Add label Add control
Add label Add control
Add label Add control

Drag the FirstName and LastName fields to the first row of the Employee
Information section.

The Request Date field is a little different. It will be set as read-only. Because a date
and time picker cannot be set as read-only, it will be inserted as a text field. In the
far-left cell of the second row of the Employee Information section, type Request
Date: (including the colon).

Press the Tab key on the keyboard so that the cursor is in the second cell of the sec-
ond row. In the list of fields on the right, click the drop-down arrow on the
RequestDate field, and then click Text Box.

Fields * X
Drag & field to add it to the form.

Fields:

= [ myFields
(=) [ = Employeelnfo
=] Firsthlame
=] LastName

Date and Time Picker
Date Picker
Text Box

EEHdd

Drop-Down List Box

Combo Box

Mare...



-

SharePaint
Server
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15. Double-click the Request Date text box on the form, and then on the ribbon, on
the Properties tab, select the Read Only check box.

16. Drag the Department field to the second row of the same section. Select the third
row under this section, and then delete the entire row.

17. In the Request Information section, place the LeaveDate field in the first row, the
ReturnDate field in the second row, and the Reason field in the third row. Merge
the two cells in the third row.

Time-Off Request Form

Employee Information

Retumn Date:

Reason:

Now that the form has been created, it will be used as the basis of the rest of the exer-
cises in this chapter.

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click Save to save the XSN file to your
computer, close InfoPath Designer, and close the browser.

In the following exercise, the time-off request form will be published to SharePoint as a
form library.

SET UP In the web browser, open your SharePoint site and browse to the Time Off
Request form that was created previously in this chapter. If the Time Off Request
form is not currently open in InfoPath Designer 2010, navigate to the location on the
computer where it was saved in the Clean Up of the previous exercise. Right-click the
XSN file, and then select Design.

1. Click the File menu, click Publish, and then click SharePoint Server.

The Save As screen appears, prompting you to save the XSN file. The XSN file is the
template file of the new InfoPath form. The location that the file is being saved to is
simply a backup copy of the file.
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2. Select the folder called C:\InfoPath Files, and name the file TimeOff.xsn. This will
start the Publishing Wizard.
Note When it is time to work on the XSN file later, one method is to simply right-click
the saved XSN file and select Design.

3. On the first page of the Publishing Wizard, type the URL of the SharePoint site
where you would like the new form to be located, and then click Next.

In this example, Contoso uses a site called forms.contoso.com, where all company
forms are published.

Publishing Wizard ===
Enter the location of your SharePaint or InfoPath Forms Services site:
http:/{forms.contesa.com |z|

Example: http: /fwww. example. com

4. During the creation of this new form, the default compatibility level has been
browser-based. Because the form will be used in only one form library and will
need to be filled out in the browser, the default settings can be used on this screen.
Click Next.
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Publishing Wizard @

[¥]Enable this form to be filed out by using a browser
What do you want to create or modify?

(@) Form Library

Publish this form template as a template in a form library. A form

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

() Site Content Type: (advanced)
A site content type allows this form template to be used in multiple
libraries and sites. You can spedfy which fields in the template
appear as columns in the library.
~1 Administrator-approved form template (advanced)
Prepare this form template for an administrator approval.

[ < Back ][ Mext = ][ Cancel ]

Tip If the form’s compatibility level needs to be changed at any point other than during
publishing, click File and then select Form Options. There is a compatibility section in the
form options, where there are more settings.

5. Because this is the first time that this form is being published, select the Create a
new form library option. Click Next.

Publishing Wizard |E“E

What do you want to do?
(@) Create a new form library
() Update the form template in an existing form library

Form library to update:

Name: Description

@ Shared Documents Share a document with the team by a...
@ Site Assets Use this library to store files which are...
Site Pages Use this library to create and store pa...

6. Type Time Off Form as the name of the form library. In the Description field, type
This is the time-off request form. Click Next.

Publishing Wizard @

Type a name and description for this form library.
Mame: |Time Off Form

Description:

This is the time-off request form.
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7.

8.

4k Add document 9.

On the next page of the wizard, your fields from the form can be promoted to
become columns in the SharePoint library. For now, the columns will be left out
until the next exercise, so simply click Next.

Tip The bottom half of this screen is where parameters can be added. Chapter 8, “Using

the InfoPath Form Web Part,” which discusses the InfoPath Form Web Part, contains a
section on parameters, with examples of how they can be used.

Publishing Wizard ==

The fields listed below will be available as columns in SharePoint sites and Outlook
folders.

Column Name Add...
Remove

Modify...

The fields listed below will be available as SharePoint Web Part connection parameters.

Parameter Name Parameter Type Add...
Remove

Modify...

[ < Back H Mext > ][ Cancel ]

On the last page of the wizard, verify the summary of form information, and then
click Publish.

Open the browser and navigate to the URL that was used in step 3. In the left navi-
gation panel under Libraries, click Time Off Form. Click Add Document to fill out
a new form.

Notice that this very basic form leaves much to be desired. Several major improvements
need to be made. One of the most glaring issues that we will cover in-depth in this chap-
ter is that there is no Submit button by default, and no validation.

x CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click Save, close InfoPath Designer, and
then close the browser.
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Promoting Columns

Because there is a choice as to which fields are promoted, you'll want to identify the
most important fields for promotion. Following are some essential considerations re-
garding fields and columns:

® Reporting Think about the full life cycle of a form and what the most pertinent
data is. Just as with any list or library in SharePoint, these columns can be used to
quickly sort and filter information, and views can be created. Which fields will need
to be readily available for these purposes?

® Workflows If workflows will be used, what data does the workflow need?

@ Site columns For columns that are more common or will be used in other parts
of the business solution as a whole, you have the option to create the columns as
site columns (preferably before publishing the form), versus library columns.

Columns can be promoted in two different ways in InfoPath. One way is to click the File
menu, choose Form Options, and then click the Property Promotion section. Another
way is through the Publishing Wizard, as was demonstrated in the preceding exercise.
The latter of the two provides additional options. The following illustration shows the
settings available when adding each column.

Note The Publishing Wizard also has available options regarding the selection of fields to
become parameters. Parameters are covered in depth in Chapter 8.

Select a Field or Group @

Field to display as column:
=l [ RequestInfo -

E LeaveDate

=] ReturnDate |—|
=] Reason n

Site column group:
(None: Create new column in this library) lz‘

Column pame:
Leave Date

Function:

Allow users to edit data in this field by using a datasheet or properties page
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Field To Display As Column In this section, click to select the field that needs to
be added as a column. It's always a best practice to organize the fields well and use
good naming conventions.

Site Column Group This drop-down box allows for the selection of an existing
site column group. This is the same set of groupings that are available if you click
Site Settings | Site Columns. The groups are used to organize the columns, and this
drop-down box is used to narrow the list of columns in the column name box. If
the name of the currently selected column matches that of an already existing site
column, the site column group will automatically be selected and the column name
will default to the name of the existing column. If the name of the column does not
already exist, this field will show the following entry: (None: Create New Column In
This Library).

Column Name Type or select the desired column name in SharePoint. If a column
of that name does not already exist, one will be suggested to you. This suggested
field name can be changed. In the previous example screenshot, the column name
suggestion is Leave Date, but it can be edited to be simply called Leave. If the name
of the column matches an existing site column, that site column name will already
be selected here as a drop-down box. In this case, the name can be modified. The
option (None: Create New Column In This Library) is selected in the Site column
group drop-down box.

Function This drop-down box is available only for fields that are in repeating
controls. When multiple data values are being considered, there are options as to
which of the values will exist in the SharePoint column when forms are submitted.
The common functions are as follows:

O First The first value in the repeating control.
O Last The last (most recently added) value in the repeating control.
O Count A number count of all of the values in the repeating control field.

O Merge This is a space-delimited list of all of the values in the field of the
repeating control.

O Sum, Average, Min, Max These functions are available only with number
fields, and they perform the various functions. The result of the selected func-
tion will be the value shown in the column in SharePoint.

Allow Users To Edit Data In This Field By Using A Datasheet Or Properties
Page This option allows the data in this field both to be displayed in a column
and to be edited in SharePoint without opening the form in InfoPath. This setting
is most often used when the data in the field needs to be changed via workflow.
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When fields are modified from SharePoint, users can potentially view the form
library in Datasheet view, or they can click to edit the properties of an item without
actually opening the form in InfoPath.

Note By default, the Datasheet view is available. You can change this configuration to

No in the configuration library’s advanced settings so that items cannot be edited in the
datasheet.

In the following exercise, you will promote fields from an InfoPath form to become col-
umns in SharePoint.

9 SET UP In the web browser, open your SharePoint site and browse to the Time Off
Request form that was created previously in this chapter. If the Time Off Request
form is not currently open in InfoPath Designer 2010, navigate to the location on the

computer where it was saved in the Clean Up of the first exercise. Right-click the XSN
file, and select Design.

1. In the Time Off Request form in InfoPath Designer 2010, click the File menu, click
Publish, and then click SharePoint Server.

2. Click Next three times, which will take you to the screen where columns and
parameters are selected.

3. Click the Add button to add the first field.
4,

Expand the Employeelnfo group, and then click to select the FirstName field.

Select a Field or Group @
Field to display as column:
[=) [=¢ Employeelnfa -

:
& Lastiame |ﬂ
=] RequestDate
=l _Department ol

Site column group:

Core Contact and Calendar Columns lz‘

Column name:;

First Name lz‘

Euniction:

[ Allow users to edit data in this field by using a datasheet or properties page

Because First Name is an already existing site column, InfoPath suggests this col-
umn by default. This is a field that is used when new contact lists are created in
SharePoint, so it exists in the Core Contact and Calendar Columns group in the
list of site columns. Click OK.
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5. Click Add, but this time select LastName. Click OK.

Select a Field or Group @

Field to display as column:

& LastiName

=] RequestDate

=] Department |E|
|5 RequestInfo

Site column group:

(Mone: Create new column in this library) lz‘
Column pame:

Last Name

Funckion:

[ Allow users to edit data in this field by using a datasheet or properties page

6. Click Add, click Department, and then click OK. Do the same for the LeaveDate
and ReturnDate fields.

Notice that InfoPath has recognized where you used capitalization in the field
names and has automatically added a space in the column names. Click Next.

Publishing Wizard =]

The fields listed below will be available as columns in SharePoint sites and Outlook
folders.

Column Name Add...
et
Remowve

Last Mame

Department
Leave Date

Return Date

The fields listed below will be available as SharePoint Web Part connection parameters.

Parameter Name Parameter Type Add...
Remove
Modiy...

[ < Back H Mext > ][ Cancel ]

7. Click Publish, select the Open this form library check box, and then click Close.



Publishing Wizard

3
)

‘Your form template was published successfully.

Form Library: Time Off Form

Location: http: f{forms. contose.comTime Off Farm/
Server Type: InfoPath Forms Services

Security Level: Domain

|| Send the form to e-mail recipients. ..
[¥]Cpen this form library. ..

Open this form in the browser

< Back Cancel

Promoting Columns
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# add document 9, In the form library in the browser, notice that there are several new columns. Click
Add Document to fill out a new form. Put your own name in the form, and then fill
out the other fields.

First Name:

Request Date:

Leave Date:

Return Date:

Reascn
vacation time

Time-Off Request Form

Employee Information
Charlotte Last Name: Weiss

6/26/2011 Department: G

Request Information
6/28/2011 ”‘j

6/30/2011 =
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m

Save

X!

Close

10. Click Save at the upper-left. Enter your name with the number 1 appended, as
shown in the following illustration, and then click Save.

You can only save this file to the current site.

File name:* Charlotte1

Save in: [http:/ fforms.contoso.com/Time Off Form/]

11. Click Close at the top.

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click Save, close InfoPath Designer, and
then close the browser.

Now that some columns have been promoted and a form has been filled out, it's obvi-
ous that some data is readily available to sort through. Some data, which might exist in
large text boxes such as the Reason field, is better off left in the form and not as a col-
umn. Users can simply click to open a form to see more detailed information contained
within it. Also notice the columns on the library settings page. The columns that were
created new through the Publishing Wizard are shown here as gray text. The already-
existing columns are editable. Therefore, during publishing, selecting columns that already
exist has almost the same effect as choosing Allow Users To Edit Data In This Field By
Using A Datasheet Or Properties.

Submitting to SharePoint

In the previous exercises in this chapter, the process of filling out a form probably
seemed quite inefficient: saving a file, entering a name, and then clicking Close. Plus, the
amount of clicks involved is cumbersome. It leaves a lot of room for error when end us-
ers have this much freedom. In this section, you will learn how to create a data connec-
tion to submit a form to a SharePoint form library. With a data connection, the file name
and location can be controlled, as well as form validation. Understanding the proper
method for creating a data connection for submission is important both for form accu-
racy and for the general end-user experience.
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In form planning, the following factors should be considered before creating the data
connection to submit to SharePoint:

® What field or combination of fields is unique to each form? For each form that is
submitted, an XML file is created in a SharePoint form library. If you would like each
form to be a unique file, which is usually the case, you need to ensure that each file
name is unique in the library each time someone submits a form.

@ After the form has been submitted the first time, does it ever need to be edited
again? There is a setting that will enable you to ensure that the file is never over-
written, but in most scenarios the form will be modified again. Think about form
approval processes, or forms that contain additional “office use only” fields.

® Which fields are required when a form is initially submitted? If fields are going to
be used as part of the file name, they should also be required fields. This way, all or
part of the file name will not be missing.

® Will multiple views be used? In many cases, several different views are created, with
each view having its own submit buttons. Each of these different submit buttons
can have different rules behind it so that different actions are triggered depending
on where you are in the form. If this is the case, the Default Submit Connection
might not be something that you will want to utilize. This default button is auto-
matically displayed on the ribbon on every view, negating any different rules that
exist on different submit buttons on various views.

When creating a data connection to submit to the SharePoint form library, the page
shown in the following illustration is an important part of the Data Connection Wizard.

Data Connection Wizard =]

This wizard helps you specify a data connection for submitting the form to a document library
on a SharePoint site. The form will be submitted with the file name specified below.

Document library:

Example: http: {fwww.example.com fyourlibrary/

File name:

Example: Status report or concat({™Status Report - 7, field1)

[ Allow gverwrite if file exists
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The available settings are as follows:

Document Library This is the URL to the document library (form library) where
the forms will be submitted. It is recommended that the form be published to
SharePoint before creating this data connection so that the location will exist before
getting to this point. An example of the syntax is shown in the previous screenshot.

File Name This is one of the most misunderstood settings in InfoPath. By default,
the file name is Form. This is not a setting that will ever need to be kept as default.
If Form were used as the file name, only one form could be submitted to the form
library. Typically, the syntax of this file name should be created so that it is unique
to each form that is filled out. There's a function button to the right of the file name
text box so that formulas can be utilized—for example, to concatenate multiple
fields.

Allow Overwrite If File Exists Select this check box if the form will ever need to
be edited after it has been initially submitted. If this box is left unchecked, an error
will be encountered if resubmission of an existing file is attempted.

Now that you've read the high-level overview of settings, the next few exercises will
teach you how to create a data connection to submit to SharePoint. You will learn some
effects of creating a submit connection in different ways so that the best practices will
become apparent.

SET UP In the web browser, open your SharePoint site and browse to the Time Off
Request form that was created previously in this chapter. If the Time Off Request
form is not currently open in InfoPath Designer 2010, browse to the location on the
computer where it was saved in the previous exercises. Right-click the XSN file, and
then select Design.

1.

2.

Before the data connection can be created in InfoPath, the document library URL
must be obtained. In the Quick Launch pane (on the left side of the page), click the
name of the Time Off Form library. Then take a look at the URL in the browser’s
address bar. It will look something like this: http://forms.contoso.com/Time%200ff
%20Form/Forms/Allltems.aspx.

Copy only the following portion of the URL: http://forms.contoso.com/Time%20
Off%20Form.

In the Request Time Off form in InfoPath Designer, in the Submit Form section on
the Data tab, click To SharePoint Library.
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3. In the Document library text box, paste the URL that you copied in step 1.

Data Connection Wizard ? [ =

This wizard helps you specify a data connection for submitting the form to a document library
on a SharePoint site. The form will be submitted with the file name specified below.

Document library:
http: f{farms. contoso. com,Time % 200ff% 20Form,
Example: http:/fwww.example.comfyourlibrary/

File name:

Form

Example: Status report or concat("Status Repart - 7, field1)

[ Allow gverwrite if file exists
4. For demonstration purposes only, the rest of the default settings will be used. Click
Next, and then click Finish.
5. Click the Quick Publish button. Leave InfoPath Designer open.
6. In the form library in the browser, click the Add Document button.
7. Fill out the first and last name fields with your own name, and then click Submit.

In the form library, notice that the name of the new XML file is Form. If you try to
fill out another new form, an error occurs. This is because the data connection is
saving every form as file name Form, and the Allow overwrite if file exists check
box is not selected.

[ Type Name Medified
55| Charlottel 6/21/2011 11:12 PM
55| Form &res 6/23/2011 9:50 PM

4 Add document

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click Save, close InfoPath Designer, and
then close the browser.

The preceding exercise provides a very simple example of how to create a data connec-
tion that you can submit to a form. It is apparent that the file name syntax is something
that needs to be thought through, because the default setting is not useful.

In the following exercise, you will modify a data connection so that file names are
unique to each form, and another difference between saving and submitting will be
demonstrated.
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SET UP In the web browser, open your SharePoint site and browse to the Time Off
Request form that was created previously in this chapter. If the Time Off Request

form is not currently open in InfoPath Designer 2010, browse to the location on the
computer where it was saved in the previous exercises. Right-click the XSN file, and

then select Design.

1. Now that we have some fields that are set up as required in InfoPath Designer,
validation in InfoPath can be demonstrated. Double-click the First Name text box,

and select the Cannot Be Blank check box.

¢ __j Read-Only éd Heigl
Y| Cannot Be Blank | 153 Widt

: Change | AT ...
Binding 5] Change Contral ~ i Marg

Modify Co

Time-Off Req

Employee Inf

o
First Nlame: | Firsttiame [S]
O

o

2. Repeat step 7 of the preceding exercise for the LastName field.

The Request Date field will be mandatory, but because it's already been set with a
default value and as read-only, it will always contain a value, so validation is

unnecessary.
E 3. On the ribbon, on the Data tab, click Data Connections.
Data .
Connections Data Connections =]
Data connections for the form template:
S s

Details

Mame: SharePaint Library Submit
Type: Submit data
SharePoint library or list: http:/fforms. contose.com,Time %200 ff%20Farm/

File name: Form
Allow overwrite if form exists: no

4. Select SharePoint Library Submit, and then click Modify.

Modifying the data connection ensures that each file submitted will not be called
Form.



Submitting to SharePoint 173

5. Click the fx button next to the File name text box.

This is the area where functions and fields can be used to formulate a unique file

name.
Insert Formula 7=
Formula:

Insert Field or Group... ] [ Insert Function... ] [ verify Formula [ Edit ¥Path (advancad)

In this example, three fields will now be concatenated for the file name, with a
space between each field name: FirstName, space, LastName, space, RequestDate.

6. Click the Insert Function button.

Insert Function 7=
Categories: Functions:
Most Recently Used addDays -
All addSeconds =
Date avg |= |
Date and Time boolean B
Field celing
Math concat
Text contains
URL count
User eval
false ao
concat{textl, text2, ...}
Combines two or more fields or text strings into one text string.

7. In the Categories section, select All, and then in the Functions section, select
concat.

Notice that an example of the function’s syntax is displayed in gray at the bottom.
Click OK.

Insert Formula
Formula:

conczt{double dick to insert field, double dick to insert field, double didk to insert field)

[ Insert Field or Group... ] [ Insert Function... ] [ Verify Farmula ]

8. Double-click the first item that says double click to insert field. Expand the
Employeelnfo group, select the FirstName field, and then click OK.
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9.

10.

11.
12.
13.

14.
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Select a Field or Group |I”E|
Fields:
= [ myFields
= [ Employeelnfo
& FirstName
=] LastMame*

=] RequestDate ™
=] Department
|5 RequestInfo

[Biterpaa. | [ ok | [ cancel |

With a concatenation, text and spaces can be placed between the fields. After
FirstName, the second field will be a space, and the third field is LastName. After
the LastName field, type a comma, click the Insert Field or Group button to insert
the RequestDate field, and then click OK. Click OK when the formula is complete.

Insert Formula

Formula:

concat{FirstName, * ", LastMame, " * RequestDate)

Select the Allow overwrite if file exists check box. Click Next, and then click Finish.

Data Connection Wizard 7=

This wizard helps you specify a data connection for submitting the form to a document library
on a SharePoint site. The form will be submitted with the file name specified below.

Document library:
http:f/forms. contoso.com, Time %% 200 %% 20Form,
Example: http: /fwww.example.comfyourlibrary f

Eile name:

concat{Firsthame, **, LasthName, * ", RequestDate

Example: Status report or concat("Status Report - 7, field1)

Allow gverwrite if file exists
In the Data Connections dialog box, click Close.
Click the Quick Publish button.

Go to the form library in the browser, and then click Add Document to fill out a
new form.

Fill out all of the fields, and then click Submit.

E] Type Name Medified

EE Charlotte Weiss 2011-06-23 & Hew 6/23/2011 10:40 FM
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Take a look at the resultant file name. The fields have been concatenated to create
a file name. As long as that combination of three fields is unique, none of the files
will ever inadvertently overwrite existing files. By setting the request date default to
the date and time that the form was created, you ensure that the form name is
unique. Because the data connection has been set to allow overwrite, the submitted
form can be opened later, modified, and submitted again. Fill out another new form
and leave the last name blank. Take a look at the following error message:

Message from webpage @

& InfoPath cannot submit the form because it contains errors. Errors are
f l5 marked with either a red asterisk (required fields) or a red, dashed
border (invalid values).

Use Ctrl+Shift+ 0 to go to the next error, Use Ctrl+5Shift+I to view error
details.

Tip If the Request Date had been set as a date field and not date/time, the form name
might not be unique. For example, if a form was filled out with the employee name of
John Smith and another form was filled out the same day with the name John Smith, the
second form would be written over the first form. The full date and time might not be
pretty to look at, but it is definitely unique.

When the submit data connection is used, forms cannot be submitted if required
fields are empty. This is not the case with the Save and Save As buttons. Validation
does not occur with these buttons.

15. Fill out yet another new form, and leave at least one required field empty. Click Save.

Notice that the same error message pops up regarding the required fields, but
InfoPath still allows the file to be saved. The end user can name the file whatever
she wants to.

16. Name your file Test Stuff, click Save, and then click Close.

17. Open the Test Stuff file again. Fill out the rest of the required fields, and then click
Submit.

Back in the library, notice that there are now two different copies of the same form
that was submitted.

=8| Gregory Weber 2011-06-26T11_29_00 & new
=8| Test Stuff

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click Save, close InfoPath Designer, and
then close the browser.
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Form
Options

In the preceding exercise, you learned some differences between saving and submit-
ting a form. Saving a form allows freedom in file naming, and form validation rules do
not apply. Submitting a form allows tight control over the file name syntax and enforces
validation rules and required fields. When end users can both save and submit forms, the
resulting set of files in the library can become quite disorganized. There are potentially
varying copies of any one file, in various stages of completion.

In the following exercise, you will learn how to disable the Save and Save As buttons. The

Submit button will also be placed in a more obvious place, instead of only on the ribbon
at the top left.

SET UP In the web browser, open your SharePoint site and browse to the Time Off
Request form that was created previously in this chapter. If the Time Off Request
form is not currently open in InfoPath Designer 2010, browse to the location on the

computer where it was saved in the previous exercises. Right-click the XSN file, and
then select Design.

1. In InfoPath, click the File menu to display the Backstage view, and then choose
Form Options.

2. In the Categories section, click Filler Features, and then in the Enable features
section, clear the Save and Save As check box.

Fartm Options @

Cakegory:

Enable features

‘Wb Browser
E

CFfline To disable any of the following Functionality For users filling out this form, clear the appropriate check
E-Mail Attachments b helow,

Property Promotion

Digital Signatures [] 5ave and Save As Print

g:\ﬁx and Trust @Export to Web Send to Mail Recipient

Frogramming Export to Microsoft Excel V] Autosave (AutoRecover)

Compatibility
Wersioning
Advanced

Export to PDF or %P5

3. Again, in the Categories section, click Web Browser. Notice that the Save and
Save As check boxes are now disabled. Click OK.

Now it's time to add the submit button to the bottom of the form.

4. Put the cursor at the bottom of the Time Off form. On the Home tab in InfoPath,
in the list of controls, click the Button control to add it to the form.
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Input
[aB] Text Box 255 Rich Text Box EB prop-Down List ...
1H Combo Box [¥ CheckBox (& Option Button
T Date Picker [E5) Date and Time Fi... Multiple-Selecti...
EH List Box i3 Bulleted List i5 Numbered List
S Plain List &R Person/Group Pi.. M5 External Item Pic..
Objects
-l Button =¥ Picture Button Je Calculated Value
@ File Attachmant  TE! Dirtiira @ o link
Containers | Button
IQI Section Allow users to initiate an action gating Section
ﬁ n ti such as submitting a form or ice Secti
€peatin querying a database. fice Section
Add or
A Button can also be used to run
rules or custom code. r

Now that a button control has been added to the form, double-click it. The ribbon
will display the Properties tab, where properties of the button can be configured.

Request Information

Leave Date:
Retum Date:

Reason:

5. On the ribbon, on the Properties tab, click the Action drop-down box, and then
click Submit.

Label Submit _}

- ubmit
@ Control Properties  actons

EButton

As soon as the action drop-down is changed to submit, the Label box will auto-
matically show Submit, and the button will now say Submit. For a visual enhance-
ment, the button needs to be centered.

6. On the ribbon, on the Home tab, click the Center button in the Format text section.

P R e

Leave Date:

Retumn Date:

Reason:

7. Click the Quick Publish button. Leave InfoPath open.
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x CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to

the next section of this chapter. Otherwise, click Save, close InfoPath Designer, and
then close the browser.

The next time a form is filled out, the user interface will be a lot more intuitive. The Save
and Save As buttons have now been removed, and the Submit button is in a prominent
place.

B8 B, &

Submit  Close Paste Print
Preview

Commit Clipboard Views

Time-Off Request Form

Employee Information

First Name: * last Name: =3

Request Date: 6/26/2011 Department:

Request Information
Leave Date: m

Retumn Date: ﬁ

Reason

Publishing As a Content Type

Now that a form has been published to a form library and the submission methods have
been covered, we can take a look at how to publish a form as a content type. This meth-
od will be used when the same form needs to be filled out in multiple libraries in a site
collection. Furthermore, with this method, multiple form content types can potentially
be used in a single form library.

Content types exist at the upper-level site collection and at each site. If a form will be
needed throughout the site collection, it will need to be published at the root site of
the site collection. As is inherent with all content types, the form content type will be
available for use in all sites and libraries below the site to which the content type has been
published.
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When publishing a form as a content type, there will be a prompt to save the XSN file to
a document library. By default, the root site in the site collection will contain a document
library called Form Templates. This is the perfect place to save the file.

Note For more basic introductory information about content types, take a look at the following
link on Office.com online help at http://office.microsoft.com/en-us/windows-sharepoint-services-
help/introduction-to-content-types-HA010121570.aspx.

In the following exercise, you will learn how to publish a form to the site as a content
type. Because a form has already been created, some small changes will be made so as
to differentiate it from the form that was published directly to a form library. This will be
a way of mimicking a completely different form, without spending the time to create a
new form and new fields. The example is a Time Off Request form that will be filled out
from each department’s site so that each department can have its own separate library
of these requests.

SET UP In the web browser, open your SharePoint site and browse to the Time Off
Request form that was created previously in this chapter. If the Time Off Request
form is not currently open in InfoPath Designer 2010, browse to the location on the
computer where it was saved in the previous exercises. Right-click the XSN file, and
then select Design.

For this exercise, the previously created form will be saved with a new name because you
don’t want to cause confusion with the form library to which the Time Off Request form
has already been published.

1. With the Time Off Request form opened in Design mode, click File, and then click
Save As.

2. Where the previous file was named TimeOff, this new copy can be named Time
Off CT. Select a location on your computer, and then click Save.

3. In the header of the form, add the word Departmental so that the form is named
Departmental Time-Off Request Form.

Another quick visual way to differentiate it from the other form is to click the Page
Design tab, and then select another color theme. In this example, Professional -
Mission has been selected.
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]
Page Layout

Templates =
Page Layouts Themes

Departmental Time-Off Request Form

Employee Information

5 4. Click the File menu, choose Publish, and then click SharePoint Server.

SharePaint 5. Enter the URL of the top level of your site collection, and then click Next.

Server
Publishing Wizard
Enter the location of your SharePoint or InfoPath Forms Services site:

http: fffarms.contoso. com/

Example: http:/fwww.example.com

6. Select Site Content Type (advanced), and then click Next.

Publishing Wizard 7 =

Enable this Form to be filed out by using a browser
What do wou want ko create or madify?

~) Form Library
Publish this form template as & template in a Form ibrary. & Farm
library stores Farms based on this Form template. Users can open
and Fill out forms in the library, You can specify which Fields in the
template appear as columns in the library,

®

| Site Conkent Type (advanced)

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

() Administrator-approved Form template (advanced)

Prepare this Form kemplate For an administrator appraval.

7. Select Create a new content type, and then click Next.

"Publishing Wizard

What do you want to do?
(@) Create a new content type
() Update an existing site content type

This updates all content types thatinherit from it and all libraries
that use it unless they are read only. This operation can take a long
time, and any customizations made to those content types are lost.

Base the content type on:
Name Description
@ Form Fill out this form.

8. Name the content type Dept Time Off. For the description, type This is the time
off request form that can be filled out at each department site. Click Next.
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.Publishing Wizard IE

Type a name and description for this content type.
Mame: |Dept Time Off

Description:
This is the time off request form that can be filled out at each department site.

9. Specify a location and file name for the XSN file. This is where that default Form
= Templates library comes in handy. Click the Browse button, select Form Templates,

and then click Save.

http://forms.contoso.com » - | +y |

-
Conotoso Forms

LI All Site Content

m

Document Libraries

i Customized This Document library has the templates to create Web Analyti
Reports collection
4 Data
4y Form Templates This library contains administrator-approwved form templates th
collection.
£}y Shared Share a document with the team by adding it to this document
Documents
i Site Aszets Use this library to store files which are included on pages withir
Wiki pages.
@ Site Pages Use this library to create and store pages on this site.
=) Style Library Use the style library to store style sheets, such as C55 or X5L

gallery can be used by this site or any of itz subsites.

10. For the file name, type Dept Time Off, and then click Save.
11. In the Publishing Wizard, click Next.

12. On the page that lists the promoted columns, click Next, and then click Publish.
On the last page of the wizard, click Close.

x CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click Save, close InfoPath Designer, and
then close the browser.

In the following example, you will come to understand the power of publishing a form
as a content type. The form can be opened and filled out by clicking a link directly to
that XSN file in the Form Templates library. However, the submit data connection is still
configured to submit the file to that original Time Off library. So even though the form is
ready to be filled out, more work needs to be done so that the file can be submitted to
the right locations. There is an accounting department site and a marketing site, and the
employees in each of those departments will submit to their own library.
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other types of pages,
raries, and sites.

+ I
gk
Library
Settings

In the following exercise, you will create new Marketing and Accounting sites so that
Time Off Request libraries can be created in each, and you will associate the new content
type to the libraries.

SET UP In the web browser, open your SharePoint site that was used in the previous
exercise.

- 1.

From the same root-level site that the content type was published to in the previous
exercise, click the Site Actions button, and then click New Site.

Select the Team Site template. Use Accounting as both the name and the URL of
the new site, and then click Create.

Browse back up to the root site. Repeat steps 1 and 2, naming the second new site
Marketing.

Now you need to create form libraries in each subsite.
In the Marketing site, click Site Actions, and then click More Options.

Select Form Library as the template. Name the library Time Off, and then click
Create.

Browse From: - - .
Installed Items > Tl - Tye
Office.com : A Form Library
. | Type: Library
Tilter Dy: Categones: Content
- -
Al Types ,@5—- i ruJ A place to manage business forms like
b - —— status reports or purchase orders. Form
rary > libraries require a compatible XML
List Asset Library Dashboards Library ~ Data Connection editor, such as Microsoft InfoPath
Library
Page
Site |T\me off
All Categories > g_J | create | [ More Options

Blank & Custom

Collaboration DataConnections Document Library Form Library

Library for
Communication

On the ribbon, on the Library tab, click Library Settings.

Click Advanced settings. Change Allow management of content types? to Yes,
and then click OK.

In the Content Types section of the Form Library Settings dialog, click Add from
existing site content types.

In the Microsoft InfoPath group, select Dept Time Off, click the Add button, and
then click OK.
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Select site content types from:
Microsoft InfoPath

Availzble Site Content Types:

Description:
This is the time off request form that can be filed out at each department s

Group: Microsoft InfoPath

10. In the Content Types section in the Form Library Settings dialog box, click the
name of the Form content type, and then click Delete this content type. Click OK
to the confirmation message.

11. Browse to the new Accounting site, and then repeat steps 4 through 10.

Notice that in each of these new form libraries, as soon as the new content type was
added, all of the promoted columns appeared in the library settings as columns in the
library. Multiple libraries now exist so that Accounting and Marketing employees can go
to their respective locations to fill out forms.

Editing the Template

After a form has been created and published as a content type, it will probably
need to be modified later. How can you get to it, especially if you don't remem-
ber where the XSN file was saved on the hard disk, or if the person who created
the form no longer works for the company? Good news! It’s still possible. On the
Accounting site, click Site Settings | Site Content Types, and then click the name
of your content type. Click Advanced Settings, and then click the (Edit Template)
hyperlink.

Document Template :
(@) Enter the URL of an existing document template:

/FormSemverTemplates/Dept Time Off xsn
(Edit Template)
@) Upload & new document template:

Spedfy the document template for
this content type.
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Data
Cannections

In the following exercise, you will create data connections to submit to the Accounting
and Marketing form libraries.

SET UP In the web browser, open your SharePoint site that was used in the previous
exercise. If the Time Off Request form Time Off CT is not currently open in InfoPath
Designer 2010, browse to the location on the computer where it was saved in the
previous exercises. Right-click the XSN file, and then select Design.

1. Navigate to the new Time Off library that was created on the Accounting site, and
then from the browser's address bar, copy the URL to the clipboard.

2. In the Departmental Time Off Request form in InfoPath Designer, on the ribbon,
click the Data tab, and then click Data Connections.

3. Select the SharePoint Library Submit data connection, and then click the Modify

h
Tao SharePoint
Libarary

button.

4. In the Document Library text box, paste the URL of the Accounting document
library, and then click Next.

Tip Don't forget to remove the Forms/Allltems.aspx part of the URL.

.Data Connection Wizard 7=

This wizard helps you specify a data connection for submitting the form to a document library
on a SharePoint site. The form will be submitted with the file name specified below.

Document library:

http: f/forms.contoso. com/accounting/ Time %% 200/
Example: http:fwww.example.com/yourlibrary

FEile name:

concat{Firsthame, * *, LasthName, * *, RequestDate

Example: Status report or concat("Status Report - 7, field1)

Allow gverwrite if file exists

5. For the name of the data connection, rename it to Accounting Submit. Click
Finish, and then click Close in the Data Connections dialog.

6. Another data connection needs to be created for submittal to the Marketing site.
Navigate to the Marketing site that was created in the last exercise, and then click
the Time Off form library. Copy the URL to the clipboard.

7. On the Data tab, click To SharePoint Library. Paste the URL to the Marketing site’s
time-off form. Use the same file name syntax as was used for the Accounting data
connection, and then click Next.

Note Follow steps 5-9 from the exercise on page 173 to create the formula for the data
connection to submit.

8. Name this data connection Marketing Submit, and then click Finish.



9.

10.

& 11
12.

Publishing As a Content Type 185

Click Close in the Data Connections dialog.

Data Connections 7=

Data connections for the form template:

Marketing Submit

Convert to Connection File..

Details

MName: Marketing Submit

Type: Submit data

SharePoint library or list: http://forms. conmso com,{markeungmme%zuofff
File name {expression): concat{Firstame, ™ ", LastName, " *, RequestDate)
Allow overwrite if form exists: yes

The existing Department field will be used to determine the correct department to
which to submit each form.

Right-click the Department text box, select Change Control, and then select
Drop-Down List Box.

Department: Mianartmant 5
& Cut
52 Copy
(i Paste Options:
(YA

Rules »

formation

Split Cells...
Borders and Shading...

Change Binding...

© X HE

Change Control L4 Drop-Down List Box

Text Box Properties... IE Combo Box
EB ListBox
[0,

Option Button

Click Control Properties, and then select the Cannot be blank check box.

Click the Add button. Type Accounting, and then click OK. Add the Marketing
department, as well.

Add Choice =

Value: Marketing
Example: Sample Text

Display name: | Marketing
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13. Click Select, and then click the Set Default button on the right.

The word Yes appears in the default column. Now, when people fill out this form,
they are required to pick a department before submitting the form.

.Drop-Down List Box Properties @

Data |5ize IAdvanoed Browser forms

Binding

Field name: | Department
Data type: | Text (string) E
alidation

Cannot be blank

List box choices

(@ Enter choices manually

() Get choices from fields in this form
(7 Get choices from an external data source

Value Display Name Default Add...
et e

Accounting Accounting

Marketing Marketing

Move Up

Move Down

Set Default

oK ] I Cancel ] [ Apply ]

14. Click OK.

i
=1

15. On the ribbon, click the Data tab, and then click Submit Options. Select Perform

custom action using rules, and then click OK.
Submit

Options

Subrnit Options @

Configure options For subritting this Form

[¥] Allaw users to submit this Farm
() Send form data to a single destination
E-mail
Choose a data connection For submit:

Add... Manage...

(@) Perfarm custom ackion using Rules

Ta set rules that will run when a user subrmits the Form, on the Data kab, in the
Rules group, click Farm Submit.

() Perfarm custom action using Code "Edt Code... |

[#] Shows the Submit button in both the Ribbon and the Tnfo tab in the TnfoPath Filler,
Latel: Subrrit
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16. In the Form Submit Rules pane, change the name of Rule 1 to Accounting. Under
the word Condition, click the link text so that a condition can be added.

17. Create a condition stating that Department is equal to “Accounting”, as shown in
the following screenshot. Click OK.

Tip This text is case sensitive, so if the beginning of the department name was capitalized
in step 12, it also needs to be capitalized here.

Condition 7=
Run the rule when this condition is true:
Department lz‘ is equal to lz‘ “Accounting™ lz‘ And »

This rule is done. It states that if the Accounting department is selected, the form
will be submitted to the Accounting library.

18. While still in the Rules pane, click the New button, and then select Action. Name
the rule Marketing, and then create a condition just like you did in step 17, except
set the condition to Department is equal to “Marketing”.

19. Next to Run these actions, click the Add button, and then click Submit Data.

20. In the Rule Details dialog, in the Data connection field, select Marketing Submit
from the drop-down box, and then click OK.

Rule Details [ ][e=
Action:
£, Submit data [=]
Data connection:
Marketing Submit

21. Click Quick Publish.

The resultant behavior is that when people fill out this form, it is submitted to the
library for the department that is selected in the Department drop-down box.
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Rules v X
Form Submit B Bp @ X
=1
Accounting
I Marketing
Dretails for:
Marketing
Condition:
Department = "Marketing”
Rule type:
Action
Run these actions: *

Submit using a data connection: Marketing Submit

|:| Don't run remaining rules if the condition of
this rule is met

Try this form out by browsing to the Accounting site's Time Off library. Fill out a new
form. Notice that whichever department is chosen, the form is submitted to the appro-
priate library.

Tip Technically, a form can be submitted to any library, as long as it has been properly set up in
the data connection. The key thing to remember with the content types is that all of the form’s
column data is populated when forms are submitted.

Administrator-Approved Templates

The administrator-approved template is the last of the three methods available for pub-
lishing forms. Under certain circumstances, the Publishing Wizard will allow only the op-
tion to publish the form as this type of template, with the other options disabled.

Important Microsoft Office 365 has no interface to upload an administrator-approved
template, so this section does not apply to those of you who are using that product.

Reasons why an administrator-approved template would be necessary include the
following:

® The form contains custom code (programming done by a developer) and needs to
be a browser-based form.

® The form security has been set to Full Trust or Restricted.

® The form needs to be deployed globally, available to all site collections.

® The form utilizes data connections that connect to site collections other than the
URL where the form is being filled out.
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To deploy this type of template, an XSN file needs to be generated and given to the
SharePoint server administrator to upload to forms services.

In the following exercise, you will create an administrator-approved template and upload
it to central administration.

SET UP In the web browser, open your SharePoint site that was used in the previous
exercise. If the Time Off Request form Time Off CT is not currently open in InfoPath
Designer 2010, browse to the location on the computer where it was saved in the
previous exercises. Right-click the XSN file, and then select Design.

1. With the Time Off Request form opened in Design mode, click File, and then click
Save As.

This file will be saved with a new name because you will be deploying it differently
than the other forms in previous exercises.

2. Name this new copy Time Off Admin. Select a location on your computer, and
then click Save.

3. In the header, rename the form Global Time-Off Request Form.
4. Click File, click Publish, and then click SharePoint Server.

5. Click Next. Select Administrator-approved form template (advanced), and
then click Next.

Publishing Wizard 7 [ =2
Enable this form to be filled out by using a browser
‘what do vou want to create or modify?
() Eorm Library

Publish this form template as a template in a Form library. & form

library stores forms based on this form template, Users can open
and Fill ouk Farms in the library, You can specify which fields in the
template appear as columns in the library.

() Site Conkent Type {advanced)

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

Administrator-approved Form template (advanced)

Prepare this Form template For an administrator appraval.

< Back H Mext = ][ Cancel
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=5 Usloed form tzmplote

6.

10.

11.
12.

13.

14.

15.

Specify a file name and location. This file can be saved to your hard disk and will be
the file that is given to the SharePoint administrator. Click Browse, and then save
the file to C:\InfoPath Files. Name it Time Off Global. Click Next.

Publishing Wizard =]

Specify a location and file name for the form template:

C:\InfoPath Files{Time Off Global.xsn

o The server administrator must enable the form template for useina
browser befare users will be able to open the form in their browsers.
Choose & location on your computer or on a network share that your
administrator can access.

Tip This new file is not to be confused with the file that was saved in step 1. That file is
the one that you can edit and do further design work, later on; the file generated in step 6
is the one that is to be uploaded to Central Administration. To give this file to the server
administrator, you can either email it to him or put it in a shared network location to
which you both have access.

Click Next. Click Publish, and then click Close.

Go to Central Administration. (This step must be performed by someone who has
the necessary access to SharePoint's Central Administration site. In this exercise, it is
assumed that you have this type of server access.)

Click General Application Settings on the left.

In the InfoPath Forms Services section, click Manage form templates.

@ InfoPath Forms Services
Manage form templates | Configure InfoPath Forms Services
Upload form template | Manage data connection files
Configure InfoPath Forms Services Web Service Proxy

Click Upload Form Template, and then click Browse.

Select the Time Off Global.XSN file that you created in step 6 of this exercise, and
then click Open.

Click the Verify button so that the form will be checked for errors or issues. In the
form verification success screenshot, click OK.

When the form has been verified, click Browse, select the Time Off Global file
again, and then click Upload.

On the success screen, click OK.

Form Template Status
The form template has been successfully uploaded to the farm.
To make the form template available in a site collection,
activate the form template from the Manage Form Templates
page or from the feature activation page in the site collection.
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16. Click the drop-down box on the newly uploaded form.

Type Name

& |TimECFfG\cba\.>(sn -
El‘_,] a View Properties

El._’] d Activate to a Site Collection

%1] g Quiesce Form Template
B » % Remove Form

Deactivate from a Site Collection

17. Click Activate to a Site Collection.

Form Template Properties
Form name:

TimeOff Global
Description:
Category name:
Status:

Ready
Form 1U:

urn:schemas-microsoft-com:office:infopath: TimeOff-Global:
-myXSD-2011-06-21T02-26-58

Activation Location
Choose a site callection where you want to actvate the Site Collection: | hitp://forms.contaso.com -
form template.

Ok | Cancel ]

After it's been determined which site collections will need to have this form available,

it can be activated to those site collections. When that is done, the form will exist as a
content type at the top level of those site collections. The experience regarding associa-
tion of the content type to form libraries will be the same as it was in the exercise in this
chapter where we published a form as a content type.

Note Take a look at Chapter 12, “Managing and Monitoring InfoPath Forms Services,” for more
information about these global form templates and the concepts behind activating to a site
collection.
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Key Points

There are three different methods for publishing a form library form to SharePoint:
form library, site content type, and administrator-approved form template.

Columns can be selectively chosen to promote to SharePoint as columns in a form
library.

When promoting columns, existing library or site columns can be selected, or new
ones can be created.

By default, the only way that new forms are added to a library is by using the Save
functionality, with which end users can designate the file names.

Form validation is not applicable when forms are saved instead of submitted.

It is important to plan the syntax of the file names when creating a connection to
submit to SharePoint.

When the Save and Save As buttons are available, the form can be saved without
validation, which means that required fields are not really required.

In Form Options, there are settings with which you can disable specific ribbon
buttons.

When a form is published as a content type, it can be submitted to more than one
library.

When a form is published as an administrator-approved template, it can be
deployed and used in multiple site collections.
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7 Receiving Data
from SharePoint
Lists and Business
Connectivity Services

In this chapter, you will learn how to:
v Work with Microsoft SharePoint 2010 lists as data sources for your forms
v’ Benefit from maintaining data connections in a centralized Data Connection Library
in SharePoint
v Configure and use the External Item Picker control and Business Connectivity
Services to add information from external systems to your forms

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete

the exercises in this chapter are in the Chapter 7 practice file folder. A complete list of
practice files is provided in “Downloading the Practice Files and eBook,” on page xxvi.

Receive Data Connections

In Chapter 6, "Publishing and Submitting Form Data,” you learned about data connec-
tions for submitting Microsoft InfoPath forms to SharePoint. In this chapter, you will learn
about using data connections for retrieving data from SharePoint lists. You will use stan-
dard SharePoint lists, and you will also work with the new External Item Picker control in
your forms. The External Item Picker is used to select items from SharePoint’s Business
Connectivity Services (BCS). BCS is used to connect a SharePoint list to an external data
source such as a customer or product database.

195
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In this chapter, we will focus primarily on SharePoint list data connections. Chapter 9,
“Working with the SharePoint User Profile Web Service,” shows you how to use web ser-
vice data connections to query data from SharePoint. InfoPath offers more data source
options, such as XML files and databases, but those are beyond the scope of this book,
because we want to focus primarily on the core SharePoint scenarios.

The deep integration between InfoPath and SharePoint gives InfoPath the ability to use
SharePoint 2010 lists as secondary data connections to easily retrieve data into form
controls. For many forms, an obvious benefit of using a SharePoint list data connection
is that the data already exists and is maintained in a SharePoint list. Therefore, the form
can always pull in the most up-to-date information from SharePoint rather than trying
to duplicate the same information within your form. Also, if the data is maintained in
SharePoint, it will be much easier to allow business users to provide updates to the infor-
mation that your form consumes, without the need to actually modify the form.

Adding a SharePoint List Data Connection

-

In the following exercise, you will add a control on an existing form so that the form can
receive information from a SharePoint list.

SET UP In InfoPath Designer, in Design mode, open the form Flight Delay Form
Post Exercise 4 from the practice files location. This is the same form you created in
the last exercise of Chapter 3, “Form Design Basics: Working with InfoPath Layout,
Controls, and Views.”

In the scenario behind this exercise, you have had a request to add another field of infor-
mation to the Flight Delay form to capture the name of the flight's captain. One effective
way to handle this requirement might be to add a SharePoint receive data connection
because you already have a list of pilots’ names in SharePoint.

1. Publish the Flight Delay form to a form library in SharePoint (if it is not already).

2. Create a new SharePoint custom list in the same site. Call the list Pilot Names.



3.

Adding a SharePoint List Data Connection

Custom List
Type: List
= Categories: Blank & Custom
A blank list to which you can add your
own columns and views. Use this if

. none of the built-in list types are
Custom List similar to the list you want to make.

|P\I0t Names

= 5
Import Spreadshest
[&
|
L]
Status List

In the list, create one text column named Pilot Name.

olumn

Name and Type Column name:

|Pi|Dt Harme|

Type a name for this calumn, and select the type of infarmation you want to
share in the column,

The type of information in this column is:
& Single line of text

197

4. On the ribbon, on the List tab, click the List Settings button. Set the Require that

this column contains information option of the Title column to No.

Name and Type Column name:

Type & name For this column.
The type of information in this column is:

single line of text

Additinnal Calnmn Setings Description:

Spexify detailed options for the type of information you selected. | j

Require that this column contains information:
Coves & No

Enter the following seven pilot names in your list:

Pilot Mame
Jack smith
Mary Johnson
Doug Black
Hannah Smith
Devin lones
Sydney Johnson

Zoe Anderson
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6. Switch back to the Flight Delay form in InfoPath Designer. In the table on the top
part of the form, right-click in the area below the Reason for Delay field.

Insert » HH  columns to the Left
Delete * [l Columns to the Right
i ﬁ Raows Abave
R split Cells... E Rows Below

7. In the label area, add the text Pilot Name, and then insert a Drop-Down List Box
control. In the control’s properties, rename it PilotName.

Fields:

E [ myFields

_Flight Delay Report B B | 1 Fightpate

] Fiighthumber
] DelayReason

[

| groupl
[ group3
,,,,,,,,,,,,,,,,,,,,,,,,,, 5 [ (Choice)
Reason for Delay [serect = # (15 RepartHypesiink
# (15 ReportFileAttachment

[ng:]

iu}

o o
Pilot Name Hsalect.. Piothame [9] ~ o
o o

o

LE 8. On the ribbon, on the Data tab, click the From SharePoint List button to create a

e receive data connection on your form.
SharePoint List . .
The Data Connection Wizard opens.

9. Provide the required information in the wizard to add the Pilot Names list you
added in step 2. On the third page of the wizard, select the check box to add the
Pilot Name field.

Data Connection Wizard 21x|

The SharePoint list has the Following fields that wou can select Fram.

Select fields:

[ Title:

Pilat_Tame (Filot Mame)
D

[ Madified

[ created

[[] created_By (Created By)

[ Madified_Bv {Madified By}

[ version

[] attachments

™ Include data for the active farm only

Sortby:  [Pilot_Mame (Pilat Name) |

Sort order: (¢ Ascending
" Descending

< Back | Mexk = I Cancel |
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10. For the remainder of the wizard pages, accept the defaults, and then click Finish.

Now you need to connect the SharePoint list receive to the Drop-Down List Box

control.

11. In the properties for the Pilot Name

Drop-Down List Box control, select Get

choices from an external data source and ensure that Pilot Names is selected, as

shown in the following screenshot.

Drop-Down List Box Properties

Data |Size I Advanced I Erowser forms I

21x|

Binding

Field name: IPiIotName

Daata bype: IText (string)

Yalidation

I Cannot be blank

List box chiice:
£~ Enter choices manually
™ @et choices Fram fields in this Form
% Get choices from an external data source

= add. |

Choose the repeating group or field where the entries are stared,

|,fclfs:myFieIds,l’dfs:dataFiaIds,l’d:She 'EE |

Data source: IPiIUt Mames

Entries:
Yalue: d:Pilot_x0020_Marne .EE |
Display name: diPilat_x0020_MName FE |

™ shew only entries with unique display names

]

Cancel |

Aoply |

12. Click OK, and then press F5 to preview the form.

You should now have the information from the SharePoint list available in your

Pilot Name field.
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Flight Delay Report

Date EI

Flight Number

Rezason for Delay Select... s

Pilat Name

Devin lones
(Doue Black
Hannah smith
Jack smith
Mary Johnson
E Insertitem Sydney Johnson
Zoz Andarson

Customer Name

& Click here ta insert a hyperlink.

Submit Form |

D 13. Use the Quick Publish button to update the form library with your new and
improved form.

Now, anytime a new pilot name is added in the SharePoint list, your form will auto-
matically display the name in the Drop-Down List Box control.

x CLEAN UP You can leave InfoPath Designer open if you intend to continue on to the
next exercise. Otherwise, save your form and close InfoPath.

Note For a more sophisticated example of consuming SharePoint lists in a form, read the blog
article at http://www.sharepoint911.com/blogs/laura/Lists/Posts/Post.aspx?ID=137, which
describes how you can add multiple SharePoint list data connections in your form so that they
connect and query one another.

Data Connection Libraries

Data connections from SharePoint lists generally work great in either InfoPath filler or
browser forms. However, using data connections in browser-enabled InfoPath form

templates introduces some potential management and authentication challenges that
can be addressed by simply converting your data connections in InfoPath to Universal
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Data Connection (UDC) files. UDC files abstract the data connection information from
the form template and place the connection information in a special SharePoint library
called a Data Connection Library (DCL), as shown in the following illustration.

Search retalid Trems 7
Installed Items > . Type
office.com : Data Connection Library
: . Type: Library
Filter By: = = Categories: Data
e} .
All Types > iLi'J‘ w_J = B, 4 place where you can easily share files
e L L =] that contain information about external
Lnrany data connections.
List Business Data Connection External List Records Center
Intelligence Center Library
Page
Site
— More Options |
All Categories i =
Blank & Custom
Collaboration Report Library Survey
Communication
Content
Contoso Sites
Data 3

InfoPath 2010 uses data connections that adhere to the UDC file type. They have either a
.udcx or a .xml file extension. You can connect to various types of data sources with UDC
files, which are stored on the SharePoint server and then used as data connections in
your form templates. Using a UDC file in a Data Connection Library offers several poten-
tial benefits, including the following:

® You can publish a form template that can access data sources in a different security
domain (that is, another server). This is a very useful capability because browser
form authentication can be very challenging when crossing security domains.

® [t will be easy for you to configure data connections that work in both the InfoPath
Filler client and in InfoPath Forms Services.

® You can easily modify the UDC file to redirect data connections to new or updated
data sources without modifying all the forms that reference the UDC file. This is
much easier than having to go back and update every form template.

@ Last but definitely not least, you can have a single place to publish data connec-
tions that can be shared across multiple forms and even multiple servers. Think of a
common data source you might use in your business that might be useful in many
different forms—perhaps a list of department names, job titles, store locations, and
so on. It would be much easier to maintain the data connection and security set-
tings in one location for this type of information. All the forms in your business that
need that information can reference one UDC. Combining a UDC file and a Data
Connection Library is an excellent strategy for simplifying large or complex form
environments.
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The process for adding a UDC is actually quite simple. First, you need to have a Data
Connection Library set up in SharePoint. Assuming one is in place, you add your data
connection in InfoPath as usual. In the Manage Data Connection dialog, you simply use
the Convert To Connection File button, which will walk you through a wizard to convert
and save your connection as a UDC file.

Data Connections x|
Data connections far the Form template:
Email Submit add...
Mes.
Modify... |
Remove I
Convert bo Connection File.. . |
Corwert Lo Previous Version
- Details

Mame: Pilot Mames

Type: Retrieve data

SharePaint site: http:ffintranet. contasa. comy
Data source type: Secondary data source
Data retrieved: Every time farm is opened

Close |

You will need to provide the location of the Data Connection Library in SharePoint. In
the following screenshot, we are publishing the data connection as a UDC file named
Pilots.udcx to a library named Pilot Information.

Convert Data Connection

Convert this connection to use settings in a new data connection file stored in
a Data Connection Library on a Micrasoft SharePaint Server,

Specify the URL of the new data connection file:

|http:,i,l’intranet.contosn.com,l’Pi\ot Information/Pilots, udcx Browse.. . |

Example: http:/jdepartment/site/dataconnectionlibrary/file. udcx

Cannection link kype
¢ Relative ta site callection (recommended)

" Centrally managed conmection library (advanced)

|

2 x|

After you have done this, you can reuse the data connections in other new forms, by
using the From SharePoint Server button on the ribbon’s Data tab.
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5 F &
From SharePaint From Other Data

Server Sources~  Connectis
Get External Data

From SharePoint Server

connection to import data
y using a SharePoint Server
connedion,

Next, browse for UDC files in Data Connection Libraries, and then pick the one you need
for your new form.

Data Connection Wizard x|

Choose a site based on a SharePoint server that wou want to search for connections, For best
results, choose the site where you will publish your Form template. At runtime, the Farm will
use connection settings from the Data Connection Library that you choose,

Site: Ihttp:J‘,l’intranet.contoso‘cnmipwlotinFormation j Manage Sites...

|B Pilot Information

Conneckion Options...
~ Details

Format: UDC ¥2; Connection Type: SharePointList; Purpose: ReadOnly; Generated by
Microsoft InfoPath 2010 on 2011-09-02 at 11:52:03 by DARYISHWS00\ Administrator,

Type: SharePaint List
Allows: Receive

< Back | Next = I Cancel |

Now your new form can use the data from the Pilots Name SharePoint list data con-
nection that you created in the previous exercise. However, it's now stored in a centrally
managed Data Connection Library, and all your forms that require this information can
reference a single UDC file for their data.

New Form Using the Pilot Names UDC
Connection File

Jack Smith

Mary Johnson
Doug Black
Hannah Smith
DevinJones
Sydney Johnson
Zoz Anderson
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The External Item Picker and Business Connectivity
Services

Many companies use BCS in SharePoint to connect to external systems such as customer
or product databases and make that information available in SharePoint. BCS is different
from the previous types of data connections we've discussed in one major way: the data
resides in its own application rather than in a SharePoint list. BCS gives SharePoint (and
thus InfoPath) a “view"” into that data, but the data still resides natively in its own applica-
tion (typically a database).

Fortunately, for situations in which your company is utilizing BCS in SharePoint 2010,
InfoPath 2010 has a control called the External ltem Picker that exists specifically for con-
suming data from BCS. When added to a form, this control provides an easy way for
users to select items from the data source to which BCS is connecting. For example, per-
haps the user is filling out a customer service form, and you'd like her to select the cus-
tomer name directly from BCS rather than creating a duplicate list of that information in
SharePoint and another data connection in your form.

BCS is typically set up by a SharePoint administrator. Assuming that BCS is in place for
you to utilize, the External Item Picker has several unique advantages for the InfoPath
forms designer, including a pre-built security and data access model.

In the following exercise, you will follow the steps to add an External Item Picker control
on to a form and set the control properties so that you can select an item from an ex-
ternal data source via the BCS. This exercise makes some assumptions about configura-
tion work that is already done on your system to set up an external content type (ECT)
in BCS. The ECT uses XML to define data that is stored in an external system, such as a
Microsoft SQL Server database. If you're not the SharePoint administrator, you will need
to work with that person to gather some information that is required—and perhaps
provide some instructions about how you need the ECT configured to make it work with
InfoPath.

Q SET UP Open InfoPath Designer.

1. Create a new blank form, and then publish it to a form library in SharePoint.

2. Add an External Item Picker control to your form.

3. Right-click the control, select the control properties, and then click the General tab.
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External Item Picker Properties 21xl

‘Data  Generdl | Other Settings | Size | Advanced

External Ikem Picker Configuration

Specify settings that will be used by this contral ko retrieve external data. Fields marked with (*) are required.

External Content Type (ECT) Properties

ECT Mamespace (*}: I http:ffintranet/sices/insights/salesorders

ECT Name (*): |Salas Order DB

System Instance Mame (*): | InsightsDema_COE

Findet Mame: | Filker

Specify a Finder MethodInstance name.
Display Field Hame: I Customer Contact

Specify the Field ta be shown an the control, Examples: Address, or Address.Street
SharePoint Site URL: I

SharePoint site to retrieve external data fram, Example: http: fiservernameSiteMame
Mote: Used anly if this Form is not published ta a SharePaint site.

External Data Picker Appearance

Dialog Title:

Texk that will be shown in the title of the picker dialog.
¥ Shaw More Results If enabled, users can browse for items not available in the Local Cache

Maximum Mumber of Results: 100 3: Mazximum number of items that will be shown in the dialog,
360 =
il

Refresh Inkerval {in minutes): 3 The frequency ka refresh the cache.
Maximum Mumber of Lines: 3 Visible lines in the picker contral for multiple seleckion.

oK I Cancel | Apply |

This page includes several properties that you will need to gather from your
SharePoint System Administrator. The easiest way to collect these properties is by
going to SharePoint Service Applications in Central Administration and choosing
Business Data Connectivity Services.

Business Data Connsctivity Service Business Data Connectivity Service Application

Click the specific ECT to which you want to connect. The following screenshot,
shows an ECT with the name Sales Order DB.
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External Content Type Information &

Key infarmation about this external content type.

MName Sales Orcler DB

Display Mame Sales Qreler DB

Mamespace Itk Vintran et sites finsiahts salesorders

Wersion 1700

Tlentifiers arcler ID(string)

Office Item Type IGener\-: List ;I
Offline sync for edamal list IEnaI:Iec\ ;I
External System InsightsDemo_OF

External Content Type Operations @

Usethis part to manage the operations of this external content type,

This external content type has read, write and search capabilities, You may associate it
with other external content types by creating an Association operation fram the
Operations Design View.

Mame | Type | Data Source Object |
Create Create SalesOrders
Reac Ttem Reac Ttem SalesOrders
Update Update SalesOrders
Delete Delete SalesOrders
Read List Read List SalesOrders

5. Gather the following information from the External Content Type Information
page:
O Name
O Namespace
O External System

6. Switch back to InfoPath, with the properties of the External Item Picker control
still open. Then do the following:

O Populate the ECT Namespace field with Namespace.

O Populate the ECT Name field with Name.

O Populate the System Instance Name with External System.

O Skip the Finder Name for now; you will add that data in a later step.

O Populate the Display Field Name with the actual database field that you'd
like to use in the control. If your administrator used SharePoint Designer to
create the ECT, you can easily go to the properties of the ECT in Designer and
see all the available fields, as shown in the following screenshot. In this exam-
ple, it is Customer Contact.
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Fields -

& list of the fields that were defined in the operations of this external content type,

Field Mame |Type |
OrderID System.String

Custamer Name System, string

Customer Contact System.5tring

Billing Address System.5tring

Billing Phone System.5tring

Billing Email System.String

Quantity Ordered System.Mullable= System Int32
Quantity Shipped System.Mullable= System. Int32
Total Cost System.Mullable= System.Decimal
Order Date System.MNullable= System.DateTime
Order Status System.5tring

Procuct Detail System.5tring

Target Ship Date System.Mullable= System.DateTime
Procurement Manager System.String

Sales Manager System.String

Shipping Adedress System.String

Shipping Vencar System.String

Shipping Methad System.5tring

7. In the control properties dialog box, switch to the Other Settings tab. Ensure that
the Refresh on Open check box is selected, and then switch the Picker Mode
drop-down box at the bottom of the page to Connect to External Data Source
through SharePoint. You need to set it that way because you are using BCS in
SharePoint.

External Item Picker Properties 21 x|

Dato | General Other Settings |size | Advanced |

External Item Picker Advanced Configuration

Specify optional settings that wil be used by this control ta retrieve exteral data.

‘Assoiation Name: [
Th F the Association which this nits.
External ltem Locatian: |
The valid ¥Path Iocatian within this Form where the External Data Item wil be stared.
Display Field Location: [

T vl 5P ally will iy Uiis Fonn vl e Ui Displary Field vell Le stored.

Identifier Location
Thie defines the location whers sach Identifier will be ctored, This must be a walid ¥Path within thic Form.

Identifier 1:

T lifier 23

Identifier 3:

Identitier 4:
Identifier 5:
Additional Settings

Default Query: ]
This query s executed each tine the Picker didkog is opened. If a default query is not specified, a tems will be retrieved.

¥ Query By Default TF enabled, & query will be automatically executad on behalf of ths user.
I~_llow Multple Selactiors  IF enabled, users can select mutipls items from the Picker dislog.

g wthe Form,
[ [connect o External Data Souree through ShareFaint | ]

ok | cancel Apply




208

Chapter 7 Receiving Data from SharePoint Lists and Business Connectivity Services

8.

10.

Switch back to the General tab.

You are almost finished, but to have your control work properly, one very impor-
tant field remains to be filled out: the Finder Name field. The Finder Name is
equivalent to a filter on the ECT. This gives the user the ability to search for infor-
mation in the control. If you do not configure a filter, the user will be presented
with a list of all results from the database, and he will have to scroll through them
all rather than simply searching.

If your administrator has already defined a filter on the Read List operation of the
ECT, add the filter name to the Finder Name field in the External Item Picker
Controls Properties dialog box. In this example, the filter name is simply Filter.

Note If you do not have a filter on the ECT, see the instructions that follow this exercise
for instructions on how to add a filter, and then return to step 9.

Finder Mame: I Filter

Specify a Finder MethodInstance name.

Click Apply, and then OK.

You should be back on your form design surface. Use the Quick Publish button to
update the form library with your new form. If you go to the form library and
create a new form instance, you should be able to use the External Item Picker
control to browse and search for data from the external system.

External ltem Picker Example
| BE

,g Choose Sales Order DB -- Webpage Dialog x|
Find IFiller vlJuhn o
Customer Name Customer Contact
FK Aerospace John Kane
Morthend Traders John Steel
FK Aerospace John Kane
Morthend Traders John Steel

FK Aerospace John Kane

Found 5 matches.
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Tip Do not be discouraged if this control doesn’t work properly on your first, second, third, or
even tenth attempt. It is one of the most complex InfoPath controls. Several moving parts need
to be set just right in SharePoint and InfoPath to make the External Item Picker work properly.
Verify that you have entered everything accurately at every possible point along the way.

x CLEAN UP Save your form, and then close InfoPath Designer.

Adding a Filter to a Business Connectivity External
Content Type

Part of the reason the External Item Picker control is so daunting for new forms design-
ers is that it requires knowing exactly which information from the ECT in SharePoint must
be added to the control properties so that everything works correctly. That information
was covered in the previous exercise. In most cases, an ECT will be created either in
Microsoft Visual Studio or SharePoint Designer 2010. In either case, the developer or ad-
ministrator should be able to give you the necessary data. However, to make the External
Item Picker work as intended, the one extra step that you might need to ask them to
take is to add a wildcard filter so that your users can search for the information. The filter
must be added in a very specific manner for it to work properly. The screenshots included
in the following exercise are from an ECT that has been set up in SharePoint Designer.
The instructions will provide the steps necessary for you or your SharePoint administrator
to add the filter to new or existing ECTs.

4 SET UP Open the SharePoint site you want to work with in SharePoint Designer.

1. Select the appropriate ECT; in this case, it is Sales Order DB.

Flle Extemal Content Types

§ @ B B B

Extemal  Extenal | Edit Edtemal Delete Expart BDC
Content Type  List | Content Tipe Model
New Edit Manage

i ¢ | /Tl 5= orderpe )/ [ Evternal Content Types 19

Site Ohjects ~ = ¢} insights Demo b Fetemal Cantent Tipes b

@ Insights Demo Name = | External System - | Type ~ | Mamespace_~

7 tists and tibraries http://intranet.contoso.com/sites,/sp201 Dpillars/projects/m300digitalcamera

G5 Worlflows ) Crebasn Tnwentary Cantnsn_Tnuentny Datahase Bitpeffinkranek ranknsn.ramsites fsnon i npllarsn i
3 SitePages

13l Site Assets hitp:/fintranct/sites/insights/ddives/bcs

& Content Types [ 0DC Deep Dive Customers Database Rttps ffinkranet/sitesinsightsjddivesibes

[ site Calumns R o

[E] Crtemal Cantent Tpes P/ fintranet/ = s

[2] DataSources L) B 0_0Of Database

= Master P

=] HIErs hitp:/ fii de il i/bl buydesk

=) Page Layouts -

B site Groups [ eraduct FrocurementData Datsbass  httpojiippmdogfaod/sitesfansonhifblusyonderibuydssk
B subsites J Product Cotegories FracurementData Database httpsfippmdogfood/stesfansanhifblusyonderbuydask
3 AR ) Product Subrategories ProcurementData Database hitp:ffippmdogfood/sies/ansonhifblueyvonderjbuydesk

iles
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2. In the External Content Type Operations dialog box, double-click Read List to
open the Read List Operation Properties Wizard.

Extarnal Content Type Operations “
Use this partto manage the operations of this external content type.
This external content type has read, write, and search capabilities. You may associate it

with ather external content types by creating an Assadation operation from the
Operations Design View,

Fame |Type Data Source Object
Create Create SalesOreers
Read Item Read Item SalesOrders
Update Update SalesOrders
Delete Delete SalesOrelers
Read List Read List SalesOrders

3. On the Filter Parameters page of the wizard, set your configuration as shown in
the following illustration.

The name of the filter will be the same name that you use to populate the Finder
Name field in the External Item Picker properties in InfoPath. The Data Source
Element and Filter field should be set to the same field from the database as the
one you want the picker control in InfoPath to display.

2ix1
Operation Properties Filler Pararmelers Conliguralion
Filter Parameters Configure fiter parameters and default values to define the defaut behavior of the query and enable user customizations.
Filter Parameters Properties
Retum Parameter Operator Element [ Fiter | [ pata Source Element: [oustomer o =
~| Customer Contact  Fier: Wideard
MET Type: System.String
Filter: Filter: Wildcard
Default Value: <Nones> -
Filter Configuration 20X
& € Mew Filter |
v % Use Existing |F|hr ;l
Fiker Properties
Filter Type: |widcard -
Filter Field: [ Customer Contact -

I™ Tgnore filter if Value is:

@ Wyl € Custom value: I
I™ s Default

I™ Case Sensitive

¥ Usc to creake makch list in cxternal ikem picker

Errors and W:

| 4, Itisstron

‘may resuk in large result
sets.
|8, Thedata: pore: data than you want
herase b

ensiire the: query wil
e Coca

4. On the Return Parameter page, ensure that you have selected the appropriate
Data Source Element option and that the Show In Picker check box is selected.
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Operalivn Froper lies
Fiter Parameters

Return Parameter

Return Parameter Configuration
[¥ DataSource Elements

v 7 Order ID
[ ] Customer Name

[¥ 2 Billing Phone

[ 2 Billing Email

[¥ 2] Quantity Ordered
¥ = Quantity Shipped
[¥ S Total Cost

¥ 2 Nrder Date

[ CIf] Order Status

[ 2l Product Detail

[¥ Sl Target Ship Date
[¥ 2] Procurement Manager
¥ 2 Sales Manayer

[¥ oI Shipping Address
[ 2 Shipping Yendor
[¥ S Shipping Method

Properties

Uata source Element:  Customer Contact

\NET Type: System.String
Map to Identifier: r
Field: [Custamer Conact

L L]

Display Nare: ICustUmel Contact
Furcign Ientifier:  (Click to Add)
Required: ]

Read-Only:

[

Show In Picker:

Timestamp Field:

]

5. When you've completed the Read List Operation Properties Wizard, save your
changes in SharePoint Designer. This will update the ECT properties in BCS and

allow your form to filter on the data source.

x CLEAN UP Save your form, and then close SharePoint Designer.

Key Points

InfoPath 2010 provides very tight integration with data in SharePoint lists.

SharePoint lists are easily maintainable by business users and are thus a great way
to ensure that the data in your forms is current.

Data Connection Libraries make the administration of data sources much easier by
centralizing security and management.

By using the External Item Picker control, InfoPath can consume data from external
systems through SharePoint 2010 BCS.




Chapter at a Glance

Feedback Form
| Subject:
Create a simple feedback ;  Feedback Comments: 5
form, page 223
| Category
: Select... -
InfoPath Form Web Part -

Select a Form Configure the InfoPath

) Form Web Part,
To display an InfoPath form, open the tool
pane and specify the location of the form. page 221

Click here to open the tool pane

Feedback Form

Sclect  Type  Name Modified Feedback Form
Subject:
Ay antner 5/7/2011 7:26 PM Blog Ervar
Learn about Web Part
. —_— G  BlogError  5/11/2011 10:50 PM Feedback Comments:
connections, R The comments on the blog site give me an error each time | post 3
Py &l test 3 5/7/2011 8:13 PM new comment.
page 224
Ay Test 5/7/2011 7:08 PM
Feedback Calegury.
Complaint [=]
& Add document

Select a field [® =]

Field to use as Web Part Connection Parameter:
E [ myFields

=] Subject*

=] FeedbackComments

= Category

Create an input
parameter,
page 227

Parameter name:
|Departrner1t

Parameter type:

@ Input

@ Qutput

() Tnput and output




8 Using the InfoPath
Form Web Part

In this chapter, you will learn how to:
Configure Web Part settings
Create Web Part connections
Create form parameters

AN NI NN

Utilize other browser form parameters

Newly introduced in Microsoft SharePoint 2010, you can use the InfoPath Form Web Part
to insert a browser-based form directly onto a page on any site in SharePoint Enterprise
or Microsoft Office 365. These types of forms are not available in SharePoint Foundation.
When you have the ability to display an interactive form directly on the site, it makes

the form more readily accessible for users to fill it out. Any browser-based forms will be
available for display in this Web Part. This includes administrator-approved templates
that have been uploaded to forms services in Central Administration, forms that have
been published as content types in the site, form library forms, and even SharePoint list
forms that have been converted to use InfoPath.

Practice Files No practice files are required to complete the exercises in this chapter.

When working with SharePoint lists whose forms have been customized by using InfoPath,
the interface that is seen on the display, edit, and new forms is actually the InfoPath Form
Web Part on a page. Not only can you fill out forms on these default pages, but custom Web
Part pages and other ASPX pages can be created. These types of interfaces and mashups
are very useful when creating custom business solutions.

213
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Web Part Settings

After the InfoPath Form Web Part has been inserted onto a page in SharePoint, the Web
Part settings are used to configure it further. Not only can the specific form from the site
be selected, but a form view can also be chosen, along with even more customizations
regarding the display and behavior of the form.

In this section, each Web Part setting will be described. The following illustration shows
an example of the Web Part tool pane for the InfoPath Form Web Part properties that
has been added to a page.

4 InfoPath Form Web Part x

InfoPath Form R

Use this Web Part to fill out an InfoPath form
that has been published to a SharePoint list or
document library.

List or Library:
Check Reguest =l

Content Type:

Form El

[#] Show InfoPath Ribbon or toolbar

[#] Send data to connected Web Parts when
page loads

Select the form view to display by default.

Views:
New (default) El

Leawve the form open

@ List Or Library This option allows for the selection of a form that has been previ-
ously published to the site. For a form name to exist in this list, one of the following
conditions must be met:

O A SharePoint list on the current site has been customized to use an InfoPath
form instead of the default list form.

O A form has been published directly to a form library on the current site.

O A form that was published as a content type or an administrator-approved
template has been added as a content type in at least one library in the cur-
rent site.

® Content Type If more than one form content type exists in the selected list
or library, choose the name of the specific content type to be displayed in this
Web Part.
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® Display A Read-Only Form (Lists Only) This option can be used only if the
selected form is associated with a SharePoint list, as opposed to a library. Choose
this if the form simply needs to be displayed on the page and not filled out.

® Show InfoPath Ribbon Or Toolbar When this check box is selected, the con-
textual ribbon is enabled. This means that while the form is actively being filled
out or selected, the ribbon at the top of the browser window displays context that
is relevant to form submittal. The following illustration shows an example of the
contextual toolbar when a list-based form is being filled out.

Site Actions * @  Browse Page

2 33 Copy ’ Current View:
H B8 O A
— # Cut d

Save  Close Paste Delete
Item

Commit Clipboard Actions Views

Tip When this Web Part option is selected, the interface on the page is a bit awkward,
especially if the InfoPath Form Web Part is not close to the top of the page. When the
form is being filled out, the site visitor would need to look at the top of the page, on the
Edit tab on the ribbon, to find the Save or Submit button when the form is ready to be
submitted. To avoid confusion during form submittal, you can clear the Show InfoPath
Ribbon Or Toolbar check box. In this case, a Submit button would need to be added to
the form.

® Send Data To Connected Web Parts When Page Loads This check box is
relevant only when Web Part connections are used in relation to the InfoPath Form
Web Part. When filter data is being sent from this Web Part to another, any default
value that exists in the form when the page first loads is sent to the connected Web
Part. This results in the consumer (receiving) Web Part being automatically filtered
to show that default value in the form.

® Select The Form View To Display By Default Select the desired form view to
display in this Web Part. Read more about form views in Chapter 3, “Form Design
Basics: Working with InfoPath Layout, Controls, and Views.”
Tip Because this Web Part will display the selected form view in its original size, a smaller
view can be created specifically for use in this Web Part. In the form, create a new view
and reduce the size by narrowing the tables and removing any unnecessary spacing. Learn
more about views in Chapter 3.

® Submit Behavior You can choose the action to be performed after the form has
been filled out and submitted:

O Close The Form After the form is filled out, the form is replaced with the
following gray text: The Form Has Been Closed.

O Open A New Form As soon as the form is submitted, a new blank form
appears.
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O Leave The Form Open The form is submitted to the list or library, but it
remains open with no indication that the data was submitted. Site visitors
might end up submitting the same form multiple times if it's not obvious that
the form submission occurred.

Tip If the Submit options in the Form Library form are not enabled, the Submit

Behavior drop-down box will be disabled. In that case, the defined actions behind
the form’s Submit button rules will apply.

In the following exercise, you will create a new SharePoint 2010 sample site and a simple
form library form that will be used to capture website feedback from site visitors. This
form will be used in the rest of the exercises in this chapter.

6 SET UP In the web browser, open your sample SharePoint site so that a new subsite
can be created.

Hew Site
1 T
2.
|
=
SharePaint Farm
Library
\ 3.
n-i 2 4
Design °
Farrn

Click Site Actions, choose New Site, and then create a site using the Document
Workspace template. Name the site Test Feedback.

From your computer’s Start menu, open InfoPath Designer 2010. On the New
menu (on the left), select SharePoint Library in the Popular Form Templates
section.

Click Design Form on the right.

In the Fields pane on the right side of the screen, right-click myFields, and then
choose Add.

Create the fields listed in the following table by repeating step 4 for each, with
Subject being the only required field.

Name Data Type
Subject Text
FeedbackComments Text
Category Text

In the main area of the form, press Ctrl+A to select everything on the form, and
then press Delete to delete the form content so that the form is completely blank.

On the ribbon, on the Insert tab, click to expand to see more tables, and then
select the table called Single-Column Stacked 2.

E“ lg J Ll @S =’l _I |7 (Design) Forml - Microsoft InfoPath

Home Insert Page Design Data Developer

Tables
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Width
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In the heading of the table you just inserted, type Feedback Form.

On the Layout tab, narrow the entire table to a width of 410 px, using the Width
button, and then click OK.

Table Properties 7=

Table |Row | Column | Cell

Size

Column A:
Column widthis: |410 px Iz‘

Previous Column Next Column

From the Fields pane on the right side of the screen, drag the Subject field to the
next row of the table, under the heading.

O
Feedback Form

Subject:

Drag the Feedback Comments field to the next row down, and then double-click
to select this Feedback Comments text box. On the ribbon, check the Properties
tab, and then change the height of the text box to 50 px.

Z1] Height 50 px

7 Width 100 %

] Margins
Control Size

Click the Control Properties button, and then on the Display tab of the text box
properties, select the Multi-line check box and click OK.

This ensures that if more than two rows of text are typed, the box will expand to
accommodate more text.

Text Box Properties

|Data | Display |se | advanced | Browser Forms |

Options

Placeholder:
Example: "Click here and type."
[T read-anly
Enable speling checker
(7] Erahle AukaCamplete

Multi-line

=l Gmit text box ko |1 characters
Move to next contral automatically when limit is reached

Alignment: Left Iz‘
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13. Drag the Category field to the last row of the table.

14. The Category field needs to be a drop-down box instead of a text box, so right-

click the text box, choose Change Control, and then choose Drop-Down List Box.

Feedback Form
Subject:

Feedback Comments:

Category:
Select...

15. To add the category choices, click to select the Category Drop-Down List Box

control. Press Alt+Enter to quickly open the control properties.

16.

In the Drop-Down List Box Properties window, use the Add button to add two
choices: Suggestion and Complaint. Click OK.

Drop-Down List Box Properties 7= ‘

Data |Size IAdvanoed Browser forms

Binding

Field name: | Category

Data type: | Text (string) E
Validation

[] cannot be blank
List box choices

(@) Enter choices manually

() Get choices from fields in this form
() Get choices from an external data source

Value Display Name Default Add...
Select... Yes

Suggestion Suggestion

Complaint Complaint

Now the form is ready to publish to SharePoint.
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17. On the ribbon, click the File tab, choose Publish, and then choose SharePoint
Server.

18. Publish the form to a new SharePoint form library called Feedback Form on the
site that was created in step 1.

For more information about details of the publishing process, please refer to Chapter 6,
“Publishing and Submitting Form Data.” When you are prompted to save a copy of

the XSN file to the file system, be sure to remember that location. On the Property
Promotion page of the wizard, add all three fields in the form to be promoted.

x CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to

-

7
To SharePaint
Library

the next section of this chapter. Otherwise, close InfoPath Designer and the browser.

Now that the basic feedback form has been created, it can be used to gather feedback
information. However, the form does not have any submit functionality yet. The next
step in this process is the creation of a data connection so that the form can be filled out
and submitted to SharePoint.

In the following exercise, you will create a data connection, and then you will add the
InfoPath Form Web Part to the home page of your site so that it is intuitive and easy for
users to fill out the form.

SET UP In the web browser, browse to the Test Feedback SharePoint site that was
created in the previous exercise. Open the previously created form in Design mode
by using InfoPath Designer 2010. In step 18 in the previous exercise, the XSN file was
saved to the file system. To open the form in Design mode, right-click this XSN file
and then choose Design.

1. In InfoPath, on the Data tab, click To SharePoint Library.

2. Create a submit connection to the Feedback Form library that was created in
step 18 of the preceding exercise. (More detailed information about data connec-
tions can be found in Chapter 7, "Receiving Data from SharePoint Lists and Business
Connectivity Services.") In the Data Connection Wizard, be sure to select the
default setting of Set as the default submit connection.
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Data Connection Wizard %=
Enter a name for this data connection:
SharePaint Library Submit

Set as the default submit connection

Summary

Type: Submit data

SharePoint library or list: http:f/portal.contoso.com ftestfeedback/feedbadkform/
File name (expression): Subject

Allow overwrite if form exists: yes

[ < Back ][ Einish ][ Cancel

E_% 3. On the Data tab, click the Submit Options button.
Submit 4. Click the Advanced button, and then select the Show this message if the form is
Options

submitted successfully check box. For the After Submit drop-down box, change
the selection to Open a new form, and then click OK.

Submit Options

7 =]
Configure options for submitting this form
Allow users to submit this form
@ Send form data to a single destination
SharePoint document library IZ‘

Choose a data connection for submit:

SharePoint Library Submit lz‘

() Perform custom action using Rules

() Perform custom action using Code Edit C

[7]Show the Submit button in both the Ribbon and the Info tzb in the InfoPath Filler
Label: Submit

[¥] Show this message if the form submission fails:

The form cannot be submitted because of an error,

[¥] Show this message if the form is submitted successfully:

The form was submitted successfully.

After submit:

Open a new form

@ ﬁ."’ # 5. Use the blue Quick Publish button to publish the latest changes to the form.

- 6. On the home page of the Test Feedback site, click Site Actions, and then choose
Edit Page.
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In the right zone of the page, click Add a Web Part.
Add a Web Part

In the Categories of Web Parts, on the left, select Forms. In the Web Parts sec-
tion on the right, click the name of the InfoPath Form Web Part to select it, and
then click the Add button.

Now that the Web Part has been added to the page, it needs to be configured to
show the Feedback Form that has been published to the site. Click the Click here
to open the tool pane link.

InfoPath Form Web Part -
Select a Form

7 To display an InfoPath form, open the tool
| pane and specify the location of the form.

Click here to open the tool pane

In the Web Part tool pane on the right side of the screen, in the List or Library
drop-down box, choose Feedback Form. The Content Type field will have a
default value of Form because it is the only content type in the library.

Verify that the Show InfoPath Ribbon or toolbar check box is selected. The Views
drop-down box will default to View 1 because that is the only view in the form. In
the Submit Behavior drop-down box, choose Open a new form.

4 InfoPath Form Web Part x

InfoPath Form A

Use this Web Part to fill out an InfoPath form
that has been published to a SharePoint list or
document library.

List or Library:
Feedback Form =]

Content Type:

Form El

Show InfoPath Ribbon or toolbar

Send data to connected Web Parts when
page loads

Select the form view to display by default.

Views:

View 1 (default) =l

Select the action to perform after a form has
been submitted.

Submit Behavior:
Open a new form =]
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12. Expand the Appearance section in the Web Part tool pane. In the Title box, type
Feedback Form. At the bottom of the InfoPath Form Web Part tool pane, click OK.

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close InfoPath Designer and the browser.

Now that a form has been created and inserted on the home page as a Web Part, it can
be tested. Fill out the form with some test information. On the ribbon in the browser (at
the top left of the screen), click Submit.

When a form must be submitted by using the default submit button on the Toolbar, it
can be a bit confusing to end users, depending on the location of the form Web Part on
the page. In the following exercise, the form will be modified so that the submit button is
on the form itself, and not the ribbon.

SET UP In InfoPath, open up the Feedback Form created in the previous exercise,
and make sure that the form is in Design mode. The following exercise is a
continuation of the steps that were already completed.

1. In the InfoPath form, position the cursor in the last cell of the table that contains
the Category drop-down box. Press the Tab key on the keyboard to create a new
cell at the bottom of the table.

2. On the ribbon, on the Home tab, click the Button object to insert a button on the

form.

Input

[abl Text Box 25 Rich Text Box EB prop-Down List ...
TH Combo Box [¥ Check Box (& Option Button
T Date Picker [ED Date and Time Pi... [&=] Multiple-Selecti...

| EH List Box i3 Bulleted List i3 Numbered List
5 Plain List ﬁ Person/Group Pi... 'E‘J External [tem Pic...
Objects

(= Picture Button J Caleulated Value
@ File Attachment  [3] Picture & Hyperlink
‘Containers

IQI Section Optional Section H Repeating Section

ﬁ Repeating Table @ Chaoice Group @ Choice Section

3. Also on the Home tab, with the new button selected, in the Format Text section,
click the Center text button to center the text, which will align the button in the
center of the bottom row of the feedback form.

Category:
Select... -
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4. Double-click the new Button button, which will open the Properties tab in the
ribbon. In the Action drop-down box, choose Submit.

This automatically changes the Label value to Submit.

Label Submit =0
Action | Submit - ;

Submit
[ Control Properties  Actions

Button

5. Click the Quick Publish button to publish the changes to SharePoint.

6. Now that the form has been modified and published, in the browser, refresh the
Test Feedback site home page. Click the drop-down box at the upper-right corner
of the Feedback Form Web Part, and then choose Edit Web Part, which will open
the Web Part tool pane on the right side of the screen.

Minimize
Close
X Delete

Connections  #

Export...

7. In the Web Part tool pane, clear the Show InfoPath ribbon or toolbar check box,
and then click OK.

Show InfoPath Ribbon or toolbar

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close InfoPath Designer and the browser.

Notice that now when the form is filled out, you have an obvious submit button to click,
which will make more sense to people visiting the site. When the form is filled out and
submitted, the data will be stored in the Feedback Form form library.

Feedback Form

Feedback Form

Subject:

Feedback Comments:

Category:

Select... lz‘
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Web Part Connections

In the first part of this chapter, you learned how to add one Web Part to a page. When
multiple Web Parts are placed on a page, Web Part connections can be created between
Web Parts. These connections allow the passing of filter data or parameters from one
Web Part to another.

In this section, you will learn how to connect an InfoPath form Web Part to another Web
Part, and you will see that you have several methods for accomplishing this. The follow-
ing options are available when a new connection is created:

® Send Data To This flyout menu will display choices of all of the Web Parts on the
page that this Web Part can send data to. This option is to be used with form library
forms that contain output parameters.

Note Parameters are described later in this chapter, in the "Parameters” section.

® Get Form From When this option is selected, the Web Part will be filtered to
show one form that already exists in the list or library. The Web Part selected must
be a list view Web Part of the form library in which this form is located. The end
result is that the desired form is selected in the list view, which will display the
associated filled-out form in the InfoPath Form Web Part. The black double-arrow
icon in the Select column on the left, as shown in the following illustration, is the
selected item indicator.

Feedback Form

[ Select Type  Name Mndified Feedback Form

Subject:

=5 th 5/7/2011 7:26 PM
B e Blog rror
L1 ) Blog Error S0 PM Feedback Comments:
e The comments an the blog site give me an error each time | post 3
L:*) & test 3 new comment.
i B Test 5/7/2011 7:08 FM
Feedback Category:
complaint [=]
4 Add document

Note If a non-form library Web Part is selected in this connection, the following error will
be displayed: The Web Part Cannot Find An InfoPath Form In The Specified Location.

® Get Data From This option can be used only if parameters have been defined in
the InfoPath form, and this applies only to form library forms. InfoPath forms based
on SharePoint lists cannot receive form data. You cannot receive data from more
than one Web Part on a page.
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Parameters

What are parameters in InfoPath? A parameter is data that is passed from outside of
the form, to be consumed by the form. This piece of information is received in the form,
either affecting the behavior of the form as a whole or being passed into one of the
fields that has been deemed one of the form parameters.

Parameters are defined during the publishing process and can be set as input, output,
or both. The top section of the following screenshot is the familiar property promotion
area, and the section on the bottom, new in SharePoint 2010, is used for the creation of
parameters.

Tip Parameters are not an option in SharePoint list forms.

Publishing Wizard =
The fields listed below will be available as columns in SharePoint sites and Cutlook:
folders.

Column Name Add...
Feedback Comments

The fields listed below will be avaiable as SharePoint Web Part connection parameters.

Parameter Name Parameter Type Add...
Subject Input / Qutput

To send data from the form, one Web Part to another Web Part, an output parameter
must be used. To retrieve data from other Web Parts, an input parameter must be used.

In the following exercise, you will create a new field in the previously created form, mak-
ing this field a Web Part connection parameter. Then you will pass a parameter from the
Current User Filter Web Part to the InfoPath Form Web Part on the home page. The cur-
rent user filter Web Part will be used to capture the department name of the currently
logged-on user, passing it into the form.

Tip In the following example, you will be displaying the value of the passed parameter as a
text box on the form. This part is not required, because the form can still receive the parameter
information without the need to display that information in the form.
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9 SET UP Open the previously created Feedback Form in Design mode. This exercise
builds on the previous exercises in this chapter.

1.

2.

% 5.
SharePoint
Server

In the list of fields in the pane on the right side of the screen, right-click the
myFields group, and then click Add to open the Add Field or Group dialog.

Name this new field Department, and then click OK.
e izl

Mame: Department

Type: =] Field (element) lz‘

Data type: Text (string) lz‘

Default value:

Example: Sample Text
|:| Repeating
[7] cannot be blank (%)
Non-empty occurrence required

In the form, position the cursor next to the word Subject in the third row of the
table. On the ribbon, click the Layout tab, and then click Insert Above.

Drag the new Department field from the Fields pane to the new empty row of
the table.

Feedback Form

Department:

Subject:

Click the File menu at the top left, choose Publish, and then click SharePoint
Server.

Note In this exercise, you will be using the Publishing Wizard instead of the Quick
Publish button, because the option to select parameters is one of the steps in the
Publishing Wizard.

Click Next through three screens of the Publishing Wizard, until you see the page
in which you can select fields to publish as columns.

Click the Add button to add the new Department field to the top list of columns.

Also click Add to add the Department field as a parameter in the bottom section.
Department will be an input parameter. Click OK.



Parameters 227

Select a field @

Field to use as Web Part Connection Parameter:
= [ myFields

=] Subject™

] FeedbackComments

] category

& Department

Parameter name:
Department
Parameter type:

@ Input

) Qutput

(7 Input and output

Four columns appear in the top section and one parameter in the bottom section.

Publishing Wizard @
The fields listed below wil be available as columns in SharePaint sites and Outlock
folders.

Column Name m
Feedback Comments
Department

The fields listed below will be available as SharePoint Web Part connection parameters.

Parameter Name Parameter Type Add...

Department Input

< Back ][ Mext = ][ Cancel

9. Click Next.
10. Click the Publish button, and then click the Close button.

» L 11 Go back to your Test Feedback site in the browser. When you refresh the web
page, you'll see that the Feedback Form Web Part has now been updated to dis-
play the new Department field. Click Site Actions, and then choose Edit Page.
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12. In the right zone on the page, click Add a Web Part.

You will be adding the Current User Filter Web Part to the page, and it does not
matter which zone it is placed in because it will not actually be seen on the page.

Add a Web Part

13. In the Categories list on the left, select Filters. In the Web Parts list, select Current
User Filter, and then click Add.

Categories Web Parts About the Web Part
(&3 Lista and Librarica =)

£ Bus

s Data

3 Content Rollup
[ Documsnt Sets
[ Fiters

»

Add web Parl Lo Right [=]
[ [ corca |
14. After the Web Part has been added to the page, it must be configured before it has

any functionality. In the upper-right corner of the Current User Filter pane, click
the arrow, and then click Edit Web Part.

[E# Current User Filter

M, @ This filter is not connected. Minimize
K o ) Close
i) @ This is a context filter.
K Delete
Form EF Edit web Part

Connections ¥

Feedback Form Export...

By default, the Current User Filter stores the value of the current user’s logon

name, with the syntax of DOMAIN\username. You need to obtain the logged-on
user's department name.

15. Change the SharePoint profile value for current user drop-down box to

Department.
4 Current User Filter x
Filter H

Learn about filter web parts

Filter Name

Current User *

Select value to provide
7 Current user name
Example: contoso\laura

@ SharePoint profile value for current
~ user

Department =] *



X!

Stop Editing

-

16.

17.

18.

19.
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Click OK at the bottom of the Web Part tool pane.

Now you need to create a Web Part connection between the filter Web Part and
the form Web Part.

With the page in Edit mode, in the upper-right corner of the Feedback Form, click
the black drop-down arrow. On the flyout menu, select Connections | Get Data
From | Current User Filter.

=

Minimize
Close
XK Delete

Feedback Form

£ Edit web Part

Send Data To
Get Form From
Get Data From

Connections 4

Export...
Links

TS
Anncuncements

Feedback Form

Current User Filter

On the Configure Connection page, the consumer field name of Department will
already be selected because Department is the only input parameter that has been
created for this form. Click Finish.
€ | Configure Connection -- Webpage Dialog ‘El

Connection Settings

Provider Field Name Current User
Consumer Field Name Department -

With the page still in Edit mode, in the connection that has been created, the filter
Web Part will now indicate the name of the Web Part to which it is sending infor-
mation. Also, the Department field in the form will now display the department
name of the currently logged on user. In this example, the current user is in the IT
department.

Click Stop Editing at the upper-left of the web page.
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\G# Current User Filter

Cending values to:
Feedback Form

i) @ This is a context filter.

Feedback Form -

Feedback Form

Department:
IT

Subject:

*

x CLEAN UP Save the form and close InfoPath Designer. Close the browser.

Now that the steps are complete, notice that even though you cannot see the cur-

rent user filter Web Part on the page, it is capturing information and passing it to the
form Web Part. Try submitting a new feedback form. When you click the name of the
Feedback Form library in the quick launch on the left side of the page, you'll see all of
the submitted forms, and the Department column will show the name of the department
of whoever submitted each form.

Note Another method for pulling user information into an InfoPath form entails creating
a data connection to the UserProfileService web service. This method is covered in detail in
Chapter 9.

The Query String (URL) Filter Web Part

The Current User filter is one of the simplest ways to pass information to the form.
Another extremely useful filter Web Part is the Query String (URL) Filter. A query
string puts together a URL so that it includes information that is passed into Web
Parts on a page, to filter them. The query string part of the URL is placed at the
end of the name of the ASPX SharePoint page, after a question mark. The syntax is
Field=Value.

The following example shows a URL to a site page on a Team site called Account-
ing. This site page has been created as a project dashboard for Accounting projects.
The purpose of this example is to convey the URL syntax:

http://www.contoso.com/accounting/sitepages/ProjectDetails.aspx?Project=23
To break down the preceding URL example:

® ProjectDetails.aspx is the name of the Web Part page.
® Project is the name of the field.

® 23 is the value.
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When this query string filter Web Part is used on a page, it will look at the current
URL and the desired query parameter. In the Web Part properties, the Query String
Parameter Name must match the field in the URL, so in this URL example, the value
would be Project. Just as with the Current User Filter, this Web Part needs to have
Web Part connections to other Web Parts in order to pass that filter information to
them.

Other Parameters

The ability to pass parameters to an InfoPath form is very powerful when it comes to
creating custom business solutions. Often, when an InfoPath form is being created, it is
part of an overall business solution, such as a site for new employee onboarding, travel
requests, or project management. The ability to create useful page interfaces for visitors
to the site and for people filling out forms is very important for ensuring that the site
makes sense to them. The concept of the user interface will be covered in further depth
in Chapter 13, “SharePoint Views and Dashboards.”

Following are additional parameter concepts to know when working with InfoPath
browser-based forms:

® Source The source parameter tells the form what URL to navigate to after some-
one has submitted or closed a form. By default, this parameter contains the URL
of the default view of the form library. In situations where it is not necessary to send
users to the form library, this parameter can be modified to more tightly control
where in the site you end up after filling out a form. Following are two examples of
situations in which a customized source URL is desirable:

O Alink is created on the home page so that site visitors can click once to fill out
a form. When this custom link is clicked, someone fills out the InfoPath form
and submits it and then she is immediately directed back to the home page of
the site where they began.

O An email is sent as part of a workflow, with a URL link to a specific form. When
the email recipient clicks the link to open the form, the form is viewed and
closed or it is submitted. The person is then immediately directed to the home
page of the form site.
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® DefaultView The default view parameter is used for navigating directly to a
specific view in the form, other than the view that is set as the default in the form.
Add the DefaultView parameter to the end of the URL with the following syntax:
&DefaultView=View Name. Another method for controlling switching between
views is to use Form Load action rules in the form, with conditions set up to deter-
mine when the view should be switched, using the Switch Views action.

Note See Chapter 14, “Advanced Options,” for more information about form load rules.

® URL Dissection To understand how some typical URLs are constructed when
working with browser-based forms, two different types of URLs will now be taken
apart, with each parameter explained in a table.

O New Form example full URL: http://portal.contoso.com/testfeedback/
_layouts/FormServer.aspx?XsnLocation=http://portal.contoso.com/testfeedback/
FeedbackForm/Forms/template.xsn&SavelLocation=http%3A%2F%2Fportal%
2Econtoso%2Ecom%2Ftestfeedback%2FFeedbackForm&Source=http%3A%2F
%2Fportal%2Econtoso%2Ecom%2Ftestfeedback%2FFeedbackForm%2FForms
%2FAllltems%2Easpx&DefaultitemOpen=1

O Link to an existing form URL: http://portal.contoso.com/testfeedback/
_layouts/FormServer.aspx?XmlLocation=/testfeedback/FeedbackForm/Blog
%20Error.xml|&Source=http%3A%2F%2Fportal%2Econtoso%2Ecom%2Ftestfee
dback%2FFeedbackForm%2FForms%2FAllltems%2Easpx&DefaultitemOpen=1

Part of URL Description

FormServer.aspx This is the URL to your SharePoint site with /_layouts/Form-
Server.aspx, which is part of forms services and renders the form
to browser-based.

XsnLocation This is the URL to the XSN template file that the form uses. In
this example, the form has simply been published directly to a
form library.

Savelocation This is needed only if the Save or Save As buttons need to be

utilized. This path is the default location that the form will save
to if the user filling out the form clicks Save or Save As.

Source Again, this is the URL of where the user will be redirected to
after submitting the form.

DefaultltemOpen=1 This indicates that the request is from a library that has the
Open In The Browser setting under Advanced Settings.

XmlLocation This is the URL to the XML file name. In this example, the file
name is constructed in the data connection to simply use the
Subject field of the feedback form.

Note For more information about InfoPath 2010 query string parameters, see the MSDN
article at http://msdn.microsoft.com/en-us/library/ms772417.aspx.
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Key Points

Using the InfoPath Form Web Part, you can insert a browser-based form directly
onto a page on any site in SharePoint Enterprise or Office 365.

In the Web Part settings, the form’s content type and view can be selected, as well
as ribbon settings and form submission behavior.

When the form’s submit options are not enabled, the form submit behavior in the
Web Part is disabled.

The form’s default submit button location can be awkward because it exists only in
the ribbon unless a submit button is explicitly inserted on the form.

With a Web Part connection, other Web Parts on a page can send data to input
parameters in the InfoPath Form Web Part.

With a Web Part connection, a Web Part that displays a list view of the form library
can send connection information to open each specific form on the same page.

With a Web Part connection, other Web Parts can get filter data from the current
InfoPath Form Web Part.

Parameters cannot be created in SharePoint list forms.

Filter Web Parts can send data to the InfoPath Form Web Part on the same Web
Part page.

Only one parameter at a time can be passed to the InfoPath form Web Part.

The Query String (URL) Filter Web Part can pass URL information through to the
InfoPath form Web Part.

Other InfoPath browser-based parameters can be utilized, such as the Source and
DefaultView parameters.
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Home Insert Page Design Data Developer
Refresh Fields e a g fh, E
Resource Files |— |—|3

From Web From From SharePoint From Othep Add data from a Web service
Default Values | | Service = | SharePaint List Server Sources * to your forms page 240

m Data | Data
$ From SOAP Web Service
From REST Web Service

Dretails for:

Populate User Information

Condition:
MNone - Rule runs when form is opened

Rule type:
Action

Work with form load

rUIeS, page 241 Run these actions: *

Query using a data connection: GetUserProfileByName

Set a field's value: Attendee = Value[Mame = "PreferredMame”]
Set a field's value: Phone = Valug[Mame = "WarkPhone']

Set a field's value: Title = Value[Mame = Title']

Set a field's value: Manager = Value[Name = "Manager’]

Set a field's value: EmployeePhoto = Value[Name = "PictureURL?]

[] Don't run remaining rules if the condition of this rule is met

Event Registration

ATTENDEE INFORMATION

Event Name |—Cumpanv Meeting =] Ttk CRM Consultant il Create an event

registration form,
page 238

Attendee Tad Qrman Manager CONTOSO\syeda

Phone (20) 5555-4625 Employee Photo




9 Working with the
SharePoint User
Profile Web Service

In this chapter, you will learn how to:

Work with the SharePoint User Profile web service

v
v/ Use form load rules to prepopulate a form with data from a SharePoint user profile
v/ Connect controls to data returned from a web service

v

Integrate the people picker control with the SharePoint User Profile web service

If you've never worked with XML web services before, this chapter will give you a solid
introduction to understanding and learning the techniques involved in consuming data
from a web service into an InfoPath form. Even if you have worked with web services in
the past, you should still find this chapter useful in your work with InfoPath.

The content in this chapter focuses on specific tactics for integrating data from the
SharePoint User Profile web service. The basic idea of web services is to take advantage
of two very common standards (XML and HTTP) and build on top of them a technology
that allows communication and interoperability between software applications. The pri-
mary technical components of a web services platform are as follows:

® Simple Object Access Protocol (SOAP) or REST (Representational State Transfer)

® Universal Description, Discovery and Integration (UDDI)

® Web Services Description Language (WSDL)
Web services are typically created by software developers or built in to packaged soft-
ware applications so that people like you, who are doing data integration work, can eas-
ily consume data from those applications. SharePoint 2010 publishes many of its various

data sources via web services in an easy-to-consume format, including the data in lists
and libraries. Because so much integration is already built-in between SharePoint and

235



236 Chapter 9 Working with the SharePoint User Profile Web Service

InfoPath, for most forms you might not need to resort to directly implementing web
services in your solution. However, for InfoPath + SharePoint scenarios, one common
scenario for which you need to use web services comes up frequently: when you need
to query SharePoint for specific properties about a user that are above and beyond what
the people picker control provides.

The people picker control in InfoPath 2010 provides a built-in method with which your
forms can easily interact with user account names from SharePoint. But what if your form
requires more information? What if you need a way to populate fields with the name of a
user's manager, a user's phone number, or their work email address? These types of data
properties about a user can easily be added to your form by creating a web services data
connection to SharePoint. You can use this to supply your InfoPath form with a variety of
information about any user who exists in your SharePoint user database (typically, all the
users in Active Directory).

The particular web service that "advertises” the user profile properties via web services
is called the User Profile web service. The specific operation of this web service, which
returns all of the user profile information, is the GetUserProfileByName method. You will
have ample opportunity to work with the GetUserProfileByName method in this chapter’s
exercises.

Data Connection Wizard

The Web service that you selected has the following operations for retrieving XML data.

Select an operation: Description of operation:

GetCommaonMemberships ;I
GetCommonColleagues

GetCommonManager

GetInCommon

GetUserPinnedLinks

GetUserLinks

GetUserColleagues

GetllserOrganizations
GetlserMemberships
UpdateMembershipPrivacy
RemoveMembership
AddMembership
CreateMemberGroup
GetllserPropertyByAccountMame
ModifyUserPropertyByAccountMame
GetPropertyChoiceList
GetProfileSchemaMameByAccountilame
GetUserProfileschema

CrestetserrT

GetlserProfileByIndex i

The User Profile database in SharePoint is the same data source that is used to populate
the My Sites, so some of the user properties available to you are things that you might
already be familiar with—for example, Work Phone and Job Title. The following screen-
shot of a SharePoint My Site page shows some of the typical SharePoint user profile
properties that you might want to reuse in your forms.

Tip You don't need to use a SharePoint My Site to take advantage of the SharePoint User Profile
web service. It is used here purely for the purpose of illustrating the user properties.
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My Site My Newsf My tent My Profile |

Site Actions = page

What's happening?

Tad Orman

CRM Consultant
CRM Strate

&3 Edit My Profile

) Past projects : Management of Kaizen Workshops,
& Add as colleague Website Update

Skills : Gears
Schools : Redbud College

Interests : Dogs

If you have access to the Central Administration console in SharePoint, you can go to

the Manage User Properties page to see most of the properties that are available via the
User Profile web service. The following screenshot shows some of the most common user
properties from the User Profile database.

Central Administration » Manage User Properties

Use this page to add, dit, organize, delete or map user profile properties. Profile properties can be mapped to Active Directory or LDAP compliant directory services. Profile props
=i'New Property  =New Section  [PManage Sub-types  Select @ sub-tvpe to filter the list of properties: [Default User Profile Subtyoe =

Property Name Change Order Property Type

> Basic Information Section

Unique identifier

s binary
Active Directory Id binary
Account name Person
Frst name

string (Single Value)

Phonetic First Name string (Single Value)

Last name string (Single Value)

Phonetic Last Name string (Single Valus

Name string (Single Value)

Phonetic Display Name string (Sinale Value)

Work phone string (Single Value
Department string (Single Value)

te string (single value)
Job Title string (Single Value
Manager

Person

Practice Files No practice files are required to complete the exercises in this chapter.
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Building the Foundation of the Event
Registration Form

In the following exercise, you will begin to create an event registration form that can be
used in almost any business scenario for which users need to register for an event, such
as training, travel, conferences, and so forth. The form will have five fields of employee
data pulled from the SharePoint User Profile SOAP web service: user name, picture,
phone, title, and manager. Later in the chapter, you will configure the form so that all
the information is pre-populated by using Form Load rules. In the final exercise in this
chapter, you will add a button and a people picker control with which the form user can
populate the form with data about any user from your SharePoint environment.

9 SET UP This exercise assumes that you have access to a SharePoint server with user
profiles.

1. Open InfoPath Designer, and create a new blank form. Change the title to Event
Registration form. With your cursor active in the bottom row of the table, on the
ribbon, click the Insert tab. Insert the Four Column with Emphasis 3 — Subheading
table. Change the subheading to Attendee Information.

“Hnme Insert | PageDesign  Data  Developer Layout
a1

;| Custom | Pictun
v Tahle v

Tlus

Four-Column with Emphasis 3

Subheading

2. Add labels for the six fields as follows: Event Name, Attendee, Phone, Title,
Manager, and Employee Photo.

Event Registration

Event Name ! &dd control ! Title

Attendee ! Add control | Manager

Phone : Add control : Employee Photo
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For event name, add a Drop-Down List Box control. For Attendee, Phone, Title,
and Manager, add text fields. For Employee Photo, add a Picture control. When
you insert the Picture control, make sure that you choose the As a link option.

Insert Picture Control

Picture controls let users insertimages into a form. How do
you want the picture data to be saved?

& Asalink
" Induded in the form

|

Rename the fields as follows, by using either the Control Tools tab or the Fields
pane:

O EventName

O Attendee

O Phone

O Title

O Manager

O EmployeePhoto

On the properties of the Event Name Drop-Down List Box control, add a few
event types, such as Annual Sales Conference, Company Meeting, and Holiday
Dinner Party. Your form and fields should now appear as shown in the following
illustration.

= | Fields v X
Drag a field to add it to the form.
H H Fields:

Event Registration —

- =] Eventilame

=] Attendee
; ATTENDEE INFORMATION ] (5 Phone
: EventName select.. =] : ] ] Manager

= ] EmployeePhoto

Altender = fed7
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6. Add a data connection to the User Profile web service. On the ribbon, on the Data
tab, choose From SOAP Web Service.

Home Insert Page Design Data Developer

= ]
Refresh Fields } by b :

2 Y

Resource Files |— i L J |—

From Web From From SharePoint From Other
Default Values | | Sepice = | SharePaint List Server Sources =
m Data al Data

G’A§ From SOAP Web Service

% From REST Web Service

7. In the Data Connection Wizard, enter the URL for the SharePoint User Profile web
service.

The format of the URL is as follows: http://sharepoint/_vti_bin/UserProfileService.
asmx?WSDL (replace sharepoint with the URL to your SharePoint website). Click
Next.

Data Connection Wizard

Web service details

Enter the location of the SOAP Web service definition:

|ht:tp 1/ fintranet. contoso, com/_vti_bin/userprofieservice, asmx?WsDL|

Example: http:/fwww.contoso.com/Service.asmx?WSDL

8. On the next page, you are presented with all the operations that the User Profile
web service provides. Scroll down and select GetUserProfileByName.

This is the operation that you will use to pull the user properties from SharePoint.

Data Connection Wizard

The Web service that you selected has the follc

Select an operation:

GetCommonMemberships ;l
GetCommonColleagues
GetCommonManager

GetInCommon

GetUserPinnedLinks

GetUserLinks

GetlserColleagues
GetllserCrganizations
GetlserMemberships
UpdateMembershipPrivacy
RemaoveMembership

AddMembership

CreateMemberGroup
GetUserPropertyByAccountName
ModifyUserPropertyByAccountiame
GetPropertyChoiceList
GetProfieschemaNameEyAccountiame
GetUserProfileSchema
GetlserProfileByGuid

CreatelserProfileByAccountiame
GetUserProfileByIndex

4
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9. Click Next three times. Do not change anything from the defaults until you get to
the final page of the Data Connection Wizard.

On the final wizard page, clear the Automatically retrieve data when form is
opened check box. This is done primarily for performance reasons so that the form
isn't trying to load too much data unnecessarily. Click Finish, and then close out of
the Data Connections Wizard.

The form now has a connection to the SharePoint User Profile web service, although you
haven't yet actually invoked any specific data from the web service in the form. In the
following exercise, you will add rules that will connect specific fields in the form to the
appropriate XML data being returned by the web service. This will require some fairly
extensive navigation of the data source.

x CLEAN UP Be sure to save your form template. You will continue building on it in the
following exercises of this chapter.

Now that you have created a data connection to the User Profile web service in the pre-
vious exercise, you can connect the fields in the form to their respective counterparts

in the SharePoint User Profile. You can accomplish this in a variety of ways. Because the
web service is simply a secondary data connection in your form, you can populate the
fields in the same manner that you can with any other receive data connection-via rules,
default values, or controls that provide lookup capabilities. For the event registration
form, the goal is for the form to pre-load information about the user who is currently
logged on. This minimizes the amount of information that the user must input manually.
The best way to achieve this is through the use of form load rules, which you will add in
the next exercise.

Creating Form Load Rules on the Event
Registration Form

In the following exercise, you will add form load rules that connect the four text box
fields and the picture control to the User Profile web service. When using the User Profile
web service, you are required to bind the controls on your design surface to the appro-
priate fields from the web service. This process requires navigation and filtering of the
user profile schema to retrieve to the proper data. You will perform those steps in the
next exercise.
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A

Form
Load

When you query the User Profile web service, it returns user profile information in re-
peating PropertyData nodes in the form's secondary data source. The Name field stores
the name of the property. The corresponding value is contained in the Value field, located
within the ValueData node. This terminology might seem confusing and abstract right
now, but after you have added the connections a few times in the exercise, the picture
will become more clear. Essentially, you will pass a filtered parameter to tell the web
service which specific user profile property you want—for example, “Work Phone". Each
control that you want to populate with user profile data will need to make this connec-
tion to the web service; typically, rules are the most effective way to accomplish this.

SET UP In InfoPath Designer, open the Event Registration form that you saved

from the first exercise in this chapter. Alternatively, you can open the file Event
Registration Post Exercise 1.xsn from the practice files. This exercise assumes that you
have access to a SharePoint server with user profiles.

1. On the ribbon, on the Data tab, click the Form Load button.
2. In the Rules pane, create a new Action rule called Populate User Information.

No condition is necessary because you want the rule to run every time a form
instance is created by a user.

3. If you recall from the last exercise, you cleared the check box in the Data Connection
Wizard that asked whether to automatically retrieve data every time the form was
opened. Because you cleared that check box (for performance reasons), you now
need to add a Query for Data action as the first action in the form load rule. This
will query the GetUserProfileByName secondary data connection so that the data
is readily available to be used in the form.

New -

Dretails for:
Populate User Information

Condition:

Maone - Rule runs when form is ...
Rule type:

Action

Run these actions: * Add *

Mone| () switch views
Dy f‘ﬁ Setafield's value
&30 Query for data
g Submit data
B send datato Web Part

4. Select the GetUserProfileByName data connection.
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Rule Details [ x|

Action:

Data connection:

IGEﬂJsErPrUﬁIEByNamE j Add...
|

Add five Set a Field’s Value action steps for the form load rule, one for each of the
five user data fields that you will pull from the User Profile web service.

Each one of the action steps will require you to connect the respective control to
the appropriate XML node from the web service. Add a Set a Field’s Value step,
and then select the Attendee field from the Main data source as the one you want
to work with.

Select a Field or Group HE
[Rule Details [l .

[Main |
Action:
= [ myFields
Ig‘gﬁeta fiele (=] Eventiame |
Field: =] Phone
Attendee = e 2
=] Manager =
Value: =] EmployeePhota
l_ fe
Cancel
|
v

Add the correct entry from the web service to the Value field of the Rule Details.
Click the formula button, and then select Insert Field or Group.

In the Select a Field or Group dialog box, change the drop-down box to the
GetUserProfileByName(Secondary) data source.

In the dataFields folder, expand everything in the tree until you can access the
Value field; select it, but do not click OK yet.

To get at the specific field of data that matches Attendee, the Value field requires
you to pass a filtered parameter.
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EHE3

Select a Field or Group

Rule Details [k

F— IGetUseerﬁIeByNamE (Secondary)

= [0 myFields
(=8 queryFields
= [§ dataFields
= [ tns:GetlserProfileByMNameResponse
= [0 GetUserProfileByMameResult
= [ PropertyData
(=8 1sPrivacyChanged *
(=8 1sValueChanged =
(=8 Name
(=8 Privacy™
=[5 values
= 57 valueData

B vValue

Formula:

™ Edit XPath (advanced)

oK | Cancel |
i—

Inzert Field or Group... |

Filter Data... | OK I

Cancel |

£

Click the Filter Data button, and then click Add. In the first drop-down, click Select
Field or Group. The Name field is the one that we will filter on for all the user
profile properties. Select the Name field within the PropertyData folder, and then
click OK.

Select a Field or Group

Rule Details _[eclabumies
M— IGeﬂJserProﬁleByName (Secondary)
R = [ dataFields
Exdsting fit [= [ tns:GetlserProfieByMNameResponse
— = B GetlserProfieByNameResult
1= [5# PropertyData
Display data that meets the f [=§ IsPrivacyChanged ™
=Y IsValueChanged ®
Value |: Name
= Privacy ®
= 8 Values

Leave the second drop-down set at is equal to. In the third drop-down, select Type
Text.

In this field, you will enter the specific data property you want to pull from the user
profile service. For the Attendee text box, the user profile field that makes the most
sense is PreferredName because it is basically in the general “first name last name”
format. Therefore, enter the text PreferredName, and then press the Tab key.

Tip InfoPath automatically inserts quotes around the text you enter, so do not type the
quotes yourself.

Specify Filter Conditions EHE
Display data that meets the following conditions:
j |Prefa’re¢l'lane ‘ And = | Delete |

j Iis equal to

IName

o
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Click OK several times until you get back to the Design surface.

If you preview your form now, you should see that the Attendee field is filled in
with whatever user account you are currently logged on with. Remember, you need
to be on a system that has access to a SharePoint site with user profiles for this to
work.

Tip The preceding steps must be performed exactly as instructed; the web service is very
specific in the manner that you navigate and connect to it. Do not be frustrated if you
need to retry the steps a few times to make sure you've done everything properly.

Event Registration

ATTENDEE INFORMATION

Event Name Select... - I Title
Attendee | Dan Jump rﬂanager
Phone Employee Photo

|25 Click here to insert a picture

Now you need to add four more action steps to the rule, repeating steps 5-11

for each one for the remaining fields of user data. When you get to step 10 in the
exercise, replace the PreferredName text in the condition filter with the following
values:

O For the Phone field, use the text WorkPhone.
O For Title, use Title.

O For Manager, use Manager.

O For Picture, use PictureURL.

If you've done the rest of your steps properly, the rule in your Rules pane should
now look as shown in the following illustration:
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Details for:
Populate User Information

Condition:
Mone - Rule runs when form is opened

Rule type:
Action

Run these actions: *
Query using a data connection: GetUserProfileByName
Set a field's value: Attendee = Value[Mame = "PreferredMame"]
Set a field's value: Phone = Valug[Mame = "WarkPhone']
Set a field's value: Title = Value[Mame = Title']
Set a field's value: Manager = Value[Name = "Manager’]

Set a field's value: EmployeePhoto = Value[Mame = "Picture URL?]

[[] Don't run remaining rules if the condition of this rule is met

13. Preview your form. It should now appear as shown in the following screenshot,
except all the values will be replaced by the relevant values for the logged-on
SharePoint server user.

Tip Notice that the Manager data comes back in the SharePoint user account name
format (domain\username). This option is available for the currently logged-on user
also, if you'd rather have the current user name in account name format rather than the
standard name, use AccountName in the filter conditions rather than PreferredName.

Event Registration

ATTENDEE INFORMATION

frentiiome I Campany Meeting j' e CRM Consultant
AR Tad Qrman Manager CONTOSO\sy=da
Bliaze (20) 5555-4625 Employee Photo

-~

doa

Congratulations! You now have an event registration form that pre-populates five fields
with user data from the SharePoint User Profile Service.

CLEAN UP Be sure to save your form template. You will continue building on it in the
next exercise of this chapter.
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Adding a People Picker and Submit Button to the
Event Registration Form

At this point, the registration form is great for a scenario in which whoever is currently
logged on is filling out the registration form for themselves. But what if you would like to
give the option for the person who is logged on and performing the data input to regis-
ter someone else? The form, in its present configuration, has been designed to populate
on form load with the information of the currently logged-on user. So how do you make
that transition to populating a different user's profile data in the form? The tactic in this
exercise is to utilize a people picker control along with data from the User Profile web
service, and we'll also add a button that will drive another set of rules.

4 SET UP In InfoPath Designer, open the Event Registration form from the previous
exercise in this chapter. Alternatively, you can open the file Event Registration Post
Exercise 2.xsn from the practice files. This exercise assumes that you have access
to a SharePoint server with user profiles and that you have published the Event
Registration form to a SharePoint form library.

1. Add a Person/Group Picker button on the form below the table. Also add a line of
instruction to inform your users why the people picker control is there.

2. Add a button control below the people picker. In the button properties, change the
text to Click to load user data, or something similar.

Event Registration

Event Name EISeIect... - Sﬁﬂe

Attendee : fMancrger
e

Phone ifmp!oyweePhom

If you want to register someone else, select their name from the People Picker below and then click the "load user
data" buttunl

|<&mai| addresses> ”ap”ILkS |

Click to load user data |

3. Make the button the active selection, and then open the Rules pane.

You will use this button to invoke a new set of rules on the form to reload the five
profile fields with the user data for whomever is selected in the people picker.
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Note You can accomplish this in several ways—a generic button is perhaps not the most
aesthetically pleasing. However, for the sake of instruction, it is useful to use a button so
that you can easily see what is happening.

Add an Action rule for the button named Load Alternate User Data.
Add an action to set a field’s value in the rule.

In the Field dialog box, navigate to the GetUserProfilebyName(Secondary) data
source and drill into the queryFields group until you get to the AccountName
node. Select it, and then click OK.

Select a Field or Group HE

Fields:

IGetLlserPrnﬁIeByNamE (Secondary) ﬂ
= [£8 myFields

= [ queryFields
= [# tns:GetlserProfieByName
[ZF AccountMame
=8 dataFields

Click the formula button, and then choose Insert Field or Group. Browse to the
group_1 group (or whatever your Person/Group Picker group is named), and
then select the AccountID node.

Important The preceding rule enables the subsequent rules to populate the form fields
with data about a user selected in the people picker control, rather than the user who is
currently logged on.

Select a Field or Group [ 2] %]
Fields:

[Main |
= [ myFields
=] EventMame
=] Attendee
=] Phone
=] Tite
=] Manager
=] EmployeePhoto
= [ group_1
= 57 pc:Person
= DisplayName
[F Accountid
=f AccouniType

Filter Data. .. | 0K I Cancel |

#

The second rule is also critical. You need to instruct the button to refresh the con-
nection to the User Profile web service so that your subsequent rules can find the
necessary data.
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8. Add a Query for data step for your GetUserProfile ByName data connection.
That should be all that's needed to ensure that the form will have a fresh connec-
tion to the web service when the button is clicked.

9. Now that you've used a rule to tell the form to look to the people picker to deter-
mine which user’s data to use, you must add the same rules that you added for the
form load in the previous exercise in this chapter. Specifically, you need to perform
steps 5-11 of that exercise.

These rules will reload the appropriate data for each field when the button is
clicked. You can either refer to the previous exercise or see the steps summarized
below:

O Add a Set a Field’s Value step, and then select the Attendee field from the
Main data source as the one you want to work with.

O Click the formula button, and then choose Insert Field or Group.

O In the Select a Field or Group dialog box, change the drop-down box to the
GetUserProfileByName(Secondary) data source.

O In the dataFields folder, expand everything in the tree until you can access
the Value field; select it, but do not click OK yet. The Value field requires you
to pass a filtered parameter to get at the specific field of data that matches
Attendee.

O Click the Filter Data button, and then click Add. In the first drop-down box,
choose Select Field or Group. The Name field is the one that we will filter
on for all the user profile properties. Select the Name field underneath the
PropertyData group, and then click OK.

O Leave the second drop-down set at is equal to. In the third drop-down box,
choose Type Text. In this field, you will enter the specific data property that
you want to pull from the User Profile Service. For the Attendee text box, the
profile field that makes the most sense is PreferredName. So enter the text
PreferredName, and then press the Tab key.

O Click OK several times until you get back to the Design surface. Preview your
form now. Select a user other than yourself in the people picker control. You
should see that the Attendee field is filled in with whatever user account you
have selected in the people picker.
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Event Registratio

ATTENDEE INFORMATION

Event Name ISelect.,. ~| Title
Atftendee | Dan Jump 'mmager
Phone Employee Photo

If you want to register someone else, select their name from the People Picker
data" button.

IDan Jump EI

10. Add four more action steps to the rule, repeating the steps for each of the remain-
ing fields of user data.

Just as in this chapter’s previous exercise with the form load rules, when you get to
the formula step in each rule, replace the PreferredName text in the condition fil-
ter with the values as follows:

O For the Phone field, use the text WorkPhone.
O For Title, use Title.

O For Manager, use Manager.

O For Picture use PictureURL.

If you have entered your action steps properly, your rule should now appear as
shown in the following illustration.

Details for:
Load Alternate User Data

Condition:
None - Rule runs when button is clicked

Rule type:
Action

Run these actions: * Add ~

Set a field's value: AccountMame = Accountld

Query using a data connection: GetUserProfileByMame

Set a field's value: Attendee = Value[Mame = "PreferredMame]
Set a field's value: Phone = Valug[Mame = "WorkPhone]

Set a field's value: Title = Value[Mame = Title']

Set a field's value: Manager = Value[Mame = "Manager’]

Set a field's value: EmployeePhoto = Valug[Mame = "PictureURLT]

Don't run remaining rules if the condition of this rule is met

11. Save the form, and then on the ribbon, click Quick Publish to update the form
library with your changes.
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12. Preview the form. Select a different user in the people picker, and then click the
button. Your form should load up with the other user’s information, as shown in
the following illustration:

Event Registration

ATTENDEE INFORMATION

Event Name ISeIect vI Title Sr. Business Developmen
Attendee Julian Isla Manager CONTOSO\mallyc
Phone |425) 555-0184 Employee Photo ¥ 4

If you want to register someone else, select their name from the People Picker below and then click the "load user
data" button.

IJuIian Isla M |Ltj|
Click to load user data

Now if you want to finish off the form for real-world usage, you would definitely
want to add a Submit button to the form with a connection to the form library in
which it is hosted.

Congratulations! You have a functional event registration form that utilizes the
SharePoint User Profile web service!

CLEAN UP Save your form template if you want to keep your changes, and then
close out of InfoPath Designer.

Key Points

@ SharePoint User Profiles are a rich source of information that can be used to popu-
late data in your forms.

® InfoPath can connect to various types of web services, including SOAP web services
such as the SharePoint User Profile web service.

® Form load rules are a great technique to pre-populate a form with data.

® Connecting form fields to web services is not difficult but requires careful naviga-
tion of the secondary data source.

® The InfoPath people picker control, along with rules, can be used to populate a
form with user data from a SharePoint user profile.
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(¥ Policyapproval § |9
+ & - (i} Conotoso Forms b Workflows » Policy Approval b [@lx

@ Use this page to view and manage settings for this worktlow.

‘Worktlow Information ~ Settings -
Key information about this workflow. General settings for this workflow.
Hame: Policy Approval Task List Tasks E | | f P h f
Destription: Manually initiated approval workflow o ntegrate InfoPath forms
on the policies library. Elsloy:List: Warkficws Histary = 9
Type: List Worktlow [E] show workflow wisualization on slatus page In WOrkﬂOWS, page 254
Associated List: Policies
Start Options -~
Customization A Change the starl upliuns for this workflow.

Links to customization tools.
%] Aliow this workflow to be manually started

& Edil workllow 7] Require Manage List permissions
8 Open associated list [F] start workflow automatically when an item is created
@ Open task list [ Start workflow automatically when an item is changed

@ Open history list

Forms A
Alist of the forms used by this workflow.
FieName v Tyoe v | ModfedDate =
(@poiicy Approval xsn Tnitiation 7122011 10:27PM
@M appeoval.xzn Task 7/2/2011 10:27PM
1 L
| Policy Approval Workflow
Customize an initiation form to A — oo oddrenazes M

look more polished, page 262

elect one or more people who should approve this document

Warkflone Farrm Update Required @

The Form Policy Appraval.xsn has been customized using InfoPath and may no longer be compatible with this
workflow due ta Field changes, To continue using the existing Form, you must first update it using InfoPath. IF you .
no longer wish ta keep your customizations, vou can delete the form and a new one will be generated when the Update forms When fleldS

workflow is published. Change, page 268

“Was this information helpful?

Status

Requested By <e-mail addresses> ” A ” w |

Consolidated Comments

Use task actions in workflows to generate §
a task form in the workflow, page 275 §

These are the comments of the requestor and all previous participants.

Due Date

Comments

This message will be included in your response.

l Approve ] l Reiect] [ Cancel ] [ Request Change ] [ Reassign Task




10 InfoPath Integration
with SharePoint
Designer Workflows

In this chapter, you will learn how to:

Create a workflow initiation form

Allow a workflow to be manually triggered
Create a custom action button

Use the task process designer

SRS XXX X

Modify a workflow task form

Microsoft SharePoint Designer 2010 is a free download from Microsoft, and it is used
for further customization of SharePoint. SharePoint comes with many built-in capabili-
ties. Much of SharePoint can be customized without SharePoint Designer or custom
code. However, in some situations, customizations need to be made beyond the built-in
browser-based functionalities, which is when using SharePoint Designer is imperative.

Practice Files No practice files are required to complete the exercises in this chapter.

Introduction to Workflows

In this chapter, you will learn about the integration points between Microsoft InfoPath
2010 and SharePoint Designer 2010. Most of the integration points that will be covered
in this chapter are in workflows. Workflows are used to automate processes in lists and
libraries. Some of the common functionalities of workflows are assigning approval tasks,
sending emails, and setting field values. In SharePoint Designer, each workflow consists

253
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of a series of conditions and actions that execute in a certain order. Workflows can be
created just for use in one specific list or library, or they can be created as reusable,
which means that they can be associated with one or all content types.

After a workflow has been published for the first time, the associated InfoPath forms are
listed in the Forms section of the main workflow settings screen.

/ @ PolicyApproval ¥ {5 x
« & v {3 Conotasa Forms » Warkflows b Policy Approval b @20

@ Use this page to view and manage settings for this workflow.

Worldlow Information A | settings ~

Key information about this workflow. General settings for this workflow.

name: Folicy Approval Task List: Tasks [=]
Description: Manually initiated appraval workflow . -
on the palicies lbraty, History List: Waorkflow History [~]
Type: List Warkflow [] Show waorkflow visualization on status page
Associated List: Palicies
Start Options A
Customization ~

Change the start options for this workflow.

Links to customization tools. -
[# Allow this workflow to be manually started

= Edit workflow [] Require Manage List permissions
B Open associated list ]
8 Open task list B
@ Open history list

Start workflow automatically when an item is created
Start workflow automatically when an item is changed

n
[ A'list of the forms used by this workflow.

Flelame - Tvpe | Modified Date =
@policy Approvalxsn Initation 7/2{2011 10:27 PM

(@D approval.xsn Task 7/2/2011 10:27PM

The two different types of forms that can be displayed in the Forms section are the
initiation and task forms. Both will be covered in this chapter.

Tip Not every SharePoint Designer workflow will contain both types of forms. The criteria for
each form will be covered in the examples in this chapter.

Workflow Initiation

When creating a workflow, one of your first considerations is deciding what will trigger
the workflow.

® Start Options The settings in the workflow that determine how it will be triggered
are called Start Options, which consist of the following:

O Allow this workflow to be manually started When selected, this check
box enables a user to click a button to explicitly start the workflow when
desired. Associated to this is the Require Manage List permissions check box.
When selected, only certain people can manually start the workflow. Manage
List is a specific permission, and by default it is part of the Design and Full
Control permission levels.
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O Start workflow automatically when an item is created When this check
box is selected, the workflow automatically runs as soon as an item is created
in the list or library.

O Start workflow automatically when an item is changed When this check
box is selected, the workflow runs every time each item in the list or library is
modified.

You can select multiple start options.

Start Options ~
Change the start options for this workflow.
Allow this workflow to be manually started
[ Require Manage List permissions
Start workflow automatically when an item is created
Start workflow automatically when an item is changed

Manage List Permissions

What exactly is a Manage List permission, and where can | find it? It is part of the
Design and Full Control permission levels, but here is a quick way that you can
create a custom permission level just for managing lists:

1. From the root level of the site collection, click Site Actions, and then click Site
Permissions.

2. On the ribbon, click Permission Levels, and then click Add a Permission Level.
3. Name this level Manage Lists, and then place a check box next to it.
4. Click Create.

Now you have a custom permission level. Whoever has this permission on the list
or library where you create the workflow can manually run workflows for which the
Require Manage List permissions check box is selected.

The following workflow initiation concepts are important to understand:

@ |If the workflow is to be manually started, an InfoPath form is automatically created
as part of the publishing process. This form is called the initiation form because it
is used upon workflow initiation. By default, the initiation form simply contains two
buttons: Start and Cancel. If you want to require some information from the person
starting the workflow, initiation parameters can be added.
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® Initiation form parameters are fields that are added to the initiation form. The
types of fields available are similar to the types of columns that can be created in a
SharePoint list, such as text, dates, and choices. When these parameters have been
created, they automatically appear in the InfoPath initiation form.

Typically, workflows are not triggered manually; instead, they are completely automated
and operate behind the scenes. SharePoint site users do not need to know that they are
running nor what they are doing. Also, the users don't need to worry about forgetting to
run the workflow. Initiation forms are used only for the forms where a user is expected to
start the workflow manually.

At our example company, Contoso, all of the company policies are documents stored

in a single document library. A few people are in charge of editing policies, while most
employees of the company can see only read-only files. When the editor of a policy has
determined that edits are complete, the policy needs to go through an approval process
before document changes are made available for public consumption. Policy editors
have the freedom to select the approver of any given policy. For the Contoso company
policies, they make use of SharePoint’s built-in content approval settings. Therefore,
when a document is approved, the content approval is automatically set to Approved.

In the following exercise, you will create a simple approval workflow. Using documents
as the example, it can be demonstrated that workflows are applicable to any kind of
SharePoint item, whether it be a list item, document or spreadsheet in a library, or an
InfoPath form that has been submitted.

SET UP In the web browser, open your SharePoint site so that a new library can be
created. Also, open your SharePoint site in SharePoint Designer 2010.

1. Create a new document library on your site, name the library Policies, and then
type the description This library contains all of the company policies. Leave the
rest of the settings as default, and then click Create.

Name and Description

Type a new name as you want it to appear in Name:
headings and links throughout the site. Type .
descriptive text that will help site visitors use |P0\|c|es

this document library. Description:

This library contains all of the -
company policies.




Library
Settings

j 3.

MNew
Document
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Go to Library Settings. In the General Settings section, click Versioning settings.
Next to Content Approval, under Require content approval for submitted
items?, select Yes, and then click OK.

Content Approval

Spedfy whether new items or changes to existing items should remain in Require content approval for submitted
a draft state until they have been approved. Learn about requiring items?

approval. @ Yes @ No

Before the workflow is created, take a look at the built-in content approval
functionality. Create a new document in the library, and name it Dress Code
Policy.docx. The file will be saved to the Policies library.

Notice that the Approval Status column in the library says that the document’s
status is Pending.

@ Save As

U\:J | J < http://forms.contoso.c... » Policies » - | &,| Search Policies

-

@ Microsoft Word [ | Conotoso Forms
Policies

. Templates E

Workspaces 3
Type Name Modified By Modified
AT Favorites There are no documents of the specified type in this document
Bl Desktop library.
& Downloads
= Recent Places
L My Site
SharePoint Sites

. Policies

File name: Dress Code Policy.docx -

Save as type: [Word Document (*.docx) “

Authors: Charlotte Weiss Tags: Add a tag

Save Thumbnail

“ Hide Folders Tools - [ Save ] [ Cancel

Now it's time to create the workflow.

& Wwerkilows 4 |n SharePoint Designer, in the Navigation pane on the left side of the screen, click

@ﬁﬂ 5.

List
Workflow =

Workflows.

The new workflow will be created specifically for the Policies library, so on the rib-
bon, click List Workflow, and then choose Policies from the drop-down menu.
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6. Name the workflow Policy Approval. Type the description Manually initiated
approval workflow on the policies library, and then click OK.
.Create List Workflow - Policies @

@ﬁ Add a new workflow to your list

Enter a name and description for your new workflow

Name:

Policy Approval

Description:

Manually initiated approval workflow on the policies library,

o

'Z;%L 7. On the ribbon, click Initiation Form Parameters, and then click the Add button.
=/

mitiztion Farm - 8. Using the people picker option, call it Approvers. Type the description Select one
Parameters o .
or more people who should approve this document. In the Information type
field, select Person or Group, and then click Next.

"Add Field 7 =]

Figld name:
Approvers
Description:

Select one or more people who should approve
this document

Information type:
Person or Group |z|

9. Fill in the field's settings using the values in the following table. When complete,
then click Finish, and click OK.
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Setting Value

Description

Show Field
Allow selection of

Account
People and Groups

Choose from All Users

Allow blank values Not selected

Allow multiple values Selected

'Column Settings 7= |

Show Field:

Account |z|
Allow selection of:

(7} People Only @) People and Groups

Choose from

@ All Users

() Sharepoint Group: | Conotoso Forms Members
[ Allow blank values?

Allow multiple values?

< Back ][ Finish ][ Cancel

This is the user profile property.

Should the approvers be restricted
to individuals only, or do you want
to allow the selection of both people
and groups?

The control will be a people picker,
but if a specific SharePoint group is
selected here, only members of that
group can be chosen. For example, all
people who can approve documents
could exist in a SharePoint policy
approvers group, and when initiating
the workflow, you would be able to
pick only one of those people.

Is the field required or not?

Can multiple entities be selected in
the people picker? These entities

can include a mixture of people and
groups if People and groups is cho-
sen under Allow selection of.
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Now that the initiation parameter has been created, you need to kick off an
approval process. On the ribbon, click the Action button, and then under the
Task Actions section, select Start Approval Process.

This type of action is called the Task Process Designer and is an entire workflow
inside of a workflow.

Step 1

Start Approval process on Current Item with these users

Click these users to select the approvers.

In this case, participants will be the approvers, so the initiation form parameter
called Approvers will be selected as the participant. Click the Address icon next to
Participants, and double-click Workflow lookup for a user.

In the Data source field, select Workflow Variables and Parameters. In the Field
from source field, select Parameter: Approvers, and then in the Return Field as
field, select Login Names, Semicolon Delimited. Click OK to close the Lookup for
Person or Group dialog box, and then click OK in the Select Users dialog.

Select Task Process Participants | 7 | = |
Participants: One ata time (serial) lz‘
CC: liE ] —

Select Users A £
Task Request

Type a Name or E-mail Address: Selected Users:
Instructions: Or select from existing Users and Groups:

People/Groups from SharePoint site., s BEmniE

Workflow L aUser... |

User who created currgnt item | Move Lip

Charlotte Weiss Lookup for Person or Group | 7 ” > |

Chrig Johnson e

Conotoso Forms Meml] Field Data to Retrieve

Conotoso Forms Owng

Conotoso Forms Visito|  Cheose the data source to perform the lookup on, then the field to

CONTOSO\Administra retrieve data from:

CONTOSOVdomain usq  Data source: Workflow Variables and Parameters lz‘

form admins

Greg Chapman Field from source:  Parameter: Approvers Iz‘

Laura Rogers

NT AUTHORITY\Aauthel  Return field as: Login Mames, Semicolon Delimited Iz‘

NT AUTHORITY\LOCAI

add o Chang Gear Lok

Duration per Task: 1 J=[ [Dayls] |L|
Due Date for Task Process: E]

In the Title field, type Policy for approval, and then under Instructions, type
Please take a look at this policy, and approve or reject it. In the Duration per
Task field, type the number 1 (the default is days). Click OK.

Tip When the duration per task is one day, if the assigned task is not completed within
one day, the assignee will receive automatic “overdue” emails.
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@3 15. On the ribbon, click the Publish button.

pupiish 6. Go back to the Policies library in the browser, click the drop-down box for the
Dress Code Policy document, and then click Workflows.

[ Type MName Modified

[l @I_j Dress Code Policy Bivew |« |7/3/2011 2:53 PM
Wiew Properties

4 Add dol
Edit Properties

View in Browser
Edit in Browser

Edit in Microsoft Word

Check Cut
ersion History

B e [E

Approve/Reject

Compliance Details
@/) Workflows
Alert Me
Send To 4

E@ Manage Permissions
¥ Delete

17. In the Start a new workflow section, click Policy Approval.

The initiation form presents a text box, in which you can fill in the names of the
designated approvers.

Approvers | Chris Johnson ; Greg Chapman ; |9\/|Lﬂ

Select one or more people who should approve this document

18. Fill in the names of one or more people, and then click Start.

Important If the SharePoint server’s outgoing email settings have been set up correctly by the
administrator, workflow emails will automatically be sent to the approvers and to the initiator.

x CLEAN UP Leave SharePoint Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close SharePoint Designer, and then close
the browser.

The first time a workflow is started, a new column that has the same name as the work-
flow is automatically added to the library. In the Policies library, notice that there is a new
column called Policy Approval. The workflow has been started, so it shows as In Progress,
next to the Dress Code Policy document. When you click the In Progress link, you are
taken to the Workflow Status page. This shows who the current task is assigned to, as
well as a workflow history that lists each activity that has happened in the workflow so
far. Now that the initiation form has been created (the form that was filled out in step 17
of the preceding exercise), it can be easily customized because it is an InfoPath form.
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In the following exercise, you will customize the initiation form for the policy approval
workflow so that it looks a bit more polished.

6 SET UP In the web browser, open your SharePoint site. Also, open the same SharePoint
site in SharePoint Designer 2010. Open the Policy Approval workflow that was
created in the previous exercise.

1.

AaBb

Title

Go to the main workflow settings screen for the Policy Approval workflow. In the
breadcrumb trail at the top of the workflow, click Policy Approval.

| @ PalicyApproval %, 9

- - mConotoso Forms b Workflows b [Poliq}\pproval‘ }l

In the Forms section at the lower-right, click the Policy Approval.xsn form.

Forms

A list of the forms used by this workflow.

=
File Name * Type | Modified Date

@Policy Approval.xsn Initiation 7/2{2011 10:27 PM
@Approval.xsn Task 7/2f2011 10:27 PM

Note Anytime a workflow has the manual start option selected, when it is published, the
initiation form will be generated, and it will have the same name as the workflow.

Put the cursor in the empty row above Approvers, and then type Policy Approval
Workflow.

Policy Approval Workflow
Approvers

o] (s

On the ribbon, click the Home tab, and then using the Font Styles section, change
the font to Title. Center the title across the page.

Again, on the ribbon, go to the Page Design tab. In the Themes section, click to
select the theme called Playground - Cay.

Policy Approval Workflow

Approvers i |<e—mai| addresses> ||ﬁr||lLﬂ |
' Select one or more people who should approve this document
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6. Now the form can be published. Click the Quick Publish button at the upper-left.
InfoPath prompts you to save a backup copy of the form to your hard disk before
publishing. Select a file location on the Save As screen, and then click Save.

Microsoft InfePath @
e
'.0_' Yfour form template was published successfully.

Was this information helpful?

7. When the template has been published successfully, click OK. Exit InfoPath.

8. Upload another document to the Policies library, and manually initiate the work-
flow by following steps 15-17 from the previous exercise. You'll see the new, modi-
fied initiation form in place.

Tip Notice that it was not necessary to republish the workflow to implement the newly
published InfoPath form.

CLEAN UP Leave SharePoint Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close SharePoint Designer and close the
browser.

To build the content approval into the workflow, the goal is to automatically set content
approval to Approved if a document is approved; and otherwise, set it to Rejected. This
entails adding a new condition to the workflow.

In the following exercise, you add the functionality to communicate with the library’s
content approval. When content approval is used on its own without a workflow, the
only way to receive notification of items needing approval is to set up SharePoint alerts
on that list or library. With this solution, only the specific approvers will get the email.

SET UP In the web browser, open your SharePoint site. Also, open the same
SharePoint site in SharePoint Designer 2010. Open the Policy Approval workflow that
was created in the previous exercise.

1. Position your cursor on the line under the Start Approval Process action, type
the word If, and then press the Enter key. This will show a list of all of the optional
conditions. Select If any value equals value.
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Step 1

Start Approval process on Current Item with Parameter: Approvers

if P 8 results: press Enter to view.

Created by a specific person
Created in a specific date span
If any value equals value

If current item field equals value
Modified by a specific persen
Meadified in a specific date span

The file size in a specific range kilobytes

The file type is a specific type

The first condition that you will set is to verify that the item has been approved. The
approval process that took place in the first action has a variable that you will use.

Click the name of the first blue value, and then click the function (fx) button. Select
Workflow Variables and Parameters as the data source; select IslitemApproved
as the field name, and then click OK.

Define Workflow Lookup 7 =]

Field Data to Retrieve

Choose the data source to perform the lookup on, then the field to
retrieve data from:

Data source: Workflow Variables and Parameters lz‘
Field from source: | Variable: IsItemApproved Iz‘
Return field as:

For the second value, after is equal to, select Yes.
Select this first condition, and then on the ribbon, click the Else-if Branch button.

Now you have a structure, but actions need to be added after each condition in the
statement.

Start Approval process on Current ltem with Parameter: Approvers

If Variable: IsltemApproved equals Yes
(Start typing er use the Insert group in the Ribbon.)
Else

(Start typing er use the Insert group in the Ribbon.)

Position your cursor in the first section that says (Start typing or use the Insert
group in the Ribbon). On the ribbon, click the Action button, and then choose
Set Content Approval Status.

Set the content approval status to Approved, with the comment This policy has
been approved.
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7. Under the Else statement, add another action to Set Content Approval Status. Set
the content approval status to Rejected, with the comment This policy has been
rejected.

Step 1

Start Approval process on Current lbermn with Parameter: Approvers

If Variable: IsltemApproved equals Yes

Set content approval status to Approved with This policy has been approved

Else

Set content approval status te Rejected with This policy has been rejected

% 8. Publish the workflow.

Publish 9. Add a new document to the library, and then manually trigger the workflow
again. Click the drop-down box on the document in the library, and then select
Workflows. Click the name of the Policy Approval workflow. Enter one approver’s
name on the initiation form. In the Policies library, click In Progress in the Policy
Approval column.

10. To open the workflow task, click the title of the assigned task—in this case, Policy
for approval.

Workflow Information

Initiator: Charlotte Weiss Document: Group Meals
Started: 7/3/2011 9:04 PM Status: In Progress
/3/2011 9:04 PM

Last run:

= Add or update assignees of Approval
o Cancel all Approval tasks
o Update active tasks of Approval

If an error occurs or this worlkflow stops responding, it can be terminated. Terminating the workflow
@ Terminate this workflow now.

Tasks

The following tasks have been assigned to the partidpants in this workflow. Click a task to edit it. You can also view the

list Tasks,

] Assigned To  Title Due Date  Status Related Content
Chris Johnson Policy for approval vew 7/4/2011 Not Started Group Meals

‘Workflow History

a View workflow reports
The following events have occurred in this workflow.

[F] Date Occurred Event Type User ID Description
7/3/2011 9:04 PM Workflow Charlotte  Approval was started. Participants: Chris
Initiated Weiss Johnson

7/3/2011 9:04 PM_Task Created Charlotte  Task created for Chris Johnson. Due by:
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-

I:=1
B2
Initiation Farm
Parameters

11. Click the Approve button on the task. Go back to the Policies library by clicking its
name in the Quick Launch pane.

[ Type Name Modified Modified By Approval Status Bolicy Approval
IE_] Dress Code 7/3/2011 2:53 PM Charlotte Weiss Pending
Policy @ new
| Group 7/3/2011 9:11 PM Charlotte Weiss Approved Approved

Meals & Hew

4 Add document

CLEAN UP Leave SharePoint Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, close SharePoint Designer, and then close
the browser.

The Approval Status column has been set to approved, and the Policy Approval (work-
flow) column also shows as Approved. The benefit of using content approval is that each
company policy can be worked on by policy editors, but the changes are not available
for public consumption until the item has been approved.

This has been a fairly simple set of exercises so far, demonstrating what an initiation

form is and how one is customized. However, in the real world, workflows are created,
changed, published again, and then changed some more, and they go through multiple
iterations. It is important to demonstrate the form publishing behavior when aspects of a
workflow are modified.

In the following exercise, you will add a new initiation form parameter. When new
parameters are added, the associated controls of the InfoPath initiation form are not
automatically modified. You will learn how to work in the real-world scenario of having
multiple changes to a workflow. A High Priority check box will be added so that the due
date varies depending on the priority.

SET UP In the web browser, open your SharePoint site. Also, open the same
SharePoint site in SharePoint Designer 2010. Open the Policy Approval workflow that
was created in the previous exercise.

1. In SharePoint Designer, in the Policy Approval workflow, click the Initiation Form
Parameters button. Click Add to add a new parameter.

2. Name the field High Priority. In the Description field, type Is this a high priority
approval?. In the Information type field, select Yes/No (check box), and then
click Next.
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Add Field [7][=]
Field name:
High Priority

Description:

Is this a high pricrity approval?

Information type:
YesMo (check box) lz‘

3. Select a default value of No, click Finish, and then click OK.

If a policy is high priority, the approval task will be due in one day; otherwise, five
days is the deadline.

‘:j[ 4. On the ribbon, click the Local Variables button, and then click the Add button.
—

Lot . Name the new variable Due in Days. Define the Type as Number, and then
Wariables click OK.
" Edit Variable 7ll=]
Mame:
Due in Days
Type:
Mumber lz‘

6. Above the action that starts the approval process in the workflow, add a new condi-
tion: If any value equals value. For the data source, choose Workflow Variables
and Parameters; for the source field, choose Parameter: High Priority. Click OK.

g":[De‘FineWorkﬂowLookup ® ”El

X Field Data to Retrieve
(Start typing or u
Choose the data source to perform the lookup on, then the field to
retrieve data from:

then Start Approval py  Data source: Workflow Variables and Parameters Iz‘
Field from source: | Parameter: High Priority Iz‘

If Variable: IsltemAppy  Return field as:
Set content apprq | Clear Lockup

7. For the value after equals, choose Yes.

8. On the ribbon, click the Else-If Branch button.
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If the approval is high priority, the approver will have one day to complete the task;
otherwise, the approvers get five days. Under the first part of the else-if branch,
insert an action to Set Workflow Variable. For the variable, select Variable: Due in
Days, and then set it to 1.

Under Else (not high priority), set the same variable to 5. In the Start Approval
Process action, click the link Parameter: Approvers.

Step 1

If Parameter: High Priority equals Yes
Set Variable: Duein Daysto 1
Else

Set Variable: Due in Days to 5

then Start Approval precess en Current Item with Parameter: Approvers

Note A variable is a way to temporarily store a value during the time a workflow is
running. Now that we have obtained the desired number of days and are holding onto it
in a variable, it can be used where we need it.

Next to the Duration per Task text box, click the function button. For the data
source, select Workflow Variables and Parameters; for the field, select the vari-
able Due in Days. Click OK.

Duration per Task: Variable: Due in Days Day(s) lz‘

Due Date for Task Process: E]
Click OK again, and then click the Publish button.

An error message displays, which is the whole point of this exercise. The error mes-
sage indicates that you added the high-priority initiation form parameter, but that
the new field is not on the initiation form yet. Click OK to close the message box.

Workflow Form Update Required [==]

The Farm Palicy Approval.xsn has been customized using InfoPath and may no longer be compatible with this
workflow due to field changes. To continue using the existing form, you must first update it using InfoPath, If you

l h no longer wish ko keep your customizations, you can delete the form and a new one will be generated when the
workflow is published,

‘WWas this information helpful?

You have two different ways to address the error, both of which need to be done
from the workflow settings dialog box for the workflow.
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CJ 13. On the ribbon, click the Workflow Settings button.

WA Ork o
Settings

14.

15.

16.

17.

18.

Notice in the Forms section, under File Name, that the Policy Approval.xsn (the
initiation form) “needs update.”

One way to get past this would be to simply delete the form. The next time the
workflow is published, it would be regenerated automatically. Another way is to
open the form and manually add the new high-priority field to the form. When you
get to this error, you simply need to weigh your options. How much customization
has been done to the form, versus how many field changes have there been since
it was last published? Is it faster to redo the customization (in this case it's the title
and colors), or is it more efficient to keep the existing form and manually add (or
remove) any changed fields? Let's go for option number two: modify the form.

Open Policy Approval.xsn by clicking its name.

Farms =

& list of the forms wused by this workflow,
T

File Mame ¥ Type ¥ Modified Date b
@Policy Approval xsn® (needs update)  Inibiation  7f4j2011 10:24 AM
@ADWDVELXSH (custom Form) Task 7l6J2011 12:52 AM

The message shown in the following illustration pops up to alert you that a field has
changed. Click OK.

Update Fields (==

b One or more fields in the workflow Form have changed. InfoPath will now update the set of available fields. You may
' need to modify vour Form view to add or remove the updated Fields.

In the form’s layout, insert a new row below the Approvers row, and then drag the
high-priority field to the new row. Next to the text box, type Is this a high priority
approval?.

Save the form by clicking Quick Publish, and then close InfoPath.

1 Policy Approval Wor

Approvers <e-mail addresses>

Select one or more people who shoulc

High Priority [TT1s this a high priority approval?

In SharePoint Designer, on the Workflow Settings tab, publish the workflow again.
No error will occur this time.
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x CLEAN UP Leave SharePoint Designer and the browser open if you are continuing to
the next section of this chapter, but close the policy approval workflow. Otherwise,
close SharePoint Designer, and then close the browser.

Now that the workflow has been improved, try it out in a couple of different ways. Add
another document, and follow steps 1618 in this chapter's first exercise to manually
start the policy approval workflow. Try starting one as high priority, and notice that the
due date of the associated tasks are automatically set as one day from the date that the
task is assigned. Alternately, when you start a workflow and it's not high priority, each
approver has five days from the date of assignment.

In the preceding exercise, you learned that when an InfoPath form that is associated with
a workflow has been customized, it is not automatically updated when the form’s fields
change. Weigh your options, and determine whether it's more efficient to delete the
InfoPath form and let SharePoint Designer automatically recreate it or to open the form
and modify the layout to add or remove fields.

Important The people who are set up to approve the documents must have permissions to
approve list items in order for the workflow to run correctly. Recommendations on security on
the Policies library are as follows:
« Give all employees of the company Read permissions.
« Give the policy editors Contribute permissions.
« Give the policy approvers Design permission, or a custom level that contains the
Approve items permission.

Tip If approvers are not given permissions to approve items, this workflow can still be
accomplished by using an impersonation step in the workflow; however, this is beyond the
scope of this chapter.

Custom Actions

When manually starting the workflow each time, several clicks are involved. When fine-
tuning the user experience in SharePoint, you need to put yourself in the shoes of the
people who will be using the site daily; thus you need to think about making things easy
and obvious for them. Having to go through three clicks to start a workflow is not very
easy or intuitive. Custom actions are buttons that you can create as a way to help the site
users. When creating custom actions, determine where the button needs to appear in
the interface and what the button will do.
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Create Custorn Action @

/jl Add a custom action to your list T

Enter a name and description for your new custom action

Select the type of action

Custom &ctions can be used to run a workflow, show an existing form, or navigate to another
Web page,

Mame:

Description:

m

@ Mavigate to form:

fPalicies/Forms/DispForm.aspx7ID={Themld} [ El

) Inftiate worktlow:
Policy Approwval
(7 Mavigate to LIRL:

Browse

The

The

custom action button can be added in the following places:

List Item menu
Display Form ribbon
Edit Form ribbon
New Form ribbon

View ribbon
following are the actions that can be taken when the button is clicked:

Navigate to form Open a specific form that is associated with that list or library

Initiate workflow Start a workflow that has been configured to be initiated
manually

Navigate to URL Go to any specific website

At Contoso, when it is time for a policy to be approved, the user interface needs to be
easy and obvious. A custom action button is the perfect solution to this requirement.

In the following exercise, you will add a custom action to the policies library that you will
configure to start the policy approval workflow. A button will be added to the list item
menu on each document.
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SET UP In the web browser, open the SharePoint site that was used in the previous
exercises in this chapter. Also, open the same SharePoint site in SharePoint Designer

2010.

j Lists and Libraries 1.

2.

In SharePoint Designer, in the Navigation pane on the left, click Lists and
Libraries.

In the Document Libraries section, click Policies.

|Ed Form Templates

|E[§ Policies

|E3 Shared Documents

On the settings page for this library, in the Custom Actions section at the bottom
right, position the cursor in the white part inside of this section.

Notice that on the ribbon, at the top of the page, the Custom Actions tab is
selected.

Click the Custom Action button, and then choose List Item Menu from the drop-
down menu.

Bidoc@n | s
m List Settings Custom Actions
g, - "
= - 1
= /N =D
Custom Open Delete Rename

|Action =
List Item Menu
Display Form Ribbon Gj Policy Approv
Edit Form Ribbon - - con
Mew Form Ribbon ——

Customizatio
View Ribbaon

= " links ta lick ron

Type Policy Approval Workflow as the name; for the description, type Start this
workflow to select approvers for a policy. In the Select the type of action sec-
tion, select Initiate Workflow. Select Policy approval as the workflow.
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| Create Custom Action @

-
7= add a custom action to your list F

Enter a name and description for your new custom action

Name:
Policy Approval Warkflow

Description:

Start this workflow to select approvers for a policy.

m

Select the type of action

Custom Actions can be used to run a workflow, show an existing form, or navigate to another
Web page.

() Mavigate to form:

/Policies/Forms/DispForm.aspx?ID={ltemld}

@ Initiate workflow:

Policy &pproval El
() Mavigate to URL:

6. Scroll down to Button Image URL, enter /_layouts/images/itgbcirc.png, and
then click OK.

7. Go to the Policies library in the browser. Click the drop-down box on any policy
to see the new task button called Policy Approval Workflow. The icon next to
it is the PNG file that you defined in step 6. Click the Policy Approval Workflow

button.
[ Type Name Modified
| Dress Code Policy &new 7/3/2011 2:53 PM
| Group Meals new 7/3/2011 9:11 PM

| Vacation and Time Off ©new - 7/4/2011 10:31 AM

Policy Approval Workflow r
View Properties

4 Add dcrnr! i

Q Edit Properties

View in Browser
Edit in Browser
i Edit in Microsoft Word

|y Check out

8. Adding this button takes you straight to the custom initiation form. Select some
approvers, and then click Start.

x CLEAN UP Leave SharePoint Designer and the browser open if you are continuing
to the next section of this chapter, and leave the policy approval workflow open.
Otherwise, close SharePoint Designer, and then close the browser.

After performing all of the preceding exercises in this chapter, you now have an under-
standing of what an initiation form is, how a workflow can be triggered manually, and
how one of these forms can be modified.
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Workflow Task Forms

Another type of InfoPath form that is built into SharePoint Designer workflows is the task
form. Six different task actions can be used in the Enterprise version of SharePoint, and
each of these tasks comes with its own custom InfoPath form.

® Assign a form to a group Assign a task to one or multiple groups and users. In
this form, you can define the task title and other fields.

® Assign a to-do item Assign a very simple task to one or multiple groups and
users. Define the task title but no other fields.

® Collect data from a user This task action returns the task ID as a variable but can
be assigned only to a single person or a single group. In this form, you can define
the task title and other fields.

® Start approval process This type of task has built-in approve and reject buttons
and is used to pass an item through an approval process.

® Start feedback process This task has a button to submit feedback as well as a
text box to enter comments.

@ Start custom task process Unlike the preceding two task process actions, this
type is empty and must be fully customized.

The "task process designer” is a workflow inside of a workflow, which was introduced
with SharePoint Server 2010 (Enterprise version). The latter three of the preceding six
tasks have the task process designer built in. All of the workflow’s emails are built in, and
these types of actions are great to use for tasks with deadlines. When a task is overdue,
an email will be generated and sent to notify the appropriate people. When the whole
process has ended, more notifications are sent. All of these emails can be customized in
SharePoint Designer.

How does each task action have its own InfoPath form? Each time a new task action is
added to a workflow, a new content type is automatically created at the site level. If mul-
tiple tasks of the same action type are added on a site, parentheses with a number are
automatically added to the name of the action. Although the same task list can be used
for multiple types of tasks, each of these different task actions uses a different form in-
terface to that same list. Each form is associated with a different content type.
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A plethora of functionality is automatically built in, especially with the task process de-
signer. The following illustration shows an example of an approval form, with descrip-
tions of the associated fields:

Status

Requested By <e-mail addresses> % [F%} | i

Consolidated Comments |

Due Date

| These are the comments of the requestor and all previous participants. ©

Comments

This message will be included in your response

[ Approve ] [ Reject] [ Cancel ] [ Request Change ] [ Reassign Task ]

Status This is the status of the individual task. It has an initial value of Not Started.
When the task is done, it will be Completed. This is read-only.

Requested By This is the name of the person who initiated the workflow. This is
read-only.

Consolidated Comments This is a description that includes the initiator's name,
date, and the description of the task itself. With multiple approvers, all of their com-
ments will also be concatenated here. This is read-only.

Due Date Use this to define a date, not the time, that the task is due. This is
read-only.

Comments The task assignee can optionally type in comments before clicking
one of the buttons at the bottom. These comments are stored in the workflow's
history.

Approve and Reject Buttons These are called outcomes. Within the task process,
any outcomes can be created; these are just the most common. In the task process
designer, these are listed under the Task Outcomes section.

Request Change This button allows the task assignee to make a change request
to the initiator or to any other person of their choosing. When this is done, the cur-
rent task is automatically set to Completed, and a new task is created for the person
from whom the change is being requested. This setting is optional, which means
that you can disallow change requests from the workflow settings.
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.

&

Edit
ok o

® Reassign Task Use this button to reassign the task to someone else. The existing

task will be automatically completed, and a new task will be assigned to the new
person. This setting is also optional.

Tip The custom task form also has several built-in views, which the change request and task
reassignment utilize.

In the following exercise, you will explore the task process designer and associated
InfoPath form that was created in the last exercise.

SET UP In the web browser, open the SharePoint site that has been used in the

previous exercises in this chapter. Also, open the same SharePoint site in SharePoint
Designer 2010, and open the policy approval workflow.

Before we delve into the task form, let's explore the task process designer further.

1. In the Policy Approval workflow, click Edit Workflow.

2. In the approval process action, click Approval.

then Start Approval process on Current frem with Parameter: Approvers

Welcome to the task process designer. The task form fields are extra fields that you
would like the approvers to fill out. Task outcomes will be the buttons available to
approvers. The settings section contains a security setting as well as check boxes to
enable assignees to reassign or request change requests. In this exercise, you want

the approvers to be able to reassign their tasks to someone else or to make change
requests back to the initiator.

3. Select both the Reassignment and Change Requests check boxes.

=) Use this page to define and customize your overall task process. You can add new fields and outcomes to the form, as well as
edit the completion conditions that define completing the task process.

Task Information ~

Task Form Fiel.. | '] Mew.. %] Choose existingfield 4
Key information about this task process. Fields displayed on the task completion farm.
Name: Approval Column Name v Type ~ Property -
Owner: <click to edit>
Customization ~
- There are na items to show in this view,
Links to task customization tools.
8 Return to the workflow
8 Change the completion conditions for this task process
8 Change the behavior of a single task
8 Change the behavior of the overall task process
Task Qutcomes Enew.. -~
Settings “ Qutcomes define the set of buttons shawn on the task compl...
General sellings fur Lhis Lask, Sequemé | Name + Task Form Button -
General Settings =T Approved Approve
Only allow task recipients and process owners to read Ealz Rejecled Rejecl
and edit workflow tasks

Show the following cammands on the task form:
[] Reassignment

Change Requests
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The three links—Change the completion conditions for this task process,
Change the behavior of a single task, and Change the behavior of the overall
task process—are all more workflows. This is where all of the workflow’s emails are
set up, and a lot more.

4. Click Return to the workflow.

CV,E 5. Click Workflow Settings to return to the main screen for the Policy Approval

workflow.
WA ark o

settings Notice that the Approval.xsn file has an asterisk next to it. This indicates that the
form has a pending change. The change was made to the check boxes in step 3, so
the form needs to be updated to include both buttons.

@3 6. Publish the form. This process automatically regenerates a new task form.

Publish

Forms

A list of the forms used by this workflow.,
=

File Name - Type ~ | Modified Date -
m__}]PnIicy Approval.xsn (custom form)  Initiation  7/4/2011 10:24 AM
m__:]Approval.xsn" Task 7/5/2011 11:48 PM

x CLEAN UP Leave SharePoint Designer and the browser open if you are continuing
to the next section of this chapter, and leave the policy approval workflow open.
Otherwise, close SharePoint Designer, and then close the browser.

In the following exercise, you will modify the task form. A few common fields are read-
only but do not appear as such. Basically, when you're filling out a task form, it can be
confusing because fields that might seem editable are not editable.

q SET UP In the web browser, open the SharePoint site that was used in the previous
exercises in this chapter. Also, open the same SharePoint site in SharePoint Designer

2010, and open the policy approval workflow.
1. On the main workflow settings dialog box of the Policy Approval workflow, click
Approval.xsn in the Forms section at the lower-right.

This is an example of how the task form looks when a user opens it; it is readily
apparent what each field looks like.
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&

Shading

Workflow Task

X Delete Item

G/) This workflow task applies to Dress Code Policy.

Status Not Started

Requested By

Consolidated Comments  approval started by Charlotte Weiss on 7/6/2011 12:07 AM
Comment: Please take a look at this policy, and approve or reject
it.

These are the comments of the requestor and all previous

participants.
Due Date 7/11/2011 H
Comments
This message will be included in your response.
[ Approve ] [ Reject ] [ Cancel ] [ Request Change ] [ Reassign Task I

2. In InfoPath, select the text box next to Status. On the ribbon, on the Layout tab,
click Shading, and then choose No Fill.

3. Delete the Requested By people picker control.
This doesn’t need to be a people picker, because people aren't being picked here—
they're only being displayed.

4. From the list of controls on the Home tab, click Calculated Value.

5. Click the function button, and then click Insert Field or Group.

6. Click Show Advanced View.

Select a Field or Group @

»

Field

[abl status

@ Requested By
[bl Consolidated Comments —
T Due Date

[bl Comments

& Reassign Task To

[l New Request

[bl Mew Duration

=B New Duration Uinits

@ Request Change From i

Show advanced view

[tﬂteruata... ] FOK ] [ Cancel ]

m

7. Select the DisplayName field under Requested By, and then click OK.
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Select a Field or Group 7 =]
Fields:

Main E‘
(8 queryFields ~
= [§ dataFields

(= [ d:SharePointListitem_RW L
B Status 3

= [8 Requested By | 4
=] Lu? pciPerson
& Displayame
(=8 Accountld
‘_? AccountType
(=8 Consolidated Comments
j Due Date
‘_? Comments

|8 Reassign Task To
o I NP o +

Show basic view

[Bierpata.. | [ ok ][ cancel |

Click OK, and then click OK again on the Calculated Value Properties screen.

Right-click the text box next to Consolidated Comments. Select Change Control,
and then click Calculated Value.

Right-click the date picker control next to Due Date. Change it to a calculated
value. On the ribbon, on the Properties tab, change the width of this box to
165 px.

You will put two different controls on the form, one for date and one for time. Copy
the Due Date field, and then paste the copy next to it.

Cue Date

Select the second calculated value, and then on the ribbon, on the Properties tab,
click Data Format. Change it to a time format, and then click OK.

Date and Time Format [==]

() Mone (display XML value)
(@ Display the date like this:
Locale:
English (United States) [=]

Gregorian Calendar

(Do not display date) -
=3(14/2001 A
=Wednesday, March 14, 2001 =
*March, 2001

Wednesday, March 14, 2001

March 14, 2001 o
Display the time like this:

(Do not display time) "
*9:46:55 AM
*9:45 AM
9:45:55 AM
02:45:55 AM
9:46:55 S
Items that have an asterisk () are tied to the date and time
settings used by the operating system. When viewedina
\Web browser, the form language settings will be used
instead,

(N
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13. Click Quick Publish, and then close InfoPath.
14. Manually start the Policy Approval workflow on a document in the policies library.

Notice that the task form looks nicer, and it is more obvious that the Comments
box is the only area that is editable.

Workflow Task

X Delete Item

G/) This workflow task applies to Dress Code Policy.

Status Not Started
Requested By Charlotte Weiss

Consolidated Comments  Approval started by Charlotte Weiss on 7/6/2011 12:53 AM
Comment: Please take a look at this policy, and approve or reject
it. Approved by Chris Johnson on 7/6/2011 12:59 AM Comment:
This is a great policy.

These are the comments of the requestor and all previous
participants.

Due Date 7/11/2011 12:59 AM

Comments

This message will be included in your response.

[ Approve ] [ Reject ] [ Cancel ] [ Reguest Change ] [ Reassign Task ]

x CLEAN UP Close SharePoint Designer, InfoPath, and the browser.

Just as with initiation forms, any time the task process is modified, the form needs to be
updated. When the publish button is clicked, a prompt indicates that the form must
be updated.

External List Forms

Besides workflows, external list forms represent another integration point between
SharePoint Designer and InfoPath. Typically, in most organizations, different systems and
databases are used for different purposes. There could be an accounting database on
one server and a personnel database on another one. Many times, these islands of data
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are not connected or integrated with one another. In SharePoint 2010, the concept of
external content types was introduced. With external content types, connections can be
created to many different data sources, and the data can be presented to the end user
as if it were in one location.

External lists are created from external content types. When users edit the data in one
of these lists, the appearance is that the data is in SharePoint, but it is not. Each time an
External list is created, a prompt opens to automatically generate an associated InfoPath
form for the list.

Important The button to modify the form with InfoPath is not available via the browser, as it is
with regular list forms.

In SharePoint Designer, in the Lists And Libraries section, External lists are in their own
grouped section called External Lists. When you click the name of an External list, take a
look at the ribbon. Click the Design Forms In InfoPath button. The form can now be cus-
tomized just like any other InfoPath form.

List Settings Forms
BE &8 B X= &

CREW.

List List List Custom Edit  Delete Rename | Edit Document|Design Forms | Preview in Administration 5
View Form Workflow Adion~ | Columns Template in InfoPath ~ | Browser~ \Web Page Te
Mew Edit Actio Manage
MNavigation < [TT] External Contacts =
Site Objects ~ + ~ {3} Gears Project Home p Lists and Libraries p External Contacts b
fay Gears Project Home . . . o
= Use this page to view and manage settings for this list.
j Lists and Libraries
G/) ‘Workflows
i3 Site Pages
- ¢ List Information @ Views
[ Site Assets
El ORI Key information about this list. Views disp\fy list data i
|:| Site Columns Name: External Contacts MName
I_:l External Content Ty... Drescription: <dlick to enter text> i) DB Contacts Read List
[0 Data Sources Web Address: JLists/External Contacts/Read List....
Master Pages List ID: {C36EBAES-6296 45A2-A511-E0T7C1Z
=y Page Layouts Last Modified: 7/6/2011 9:39 PM
g Site Groups Ttems: External
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Key Points

There are several InfoPath integration points in the SharePoint Designer 2010
software.

SharePoint Designer 2010 is free to download and install.

There is a forms panel on the workflow settings page, where associated forms are
listed.

There are three different start options for workflows; one or more can be selected.

Initiation form parameters are fields that are on the initiation form when a workflow
is manually triggered.

A workflow can work in conjunction with a list or library’s content approval settings.

It can be a cumbersome process to manually trigger a workflow. Custom action
buttons can be created to simply this action.

When the form fields are changed after the workflow is published, the InfoPath
form must be manually modified, or the form must be deleted so that a new one
will be regenerated.

Certain permissions will need to be in place for this type of approval workflow to be
used efficiently and securely.






Chapter at a Glance

Create a time off

. request form, page 286
o Contoso Reimbursement Form E pag

Requestor Information

Create an approval section on
the approvals view, page 293

Full Name: Request Date:

Chris Johnson 7/21/2011

Department: Department Code: ... L
Accounting 2 4 MANAGER APPROVAL

Expense Information

"\ OReject
Purpose / Trip:
SharePoint conference g
List of Expenses: l
Date Category A
10/1/2011 Lodging Rules : ‘r—
7 i o Bay (58
10/2/2011 Meadls $800.00 Button: Submit G2 @ @& x
Total: $1,100.00 =
Hidden
F4 Define E-mail Message FIE =
o ‘Neat Approver @ Set Approver Info
[ IS cC: ‘ IE Approved
» Subject: ‘P\aase approve this form " - E Rejected
[Tahoma [=]jw =B ]@ W Automatic - @l Submit and Close
A form is ready for your approval.
. [%&Variable: FormLink2a] L=
g
- Details for:

|submit and Close

Condition:

Mone - Rule runs when button is dlicked

Rule type:
Action

Run these actions: *

Submit using a data connection: SharePoint Library Submit

Close this form: Mo Prompt

1 [I] [ECI D Don't run remaining rules if the condition of this rule is
- met
1
Create a SharePoint Designer Create multiple rules on a

workflow to send emails, page 329 single submit button, page 311



11 Building an Approval
Process

In this chapter, you will learn how to:

Create a simple interface for form approvers
Set up form load rules to switch views

Build out multiple approval sections

Create a read-only view for completed forms

A N N N N N

Create a workflow to send emails at each stage of approval

Typically, when a form is filled out and submitted, an approval process is associated with
the form. A common process involves obtaining management approval of a completed
form. The number of approvals and the level of complexity can vary greatly from form
to form. In planning out approvals, the process requirements will dictate the way that the
form is created in InfoPath. The more information that is gathered at the beginning, the
more efficient the form creation process will be. When you hear the term workflow, you
might initially think about SharePoint Designer workflows, but much of the workflow can
be built right in to InfoPath, using logic. Not to say that other workflows are unnecessary,
but a form's workflow can be used in conjunction with SharePoint Designer workflows.
Workflows such as those created with SharePoint Designer will add benefits that are not
found within the InfoPath form logic alone.

In this chapter, you will learn how to create an approval process within an InfoPath form.
Conditions and rules are powerful tools that can be used to create a workflow inside a
form. Some basic approval process requirements will be discussed, and you will build on
an existing form. New fields will be added, and views for approvers will be configured.
This is a more advanced chapter, building on the principles that you have learned so far
in this book.

The following screenshot shows a form that has gone through the approval process.

285
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@ Contoso Reimbursement Form

Requestor Information

Full Name: Request Date:
Chris Johnson 7/21/2011
Department: Department Code:
Accounting 112

Expense Information

Purpose / Trip: Trip Date:
SharePoint conference 10/1/2011
List of Exp
Date Category Amount
10/1/2011 Lodging $300.00
10/2/2011 Meals $800.00
Total: $1,100.00
Approvals
MANAGER APPROVAL
g Approve Comments:
. Reject Sounds like a good conference!
Approved By: weissc 7/21/2011
VP APPROVAL
o Approve Comments:
r Reject Have fun. Learn a lot.
Approved By: laura 7/21/2011

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapter 11 practice file folder. A complete list of

practice files is provided in “Downloading the Practice Files and eBook,” on page xxvi.

Gathering Requirements

When you create a new form in InfoPath that will need to go through an approval pro-
cess, you need to gather some basic information. Having this information will not only
help you build the form according to requirements but it will save time in the long run.
Following is a list of basic requirements:

® Workflow diagram Draw out a diagram of what the workflow process should
be. Use Microsoft Visio, Microsoft Word, Microsoft PowerPoint, or just draw it on
a whiteboard. All parties involved should come to a consensus as to the order and
flow of the approvals.

® Security considerations With InfoPath, you can create views to hide and show
certain information. Views in SharePoint can also be used as filters to show people
what you want them to see. This can be considered “security by obfuscation.”
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There’s no true security involved with this method. Alternatively, item-level permis-
sions can be used in SharePoint and assigned through a workflow. Determine
which method is appropriate for the form. For example, a form that contains Social
Security numbers or salaries needs tighter security.

® List of approvers Who will approve each form, and how will their names be
obtained? Will the form be routed to a name that is dynamic, like the logged-on
user's manager? Can each person pick the next approver by using a people picker
control? Maybe a special SharePoint group exists, and the approval email should be
sent to the entire group. All three of these are common scenarios, and sometimes
there is a combination of several methods within a single form.

® Form lifecycle What will happen to the form after it has been approved? Com-
monly, the form is set to read-only after it has been approved. How long does each
form need to be kept? Library views can be filtered so that completed forms are not
displayed.

® Userinterface When users visit the SharePoint site, what will their experience be?
Plan the Web Parts and views that will be created. Some common filtered views are
My Forms and Active Forms. Chapter 13, "SharePoint Views and Dashboards,” will
cover these considerations more thoroughly.

Contoso Reimbursement Form

At Contoso, after meeting with the reimbursement department, the following require-
ments have been gathered:

® There will be two levels of approval: Manager and VP.

® After final approval, the form will be read-only.

® Approvers cannot modify any of the original data that was submitted.
o

If a form is rejected by anyone, the approval process is over and the form is set to
read-only. To resubmit a form, the initiator must start from a new form.

Form Views

When working with multiple views of an InfoPath form, remember to keep it simple.
Views are extremely useful, but the more of them you have, the more work you could be
creating for yourself. The best practice is to create one view, with the form'’s’ layout and
fields finalized before copying them to other views. For a situation in which a field is dis-
played across multiple views and the name of the field's label needs to be modified, this
text will need to be edited in each separate view.
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The following three views will be used in the Contoso Reimbursement form for the exer-
cises in this chapter:

® New When anew form is filled out for the first time, this is the default view.

® Approvals Approvers use this view to reject or approve a form as well as to
include comments. The approvers cannot modify any of the original information in
the request.

® Read Only When the form has gone through the approval process or has
been rejected, this view is used to display all the information, but nothing can be
modified.

During form approval, you do not want the approvers to be able to modify the informa-
tion that was submitted. These fields can be set to read-only. However, you do not want
the entire view to be read-only, so this setting must be applied to each individual field,
as needed.

The three views have already been created in the Contoso Reimbursement request form.
The controls on the approvals view have each been set to read-only, and each control’s
background has been set to no fill. Because the fields are read-only, the background has
been changed so that they do not appear editable.

Approval Fields

When a form reaches the approval stage, the approver will open the form, select to ap-
prove or reject the form, and type his comments. For accountability, when the submit
button is clicked, the user's name and the date will be saved. For each level of approval
that is required, there will be four fields:

® Approval Thisis a radio button that has the value of Approved or Rejected.

® Comments This is a text box in which the approver can type comments. Com-
ments will be required if the form is rejected.

® Approver The name of the approver will be stored in this field and will be dis-
played as read-only the next time the form is opened.

® ApprovalDate The date of the approval will be stored in this field and will be
displayed as read-only.

The Contoso reimbursement form will have three levels of approvals; therefore, it will
have twelve approval fields.
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In the following exercise, you will create the Approvals table and add the approval infor-
mation to the bottom of the form.

SET UP Open the ContosoReimbursementform.xsn in Design mode, and then
switch to the Approvals view. (On the Page Design tab, click the View drop-down
box, and then select the Approvals view.)

1. In the Approvals table, put the cursor in the first white row of the table under the
word “Approvals”. In the list of fields on the right, in the Approvals section, click
the drop-down box on the Manager_Approval section, and then click Section to
insert a new, empty section on the form.

[Z# Requestar
|Z# DepartmentEraup

‘ = [ myFields
Request

Section with Controls ExpenseGroup

Section Appravals

& Manager_Approval ™
= YP_Approval

Contrals in Layout Table

Contrals

| RN =

Optional Section with Controls

hare...

2. With the cursor inside the newly inserted section, press Delete two times to remove
as much extra space as possible.

Approvals

3. On the Insert tab on the ribbon, in the list of tables, select the table called
2 Column Offset With Emphasis 3.

4. With the cursor in the area that says Click to add subheading, type Manager
Approval.

The approval fields have been pre-created in the template, and the beginning
of the approval section has been started.

5. Position the cursor in the first green row under the MANAGER APPROVAL header,
where it says Add Label. In the list of fields on the right, click the drop-down box
on the ManagerApproval field under the Approvals / Manager_Approval node.
Select Option Button.
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6.

B [5r myFields
|5 Requestor
|5 DepartmentGroup
|5 Request
|5 ExpenseGroup

=[5 Approvals
=[5 Manager_Approval
& ManagerApproval (]
E| [Bl  Text Box
=]

= ._E Drop-Down List Box
=27 E Combo Box

[=I=R0N
= {8 ListBox
=R Option Button
=]
= Mere...
= [£57 Hidde Add...
=] Form

Beference...
For the number of option buttons to insert, select 2, and then click OK.

Insert Option Buttons @

Mumber of option buttons toinsert: |2 5

Option buttons must be inserted together or
bound to the same field to function

correctly.

Next to each option button on the form, type the words Approve and Reject.

Select the Approve option, and then press Alt+Enter to open the control proper-
ties. In the Value when selected field, type Approved. Select the This button is
selected by default check box, and then click OK.

Option Button Properties @

Data | Size I Advanced I Browser forms

Binding
Field name: Approval
Data type: Text (string) lz‘
Value when selected: | Approved

Example: Sample Text
| This button is selected by default i

[] cannot be blank

Ok ] [ Cancel ] [ Apply ]
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9. Select the Reject option, and then press Alt+Enter to open the control properties.
In the Value when selected field, type Rejected, and then click OK.

10. From the list of Manager_Approval fields on the right, drag the ManagerComments
field to the table in the cell next to the Approve and Reject buttons. Change the
label text to Comments.

Approvals
MANAGER APPROVAL

@ Anprove Comments:
) Reject

11. Click to select the Comments text box. Press Alt+Enter, and then in the control’s
properties, go to the Display tab. Select the Multi-line check box, and then
click OK.

Text Box Properties

|Data | Display |Size Indvanced Erowser Furms|

Cptions
Flaceholder:
Exarnple: "Click here and type."
|| read-only
Enable spelling checker
[V Enable AutoCamplete

[ Limic besct box ko |1 characters

uilti-line:

Move to next control automatically when limit is reached
Alignment: Left lz‘

12. With the cursor to the right of the Comments text box, on the ribbon, click the
Home tab. In the list of controls, click Calculated Value.

Input F speling - 3N

[abi Test Box 255 Rich Text Box 8 prop-Down List... & Find ~

IH Combo Box [ Check Box @ Option Button :‘ésﬂectA” R
& Date Picker E3 Date and Time Fi... =] Multiple-Select.. Editing Eoa
EH List Box i3 Bulleted List i3 Numbered List |7v
@ Plain List &8 Person/Group Pi... ’E, External Item Pic.., b the form.

Objects

sl Button =4 Picture Button J Caleulated Value

W File Attachment E Picture Q,) Hyperlipk

Containers Calculated Value

1] section [2] optional Section ]&] Repeat| Inserta control that displays

" . . read-only data such as text, the
; Repeating Table [EI Choice Group @ Choice value of 3 field, or the result of a
formula based on an XPath

Add or Remove Custom Controls !
expression,
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13. Click the function button to edit the formula. Type concat(, and then click
the Insert Field or Group button. In the Manager_Approval section, select the
ManagerApproval field, and then click OK.

Select a Field or Group |7 |l== |

[Pur
———|  [elds:
Insert Formula Main E
Formula: (=[5 myFields =

|.= Requestor
concat( (.= DepartmentGroup
| Request
|.= ExpenzeGroup
= [ Approvals
= [Zr Manager_Approval L
-
=] ManagerComments
=] ManagerApprover
@ =] ManagerApprovalDate
[ PickThevP
= VP_Approval
(= Hidden

14. The formula will concatenate ManagerApproval By: and ManagerApprover, so
complete the full formula, click OK, and then click OK again.

Insert Formula

Formula:

concat{ManagerApproval, " By: ", ManagerApprover

15. With the cursor to the right of the calculated field that was just inserted, click the
drop-down box on the ManagerApprovalDate field, and then from the list of
Manager_Approval fields, select Text box.

16. Select the ManagerApprovalDate text box, and then on the ribbon, click the
Properties tab. Select the Read-only check box, and then use the Shading button
to set the background to No Fill.

17. The widths of the calculated field and date field will now be modified so that they
fit neatly next to each other. With the ManagerApprovalDate text box selected, on
the Properties tab, and then change the Width value to 96 px.

I |
oper Properties Layout

V| Read-Only &[] Height Auto &

Cannot Be Blank o4 Width |96 px -

:'\;gchange Contral ~ i‘ﬁMargins
Modify Control Size

18. Change the width of the calculated field (the one labeled Approved By) to 293 px.

19. Delete the last two green empty rows of the table.
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20. With the ManagerApprovalDate text box selected, on the ribbon, click Borders.
Click None, and then click OK.

Borders
Notice that the date field is no longer visible. This is because you just removed the

background and borders.

Approvals
MANAGER APPROVAL

@ Approve Comments:

) Raject

P ST
SnlhanRRiRel

With the first approval section created, you can copy it and use it as a basis for the other
approval sections. But before you do that, several rules will be created on each control.

CLEAN UP Leave InfoPath Designer open if you are continuing to the next section of
this chapter. Otherwise, click the Save button to save the XSN file to your computer,
and then close InfoPath Designer.

The Status Field

Before you create rules on each approval section, you first need to understand the basis
for how the logic will work for the form as a whole. To reiterate, the form will have its
own workflow, which will be created by using form load rules and many different for-
matting and action rules. There will be a field called Form Status, which will be the foun-
dation for much of the form’s logic.

The Form Status values will be changed as the form goes through the approval process.
The status levels are as follows:
® New This is the first status. It will be the initial default value.

® Manager Approval As soon as a form is submitted for the first time, because the
manager is the first approver, the status will immediately be set to this.

® VP Approval This is the status after the manager approves a form.

® Completed When the VP has approved a form, the process is over and the form
is complete.

® Rejected |If any of the approvers reject the form, this is the status.
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=i Create

This Form Status field will also be promoted to be a column in the SharePoint form
library on which it can be filtered and sorted. Any SharePoint workflows that send emails
will use the status as a workflow condition.

When thinking about the big picture and creating many different forms and approval
processes, you will discover that the Form Status field will be a common element in your
architecture. Because of the need to use it across forms and in workflows, this field can
be created as a site column.

In the following exercise, you will create Form Status as a site column and as a field in
the reimbursement form. Then, the two will be tied together by publishing the form and
promoting the field to SharePoint as a column.

For InfoPath fields that are also used for workflows and other activities transparent to
the end users, it is a good practice to keep them in a pre-defined place within the list of
fields so that you can find them quickly, later on. A group of fields called Hidden will be
created in the form, which is where the form status will be.

SET UP Open ContosoReimbursementform.xsn in Design mode. Decide to which of
your test SharePoint sites you will publish this form. In the following example, the site
will be http://forms.contoso.com. Open your SharePoint site in the browser.

1. In SharePoint in the browser, click Site Actions, and then select Site Settings.

2. In the Galleries section, click Site Columns.
3. Click the Create button.
4

. Name the column Form Status, and then select Single line of text. Scroll down, to
Put this site column into. In the New group field, type Contoso Forms. Leave the
rest of the information as default, and then click OK.
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Column name:
Form Status

The type of information in this column is:
@ single line of text
@ Multiple lines of text
~) Choice {menu to choose from)
@ Number (1, 1.0, 100)
@ Currency (%, ¥, €)
7 Date and Time
@ Lookup (information already on this site)
© es/No (check box)
~) Person or Group
@ Hyperlink or Picture
(@ Calculated (calculation based on other columns)
= Full HTML content with formatting and constraints for
= publishing
@ Image with formatting and constraints for publishing
Hyperlink with formatting and constraints for publishing
@ Summary Links data
@ Rich media data for publishing
") Managed Metadata

Put this site column into:

Existing group:

@ New group:
Contoso Forms

Repeat steps 3 and 4, creating another text column called Next Approver. In the
Existing Group drop-down box, choose Contoso Forms. Both of the new fields are
in the Contoso Forms group in the list of site columns.

In InfoPath Designer, create the group for hidden fields and the form status field
inside it by clicking the drop-down box on myFields, and then clicking Add.

The name should be Hidden, and the type is Group. Click OK.
Click the drop-down box on the new Hidden group, and then click Add.
Name the field FormStatus, as a text data type, and then click OK.

= & Hidden v

(=] Form3tatus

Repeat steps 8 and 9, creating a field called NextApprover.
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Double-click the new FormStatus field. In the Default value box, type New, and
then click OK.

This value is important because form load rules will depend on it later.

On the File tab at the top, and click Publish, and then click SharePoint Server.
This is the Publishing Wizard.

Type the URL of your SharePoint site. In this example, it is http://forms.contoso.
com. Click Next.

Note For more information about publishing and submitting forms to SharePoint, see
Chapter 6, “Publishing and Submitting Form Data.”

Select Form Library, and then click Next. Select Create a new form library, and
then click Next.

Name the new library Reimbursement, and then click Next.
Notice that several fields have already been added here.

Click Add, select the new FormStatus field from the Hidden group, and then
click OK.

Notice that the Site column group drop-down box automatically shows the value
of the Contoso Forms group, and the Column name drop-down list shows Form
Status—this is the site column.

(9 el

Select a Field or Group

Field to display as column:

[ Hidden ~

& Formstatus
] MextApprover

1 [

Site column group:
Contoso Forms |z|
Column name:

Faorm Status

[ allows users to edit daka in this field by using a datasheet or properties page

Cancel

Tip InfoPath recognizes that the name of the field you selected has the same name
as the existing site column. If the field in InfoPath had been named FormStatus (with
a lowercase s), the field would not have been automatically matched up with the site
column because InfoPath sees a capital letter or an underscore character as a word
delineator.

Repeat step 16, adding the NextApprover field as another column.

Click Next. Select the Adjust data connections to new location check box, and
then click Publish.
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Important It is important that this check box is selected, because the template provided
to you contains data connections to locations that do not exist in your own environment.
When you allow InfoPath to adjust the data connections automatically, both the existing
submit connection and the user profile service connection will be changed to point to
your own site.

You are moving this form from http://forms.contoso. com/Reimbursement/ to the
o location above. If the data sources this form uses are also moving, didk the
checkbox below so they continue to work.

|| Adjust data connections to the new location. This will only affect
connections to data sources within the same server {for example a
SharePaint list).

19. After the Publishing Wizard has completed publishing the form, click Close.

The form now has a status field, and the site column called Form Status is being used in
the reimbursement form library. This status will be changed each time a submit button is
clicked, and its value will be used in form load rules.

Adjusting Data Connections

When the form has been published for the first time, it might be necessary to
manually modify the data connections if they do not automatically adjust them-
selves. On the Data tab, click Data Connections. Select the SharePoint Library
Submit connection, and then click the Modify button. Replace the document
library URL with that of your own library, and then click Next through the rest of the
wizard. (See Chapter 6 for detailed information about submitting to SharePoint.)
The GetUserProfileByName data connection can be modified also, by changing
the URL to point to your own site. (See Chapter 9, “Working with the SharePoint
User Profile Web Service,” for detailed information about this web service.)

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click the Save button to save the XSN file
to your computer, and then close InfoPath Designer. Close the browser.

Form Load Rules

In Chapter 5, "Adding Logic and Rules to Forms,” you learned about form rules and logic.
Each button and control can have rules applied to it. Not only can rules be created on in-
dividual controls but action rules can be created, which run each time a form is opened.
These are called form load rules. For forms that go through an approval process and
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in this chapter’s example, these types of rules can be used as sort of a workflow within
InfoPath. Each rule can have its own conditions and actions. For example, one rule can
take certain actions on new forms, another rule can be used for the approval process,
and another rule can be created for forms that have been approved and completed.

On the ribbon, on the Data tab, click the Form Load button to open the Manage Rules
pane on the right. You will notice that one form load rule has already been created; this
rule will be addressed later in the chapter.

~ =7
= RE= &ﬁ{ D
Form | Form Rule User
| Load |Submit Inspector | Roles

Rules Roles
Rules - X
Form Load Ba B @ X
5
I New Form
New -

Dretails for:
MNew Form

Condition:

MNone - Rule runs when form is op...

Rule type:
Action

Run these actions: *

In your form, you do not want the end users to have the ability to switch between the
form’s views. The reimbursement form’s process can be outlined as follows:

® When a new form is filled out, the default value of FormStatus is New.

® The first time the Submit button is clicked on the New view, the value of the
FormStatus field will be set to Manager Approval.

® Use the following form load rule: If FormStatus contains Approval, switch to the
Approvals view.

® As each person approves and submits the form and the FormStatus value goes from
Manager Approval to VP Approval, each submit button will set the value of the
FormStatus.
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Because the CEO is the last approver, when she approves and clicks Submit, the
FormStatus value is set to Completed.

If anyone along the way rejects the form, the FormStatus field is set to Rejected.

Use the following form load rule: if FormStatus equals Completed or FormStatus
equals Rejected, switch to the Read-only view.

In the following exercise, you will create the two new form load rules so that views will
be switched automatically.

q SET UP Open ContosoReimbursementform.xsn in Design mode.

|

Farm
Load

1.
2.

9.

On the ribbon, click the Data tab, and then click the Form Load button.
Click the New button, and then select Action.

In the Details for box, type Approvals.

This is the name that you are giving the rule for your own reference later.
In the Condition section, click the None - Rule runs when form is opened link.

In the myFields drop-down box, click Select a field or group.

] Condition @
Run the rule when this condition is true:
myFields Iz‘ is equal to IZ‘ E
myFields
mmmmgﬁaagymaairmmm]ki ance

Expand the Hidden group, select FormStatus, and then click OK.
In the second drop-down box, select Contains.

In the third drop-down box, select Type text. Type Approval, and then click OK.

Condition | ® || 52 |
Run the rule when this condition is true:
FormStatus lz‘ contains lz‘ “Approval” lz‘ And »

Click the Add button next to Run these actions, and then select Switch views.
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10. Select the Approvals view, and then click OK.

Rule Details @I
Action:

[-]

e

Approvals

Now that the approvals rule has been created, the rule for completed or rejected
forms can be created.

11. Again, in the Form Load pane, click the New button, and then select Action.

12. In the Details for dialog box, type Read Only. In the Condition section, click the
None-Rule runs when form is opened link.
There are two conditions: FormStatus is equal to "Completed” and FormStatus
is equal to “Rejected”. Notice the or condition in the drop-down box at the end
of the first line.

Condition
Run the rule when this condition is true:

EXH
lz‘ is equal ko lz‘ "Completed” lz‘ or lz‘
FormStatus lz‘ is equal to lz‘ "Rejected" lz‘

13. Click OK. In the Run these actions section, click Add, and then select Switch
views.

14. Select the Read Only view, and then click OK.
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Rules v X
Form Load By B @ X
=3

e Form

Approvals
I Read Only

Dretails for:
Read Only

Condition:

FormStatus = "Completed” ar
FormStatus = "Rejected”

Rule type:
Adtion

Run these actions:*

Switich to views Read Craly

D Dion't run remaining rules if
the condition of this rule is met

Even with two levels of approvals available, having one view for approvals will be
efficient because our form load rules can be kept simple. Keep in mind that condi-
tions are case sensitive, so be sure to follow the instructions carefully.

x CLEAN UP Leave InfoPath open if you are continuing to the next section of this
chapter. Otherwise, click the Save button to save the XSN file to your computer, and
then close InfoPath Designer.

So far, we have created some approval fields, one approval section, and a couple of form
load rules. The next task is to tie together all of this functionality with some customized
submit buttons and more rules.

Approval Sections

The layout of a single approval section was created in an earlier exercise, but it doesn't
do anything yet. It's time to utilize the power of InfoPath rules to control the func-
tionality of each approver’s interface. The Approve and Reject radio buttons as well as
the Comments box will be disabled after the form moves to the next approver status.
The approver’'s name and date will be saved when he clicks the Submit button, and then
the next approvers will see that read-only information. After each approver submits the
form, the Submit button is hidden in that approver’s section.
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Disabled if FormStatus doesn't
equal "Manager Approval”

MANAGER APPROVAL

Approved BY: ...
Submit
Hidden if Hidden if FormStatus
FormStatus doesn’t equal “Manager
equals “Manager Approval”
Approval”

In the following exercise, you will create several rules on the Submit button in the New
view. Formatting rules will be created on controls in the manager approval section.

é SET UP Open ContosoReimbursementform.xsn in Design mode, and then switch to
the New view.

Mﬂe 1. Double-click to select the Submit button, and then on the ribbon, click Manage
Fules Rules.

2. Click the New button, and then select Action.

3. In the Details for dialog box, type Set Fields. Click the Add button, and then select
Set a field’s value. In the Field text box, select FormStatus. In the Value text box,
type Manager Approval, and then click OK.

Rule Details 7 =]
Action:
&2\ set a field's value [+]
Field:
Formstatus 1=
Value:
Manager Approval

This is typed text, not a field name

4. Click the drop-down box for the Set Fields rule, and then select Move up; you
want this rule to apply before the Submit rule.
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Rules v X
Button: Submit B B @A X
-3

Set Fields

Submit [=]

Dretails for
Set Fields

Condition:
Maone - Rule runs when button is dicked

Rule type:
Action

Run these actions: *

I Setafield's walue: FormStatus = "Manager Approval” |

|:| Don't run remaining rules if the condition of this
rule iz met

5. Switch to the Approvals view. In the Manager Approval section, select the
Approve option. In the Rules pane, click the New button, and then select
Formatting.

6. Call this rule Disabled. Create the following condition: FormStatus is not equal to
Manager Approval. Select the Disable this control check box.

Rules v X
Approval EE] .ﬁ =Y x
=

Disabled |

Dretails for:
Disabled

Condition: *

Formstatus # "Manager Approval®

Rule type:
Formatting

Formatting: *
B|J|Ujabe| A v~

AaBbCcYyZz

Hide this control
Disable this control
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7. Now you can copy and paste this rule to other controls. With the Disabled rule

ERY
selected, at the top of the Rules pane, click the Copy Rule button.
Rules v X
Approval Bp @ X
il = Disabled |
I
oY 8. Select the Rejected option. In the Rules pane, click the Paste Rule button.

9. Click to select the Comments text box, and then click the Paste Rule button.

Now, all three controls have the same rule. They will all be disabled if the FormStatus
is not “Manager Approval”.

Comments:

L LT ) O O
" Approved By: [u| ApprovalDate| 80
e On o o

At this point, formatting rules can be created on the controls that are under the
Comments box.

10. Click to select the calculated field (with the Approved By text in it), click the New
button in the Rules pane, and then choose Formatting. Create one condition,
which is FormStatus is equal to “Manager Approval”. Select the Hide this
control check box.

Rules - X
Calculated Value B3 Be X

=
Hidden

Dietails for:
Hidden

Condition:*

Form3tatus = "Manager &pproval”

Rule type:
Formatting

Formatting: *
B|Z|U|abe| A v~
—

thidder

Hide this contral
Lrisable this contral
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At the top of the Rules pane, click the Copy Rule button.

Select the ManagerApprovalDate text box, and then in the Rules pane, click the
Paste Rule button.

Note An identical copy of the rule has been copied from one control to another. You do
not want the manager to see these two empty fields, which is why they are now hidden.
When the form is routed to the next approver after the manager, these filled in fields will
be visible. The manager’s name will be captured when the manager clicks the Submit
button, which is why the controls are read-only.

Add the Submit button by placing the cursor at the bottom of the Manager
Approval section, and then on the Home tab, from the list of controls, click to
add a button to the form.

MANAGER APPROVAL

@ Approve Comments:
O Reject
Approved By:

a

a a
E T
[m] o

a

Also on the Home tab, click the Center button. Double-click the new button. In the
label box, type Submit. Leave the Action drop-down default of Rules and Custom
Code.

Note The Rules pane should still be showing on the right. If it is not, click the Rules

button. The last rule in this exercise will be the formatting rule for the Submit button. It
will be similar to the rules on other controls in the manager approval section.

Label Submit =l
w =
Action |Rules and C... ~
Submit Rules
@Control Properties  actions

Button

Select the Submit button, and then create a formatting rule with the condition that
the button is hidden if the FormStatus is not equal to “Manager Approval”.
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: \SyusaL Late - |
e e s Button: Submit Ba Gp @
' Department Code: =
) U————— Hidden
on
- Trip Date
-
Categofy A Details far
Hidden
Total: -
3 Candition: *
--------------------------------------------------- Form3tatus # "Manager &pproval”
Rule [
Approvals ope
S —————————————————————————— Farmatting
MANAGER APPROVAL Formating:*
nents: B|J|U|abe A ~ldr~
e R (hidider)
u] [u] o Hide this cortral
DD Lisable this control
o O O

Only one approval section has been created so far, but the formatting rules have been
created on each control in the section. When all rules have been created, this section can
be copied to create the other level of approval.

x CLEAN UP Leave InfoPath open if you are continuing to the next section of this
chapter. Otherwise, click the Save button to save the XSN file to your computer, and
then close InfoPath Designer.

Submit Button Actions

With each different approval, different actions will take place in a specific order. Also,
different actions will take place depending on whether the form is approved or rejected.
However, whether the form is approved or rejected, the logged-on user's name and the
current date will be saved. Here is how the form will behave according to the rules that
you will define:

® No conditions When the submit button is clicked, the following actions will occur:

O The Approver field will be set with the value of the currently logged-on user
name.

O The Approval Date field will be set with the value of the current date.
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® Approved When a form is approved, the FormStatus value will be set to “VP
Approval”. The VP will be the next person to approve this form, and the VP approval
section will be below the manager approval.

® Rejected When a form is rejected, the FormStatus value will be set to “Rejected”.

In the following exercise, you will create action rules that will be carried out when the
Submit button is clicked.

q SET UP Open ContosoReimbursementform.xsn in Design mode, and then switch to
the “Approvals” view.

= 1. Double-click to select the Submit button. If the Rules pane is not already showing
9 on the right side of the screen, then on the ribbon, click the Manage Rules button.

anage

Rules

2. In the Rules pane, click the New button, and then select Action. In the Details for
box, type Set Approver Info.

3. Next to Run these actions, click the Add button, and then select Set a field's value.

Rules o
Button: Submit Ga B @ X
=]

Hidden
=

| set ApproverInfo

BTN

Details for:
set Approver Info

Condition:
Mone - Rule runs when button ...

Rule type:
Action

Run these actions: *

MNan E:@ Switch views
[ g fﬁl Set a field's value
! ‘it Query for data
g Submit data

L)

[0 Closethe form
:;_‘J_.-‘ Send data to Web Part
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4. Click the field picker button adjacent to the Field box.

"Rule Details [z =]
Action:
&2 set a field's value Iz‘
Field:
Value:
|

The Select a Field or Group dialog box opens.

5. In the Manager_Approval section, select the ManagerApprover field, and then

click OK.
Select a Field or Group @
Fields:
Main lz‘
| Reguestor "

|.= DepartmentGroup
| Reguest
| ExpenseGroup
= = Approvals
= [=# Manager_Approval
=] ManagerApproval
=] ManagerComments
& ManagerApprover
[=] ManagerApprovalDate
|7 PickTheVP
|=¢ vP_Approval
| Hidden

m

6. Click the function button next to the Value box, and then click the Insert Function
button.

7. Select the userName function, and then click OK. Also, click OK on the Insert
Formula window.
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Insert Function [® (=]
Categories: Functions:
Most Recently Used string "
All stringdength
Date substring
Date and Time substring-after
Field substring-before
Math sum
Text today m
URL translate |E |
User true =
userName S
userfame()

Returns the user name of the person filling out the form (Microsoft
InfoPath 2007 and later).

8. In the Rule Details dialog box, click OK.

=
&

Rule Details

Action:

{E2)set & field's value

Field:
ManagerApprover
Value:

userMame(}

H
-~
I F & 5

Cancel

9. In the Rules pane, click the Add button again, and then select Set a field's value.
Repeat steps 4-7, except that the field should be ManagerApprovalDate and
the value should be the Today() function.

Details for:
Set Approver Info

Condition:
MNone - Rule runs when button is clicked

Rule type:
Action

Run these actions: *

Set a field's value: ManagerApprover = userName()

Set a field's value: ManagerApprovalDate = today(

I:‘ Don't run remaining rules if the condition of this rule
is met
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In the Rules pane, click the New button, and then select Action. Name this rule
Approved. For the condition, select ManagerApproval is equal to Approved.
Click OK.

Condition 7=
Run the rule when this condition is true:
ManagerApproval |z| is equal to |z| “Approved” |z| And »

For the action, add a new action to set a field’s value. In the Value text box for
FormStatus, type VP Approval, and then click OK. Remember that the typed text
here is case-sensitive.

Rule Details @I
Action:
{2 et 2 Field's value B
Field:
FormStatus B

Walue:

WP Approval

LThis is free-form text, not field selection

Click the New button to create another action rule. Name this rule Rejected, and
then set the condition as Approval is equal to Rejected.
This action sets the FormStatus field to “Rejected”.

Note Just as in step 11, you are typing free-form text in the Value box. Simply type
the word Rejected; you do not need to click the function button next to the Value box.
After all of these values are set, the form needs to be submitted and closed. Click
New again, and then select Action. Name this rule Submit and Close. There are
no conditions. Create two actions: the first one submits the form to SharePoint
(Submit Data), and the second closes the form.

You now have five rules on the Submit button.
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Rules h
Button: Submit By Gp @ X
=

Hidden
=

Set Approver Info

Approved

Rejected

| Submit and Close

Details for:
Submit and Close

Condition:

Mone - Rule runs when button is dlicked

Rule type:
Action

Run these actions: *

Submit using a data connection: SharePoint Library Submit

Close this form: No Prompt

D Don't run remaining rules if the condition of this rule is
met

As you've seen so far, there is a lot going on behind the scenes to automate this form. All
this complexity will be transparent to the people filling out the form. The approval pro-
cess will be easy to understand and very simple.

x CLEAN UP Leave InfoPath open if you are continuing to the next section of this
chapter. Otherwise, click the Save button to save the XSN file to your computer, and
then lose InfoPath Designer.

In the following exercise, you will copy the Manager Approval section to create the other
approvals.

9 SET UP Open the ContosoReimbursementform.xsn in design mode, and switch to
the “Approvals” view.

1. Using the cursor, select the entire Manager Approval section. At the lower-left
corner, click Section. Press Ctrl+C to copy this selection to the clipboard.

MANAGER APPROVAL

pprove ' Comments:

I Reject
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2. Press the right-arrow key on the keyboard until the cursor is positioned to the
immediate right of the section. Press Ctrl+V to paste the copy.

3. In the heading of the new section, change the word Manager to VP. Now that the
section has been copied, all of the VP fields need to be used instead of the man-
ager fields. Right-click Section at the lower-left of the VP section, and then select

Change Binding.
MANAGER APPROV
© Approve Comments:
K| s dey:
53 Copy =
@ | Pasic opiens [ swbme
o A -
& VP APPROVAEE"
| split Cells... Lﬁi
q 5% Borders and Shading...
o Maore Details... dBY:
& change Binding...
Change Control 3 Submit

Section Properties...

4. The control needs to be bound to the VP Approval section instead of Manager
Approval, so select the VP_Approval section, and then click OK.

Section Binding

Data source:
Main

(e l=]

[=]

To set the binding, select a field or group in which to store the control's data:

= [ myFields

|5 Requestor

|5 DepartmentGroup

| Request

| ExpenseGroup

= [ Approvals
|=F Manager_Approval
B VP_Approval

|=# Hidden

Now each individual control needs to have its binding changed.

5. In the VP Approval section, right-click the Approve option, and then select
Change Binding. In the VP_Approval section, select the VPApproval field, and

then click OK.
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Option Button Binding @
Data source:
Main lz‘

To set the binding, select a field or group in which to store the control's data:
(= Requestor -~
(5 DepartmentGroup
(57 Request
(5 ExpenseGroup
= [£57 Approvals
|5 Manager_Approval
=[5 vP_Approval
=] vPComments
=] vPApprover
=] vPApprovalDate
(5 Hidden

m

6. Using the same method as in step 5, change the binding for the following controls
to that listed in the following table.

Control New Binding
Reject (radio button) VPApproval
Comments (text box) VPComments
ApprovalDate (hidden text box) VPApprovalDate

7. The calculated Approved by field is a bit different. Click to select this control, and
then press Alt+Enter to open the properties. The XPath field will show as empty,
so the calculation needs to be recreated. If the XPath is not empty, clear out the
existing value. Click the function button next to the XPath box.

-Ca\cu\ated Value Properties @

General | Display IS\ze IAdvanced

(@) Data source

Enter an XPath expression. The results of the expression will be
displayed in the control.

¥Path:

() Text

Result

Formatas: |Text Iz‘ Format...
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8. The formula will concatenate VPApproval By: and VPApprover, so create this

formula (again). Click OK two times.

Insert Formula
Faormula:

concat(VPApproval, " By: ", VPADDrover)

The Approve option needs to be set as the default radio button again.

9. Select the Approve option, and then in the control’s properties, select the This

button is selected by default check box. Click OK.

Option Button Properties @
Data | Size I Advanced | Erowser farms |
O-0-0 Binding
a -@-_VPA roval
oo Field name: YPApproval
Heject -
Diata bype: Text {skring) E
Yalue when selected: | Approved
Examnple: Sample Text
[ This button is selected by default ]
alidation
[T] Cannat be blank
n
— =

Now the rules need to be modified slightly.

10. Double-click to select the Approve option again. If the Rules pane is not already
displayed, click the Manage Rules button. There is one rule, called Disabled. Click

the link to go to the rule’s condition.

Rules -
Approval B2 B @& ]
o

Disabled

(ions]

Details for:
Disabled

Condition: *

[ Formstatus = "Manager Approval ]

Rule type:

Formatting
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Modify the condition by changing the text from “Manager Approval” to “VP
Approval”.

Modify each of the six controls in the approval section to have a formatting rule
exactly the same as the manager approval rules, with the exception that the condi-
tion needs to be “VP Approval”.

The Submit button’s action rules also need to be modified. In the VP Approval
section, select the Submit button. In the Rules pane, click the Set Approver Info
rule. Under Run these actions, click Set a field’s value: ManagerApprover =
username().

The field needs to be changed so that instead of ManagerApprover, it shows
VPApprover. Click OK, and then click OK again to save the action.

- =
Rule Details Select a Field or Group |E|l§|
EE Fields:
&=\set a field's value Main [+]
Bl [ myFields
Field: Py
[# |2 Requestor
VPADDrover [# [Zr DepartmentGroup

) @ [ Request
Value: [ [£F ExpenseGroup
userName(} = [ Approvals
[# [ Manager_Approval
= [ VP_Approval
= vrApproval
= ¥PComments

& VPApprover
= vPApprovalDate
[# [ Hidden

Do the same thing with the Approval Date action by selecting the VPApprovalDate
field.

The conditions behind the Approved and Rejected rules also need to be modi-
fied. In the VP_Approval section, change the field in each rule so that it is the
VPApproval field.

In the VP Approval section, click to select the Submit button. In the Rules pane,
select the Approved rule. Set the FormStatus field value to Completed.
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Rules -

Button: Submit G2l om X
=

Hidden
=

Set Approver Info

I Approved
Rejected

Submit and Close

Details for:
Approved

Condition:

WREApprovalf tApproved”

Rule typre:
Action

Run these actions; *
Sefafield's value: FormStatus =|"Completed”|

|:| Don't run remaining rules it the condition
of this tule is met

When the Manager is filling out approval information, you don't want to see the VP
Approval section yet.

18. Select the VP Approval section by clicking Section at the lower-left of the control.

19. Create a new formatting rule called Hidden. The condition is FormStatus is equal
to Manager Approval. Select the Hide this control check box.

Rules A
ApprovalSection 3 ~:_§ Lﬁ X
=

Hidden |

F=EN

Details for:
Hidden

Condition: *
FormStatus = "Manager Approval”
Rule type:

Formatting

Formatting: *

B|J|U|abel A |~
(hidden)

Hide this contral

Don't allow users to insert or
delete this control
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The form's approval process is almost complete. After the form is submitted for the first
time, it automatically switches to the Approvals view the next time it is opened. Lastly,
the read-only view will need to be configured. Take a look at the progress that has been
made on this view.

_______________________________________ Approvals ===
""""""""""""""""" MANAGER APPROVAL ~ |#pprovelsecten/S)
""" o approve  Comments:

Reject
~ApprovedBy: ]
"""""""""""""""""""""" VP APPROVAL
T EEEEEEEERERBESSBBESSSDD——————————, .
© Approve Comments:
Reject
ApprovedBy:

x CLEAN UP Leave InfoPath open if you are continuing to the next section of this
chapter. Otherwise, click the Save button to save the XSN file to your computer, and
then close InfoPath Designer.

As part of the form’s lifecycle, you do not want any of the form's data to be edited after
the form has been completed and approved. Therefore, you use a read-only view and
the form load rule so that when the form'’s status is completed, it automatically switches
over to that view. This maintains the integrity of the data.

In the following exercise, you will copy the approvals view over to the read-only view.

9 SET UP Open ContosoReimbursementform.xsn in Design mode, and then switch to
the “Approvals” view.

1. Press Ctrl+A to select everything on the Approvals view, and then press Ctrl+C to
copy this information to the clipboard.

2. On the ribbon, on the Page Design tab, select the Read Only view from the View
drop-down box. Press Ctrl+V to paste the information from the clipboard onto this

view.
B 3. Again, on the Page Design tab, in the Views section, click Properties.
View: |57] New View ~
Read Only = HﬁDelete

Views
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4. On the General tab of the view settings, select the Read-only check box, and then
click OK.

View Properties @

General Text Settings | Print Settings | Page Setup|

View settings
View name: Read Only

[ set as default view
[7] show on the View menu when filing out this form

Design view for InfoPath Filler only
Read-only

5. Click the File menu, and then click Quick Publish.

Now the read-only view is truly read-only. Keep in mind that when the last approver
approves the form, the Submit button sets the FormStatus value to Completed. Then a
form load rule automatically switches over to the read-only view if the FormStatus value
is equal to Completed or Rejected.

Tip If you are using the attachment control, the attachments cannot be opened or viewed at
all when they are put in a read-only view. The workaround is to not select the read-only check
box if attachment controls are involved. Instead, set each individual control on the view as
read-only.

x CLEAN UP Leave InfoPath open if you are continuing to the next section of this

chapter. Otherwise, click the Save button to save the XSN file to your computer, and
then close InfoPath Designer.

Feel free to publish and test the form that has been created so far. The form can be filled
out and submitted. The next time the form is opened, it will switch to the approvals view
so that the manager can approve it. The manager approves and submits it, and then the
next time the form is opened, the VP approves and submits it. Finally, the next time it is
opened, it is on the read-only view because the process is complete.

Workflow Approvers

There is one last item to finish up. The approver names and the emails are still missing.
Each time the form is submitted, a workflow needs to send an email to someone so that
they know it is their turn to take action. Before the workflow can be created to send
emails, you need to define who exactly the approvers will be.
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For Contoso's reimbursement form project, the requirements are as follows:

® Because the user profiles in the organization are up to date and have accurate
manager names for each user, the user profile service will be used to obtain the
initiator's manager name.

® The manager will be prompted with a people picker control so that they can pick
the name of the VP who needs to approve this request.

The next step will be to build functionality into the form so that the proper user names
are obtained. In Chapter 9, you learned about working with the User Profile Service to
obtain information about a user. In this reimbursement form, the User Profile Service
will be used to get the manager’s name of the person submitting the request. One way
to get information about the currently logged-on user is by using the userName func-
tion. However, this function is limited because it returns only the logon name. You have
used this function in a couple of places so far in this chapter. When you want to get any
detailed information about a user other than just her user name, the User Profile Service
comes in handy.

In the following exercise, you will create a new field for the next approver's name and
populate it at each step of the approval process. Throughout the approval process, each
time the form is submitted, the name of the next approver needs to be determined. The
NextApprover field that was created earlier in this chapter will now be used. The first ap-
prover will be the manager.

Q SET UP Open ContosoReimbursementform.xsn in Design mode, and then switch to

L
=]
Farm
Load

the New view.

1. On the ribbon, on the Data tab, click the Form Load button.

2. Notice that the New Form rule is a disabled. Click the drop-down box for this rule,
and then select Enable.




320 Chapter 11 Building an Approval Process

Rules v X
Form Load 2 G @& X
=

Mews Farm

Details for:
New Form

Caondition:

Manager is blank

Rule type:
Adtion

Run these actions:*

Cruery using a data connection: GetllserProfileByMame

Seta field's value: Manager = Value[Mame = "Manager']

I:‘ Don't run remaining rules if the condition of this rule
is met

A data connection has already been created, which receives data about the
logged-on user from the User Profile Service web service. This New Form rule
first queries the User Profile Service and then sets the form's Manager field to the
name of the logged-on user's manager. Then it sets the requestor’s FullName field

to the current user’s full name. When the form is first submitted, because the next
approver will be the manager, you will set the NextApprover field to that value.

E& 3. On the form’'s New (default) view, double-click the Submit button, and then click
the Manage Rules button.

Rules 4. Click to select the Set Fields rule that you have already created. Click the Add but-
ton to add another action, and then select Set a Field’s Value.

5. Set the NextApprover field to the value of the Manager field, which can be found
under the Requestor Group. Click OK on all three dialog boxes.

Now, the first Submit button sets two fields. In a previous exercise, you created the
rule that sets the FormStatus value to “"Manager Approval”. Now, there is a new
rule that sets the NextApprover field to Manager. This manager field will have a
specific person’s name in it, and the first email will be sent to that person.
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: L
Rule Details @ eGroup
Action: als
feZ)Set a field's value =
Select a Field or Group @
Field: Insert Formula
- Fields:
MextApprover Formula: Main E
Value: [= [ myFields
[=I .= Requestor
= FullName *
2] RequestDate
=] Departmenthame
=] DeptCode
| DepartmentGroup
Insert Field or Group... = Request
|.= ExpenzeGroup
"""""""""" = Approvals
| Hidden
FiterData.. | [ ok | [ cancel
Rules - X
Button: Submit EENE N
=3
| setFields
Submit

Details for:
Set Fields
Condition:
None - Rule runs when button is clicked

Rule type:
Action

Run these actions: *

Set afield's value: Formstatus = "Manager Approval®

Set a field's value: NextApprover = Manager

|:| Don't run remaining rules if the condition of this rule is
met

6. The second requirement in this project was to allow the first approver to select the
next approver’s name from a people picker. Switch back to the Approvals view.

7. In the list of fields on the right, expand the Approvals section and the Manager_
Approval section to see the PickTheVP section.

This section will be used as a people picker control. If you don't see the fields on

the right, then on the ribbon, click the Data tab, and then click Show Fields
button.
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8.

10.
11.
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= | myFields
| Requestor
|5 DepartmentGroup
| Request
|5 ExpenseGroup
= [ Approvals
=l [ Manager_Approval
(=] ManagerApproval
=] ManagerComments
(=] ManagerApprover
(=] ManagerApprovalDate
[=) [ PickTheVP
| poPerson
|= VP_Approval
[= [ Hidden
= FormStatus
=] MextApprover

Drag PickTheVP onto the form, in the space above the Manager Approval form'’s
Submit button. At the left of this control, type Pick the VP-:.
Note Whomever is selected in the people picker control will be the next approver, so

when the manager clicks Submit, that person’s logon name appears in the NextApprover
field.

=

MANAGER APPROVAL

@ Approve ' Comments:

Pick the Vp:‘<e—mall addresses> ||K,HL1§ |

|
[ S S S S

In the Manager Approval section, click to select the Submit button. In the Rules
pane, click to select the Approved rule that you created in the previous exercise.
Click the Add button, and then select Set a field’s value.

In the Field box, select the NextApprover field.

For the Value, click the Function button. Click Insert Field or Group, and then
inside the PickTheVP section, choose the Accountld field.

Note The Account ID is the domain\user name of the person who has been selected

in the people picker. You want to ensure that when it is time to pick a VP, the manager
cannot submit the form with no one selected in the people picker. Typically, a validation
rule would be the way to go, but because validation rules cannot be created on people
picker controls, another method can be used. You can disable the Submit button if the
people picker is empty.



Workflow Approvers 323

I r
THp T Select a Field or Group ? |_33
|Purpose|©)| E Data source:
Main -
=] ManagerApproval -
Calegony Ao = ManagerComments
Category|© Invoi =] ManagerApprover
Condition =] ManagerApprovalDate
(=) [ PickThevP
Run the rule when this condition is true: = [ poPerson i
Accountld [ =] |isblank [~] DisplayName
& Accountld
=8 AccountType E
[=¢ VP_Approval
TR T AT T T VAT # [ Hidden
ents: bt
ManagerCommer| k

12. In the Manager Approval section, select the Submit button; in the Rules pane,
click New, and then select Formatting.

13. Name this rule Disabled. Set the condition to Accountld is blank, and then select
Disable this control.

L0

Select a Field or Group 7 |[=]
Purposel@|| Fields:
: i Main
Rule Details (e lz‘
: |L=¢ DepartmentGroup -
Action: 5
a2 Formula: [£57 Request
2] set a field's value i ExpenseGroup =
= £ Approvals
Field: = L& Manager_Approval
N =] ManageraApproval
omarer e g =] ManagerComments L
Value: =l ManagerApprover T
(=] ManageraApprovalDate
=l [ PickThevP

= [ pciPerson

Insert Fiel (=R DisplayMame L
(=R AccountType
[#l [#= VP_Annroval

[Bterpata.. | [ ok | [ cencel |

e —
14. The NextApprover field needs to be cleared out if the form is rejected. Click

to select the Rejected rule that you already created. Click the Add button, and

then select Set a Field’s value. Set the NextApprover field to a value of nothing

(empty), and then click OK.
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Rule Details 7=
Action:
{2 Set a field's value E
Field:
NextApprover
Value:

This box is empty

The NextApprover field also needs to be cleared out after the form is finished,
because whether or not it is rejected at the end, there is no NextApprover.

15. In the VP Approval section, click to select the Submit button. In the Rules pane,
select the Set Approver Info rule.

Because this rule runs on every form that is submitted, the new action can be
added here. Click the Add button, and repeat the action that was performed in
step 14.

16. Click the Quick Publish button to publish the changes to the form.

Now that the next approver field will have the correct values in it at the correct time, it
can be used as a column. The idea being that it is more efficient to have one field with
the next approver’s name than it is to promote all those different fields up to SharePoint
as columns. This is especially the case when the approval process becomes longer and
more complex with multiple levels of approvals. Think about the big picture when it
comes to SharePoint views and workflows. Having a single field that you always use for
the next approver is a good standard practice.

CLEAN UP Click the Save button to save the XSN file to your computer, and then
close InfoPath Designer.

This NextApprover field can also contain the name of a SharePoint group. For example,
if another level of approval needs to be added—such as to send the form to the
Accounting department—a SharePoint group can be created called "Accounting Team.”
The action on submit would then be to set the value of the NextApprover field to
"Accounting Team.”

4
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i
Reusable
WA Ork o

Much of the workflow for this reimbursement form has been done inside the form it-
self. Because of this, the SharePoint Designer workflow that will be created will be very
simple. We want to make it easy for the approver to simply click the hyperlink so that
he can activate the workflow. The FormStatus and NextApprover fields will be used in a
workflow that will have a very simple structure, as follows:

® If the FormStatus is not Rejected or Completed, send an email to NextApprover.
This email will let the next approver know that there is a form ready for approval.

@ |If the FormStatus is Rejected, send an email to the person who created the form,
informing him that it has been rejected.

® |[f the FormStatus is Completed, send an email to the person who created the form,
informing him that it was approved at all levels.

That's it! Extremely simple. Let's get started.

Tip If the workflow that you are creating is going to be specific to only a single list or library, a
reusable workflow is not necessary and a list workflow can be created instead.

In the following exercise, you will create a workflow in SharePoint Designer 2010. The
goal is to create a standard workflow that can be used with not only this reimbursement
form but with any other forms in the organization. When much of the logic is accom-
plished inside the form itself, the workflow does not need to be complex. Because the
FormStatus and NextApprover fields were created as site columns, they can be used in
multiple forms, and they can also be used in a reusable workflow. After a reusable work-
flow is created, it can be associated with any library.

SET UP Open SharePoint Designer 2010, and then open the site where the form has
been published. Click Workflows on the left side. Also open the reimbursement form
library in the browser.

1. On the ribbon, click the Reusable Workflow button.

2. Name the workflow Form Approvals, change the content type to Form, and then
click OK.
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=
4

Action

Add ar Change Lookup

3.

7.

Create Reusable Worldlow

A
G‘)jlj Add a new reusable workflow to your site

Enter a name and description for your new workflow

Mame:

Form Approvals

Description:

Pick a base content type to limit this workflow to

Content Type: | Form El

Because you will need to insert a hyperlink in each email, to directly open the form
that is being approved, you will create this hyperlink in a workflow variable so that
it can be reused. Use the Action button to add a Set Workflow Variable action.

Click workflow variable, and then choose Create a new variable.

Setwrorkflow variable to value

Name the variable FormLink, as a string, and then click OK.

Click value, click the ellipsis (...) button, and then open the string builder.

Set Wariable: FnrmLmktnl @]

|Display builder for this parameterl—

The following URL depicts the necessary format. It will need to be built here as a
hyperlink: CurrentSite/_layouts/FormServer.aspx?XmlLocation=Currentitem&
Source=CurrentSite&DefaultitemOpen=1

Each instance of bold text is a lookup to be added by using the Add or Change
Lookup button. For each of the three references, pick Workflow Context as the
data source, and then choose either Current Site URL or Current Item URL for the
field, as appropriate. Click OK.

[ Type Name Created Created By Form Status ~ Trip Date  Total Amount  Next Approver  Form Approvals

%1 Charlotte Weiss- 7/24/2011 11:45 AM Charlotte Weiss Manager S/1/2011 90 contoso\c) Completed
2011-07 npproval
24T11

4k Add document

Note The workflow context data source is especially useful because this URL will work
with any form in SharePoint, and there is nothing absolutely related to any one library.
After all of the references have been added, use the following screenshot as a
guideline to ensure that the URL is a clickable hyperlink. At the bottom of the
String Builder dialog box, click OK.
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String Builder @

Mame:

}ea href="T=Workflow Context:Current Site URL% 1 layouts/FormServer, aspx?ymiLocation={%

‘éorkFlov Context:Current Them URL%3Source=[%'Warkflow Context: Current Sike
URL% JRDefaultTtemCpen=1"»0PER THE FORM</a>

=

This first step in the workflow will appear as shown in the following illustration:

Step 1

|SetVariab|e: Formlink tol<a href="[%MW/arkflow Context:Current 5.0

Because this workflow will use site columns, click the Association Columns but-
ton. Use the Select Site Column button to add both the FormStatus and the
NextApprover columns, and then click OK.

Association Columns |7 /[ ==

Use Assodiation Columns to have this workflow create columns in its assodated list.

MName Type Source Select Site Column...
Form Status Single line of text Existing Column

MNext Approver Single line of text Existing Column

Add the first condition to the workflow. With the cursor below the Set variable
action, use the Condition button to add two conditions called If current item
field equals value.
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ﬁ Else-If Branch 11.

12.

13.

14.

15.
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You want the conditions to be that the form status is not equal to Rejected or
Completed, as shown in the following illustration.

If Form Status not equals Rejected

and Form Status not equals Completed

(Start typing or use the Insert group in the Ribbon.)

Click the Else-If Branch button to add another branch. Put the cursor under the
word Else, and then add another If current item field equals value. Repeat this
again, adding a third else-if branch and a third condition.

The second else-if statement should be that the form status equals Completed, and
the third else-if should be if the form status equals Rejected.

If Form Status not equals Rejected

and Form Status not equals Completed

(Start typing or use the Insert group in the Ribbon.)

Else if Form Status equals Completed

(Start typing or use the Insert group in the Ribbon.)

Else if Form Status equals Rejected

(Start typing or use the Insert group in the Ribbon.)

Now it's time to create the actions. The first condition’s action should be to send an
email to the next approver.

With the cursor in the first area labeled (Start typing or use the Insert group in
the Ribbon), on the ribbon, click the Action button, and then add the Send an
email action. Click these users to configure the email.

In the To box, use Workflow Lookup for a User to select the Next Approver field,
and then click OK.

For the subject, type Please approve this form. In the email body, type A form is
ready for your approval.

Also in the email body, click the Add or Change Lookup button to add the work-
flow variable called FormLink, and then click OK.



Lookup for String

Field Data to Retrieve

rettieve data From:
Data source:
Field from source: | Watiable: Formlink.

Return field as: As String

Clear Lookup

Chaoose the data source ko perfarm the lookup on, then the field ko

‘WorkFlow Yarisbles and Parameters

7 =]

16. The simple email notification is complete. Click OK.

« Define E-mail Message

To: Mext Approver

CC:

Subject: Please approve this form

Tahoma

[@&Variable: FormLinkgs]

Add or Change Lookup

[+] 10

A form is ready for your approval.

lz‘ @ M Automatic -

[®]

EE

[-]

QIR
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17. After each of the other two conditions in the workflow, use the Send an email
action. The following table outlines the settings for the other two conditions. Also
insert the FormLink variable in each email.

Condition

Form status equals
completed

Form status equals
rejected

To

User who created
current item

User who created
current item

Subject

Form has been
approved

Form has been
rejected

Body

Your form has been
approved at all levels.

Your form has been
rejected.
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&

Publizh

Workflow
Settings -

18.

19.

21.

Step 1

Set Variable: FormlLink to <a href="[%Waorkflow Context:Current S...

If Form Status not equals Rejected

and Form Status not equals Completed

Email Mext Approver

Else if Form Status equals Completed

Email Current Item: Created By

Else if Form Status equals Rejected

Email Current Item:Created By

On the ribbon, click the Publish button to publish the workflow to SharePoint.

Tip If the reusable workflow is created at the top level of the site collection, the Publish
Globally button can be used to publish the workflow for use in any form library in the
whole site collection.

Now it's time to associate the reusable workflow with the reimbursement form
library.

In the library in the browser, on the ribbon, click the Library tab, and then click
Workflow Settings.

In the All drop-down box, select Form, and then click Add a workflow.

Select Form Approvals, which is the workflow you just created, and then type the
name Form Approvals in the name field. Clear the check box to allow the work-
flow to be manually started; select the check boxes to start the workflow when an
item is created and when one is changed. Click OK.
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U

Select a workflow template:
Disposition Approval "
Three-state (=]

Dp
Caollect Feedback - SharePoint 200 ©

Type a unique name for this workflow:

Form Approvals

) Description:
Select a task list: Use the Tasks list to keep track of
Tasks El work that you or your team needs to
complete.
Select a history list: Description:
Workflow History =] History list for workflow.

[[] Allow this workflow to be manually started by an authenticated user with Edit Item permissions.

Require Manage Lists Permissions to start the workflow.

Start this workflow when a new item is created.

Start this workflow when an item is changed.

[ oK [ Cancel J

Now that the form and workflow have both been created, they will all work together in
conjunction with one another.

CLEAN UP Close SharePoint Designer, and then close the browser.

To run through the solution that has been created in this chapter, go to the Reimbursement
form library, and then click the Add Document button to fill out a new form. Take a look
at the Next Approver column in the library to see the account name of the manager who
will receive the first email.

[0 Type Name Created Crested By Form Ststus  Trip Date  Total Amount  Next Approver  Form Approvals
B Chariotte Weiss- 7/24/2011 11:45 AM  Charlotte Weiss Manager 5/1/2011 90 contoso\c) Completed
2011-07- Approval

24T11_45_14 Eivew

4 Add document

The manager receives the following email and clicks the link, which takes her directly to
the form.
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From: Conotoso Forms <sharepoint@contoso. com > Sent:  Sun7/24/2011 11:46 AM
To: cj@contoso.com
Ce
Subject: Please approve this form
A form is ready for your approval.

OPEM THE FORM

The manager approves or rejects the form; if it's approved, an email goes to the next ap-
prover. Using this next approver concept behind each Submit button, your approval pro-
cess can have a varying number of approval levels and still use this same workflow.

Another potential project requirement would be to allow only certain people to see the
approval section of the form. The userName function can be used to take certain actions
and show certain sections of the form, according to who the logged-on user is.

Not every form approval process will have the same requirements. There will be differ-
ent approval levels and an endless set of possible combinations of what each approver
needs to do. There will also be different possibilities as to what takes place when a form
is rejected. In this form, the workflow is over when it is rejected, and the initiator would
need to start over with a new one if she wanted to change any of the original fields.
Sometimes it is a requirement that the initiator should be able to open the form, make
changes, and resubmit for approval.

With three different types of rules, many different actions, and endless possibilities, with
InfoPath, you can get creative with how each form will turn out and what the user’s ex-
perience will be. Using the skills you've developed in this chapter, with conditions that
use logic, you can build in more functionality by just thinking through the form’s process
logically.

Note To learn more about SharePoint Designer workflows, we recommend Penelope Coventry’s
excellent book, “Microsoft SharePoint Designer 2010 Step by Step,” (2010, Microsoft Press;
ISBN: 978-0-7356-2733-8).
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Key Points

While approval processes are commonly requested, requirements can vary greatly
from form to form.

Each InfoPath form can have its own workflow inside the form, using logic and
conditions. SharePoint Designer workflows can also be used in conjunction with an
InfoPath form.

Multiple form views can be used to represent each phase of a form’'s workflow.

Fields can be created for workflow use, and they do not need to be displayed on
the form.

A calculated value can be inserted to display multiple fields concatenated into one
phrase.

InfoPath form fields can be promoted to SharePoint by using existing site columns.

Form load rules that switch views are a great way to tightly control what is seen in
the form at each stage, instead of letting users manually switch between views.

Many formatting rules can be created in each approval section, to control what can
be done at each stage of approval.

The user name and today functions can be used to store information about the
current user and date.

A SharePoint Designer workflow can be used to look at the values in the form's
columns and send emails accordingly.
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In this chapter, you will learn how to:
v Work with the InfoPath settings in SharePoint Central Administration
v/ Analyze and monitor browser forms for potential performance concerns

¢/ Minimize postbacks for browser forms

Because this book is focused primarily on Microsoft InfoPath plus Microsoft SharePoint
2010 scenarios, it is imperative that we include a chapter on more advanced topics related
to InfoPath Form Services (IPFS). Until now, you've received a fairly rudimentary intro-
duction to IPFS. This chapter will dive into the more technical aspects of how IPFS works,
how you can ensure the best performance, and how to manage an IPFS environment.

At the most basic level, IPFS seems like a simple idea: allow form templates that have
been created in InfoPath to be published to a SharePoint site and then rendered in a
browser on the client system, rather than in the InfoPath client. Despite the conceptual
simplicity of IPFS, a great deal of behind-the-scenes technology is required to deliver this
level of form parity for browser clients. While we certainly do not have the space in this
book to cover every technical detail of IPFS, you will learn the requisite minimum tech-
nical knowledge to become a competent steward of the browser-based forms in your
environment.

335
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IPFS integrates with the core SharePoint Server platform, which includes several server
products and components that are built on the SharePoint 2010 platform. Assuming

you have a properly designed SharePoint farm, IPFS does not really require much in the
way of care and feeding. This is the good news. However, because IPFS is a SharePoint
server-based technology, you might want to understand some of its administrative tools
and techniques, even if you're not the primary SharePoint administrator. This chapter’s
exercises will help to familiarize you with some of the most important IPFS administration
tools.

Practice Files No practice files are required to complete the exercises in this chapter.

IPFS Settings in SharePoint Central Administration

In the SharePoint Central Administration console, in the General Application Settings
area, you will find important settings that control various facets of IPFS across the entire
SharePoint farm. Unless you are managing a very large SharePoint environment (or a
multi-tenant hosting service), these are not settings that you will need to adjust very
often, but it is important to know what modifications are possible at the SharePoint
farm level.

Tip If you are charged with administering a SharePoint environment, you will probably find

it useful to become proficient with Windows PowerShell scripting. IPFS offers a rich set of
PowerShell commands that can help to automate and improve efficiency of most administrative
tasks. Most of the GUI-based administrative tasks that we discuss in the upcoming exercise have
companion commands available in PowerShell, as well. A full reference is available on TechNet
at http://technet.microsoft.com/en-us/library/ee906553.aspx.

To ensure that you have a basic understanding of the IPFS administrative options for your
SharePoint environment, the following exercise walks you through the primary IPFS con-
figuration settings in SharePoint Central Administration.

é SET UP This exercise assumes you have an appropriate level of administrative access
to a SharePoint server.

1. From the Start menu, in the Microsoft SharePoint 2010 Products folder, open
SharePoint 2010 Central Administration.
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. Administrative Tools ;I
. ADO.NET Data Services v1.5 CTP2Z

. Maintenance

. Microsoft FAST Search Server 2010 for Shar

. Microsoft Office

| Microsoft SDKs

. Microsoft SharePoint 2010 Products

Contoso Administrator

Documents

l’% SharePaint 2010 Management Shel
{g};\ SharePaint 2010 Products Configuration

. Microsoft Silverlight 3 SDK

. Microsoft SQL Server 2005

. Microsoft SQL Server 2008

. Microsoft SQL Server 2008 R2

. Microsaft Sync Framework

. Microsoft Visual Studio 2005

. Microsoft Visual Studio 2008

Computer 3

Network.

Control Panel 3

Devices and Printers

Administrative Tools 3
. Microsoft Visual Studio 2010
. Microsoft visual Studio 2010 SDK LI Help and Support
4 Back Run.

I\Searchprogramsandﬁles lL_‘]J Log off >|
|f}start E u:T»J Lfe| % \.J_‘J

Tip You can find the SharePoint program folder on the Start menu of any server installed
in the SharePoint farm. You can also access SharePoint Central Administration by going to
a URL from a browser on a system than has access to your SharePoint environment. The
URL begins with http://, followed by your server name, followed by a colon, and then the
port number that was assigned to Central Administration when SharePoint was installed—
for example, http://yoursharepointserver:1234.

2. In SharePoint Central Administration, click General Application Settings.

_‘ "S’F'grePointzom Central Administration » General Application Settings

Central External Service Connections

oo . s
Administration - Configure send to connections = Configure document conversions
Application Management
System Settings li-j InfoPath Forms Services
o Manage form templates | Cenfigure InfoPath Forms Services | Upload form template
Maonitoring

Manage data connection files | Configure InfoPath Forms Services Web Service Proxy
Backup and Restore

! "
Security IZZE']J Site Directory

. . Configure the Site Directory | Scan Site Directory Links
Upgrade and Migration

General Application SharePoint Designer
Settings & o

Configure SharePoint Designer settings
Configuration WizardConfigure general application and feature settings|

Search

Farm Search Administration | Crawler Impact Rules

3. In the InfoPath Forms Services section, click the Manage form templates link.
This is used for uploading administrator-approved form templates that potentially
need to be available across the entire farm. (Administrator-approved templates
were covered in Chapter 6, “Publishing and Submitting Form Data,” if you need a
refresher.)
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Tip Uploading the administrator-approved template is only the first step; you will also
need to activate the template to the appropriate site collection(s). You can do this on the
Manage Form Templates page, on the Site Collection Features page, or via PowerShell.
Click the drop-down selector on any of the templates you've uploaded; you'll see
that some have useful options for activating, deactivating, quiescing, or removing
the template.

Note To quiesce a template basically means to instruct SharePoint that you want to
exclude the availability of a form for new instances, removing it from service only after

all users have finished using it. Remove form, on the other hand, removes the form from
service instantly whether or not anyone is using it.

| = Upload form template

Type  Name Version Modified Categary Status Workflow Enabled
€  [questionnaire.xsn *  1.0.0.1018 7/31/2011 Ready No
8 i |YisvyPropets 14.0.0.0 4/1/2010 Workflow Ready Yes
@ 4 Activatetoa Ske Collection ol il e S =
Deactivate from a Site Collection

: 14.0.0.0 4172010 Woridlow Ready Yes
| L Quiesce Form Template oY & e
q XY Remove Form 14.0.0.0 411/ Workflow Ready Yes
€]  ReviewRouting_Assoc_1033.xsn 14.0.0.0 4/1/2010 Workflow Ready Yes
€]  ReviewRouting_Init_1033.xsn 14.0.0.0 4/1/2010 Workflow Ready Yes
€  ReviewRouting_Modify_1033.xsn 14.0.0.0 4/1/2010 Workflow Ready Yes

Click back to General Application Settings, and then click Configure InfoPath
Forms Services.

On the Configure InfoPath Forms Services page, you will find a variety of set-
tings with which you can tweak performance and security settings for IPFS across
the entire SharePoint farm. In most cases, the default settings are best. However,
always select the very important Allow users to browser-enable form templates
check box. If that option is cleared, users cannot publish browser-based templates
anywhere on your SharePoint farm.

User Browser-enabled Form Templates
¥ Allow users to browser-enable form templates

¥ Render form templates that are browser-enabled by users

In the Thresholds area, notice that the maximum number of postbacks on any given
form session is 75. Later in this chapter, you'll learn how to analyze a form to un-
derstand when, where, and why your form is generating postbacks. Average sized,
well-designed, browser-based forms should have only a handful of postbacks.
Thresholds

Spedfy the thresholds at which to end user sessions and log error messages. Number of postbacks per session: |75

Number of actions per postback: |200
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Below the Thresholds area, in the User Sessions section, there are two important
settings. The first setting defines the maximum amount of time that a single user
IPFS session can stay “alive” on the SharePoint farm: 1,440 minutes. Although that
seems like a lot, keep in mind that SharePoint will terminate any browser sessions
that do not post back to the server for 60 minutes. So even though a user could
theoretically continue to fill out a browser-based form for an entire 24-hour period,
he would need to be actively working on the form at least once per hour. The other
setting here is a critical one: the maximum size of any form instance. Normally, this
isn't a problem, but in the case where you've added file/picture attachment con-
trols on your form, the user could add very large files. Without this control in place,
you could have a real mess on your hands. The default of 4 MB should be sufficient
in most cases.

User Sessions
Spedfy time and data limits for user sessions, User session data is stored by the Microsoft ey 140 minutes

SharePoint Server State Service.
Maximum size of user session data: [4096 kilobytes

Tip Remember, the User Session settings are farm-wide settings. This means raising

or lowering any of the default values impacts every site collection in your SharePoint
environment. Use caution before making any changes to the defaults. If you are unsure
about any of the settings on this page, it's best to just leave them set at their default
values. They have been configured for optimum performance and maximum security.

Go back to General Application Settings.
The following are brief descriptions of the available links here:

O The Upload form template link takes you to the same page you can get to
from the Manage form templates link. If your primary task is to upload a new
template, rather than manage an existing template, this is a handy shortcut.

O Manage data connection files is a place to upload cross-domain data con-
nection files that you want to make available to the entire farm. These are
the same type of DCL connections that you saw in Chapter 7, “Receiving Data
from SharePoint Lists and Business Connectivity Services,” except that this is a
way to upload them to a central location for use anywhere in the farm.

Tip To use centrally managed cross-domain connections, you must enable them in
the Configure InfoPath Forms Services page of Central Administration.

Cross-Domain Access for User Form Templates

™ Allow cross-domain data access for user form templates that use connection settings
Form templates can contain data connections that access data from other domains. Select this

chck box to alow user form templates to access data from another domain. in a data connection file

O The last link on the IPFS section of the General Application Settings screen
is Configure InfoPath Forms Services Web Service Proxy. Clicking this link
opens the Web Service Proxy page.
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One of the most common challenges with browser-based forms (aside from per-
formance) is related to the security and authentication process. Sometimes, form
designers are surprised when their forms work just fine in the InfoPath client but
fail anytime someone attempts to use the same form in the browser. This often
happens because (unlike the InfoPath client) a browser form communicates with
the server via the XMLHTTP protocol, which is stateless. In other words, the browser
form cannot pass on the user credentials to remote data sources the same way a
regular InfoPath client form can (via NT LAN Manager [NTLM]). This more complex
submission process can introduce authentication problems in scenarios for which
the data connections are in different domains (other servers). This is generally
referred to as a double-hop problem, and it is a very common challenge for IPFS
administrators.

Occasionally, you will have scenarios in which you want to connect a browser-based
form to a web services data source that resides outside the domain of your Share-
Point environment. In these cases, user authentication can become very complex
because the browser-based forms do not have the ability to forward the user cre-
dentials to the remote server. Conveniently though, SharePoint provides the web
proxy service for IPFS, which will essentially act as a proxy between the form and
the third-tier data source. The web proxy service provides a facility for SharePoint to
pass on the user’s authentication credentials to the remote web service, ensuring
that the user can fill out the form and retrieve data from the web service, as expected.
Notice in the following screenshot that you are given the option to enable the web
proxy for user forms. This option controls whether or not the web service proxy is
available to forms uploaded by users. If the Enable check box is left cleared, only
forms uploaded by administrators can use the web service proxy.

Central Administration » Configure InfoPath Forms Services Web Service Proxy
Ilikelt  Togs &
Motes

Web Application: | htto:/finweb.contoso.com/ ~

Fnahle InfoPath Form,

wices forms and Web services.
ion (UDC) files and they must be

Uss the proxy For da
The data connection:
enabled to use a proxy.

Cnable InfoPath Forms Services Web service proxy for user forms
Tip To take advantage of the web service proxy, the data connections will need to be

defined in a UDC file, as was discussed in Chapter 7.

x CLEAN UP When you are done exploring Central Administration, close your browser.
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IPFS Performance Factors

We are all familiar with the frustrating experience of using slow websites on the Internet.
Because IPFS is an HTTP-based system, you can encounter some of the same performance
challenges as slow Internet sites—if you don't have a solid plan in place to mitigate the
potential issues. Aside from a poorly designed SharePoint environment (a discussion of
which is beyond the scope of this book), several conditions can negatively impact the
performance of browser-enabled forms. The following are the most common factors
that you are likely to encounter:

® HTML Some forms grow to a size that requires large amounts of HTML to be
transferred between the server and the browser. This can reduce the responsiveness
of a browser-based form.

® XML Similar to the HTML problem, some complex forms can cause performance
issues. Because IPFS processes the form XML on the server, forms with large amounts
of complex XML create additional server overhead. Large amounts of XML can also
slow form rendering in the browser.

® Postbacks Some form controls, actions, and certain features require the browser
to communicate with the server during the form-filling session (above and beyond
the initial load of the form). This interchange of data is called a postback.

® Slow network In the case of browser-based forms, the user's perception of per-
formance is heavily determined by the speed of the network connection between
their client system and the SharePoint server farm. If the network connection is
slow, it won't matter how well-designed your forms are, they will still feel slow to
the users.

@ SharePoint servers not scaled properly for concurrent form users Many
people filling out a browser-based form at the same time can potentially place
a heavy stress on the server, which can decrease performance while causing an
increase in latency.

Many of these potential performance inhibitors can be easily eliminated by making one
or more design changes within your browser form. The challenge when chasing down an
IPFS performance issue is to narrow down the potential candidate pool of problems; that
can be a difficult task without sufficient information. Therefore, a deeper understanding
of how IPFS actually communicates with a SharePoint server and obtaining a snapshot of
the underlying web traffic that your form is generating is sometimes a necessary task.
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To facilitate this information gathering, you need to install one additional software util-
ity on your system. This free tool is called Fiddler, and its primary purpose is to log all
HTTP activity between your computer and a website (in this case, the server hosting the
browser form). Even if you've never done any network traffic analysis, Fiddler makes it
very easy to see all the details of what your form is doing at load and submission time.

In the following three exercises, you will use Fiddler to help you understand how to do
basic performance analysis of IPFS forms.

Installing Fiddler and Monitoring the IPFS Form
Load Process

6 SET UP Open a browser on your system, and navigate to http://www.fiddler2.com/
fiddler2/.

1. Download and install the Fiddler tool per the instructions on the Fiddler website.

Tip Be sure to install Fiddler on the system where you will be opening and using the
browser-based forms during the exercise.

2. Find the final version of the products.xsn template that you created in Chapter 1,
“Introducing Microsoft InfoPath 2010," (or download it from the ChapterO1 practice

files folder on the companion website). Open products.xsn in Design mode in
InfoPath Designer.

3. Publish the products.xsn template as a browser form to a form library on your
SharePoint server.

4. Go to the SharePoint library where the products form is published, and leave your
browser window open as shown in the following screenshot.

/2 Products - All Documents - Windows Internet Explorer

@? @ [ hiso:intranet conkeso.comiProducts/Forms/Alltems. asox
¢ Favorites 7] Products - All Documents

Library Tools

SiteActions ~ B WEIGWREN Documents  library

(i) Team Site » Products » All Documents

Team Site

Libraries © Type Narme Modifisd
Sits Pages There are no ltems to show In this view of the "Products” document Borary. To add a new lkem, click "New” or "Upload”,
Sharsd Documents

4k Add document
Web Scrvice Sample 1
test
Cwvent Registration

Products

Lists
calendar

Tasks
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5. Open Fiddler on your system. You can find it in the Start menu.

Note A full tutorial of Fiddler is beyond the scope of this book, but you will find it to be
an easy, intuitive tool. The Fiddler interface consists of two main parts, the Web Sessions
pane on the left and the details area where you can view the statistics, raw text, images,
XML, and so forth that are actually part of the HTTP traffic.

6. On the top of the right pane, click the Inspectors tab, the Headers tab on the
Request Headers pane, and the TextView tab for the details pane.

# sutoesponder | @ Request Bulder | [ Fiters | 2 Log | = Timeine
| Hestiew | auth | Raw | wmL | 250M

< [Raw] [Header Definitions]
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& Client -
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In Fiddler, press F12 to stop capturing traffic.

In the Edit menu in Fiddler, choose Select All, and then press the Delete key to
remove all the entries.

Press F12 again to start capturing only the web traffic related to the products form.

Return to your browser, and then click the Add document link to create a new
instance of the products form.

Go back to Fiddler. Press F12 one more time to stop the capture.

You should now have an entry in Fiddler that appears as shown in the following
screenshot.

Note The primary entry that you are concerned with is the one in blue (the second entry
in the screenshot that follows), which is a 200 HTTP HTML event. This particular capture
row represents the actual contents of the products form that have been pushed down to
your browser from IPFS. As you will see, this includes all the HTML, JavaScript, and data
from external sources such as the products.xml file that is attached to the form as a
resource file. Perhaps the most useful piece of information on this particular pane is the
Body column, which represents the size of the form that is pushed from the IPFS server to
the browser on your client system. In this case, it is 10,797 bytes. (Your result might vary a
little.)

5 Fiddler - HTTP Debugging Proxy
Fie Edt Rues Tools View Help $Donate

web Sessions [==_
# | Resuk [ Protocol | Host | URL | Body | Caching | Content-Type | Process | Comments
Bt 401 HITP  intranct.contoso.com  /_layouts/Formserver aspodisnlocation=http: ffintranet contese. .. [ iexpler...
812 200 WP intranet.contoso.com ] layouts/FormServer . aspx?isnlocation—http: jintranst, contaso. .. 10,797 pivats  textfhiml; cha... iexplor...

Select the primary 200 HTTP event (blue) by clicking it. In the Request Headers
pane, you will now see some of the detailed header information from this particular
event.

In the details area, ensure that TextView is still selected. You will likely need to
click the message that says Response is encoded and may need to be decoded
before inspection.

(@ statistis 1 1nspectors | £ autoRespondr | @ Request Buider | (] Fiters | El Log | = Timine
eaders | TextView | WebForms | Hexview | Auth | Raw | x| 1som |

Request Headers [Raw] [Header Definitions]
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- Accept-Encoding; azip, deflate

User-Agent: Mozilla}4.0 {compatibls; MSIE 8.0; Windows NT 6, 1; WOW64; Trident/4.0; SLCC2; .NET CLR 2.0,50727; .NET CLR 3.5.30723; .NET CLR 3.0.3072%; InfoPat
- Cookies / Login
Authorization: NTLM TRMTVNTUAADARAAGAAYATY) YErQAAAATADIBY ABAAGIAIAGYA 10gYEsB0AAAAPEIDX20COWIWE
[l Cookie
__IPFS_456cf21010084d4bad3715135c7d2fa6_26dbSde7a5ed483888e70fd0cabB0825 _pb=0 =
T e e LI_I

Response is encoded and may nesd to be decaded before inspection. Click here to transform.
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Note After you have transformed the text, Fiddler gives you a view into the raw HTML
so that you can see the details. Even if you're not familiar with HTML, these details can
still help you see exactly what’s going on in your form. If you want to analyze a form'’s
contents to figure out what is happening when IPFS creates a new instance of the form,
you now have all the data necessary to do so. Even the XML resource file that you created
and attached to the form template is available here.

In the bottom of the details pane, use the Find box to search for data from the XML
file you attached to the form back in Chapter 1. Type widget in the search box, and
you will see Fiddler has captured everything. Notice that the prices are also embed-
ded in the HTML.

Tip The fact all the product data is downloaded to the user’s browser when the form is
loaded illustrates a very important point for troubleshooting performance. When a user
loads an instance of an IPFS form, the size of the initial package of HTML that is pushed
down with the form is dependent on the size of the form, number of controls, XML
resource files, images, and so on. It doesn’t take much imagination to realize what would
happen if the products file had several thousand items in it. That's why a much better
strategy for a large data set would be a filtered data connection where the data resides on
a server rather than an embedded XML resource file.
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You can see from the preceding exercise that monitoring the details of IPFS HTTP traffic
is easy to do with a web analysis program such as Fiddler and that such a program can
be an invaluable addition to your toolkit when troubleshooting performance problems.

x CLEAN UP Close Fiddler if you do not intend to move on to the next exercise.

Monitoring the Products Form with a Picture
Control

As mentioned earlier in the chapter, there are many possible reasons why your IPFS
forms are not performing as well as you'd like. One of the most obvious is a form that
generates a lot of traffic because of the size of the HTML that the form is generating.
Among the many ways that you can end up with large, unwieldy forms, one of the most
common is giving users the ability to add attachments. When a user embeds a file or
picture in a browser-based form, the attachments must be saved with the form to the
SharePoint form library.

We're not encouraging you to disallow all attachments; this is merely one example of
how a form can quickly grow into a performance challenge. Therefore, the point of the
following exercise is not to pick on any certain controls but to illustrate how to use
Fiddler to monitor a form that has an attachment. In the exercise, you'll use the picture
control because it's easy to work with.

é SET UP Open your products.xsn template in InfoPath Designer. You can also
download it from the practice files location.

1. Add a Picture control to the products.xsn template, and then in the Insert Picture
Control dialog, select Included in the form, as shown in the following screenshot.

LI

Products

Insert Picture Control 21xl

Picture controls let users insett images inko a Form, How do
wou want the pickure data to be saved?

Az alink
" Included in the form

o |
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Right-click the Picture control, and then select the Specify a default picture
option. Browse to find a picture on your computer to attach to your form.

It doesn't really matter what image you pick for the purposes of the exercise; look
for something around a megabyte or two in size.

Products

After you have added a picture, republish the products form to the same form
library that you used in the previous exercise (or a new library if you didn't do the
previous exercise). You can republish the form by using the Quick Publish button
on the InfoPath Quick Access Toolbar.

Repeat steps 5-13 from the previous exercise.

To summarize, open Fiddler, clean out any web sessions that you captured, and
then capture the web traffic for the new instance of the products form, now that
you've attached a picture to it.

The primary thing you should notice is that Fiddler now has a second entry when

your form instantiates. Your original form is still a nice compact 10 KB, but the
overall IPFS traffic has grown dramatically due to the image embedded in the form.
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As shown in the screenshot that follows, it has added over 131 KB. This might not
seem like much, but imagine a production system with several forms and lots of
users, each of them generating extra traffic on the SharePoint server. Images are
used here in the exercise as an easy way to illustrate how to monitor a form for size
problems, but in the real world, a form can become unwieldy in numerous ways.
Fiddler can help diagnose a variety of problems.

# | resuk [ protocol | Host | URL | Cachi Content-Type
B 1 401 HITP  intranet.contoso.com ] layouts/FormSenver.aspx?¥snlocation=http: {ntranst. contoso. .. o

2 o wm .

13 200 HITP

s

5. To see the actual image you added to the form, highlight the new entry in Fiddler,
and then in the details pane, click ImageView. Again, the power of a tool like Fiddler
becomes evident when the time comes to troubleshoot an IPFS performance issue.
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x CLEAN UP Close out of InfoPath Designer and Fiddler if you do not intend to
continue on to the next exercise.

Maximizing Performance by Minimizing Postbacks

Aside from the overall size of the HTML generated for a form (which we looked at in

the previous two exercises), probably the most common of all the potential factors that
might affect IPFS performance are postbacks. Some form controls, actions, and features
require a user's browser to communicate with the server while in the process of a form-
filling session. The interchange of data during a session is called a postback, and it usu-
ally occurs when a form needs to send data from the user’s browser back to the server
for processing and then has to wait for a response to update and re-render the form.
This can make postbacks a particularly expensive performance problem because they
can quickly increase the required network traffic for a form each time a postback occurs.

Note Postbacks are relevant only for browser forms because of the stateless nature of HTTP
communication. No postback concerns arise when using the InfoPath Filler client because the
InfoPath Windows client requires much less communication with a server than an identical IPFS
form. The InfoPath client does much of the processing that IPFS forms require a server to do,
thus network communication is reduced.

Because IPFS forms are so reliant on the server, postbacks will sometimes be unavoidably
necessary. Fortunately, the challenges that postbacks pose can be mitigated by a forms
designer who has the knowledge and techniques to minimize them. Sometimes the dif-
ference between creating a poor performing form and a good one is not to eliminate
postbacks but rather to minimize them by giving thought to the problems postbacks
can cause if the form user interface is built without appropriate consideration of perfor-
mance. When designing a browser form, most controls have an option on the control
properties for forcing postbacks (see the following illustration). This would be a rare ex-
ception though; generally, best practice is to leave this option at the default setting.

Button Properties ﬂi‘

General | Size | fdvanced  Browser forms |

Postback setting:

The Following options contral whether ta send data ka the server when
the button is clicked:

 always

% Only when necessary For correct rendeting of the Form
{recommended)

(o]'4 I Cancel Spply
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Armed with the proper knowledge of postbacks—why they occur and how to monitor
your forms to identify potential problems—you can design a form to minimize the situa-
tions that cause them, usually without losing important functionality.

A few of the most common scenarios that cause postbacks are as follows:

® Data connections The function of a data connection is to make a query connec-
tion to an external data source—such as an XML file, a database, a SharePoint list,
or a web service—so that a form can receive and be updated with some data from
the data source. When a data connection is activated by an event in a form, such as
a button click rule, the form is required to communicate with the server to fetch the
data, creating a postback situation.

® Calculations A calculation can cause a postback because quite often the calcula-
tion requires processing by the server.

® Switching views Using multiple views is often considered a best practice to
improve the usability and performance of InfoPath forms. By careful grouping of
related items and limiting the number of controls in each view, you can improve the
form-loading performance rather than placing everything in a single view. So while
best practice principles dictate that views are useful, you, as the designer, should be
aware that each time the view is switched, a postback is required to send the user’s
information to the server, retrieve the new view, and then reload it in the browser.
Tip If you'd like to monitor a view-switching postback, you can publish the Blue Yonder
Records Management Request form from Chapter 5, “Adding Logic and Rules to Forms,”
to a form library as a browser form. Use Fiddler to monitor the form-load process, and
then watch what happens when you switch views in the form. Notice that each view
switch is an HTTP event that is essentially equivalent to reloading the entire form.

® Multiple binding events Events such as insertion or removal of repeating tables
and repeating or optional sections also cause postbacks.

Tip For an example of an optional section postback type, you can publish the Flight
Delay Form from Chapter 3, “Form Design Basics: Working with InfoPath Layout, Controls,
and Views,” to a form library as a browser form. After you have published it, make sure
that you are capturing traffic with Fiddler. Open a new form instance, and then in the
Choice Section, switch from a hyperlink to a file attachment, as shown in the following
illustration.
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Flight Delay Report

Date m
Flight Mumber
Reason for Delay Select.. ﬂ
Customer Name Half Price Ticket Free Ticket
O O

Insert item

[E Remave RepartHyperlink [Ctri+ Delete]
Replace with ReportFileAttachment

Submit Form

If you watch activity in Fiddler while making the selection indicated above in the
Flight Delay form, you'll see a postback event that looks similar to the following il-
lustration, triggered by the selection of a different option in the choice group.

# I Result I Protocol | Hostl LRL | Bod | Caching | Content-Type | Process
B3 200 HTTP intranet.contosa.com | _layouts{Pasthack, FarmServer.aspx 1,371 private  textfhtml; charset... iexplar...

Monitoring a Data Connection Postback with Fiddler

->

In the following exercise, you will use Fiddler to monitor a form-load process and then
capture a postback event during the form-filling experience. The form is one you're
already familiar with if you completed the exercises in Chapter 9, “Working with the
SharePoint User Profile Web Service.”

SET UP Browse to the form library where you published the Event Registration form
in Chapter 9. Alternatively, if you did not complete the exercises in Chapter 9, for the
purposes of this exercise, any form with a data connection that loads as a result of a
rule on a button will work.
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1. Start Fiddler.

2. In the form library, add a new instance of the form by clicking the Add Document
link.

You should see an event in Fiddler that represents the initial form load, similar to
the screenshot below.

# | Result |PrUtDcUI | HDstl LRL | Eiod |
3 200 HTTP intranet.contoso,com [ _lavouts/Form3erver, aspx?rsnlocation=http: ffintranet, contos. . 16,851

3. After you have loaded the form, enter a user’s name in the people picker control,
and then click the Load User Data button.

Event Registration

ATTENDEE INFORMATICN

Event Name Selact... x| Tl CRM Consultant
Attendee Tad Orman Manager CONTOSOsyeda
Fhone (20) 5555-4625 Employes Photo

4

If you wantto register someone else, selecttheir name from the People Picker below and then click the "load user
data" button.

[Tad Qrman ; |9J|Lu

| Clickto load user data r
T

4. Switch back to Fiddler, and you will see a postback event that was generated
because the button click made the call to the User Profile web service data

connection.
k3 | Result | Protocol | Hast | LIRL | Eod! |
|24 200 HTTP intranet.contoso.com  J_layoutsfPostback. FormServer . aspx 10,039

The event generated by the preceding exercise did not cause a large amount of net-
work traffic. However, in a real world scenario, where the button is connected to a larger
data source such as a database, the postback events could become very unwieldy. Some
designers will set the data to load when the form is first loaded. This strategy can be
problematic because the initial form load has a great deal of impact on users’ perception
of overall performance of the form. In some circumstances, a better approach is to give
users a button in the interface that loads data (similar to the Event Registration form).
This approach sets the expectation that a delay will occur so that users are not surprised
when the form takes a few seconds to fetch data.
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x CLEAN UP Close out of InfoPath Designer and Fiddler.

Now you know how to monitor a form and watch for postbacks. This is a useful skill for
any IPFS forms designer. Postbacks are a necessary evil with browser forms; it is simply
the nature of the way any HTTP-based form application must work. So the goal isn't to
eliminate them—that’s not really possible. However, now that you know when, where,
and why they occur, you can design your forms to minimize the impact on performance
and usability that postbacks will cause for your users.

Key Points

SharePoint Central Administration has a rich set of GUI administration tools for IPFS.

Fiddler is a free web traffic analysis tool by which every IPFS administrator and form
designer can benefit.

IPFS performance is heavily dependent on well-designed forms.

Large attachments can diminish performance of an IPFS form, especially in high
volume scenarios.

Form designers should try to minimize the impact of postbacks whenever possible.
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13 SharePoint Views
and Dashboards

In this chapter, you will learn how to:

v/ Plan the site’s interface with views and Web Parts

v/ Display only pertinent forms to the currently logged-on user
v/ Create views for form administrators

v Report from the data collected in forms

So far in this book, you have learned all about creating forms and filling out forms. Views
in forms can control what fields are displayed at any given time, and rules and logic can
be used to hide or format specific data. Everything that you have learned so far, though,
has been applicable only within the Microsoft InfoPath form.

For each new form project that you take on, one of the phases of the requirements gath-
ering process is to discuss the user interface on the Microsoft SharePoint site. What do
end users first see when they get to the SharePoint site? Where do they click to fill out a
new form? Do they see a list of outstanding forms pending action? Do they see a list of
forms that they have submitted, with each form’s status? For form administrators who
need to see all forms, where do they click to get to their administrator view? Can users
see only their own forms? It is easy to use views and filtering to show only pertinent data
to each logged-on user.

SharePoint offers several different methods to create a "report” of data. In this chapter,
you will learn about ways to create professional-looking dashboards that generate re-
ports from any information in SharePoint lists and libraries.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapter 13 practice file folder. A complete list of

practice files is provided in “Downloading the Practice Files and eBook,” on page xxvi.
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The Help Desk Request

-

More Options...
Create other types of pages,
lists, libraries, and sites.

ts, libra

Z]

Blank Site

The business process that will be created in this chapter is a Help Desk application for
Contoso. An InfoPath form is needed so that employees can quickly fill out requests. The
Help Desk staff needs to be able to quickly process and route the requests. The employ-
ees who are requesting technical support and the Help Desk personnel will need to see
high-level views of the forms that have been submitted. Reports and Key Performance
Indicators (KPIs) will be needed.

As you build this system and learn about the SharePoint Web Parts, start thinking about
ways in which these concepts can be used. This is not just a Help Desk system; the methods
that you are learning are applicable in any line of business. Some examples of other busi-
ness processes are travel requests, patient admittance, expense reports, case manage-
ment, project management, referral tracking, change management, and much more.
Web Parts and views are the tools that you can use to build any type of business process
automation that is needed in your organization. No programming knowledge is needed.

At Contoso, the tracking and reporting of Help Desk calls is necessary, so you have created
an InfoPath Help Desk Request form. When the form is published to SharePoint, several
columns are promoted so that they can be used to obtain metrics.

In the following exercise, a SharePoint site will be created just for the Help Desk request
system.

SET UP Open your SharePoint site in the browser.

1. Click Site Actions, and then click More Options.
2. In the Filter By field on the left, select Site. Click to select the Blank Site template.

Tip It is very important that the Blank Site template is used in this step. All of the
exercises in this chapter are dependent on the site having this template.

3. On the right, type Help Desk System as the name of the site, and type helpsite as
the URL. Click Create.

4. Click Site Actions, and then click Site Settings. Click Manage Site Features.
5. Next to SharePoint Server Enterprise Site features, click the Activate button.
6. Next to SharePoint Server Publishing, click the Activate button.

When activating the SharePoint Server Publishing feature, the following notification
might be displayed: The feature being activated is a site scoped feature which
has a dependency on a site collection scoped feature which has not been
activated.
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x CLEAN UP Leave the browser open if you are continuing to the next section of this

-

chapter. Otherwise, close the browser.

If you receive this message, it means that the publishing feature needs to be activated
at the site collection level. This feature is needed later in this chapter when the Content
Query Web Part is used. This change will affect all of the sites in the site collection.

SET UP If you have received the above error message, the following steps need to be
taken. If this feature is not enabled, it will only affect your ability to do the exercise in
this chapter regarding Content Query Web Parts.

1. Use the folder icon at the upper-left corner of the site, and then click the very top
level of the tree. Your upper-level site will not have the same name as the following
screenshot.

Site Actions - gl

This page location is:

] Help
> i

L,  Forms
Home

L+ Help Desk System
2. Click Site Actions, and then click Site Settings.
3. Under Site Collection Administration, click Site collection features.
4. Next to SharePoint Server Publishing Infrastructure, click the Activate button.
5

. Navigate back to the Help Desk System site that was created in step 3. Click Site
Actions, and then click Site Settings. Click Manage Site Features.

6. Next to SharePoint Server Publishing, click the Activate button.

This site is a great blank slate to work with, and it is ready for the InfoPath form to be
published. The Help Desk System site will be used in all of the exercises in the rest of the
chapter.

CLEAN UP Leave the browser open if you are continuing to the next section of this
chapter. Otherwise, close the browser.

In Chapter 6, "Publishing and Submitting Form Data,” you learned the details behind the
process of publishing forms to SharePoint. The sample form will be published to your
new blank SharePoint site so that all of the views and web parts can be created.

In the following exercise, you will publish the example Help Desk form to your new Help
Desk System site and then configure the data connections.
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SET UP Open Helpdesk Requests.xsn in Design mode. Open your Help Desk System
site in the browser.

£7 '
SharePaint
Seprver

: 9.
oy
Drata 10.

Connections
11.

On the ribbon, click the File tab, and then click Publish. Click the SharePoint
Server button.

When prompted, save a copy of the file to the folder C:\InfoPath Files. If this
folder does not exist, create it first.

For the location of your SharePoint site, enter the URL of the test site that you have
been using in this book’s exercises. Click Next. (In this Contoso example, the site is
called http://forms.contoso.com.)

Fublishing Wizard

Enter the location of your SharePaint or InfoPath Forms Services site:
http:f fFarms , contosa.comjhelpsite

Example: http: f e, example, com

On the next wizard page, select the default options, and then click Next.
The form is now browser enabled and published to a form library.
Select Create a new form library, and then click Next.

For the new library name, type Helpdesk, and for the description, type This is the
help desk request form. Click Next.

Type a name and description For this form library.
MName: | Helpdesk

Description:
This is the help desk request Form,

For the promoted columns, verify that the following columns are in the list:
Category, Problem Description, Contact Number, Status, Request ID, Priority,
Resolution Type, Resolution, Resolved By, Product, Opened Date, Resolved
Date. Click Next.

If the Adjust data connections to the new location check box appears, select the
check box, click Publish, and then skip to step 18. Otherwise, click Publish and go
on to step 9.

Tip For a detailed explanation of this message, refer to the sidebar “Adjusting Data
Connections,” on page 299, in Chapter 11, “Building an Approval Process.”

On the Data tab, click the Data Connections button.
Select the Main submit connection, and then click the Modify button.

In the Document library text box, enter the URL of your own site before the
/Helpdesk. The Helpdesk is the library that you just created. Click Next.
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This wizard helps you specify a data connection For submitting the Form to a document library
on a SharePaint site. The form will be submitted with the file name specified below,

Document library:
http:jifarms. contoso. comfhelpsite/Helpdesk
Example: http:fhanene, excample . comfvourlioraryf

File name:
concak{"Request ", RequestID
Example: Status report ar concat{"Status Repart -, Field1)

|7 Allows pverwrice i file exists

12. Clear the Set as the default submit connection check box, and then click Finish.

13. On the Data Connections screen, select the Helpdesk Requests Query, and then
click the Modify button.

Data Connections g || &=

Data connections for the Form template:

Main submit

Convert ko Connection File...
Conwvert bo Previous Yersion

14. Enter the URL of your own SharePoint site, and then click Next.
15. Select the library called Helpdesk, and then click Next.

16. Select the check boxes next to the following fields: Status, Product, Category,
Priority, and Created By. Click Next.

The SharePaint list has the Fallowing Fields that you can select From,
Select fields:
Product ~
[ opened_Date (Opened Date)
[ resolved_Date (Resolved Date)
Category
Priotity
il
[ created
Created By (Created By)
[ madified
[ maodified_By (Madified By}
[T copy_Source (Copy Source)
[ checked_out_To (Checked Out Ta)
[ wersion

m

[]1nclude data For the active Form only
Sark by: his) |z|
Sork order: @ Ascending

_) Descending

< Back ][ Mext = I[ Cancel
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17. Click Next. On the last page of the wizard, be sure to clear the check box to auto-
matically retrieve data when the form is opened, and then click Finish.

@ 18. On your SharePoint site in the browser, in the Quick Launch pane on the left side
" of the page, click Helpdesk. On the Library tab, click Library Settings. Click Title,
description and navigation. For the name, type Help Desk Requests, and then
click Save.

Library
Settings

Tip You might have noticed that when the library was originally created, it was named
"Helpdesk” with no spaces. In this step, we have changed the library to a more descriptive
name. This is a nice trick that avoids URLs containing the characters %20 in place of
spaces in the original list or library name.

#add document 19, On your SharePoint site, on the ribbon, in the Quick Launch pane, click Help Desk
Requests. Click Add Document to fill out a new form.

Create several forms using a variety of categories and priorities. Use the following
table as a guide to create some test forms.

Note The Problem Description field is required, so get creative with these and make up
your own Help Desk issues. Feel free to explore the form as you go.

Category Priority
Hardware Medium
Hardware Low
Telephony High
Network Services Low
Email/IM/Lync Medium
Email/IM/Lync Low
Security/Virus High
Security/Virus Medium
Microsoft Software Low
Microsoft Software Medium

CLEAN UP Leave InfoPath Designer and the browser open if you are continuing to
the next section of this chapter. Otherwise, click the Save button to save the XSN file
to your computer, and then close InfoPath Designer. Close the browser.
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In SharePoint, the concept of a view is similar to that in InfoPath. It is a different way of
looking at the same set of information. When an InfoPath form has been published to
SharePoint, all of the column information can be used for sorting, filtering, and display-
ing the data in as many different views as are necessary. What does a view consist of?
Here are the major components:

® Columns Select the columns to be displayed, and choose the number order in
which to display them from left to right.

® Sorting Select column names to sort by, and choose ascending or descending
order.

® Filtering Select a column name, and type a value to filter by.

® Grouping Groups allow drill-down functionality. You can select up to two group-
ing levels, and choose whether to automatically collapse or expand the groups.
Groups are a great alternative to folders. Instead of a folder structure, simply create
views to organize the information in a multitude of ways.

Note For more documentation and details about views in SharePoint, go to http://office.
microsoft.com/en-us/sharepoint-foundation-help/create-modify-or-delete-a-view-HA010377693.
aspx?CTT=3.

It is useful to be able to see this same list of requests in different ways so that you can
quickly assess the list of specific requests. Instead of scrolling through a long list, which
could be many pages in length, views are your way of creating custom sets of highlight-
ed information, which is just an easy way of reporting on this data. To begin the report-
ing exercises, you will create the following views:

® My Requests Requests that the currently logged-on user submitted

® My Active Requests Requests that the currently logged-on user has submitted,
which have not been resolved yet

® High Priority by Category Only high priority requests, grouped by category

® Active Requests by Requestor Requests that were submitted as high priority,
grouped by the name of the person making the request

® Recently Resolved Requests Requests that have been resolved in the past month

® 6 Month by Category Requests that have been worked on in the last 6 months,
grouped by category
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In the following exercise, you will create several views in the Help Desk Requests library.
The first two views will be created in detailed steps, and then after that, simple tables will
depict the proper settings to use for each view.

9 SET UP Open your Help Desk System site in the browser. To open the form library, in
the Quick Launch, click the Help Desk Requests link.

1. On the ribbon, click the name of the All Documents view (which is a drop-down
box), and then select the My Documents view.

The My Documents view already exists in form libraries by default, so we're modi-
fying it first. This view provides a list of forms that were filled out by the currently
logged-on user.

Help Desk Requests » All Documents ~

st form. All Documents
Merge Documents
My Documents ]
e Name Modified Relink Documents
[ Modify this View
g;gt‘?;g31 8/29/204 Ul Create View

2. On the My Documents view, click the view drop-down box, and then click Modify
this View.

My Documents »
All Documents
Merge Documents
My Documents
Relink Documents

fg Modify this View

fl Create View

3 Configure Views for This Location

3. Change the View Name to My Requests (instead of My Documents).

4. Select the check boxes next to the following columns, with ordering numbered
according to the following table.

Column Name Position from Left
Type

Created

Name (linked to document with edit menu)

Problem Description

Category

Priority
Status

N/oju|bh|lwiIN|RE
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5. In the Sort section, under First sort by the column, select Modified, and then

select Show items in descending order.

First sort by the column:
Modified El

Show items in ascending order
(4, B, C,or1, 2, 3)

Show items in descending order
(C,B, A, or3 2 1)

Then sort by the column:

None E'
@ i Show items in ascending order

1 £ (A, B, C,or1,2,3)
_ 3 Show items in descending order

l 2 (C,B, A, 0r3, 2 1)

[F] sort enly by specified criteria (folders may not appear before items).

Notice that the Filter section is set up so that Created By is equal to [Me]. Leave

that setting as it is.

Expand the Totals section. In the drop-down box next to the Name field, select

Count.
Column Name Total
Category Mone

Created (Average supported in datasheet view only) MNone
Priority MNone

Problem Description MNone
Source Name {Converted Document) Mone
Source Version (Converted Document) Mone
Status None
Type Mone

£ |E7) EXjEN

EEEEE]

In the Style section, select Shaded, and then click OK.

When the shaded style is used, it makes the list more visually appealing and more

distinctly differentiates the rows.
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[[] Type Created Name Problem Description Category Priority  Status
Count=10
& 8/25/2011 2:13 AM Reguest My laptop has been hacked, I think. Security-Virus 1 Active
825021348 inew
b & 8/25/2011 2:17 AM Request Have not received any new emails today. Email-IM-Lync 3 Active
825021710 minew
(2] B/25/2011 2:18 AM Request Computer is behaving as though it may be security-virus 2 Active
825021859 Enew infected by a virus. Many popups.
El;g] R/25/2011 2:13 AM Request My netwnrk cahle is hroken and T don't have Netwnrk 3 Arctive
825021315 inew the wireless password. Services
& 8/25/2011 2:21 AM Request I can't find the icon to minimize everything on  Microsoft 2 Active
025022121 now the desktop. Software
& 8/25/2011 2:14 AM Request My Word 2010 program keeps crashing and Microsoft 3 Active
825021430 Einew giving errors. Software
Elj] 8/25/2011 2:15 AM Regquest My computer screen won't turn on. Hardware 3 Active
825021526 minew
& 8/25/2011 2:13 AM Request My email from my boss yesterday didn't arrive Email-IM-Lync 2 Active
825021330 mnew in my inbox.
(=] 8/25/2011 2:12 AM Reguesl All of iy conlacts appear W be offline. Are Telephony 1 Adlive
825021257 finew they ignoring me?
%] 8/25/2011 2:12 AM Request My mouse doesn’t work. Hardware 2 Active
825021232 inew
4k Add document
= 8. Create a new view called My Active Requests. On the ribbon, click the Library tab,
O
LI . .
and then click the Create View button.
Create
View o . . . .
9. In the Start from an existing view section, click the My Requests view.

Start from an existing view

@ All Documents
@ My Requests

10. In the View Name box, type My Active Requests.

11. In the columns, clear the check box next to Status, and then scroll down to the
Filter section. Under the first condition, select the And option. Under When column,
select the Status field in the drop-down list of fields. Under is equal to, type Active.

The status column has been removed from the view. Because the view contains
only active requests, this information would be redundant.

) Djﬂj Show all items in this view

@ ==== Show items only when the following is true

Show the items when column

Created By El
is equal to [=]
[Me]

When column
[ Status [=] ]

lis equal to

(ewve ]
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12. Scroll down to the bottom of the page, and then click OK. Currently, because none
of the Help Desk requests have been resolved, this view's items look the same as
My Requests.

13. Click the name of the first request in the list, using the hyperlink in the Name column.

Note Your requests will not have the same names as those shown in the following
screenshot, because these numbers are generated by using the date that the request was

created.

+ Help Desk Requests » My Active Requests ¥

juest form. Ilike It
Search this site... e

“ype Created Mame Problem Description

Count= 10

%1 8/25/2011 5:35 PM | Reguest 825173531 My laptop has been hacked.

14. At the upper-right of the form, click the Resolve button.

@ Contoso Help Desk

Problem Category:
Email/IM/Lync |Z|

Problem Description:
email is broken

Priority:
" High
C Medium
* Low

[ Update Regquest ][ Cancel ]

15. Fill in some text about the solution to the problem, and then at the bottom of the
form, click the Update Request button.

16. Repeat steps 13-15, resolving one more request.

17. Notice that the list of active requests now has two less items in it. On the Library
tab, click Create View, and then select Standard View.
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The next four views will be created according to the following chart.

Recently
View High Priority Active Requests Resolved 6 Month
Name by Category by Requestor Requests by Category
Columns  Type, Name Type, Name Type, Name Type, Name
(linked to docu-  (linked to docu- (linked to docu- (linked to docu-
ment with edit ment with edit ment with edit  ment with edit
menu), Created, menu), Created, menu), Created, menu), Created,
Created By, Problem Descrip-  Category, Reso- Created By,
Problem Descrip- tion, Category lution Type, Modified,
tion, Modified, Resolved By, Priority, Status
Modified By Resolved Date
Sort Created - Priority - ascend-  Modified Created By
descending ing, then Created - descending - descending
- ascending
Filter Priority is equal Status is equal to  Statusis equal  Created is
to 1 AND Status  Active to Resolved greater than
is equal to Active AND Modified  [Today]-180
is greater than
[Today]-30
Group By Category Created By, then ~ None Category

Priority

x CLEAN UP Leave the browser open if you are continuing to the next section of this
chapter. Otherwise, close the browser.

Now that several views have been created, you can see how much more useful the data
is and how quickly you can get to the information that you need. Besides being able to
quickly create views, you can click any of the view columns at any time, to sort and filter
on the fly.

Ratings

Newly introduced in SharePoint 2010, ratings allow users to quickly rate items with a
rank of 1 to 5 stars. The stars are displayed as a column in the list or library views. When
an item has been rated by one or more people, the stars next to it display its average
rating.

Ratings are a great way for help desk personnel to get feedback from their peers as to
how they did with their problem resolutions in the system. On this site, it will not be nec-
essary for non-Help Desk personnel to see the ratings, because they pertain only to help
desk employees learning how to do their job well.
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In the following exercise, you will turn on ratings and rate some forms.

9 SET UP Open your Help Desk System site in the browser. To open the form library, in
the Quick Launch, click the Help Desk Requests link.

&
Library
Settings

1. On the ribbon, click the Library tab, and then click Library Settings.

2. Under General Settings, click Rating Settings.

3. Under Allow items in this list to be rated, select Yes, and then click OK.

Notice that there is text on this page that describes exactly what the rating

settings are.

Rating settings

Specify whether or not items in this list can be
rated.

‘When you enable ratings, two ratings fields
{average rating and number of ratings) are
added to the content types available for this

list. The column "Rating (0-5)" is also added to
the default view. If you add new content types
to this list later, and they do not already contain
the ratings fields, you will need to add the
ratings fields to them either manually, or by
returning to this page and re-enabling ratings. If
you disable ratings, the rating fields are
removed fromthe list, but they are not removed
fromthe content types for this list or from views
that already have rating columns.

Allow items in this list to be rated?

In the breadcrumb trail at the top of the page, click the Help Desk Requests link.

Notice that the rating field has been automatically added to the default view of the
list. All of the stars are white because nothing has been rated yet.

Rating (0-5)

5. Go down the list of items. Click a star on each one to quickly give each item a rat-
ing, with varying numbers of stars.

When you are finished, the column will show yellow stars indicating the ratings that

you have given.
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Rating (0-5)

WHRRRK
Y
KRRk

*R
These ratings will be used in later exercises, as a part of metrics and KPIs.

Tip On the SharePoint server, a timer job runs every hour, compiling all the ratings into
averages and displaying them as blue stars. After you have rated each of these items, the next
time you refresh the page, it will appear as though all the stars have disappeared. After the
“User Profile Service Application - Social Rating Synchronization Job” has run, the stars will be
blue.

Alerts Based on Views

In all lists and libraries in SharePoint, individuals can create email alerts so that they will
be notified of changes to a list, library, or specific item. There is also a way that alerts can
be created based on information in specific views. This works only with views that have a
filter set up. When a view-based alert is set up, the user receives email notifications only
when something is changed that falls under the filter criteria of that view.

People with full control permissions are able to create alerts for other people or groups,
but everyone else can create alerts only for themselves.

In the following exercise, you will create an alert based on a filtered view. In the previous
exercise, you created a view called High Priority by Category. The filter on this view is
Priority is equal to 1 and Status is equal to Active. In this example, you want only to re-
ceive emails regarding the active, high-priority Help Desk requests.

q SET UP Open your Help Desk System site in the browser. To open the form library,
click the Help Desk Requests link.

1. On the Library tab, click the Alert Me button, and then select Set alert on this
library.
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» Modify View » Current View: [=d E-mail a Link

]Create Column | All Documents =

S Alert Me ~
| Navigate Up Current Page i@l setalert on this library
Manage Views A" Manage My Alerts

Important If your SharePoint server administrator has not set up SharePoint to send
outgoing emails, this setting will not be enabled.

2. In the Alert Title field, type Help Desk High Priority.
3. Scroll down to the Send Alerts for These Changes section.

4. Select Someone changes an item that appears in the following view. In the
drop-down box, select High Priority by Category, and then click OK.

Send Alerts for These

Changes Send me an alert when:

Specify whether to fiter ©) anything changes

alerts based on specific i

criteria. You may also () Someone else changes a form
restrict your alerts to only _

include items that show in a () Someone else changes a form created by me

particular view. () Someone else changes a form last modified by me

@ Someone changes an item that appears in the following view:

High Priority by Category B3|

When to Send Alerts

Specify how fraquently you @ Send notification immediately
want to be alerted. (mobile
alert is only available for

immediately send) ) Send a weekly summary

@) Send a daily summary

Time:

[ 0K ] [ Cancel ]

After you've completed the preceding steps, you will receive a notification email when
the alert is first set up. Each alert that you receive will show you all of the information
about the request, and who added or changed it.

Alerts are a great way to stay informed about changes or additions in SharePoint. This
can be done with no code and no workflows. When your project requirements reach a
complexity level that cannot be achieved with regular alerts, workflows are the next level
to accomplish what you need.
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Library Web Parts

To get to each list and library on the site, end users must click the links in the Quick
Launch on the left side of your SharePoint site. They must click again to see the desired
view of a list or library. The Views drop-down box must then be used to select a view. In
SharePoint, for information that is of immediate relevance, Web Parts can be used to dis-
play that information on the home page of your site or on other site pages or Web Part
pages. In this chapter’s Help Desk example, all of the demonstrated Web Parts will be
placed on the home page of the site.

Tip As a best practice, instead of overloading a home page with Web Parts and long lists, try
to present information that is relevant and concise. Generally, site visitors would prefer not to
scroll down the page.

In the following exercise, you will create several views in the Help Desk Requests library.
The first two views will be created in detailed steps. Following that, simple tables will de-
pict the proper settings to use for each view.

4 SET UP Open your Help Desk System site in the browser.

B B vt o 1. At the upper-left corner of the site, click Site Actions, and then click Edit Page.

2. Click Add a Web Part in the middle of the page.
3. In the Lists and Libraries category on the left, click the name of the Help Desk
Requests form library, and then click the Add button.

A default view of the library is inserted on the page. You will need to modify this
view, to show the current user’s active requests.

4. At the upper-right corner of the Help Desk Requests Web Part, click the black
drop-down box, and then click Edit Web Part.

- |

Modified By Minimize
Close

Charlotte Weis % Delete

¢ Edit web Part

C cti -
onnechons Change properties of this shared Web Part. These
changes will apply to all users.

Charlotte Weis

You can change the view by using the properties of the Help Desk Requests Web
Part, which are located in the right panel of the page.

5. In the Selected View drop-down box, select My Active Requests.

A message pops up, alerting you about switching to a different view. Click OK.
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6. Use the following table to configure settings in the Web Part tool pane, and then
click OK at the bottom.

Field Name Setting
Toolbar Type No Toolbar
Title

My Active Requests

AJAX Options Show Manual Refresh Button

Each logged-on user will now see a list of their active requests in the middle of the page.

A refresh button will be displayed in the upper-right corner of the Web Part. The user
can click this button to see the most recent set of relevant data.

4 Help Desk Requests x

List Views &
You can edit the current view or select

another view.

Selected View

My Active Reguests
Edit the current view

Toolbar Type
No Toolbar =]

= Appearance

Title
My Active Requests E

Now, when people visit the site, they will immediately be greeted with their own list of
requests.

CLEAN UP Leave the browser open if you are continuing to the next section of this
chapter. Otherwise, close the browser.

Filter Web Parts

The Enterprise version of SharePoint includes an extremely useful set of Web Parts,
called filter Web Parts. These are used to filter the data in other Web Parts. To function
correctly, filter Web Parts need to be connected to other Web Parts, which send filter
information or parameter data. The Web Part that is sending the filter data is called the
provider, and the Web Part that receives the filter is called the consumer Web Part.
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When Help Desk employees visit the site, they want to quickly see a list of their most
recently resolved requests. They frequently refer to these items when users call them

to ask more questions, or if similar problems occur. You might have noticed that when

a request is resolved, the Resolved By column contains the logon name of the person
who resolved the ticket. This information is automatically captured in the form when the
Resolve button is clicked.

In other views, we have used the Created By field to filter views. The [me] variable can be
used in filters when the column is a Person or Group column. Unfortunately, one of the
limitations of InfoPath is that columns that are promoted from within the form cannot be
promoted to become a Person or Group field. However, there is a trick that you can use
to get around this.

In the following exercise, you will create a SharePoint group that contains all the Help

Desk employees. You will add a new Web Part to the home page that displays a list of
recently resolved requests to the logged-on Help Desk employee. Finally, you will con-
figure the Web Part so that only Help Desk personnel can see it.

Q SET UP Open your Help Desk System site in the browser.

- 1. Click Site Actions, and then click Site Settings.

2. In the Users and Permissions section, click People and groups.

3. In the Quick Launch pane, click Groups.

Groups

onotoso Forms
Members
Conotoso Forms Owners

Conotoso Forms Visitors

More...

4. Click the New button, and then name the group Help Desk Staff. Leave all the rest
of the fields as default values, and then click Create.

5. In the breadcrumb trail at the top of the page, click Help Desk System to navigate
back to the home page. Click Site Actions, and then click Edit Page.

6. On the right side of the page, click Add a Web Part. In the Lists and Libraries
category, select Help Desk Requests, and then click the Add button.

7. Click the drop-down box at the upper-right of the Help Desk Requests Web Part,
and then select Edit Web Part. Click Edit the current view.
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»

List Views

You can edit the current view or
select another view.

Selected Wiew
TR =l
Edit the current view

Toolbar Type
Summary Toolbar =]

8. Use the following table to configure the view settings, and then click OK at the
bottom of the settings page.

Section Name Setting

Columns Name (linked to document with edit menu), Problem
Description, Resolution

Sort Resolved Date - descending

Filter Status is equal to Resolved

Tabular View Unchecked

Group By Category - ascending, then Created By - ascending

Style Newsletter

Item Limit 15 - Limit the total number of items returned to the speci-
fied amount

Open the Web Part tool pane again. Configure the following Web Part settings, and
then click OK.

Field Name Setting
Toolbar Type No Toolbar
Title My Recently Resolved

Target Audiences (In Help Desk Staff
the Advanced section)

With the target audience set this way, only people in the Help Desk Staff SharePoint
group can see this Web Part.

9. Click Site Actions, and then choose Edit Page. On the right side of the page, click

Add a Web Part again. In the Filters category, select Current User Filter, and then
click the Add button.
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Right

Add a Web Part

54 Current User Filter

M @ This filter is not connected.

i/ @This is a context filter.

My Recently Resolved

Mame Problem Description Resolution
H Category : Email-IM-Lync (1)

H Category : Security-Virus (1)

10. On the Current User Filter Web Part, click the black arrow in the upper-right
corner, and then select Edit Web Part.

11. In the SharePoint profile value for current user drop-down box, select User
name, and then click OK.

Note The User name property stores the NT login of the current user. This is the same
syntax that is used in the Resolved By column.

4 Current User Filter x

Filter &

Learn about filter web parts

Filter Name

Current User
*

Select value to provide

= Current user name
" Example: contoso\weissc

@ SharePoint profile value for
~ current user

User name [+]
+

Advanced Filter Options
Appearance
Layout
Advanced

[ OK ][ Cancel ][ Apply ]

12. Click the arrow at the upper-right corner of the Current User Filter, and then
click Connections | Send Filter Values To | My Recently Resolved.

13. In the Connection Type field, select Get Filter Values From, and then click
Configure.
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a Choose Connection -- YWebpage Dialog

1. Choose Connection |3, Configure Connection

Select the connection type for My Recently Resolved.

Connection Type: Get Filter Values From ~

14.

In the Consumer Field Name field, select Resolved By, and then click Finish.

a Configure Connection -- Webpage Dialog

1. Choose Connection | 2- Configure Connection

=]

@

Connection Settings

Provider Field Name Current User
Consumer Field Name Resolved By

-

15. On the ribbon, on the Page tab, click Stop Editing.

16. Open a few more Help Desk requests, and then click the Resolve button to include

more data in this Web Part.

Now that the Web Part has been completed, it is relatively compact and displays the
most recent items that are commonly needed for reference.

My Recently Resolved

Mame Problem Description Resolution

o Category : Email-IM-Lync (2)

= Created By : Charlotte Weiss (2)
Request My email from my  The mail
825021330 boss yesterday was

didn't arrive in my  there, the
inbox. employee
had
deleted it
Request Have not received Retrieved
825021710 any new emails 2 emails
today. from the
spam
filter.

H Category : Security-Virus (2)
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XSLT List View Web Part

SharePoint Designer 2010 can be used to customize views when the regular list settings
just aren’t enough. One example of a quick way to create visually appealing views is to
create conditional formatting rules. You might be familiar with the concept of condi-
tional formatting from working with other products such as Microsoft Excel. This means
that you can create rules, and based on conditions that you define, the data is displayed
or formatted in a different way.

Notice that in the My Active Requests view, the priority column is simply displayed as a
number. But what if you want to give site visitors a better visual indication of the status
of their requests?

In the following exercise, you will use SharePoint Designer to customize the way the pri-
ority column displays on the home page.

Exercise Caution When Using SharePoint Designer

When using SharePoint Designer to edit pages, it is recommended that you do so
with care. When editing XSLT list views, especially on a site’s home page, it is not
necessary or advisable to click the Advanced Mode button. You can click the Split
button at the bottom to see the page's code, but some parts are locked down. If
you want to see the code for a particular field inside the SharePoint list or library,
on the Design tab, click Customize XSLT. This is a great way to dig in and see what
code is behind the scenes, without using the Advanced Mode button.

é SET UP Open your Help Desk System site in SharePoint Designer 2010, and open the
same site in the browser.

1. In SharePoint Designer, click Edit site home page.
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! fa} Help Desk System \ i
- ﬁ Help Desk System b

i? Use this page to view and manage settings for this site,

Site Information ~

Eey information about this site,

Title: Help Desk System

Description: =click to enter texts

Folder: helpsite

Wieh Address: httpedifarms, contoso,comshelpsites
SharePoint Wersion: 4(14.0.0.6029)

SEREFWRFSION: Microsoft-5/7.5

Custornization =

Links to site custamization tools,

& Edit site home page

o FNGE SIte ChEmE

2. Position the cursor in the priority cell next to the priority number of the first
request.

You are going to insert three different images, which will be used as priority icons,
and conditional formatting rules will be applied to each.

=gory Priarity
ity

ark

3. On the ribbon, click the Insert tab, and then click Clip Art.
4. In the clip art search box, type red flag, and then click Go. Click to select the flag

and insert it into the Web Part.

Search For:

red flag
Resulks should be:

Selected media file bypes |Z|
Include Office.com conkent

}
[ | »




378

Chapter 13

5.

SharePoint Views and Dashboards

In the Accessibility Properties dialog box, in the Alternate text box, type High
Priority, and then click OK.

This flag will now be displayed in your table, next to the priority number, and it will
appear in the priority cell all the way down the page.

Accessibility Properties @
Alternate text: High Priarity
Lang description:

|| Show this prompt when inserting images

Click the right arrow on the keyboard so that the cursor is next to the image. Two
more images need to be inserted next to this one.

Note Keep in mind that any images can be used; they do not need to be the images used
in this exercise.

Category Priority

Security-
# Wirus

2

In the clip art search box, type yellow exclamation, and then click Go. Select the
first image.

Again, clicking the image automatically inserts it in the page. Type the alternate
text Medium Priority. Use the right arrow on the keyboard to move the cursor to
the right again.

In the clip art search box, type down arrow, and then click Go. Select the first
image. Type the alternate text Low Priority.

Double-click the red flag. On the Appearance tab, select the Specify size check
box. Specify a width and height of 30 pixels, and then click OK. Repeat this step
for the yellow and green images.
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Category Priority

Security-
Wirus

MNetwaork ﬁ
-
ervices .
Microsoft ﬁ
Software

2

3

Microsaoft
Software

oy o oy /I/l
(\' WH R wlel

Hardware ﬁ

3

Click Save. At the prompt to save embedded files, click OK.

On the ribbon, on the Options tab, click Conditional Formatting. Select Show
Taskpane.

The conditional formatting task pane appears next to the clip art task pane. Click the
X at the upper-right corner of the clip art task pane to close it.

Click to select the red flag image. In the Conditional Formatting task pane, click
Create, and then select Show content.

Conditional Formatting

Create ¥ ] Set Wisibility *

Show content...

Hide content... et

Apply formatting.., o

In the Condition Criteria dialog box, select Priority for the field name, and then
type the number 1 for the value (even though it's not in the drop-down box).
Click OK.

Condition Criteria =]

Specify criteria to determine when conditional Formatting will be applied.

Field Marme Comparison Walue Andfor
» Pricrity Equals 1 and

Click here to add a new clause. .
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14. Click to select the yellow exclamation image. Click to create a new rule to show
content. For the condition, the criterion is that the priority field is equal to 2. For
the green arrow, the condition is that the priority is equal to 3.

* | Conditional Formatting

[ create » | [ set visiility ~

Existing conditions

@ Show content when:
H Priority Equals '1'

s Show content when:
: Priority Equals '2'

m

S Show content when:
Priority Equals '3

15. Click to select the value in the Category field in the first row of data. In the
Conditional Formatting pane, click Create, and then select Apply formatting.
The condition is that the category equals ‘Security-Virus’'. Click Set Style.

Condition

Specify criteria ko determine when conditional Formatting will be applied.

Criteria =]

»

Figld Mame Compatison Walue Aandjor
Cateqory Equals ‘Security-irus' and

Click here ko add a new clause...

Eroup

16. Select

the color drop-down box, choose red, and then click OK. Save the page.

Notice the numeral next to each row's image in the priority column in the screen-
shot in step 14. This number is not needed, so you can remove it.

17. In SharePoint Designer, click to select the priority number in the priority column,
and then press Delete.

When you have completed the preceding steps, go back to the Help Desk System home

page in the

browser and refresh the page. Notice that the icons that are displayed in the

priority column correctly match the priority numbers that you used in the conditional
formatting rules.
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x CLEAN UP Save the page and close SharePoint Designer. Leave the browser open if
you are continuing to the next section of this chapter. Otherwise, close the browser.

Now that the conditional formatting has livened up the site, it is easy for you to quickly
view your active requests. Click the heading of any column to sort or filter information to
find what you need.

My Active Requests

. . *
[F] Type Created Mame Problem Description Category Priority "#/
Count=7
@Q 8/26/2011 11:37 PM Reguest There is no dial Telephony
826233729 tone on my phone. @

1 HEW

@g 8/25/2011 2:13 AM  Reguest My network cable is Network
825021315 broken and I don't  Services @
have the wireless
password.
@ 8/25/2011 2:21 AM  Reqguest I can't find the icon  Microsoft
825022121 to minimize Software
everything on the
desktop.
%!ﬂ 8/25/2011 2:14 AM  Request My Word 2010 Microsoft
825021430 program keeps Software @
crashing and giving
EFTOrs,
@5‘] 8/25/2011 2:15 AM  Request My computer screen Hardware
825021526  won't turn on. @
@:’] 8/25/2011 2:12 AM  Request All of my contacts Telephony [
825021257 appear to be ﬁ

offline. Are they
ignoring me?

@Q 8/25/2011 2:12 AM  Request My mouse doesn't Hardware
825021232 work.

The New Form Button

On the help desk site, one of the most common activities will be for employees at Contoso
to fill out new help desk requests. This activity needs to be something that is easy and
intuitive.

It's important to understand the structure of InfoPath URLs. In Chapter 11, you learned
how to use the URL of an existing form in a workflow email hyperlink. Each time you fill
out a new InfoPath browser-based form, InfoPath uses a certain hyperlink. The following
is an example of a new form hyperlink. Let’s examine the following URL example. A ques-
tion mark (?) appears before the first parameter in the URL, and ampersands (&) appear
before each parameter thereafter:

Note Chapter 8, “Using the InfoPath Form Web Part,” has a section dedicated to URL query
strings and parameters.
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http://forms.contoso.com/_layouts/FormServer.aspx?XsnLocation=http://forms.contoso.
com/helpsite/HelpDesk/Forms/template.xsn&SavelLocation=http%3A%2F%2Fforms%2E
contoso%2Ecom%2FHelpsite%2FHelpDesk&Clientinstalled=true&Source=http%3A%2F%
2Fforms%2Econtoso%2Ecom%2FHelpsite%2FHelpDesk%2FForms%2FAllltems%2Easpx&
DefaultltemOpen=1

The elements that make up the preceding hyperlink are described here:

® http://mysiteurl/_layouts/FormServer.aspx This is a part of the URL because
InfoPath Forms Services is being used for this browser-based form.

® XsnLocation=http://mysiteurl/LibraryName/Forms/template.xsn The loca-
tion of the form's template.

® Savelocation=http://mysiteurl/LibraryName This is needed only for forms
that use the Save buttons in the form toolbar. This is not required if users are utiliz-
ing submit functionality only. See Chapter 6, for more detailed information about
submitting versus saving.

® Clientinstalled=true Not required.

® Source=http://mysitehomepage The part of the URL that instructs the form
where to redirect the user after he has filled out the form. A best practice is to use
the URL of your home page so that the user never needs to navigate to the form
library if you do not want them to.

® DefaultitemOpen=1 An important part of the URL that ensures that the form
will be opened in the browser and not InfoPath Filler.

In the following exercise, you will create a button on the home page called “Fill Out a
New Request.” An image will be uploaded to SharePoint to be used as the button.

SET UP Open your Help Desk System site in the browser. Place the NewFormButton.png
resource file in the folder called C:\InfoPath Files.

=== 1. Click Site Actions, and then click Edit Page.
2. Click Add a Web Part in the middle of the page.

3. In the Media and Content category, select the Content Editor Web Part, and then
click the Add button.

4. Click Click here to add new content.
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Left

Add a Web Part

Content Editor

[Click here to add new content ]

I'ﬂl 5. Type Fill Out a New Request, and then on the Insert tab, click the Picture button.

6. In the Select Picture dialog box, click the Browse button. Browse to C:\InfoPath
Files, and then double-click NewFormButton.png. Back in the Select Picture
dialog box, click OK.

Note The Site Assets library was automatically created during the preceding exercise

when the images were placed in the XSLT list view Web Part. This is the same library
where this new form button is being placed.

Picture

Select Picture g x
Name: | Browse....
Upload to: | Site Assets =]

[¥] Overwrite existing files

The selected upload library may have different permissions than
this page. Ensure that files in that library are only visible to the
people you want to share this file or image with.

[ 0K ] [ Cancel I

7. Click the Save button, and then on the Page tab, click Stop Editing.

Content Editor

Fill Out a New Request

ﬂ 8. In the Quick Launch pane, click the Help Desk Requests link. On the ribbon, on

N the Documents tab, click New Document.
Document »

9. In the address bar at the top of the browser, select the URL, and then press Ctrl+C
to copy it to the clipboard.

|1’_:|‘@ elpd arrmsie2FAllter
@ Helpdesk - Mew Farm J | |

T e O ~
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Paste the URL in Microsoft Word or Notepad (or any text editor) so that you can
take a look at it to gain a better understanding of the components.

After taking out the parts that are not needed, using the syntax explained earlier,
the URL now looks like this: http://forms.contoso.com/_layouts/FormServer.
aspx?XsnLocation=http://forms.contoso.com/helpsite/HelpDesk/Forms/template.
xsn&Source=http://forms.contoso.com/helpsite&DefaultitemOpen=1.

Copy this new URL to the clipboard.

In the browser, click the Back button, to go back to the Help Desk System home
page. Click Site Actions, and then click Edit Page.

In the Content Editor Web Part, click to select the image that was inserted in
step 6. On the Insert tab, click Link.

Paste the hyperlink in the Address text box, and then click OK.

Insert Hyperlink

Text to display:

Address: (Horms.contoso. com/helpsite&DefaultitemOpen=1|

[ 0K ] [ Cancel ]

On the ribbon, on the Format Text tab, click the HTML button, and then select
Edit HTML Source. Type border="0" in the IMG tag, and then click OK.

Note When the hyperlink was created on the image, this caused a blue square border to
appear around the new form button. This is undesirable, so we have used code to remove
the border.

HTML Source mi

|<a href="/_ layouts/FormServer.aspx?XsnLocation=http://forms. *
contoso.com/helpsite/HelpDesk/Forms/template . xsn&éamp; Source=
http://forms.contoso.com/helpsitesamp; DefaultItenCpen=1"><inm

g class="ms-rtelmage-0" alt="NewEorm on.PNG" src="/Sitehs
set,s,"defau'_t,,i'NewFoIrnBut,t.on.PNG"aty'_e="margin: Sp
x"/></ar<br/><br/>
At the upper-right of the Content Editor Web Part, click the black drop-down
arrow and then select Edit Web Part.

Expand the Appearance section, and change the Chrome Type value to None.

Click OK. This removes the chrome so that the name of the Web Part will not be
displayed, because it is not needed for this new form button.

Tip When the term “chrome” is used, it is referring to the frame of the web part—the box
around it. The Chrome Type is a setting in the properties of every SharePoint web part.
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Title
Content Editor

Height

Should the Web Part have a fixed hei
© Yes Pixels  []
@ Mo. Adjust height to fit zone.
Width

Should the Web Part have a fixed wid
© Yes [Pixels  [v]

@ Mo. Adjust width to fit zone.

Chrome State

@ Minimized

@ Normal

iI II rl’ iII
[+] Layout

Advanced

18. On the Page tab, click Stop Editing.

The Web Part is complete. Now, when people visit this site, it will be clear how to do
what they need. Users can click a button to fill out a new form, or they can open one of
their existing forms.

Fill Out a New Request

My Active Requests

[ Type Created Mame Problem Description Category Priority
Count= 8§
%!_j] 8/25/2011 2:18 AM Request Computer is behaving Security-
825021859 as though it may be Virus
2 HEW infected by a virus.

CLEAN UP Leave the browser open if you are continuing to the next section of this
chapter. Otherwise, close the browser.
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Wireframes

Your own sites will be created according to the requirements of each individual
project. A best practice is to draw out or diagram the wireframes of a site. Wire-
frames are a simplistic way of sketching out the basics for the way information will
be presented on a page, with no regard to colors or branding. When you talk to
the business about each new form and process, use what you learned in Chapter 2,
“Form Requirements: Using a Decision Matrix,” to gather requirements about the
data and form fields. Then use what you learned in this chapter to gather require-
ments pertaining to the user interface of the SharePoint site. Talk through and
wireframe all of the Web Parts, pages, and views to ensure that everyone is in
agreement and to eliminate multiple iterations of the solution. There are even soft-
ware products available whose sole purpose is mockups and wireframing.

Dashboards Based on Form Libraries

Now that you have seen how to put together a Help Desk site with a robust form and
several custom views, the last step is to utilize the power of SharePoint to create a dash-
board for some basic reporting on the information in the forms. Too often, form design-
ers become so focused on the forms that they forget about the power of SharePoint to
aggregate the promoted properties of the form and to build KPIs and other types of
reports on it. SharePoint has many Web Parts that can be used to increase the value of
the data collected in your forms, and certainly you don't want to overlook KPIs and the
Content Query Web Part.

In the next two exercises, you will learn how to use the SharePoint KPI Web Part and
the Content Query Web Part to build a dashboard for Help Desk managers to monitor
the performance and service levels of the Help Desk. The requirements you have been
tasked with for the dashboard page are as follows:

® A KPI that reports the average number of days to resolve a request

® A KPI that indicates how many of the high-priority requests are resolved in three
days or less

® A KPI that displays the total number of active requests

® A Web Part that shows the top three rated Help Desk requests that are status =
resolved

® A Web Part that shows the oldest three requests that remain in active status
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Dashboard Pages and Content Query Web Parts

9 SET UP Open your Help Desk SharePoint site in the browser.

1. On the Site Actions menu, choose New Page, and then name it Help Desk

Dashboard. Click Create.

Tip In step 2 of
Site template. If

the first exercise in this chapter, this site was created by using the Blank
you did not use this template, your experience on the site will be much

different, and it will be difficult to follow the instructions in this exercise.

2. On the ribbon,

on the Page tab, from the Page Layout drop-down box, select

Blank Web Part page. Scroll down to the zone labeled Top Left, and then click

Add a Web pa

rt.

3. Inthe Web Part Categories section, select Content Rollup. Select Content Query as
the Web Part to add on the page, and then click the Add button.

Categories

[0 Lists and Libraries
[l Business Dats
| Content Rollugp

_J Filters:

3 Forms

[l Media and Contert
3 Dutlook Wik App
3 PerformancePoirt

4. Click the open
The goal with t

Wieb Parts

2] |3 catenories
Ol Conterit Query
(C3) Relevant Documents
Sl rss viewer
|&] site Aogregator
|3 sites in Category
|3 summary Links

| |3 Takle Of Conterts

the tool pane link to configure the Content Query Web Part.

his first Content Query part is to display the three oldest Help Desk

requests from the forms library.

5. In the tool pane, expand the Query section of the Web Part.

6. Select the Show items from the following list option, browse to the Help Desk
Request form library, and then select it.

Content Query Tool Part

= Query

Source:

™ Show itermns fram th

& Show items from th
/Help Desk Requ

© Show iterns from all sites in this site collection

~
4

Help

e following site and all subsites:
Browse...

e following list:

Browse...

7. Set the Additional filters values so that the Status field is equal to Active.

This ensures that the Web Part returns only Help Desk requests that are still being

resolved.
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Additional Filters: @

Show iterns when:

IStatus ;I
|is equal to ;l

IActiva

8. Expand the Presentation section of the tool pane.

9. In the Sort items by drop-down box, select Opened Date. Change the Limit the

number of items to display option to 3.

Sort itermns by
IOpened Date ;l

- 1 |show items in ascending order.
lg (&, B, C,ord, 2, 3).

3 | Show items in descending order,
@ l? (T, B, &, or3, 2, 1),

¥ Limit the number of iters to display

Ttern limit:[3]

10. While still in the Presentation section of the tool pane, use the item style drop-

down box to change the style to Title, description and document icon. Find the
Description field in the Fields to Display section. Enter Problem Description; in
the Description field. This adds the problem description text from the form to the
data that the Content Query Web Part returns.

Styles:

Group style:

Default =]
Item style:

Title, description and document icon =]

Play media links in browser

Fields to display: @
Link
URL Path [Custom Columns];

Description
Problem Description;

11. Expand the Appearance section of the tool pane, and change the Title field to

3 Oldest Active Requests.

12. At the bottom of the tool pane, click Apply, and then click OK.
13. The dashboard page is still in edit mode, but it should now look similar to the fol-

lowing screenshot.

3 Oldest Active Requests -

] Reguest 825173635
No IP address

@ Request 825173625
Need help with site template for records
management

&) Request 825173617
Can't create a new site
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Note The possibilities are unlimited for the types of content queries you could display on
a dashboard. Let these examples spur your imagination for what's most applicable in your
business.

Add another Content Query Web Part to display the top three rated resolved
requests so that you can monitor which Help Desk employees are doing great work.
In the Top Right zone, add another Content Query Web Part on the page.

The steps to configure this one are very similar to the first with a few small changes.
First, your query must include a filter to return only forms where the Status = Resolved,
which you set in the Additional Filters section beneath Query.

Additional Filters: @

show iterns when:

IStatus ;I
|is equal to ;I

IResoIved

In the Presentation section, in the Sort items by drop-down box, select Rating
(0-5), change the Item Limit value to 3, and then add Category as the data you
want to pull into the Description field.

Sort items by:

Rating (0-5) =]
1| Show items in ascending order.

lg (A, B, C,0r 1,2, 3)

_ % | Show items in descending order.
@ 12 (C,B, A, or 3,2, 1).
Limit the number of items to display

Item limit: 3

Styles:
Group style:

Default =]

Item style:
Title, description and document icon =]

Play media links in browser

Fields to display: @
Link
URL Path [Custom Columns];

Description
Category;

In the Appearance section, rename the Title to Top 3 Rated Resolved Requests.
Click Apply, and then click OK.
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17. On the ribbon, on the Publish tab, click Publish, and then click Continue. Your
page should now look like the following screenshot:

3 Oldest Active Requests Top 3 Rated Resolved Requests
%;] Request 829123612 Ell_;] Request 825173531
Computer has been compromised. Security-Virus
&) Request 825173617 &) Request 529123302
Can't create a new site SharePoint Services
L] Request 825173606 G Request 829123353
this is some text about this thing here Microsoft Software

Congratulations! You now have a good start on a dashboard page that reports aggre-
gate information from the Help Desk forms library for the management team.

CLEAN UP Leave the browser open if you are continuing to the next exercise of this
chapter. Otherwise, close the browser.

KPI Web Parts

Now you will add the following KPIs to support the other three requirements that have
yet to be accomplished:

® A KPI that reports the average number of days to resolve a request

® A KPI that indicates how many of the high-priority requests are resolved in three
days or less

® A KPI that displays the total number of active requests

To add KPIs to your Help Desk dashboard, you first need to add a Status List, which is
where the following exercise begins.

é SET UP Open your Help Desk SharePoint site in the browser.

1. In the Site Actions menu, select View All Site Content, click Create, and then

§ scroll through the templates until you find the Status List. Name it Help Desk
Requests KPI List, and then click Create.

Status List
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Browse From:

Installed Ttems >
Office.com A Status List

Type: List
= Categories: Tracking

All Types > = A place to track and display a set of
0T ) o goals. colored icons the degree
fbrany < te which the goals har een achieved.

List

Frojects web Fublishing Fage Fublishing site publishing site with
e Database Workflow Felp Desk Requests KPI List
Site

More Options
All Categories >
Blank & Custom :r
] =N

Collaboration *

Records Center Repert Library slide Library

Communication

Workspace

Content

Contoso Sites

Data E

4 1%

Meetings
Search

Slalus Lisl Survey Tasks Team Sile
Tracking
"
Web Databases g

@
Visio Process Web Pail Paye Wiki Page Libiary
Repository

2. To add the indicators, click New, and then select SharePoint List Based Indicator.

New |~ Actions - Settings -

. SharePoint List based Status
=i Indicator
Create a new Status Indicator
using data from SharePoint
Lists

.. Excel based Status Indicator
=i Create a new Status Indicator
using data from Excel Services

.. S0L server aAnalysis Services
[=| based Status Indicator
Create a new Status Indicator
using data from SQL Server
Analysis Services

.. Fixed value based Status
[= Indicator
Create a new Status Indicator
using manually entered
information

3. Name the indicator Number of Active Requests. In the List URL field, select the
library that holds the Help Desk Request forms.
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Name and Description

Marne
Enter t_he_name and description INumber of Active Requests *
of the indicatar,
Description
The description explains the ;I
purpose o goal of the
indicatar,
[
Comments
Cormments
Comments help explain the d
current value or status of the
indicatar,
[
Indicator Yalue .
SharePoint List and Wiew:
The indicator value is the i *
List URL:
number that tracks the - -
progress baward the goal of |http:x’flntranet.contoso.com/’HeIp Desk Req |

this indicatar,

In the View drop-down box, select Active Requests by Requestor.

Scroll down to the bottom of the Indicator dialog box. Change it so that the
Better values are field is set to lower. Because your Help Desk site is fairly small,
you want to keep active requests lower than three, so set the green indicator value
at 3. Set the yellow value at 10 so that the status will be red if there are more than
10 requests.

Status Icon
Status Ioon Rules:

The status icon rules determine
which ican to display to Better values arellower ‘I

represent the status of the

indicator,
Display O when value has met or less than goal |3 *

For some indicators, such as

'The percentage of basks Display /A when value has met or less than warning|1D *

completed’, better values are
usually higher, Display 0 otherwise

For other indicators, such as
‘The number of active tasks',
better values are usually
lowser,

Click OK. Your indicator is now added to the list. On your site, you have 4 active
requests, so the indicator shows yellow status.

MNew - Actions - Settings - View: | Status List =

Indicator Goal Value Status

Number of Active Requests 3 4
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For your next two indicators, you want to display metrics related to the resolution
time of requests. But to do that, the indicator needs a view on the form library that
displays only the resolved requests. It also needs to have a calculated column that
calculates the difference between the open and close dates. That will allow you to
build a variety of KPIs related to resolution time.

In the Library Settings for the Help Desk Requests form library, create a new
calculated column called Total Days to Resolution.

Using the Insert Column selector, insert the resolved date and opened date columns
into the formula dialog, as shown in the following screenshot. Set the data type to
Number and the number of decimal places to 0. Clear the Add to default view

check box.
Formula: Insert Column:
= [Resolved Date] - [Opened Date] « [Category -

Contact Mumber
Copy Source
Created
Modified

Mumber of Ratings N
Opened Date
Priority

Problem Description
~ |Product

m

Add to formula

The data type returned from this formula is:

) single line of text

@ Mumber (1, 1.0, 100}

%) Currency (%, ¥, €)

£} Date and Time

@) Yes/No
Number of decimal places:

0

[F] Show as percentage (for example, 50%)

[F] Add to default view

In the Help Desk form library, on the ribbon, go to the library settings, and then
click the Create View button. Select Standard View, and then name the view Days
to Resolution.

In the columns section, place a check box next to the new Total Days to Resolution
column. In the Filter section of the view settings, set the filter so that the Status
column is equal to Resolved.

You now have a new calculated column that displays the total days to resolution for
resolved help desk requests, in a new view.
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o miﬂ Show all items in this view

[====] .
@ =8 show items only when the follawing is true:

Show the items when column

IStatus ;I
|is equal to ;l
IRasoIvecﬂ

The next KPI you'll add calculates the number of requests that are resolved in

3 days or less.

11. Browse back to the Help Desk Requests KPI list. Add a new SharePoint List
Based Status indicator named Resolved in 3 days or less.

12. In the List URL dialog, direct it to the Help Desk Requests form library. Change
the View value to the Days to Resolution view you created previously in this

exercise.

Mame and Description

Enter the name and description

of the indicator,

The description explains the
purpose o goal of the
indicatar,

Comments

Comments help explain the
current value or status of the
indicatar,

Indicator ¥alue

The indicator valug is the
riumber that tracks the
progress toward the goal of
this indicator,

Far example, the indicatar
walue may be:

The nurmber of issues thak are
currently active

ar

Name

Resolved in 3 days or less

Description
=
=
Carnments
Bl
=

sharePoint List and Wiew:
List URL: *
Ihttp:X.fintranet.contoso.com.-fHe\p Desk Reql _|_|I|

Examples:
http:/fportal/site/list/allltemns aspx
or fsite/list/allltemns.aspx
View: *
IDays To Resolution =l
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13. In the Value Calculation area, select the Percentage of list items in the view
where option, and then select the Total Days to Resolution column. Set the
Boolean drop-down to is less than or equal to, and then enter 3 in the value field.

Value Calculation: *
¢ Murmber of list items in the view

{¥ Percentage of list iterns in the view where

Total Days to Resolution =l
is less than or equal to ;I
3

14. The goal at the Help Desk is to have 80 percent of requests resolved in three days
or less, so set the green indicator under the Status Icon Rules section at 80. Set
yellow at 50, and then click OK. You now have a second indicator in your KPI list.

Status Icon Rules:

Better values are Ih\gher vl
Display O when value has met or exceeded goal 50 *
Display /% when value has met or exceeded warning |50 *

Display O atherwise

15. Add another indicator in your KPI list using the settings in the following table, and

then click OK.

Setting Value

Name Average Days to Resolution

List URL Pick the Help Desk Requests library

View Days to Resolution

Value Calculation Calculation using all list items in the
view.
Average of Total Days to Resolution

Better values are Lower

Display green 2

Display yellow 4
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@ Calculation using all list items in the view

Average El

of
Total Days to Resolution E|

Status Icon Rules:

Better values are |lower [=]

Display 0 when value has met or less than goal 2 *
Display /\ when value has met or less than warning 4 *

Display O otherwise

16. You should now have three indicators in your list, similar to the following screen-

shot. Browse back to the Help Desk Dashboard page, and then click the Edit
button to place the page in edit mode.

MNew - Actions = Settings = View: | Status List =
Indicator Goal Value Status
Number of Active Requests 3 4 £
Resolved in 3 Days or Less 80% 50% AN
Average Days to Resolution 2 2 O

17. Add the Status List Web Part to the dashboard page that you created in the previ-

ous exercise by scrolling down to find the Web Part zone called Header, which is
above the two other Web Parts on the page. Click Add a Web Part, select Status
List from the Business Data category, and then click the Add button.

Editing Toals

SiteActions ~ B2 FF  Browse Page Publish Format Text Insert

FHE & N By mm im

Table  Picture Videoand  link  Upload Reusable  Web  Existing  Mew
- - Audio - File C Part List List

)

Cantent -
Tables Iedia Links Cantent Web Parts
Categories Web Parts
& Lists and Libraties ﬂ EﬂEIusiness Data Actions == Indicator Details
[ Business Data (G Business Data Connectivity Fiter 5] Status List
[ Contert Rollup Eﬂ Businezz Data tem LE] isin Weh Ancess
_J Fiters @Business Drata tem Builder
[ Forms EﬂEIusiness Data List
[ Medis and Contert @Business Data Related List
[ Outloak Wb App =] chart vyieh Part
_d PertormancePoirt Bl Excel weh Access
EA Search =l

Uploadd & Wk Part «
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18. Open the Status List tool pane, and then in the Indicator List field, select the Help

Desk Requests KPI list. Select the Hide the Toolbar check box. Click OK at the

bottom of the tool pane.

4 Status List x

Key Performance Indicator List S

Indicator List:

I.r"Lists./Help Desk Requests KPI List 1

Change Icon:

IDefauIt 'I

[T Show Only Status Icon
[T Show Only Problemns

¥ Hide the toalbar

19. On the ribbon, on the Publish tab, click the Publish button, and then click
Continue.

You now have a useful Help Desk dashboard page that managers can use to quickly

gather information about the performance of the Help Desk. In the preceding exercise,

we've only scratched the surface of what's possible with the Content Query Web Part
and KPIs. Experiment by adding your own performance metrics and queries.

) & U
§<! Help Desk System » Help Desk Dashboard
- Ilike It Tags &
Motes
Help Desk System Help Desk Dashboard Search this site... P e
Libraries
Help Desk Requests Status List
Indicator Goal Value Status
Lists Number of Active Requests 3 4 FAN
E;Lp Deslc Requests KPI Resolved in 3 Days or Less 80% 50% Al
Average Days to Resolution 2 2 O
Discussions
Help Desk Dashboard .
P 3 Oldest Active Requests Top 3 Rated Resolved Requests -
&l Request 829123612 &) Request 825173531
Computer has been compromised. Security-Virus
&) Request 825173617 &) Request 829123302
Can't create a new site SharePoint Services
%}] Request 825173606 %;] Request 829123353
this is some text about this thing here Microsoft Software

CLEAN UP That concludes the exercises for this chapter. Close your browser when
finished with the exercise.
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Key Points

Multiple views can be created so that information can be sliced and diced in many
different ways. This is a very simple method of reporting in SharePoint.

Ratings can be used to allow other users to provide quick feedback about how use-
ful a particular item is to them.

Alerts can be created based on filtered views so that you can be notified about only
a specific set of items that have been added or changed.

Library Web Parts are also called list view Web Parts, and they can be placed on any
Web Part page. Each Web Part can be configured with its own view settings.

The current user filter Web Part can be used to filter columns that have a name
value but that are not Person or Group fields.

When the view settings that can be configured in the browser are not sufficient for
what you are trying to accomplish, SharePoint Designer can be used to modify Web
Parts and views.

Create a new form button on your home page so that site visitors have a quick way
to fill out a new InfoPath form. If your site has multiple InfoPath forms, you can
create a button for each.

Several useful Web Parts exist in SharePoint for presenting metrics and aggregated
information from InfoPath form libraries.

KPI Indicators are a great way to show the executives a concise snapshot of relevant
information in a form library or a list.
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None Utilize the rule inspector to analyze
Actions. - L
et a fields value: Formstatus = "Manager Approval” all rules inside a form, page 406
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[5] Button VP _Bulton: Rejected I
Conditions
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Set a field's value: FormStatus = "Rejectey Category:

[=] Button Manager Button: Approved ‘Web Browser

(=]

The Following options apply when the Form is opened in a Web browser,

Conditions Filler Features
ManagerApproval = "Approved” OFffline User Interface Option:
Actions. E-Mail Attachments

Shaow InfoPath commands in Ribbon or toolbar

Set a field's value: FormStatu

Property Promotion
Set a field's value: NextAppro

Digital Signatures

N " ‘when the Ribbon is unavailable
[E] Button Manager Button: Rejected Security and Trust ~

Conditions. Preview ) () Show toolbar at the top of the form
IManagerApproval = "Rejected” Prograrming () Show toolbar at the botkom of the Farm
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=2 myFields

Requestor
DepartmentGroup
Request
ExpenseGroup
g Expense

g Expense

g Expense

g Expense
= v Expense
IrvoiceDate
20
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IrveoiceAmount
OtherCategory
Appravals

translate(fieldl, "ABCDEFGHLIKLMNOPQRSTUMWRYE", "abcdeFghijkimnoparsturewyz")|

Defaulk value:

Transportation
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Insert Field or Group... Insert Function. .. Yerify Farmula | I Edit ¥Path {advanced)

—
| oK | Cancel |
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In this chapter, you will learn how to:

Inspect and document a form'’s logic

Merge data from multiple forms

Relink XML forms to their XSN template file
Set default values of items in a repeating table

A N N N NI N

Weigh the options for filling out forms offline

In this book, we have tried to cover the major scenarios in which you can benefit from
the use of Microsoft InfoPath with Microsoft SharePoint 2010. However, some topics
either didn't fit neatly elsewhere or might have been covered too lightly and deserve a
closer look. Therefore, this chapter is designed to help advance your understanding of a
number of key InfoPath topics about which our real-world experience has taught us are
valuable for InfoPath forms designers to be aware. So although this chapter is a collec-
tion of topics which might seem somewhat unrelated to one another, we believe they are
important enough that they needed to be included in the book.

Practice Files Before you can complete the exercises in this chapter, you need to copy
the book’s practice files to your computer. The practice files you'll use to complete the
exercises in this chapter are in the Chapter 14 practice file folder. A complete list of

practice files is provided in “Downloading the Practice Files and eBook,” on page xxvi.

The InfoPath Rule Inspector

In Chapter 5, "Adding Logic and Rules to Forms,” you learned all about form rules. You
might have deduced that when rules have been created on controls and as form load
rules, forms can become a bit complex with various rules affecting different fields in the
form. This is where the InfoPath Rule Inspector can help.

401
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The Rule Inspector is a tool that can be used to analyze all of a form’s rules. Not only can
you view the big picture, as a list of all rules in the form, but any specific field can be tar-
geted. To access the Rule Inspector, on the ribbon, on the Data tab, simply click the Rule
Inspector button. You can click any of the orange hyperlinks if you want to see more
details about a given field or rule. Alternatively, in the Fields pane on the right side of the
screen, right-click any field name, and then click Rule Inspector.

The Rule Inspector is a great troubleshooting tool that can also be used for documenta-
tion. The tool provides a print button, so if all of the logic behind the form needs to be
saved with a project’'s documentation or inspected further, you can print out a hardcopy.

Tip Office 2010 has built-in functionality for sending a file to Microsoft OneNote instead of to
an actual printer. When you click the Print button and choose Send To OneNote 2010, you are
prompted to pick which notebook to save to. If you are using OneNote to take notes regarding
each of your InfoPath projects, you can quickly save the rules as part of your documentation.

The Rule Inspector has four sections, with the rule information automatically categorized
for you:

® Validation
® Calculated Default Values
® Actions

® Programming
The panel on the right has four sections that are specific to a selected field or group:

® Rules that depend on this field or group
® Rules that are triggered by a change in this field or group
® Rules that may change this field or group

At Contoso, a new InfoPath form specialist has been hired and is tasked with trouble-
shooting an InfoPath form. Somewhere hidden in the form’s logic, its status field is being
set to a value of “VP Approval”, but it is not apparent how and where that is happening.

In the following exercise, you will open an existing form and use the Rule Inspector to
examine some of the logic in the form. The Contoso Reimbursement form was built in
Chapter 11, “Building an Approval Process,” and has many different logic rules built in. You
will explore the Rule Inspector and then pinpoint the place in the form where the
FormStatus is being set to “VP Approval”.
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SET UP Open ContosoReimbursementFinal.xsn in Design mode, and then switch to
the New view. This is done on the Page Design tab by clicking the View drop-down
box and then selecting the New (default) view.

= 1.
Rule 2'
Inspector

5.

On the Data tab, click Rule Inspector.

Scroll through the list of rules to see all the rule information. Click any orange link
to see more information about that item, which will appear in a new pane on the
right.

Close the Rule Inspector dialog.

In the Fields pane on the left side in InfoPath, expand the Hidden section, right-
click the FormStatus field, and then click Rule Inspector.

Fields:
Main

[=]

= [ myFields

|5 Requestor

|Z# DepartmentGroup
Request
ExpenseGroup
Approvals
Hidden

Text Box
Drop-Dowen List Box
Combo Box

List Box =] Nextapprover

°B & @ E

Option Button
Mare...

Add..,
Reference...
Move..,

hdoe Lp
hlonee Diowin
Delete

Prograrmming »
[ Rule Inspector.. ]

In the right pane of the Rule Inspector dialog, scroll down to the section Rules
that may change this field or group.

For troubleshooting, assume that you are trying to figure out when and why the
FormStatus field is being changed to “VP Approval”. You can find the action
where the form status is set to this value, and you know that it happens when a
button is clicked, but because the buttons do not have appropriate labels, you have
no way to know which button it is. It's time to fix the button labels so that they are
more useful.
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=l Actions

[=] Button CTRL14 5: Set Felds - Always Executes
Conditions
MNone
Actions

Set a field's value: FormStatus = "Manager Approval®
Set a field's value: NextApprover = Manager

[=] Button CTRL44 9: Approved

ManagerApproval = "Approved”
Action
Set a field's value: formStatus = "VP Approval®
Sera hields vale: fextApprover = Accountld
[E Button CTRL44 9: Rejected
Conditions
ManagerApproval = "Rejected”
Actions
set a field's value: FormStatus = "Rejected”
Set a field's value: NextApprover = ™
[=] Button CTRLS1: Approved
Conditions
WPApproval = "Approved”
Actions
Set a field's value: FormStatus = "Completed”
[= Button CTRL81: Rejected
Conditions
VPApproval = "Rejected”
Actions
Set a field's value: FormStatus = "Rejected"”

6. Close the Rule Inspector dialog again. In InfoPath Designer, double-click to select
the Submit button.

= 7. On the Properties tab, click the Control Properties button.

Tip You can also press Alt+Enter to open a control’s properties.

Lahel Submit = Read-0Onlh
5 »

Action | Rulesand C., ¥ Cannot Bt

Submit Rules Custom
@Contranroperties ctions Code %Changec

Button Madify
T w
i Total:
i
_________________________ o..........o. . ......0O...
G seme P
o 5] o

8. In the ID box, type NewFormSubmitButton, and then click OK.



9.

10.

11.
12.

13.
14.
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General | Size I Advanced I Eroveser forms

Button Properties @

Eutton
Ackion:
Rules and Custom Code lz‘
Label:

MewFormSubmitButton|
Edit Form Cods...

To set Rules for this button, on the Control Tools contextual tab, in
the Buttan group, click Rules,

Submit

[ K ] [ Cancel ] [ Apply

]

On the Page Design tab, use the View drop-down box to switch the current view

to Approvals.

In the Manager Approval section, select the Submit button, and then press
Alt+Enter to open the control's properties.

In the ID box, type Manager_Button, and then click OK.

Repeat steps 10 and 11 for the Submit button in the VP Approval section. In the

ID box, type VP_Button.

Now that all of the form'’s buttons have been given more descriptive IDs, the rules
in the Rule Inspector will make more sense.

Right-click the FormStatus field again, and then select Rule Inspector.

In the Rules that may change this field or group section, take a look at the

Actions section again.

You are searching for the place in the form where the FormStatus is changed to
“VP Approval”. The value that you are looking for can be found in the rules, and
now that all of the buttons have been labeled correctly, notice that the Manager_
Button is the one that is being clicked and that the rule is called Approved. The

rule name is depicted in bold black text next to the name of the button.
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[E Actions
[= Button NewFormSubmitButton: Set Relds -
Abvays Executes
Conditions
None
Actions
5et a field's value: FormStatus = "Manager Approval”
Set a field's value: NextApprover = Manager
[=] Button VP_Button: Approved
Conditions
WPApproval = "Approved”
Actions
Set a field's value: FormStatus = "Completed”
[=] Button VP _Button: Rejected
Conditions
WPApproval = "Rejected”
Actions

Sela Dellls valie: Forpelale = "Bojprtad"

[E| Button Manager Button: Approved

Managerfpproval = "Approved”
Acti

[ Set a field's value: FormStatus = "VP Approval” ]
T -

[=] Button Manager Button: Rejected
Conditions
Managerfpproval = "Rejected”
Actions
Set a field's value: FormStatus = "Rejected”
Set a field's value: NextApprover =™

15. Close the Rule Inspector dialog box.

16. In the Manager Approval section, double-click the Submit button, and then on
L

the ribbon, click Manage Rules.
Manage

Rules 17. In the Rules pane on the right, click to select the Approved rule.

Problem solved! There is the action that sets the FormStatus field to “VP Approval”.

Rules -
Button: Submit By Bp@m X
(=}

Hidden

Disabled
=]

Set approver Info

I Approved

Rejected

Submit and Clase

Details for:
Spproved

Condition:
Managerdpproval = "Approved”

Rule type:
Action

Run these actinns: Add =

[ Setafield's value: Form3tatus = P Approval” ]

Gtz field s walue: MestApprover = Arcauntld

|:| Dion't run remaining rales if the condition of
this rule is met
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x CLEAN UP Click the Save button to save the XSN file to your computer, and then
close InfoPath Designer.

In the preceding exercise, you learned how to document and troubleshoot form logic.
This example form is relatively simple, but you can imagine how useful this skill will be as
the complexity of the form increases.

Merging Forms

Merging InfoPath forms is a way to look at several forms that have been submitted to
SharePoint, merged together as a single form. This is most useful when many different
items exist in a form's repeating control, which need to be viewed in a single list.

By default, each form library in SharePoint has a view called Merge Documents. This
view consists of all forms in the library, with a check box next to each form name.
Multiple forms can be selected, and the Merge button on the ribbon is used to merge
the selected forms together. An example of this default view is displayed in the following
screenshot:

Forms » Reimbursement » Merge Documents

Sccounting  Marketing Search this site...
Type Name Merge Modified
£  Charlotte Weiss-2011-07-24T11_45_14 ] 7/24/2011 5:12 PM

Ell_;] Charlotte Weiss-2011-08-21T11_45_38

2 HEW

8/21/2011 11:46 AM

(]
Ell_;] Chris Johnson-2011-07-21T23_23_03 = 7/21/2011 11:32 PM
= 8/21/2011 11:456 AM

El._ij Chris Johnson-2011-08-21T11_46_20 finew

When any check boxes in the Merge column are selected, the contextual ribbon in
SharePoint switches to the Documents tab. After all of the desired documents are selected,
you can use the Merge button to generate a form that contains all of the forms com-
bined together.
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Documents

: m -
[ | & £ 2
@ e
i Mew E-maila Alert Ilike Tags& Relink Relin
1t -~ Folder Link he -~ i Notes All

Share 8 Track Tags and Notes Actions
Type Mame Merge  Modified
@5] Charlotte Weiss-2011-07-24T11_45_14 7/24/2011 5:12 PM
%5] Charlotte Weiss-2011-08-21T11_45_38 = 8/21/2011 11:45 AM
3 HEW

%5] Chris Johnson-2011-07-21T23_23_08 7/21/2011 11:32 PM

%5] Chris Johnson-2011-08-21T11_46_20 & Hew 8/21/2011 11:46 AM

Important Before you can merge forms, the InfoPath client software must be installed on your
computer.

Each control in your InfoPath form has an Advanced tab that contains merge settings,
which allow the value in that field to be merged when form merging is done. For exam-
ple, the following illustration shows the Control Properties screen for a repeating table.
The Merge Settings button is in the middle of the screen.

Repeating Table Properties @

| Data I Display I Master/Detail | Advanced

Accessibili:

ScreenTip:
Tah indes: 1] =
ACcess key: ALT +

Merging Form:

Merge Settings... Specify how ko aggregate data For this field or group

when merging farms,

Code

when writing code that requires a ViewConkext or ¥miTaEdit identifier, use the
Follawing walues:

ViewContext: CTRLE
AmlToEdit for xCollection:  groupz_2

sos
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Merge Settings (Expenses) @
Specify how to combine data when the user merges selected source forms into a target Form,

The target Form is the Farm that is open when the user chooses to merge Forms. When
merging forms in a library on a SharePoint site, the target form is a new blank Form,

Action for this repeating graup:

() Ignore the groups in the source Forms

(@) Insert the groups From the source Forms inka the Earget Form (deFault

Insert options
Insert order; (@ After groups in the target Form
(7 Before groups in the target Form

|| Remove blank groups (Fecommended)

|| Cambine groups with the same Field value

The preceding screenshot demonstrates that when the Merge Settings button is clicked,
the following configuration actions can be performed:

® Ignore the groups in the source forms Choose this setting to prevent a field or
group from being merged. All of the other options on this screen are disabled if this
is selected. The Insert the groups from the source forms into the target form
option is the default and is the opposite of this setting.

® Insert order By default, when multiple forms are selected to be merged, they are
merged in the order in which they are seen in the Merge Documents view. With this
setting, you can select the order in which the merged information is added to the
form.

® Remove blank groups [f there are empty rows in the repeating table, you can
use this option to skip them when the merge executes.

® Combine groups with the same field value If multiple items in the merged
forms contain the same value for the field that you select here, they will be treated
as a single item when the forms are merged.

When dealing with controls that are not repeating, the default settings are a bit differ-
ent. A text box has default merge settings that appear (see the following screenshot).
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Merge Settings (Ernployeetarne) =]
Specify how to combine data when the user merges selected source Forms into a target form,

The target form is the Farm that is apen when the user chooses to merge Farms. When merging
Forms in a library on a SharePoint sike, the target form is a new blank Form,

Action For this field:

(@) Preserve the value in the target Form (default)

() Combine the value in the target form with the values from the source Farms
Combine options

Ignore blank fields {recommended)

(Mone)

Prefix each item with:

J

Note that text boxes are not set up to merge by default. For each control that is not a
repeating one, if the value in this control needs to be merged, this setting should be

changed to Combine The Value In The Target Form With The Values From The Source
Forms.

The following settings can be further configured:

@ Ignore blank fields Choose this setting to skip data from forms that do not have
a value in this field.

® Separate each item with Use this drop-down box to select a separator character
such as a space or a comma.

® Prefix each item with Pick a field to be used as a prefix for the data that is dis-
played in the field when it is merged with other forms. A useful field to select might
be a field that contains the name of the person who filled out the form.

In addition to the preceding field level settings is a merge setting that applies to the
form as a whole. Click File, choose Form Options, and then in the Advanced section, you

can clear the Enable Form Merging check box if you would not like this to be an option
for users.

Form Options

Cateqgory:

‘Weh Browsar

Filler Features
OFfling

E-Mail Attachments
Froperty Promotion
Digital Signatures
Security and Trust

Merge Farms

jic option bo et ysers import data fram multiple forms into a single Form.

alact this opkion te
Enable Form merging

Preview Default values For form

Praogramrning

Compatibilicy ‘fou can specify the default values and struckure for & newly created Form,
Yersioning

Calculations

Select this option to have InfoPath treat blank values in mathematical operations as zerao,
Treat blank values as zero



Relinking Forms 411

There is another way that forms can be merged; however, it requires that the InfoPath
client software is being used. In the InfoPath Filler software, open any form, click File,
and then click Save & Send. In the Import & Link section, click Merge Forms, and then
click the Merge Forms button on the right.

File Home Insert &
H Save
Send Merge Forms
Save s ) A
~ . . Merge data from multiple forms into a
5 open _"|  SendUsing E-mail single form.
. Consolidate data from multiple
[ Close File T related forms for analysis oras a
ypes surmmary report,
Info Save the aggregated data in a single
Create PDF/2PS Docurnent farrm,
Recent
Export [
Mew “j
Merge
Print e el
Save & Send =pq|
Help Import 8 Link
2] Options [ ‘}j terge Forms %
[ Exit
Workflows

‘@/, Start WWorkflow

@ e Wiéorkflowe Tasks ‘

You will now be prompted to select a form with which to merge the current one. This

part could be a bit tricky for end users, because they need the ability to browse to the
form library by using its URL. Locate the existing form (XML file) with which to merge,
and then click the Merge button.

Relinking Forms

As you learned in Chapter 1, “Introducing Microsoft InfoPath 2010,” each form that has
been filled out is an XML file. The form template on which the files are based is the XSN
file. This XSN file is created by the form designer and published to SharePoint. Each time
an existing form (XML file) is opened, there is a reference to the form’s template, which
is its XSN file. When a form template has been published to a form library, all the XML
forms in that library are linked to the template. An example of the location of a library
template would be the following URL:

http://SiteName/FormLibraryName/Forms/template.xsn
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What does it mean to relink forms, and why would you need to do it? We'll go over how
to relink forms, but first, here are two examples of situations in which forms need to be

relinked:

® The SharePoint site URL has changed because the site has been moved or upgraded

to a new location.

® The XML files have been physically moved to a new library.

If either situation occurs, the XML files are no longer linked to their XSN template and
will need to be relinked to the correct XSN file location.

Follow these steps to relink forms:

1.
2.

Open the form library in the browser, and then on the ribbon, click the Library tab.

In the Current View drop-down box, select Relink Documents. Notice the descrip-
tive text at the top of the page, which presents more information about relinking
documents.

Conotoso Forms » Reimbursement v Relink Documents

Use this page to relink documents that are not correctly linked to their content type's document
template. To relink all documents in this library, click Relink all Documents. To relink specific
documents, select the Relink check box for each document you want ta relink, and then click Relink
Selected Documents, Before using this page, ensure that the "Mew" button works for each content
type, and that each document is assigned to the correct content type, otherwise this page will link the
documents incorrectly.

Select the Relink check box next to a document. Notice that the Documents tab
on the ribbon displays two buttons: the Relink button for individual files that are
selected or the Relink All button to relink all items in the library.

=l [l

__A" ExMETs
soad  Mew  Emsila At Tlke Tagsé FRelink Relink Merge
Iment. Foldsr  Unk Me. T Hofes "l
W Share & Track Tay> and Nules Avliunz
Typs  Mams Relink  Madifisd Modifisd By Contert Typs  Tarplsts Link
& Cchalote @ 7/24/2011 5:12 PM Charlotts Weiss Form http //farms.contaso.com/Reimbursemant/Forms/template xsn

Weiss-2011-

07-
24T11 45 14

When the forms have been relinked to the correct XSN file, no problems or errors should
occur when opening them.

Browser and Filler Buttons

A few default buttons exist in the toolbar of forms that are filled out in the filler and in
the browser. You can also configure the settings in the Form Options dialog box to speci-
fy which buttons are shown or disabled.
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The following illustration shows the Web Browser settings for the default screen for a
new browser-based form.

Fartm Cptions

==
Cakegory:
:‘iﬁ; Ereoa":us?ers The Following options apply when the Form is opened in a Web browser,
OFfIin_E User Interface Options
E;:I;;Ir?;tgrc:g:t?oti Shaw InfoPath commands in Ribbon or toolbar
gﬂiﬁ:;‘%’?ﬂ:#ﬁit \'Yhen the Ribbon is unavailable
Preview (") Show koolbar at the top of the Form
Programming () Shows toalbar at the bottom of the farm
Sggiiﬁ:?éhty (@) Show toolbars at the top and bottom of the Form
Advariced Show the follawing commands:
Subrnit Submit is not configured. ..

Save

Save As

Close

Views

Print Preview

[Tl Update

When a browser-based form is filled out, a toolbar is displayed at the top and bottom of
the form. You can remove the toolbar or choose to display it only at the top or only at
the bottom of the form. The form also displays a set of buttons, such as Save and Views,
which can be individually added or removed. A Submit button will not exist until the first
submit data connection has been created. If the form’s compatibility level is not that of a
browser-based form, this section will not exist in Form Options.

The Filler Features section of the Form Options screen appears as follows.

Forrn Qptions

=
Category:
Weh Braowser Enable Features
Filler Features
Offline Ta disable any of the Fallowing Functionality For users Filling out this Farm, clear the appropriate check
E-Mail Attachments b below,
Property Promation
Digital Signatures |¥] 5ave and Save As Print
gfg\t‘i:;x and Trust [¥]Export to web Send to Mail Recipient
Programming [¥]Export to Micrasoft Excel Autosave (AutoRecover)
Compatibilicy [¥]Export ta POF or %P5
Versioning
Advanced

The options here are a bit different than the browser buttons. When using InfoPath Filler,
the end user has several choices for exporting the form to other programs. You can dis-
able any of these options by clearing the check box adjacent to it. If the Save and Save

As option is not selected in this dialog box, the Save and Save As buttons in the Web
Browser tab will be disabled.
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Offline Forms

Several different methods are available in the Form Options dialog box for filling out
InfoPath forms while the client computer is offline, as shown in the following screenshot.
The same settings are applicable to form library and SharePoint list InfoPath forms. None
of the offline settings or features apply to forms when they are filled out in the browser.

Farmm Cptions | 7=
Category:

‘Web Browser s

Filler Features el

Offline ‘When a query occurs while working with the Farm in InfoPath, the returned data is stared locally For use
E-Mail Attachments in Offline Mode, If the Form is running in a Web browser, OFfline Mode is not available,

P ty Py ki

D;;E;rsy‘»gn;otn;oelson Allows users to Fill ouk this Farm if data is unavailable.

S it d Trust

p::gx and s Data may be unavailable because the form cannot connect ko data sources successfully and no
Programming offline data is available.

Sg:;%ﬁ:?gity Store data returned from queries sa it can be used in Offline Made.

Advanced @ Stored queries do not expire

() Stored queries expire after this number of days: |1

When forms are filled out while offline, they are saved to a temporary location other than
SharePoint, such as a file system or even Microsoft Outlook. In Chapter 6, “Publishing
and Submitting Form Data,” you learned about submitting forms and about the differ-
ence between saving and submitting. When a form needs to be filled in offline, the form
does need to have the Save and Save As features enabled in the Filler Features settings.

The offline settings are as follows:

® Allow users to fill out this form if data is unavailable This setting refers to
data connections that receive information. If this check box is left clear, if the form
has data connections that receive data, and if that data is not stored in the form
offline, users will receive an error when they try to fill out the form while offline. The
error states that “One or more data sources required to fill out this form cannot be
reached. Should InfoPath continue trying to connect to data sources for this form?”

@ Store data returned from queries so that it can be used in Offline Mode This
setting refers to data connections that receive data. By default, the retrieved data is
stored offline in the form each time it is retrieved. When this check box is left clear,
the data will not be stored in the form. When the check box is selected, you can
decide how long the stored data will stay in the form before it expires. By default,
stored queries do not expire, but the settings can be changed to specify a certain
number of days before the data expires and must be retrieved again. With this set-
ting, before going offline, each user would have had to fill out this form by using
InfoPath Filler. This would guarantee that the data is stored in the form.
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® Store a copy of the data in the form template The Data Connection Wizard
presents a page that asks about storing a copy of the data in the form template.
If you would like the data to be stored in the form template, select this check box.
The data will be available in the form, whether or not the user filling out the form
has a connection to the retrieved data. This setting is different from the previous
bullet point because it is not necessary for each user to have filled out the form in
InfoPath Filler to retrieve the data while online. The data is already stored in the
form.

Data Connection Wizard @

When a query accurs while working with the Farm in InfoPath, the returned data is stored
locally far use in COffline Mode.

InfoPath can connect ta this data source now and store the resulks in the Form kemplate For
offline use. This will enable users to access the data if they are working with the Form For the
first time and there is na previously stared data available.

OFfline data is accessible ko all users wha fill out this Form. This aption should not be selected if
the data source contains sensitive information.

[ Store a copy of the data in the Form template

How does a user fill out a form if she can’t get to SharePoint? If an end user has previ-
ously filled out a form by using InfoPath Filler, it is easy. The next time InfoPath Filler is
opened, the program will remember recently used form templates; these templates will
be available under the File menu when New is selected.

E“ i Micrasaft InfoPath

Hame Insert

A

]

=

Lj Cpen

N | ] ] ) ) W) )

Tirne Off Check 2007test  infopathtes Check MewEmplo  AccessReq

Available Forms

Recently Used Forms

Recent Fartm Request textract Requestd.. yee uestForm
WaIkInIntak Travel Transitional TestWorkfI Feedback SlteFeedba
Requests Task Fartm

. @@@@@@@

. Template Farrm3 CheckRegB mfopathtes CheckReq Check LeaveRequ
k4 Exit PCUK Request est

After the form is filled out, it needs to be saved to the file system instead of being sub-
mitted. When the user is back on the network again, the form’s XML file can be opened
and then submitted to SharePoint.
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Offline Forms in Outlook

Outlook is another tool to use for filling out offline forms, and it even has some built-in
InfoPath integration. InfoPath folders can be created in the Outlook client software, and
Forms can be filled out from within Outlook without ever having to go to SharePoint.
Be aware, however, that the InfoPath client software is required for using this functional-
ity. From the Home tab, click the New Items button, select More Items, and then click
Choose InfoPath Form.
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You are then be prompted to pick from a list of the most recent forms that you have
filled out on your computer using the InfoPath Filler software. When working offline, you
use the form’s Save button to save a copy to Outlook. When back on the network,
you need to remember to open that form and click the Submit button to submit it to
SharePoint.

Important In Form Options, in the E-Mail Attachments section, by default there is a check box
next to Enable InfoPath e-mail form functionality for this form template. If this box is check
box is cleared, users will not have the ability to fill out this form from within Outlook.

Offline SharePoint List Forms

When working with SharePoint lists, the offline capabilities are a bit different. To work
with SharePoint list forms and data offline, SharePoint Workspace 2010 is required. This
software is a part of the Microsoft Office 2010 suite of products.
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5% Go to any SharePoint list whose form has been customized by using InfoPath. On the rib-
swmsrimm bon, on the List tab, click Sync To SharePoint Workspace.

Workspace

Tip This button will be disabled if the SharePoint Workspace software has not been installed on
your computer.

When viewing a SharePoint list inside of SharePoint Workspace, you can use the New
button at the upper-left to create a new item in the list, whether you are currently online
or offline.

A major difference between offline items in SharePoint Workspace and any other type of
offline InfoPath form is that the next time your computer is online, your new or modified
forms will automatically synchronize with the server according to the sync settings. With
the other offline methods, the end user must remember to open the saved local copy

of the form and then click the Submit button to submit to SharePoint; this is not done
automatically.

Email Attachments

You can create a type of data connection that allows an email to be sent directly to
someone from within InfoPath. Depending on the form's security settings, the form can
be sent in the body of the email, and even filled out inside of the email. When work-
ing with InfoPath and SharePoint, the InfoPath email attachment functionality is infe-
rior compared to sending an email via a SharePoint Designer workflow. The following
table compares the email attachment data connection with sending an email by using a

workflow.
Email Data Connection Email Via Workflow
Email body consists of dynamic text only. You can use form fields inside of a com-
There is no ability to insert form fields. pletely dynamic and customizable interface.

When the email is sent from within the form  As long as the workflow has been set up to
in the client software, the user is prompted run automatically when an item is created or
with an extra dialog box that requires him to  changed, the email be sent without requiring
click a Send button. any action on the user’s part.

Tip Chapter 10, “InfoPath Integration with SharePoint Designer Workflows,” and Chapter 11,
“Building an Approval Process,” provide information about how to create SharePoint Designer
workflows.
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When email attachment data connections are used, there are settings in the Form Options
dialog box about which you should be aware. The following are the attachment options:

® Always send the current view and the following attachments Select whether
an attachment should be included in the email.

O Formdata The XML file is attached.

O Form data and the form template The XML and the XSN template are
attached.

O None There are no attachments. Only a snapshot of the current view will be
sent in the body of the email.

® Enable InfoPath e-mail form functionality for this form template With this
check box selected, users can fill out forms from within Outlook, as was described in
the Offline Forms section, earlier in this chapter.

Fartm Options @

Cakegory:

‘Web Browser
Filler Features

Aktachments—

By default, when users send a Form as an e-mail message they can specify which files they want to
attach to the message. Use these aptions to specify which Files must be attached.

perty [7] Always send the current view and the Following attachments
Digital Signatures

Security and Trust (@) Eorm data

Preview Form data and khe Form bemplate

Programming

Compatibiity Hane

‘Wersioning Mote: Forms with restricted permission are sent only as attachments and the content of the form does
Advanced not appear in the body of the message.

InfoPath e-mail Forms

InfoPath e-mail Forms allow users to open, Fill out, and submit the Form by using a compatible e-mail
program, such as Microsoft Outloak,

Enable InfoPath e-mail Form Functionality For this Form template

Tip One useful way to use email attachments is to send the form in the body of an email
to a person to whom you do not want to give access to the SharePoint form library. This
would be a case where the recipient is viewing read-only information.

Form Preview

é\{)

Prewviewy

In several of this book’s exercises, forms have been previewed to see what they look like
before being published. Previewing a form is a quick way to evaluate its appearance
when it is being filled out, or to test rules and logic.

The Preview button is on the Home tab, and a smaller version of it is in the Quick Access
Toolbar.

There are some extra settings for previewing forms that can be especially useful when
troubleshooting. Take a look at the Preview section in the Form Options dialog box.
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Form Options &
Category:

"‘.’Bb Browser The following settings affect the behavior of the Form during preview.

Filler Features

Offline User role

E-Mail Attachment:

Prn;érty pa:m.rnn;t?nz Specify the user rale with which to preview the Form,

Digital Signatures
Securi

Sample data

[
Crompatibility ‘fou can optionally spedfy a sample data file with which to preview the form,

Yersioning

Advanced File: location:

Browse...

‘You can optionally preview the form as if it was published to the specified domain. The setting will anly
apply if the security level of this Farm is set to Domain.

Damain

Domain:

Example: http: ffwaw, example. cam

The following settings on the Form Options screen can be uniquely useful:

® User Role User roles are available for non-browser-based forms only. For filler
forms, when user roles have been created in the form, select the name of a role in
the Preview As drop-down box. The next time you click the form’s Preview button,
you will be viewing it as if you were a member of that specific role.

® File location This setting is great for troubleshooting. Browse to select the URL to
one specific form that has been filled out (XML file), or simply paste the URL in the
box. The next time you use the Preview button, the form is displayed as that specific
form. An example of a use for this setting is when a user informs you that her form
is giving an error or that she doesn't see a field that is supposed to be there. Use
this feature to preview that specific form to dig deeper into the problem. As opposed
to opening the form in the same way the end user would open it in the browser or
filler, in InfoPath Designer you can put fields on the form or switch to different
views that the end user might not have the ability to see. The syntax for the URL is
http://YourSharePointSite/YourFormLibrary/OneSpecificFile.xml.

Default Values

In the following exercise, you will create default values for rows in a reimbursement re-
quest and test the functionality by previewing the form. Before getting started with the
steps, click the Preview button to take a look at the list of expenses on the form. Notice
that the list of expenses comprises two rows by default. More rows can be added by
clicking Insert Another Expense. Close the preview. The goal of this exercise is to supply
several default rows in this table, with each row having a common type of expense
selected.
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q SET UP Open ContosoReimbursementform.xsn in Design mode, and then switch to
the New view. This is done on the Page Design tab by clicking the View drop-down
box and then selecting the New (default) view.

B 1. On the Data tab, in the Form Data section, click Default Values.

% Fa Refresh Fields

[} Resource Files
Sk
Fields | G Default Values ]

Form Data

2. Expand the ExpenseGroup section, and then expand each Expense node. The blue
icon next to each Expense section indicates that it is part of a repeating control.

Edit Default Values ®=]

Select the Fields and groups to insert in the main data
source when a user creates a new Form:

[=] myFields ™
equestar

DepartmentGroup
Request
=] ExpenseGroup
=) v Expense
InvoiceDate
Cakegary
Imvoicedmount
OtherCategory
=) v Expense
InvoiceDate
Cakegary
Imvoicedmount
OtherCategory
Appravals

Default value:

Je

Refresh value when Formula is recalculated

3. In the first Expense section, click the Category. In the Default value box, type
Meals.
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= myFields -
Requestor
DepartrmentGroup
Request
=] ExpenseGroup
= v Expense
Invoicelate

m

Invvoicefmount
OtherCategory
= v Expense
Invoicelate
Category
Invvoicefmount
OtherCategory =

Diefault value:

Example: Sample Text
Refresh value when Formula is recalculated

94 4. Click the preview button in InfoPath to see the resulting behavior. The first row in
the list of expenses has a default value now in the Category field.

E 5. Close the preview.

Clase 6. On the Data tab, click Default Values again. A row will be added for each type of
Freviey expense, which will give people a bit of a head start when filling in this reimburse-
ment form.

7. In the second Expense section, click the drop-down box, and then click Add
another Expense below.

Edit Default Values 7|3

Select the fields and groups ko insert in the main data
source when a user creates a new Form:
= myFields
Requestar
DepartmentGroup
Request
ExpenseGroup
i Expense
||+, Expense -

Add another Expense above

Add another Expense below

Remove

Details...

8. Repeat step 7 twice, adding a fourth and fifth expense section.
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9. Use the values in the following table to fill in the categories of all five expense sec-
tions under ExpenseGroup. This is a repeat of step 2.

Expense Section Category Default Value
1 Meals

2 Airfare

3 Lodging

4 Parking

5 Transportation

10. Each of the five category fields now has default values. Click OK.

Edit Default Values 7=

Select the fields and groups ko insert in the main data
source when a user creates a new Form:
= myFields
Requestar
DepartmentGroup
Request
= [¥] ExpenseGroup
o Expense
o Expense
Expense
o Expense
o Expense

o EEEE

COtherCategary
Approvals

Default value:

Transportation

Example: Sample Text

Refresh value when farmula is recalculated

11. Preview the form again.

The end result is that the form has five rows in the list of expenses by default, and a dif-
ferent category is already selected for each row. More rows can also be added by click-
ing Insert Another Expense.

List of Expenses:

Date Category Amount
Meals -
Airfare A
Lodging -
Parking -
Transportation hd
Total: $0.00

H Insert another expense
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Anytime a repeating control is required to have a pre-existing number of rows, this
method can be used to add more rows and optionally add default values to them.

CLEAN UP Click the Save button to save the XSN file to your computer, and then
close InfoPath Designer.

The Other Category

During the exercise in which you learned about default values, you might have
noticed an extra text box in the Design view of the form. This text box is used in
situations where the Other category is selected. When Other is selected from the
drop-down box, users can type in the name of any category that is not already
listed. Take a look at the rules behind the controls in the category column, as a
bonus, to learn how this functionality was accomplished.

Advanced Functions

In Chapter 5, you were introduced to InfoPath functions when we introduced the con-
cepts of functions and then used the concat and now functions in an exercise. While
most of the functions in InfoPath are self-explanatory, there is one common question
that form designers have that concerns use-cases for which the requirement dictates the
necessity to have an automatic conversion of some text from uppercase to lowercase

or vice versa. Your forms might need this for any number of reasons—for example, to
compare two fields for which case sensitivity matters. Another example is ensuring that
a field that must be all uppercase or lowercase in fact is—even if the user didn't enter it

properly.

The InfoPath function that supports this requirement is called Translate. This function has
three arguments that will return a converted text string. The first argument defines what
the text string is, the second argument states which characters to change in the string,
and the last argument specifies what to change the characters to. The characters in the
second argument are converted to the characters in the third argument's matching po-
sition. Because the characters in the second position are converted to match the third
argument, Translate is also a useful function for stripping unwanted characters out of a
string by providing a null value in the third argument.

The following exercise will help you to understand how to use Translate to convert the
case from whatever the user entered to all lowercase.
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Q SET UP Open InfoPath Designer, and then create a new Blank form.

1. Add two Text Box controls to the form.
2. Right-click the second Text Box control to open the properties dialog box.

. Click Default Value, and then click the Insert Formula button.

3
4. Select Insert Function, and then in the Text category, select Translate.
5

. In the Insert Formula dialog box, double-click the first insert field link, and then
select the first text box control you added to your form (probably named Fieldl).

2

Farmula:

translate(field1| dauble click to insett field, double dlick ko insert field)

Insert Field or Group... Insert Function. .. Werify Farmula ™ Edit ¥Path {advanced)

0Ok | Cancel |

6. Replace the other two double click to insert field items with the following text:
"ABCDEFGHIJKLMNOPQRSTUVWXYZ", "abcdefghijklmnopqrstuvwxyz”. This
must be typed exactly as shown.

Note Remember, the Translate function takes the second argument and converts it to
the third. So what you're doing here is telling the formula to convert anything in the
first text control that is typed in uppercase to lowercase. You could also do the opposite
direction.

Farmula:

translate(Fieldl, "ABCDEFGHIIKLMNOPQRSTUYWYZ", "sbedefahikmnopar stz

Insert Field or Group... Inserk Function... Werify Formula ™ Edit ¥Path (advanced)

Ok | Cancel |

7. Click OK twice to go back to the form, and then preview it.

8. Enter some combination of uppercase and lowercase characters in the first text box,
and press Tab.

You should see the characters appear in the second text field as a default value, but
all have been converted to lowercase.
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JOHNDOE@ acmeCarp.com

johndoe@acmecarp.com

CLEAN UP Click the Save button to save the XSN file to your computer if you want to
keep it, and then close InfoPath Designer.

If you'd like to see another, more sophisticated example of how to use the handy
Translate function, open the Help Desk template from Chapter 13, “SharePoint Views and
Dashboards.” In this form, the Create New Request button has a submit rule on it. The
first Action on the Submit rule is to set the RequestID field value.
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The Translate function is used here in combination with two other functions, SubString
and Now.
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Farmula:

ubstringtranslatelnow), T, ", 6

Insert Field or Group... Inserk Function... Werify Formula ™ Edit ¥Path (advanced)

|

The goal here is to create a Request ID that is generated from the Now function but to
strip off several unwanted characters and start returning values at the sixth position. So
the Translate function takes the Now value as its first argument. The second argument
shows what text you want to be replaced. Any text that is :, or —, or T will be replaced by
the third argument, which is just a null value in quotes. In other words, get rid of any-
thing that equals :;, or— or T.

To further illustrate and clarify, in the following screenshot, the first field is a standard
text control with the Now function applied with no modification. The second has the
more complex version of the formula from the Help Desk form applied to it.

[zo11-08-26T064652
0526064652

You can see that by applying the functions properly, the form is stripping out unwanted
characters and leaving only the month (08), the date (26), and the numbers that repre-
sent the current hour (06), minutes (46), and seconds (52). We end up with a very effec-
tive way to use a combination of functions to deliver a unique integer value for the ID
field of the form.
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Key Points

The Rule Inspector can be used for troubleshooting and documentation of rules.

Forms can be merged when repeating control information needs to be displayed in
one form all together, using data from multiple forms.

Relinking forms reestablishes the connection between an XML file and its lost XSN
template.

You can choose the toolbar buttons that are displayed in the browser and InfoPath
filler.

There are several different methods by which users can fill out forms when they
are not on the network, with several different settings for the form designer to
understand.

SharePoint Designer workflow emails are preferable to sending a form via the email
data connection.

Specific forms can be previewed, which can be used as a troubleshooting method.

Default values can be set up for repeating controls, which is applicable when there
is a set of static choices.

The Translate function is a useful and powerful mechanism for manipulating text,
especially when combined with other functions.
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performance factors 341-342
placeholder text and 38
postbacks and 338, 349-351
pre-built templates 30-34
SharePoint list forms as 30
browser toolbar buttons 413

Bulleted List control 61

Business Connectivity Services (BCS)
about 3, 195
adding filters to content types 209-211
External Item Picker control and 195, 204-209
receiving data and 204-209

Button control
about 61, 62
configuring properties 177
event registration form example 247-251
flight delay form example 74-76
inserting into forms 222
list form limitations 111
refressing connections 248

Button Properties dialog box 349

C

Calculated column type 86, 99
calculated fields 103-108
Calculated Value control

about 62

inserting 78

mapping column types to 99

reimbursement form example 291
Calculated Value Properties dialog box 105, 313
case sensitivity, conditions 301
Cell Padding button (Layout tab) 58
Change Binding button (Properties tab) 64
Check Box control

about 60

centering 72

mapping column types to 98
Choice column type 86, 98
Choice Group control 63, 73
Choice Section control 63, 73
client-based (filler) forms

about 29

browser-based forms versus 28

choosing 34

combining controls 46

data connection support 200

design considerations 40

Forms Option screen and 413

pre-built templates 30-34

user roles and 77
Clip Art button (Insert tab) 377
clip art task pane 379
Close The Form action 119
Column Name dialog box 363
Column Name setting 164



columns. See also fields
defined 86
Form Status field example 294
in SharePoint views 361
promoting fields to 163-168
column types
commonly used 86
mapping to controls 98
Combo Box control
about 60
mapping column types to 98
Compeatibility tab (Form Options window) 113
concatenating fields 173-175
concat function
accessing 173
reimbursement form example 292
setting default values 126-128
conditional formatting
about 119
adding 7
help desk application example 376-381
Rules pane and 6
sections and 134-140
Conditional Formatting button (Options tab) 379
Conditional Formatting pane 379, 380
Condition Criteria dialog box 379-380
Condition dialog box
data validation rules and 118
procurement form example 135, 138
quotations around text 130
reimbursement form example 299
time-off request form example 187
conditions
adding to workflows 254, 263-266, 285, 327
case sensitivity 301
Configure Connection screen 229-230
Configure InfoPath Forms Services page 338, 339
Configure InfoPath Forms Services Web Service
Proxy link 339
consumer Web Part 371
container controls
about 59, 62
flight delay form example 73-74
list forms and 99
types of 62-63
content approval workflow example
adding conditions to 263-266
adding parameters to 266-270
creating 256-261
customizing 262-264
editing workflow 276-277
Content Editor Web Part 384
Content Query Web Part
dashboards based on 387-390
publishing feature and 357

custom list templates 431

content types

adding filters to 209-211

associating workflows with 254

availability of 178

ECT 204-209

publishing forms to 154, 178-188

Web Parts 214
Content Type setting (Web Parts) 214
Contribute permissions 270
Control Properties button (Properties tab) 44, 217,

404

controls. See also specific types of controls

about 59-63

accidentally deleting 68

activating 142

binding fields to 65-66

binding to sections 312

client-based forms and 40

combining 46

connecting to web services 242

copying rules into 305

dragging into tables 93

event registration form example 247-251

flight delay form example 66-74, 74-76

form design considerations 38

list supported 97, 101

mapping column types to 98

postbacks and 349

setting properties 64

types of 59-63
Controls area (ribbon) 67
Controls pane

about 59

opening 67
Control Tools tab (ribbon). See also Properties

(Control Tools) tab

Add Rule button 7, 75, 80

Default Value button 69

Label box 75

Manage Rules button 123,130, 134
Convert Existing Form template 32
Convert To Connection File button 202-203
Create Column button (List tab) 101
Create Column dialog box 197
Create View button (Library tab) 364, 365, 393
Currency column type 86, 98
Current User Filter Web Part 225-231, 374
Current View drop-down box (Library tab) 412
Custom DPI Setting dialog box xxii
Customize Form button (List tab) 92, 101
Customize Tab option (List tab) 101
Customize XSLT button (Design tab) 376
custom lists 86
custom list templates 86




432 dashboards (SharePoint)

D

dashboards (SharePoint)

based on form libraries 386

Content Query Web Parts and 387-390
databases, submitting forms to 38
Database template 31
data binding

controls to sections 312

design considerations 65-66

multiple events 350
Data Connection File template 32
Data Connection Library (DCL) 201-203
data connections

about 3, 16, 29, 100

adding products.xml file to forms 18-22

adding to User Profile web service 240

adjusting 297

adjusting automatically 297

email considerations 76

list form limitations 111

monitoring 351-353

naming templates after 29

offline forms and 414

postbacks and 350, 351-353

receiving data from 100, 195-196, 196-200

selecting with GetUserProfileByName method 242

sending email via 417

submitting forms to databases 38

submitting forms to form library 168-178,

184-188

UDC files and 200

web proxy service and 340

website feedback form example 219-223
Data Connections button (Data tab) 172, 358
Data Connections dialog box 359-360, 185, 172
Data Connection Wizard

adding form load rule 242

event registration form example 240-241

flight delay form example 198

offline forms and 415

submitting data as default 75
data sources

adding fields to 65

administrator-approved templates and 41

Business Connection Services and 204

External Item Picker control and 204

for form requirements 34-35

generating fields in 66

removing fields from 66

views in 77
Data tab (ribbon)

Data Connections button 172, 358

Form Data section 420

Form Load button 242, 298-301, 319

From Other Sources button 19

From SharePoint List button 198
From SharePoint Server button 202
From SOAP Web Service button 240
Rule Inspector button 402, 403
Show Fields button 19, 321
Submit Options button 186, 220
data validation
adding 7
procurement form example 121-126
Rules pane and 6
Date And Time column type 86, 98
Date and Time Picker control
about 60
mapping column types to 98
Date Picker control
about 60
inserting 14, 67
mapping column types to 98
setting default value 69
DCL (Data Connection Library) 201-203
Decimal Format dialog box 105
decision matrix
expense report example 47
new employee example 47
vacation request example 47
Default Display Form 110
Default Edit Form 110
Default New Form 110
Default Value button (Control Tools tab) 69
default view parameter (forms) 232
Define Workflow Lookup dialog box 267
density, screen display xxi
Design Checker (InfoPath)
accessing 8
form requirements and 42-46
designing forms
adding controls 59-63
adding layouts and tables 54-58
basic tasks in 51
compatibility settings 29
data binding considerations 65-66
factors to consider 36-42
flight delay form example 66-74, 74-76
form layout 52-54
postback considerations 349
security settings 41
setting control properties 64
submission considerations 169
views and 77, 78-81
Design mode (InfoPath) 13
Design permission level 254, 270
design surface, defined 53
Design tab (ribbon) 376
design time, defined 53
disabling Save As button 176-178
disabling Save button 176-178



DispForm.aspx file 110
Display A Read-Only Form (Lists Only) setting
(Web Parts) 215
Document Information Panel template 32
Document Library setting 170
dots per inch (dpi) xxii
double-hop problem 340
dpi (dots per inch) xxii
dragging
controls into tables 93
fields into tables 94
Drop-Down List Box control
about 60
adding 70
connecting list data connection 199
event registration form example 239
mapping column types to 98
Drop-Down List Box Properties dialog box 199,
218

E

ECT (external content type)
applying filters 208, 209-211
setting up 204-209
Edit button (ribbon) 396
Edit Choices button (Properties tab) 70
Edit Default Values dialog box 420
EditForm.aspx file 110
Edit Variable dialog box 267
Else-If Branch button 328
email attachments 417
emails
filtering 368
notification 369
reimbursement form example 325-332
setting up in workflow process 261
E-mail template 31
event registration form example
adding Person/Group Picker control to 247-251
adding Submit button to 247-251
building foundation of 238-241
connecting fields to web services 241-246
creating load form rules 241-246
monitoring postbacks 351-353
exporting templates 23
extensible markup language (XML)
about 16-17
benefits of 11
ECT support 204
performance factors 341
products.xml file exercise 18-22, 52
web services and 235

fields

external content type (ECT)
applying filters 208, 209-211
setting up 204-209

433

External Content Type Information dialog box 206
External Content Type Operations dialog box 210

External Data column type 86, 99
External Item Picker control
about 61, 195
adding wildcard filters 209-211
Business Connectivity Services and 204-209
complexity of 209
External Item Picker Properties dialog
box 204-209
external list forms 280-281

F

F5 shortcut key 53, 125, 145
F12 shortcut key 344-345
feedback form example
capturing feedback 216-223
passing parameters 225-231
rating items and 366-368
Fiddler tool
about 342
details area 343, 345
installing 342-346
monitoring form load process 350
monitoring forms with attachments 346-349
monitoring postbacks 351-353
Web Sessions pane 343

Field or Group Properties dialog box 96, 106-107,

157

field picker button 308

fields
approval 288-293
binding to controls 65-66
calculated 103-108
capitalization in 166
changing names of 70
columns as 86
concatenating 173-175
connecting to web services 241-246
design considerations 37
dragging into tables 94
generating in data sources 66
hidden 294-297
list form limitations 111
in list forms 97-102, 196-200
moving location of 156
naming best practices 99
organizing 156
promoting to columns 163-168
reimbursement form example 319-324
removing from data sources 66
ScreenTips for 125




434 Fields pane

Fields pane
capturing website feedback example 216
creating fields in 65, 68
list form fields and 97
opening 19
selecting fields from 123
selecting Rule Inspector 403
Field To Display As Column setting 164
File Attachment control
about 62
adding 73
File Name setting 170
File tab (ribbon)
accessing Backstage view 8
Publish button 358, 330
Quick Publish button 90, 263
filler (client-based) forms
about 29
browser-based forms versus 28
choosing 34
combining controls 46
data connection support 200
design considerations 40
Forms Option screen and 413
pre-built templates 30-34
user roles and 77

Filler Features tab (Form Options window) 113,

176
Filter Configuration dialog box 210
Filter Data button 249
filters
ECT 208, 209-211
security considerations 286
SharePoint views 361, 368-369, 372
filter Web Parts 371-375
flight delay form example
adding controls to 66-74, 74-76
adding layout and table 54-58
adding list data connection 196-200
adding views 78-81
Fluent interface (Microsoft Office) 4
Font Styles section (Home tab) 262
form approval process
about 285
approval fields 288-293
approval sections 301-306
custom actions 270-273
emails in 261, 325-332
form load rules 297-301
form views and 287-288
gathering requirements for 286-287
reimbursement form example 287
status fields 293-297
Submit button actions 306-318

workflow approvers 318-324
workflow initation forms 254-270
workflow task forms 274-280
Format Text area (ribbon) 72, 75, 384
formatting. See also conditional formatting
adding to forms 6, 130-133
procurement form example 121-126
formatting rules
adding to forms 130, 135-138
creating on controls 304
hiding sections in forms 147
Form Data section (Data tab) 420
form design
adding controls 59-63
adding layouts and tables 54-58
basic tasks in 51
compatibility settings 29
data binding considerations 65-66
factors to consider 36-42
flight delay form example 66-74, 74-76
form layout 52-54
postback considerations 349
security settings 41
setting control properties 64
submission considerations 169
views and 77, 78-81
form instances
creating 22
maximum size 339
form layouts
adding 54-58
design considerations 52-54
list forms 92-97
form library forms
capturing website feedback 216-219
data connections and 111
field considerations 37
offline forms 39
Web Part settings 224
Form Library Settings dialog box 182-183
form library (SharePoint)
All Documents view 362
dashboards based on 386
Merge Documents view 407
My Documents view 362
pre-built templates and 31-33
publishing to 154
setting considerations 46
as SharePoint lists 2
submitting forms to 168-178, 184-188
versioning setting 86
Web Part settings 214, 224
form lifecycle 287, 317

Form Load button (Data tab) 242, 298-301, 319



form load process 342-346, 350
form load rules
adding action steps 243-246
default values and 296
in approval process 297-301
Form Options button (Backstage) 9
Form Options dialog box
email attachments and 418
E-Mail Attachments section 416
merging forms 411
modifying button functionality 412-413
Preview section 418-419
Form Options window
accessing 112
Advanced tab 113
Compatibility tab 113
Filler Features tab 113, 176
Offline tab 113
Property Promotion section 163
Versioning tab 113
Web Browser tab 113
form parameters
about 39
additional concepts 231-232
defined 225
Web Part connection example 225-231
website feedback form example 225-231
workflow initiation forms 256, 266-270
form requirements
data considerations 34-35
decision-making process for 47-48
Design Checker and 42-46
factors to consider 36-42
receiving forms 35
SharePoint versions and 35-36
submitting forms 34
template considerations 28-34
view considerations 46

forms. See also browser-based forms; client-based

(filler) forms; specific form examples
adding formatting to 6, 130-133
adding logic to 6, 285
adding rules to 130-133, 135-138, 141, 143
connecting to web services 238-241
creating 4, 13, 28
creating load rules 241-246
customizing default 5
defined 87
hiding sections in 146-147
inserting buttons into 222
inserting formulas into 120
inserting pre-built layouts to 8

Function setting

merging 407-411

with multiple views 140-150, 287-288

offline 39, 414-417

previewing 125, 418-419

primary types of logic 118-121

procurement form example 12, 121-126

products.xml file example 18-22

relinking 411

saving 176

setting default values with functions 126-129

working with sections and conditional

formatting 134-140

Form Status field 293-297
form templates

about 28-34

administrator-approved 40-42, 154, 188-191,

337-338

creating form instance 22

custom list 86

editing 183

exporting 23

file extension for 13

IPFS support 335

naming conventions 29

pre-built 30-34

quiescing 338

Request Title field 122

SharePoint supported 30

UDC files and 201
Form Templates document library 179
formulas

inserting into forms 120

quotations around text 130
Form Web Parts button (List tab) 110
From Other Sources button (Data tab) 19
From SharePoint List button (Data tab) 198
From SharePoint Server button (Data tab) 202
From SOAP Web Service button (Data tab) 240
Full Control permission level 254, 368
Function button 313, 322
functions. See also specific functions

advanced 423-426

components of 121

defined 95

postbacks and 350

return values for 121

setting default values with 126-129

types of 120-121
Function setting 164

435

214,




436 gathering requirements for approval process

G I

gathering requirements for approval Indicator dialog box 392
process 286-287 Industrial Vantage theme 56
Get Data From setting (Web Parts) 224 InfoPath
Get Form From setting (Web Parts) 224 benefits of using 2-4
GetUserProfileByName data connection functionality 11-13
modifying 297 new features 4-11
querying 242 XML support 16-17
refreshing control connection 249 InfoPath 2007 - Blank 2007 Form (InfoPath Filler)
selecting 240, 242 template 33
GetUserProfileByName method 236 InfoPath 2007 - Blank 2007 Form template 33
InfoPath Designer. See also Field pane; Rules pane
about 4, 34
H adding products.xml file to forms 19-22
Controls pane 59, 67
help desk application example exercise creating forms 13-15
alerts based on views 368-369 gridlines in 53
Content Query Web Parts 387-390 opening 13, 155
creating SharePoint sites 356-360 Themes area 56
creating SharePoint views 362-366 InfoPath Filler
customizing priority column appearance 376-381 about 4, 34
dashboards based on form libraries 386 controls available via 59
filter Web Parts 371-375 merging forms 411
KPI Web Parts 390-397 offline forms and 414
library Web Parts 370-371 postbacks and 349
new form button 381-386 InfoPath Filler Form 30
publishing forms 357-360 InfoPath Forms Services (IPFS)
rating items 366-368 about 335-336
Translate function 425 browser-based forms 29
hidden fields 294-297 configuration settings 336-340
hierarchical information structure 36 double-hop problem 340
Home tab (ribbon) minimizing postbacks 349-351
Button object 222 monitoring form load process 342-346
Controls list 97, 101 monitoring forms with attachments 346-349
Font Styles section 262 monitoring postbacks 351-353
Format Text area 72, 75 performance factors 341-342
New Items button 416 publishing forms 12
Preview button 53, 418 SharePoint Central Administration and 336-340
HTML InfoPath Form Web Part
performance factors 341, 346 about 109-110, 213
viewing with Fiddler 345 adding connections between Web Parts 224
HTML button (Format Text tab) 384 configuring settings 214-223, 224
HTTP standard parameters and 39, 225-231
Fiddler tool support 342 testing form 222-223
postbacks and 349 InfoPath views
web services and 235 about 77, 86
Hyperlink control adding 78-81
about 61, 62 common situations for 78-81
adding 73 creating for Web Parts 215
mapping column types to 99 form requirements and 46
Hyperlink Or Picture column type 86, 99 forms with multiple 140-150, 287-288, 350

list form limitations 111
modifying settings 46
postbacks and 350



Lists And Libraries section (SharePoint Designer) 437

read-only 317
security considerations 286 K
switching 142, 350
Info tab (Backstage view) 8
Initiation Form Parameters button 266
initiation forms (workflow)
about 254-256
adding conditions to 263-266
automatic start option 255
creating approval workflow 256-261
customzing 262-264 L
manual start option 254, 255, 262

KPIs (Key Performance Indicators)
about 386
KPI Web Parts 390-397
ratings as 368

KPl Web Parts 390-397

parameters in 256, 266-270 labels, positioning in controls 93
input controls, types of 59-61 Iayou’Fs

Insert Above button (Layout tab) 226 adding 54-58

Insert Below button (Layout tab) 94, 101 Qe5|gn considerations 52-54

Insert Calculated Value dialog box 107 list forms 92-97

Insert Field or Group button 107, 243 Layout tab.(rlbbon)

Insert Formula dialog box Cell Padding button 58
about 120 Insert Above button 226
concat function example 128, 173 Insert Below button 94, 101
insert field link 424 layout tools and 53
Insert Function button 95 Sh.admg button 57-58

Insert Function dialog box _Width button 217
All category 173 Ilprary colur.'nns 163 '

Date and Time category 95, 128, 157 L!brary Settmgs button (Library tab) 367
Date category 69 Library tab (ribbon)
userName function 308-309 Alert Me button 368

Insert Picture Control dialog box 239, 346 Create View button 364, 365, 393

Insert tab (ribbon) Current View drop-down box 412
Clip Art button 377 Library Settings button 367
layout tools and 53 Workflow Settings button 330
More button 58 library Web Parts 370-371

installing Fiddler tool 342-346 List Box control

instances (form) about 60
creating 22 mapping column types to 98
maximum size 339 list forms (SharePoint)

IPFS (InfoPath Forms Services) additional information 200
about 335-336 calculated fields in 103-108
browser-based forms 29 choosing. 34
configuration settings 336-340 customizing 5, 87-91
double-hop problem 340 external 280-281
minimizing postbacks 349-351 fields in 97-102, 196-200
monitoring form load process 342-346 |?Y9Ut.0f 92-97
monitoring forms with attachments 346-349 limitations of 30, 36, 110-112
performance factors 341-342 offh.ne 39, 416
publishing forms 12 options screen .112_1.13
SharePoint Central Administration and 336-340 parameter considerations 225

items repeating tables and 36-37
defined 86 travel request example 87-91
rating 366-368 Web Part pages and 109-110

List Or Library setting (Web Parts) 214
Lists And Libraries section (SharePoint
Designer) 281-282




438 List Settings button (List tab)

List Settings button (List tab) 88, 197
lists (SharePoint)
adding data connections 196-200
best practice 370
control supportin 97
creating workflows for 254
form libraries as 2
fundamental components 86
versioning setting 86
viewing in SharePoint Workspace 417
Web Part settings 214
List tab (ribbon)
Create Column button 101
Customize Form button 92, 101
Customize Tab option 101
Form Web Parts button 110
List Settings button 88, 197
Sync To SharePoint Workspace button 417
List URL dialog box 394
logic
adding to forms 6, 285
examining with Rule Inspector 402-407
Lookup column type 86, 98
Lookup for Person or Group dialog box 260-261

M

magnification, screen display xxii
Main data source 65, 243
Manage Data Connection dialog box 202-203
Manage data connection files setting 339
Managed Metadata column type 86, 99
Manage form templates link 337, 339
Manage Form Templates page 338
Manage List permission 254-255
Manage Rules button (Control Tools tab) 123, 130,
134

Manage User Properties page 237
mapping column types to controls 98
Merge Documents view 407
Merge Settings button 408, 409
Merge Settings dialog box 409
merging forms 407-411
metadata, defined 32
metrics, ratings as 368
Microsoft InfoPath

benefits of using 2-4

functionality 11-13

new features 4-11

XML support 16-17
Microsoft Office Fluent interface 4

Microsoft Office ribbon. See also specific buttons
and tab

about 4

changing width of xxi

dynamic elements Xix—xx
Microsoft Office SharePoint Server (MOSS) 28
Microsoft SharePoint Foundation

form requirements and 35

Sandboxed Code Service 42
modal pop-up boxes 109
monitoring

form load process 342-346, 350

forms with attachments 346-349

postbacks 351-353
More button (Insert tab) 58
MOSS (Microsoft Office SharePoint Server) 28
Multiple Lines Of Text column type 86, 98
Multiple-Selection List Box control 98
multiple views

about 287-288

postbacks and 350

wizard-style forms with 140-150
My Documents view 362

N

naming conventions
best practices for fields 99
templates and data connections 29
network traffic analysis 341-342
New button 307
NewForm.aspx file 110
New Form rule 319
New Items button (Home tab) 416
New tab (Backstage view) 9
Notepad (Microsoft) 17
notification emails 369
now function
about 129
dateTime field and 157
setting default values 126
Translate function and 426
NT login 374
Number column type 86, 98
Numbered List control 61



O

object controls
about 59, 61
list forms and 99
types of 61-62
Office ribbon. See also specific buttons and tabs
about 4
changing width of xxi
dynamic elements xix—xx
offline forms
design considerations 39-40
options available for 414-417
in Outlook 416
SharePoint list forms and 416
Offline tab (Form Options window) 113
OneNote 402
Optional Section control 63
Option Button Binding dialog box 313
Option Button control
about 60
mapping column types to 98
option buttons 111
Options tab (ribbon) 379
Other category 423
Outlook, offline forms in 416

P

Page Design tab (ribbon)
about 8
layout tools and 53
managing views 46, 78
Page Layout Templates button 93
Properties button 80
Themes section , 56, 262
View drop-down box 405
View Request option 134
page layouts, inserting pre-built 8
Page Layout Templates button (Page Design
tab) 93
Page tab (ribbon) 375
parameters (form)
about 39
additional concepts 231-232
defined 225
Web Part connection example 225-231
website feedback form example 225-231
workflow initiation forms 256, 266-270
Paste Rule button 305
pending changes to workflows 277
performance factors
commonly seen 341-342

procurement form example 439

minimizing postbacks 349-351
monitoring IPFS form load process 342-346
monitoring products form 346-349
permission levels
creating custom 255
workflows and 287, 270, 254-256
Person/Group Picker control
about 61
event registration form example 247-251
mapping column types to 98
Person Or Group column type 86, 98
Picture Button control
about 62
in provisioning request example 142-144
rules support with 141
Picture Button Properties dialog box 149
Picture control
about 61, 62
connecting fields to web services 241
event registration form example 239
monitoring products form with 346-349
placeholder text 38
Plain List control 61
points per inch (ppi) xxii
Policies library
about 257
accessing workflows 261-262
adding custom actions to 271-273
security considerations 270
Policy Approval Workflow button 273
policy approval workflow example
adding conditions to 263-266
adding parameters to 266-270
creating 256-261
customizing 262-264
editing workflow 276-277
pop-up boxes, modal 109
postbacks
analzying 338
browser-based forms and 338, 349-351
defined 349
monitoring 351-353
performance factors 341
ppi (points per inch) xxii
Preview button (Home tab) 53, 418
previewing forms 125, 418-419
print preview 10
Print tab (Backstage view) 10
procurement form example
adding action and formatting rules 130-133
creating forms with multiple views 140-150
setting default values with functions 126-129
working with sections and conditional
formatting 134-140
working with validation and formatting 121-126




440  products.xml file

products.xml file

200 HTTP HTML event 344

adding to forms 18-22

creating 18
program window, resizing xxi
promoting fields to columns 163-168
properties

setting for controls 64

views and 77
Properties button (Page Design tab) 80
Properties (Control Tools) tab

about 64

Change Binding button (Properties tab) 64

Control Properties button , 217, 44

Edit Choices button 70

Shading box 96
Properties dialog boxes

Accessibility 378

Button 349

Calculated Value 105

Calculated Values 313

Drop-Down List Box , 199

External Item Picker 204-209

Field or Group 96, 106-107, 157

Picture Button 149

Repeating Table 408

Text Box 44,127, 217-218
Property Promotion screen 219, 225
provider Web Part 371
Publish button (File tab) 358, 330
publishing forms

about 12

as administrator-approved templates 154,

188-191

to content type 154, 178-188

to form library 154

help desk application example 357-360

IPFS support 335

methods for 154

security settings and 41

time-off request form example 154-162
Publishing Wizard

help desk application example 358-359

promoting columns via 163-168

publishing forms as administrator-approved

templates 189-191

publishing forms to content type 180

time-off request form example 160-162

Web Part connection parameters 225, 226-231
Publish tab (Backstage view) 10

Q

queries
GetUserProfileByName method 242
offline forms and 414
User Profile web service 242
Query For Data action 119
query string parameters 232
Query String (URL) Filter Web Part 230
question mark (?) 381
Quick Publish button (File tab) 90, 263
Quick Rules button. See Add Rule button (Control
Tools tab)
quotations around text 130, 244

R

rating items 366-368

Read List Operation Properties Wizard 210-211

Read-Only property 127, 159

read-only view 317

Read permissions 270

receiving data
adding filters to content types 209-211
adding list data connection 196-200
additional information 200
Business Connectivity Services and 204-209
Data Connection Libraries and 200-203
External Item Picker control and 204-209
form requirements 35
from data connections 195-196

Recent tab (Backstage view) 9

records, defined 86

reimbursement form example
about 287
approval fields 288-293
approval sections 301-306
creating default values for rows 419-423
emails in approval process 325-332
examining with Rule Inspector 402-407
form load rules 297-301
form views 287-288
status fields 293-297
Submit button actions 306-318
workflow approvers 318-324

relinking forms 411

Repeating Section control
about 36, 63
list form support 97



Select The Form View To Display By Default setting (Web Parts)

Repeating Table control
about 36, 62, 63
adding 20, 71
container controls and 59
design factors to consider 36
list form support 97
Repeating Table Properties dialog box 408
requirement gathering for approval
process 286-287
resizing program window xxi
REST (Representational State Transfer) 235
return values (functions) 121
Reusable Workflow button 325
ribbon. See also specific buttons and tabs
about 4
changing width of xxi
dynamic elements Xix—xx
Rich Text Box control
about 60
mapping column types to 98
roles (user)
form design considerations 37
forms and 419
views and 77
Rule Details dialog box
Data Connection field 187
even registration form example 242-243
Field button 132
field picker button 308
provisioning requests form 144
Rule Inspector button (Data tab) 402, 403
Rule Inspector dialog box 403
Rule Inspector tool 402-407
rules
about 6

action 118-119, 130-133, 141, 143, 242-246, 248,

307-311

adding to forms 130-133

adding to workflows 285

conditional formatting 119

copying 139, 305

creating forms with multiple views 140-150

creating to load forms 241-246

data validation 118

formatting 130, 135-138, 147, 304

form load rules 241-246, 295, 296

hiding sections of forms 146-147

reimbursement form example 302-306

Rule Inspector tool 402-407

Rules pane and 6

submitting forms with 75

switching views with 142

validation and formatting example 122-126
Rules button 305

Rules pane
about 6-7
Add button 309
adding action rules via 143
copying rules 139

441

event registration form example 242-246, 247-248

Hide this control check box 136
New button 307
opening 123, 134
Paste Rule button 305
reimbursement form example 298
Shading Color tool 124, 130

run time
adding controls at 61
defined 53

S

Save As button, disabling 176-178, 413
Save button
disabling 176-178, 413
removing 413
screen display
density of xxi
magnification and xxii
screen resolution and xxi
screen resolution xxi
ScreenTips
Cannot be blank when you hover over the
field 125
in provisioning requests example 149
scripting, Windows PowerShell 336
Scrolling Region control 44
Section Binding dialog box 312
Section control 62, 63
sections
approval 301-306, 311-317
binding controls to 312
conditional formatting and 134-140
hiding in forms 146-147
security
administrator-approved templates and 41
email attachments and 417
user roles and 77
workflows and 254-256, 270, 286
Select a Field or Group dialog box
event registration form example 243-244,
248-249
modifying workflows 278
procurement form example 135
reimbursement form example 296, 308
Select Picture screen 383

Select The Form View To Display By Default setting

(Web Parts) 215




442 Select Users dialog box

Select Users dialog box 260
Send Data To Connected Web Parts When Page
Loads setting (Web Parts) 215

Send Data To setting (Web Parts) 224
Send Data To Web Part action 119
Set A Field’s Value action 119
shading, applying 57-58
Shading button (Layout tab) 57-58
Shading Color tool (Rules pane) 124, 130
SharePoint

BCS support 3

version considerations 35-36
SharePoint Central Administration 336-340
SharePoint dashboards

based on form libraries 386

Content Query Web Parts and 387-390
SharePoint Designer

about 253

Advanced Mode button 376

cautions using 376

custom actions 270-273

external list forms 280-281

Lists And Libraries section 281-282

workflow basics 253-254

workflow initiation forms 254-256

Workflow Settings tab 269

workflow task forms 274-280
SharePoint form library

All Documents view 362

dashboards based on 386

Merge Documents view 407

My Documents view 362

pre-built templates and 31-33

publishing to 154

setting considerations 46

as SharePoint lists 2

submitting forms to 168-178, 184-188

versioning setting 86

Web Part settings 214, 224
SharePoint Form Library template 30
SharePoint Form Services

about 4

enhanced support for 6
SharePoint Foundation

form requirements and 35

Sandboxed Code Service 42
SharePoint Library Submit connection 297
SharePoint list forms

additional information 200

calculated fields in 103-108

choosing 34

customizing 5, 87-91

external 280-281

fields in 97-102, 196-200

layout of 92-97

limitations of 30, 36, 110-112
offline 39, 416
options screen 112-113
parameter considerations 225
repeating tables and 36-37
travel request example 87-91
Web Part pages and 109-110
SharePoint lists
adding data connections 196-200
best practice 370
control support in 97
creating workflows for 254
form libraries as 2
fundamental components 86
versioning setting 86
viewing in SharePoint Workspace 417
Web Part settings 214
SharePoint List template 30
SharePoint Online with Office 365
custom code in 42
form requirements and 35
sandboxed solutions 42
SharePoint program folder 337
SharePoint Server platform
form requirements and 35
IPFS support 336
SharePoint Server Publishing feature 356
SharePoint sites
creating 356-360
wireframes and 386
SharePoint User Profile web service
about 235-237
adding people picker to event registration
form 247-251
adding Submit button to event registration
form 247-251
building event registration form 238-241
connecting controls to 242
connecting fields to 241-246
connecting forms to 238-241
creating load form rules 241-246

creating rules on event registration form 241-246

querying 242
SharePoint views

about 361-362

additional information 361

alerts based on 368-369

creating 362-366, 370-371

customizing 376-381

filtered 361, 368-369, 372

Merge Documents view 407
SharePoint Workspace 417-418
Show Fields button (Data tab) 19, 321
Show InfoPath Ribbon Or Toolbar setting (Web

Parts) 215



troubleshooting 443

Simple Object Access Protocol (SOAP) 235, 238 templates
Single Line Of Text column type 86, 98 about 28-34
Site Assets library 383 administrator-approved 40-42, 154, 188-191, 214,
Site Collection Features page 338 337-338
Site Column Group setting 164 creating form instance 22
site columns 163 custom list 86
SOAP (Simple Object Access Protocol) 235, 238 editing 183
source parameter (forms) 231 exporting 23
Specify Filter Conditions dialog box 244 file extension for 13
spell checker 38 IPFS support 335
Start Options (workflow settings) 254-256 naming conventions 29
stateless protocols 340, 349 pre-built 30-34
status fields 364, 293-297 quiescing 338
Status List Web Part 396 Request Title field 122
Stop Editing button (Page tab) 375 SharePoint supported 30
String Builder dialog box 326 UDC files and 201
Submit Behavior setting (Web Parts) 215 testing Web Parts 222-223
Submit button text
about 413 placeholder 38
actions in approval process 306-318 quotations around 130, 244
event registration form example 247-251 Text Box control
Submit Data action 119 about 60
Submit Options button (Data tab) 186, 220 form design considerations 38
Submit Options dialog box 220-221 mapping column types to 98
submitting forms positioning labels 93
to databases 38 Text Box Properties dialog box
to form library 168-178, 184-188 Data tab 44, 127
form requirements 34 Display tab 44, 127, 217-218
with rules 75 themes
Switch Views action 119 applying 56-58
Sync To SharePoint Workspace button (List selecting for list forms 93
tab) 417 Themes section (Page Design tab) , 56, 262
time-off request form example
creating 154-158
T promoting fields to columns 165-168
publishing as administrator-approved
Table Drawing tool 53 template 189-191
Table Layout tab 4 publishing to content types 179-188
tables publishing to form library 159-162
adding 54-58 today function 157, 309
deleting 92 Translate function 423-426
dragging controls into 93 travel request example
dragging fields into 94 adding calculated columns 103-108
laying out 53 adding list form fields 101-102
repeating 36-37, 59 creating list forms 87-91
Table Tools tab. See Layout tab (ribbon) customizing list form layouts 92-97
task actions 274-275 list form limitations 111-112
task forms (workflow) troubleshooting
about 274-276 file location 419
modifying 277-280 tools supporting 402-407

Task Process Designer 260, 276-278
Task Process Designer 260, 274-276
Template Part - Blank (InfoPath Filler) template 34
Template Part - Blank template 34
Template Part - XML or Schema template 34




444 UDC files

U

UDC files 200-203, 340
UDCX files 201
UDDI (Universal Description, Discovery and
Integration) 235
Update Fields message 269
Upload form template link 339
URL dissection parameter (form) 232
user interface
about 12
workflow approval process and 287
userName function 308-309, 332
User name property 374
User Profile database (SharePoint) 236-237
User Profile web service
about 235-237
adding data connections to 240
adding people picker to event registration
form 247-251

creating for Web Parts 215

form requirements and 46

forms with multiple 140-150, 287-288, 350
list form limitations 111

modifying settings 46

postbacks and 350

read-only 317

security considerations 286

switching 142, 350

views (SharePoint)

about 361-362

additional information 361
alerts based on 368-369
creating 362-366, 370-371
customizing 376-381
filtered 361, 368-369, 372
Merge Documents view 407

VSTA (Visual Studio Tools for Applications ) 42

adding Submit button to event registration W
form 247-251

building event registration form 238-241

connecting controls to 242

Web Browser Form 30
Web Browser tab (Form Options window) 113
Web Parts. See also specific Web Parts

connecting fields to 241-246
connecting forms to 238-241
creating load form rules 241-246

creating rules on event registration form 241-246

querying 242
user roles
form design considerations 37
forms and 419
views and 77
User Session settings 339

Vv

validation
adding 7
procurement form example 121-126
Rules pane and 6
variables
creating 326
defined 268
versioning 86
Versioning tab (Form Options window) 113
View drop-down box (Page Design tab) 405

about 109-110

adding connections between 224
best practice 370

configuring settings 214-223, 224
creating custom 213

creating views for 215

filter 371-375

library 370-371

parameters and 39, 225-231
testing 222-223

Web Part settings

Content Type option 214

Display A Read-Only Form (Lists Only) option 215

Get Data From option 224

Get Form From option 224

List Or Library option 214

Select The Form View To Display By Default
option 215

Send Data To Connected Web Parts When Page
Loads option 215

Send Data To option 224

Show InfoPath Ribbon Or Toolbar option 215

Submit Behavior option 215

web proxy service 340
Web Service Proxy page 339
web services
about 235-237
adding people picker to event registration
form 247-251

View Request option (Page Design tab) 134
Views button 413
views (InfoPath)

about 77, 86

adding 78-81

common situations for 77




adding Submit button to event registration
form 247-251
building event registration form 238-241
connecting controls to 242
connecting fields to 241-246
connecting forms to 238-241
creating load form rules 241-246
creating rules on event registration form 241-246
querying 242
Web Services Description Language (WSDL) 235
Web Service template 31
Web Sessions pane (Fiddler) 343
website feedback form example
capturing feedback 216-223
passing parameters 225-231
Width button (Layout tab) 217
Windows PowerShell
activating templates 338
scripting support 336
wireframes, defined 386
wizard-style forms 140-150
workflow approval process
about 285
approval fields 288-293
approval sections 301-306
custom actions 270-273
emails in 261, 325-332
form load rules 297-301
form views and 287-288
gathering requirements for 286-287
reimbursement form example 287
status fields 293-297
Submit button actions 306-318
workflow approvers 318-324
workflow initation forms 254-270
workflow task forms 274-280
workflow approvers
list of approvers 287
reimbursement form example 298-299, 318-324
workflow context data source 326
workflow diagrams 286
Workflow Form Update Required
message 268-269
workflow initiation forms
about 254-256
adding conditions to 263-266
automatic start option 255
creating approval process 256-261
customzing 262-264
manual start option 254, 255, 262
parameters in 256, 266-270
workflows
about 253-254
actions and 254
adding conditions to 254, 263-266, 285, 327
adding rules to 285

XML web services 445

alerts and 369

automatic start option 255

conditions and 254, 263-266

considerations promoting columns 163

custom actions 270-273

email settings 261

manual start option 254, 255, 262

pending changes 277

permission levels and 254-256, 270, 287

security considerations 254-256, 270, 286

sending email via 417

Start Options settings 254-256

Task Process Designer 260, 274-276

usage considerations 3

workflow initation forms 254-270

workflow task forms 274-280
Workflow Settings button (Library tab) 330
Workflow Settings button (ribbon) 269
Workflow Settings tab (SharePoint Designer) 269
Workflow Status page 261
workflow task forms

about 274-276

modifying 277-280

Task Process Designer 260, 276-278
WSDL (Web Services Description Language) 235
WYSIWYG print preview 10

X

XML (extensible markup language)
about 16-17
benefits of 11
ECT support 204
form design considerations 52
performance factors 341
products.xml file exercise 18, 18-22
web services and 235
XML files 13, 201, 411
XMLHTTP protocol 340
XML or Schema template 32
XML resource file 345-346
XML web services
about 235-237
adding people picker to event registration
form 247-251
adding Submit button to event registration
form 247-251
building event registration form 238-241
connecting controls to 242
connecting fields to 241-246
connecting forms to 238-241
creating load form rules 241-246
creating rules on event registration form 241-246
querying 242
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XPath field 313
XSLT list view Web Part 376-381
XSN files

about 13, 40, 411

saving 159
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Yes/No Check Box column type 86, 98
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