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Purpose of this document 

This document describes the functionality and intended usage of the MacroView 
product called MacroView PDF SharePoint Save.  PDF SharePoint Save is 
part of Document Management Framework (MacroView DMFÊ) and can also 
be licensed separately. This User Guide is relevant for situations where PDF 
SharePoint Save is licensed without MacroView DMF. 

Legal Notice 

MacroView PDF SharePoint Save and MacroView DMF are produced and 

licensed by MacroView Business Technology Pty Limited (MacroView). 

This manual contains material that is copyright to MacroView. It should not be 
copied or otherwise reproduced without express permission from MacroView. 

Disclaimer 

Every precaution has been taken in the preparation of this documentation. 
However, MacroView assumes no responsibility for errors or omissions or for 
damages resulting from the use of the information contained herein. 

Trademarks 

MacroView and MacroView DMF are trademarks of MacroView Business 

Technology Pty Limited. 

MacroView DMF is subject to a patent application by MacroView Business 
Technology Pty Limited. 

Microsoft, Microsoft PowerPoint, Microsoft Word, Microsoft Excel and Microsoft 
SharePoint, Microsoft Office and their logos are trademarks of Microsoft 
Corporation. 

Copyright 

© 2004-2010 MacroView Business Technology Pty Limited. 
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1. Introduction 

Microsoft SharePoint® 2007 and Microsoft SharePoint 2010 provide a range of 
functionality for storing and managing documents, emails and other files. 
MacroView PDF SharePoint Save enhances the integration with SharePoint of 
Adobe Reader® and Adobe Acrobat® so that saving of PDFs to SharePoint 
from these Adobe products is much easier. The Adobe - SharePoint integration 
of MacroView PDF SharePoint Save is the best available in the market today. 

Like MacroView DMF, PDF SharePoint Save óstands on the shouldersô of 
Microsoft SharePoint, in that it does not change how files or their metadata are 
stored in SharePoint. MacroView DMF and PDF SharePoint Save improve the 

user experience of SharePoint as a document management platform. 

1.1 Designed to Handle Volume 

MacroView PDF SharePoint Save displays the MacroView DMF tree-view ï 
which shows any valid structure of a SharePoint document store, including 
those with deeply nested folders trees and extensive use of broken permission 
inheritance. The MacroView DMF tree-view is designed to efficiently handle 

very large SharePoint-based document stores. 

The fact that a structure displays in the MacroView DMF tree-view should not 
be taken to imply that that structure is optimal in terms of volume handling, 
searchability or ease of use. Contact your MacroView Partner or MacroView to 
discuss an optimal design for your SharePoint document store. 

1.2 SharePoint Versions / Office Versions / Operating Systems 

MacroView PDF SharePoint Save uses the MacroView DMF web service, 
which supports Servers running either SharePoint 2010 (Server or Foundation) 
or SharePoint 2007 (MOSS or WSSv3). 

At the Client MacroView PDF SharePoint Save v7 plugs into Adobe Reader / 

Adobe Acrobat v7 and higher, running under Windows 7, Vista or Windows XP. 

The majority of screen shots in this User Guide are taken on a Windows 7 PC, 
running Office 2007. The DMF language setting is English (US). 

See MacroView DMF Installation and Configuration Guide for information on 

other installation options and configuration settings. 

1.3 Certifications and Reviews 

MacroView was a finalist in the Microsoft 2009 Information Worker Solutions 
Partner of the Year and is a Microsoft Gold Certified Partner for Information 
Worker Solutions and Software Solutions.  

As part of gaining Microsoft accreditation as an Independent Software Vendor 
the MacroView DMF software has been independently tested by Veritest 

(www.veritest.com).  

The MacroView DMF code has successfully been checked for security risks by 

Fortify.com, an independent code review specialist. 

 

New features in PDF 
SharePoint Save v7 
are marked as below: 

http://www.veritest.com/
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2. Working in Adobe Reader and Adobe Acrobat 

2.1 Saving a PDF from Adobe Reader or Acrobat 

MacroView PDF SharePoint Save adds a Save to SharePoint customisation to 
the File menu as well as a yellow cube icon to the toolbar which let you to save 
PDFs directly to SharePoint from Adobe Reader or Acrobat version 7 and 
above.  

When you use either of these customisations you will be prompted with the 
MacroView DMF Tree View, which facilitates selecting the SharePoint 

Document Library or Folder wherein you wish to save the PDF.  

 

Figure 1: Saving a PDF to SharePoint from Adobe Reader 

2.1.1 Navigating the SharePoint Document Store 

Depending on your configuration settings, the document library that you used 
most recently with PDF SharePoint Save or MacroView DMF will be initially 
selected in the DMF tree-view, and its default view displayed in the pane on the 
right of the PDF SharePoint Save dialog. 

By using the View drop-down you can select any of the other Views that have 
been defined for the selected Document Library.  You can also double-click on 
Folders to drill down to the files that they contain. 

By using the DMF tree-view you can efficiently navigate to any other Document 
Library or Folder in which you have permission to save a file. See Section 4. 

2.1.2 Capturing Metadata 

When you select a destination library and click Save you will be prompted for 
any metadata that is defined for the destination Library, which cannot be set 
automatically. MacroView PDF SharePoint Save supports all types of 
metadata column that ship with Microsoft SharePoint 2010 or 2007, including 
Business Data. For more details see Section 5. 
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2.2 Re-Saving a PDF that has been opened from SharePoint with DMF 

Compared to standard Adobe Reader or Adobe Acrobat operation, MacroView 
PDF SharePoint Save significantly streamlines the saving back to SharePoint 
of PDFs that you have opened from SharePoint. In addition to allowing you to 
view and navigate your available SharePoint document store via the DMF tree-
view, the following functionality is available when you re-save: 

 Auto-location to source Library (only applies when PDF is opened from 
SharePoint using MacroView DMF). 

 Prompting for replacement / new version ï depending on Versioning 
settings in the destination Library. 

 Existing metadata displayed for viewing and editing (if required). 

2.2.1 Auto-location to source library 

If you have opened the PDF from SharePoint using MacroView DMF (i.e. from 
Outlook or DMF Explorer) the tree-view that displays when you re-save will 
automatically be navigated to the Document Library from which the PDF was 
opened. This will be the case even when you have opened or saved other files 
since opening the PDF. This automatic location saves effort when you re-save. 

2.2.2  Prompting for replacement / new version 

If you save a PDF to a Document Library where a file of the same name already 
exists, DMF will prompt you to replace the existing file or create a new version 
(if Versioning is defined for the destination library). See 6.3 for more details. 

This support for capturing a new version of the PDF is the same as happens 
when you re-save a Word or Excel or PowerPoint document that has been 
opened from SharePoint. It contrasts sharply with what happens when you 
upload a PDF with the same name using the SharePoint web browser UI ï i.e., 
the existing PDF and any Version History is lost. 

2.2.3 Existing metadata displayed for viewing and editing 

As it re-saves a PDF that has been opened from SharePoint, MacroView PDF 
SharePoint Save will display a Profiling dialog that shows any metadata that 
has already been recorded for the PDF in SharePoint. You can modify any of 
the metadata values. For details see Section 5. 

This ability to view and edit already captured metadata facilitates workflow 
processes based around PDFs. An example is opening a PDF that requires 
approval - as you re-save the PDF you can advance the value of a metadata 
column called Processing Status from Submitted to Approved. 
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3. Browsing the SharePoint Document Store 

3.1 Intuitive Tree-View of SharePoint 

MacroView PDF SharePoint Save displays the MacroView DMF tree-view of 
your available SharePoint environment. This tree-view is key to DMF being a 
more intuitive way of viewing and working with a SharePoint document 
repository. The DMF tree-view will be familiar if you have experience using 
Windows Explorer as a way of viewing and working with documents and files 
stored in file shares. The MacroView DMF tree-view will also be familiar if you 

are accustomed to working in Outlook. 

The DMF tree is designed to have good performance when displaying and 
navigating very large SharePoint environments (see Section 4 for more details). 

A SharePoint document store is organised into a hierarchy of areas. Each 
SharePoint Server can have multiple Site Collections, which in turn have 
multiple Sites. Each Site can have multiple sub-Sites and one or more 
Document Libraries. Each Document Library can contain SharePoint Folders, 
which can themselves be arranged into a nested tree structure. 

In addition to displaying the hierarchy of storage areas, DMF also displays the 
files in each Document Library or Folder ï arranged into Views as defined in 
SharePoint. For more details see Section 3.5.1. 

 

Figure 2: Saving a PDF from Adobe Reader with PDF SharePoint Save ï note the DMF tree-view at the left. 
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3.1.1 SharePoint Server Support 

The DMF tree-view can display the full structure of a SharePoint document 
store ï including a document store that has multiple servers. The server(s) in a 
DMF tree-view can run under any one of the following: 

 SharePoint Server 2010 

 SharePoint Foundation 2010 

 Microsoft Office SharePoint Server (MOSS) 

 Windows SharePoint Services v3 

The various servers are registered to the DMF tree by selecting Tools, Options 
within the Save to SharePoint dialog and choosing the Servers tab or by using 

Group Policy.  Technically each Server is a SharePoint Web Application. 

 

Figure 3: Servers tab in Tools, Options screen dialog of MacroView PDF SharePoint Save. 

3.1.2 Drilling Down Through the SharePoint Site / Library / Folder Tree 

DMF will display a  icon adjacent to a node in the tree-view to indicate that 
you have permission to access some document content that is located in the 
corresponding area of the SharePoint document store, or in an area nested 
within that area. 

Clicking the  icon expands that node in the tree-view. The icon will then 

change to .  By clicking the  icon collapses that node in the tree. 

Standard SharePoint icons are used to represent Servers, Sites, document 
libraries, etc. in the tree-view display 

When the user clicks to expand a Server in the DMF tree-view, DMF will show 
the root sites for all the Site Collections in that Server. As you click to expand 
from the root sites of Site Collections you will see all nested Sites and sub-Sites 
and Document Libraries and ultimately Folders and Sub-Folders.  

3.1.3 Respects SharePoint Permissions 

The DMF tree-view respects the SharePoint permission model ï via the DMF 
tree-view you will not see or be able to access any content that you would not 
have been able to see or access by using the SharePoint web browser UI.

1
 

                                                      
1
The DMF tree displayed by MacroView PDF SharePoint Save will show all areas of the SharePoint 

document store for which your access permission is Restricted Read, but you will not be shown any 
documents stored in these areas. 
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The DMF tree will display a node provided that you have access permission to 
some content located in that node, or one of its nested nodes. The DMF tree 
displays intermediate nodes (where you do not have permission to any content) 
so that you can navigate down the tree to the content that you are permitted to 
access. 

Areas of the tree for which you have only Read permission are shown in faded 
colors. Areas where you have Write access are displayed in full color.  

MacroView PDF SharePoint Save will display Personal Sites (My Sites) for 
your Colleagues. Generally these will be faded color because you will only have 
Read permission to Libraries and Folders that they contain. Your own My Site 
will be in full-color, indicating that you have Read / Write access. 

 

Figure 4: My Sites for two colleagues - faded color indicates read-only access. 

By using the Document-Level Security feature of SharePoint it is possible to 
restrict access to individual files in a document library or folder for which you 
have access permission. If you do not have permission to a file, it will not be 
displayed in the DMF tree. 

3.1.4 Refresh 

If you cannot see the particular site or library you want to open from, right click 
on an upper level node and choose Refresh or press F5. This will refresh the 
DMF tree display with any sites and libraries that are newly created or for which 
you have recently been granted access permission.  

3.1.5 Root Site Collection 

MacroView PDF SharePoint Save expects that there will be a Site Collection 
located at the root of each Web Application. For example if a Web Application 
has the URL http://sp2010 then http://sp2010/ must be a valid Site Collection. 

3.1.6 Suppressing Display of óFurnitureô Nodes 

Each SharePoint environment will contain a number of óstandardô Site 
Collections and Document Libraries that are required for the operation of 
SharePoint features, but which are not meant to be used as areas in which to 
store general documents or files. The display of these óFurnitureô nodes in the 
DMF tree-view can be suppressed in SharePoint Central Administration. Be 
careful to select the correct Web Application. 

http://sp2010/
http://sp2010/
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Figure 5: Application Management page for Web Application  
- note Libraries to ignore and Site Collections to ignore. 

3.1.7 Changing the Width of the Tree-View Pane 

To change to width of the tree-view pane hover over the divider bar between the 
tree-view pane and the file list until the icon (see left) appears, then drag the 
icon to left or right. 

3.1.8 Caching for Performance 

The first time you click on a particular site to expand it, the icon (see left) may 
appear while all the items in the site are retrieved from the SharePoint server. 
The default configuration is that information about the structure of the 
SharePoint tree down to document library level are cached at the Client PC. 
This speeds up the subsequent display of the SharePoint tree-view. Information 
about the Views and Files in a Document Library is always retrieved 
dynamically from the server. 

3.1.9 Personal Sites 

Personal Sites are implemented as Site Collections. The DMF tree will display 
only the Personal Site Collections that relate to your Colleagues as defined in 
SharePoint.  This is to avoid excessive numbers of Personal Sites in a large 
organization.  

3.1.10 Meeting Workspaces 

MacroView DMF does not support Meeting Workspaces ï Single or Recurring. 

3.1.11 Form Libraries 

Forms Libraries are displayed in the DMF tree. Double-clicking an entry in a 
Forms Library will cause the relevant form to open in InfoPath (if installed on the 
client PC) or otherwise in the web browser.  

3.1.12 Picture Libraries 

Picture Libraries are displayed in the DMF tree. DMF will list the files in a 
Picture Library and also display thumbnail Views.  
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3.1.13 Lists 

MacroView PDF SharePoint Save and MacroView DMF are designed for 

document management. The DMF tree does not include SharePoint Lists.   

3.2 Metadata Navigation 

A SharePoint 2010 Document Library can be defined to allow navigation on the 
basis of metadata. This navigation filters and groups the objects in a document 
library based on their value of: 

 Content Type 

 single-valued Choice columns 

 Managed Metadata columns 

 Name of the Folder in which they are stored 

Multiple such drill-downs can be defined for a Library.  

All these forms of metadata-based navigation are supported by MacroView 
PDF SharePoint Save v7. 

The resulting groups of files in a Document Library is sometimes referred to as 
óVirtual Foldersô ï the files are grouped based on the values of their metadata 
rather than by storing them in physically separate Folders within the Library. 

 

Figure 6: Metadata navigation based on the value of Content Type 

Each Managed Metadata column is based on a Hierarchical Term Set. You will 
can drill down through the levels in the Hierarchical Term Set by using the DMF 
tree-view. For each level in the Hierarchy, DMF will list the files that contain the 
selected metadata value in the Managed Metadata column. This is similar to 
using Metadata Navigation in the web browser UI for SharePoint 2010. 
However the advantage of DMF is that it also displays the complete structure of 
the SharePoint document store from the Server level right down to the bottom 
level of a Hierarchical Term Set. 
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Figure 7: Navigating by a Managed Metadata column based on a Hierarchical Term Set 

3.3 Key Filters 

In a SharePoint 2010 Document Library suitably authorised users can define 
Key Filters, which enable efficient filtering of files that are displayed in the 
current View, based on one or more of their metadata values. The following 
types of metadata can be used: 

 Content Type 

 Number 

 Choice 

 Date 

 Person / Group 

 Managed Metadata (based on a Hierarchical Term Set) 

MacroView PDF SharePoint Save supports all these types of Key Filters 
except Content Type and Date. DMF displays the Key Filters at the top of the 

File List, adjacent to where other filters can be selected. 

Like the web browser UI of SharePoint 2010, MacroView PDF SharePoint 
Save allows simultaneous use of Metadata Navigation and Key Filters. 

The browser UI of SharePoint 2010 does not allow the same metadata column 
to be used simultaneously for Metadata Navigation and as a Key Filter.  
However this simultaneous use of the same Managed Metadata column is 
supported by MacroView PDF SharePoint Save.  An example of where this 
capability is relevant is when using a Managed Metadata column based on a 
Hierarchical Term Set. You can navigate part way down the hierarchy (e.g. to 
North America) and then use that same Managed Metadata column in a Key 
Filter ï e.g. to select specific value that occurs lower down in the hierarchical 
taxonomy (e.g. New York) The resulting effect is akin to a Cascading Lookup. 
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Figure 8: Managed Metadata column 'Location' defined as a Key Filter 

When you click on that Library in a DMF tree-view, a double down arrow icon 
appears above the File List, indicating that Key Filtering is available. 

 
Figure 9: Library displayed by MacroView DMF - note double down arrow above File List. 

  

Clicking the double down arrow icon reveals the Key Filtering panel. 
MacroView PDF SharePoint Save displays the Key Filtering panel at the top of 
the File List, adjacent to the other File Filter drop-down.  This enables all file 
filtering to be performed in the same area of the user interface. 
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In the following screen shot, a Location of óSydneyô has been selected in the 
Key Filter panel and the Apply button has been clicked. 

 

Figure 10: File List filtered by Key Filter 'Location' = Sydney. 

MacroView PDF SharePoint Save also supports the simultaneous use of Key 
Filtering and Metadata Navigation. In the following screen shot the file list has 
been filtered by Location and by using Metadata Navigation based on the value 
of óIndustryô. 

 

Figure 11: Using both Metadata Navigation and a Key Filter. 
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3.4 Folders 

In a SharePoint 2010 Document Library, MacroView PDF SharePoint Save 
displays any Folders under a special heading node called óFoldersô.  This allows 
the user to distinguish the physical Folders in the Library from the virtual folders 
created by using Managed Metadata Navigation. 

 

Figure 12: DMF tree showing Library with two Folders nested under a 'Folders' heading node. 

3.4.1 Document Sets 

SharePoint 2010 supports Document Sets in a Document Library.  A Document 
Set is a special type of Folder.  MacroView PDF SharePoint Save displays 
Document Sets with the same icon as is used in the web browser UI of 
SharePoint 2010 

 
Figure 13: Document Set called óTender Responseô in a SharePoint 2010 Document Library 

MacroView PDF SharePoint Save allows you to save files to an existing 

Document Set using the same techniques as for saving files to a folder.  
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3.5 Browsing Files in SharePoint Libraries 

When you click on a Document Library or Folder in the DMF tree-view, 
MacroView PDF SharePoint Save will display the default view of that library in 
the right pane. On initial display, the default View and sort orderings are as 

defined in SharePoint. 

3.5.1 Document Library Views 

MacroView PDF SharePoint Save will display a drop down list of all Views that 
have been defined for that Document Library. The Views in that drop down list 
appear in the same order as they appear in the browser UI. It will also display 
all the columns that have been defined for each View and the same files in the 
same order that would appear for that View if you were in the web browser. 

 

Figure 14: DMF displays a list of Views defined for a Document Library 

3.5.2 óGroup Byô Views 

Note that MacroView PDF SharePoint Save will show óGroup Byô Views in the 
list of available Views. DMF will display the files in such Views in the same 
order as they would appear in the SharePoint web browser UI, but Group value 
sub-headings are NOT displayed. If the Document Library is managed by 
SharePoint 2010 an alternative approach is to use Managed Metadata 
Navigation (see 3.2).  

3.5.3 Refreshing the File List 

If you cannot see the particular File or Folder you want to open, right click in the 
File List and choose Refresh.  This will refresh the File List display with any 
Files or Folders are newly created or for which you have recently been granted 
access permission. The Refresh function can also be activated by pressing F5. 
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3.5.4 Show Folders in File List 

In addition to files, a SharePoint Document Library can contain one or more 
Folders. Those Folders can themselves contain sub-Folders. The DMF tree will 
display these Folder trees within a Document Library node.  MacroView PDF 
SharePoint Save can also display the Folders in its File List. 

 
Figure 15: 'Archive' Folder displayed in File List as well as in DMF tree. 

 

You can activate this setting by going to Tools, Options, Appearance and 
selecting óShow folders in file listô. 

 

 
Figure 16: Appearance tab of Tools, Options screen dialog - note Show folders in file list setting. 
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3.5.5 Previews of Files 

When the DMF tree-view dialog is displayed in Adobe Reader or Adobe Acrobat 
you can see a preview of most file types by right-clicking the file and choosing 
Properties. 

 

Figure 17: Properties dialog displayed on right-clicking a file ï Note preview of GIF file. 

 

3.5.6 Sorting by a Column 

Clicking on the name of a column will cause entries to be sorted in order of that 
column, toggling between ascending and descending order. Clicking the column 
name again reverses the sort ordering.  

 MacroView PDF SharePoint Save displays an indicator of sort direction. 

 

Figure 18: MacroView DMF displays a Sort Direction indicator - Modified column is sorted in descending order. 
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3.5.7 Paged File List Display 

MacroView PDF SharePoint Save automatically óchokesô the file list that it 
displays in the right pane and displays it in multiple pages. This is to ensure 
efficient use of bandwidth and good response times when viewing a document 
library that has a very large number of files. 

MacroView PDF SharePoint Save retrieves details for óNô files at a time, where 
óNô is the value of the DMF configuration setting Files in file list in the 
Appearance tab of the Tools, Options screen dialog. Note the minimum value 
for óNô is 10. For environments with ample available bandwidth MacroView 
recommends a setting of up to 100 files.  

 

Figure 19: Tools, Options, Appearance tab - note Files in file list setting of 50. 
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Figure 20: File List choked to show a maximum of 50 files - 'More files...' indicates that more files can be browsed. 

MacroView PDF SharePoint Save provides an indicator at the bottom of the 
file list to show which files are currently being displayed in the File List ï e.g. ó21 
to 40ô. If there are more files present in the library, MacroView PDF SharePoint 
Save activates the Next and Right Arrow icon which when clicked will cause the 
next óNô files to be retrieved and the Previous and Left Arrow icon to be 
activated as appropriate. By clicking the left and right arrows that appear at the 
bottom of the display you can retrieve and display previous or next groups of 
files. 

A óMore files...ô message displays also at the bottom of the File List if more files 
are available. See Figure 20, above 

3.5.8 Filtering the File List 

The File Filter mechanism of MacroView PDF SharePoint Save makes it easy 
to find the file or files you need when you are working with a document library or 
folder that contains a large number of files. MacroView PDF SharePoint Save 
populates the óFilterô drop down with the names of all text based columns 
present in the document library alphabetically as shown below in Figure 22. The 
default óFilterô column is ó(File Name)ô. 

You cannot filter using a column that is defined as type óMultiple Line of Textô. 

 

 

Figure 21: DMF lists the columns that you can use to filter a File List 

 

If you enter a word or string in the Filter box and click óApplyô, MacroView PDF 
SharePoint Save will display only those entries in the document library that 
meet the filter criterion. When all files that meet the filter criterion have been 
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found the filter is greyed out. The indicator display will change so that it shows 
the range of the files currently displayed. 

 

Figure 22: Filtering files so that File Name contains ósolarô 

Note that MacroView PDF SharePoint Save evaluates the filtering at the 
server. This means that MacroView PDF SharePoint Save shows all entries in 
the document library that meet the filter criterion, regardless of whether they 
would otherwise be displayed on the current choked file list display. This 
ensures ease of use with minimal bandwidth usage and maximum performance. 

Note that the Filter works on names of files even if the current View does not 
contain a Name column. This is relevant in Document Libraries that are based 
on the MacroView-supplied óMacroView Libraryô template. These libraries 
contain an óOutlook Messagesô View that displays the Subject rather than the 
File Name of messages. 

To remove the filter and show all files in the library or folder, click Clear. 

3.5.9 Key Filters in SharePoint 2010 Libraries 

In a SharePoint 2010 Document Library you can also utilise Key Filters. See 
Section 3.3. 

3.5.10 No Match on Filter 

If no files match the Filter text, the filter is greyed out and the right panel will 
remain empty. When you click Clear, the Filter text will be cleared and the 

original File List display will be resumed. 
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4. Navigating the SharePoint Document Store 

The DMF tree-view that is displayed by MacroView PDF SharePoint Save 
provides a number of ways to efficiently navigate around a SharePoint 
Document Store. These are efficient in that they reduce user effort and also in 
terms of machine resources such as connection bandwidth. 

These techniques are particularly relevant when the SharePoint document store 
is large ï which can often be the case in a large organisation. MacroView is 
committed to ensuring that the DMF tree-view performs well in even very large 
SharePoint environments e.g. in organizations with thousands of staff and many 
millions of documents, messages and files. Even in cases where there are over 
10,000 Site Collections, the DMF tree-view and file-list interfaces deliver good 
performance and are easy to use. 

The facilities that DMF provides to facilitate navigation are: 

 SharePoint Favorites 

 Search Site Tree 

 Filter Sites and Libraries 

 Filter Folders 

 Filter Site Collections 

 Filter Site Collections by Favorites 

 Recent Files 

 Navigate to URL 

4.1 SharePoint Favorites 

4.1.1 Speeding up Navigation with SharePoint Favorites 

MacroView PDF SharePoint Save lets you create Favorites which provide 
one-click navigation to your frequently-used, favorite Sites, Document Libraries 
or Folders. These Favorites are displayed in a separate óFavoritesô tab. 

 

Figure 23: Favorites tab in MacroView PDF SharePoint Save 

The MacroView DMF 
tree-view efficiently 
supports the largest 
SharePoint document 
stores. 
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4.1.2 Creating a New SharePoint Favorite 

You can right-click on any Site, Document Library or Folder in a DMF tree-view 
and choose óAdd to Favoritesô.  

 

Figure 24: Adding a Document Library as a Favorite 

The default name for the óFavoriteô for a Site is the Siteôs Title. The default name 
for a Document Library is the Title of the Site wherein the Library is located, 
followed by a ó-ó, followed by the Title of the Library.  

In the example below ó126 ï Tech Corpô is the site title and 1012 ï Takeoverô is 
the library title. You can adjust the proposed name for the new Favorite. 

.  

Figure 25: Creating a óFavoritesô library 
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4.1.3 Hierarchy of Favorites 

SharePoint Favorites can be arranged into Groups much like Favorites in 
Internet Explorer. 

In the Favorites tab, you can define new Groups of SharePoint Favorites simply 
by right-clicking on the SharePoint node or the name of an existing Group. The 
example in Figure 25 shows the Groups óClient Relatedô óInternalô. 

You can drag and drop Groups to re-arrange the Favorites hierarchy. 

  

 

Figure 26: Creating a new Group in the Favorites hierarchy 

4.1.4 Refresh Favorites 

You can refresh the display of SharePoint Favorites by pressing F5, right 
clicking and choosing Refresh from the SharePoint group or by choosing Tools, 
Refresh at any time you are located in the Favorites tab of MacroView PDF 
SharePoint Save. 

4.1.5 Renaming, Deleting or Moving a SharePoint Favorite 

You can delete, rename and move Favorites by using the Favorites tab of  
MacroView PDF SharePoint Save.. 

Bring up the DMF dialog (by clicking Save to SharePoint or the yellow stress 
cube icon) ï and click the Favorites tab. A Favorite can be deleted by selecting 
the Favorite and either pressing the Delete key or right-clicking and choosing 
Delete. You will be prompted to confirm the deletion of the selected Favorite 

(see Figure 27).  

 

Figure 27: Confirmation message displayed when deleting a Group 

To rename a SharePoint Favorite, right-click the Favorite and choose 
Renameé.. An appropriate screen will be displayed.  Make changes to the 
Favorite name and click OK. 

You can move a SharePoint Favorite from one Group to another by clicking and 
dragging the Favorite to the new Group. 
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4.2 Search Site Tree 

If you have SharePoint Server 2010 MOSS 2007 running on your server, a 
quick way to locate a particular Site or Document Library is to right-click on a 
Site, Site Collection or Server, select the óSearch Site Treeô option and enter a 
word contained in the title of the area to which you wish to locate. 

The DMF tree-view then uses the SharePoint Search engine to find all areas for 
which the Title or Name contains the word that you have entered, regardless of 
how deeply nested the destination area might be. 

A key advantage of Search Site Tree is that it is based on an indexed search of 
the nodes in the SharePoint document store, which will remain quick even when 
the SharePoint document store is very large (i.e. has a large number of nodes). 

You can choose to include or exclude document libraries in the search.  

Views of document libraries are no longer included in the search results. 

In the following example the Search Site Tree facility is used to quickly locate 
nodes in a SharePoint 2010 server whose titles contain the word ómergerô. 

 

Figure 28: Right-click a Server node and choose Search Site Tree 

 

 

Figure 29: Enter ómergerô in Search box and click Search or press Enter  
- MacroView DMF lists nodes whose Titles contain 'merger' 
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When you select an entry in the Search Results list and click OK, the DMF tree 
will automatically navigate to the corresponding node. Intervening nodes will be 
expanded, and if necessary filtered, so that you can see how the destination 
node is nested in the SharePoint document store. 

 

Figure 30: MacroView DMF navigates to the Document Library found by Search Site Tree. 

4.2.1 Matching Logic 

Note that Search Site Tree will find matches on whole words that occur in the 
Titles of Sites or Libraries. óWhole wordsô are strings of contiguous characters 
separated by spaces or parentheses. A code - e.g. ó12345Aô in the Library Title 
ñAcme Merger (12345A)ò will be treated as a whole word. 

In MacroView PDF SharePoint Save v7, Search Site Tree will find matches 
anywhere in long Titles ï it is no longer restricted to the first 64 characters. 

You can also use wildcard characters in Search Site Tree. In the following 
example a search criterion of ómer*ô finds a Document Library whose Title 
contains óMergerô 

 
Figure 31: Search Site Tree using wildcard character. 

 
  






































































