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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 Save6 st ands on t he
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 i
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

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

MNew in v7

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

Effective: 1 October 2010

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.

Page 1
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Working in Adobe Reader and Adobe Acrobat

2.

2.1

User Guide

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.

T BestAvailablelntegrationOutlookSharePoint.pdf - Adobe Reader (== =]
x
=B & €y $ 1/ @@ 0% - B e .
I SharePoint Save =l =
File Tools Help =
SharePoint | Fayorites View| All Documents - Filter| (File Name) -
i pL Mame Modified Modified By
= SharePoint Servers
ﬁla Extranet IIEIJBest.t\\railﬁhleIni:tagraI:iDnOuﬂookSharEPoim:.docx 18/08/2009 8:27 AM Moel Williams
=] 'r"'zla Intranet @BesMVaiIableIntegraﬁDnOuﬁookSharePoint.pdf 5/08/2009 12:08 PM Moel Williams
© Aaron Robertson-Hodder = B DesignWorkshopSharePointDocumentManagement.doc  12/08/2009 11:32AM  Robyn Wil...
ﬁ Clients hEIJDesign\".n’orksho|:n5harel2’oint[)ocumentf-"!anagemen!:.doc)( 12/02/2009 12:20 PM Robyn Wil...
g Jan;es Hoaf;e Deslgn\“a’orkshopSharePolnﬂJocumentManagement.pdf 14/08/2009 11:22 AM Tom Bizan...
ﬁ 'JHDS U:I_TE ¥ "EjRepIaceHummlngblrdsharePolnt\"fISDOMDMFPro‘docx 13/08/2009 4:02 PM Sean Robi...
o W
o g M:i:ﬁ:f“ T ReplaceHummingbirdsharePointWISDOMDMFPro.pdf  13/08/2009 4:02PM  Sean Robi...
o & Addufg Value Papers IIEﬂsharepnint Enhanced Document Level Security. docx 5/08/200% 12:27 FM Moel williams
N SharePoint Enhanced Document Level Security.pdf 5/08/2009 12:27 PM Moel Wiliams
3 Archive
¥ Top 10FrustrationsSharePointDM. doc 5/08/200% 12:32FM Moel Williams
| Test
o Noel Wiliams @Top 10FrustrationsSharePointDM.pdf 5/08/2009 12:33FM Moel Williams
= ﬁ Products B UnigueDocumenthumberingSharePaint. docx 5/08/2009 12:27 PM Moel Wiliams
3] Applications @UniqueDocumentNumberingSharePoint.pdf 5/08/2009 12:27 PM Moel Wiliams
|3| Beta IEﬂ‘\'\.ihibtaPm:nerDocurman!:.t’«ubomation.t:IDc 5/08/2009 12:12PM Moel Williams
3| DMF Development Emails ] whitePaperDocumentAutomation. ved 5/08/2009 12:12PM Noel Willzrms
P P
|53] Documentation IEJW0rkﬂDwSquuonsSharePolnt.doc 5/08/2009 12:23 PM Moel Wiliams
| Documents @Workﬂawsmuﬁanssharepoint.pdf 5/08/2009 12:28 PM Moel Williams
3] Email Phrases
(3] FAGs
|3 Form Templates
|:a] Group Palicy Templates
|:3] Images
] Images for DMF Task List - lto 17
File Name: BestAvailableIntegrationOutiooksharePoint. pdf
Type: [.pdf ']
URL Preview: http:imvsp07isites/Marketing/Adding Value Papers/BestavailableintegratienOutlookSharePoint. pd f
Save ] [ Cancel ]
== | Produclts and . =T - Ly T
| Technologies naming of the saved message files, messages saved in EML format (which
means that they cannot be opened in Outlook) and custom metadata not being
nramntad far immadiatnhs ac tha maccann ic caund A

211

21.2

Effective: 1 October 2010

Figurel: Saving a PDF to SharePoint from Adobe Reader

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.

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.

Page 2
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2.2 Re-Saving a PDF that has been opened from SharePoint with DMF

MNew in v7

221

2.2.2

2.2.3

Effective: 1 October 2010

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 i depending on Versioning
settings in the destination Library.

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

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.

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 Ul T i.e.,
the existing PDF and any Version History is lost.

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.

Page 3
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3.

3.1

Browsing the SharePoint Document Store

Intuitive Tree-View of SharePoint

User Guide

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 i arranged into Views as defined in
SharePoint. For more details see Section 3.5.1.

Garelﬁoint Save Léj
File  Tools Help
Roads || SharePeint | Favourites | Matters View| All Documents v Filter (e Name) - 3
ABN: 6| | 4 &7 sharePoint Servers “ | Name DocumentID  ContentType  Author
> {7l MVDEMO [darchive
4 {7 MVDEMO10 £ | fH20100013.pdf my-4440 File note Joshua Tefay
> ﬂ Commercial @Maa’o\new Software Licence DMF (University of Toronto).pdf mv-3441 File note
4 ﬂ Legal EComsec Fees.pdf myv-1187 Agreement James Hoare
23] Bulletin Betber Name.pdf mv-5141 Contract
|53] Correspondence Jun 20105T,pdf my-5145 Agreement James Hoare
» 3] Documents 1) 3un 201071, petf my-5146 Agreement James Hoare
(53] General @Maa’ﬂview DMF w7 UserGuide. pdf my-5147 Memarandum James Hoare
(3] Images @MVSFApphtaﬁnnKPFS.de mv-5152 Agreement James Hoare
(3] Site Column MM Test QONTMessage Renewal.pdf my-5154 Contract
(3] Templates @9846613?91;;# my-5171 File note James Hoare
- ﬁ Clients @ARKlmMessage.pdf mv-5173 Agreement James Hoare
Maa’onew Software Licence Message (ENI S.p.A).pdf mv-5181 Agreement
> |E3] Matters Pending
. ﬂtﬁ 124 - Cambridge SPTEDsmnlﬂlﬂGu\dESDecs.pdf my-5182 Agreement
ﬁ 125 - Nelson Hodder AgrEEmErviMaUUV\EwSUﬂwarEC\uudNEt‘NDrksSPLA.pdf my-5188 Document James Hoare
. gl 125 Techc 15)3436.paf mv-5201 Document James Hoare
‘ “Teentom @Maa’ﬂview Software Licence ClauseBank (Business Risk Solution...  mv-5202 Document James Hoare
b (3] 1012 -Takeu.vier @Maa’ﬂview Software Licence ClauseBank.pdf mv-5203 File note James Hoare
(3] 1150 - Due Diigence @Betﬁer Name for PDF.pdf my-5204 Agreement James Hoare
> |3l 823 - Merger with Acme
(3] sample Matter
+ i 127 - Computer Savy il L ¥
R mm v e e S 1to 19
File Name: pdf]
Type: [,pdf vl
URL Preview: hitp:/fmvdemo10iClients/126/1012/Jun 2010ST pdf
Save ] [ Cancel ]
Date T —— =3
01/06/2010 BALANCE TRANSFERED FROM PREVIOUS PERIOD 96.89
18/06/2010 BANK - AUTO REFILL TRANSACTION 492116960 160.00
30/06/2010 TOTAL FOR USE OF TOLL FACILITIES 96.00
30/06/2010 BALANCE CARRIED FORWARD 160.89

Figure&: Saving a PDF from Adobe Reader with PDF SharePoioteSheeDMF treiew at the left.

Effective: 1 October 2010
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3.1.1 SharePoint Server Support

The DMF tree-view can display the full structure of a SharePoint document
store 1 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

Mew in v7
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.
MacraView DMF Options ﬁ-‘
General | Office | Appearance || 5‘!'“-'”5-: Support
Server Ligl
r o |
b MWDemall -:I 2dd
WWSPOT 3
WVUATS o Ean
b Remove
Mew in v7

0K [ Cancel ] Apply

- —_— — r

Figures: Serversab inTools, Optiossreen dialog of MacroVBW 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 b icon expands that node in the tree-view. The icon will then
New in v7 change to 4 By clicking the 4 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 i 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.*

'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.

Effective: 1 October 2010 Page 5
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3.14

3.15

3.1.6

Effective: 1 October 2010

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.

4 ) James Hoare
Form Templates
Shared Documents
Shared Pictures

4 ' Joshua Tefay
Form Templates
Shared Documents
Shared Pictures
Test
Test Pictures
Josh Tefay's Blog
SharePoint Developer Utlities

Figuret. My Sites for two colleagieded alor indicatesadonly 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.

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.

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.

Suppressing Displayof O Furni tured Nodes

Each SharePoint environment wi || cont ai

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 di spl ay of these OFurnni

DMF tree-view can be suppressed in SharePoint Central Administration. Be
careful to select the correct Web Application.

Page 6
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'_r,é MacroView DMF Service Configuration - Windows Internet Expluler' e . =N X

-.l Google R -

@ n'\J - | http://mvdemol0:5000/_admin/MacroViewDMFServiceSettings.aspx = | +y | A

57 Favorites | 55 @ PartnerSite @ BB Holiday Rentals & MacroView @ Licences @ Support @ macroview.com.au BANor‘thern Hemisphere O... 7

MacroView DMF Service Configuration - ~ [ em ~ Page~ Safety = Tools~ ':@"

Noel Williams ~

Site Actions ~ g

7 harePoint201g Central Administration » MacroView DMF Service Configuration & y
o Use this page to manage DMF Service configuration for this web application. ILike It Tl‘algts &
NOTES
(7]
Central
Administration Web Application: | http://mvdemo10/ - L
Application Management General Settings
System Settings Enable logging =}
. Control the operation of the DMF Service, B
Monitoring ages ‘n
Form Templates
Backup and Restore Document Libraries to Master Templates E
Security ignore (one per line) Site Collection Documents | 4
- ! Site Collection Images L4
Upgrade and Migration Stule |ibrary S
Gengra\ Application 0
Settings Site Collections to ignore
Configuration Wizards (one per ling)
Disti =h Limited Access
sg'tda'”cgc“u'e:uc'ﬁl' SO
Hide No Access Sit
Clc:Itlaectc\:c:ngce = 0
Search re-direction page
Favorites Assembly
Version 6.96.35.0 il
€L Local intranet | Protected Mode: Off g v W100% v
Figures: Application Management page for Web Application
- noteLibraries to ignaedSite Collections to ignore
3.1.7 Changing the Width of the Tree-View Pane
I 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.

f :5' Loading. ..

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 i 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
Mew in v7 Picture Library and also display thumbnail Views.

Effective: 1 October 2010 Page 7
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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

New in v7 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
OVirt uali théfieb ateegrospéd based on the values of their metadata
rather than by storing them in physically separate Folders within the Library.
MacroView DMF Explorer =~ — - — - - li‘ﬂléj
File Edit Tools Help
SharePoint | Favorites | Recent Fies | Search | Matters| View(ll Documents *]  Filter (Fle Name) - e
4§l cients || Name Content Type Modified Modified By Checked Out To
+ [0l Matters Pending %] formatmap32x32.png Agreement 9/9/2010 12:08PM  Noel Wiliams
d ﬁ 124 - Cambridge @NDADncanrpMaan\u‘ieu\"pdf Agreement 99/2010 3:42 FM Moel Williams
> ﬁ 125 - Nelson Hodder L IIlT‘i]WISDOMCom|:|EﬁborOuﬁooklnbtagraﬁonSumm.ary.)cls)( Agreement 99,2010 10:07 AM Moel Williams
4 §Hi 126 - Tech Corp 5
» || 1012 - Takeover
4 [[3] 823 - Merger with Acme
» [ Folders
. <3 Office

4 2 Content Type
/' Document
' Folder
' Email
s Agreement
_* Deed
' Facsimile
" File note
7 Letter
' Memorandum
! Presentation
' Spreadsheet
» §f 127 - Computer Savy
» g 133 - Alttude Limited
» §H 139 - Regal Petroleum
4 ﬁtﬁ 157 - China Real Estate Opportunities
- 53] 1066 - Bejing Boulevard
> ﬂtﬂ Document Center
aa ..

5L L} I r
4 1 * ‘ 1to3

Figures: Metadata navigation based on the value of Qoatent T

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 Ul 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.

Effective: 1 October 2010 Page 8
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MacroView DMF Explorer -

-

ERx

e » - ] - =

File Edit Tools Help

SharePoint |Favnr|hes | Recent Files |Search | Mathersl

<«

V\EEIA” Documents - Filter | (File Name) -

4 2 MvDemo10
4 §Hi commercial
|53] Documents
|53 Images
b ﬁ Business Systems
4 ﬁ Document Center
3] Correspondence
4 3| Documents
[ Folders
4 < Industry

. 2 Energy (10)

» ¢ Financials (40)

- (7 Health Care (35)
> 7 Industrials (20)

> Materials (15)

> 2 utiities (55)
4 LU

» ) Consumer Discretionary (25)
» ) Consumer Staples (30)

4 ) Information Technology (45)
4 7 Software & Services (4510)
» 2 Internet Software & Services (451010)
» ) IT Services (451020)
a ) Software (451030)
[} Application Software (45103010)
' Systems Software (45103020)
' Home Entertainment Software (4510303
» 7 Technology Hardware & Equipment (4520)
> ¢ Semiconductors & Semiconductor Equipment (4!

» () Telecommunication Services (50)

Location Industry

Application Software (45103010)
Application Software (45103010)
Application Software (45103010)
Application Software (45103010)

Name Modified
=] ADXXOILog. bt 8/2/2010 3:56 PM
ﬁMauuV\ewPriungADMlﬂ 10May28.pdf  7/23/2010 4:12PM
llT‘i]MSF‘F‘ LiveMeeting. xlsm 8/22010 3:53 PM
%] nuliref.png /2/2010 400 PM

Modified By
Aaron Roberts,
Noel Wiliams
Agron Roberts...
Aaron Roberts...

Algiers
Sydney
Algiers
Bouvet Island

m

2 [ lto 4

3.3 Key Filters

New in v7

Effective: 1 October 2010

Figurer: Navigating by a Managed tetadlumn based on a Hierarchical Term Set

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 Ul of SharePoint 2010, MacroView PDF SharePoint
Save allows simultaneous use of Metadata Navigation and Key Filters.

The browser Ul 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 i 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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QO ~

op Favorites g @ PartnerSite 8| BB Holiday Rentals 8 MacroView £ Licences @ Support 8 macroview.comau (5] A Northern Hemisphere O

1] Metadats Navigation Settings f v B v~ 0 m v Pagev Safetyv Tools~ @

139 - Regal Petroleum » 1019 - Green sources » Document Library Settings » Metadata o ¢
$8 Navigation Settings 2
135 - Regal Petroleum  Mome (7]
Configure Navigation
Mierarchies Avadable Merarchy Fields: Selected reerarchy Felds
folders
Industry
Location

Frelds that are svalable for
use a5 naigabon

Description:
Content Type 1d - No Description

Configure Key Filters

Selected Key Filter Fields

Location

Available Key Filter Fields
Author

Checked Out To
Contert Type
Created

Created By
Industry

Mocifed

Modfied By
RecarvedTime
Secure Document
SentOn

Descriptson:

Persen or Group - No Descripbon

« m 0

v R10% v

G Local itranet | Protected Mode: Off

Figured: 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.

MacroView DMF FprDrErT N—— . - _ Elﬂlg
_—— e . & — e —
File Edit Tools Help
SharePaint |Favorites I Recent Files I search I Matners| View | All Documents - FI|te£[(FI|E Name) v] Apply | %
4 5, SharePaint Servers MName Modified  Modified By Chec|
[ &2l MvDemo 3 Archive
4 “%’ MvDema 10 [C3 Third Party Files
> §Hi commercial ) aug 2008TLpdf 3/3/20...  Noel Wiliams
4 i Legal T Aug 20095T. pdf 3(3/20...  Noel Wiliams
53] Bulletin @Dedaraﬁon Of Intention To Use The Mark —United States Of America.pdf 3/3/20...  Moel Wiliams
43| Correspondence =] Domain Announcements_03Aug10 14,52.08_Interest Rate Announ.msg 8/3/20...  Moel Williams
4 |3] Documents @JINSIDE\MORD_Docs_??GSZB_Z.docx 3/30/2... Greg Sansom
4 [ Folders '@May 20085T.pdf 3/3/20...  Moel Williams
Ij Tender Response @May 2008TL.pdf 8/4/20...  Moel Wiliams
23] Images TF)5ep 20085T. pdf 3/320...  Noel Williams
3] Templates Tsep 20095T.pdf 3/3/20...  Noel Wiliams
4 §Hi dients
[» 3] Matters Pending
3 ﬂﬁ 124 - Cambridge
3 aﬂ 135 - Nelson Hodder
[ ﬁﬁ 126 - Tech Corp
[ ﬂﬁ 127 - Computer Savy
1§48 133 - Altitude Limited
4 ﬂﬁ 139 - Regal Petroleum
[> |lz3] 1019 - Green sources
i+ @ 167 - China Real Estate Opportunities
[ ﬂﬁ Document Center
i §f search
[ aﬁ Sites
b, MysPOT
[ il MVUAT10 ' - .
[ Lto11

Figured: Library displayed by MacroView miW~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 Locat
Key Filter panel and the Apply button has been clicked.
MacroView DMF Explorer E- - » - el s
[ Ele Edt ook Hep |
SharePont | Favonites lRecmlFlulSeud\ [w v.eg,{uooum 4} Filteg| (Fie Name) | Clear ]2
| o H, sharePont Servers Location Sydney: &3
S, MDemo
4 5, M\Demo10
+ 5 Legs |
il Tefmplates .‘
4§ CGients Name Industry Location
3] Matters Pendng 15 g 200871.paf IT Consulting & Other Services (45102010)  Sydoey
33 124 - Cambridge ) INSIDEWORD _Docs_T76528_2.docx Distributors (255010) Sydney
$4 125 - Netson Hodder May 2008ST.paf Diversified Banks (40101010) Sydney !
$8 125 - Tech Cop Sep 20095T.pdf Destrbutors (255010) Sydney !
3 127 - Computer Sevy
#3133 - Altitude Limited !
4 §3 139 -Regal Petroleum |
b 3 1019 - Green sources
. $ 167 - China Real Estate Opportunites
. 2 l.ll_ » ‘
( 1to 4
= = W

FigurelQ File List filtered by Key Filter 'Loshipaney.

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

o flndustryd

[ ==

MacroView DMF Explorer

PR Sy —

File  Edit
SharePoint |Favorihes Recent Files | Search I Matbers|

Tools Help

‘Wiew | All Documents -

Filter | (File MName) -

4 5L sharePoint Servers
[ ,ﬂ"—. MyDemo
4 ﬁ"—. MyDemo 10
& §H commerdal
4 i Leqal
4 §4i Clients
[ 3] Matters Pending
I ﬂﬁ 124 - Cambridge
[» ﬂ 125 - Nelson Hodder
[ ﬁ 126 - Tech Corp
[ ﬁ 127 - Computer Savy
b B 133 - Altitude Limited
4§ 139 - Regal Petroleum
4 43| 1019 - Green sources
[ [ Folders
4 é Industry
4 ) Consumer Discretionary (25)
1+ < Consumer Services (2530)
b 2 Media (2540)
4 ) Retailing {2550)

»

Location Sydney:

&

Name

] INSIDEWORD_Dacs_776528_2.docx
T5ep 20095T.pdf

m

Industry

Distributors (255010)
Distributors (255010)

1> [P} Distributors (255010)
1 7 Internet & Catalog Retail
1 Multiine Retail (255030)

1 ) Spedalty Retail (255040)

] m | 3

4

(UL}

Location

Sydney
Sydney

1to2

Figurell Using bottetadata Navigation aiey Filter.
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34 Folders

MNew in v7

34.1

Mew in v7

User Guide

In a SharePoint 2010 Document Library, MacroView PDF SharePoint Save
displays any Folders under a special headingnode call ed O0Fol
the user to distinguish the physical Folders in the Library from the virtual folders
created by using Managed Metadata Navigation.

der so

4 3 139 - Regal Petroleum
4 3] 1019 - Green sources
4 [ Folders
3 Archive
[ Third Party Files
s &'; Industry
: &'; Location

Figurel2 DMF tree showing Library with two Folders nested under a 'Folders' heading node.

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 Ul of
SharePoint 2010

SharePoint Save
-

o |

i File Tools Help

SharePoint | Favorites | Matters

- ] Filteg[{FiIe Mame) -

View | All Documents

4 2, sharePoint Servers
. &, MVDEMO
4 5 MVDEMO10
, ﬂtﬁ Commerdial
4 ﬁtﬁ Legal
3] Bulletin
3] Correspondence
4 53] Documents
J 2010 Proposals

3] General
23] Images

3] Templates

4 §4i Clients

Ij Tender Response
3] Site Column MM Test

. 3] Matters Pending
3 ﬁtﬁ 124 - Cambridge
> iﬂ 125 - Nelson Hodder
4 ij_'ﬁ 126 - Tech Corp
> |3 1012 - Takeover
l |3 1150 - Due Diligence
> |13 823 - Merger with Acme

MName

@_]Base Submission. docx

@Budget Calculztions, xlsx

-1 Mary Smith_11Aug10 01.24. 13_SharePoint Shared Kn.msg
II;i]PreszantEm'on Shell.pptx

Created

(32010 6:11PM 0.5
8/3/2010 6:04PM 0.2
811/2010 10:03AM 0.1
8(3/2010 6: 16 PM 0.1

Version Created By

MACROVIEWY
MACROVIEWY
MACROVIEWY
MACROVIEWY

m

ito4

File Name: Jun 20105T.pdf

7)

10/Documents/Tender R

hittp:

Type: [ pdf
URL Preview:

flun 2010ST.pdf

e [ o |

Effective: 1 October 2010

Figurel3d DocumentSeta | | ed 6 -T eimadSearePdine 2010 ®ocsmeeidt 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

3.5.1

MacroView DMF Explorer

File Edit Tools Help

User Guide

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.

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 Ul. 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.

D@é]

1| sharepaint | Favarites | RecentFiles | search | Matters |

|53] Correspondence
|53] Documents
|E3] Form Templates
|53] Images
|53] Pages
|53] Site Collection Documents
23] Site Collection Images
Style Library
3] Templates
4 Sl'ﬁ Clients
» | 13| Matters Pending
s ﬁ 124 - Cambridge
3 Sﬁ 125 - Melson Hodder
4 §Hf 126 - Tech Corp
4 3] 1012 - Takeover
4 [ Folders
3 Archive

> ﬂ'ﬁ 127 - Computer Savy
. @4 133 - Altitude Limited
. g 139 - Regal Petroleum

. §Hi Document Center
. i psv

s Sﬁ News

s S:ﬁ Reports

- g search

(3] 823 - Merger with Acme

a ﬂtﬁ 167 - China Real Estate Opportunities
» 3] 1066 - Bejing Boulevard

Vleﬁ Filter | {File Name) -
o Mame ".;g tentType  DocID File Size Modified
A contracts Deed
|1 Correspondence ET:!I uﬁ_ﬁg;sks
20050014, pef Eacsimile ote my-000-053 195KE  2/4/2010 7:39 PM
l‘—ﬂ]AbDheB\«'ronF.au:ilit:ies.docx File note ote my-000-061 1,790KB  2/4/2010 7:39 PM
IE_”Cnmparisnn\“ﬂSDOMCnlhgn‘dnt Il;‘iatrbnenrrandum ote myv-000-023 1,543KB  3/30/2010 9:48 AM
1 Blaine Cbben_20May 10 15,07.38_Unitror poF Documents ] C-00-0086 07KB  5/20/2010 5:25PM
FﬂE){ED’-\ssistﬂnt.)(\s)( Presentation ote mv-000-353 22KB  3/30/2010 10:13 AM
TEMacroview Software Licence DMF. pdf afpre;dDShEEt " ote my-000-296 146 KB 3/30/2010 10:07 AM
C] MacroViewSolutionsSmall.png oepare =entation C-00-0089 4KB  5/20/2010 6:02 PM
=l Moel williams_081ul10 07.21.27_{no subject).msg Document C-00-0175 1,084KB 7/8/2010 7:25 AM
/| Partner Evidence Program_30Mar 10 09.04,23_PEP PEP March ... Email mv-000-330 401KB  3/30/2010 9:35 AM
ScreenshotcustomF\eldT\,'pas.pdf File note my-000-080 192KB  2/4/2010 7:33 PM
ScreenshotMatterSearch. pdf File note my-000-354 137KB  3/30/2010 10:13 AM
@Smpm‘docx File note my-000-395 35KB  4/7/2010 3:24PM
L ] 50YoutlantToSaveOutiookEmailsToSharePoint.docx Presentation  C-00-0030 379KB  5/20/2010 6:03 FM
3 UNIQUAddmonaIMessage.pdf File note C-00-0087 134KB  5/20/2010 5:29 FM
E‘_‘]WISDOM Pricing 2009 September, xls File note my-000-052 438KB  2/4/2010 7:33 FM
] 1l +
|| 1to 17

3.5.2

3.5.3

Effective: 1 October 2010

Figurel4 DMF didays a list of Views defined for a Document Library

Vi

Note that MacroView PDF SharePoint Savewi | | show 6Group
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 Ul, 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).

6Group Byébo ews

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.

Page 13
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3.5.4 Show Folders in File List

a 34 126 - Tech Corp
4 |3 1012 - Takeover

4 [ Folders
3 Archive

Mew in v7

Effective: 1 October 2010

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.

a Mame

|_1 Archive
@ 3 Hill Yiew Inventory For Lease 22 01 08.docx
i_1'|JCu:u|'|1J'.E'u:tE|:|ui|:|mentSuppIy'.u:h:u:x

Figurel5: ‘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 6Show folders in file I|ist
MacroView DMF Options @
General | Office |} Appearance || servers | Support|
Treeview

w Enable TreeView threading
Enable client-side caching
[7] Enable navigation to last |ocation

[] Enable advanced browser seanch

Site names style Title

Modes to Trigger Filter 100
Modes to Block 'Show Al 2qg

Minimum Filter TextLength 4

File List
: | Showfolders in filelist

Files infilelist 50

[ oK ] [ Cancel ] [ Apply ]

IL:igureLG Appearance tablobls, Optiossreen dialognoteShow folders in filedetting.
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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.
G| Images .ﬂ MacroView.gif 600 9KB Logo
3] Images (Publishing) C] MacroViewMed. gif 600 10KB Logo
(3] Listings .ﬂ MacroViewsml.gif 160 1KB Logo
. (3] Mail cuts |53l MacraView-Sml.ina 185 10KE Logo .
(3] Mail outs - emails| SharePoint File Properties - | 5|
L8] Master Image Fil File Details. Preview
53] Microsoft
File Name: MacroViewSm|.aif 3
ires MacroView
53] Patents Trademal
53] Presentations Created Date: 4/1/2009 12:18:05 PM
(53] Press Releases Modified Date: 4/1/2008 1:27:56 PM
(3] Proposals File Size: 1KB
(5] Prospect emils Additional SharePoint Information
2l Prospects Name Valug -
> 23] Quotations
(i3] References CONTENTTYPEID 0x010102008CS6FE4C91B866.. |E
(23] Reports MODIFEED BY MACROVIEW\sean .
(3] Seripts CREATED BY MACROVIEW\sean
(3] Site Collection pg| | FI-ETYPE aif
23] Site Collection Tmj PREVIEWONFORM 160
(i3] Stationery FILETYPE gif
53] Training Material MAGESIZE 180
(23] Training Request IMAGEWIDTH 160
(23] Web site Updated IMAGEHEIGHT 42 o
- 23] Word Template §
( oK ] | Eat |
b — =l

Figurel 7 Properties dialog displayetdbtrclicking a fileNote peview dBIFfile.

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.

New in v7 MacroView PDF SharePoint Save displays an indicator of sort dire/gt\ion.
Mame Content Type Maodified U
|_J Third-party Files
[ Archive
E.j MoelWiliams. JPG File note 822010 2: 20 PM
1] comsec Fees.pdf File note 8/2/2010 11:46 AM
] Macroview Services_291ul10 11,06.53_MacroView DMF ...  Email 7/25/2010 11:10 AM
] RTAETolDontReply @rta.nsw.gov.au_15Jul10 23.49.44...  Email 7292010 10:03 AM
IIlﬂ]Equipn‘uent Preparation Presentation.pptx Document 7/29/2010 9:37 AM

Figurel@ MacroView DMIBplays a Sort Direction indiddtmifiedolumns sorted idescendingrder.
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3.5.7 Paged File List Display

MacroView PDF SharePoint Saveaut omati cally O6chokesd t hi
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 Saver et ri eves details for 6N©O
O0NO6 i s t h eDW adnfiguratiom Settihgh-ies in file list in the

Appearance tab of the Tools, Options screen dialog. Note the minimum value

f o r is BONF@r environments with ample available bandwidth MacroView

recommends a setting of up to 100 files.

. .
MacraView DMF Options @
General | Office |} Appsarance | Servers | Support|

Treeview

w Enable TreeView threading

Enable client-side caching

[7] Enable navigation to last location

[7] Enable advanced browser search

Site names style Title

MNodes to Trigger Filter 100
Modes to Block 'Show Al 200

Minimum Filter Text Length 4

File List
3 | Showfolders infile list

Files in file list 50

[ oK ] [ Cancel ] [ Apply ]

A

Figurel9 Tools, Options, AppearaalcenoteFilesin fig listsetting of 50.

Effective: 1 October 2010 Page 16



MacroView PDF SharePoint Save v7

User Guide

- =
SharePoint Save —— - " — @
File Tools Help
SharePoint | Favorites | Matters iew | All Documents v] Filteg[(FiIe Name) v]
[H] Images - Mame Created Modified  Modified |
L5 Images (Publishing) FE) CHU10DMF. pdf 24/09/2010 4:31PM  24/09/... Elaine Ob
(3] Listings 5] cHU10UDN. pdf 24/09/2010 5:11 PM 24/09/... Elaine Ob
3] Lookup Test 5] COF30000MF pdf 22/07/2010 2:06 PM 23/07/...  Elaine Ob
> (3] Mail outs | COF3000Message. pdf 22/07/2010 2:10 PM 23/07/... Elaine Ob
] Mail outs - emails T COU10DMF . pdf 21/07/2010 9:53 AM 23/07/... Elaine Ob
3] Master Image Files ECOUEDMF.Ddf 14/07/2010 11:54 AM 21/07/...  Elaine Ob
43| Microsoft ﬁcouml‘dessage.pdf 14/07/2010 11:55 AM 14/07/...  Elaine Ob
43| Pages ﬁCOUEDDMF.pdf 21/07/2010 9:55 AM 23/07/... Elaine Ob
(3 Patents Trademarks T cou7oDMF. pdf 21/07/2010 8:58 AM 23/07/...  Elaine Ob
(i3] Presentations TEICREL700MF . pdf 13/09/2010 11:35 AM  13/08/... Elaine Ob
[43) Press Releases ECRE 1UDM. pdf 13/09/2010 11:34 AM 13/09/...  Elaine Ob
3] Proposals =||| TElcrzooomF.pdf 15/09/2010 1:20 PM 15/09/...  Elaine Ob
3] Prospect emails B ECRIGDDDMF.pdf 15/09/2010 1:19 PM 15/09/...  Elaine Obj
23] Praspects ECRISDDMEssage.pdf 14/09/2010 4:42 FM 14/09/...  Elaine Ob|
4 (23] Quotations @CRIMWDMessage.pdf 14/09/2010 4:43 PM 14f09/...  Elaine Ob|
= Archive 2008 - 2008 Finandial Year @DATZUUUDMF.Ddf 28/09/2010 3:23 PM 28/09/... Elaine Ob|=
' nane 5| DAT2000MF . pdf 28/09/2010 3:28 PM 28/09/... Elaine Obl
3 Archive 2008 - 2010 Finandial Year FE)DAT200MF pdf 28/09/2010 3:29PM  28/09/... Elaine Ob
L3 Archive 2010 - 2011 Finandial Year TEloer200P0F pdf 5/08/2010 11:15AM  5/08/2.. RobynW
3 Archive Pre 2003 - 2009 Finandal Year More Files... —
|E3] References q - . =z
|53] Reports
e | 1to 50 Nexts0 | ¥
File Name: MacroView Software Licence DMF (University of Toronta).pdf
Type: [.pdf ']
URL Preview: http:imvep07/sites/Marketing/Quotations/Archive 2010 - 2011 Financial Year/MacroView Software Licence DMF (University of Toronto).pdf
[ Save l [ Cancel ]

FigureQ File List choked to show a maximum of-Sdditediles..." 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 i e .
there

t o

next

4060 .

| f

e s

ar e

to be retri

eved

and

g.
m dvta@ oVfew PLFsShapePa@ns e
Save activates the Next and Right Arrow icon which when clicked will cause the

ONOG f il t h

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

6Mor e

fil

es.

6 message

di spl ays

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
popul at es rohdewndvithithe hasmesdf allitext based columns
present in the document library alphabetically as shown below in Figure 22. The

default OFilt &Nmamegdl.umn is o6(File
You cannot fiterusi ng a column that is defined as
\-’ieE’AII Documents v] FiIteLL{File MName) v'

Dot ID [checked Out To File Size Chedked Out

ase 22 01 08.docx mv-00.. E‘IDESI'D 23 KB
e o1ze
C-00-0. ™’ 317KE
my-00. .. 554 KB

P N T

Figure1 DMF lists the columns that you can use to filter a File List

I f you enter a word or stri MgcravView POFe Fi |
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

Effective: 1 October 2010 Page 17
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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.

-

3.5.9

3.5.10

Effective: 1 October 2010

File Name of messages.

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

Key Filters in SharePoint 2010 Libraries

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

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.

Page 18

MacroView DMF Explorer r— - a R — — . ppe— = | S|
‘ File Edit Tools Help
SharePaint | Favorites | RecentFiles | Search | Matters| View| All Documents - Filter | (File Name) solar Clear
4 TL%! MyDemo e~ Name Modified File Size Checked Out To
4 i3 MVDemo10 "] Dimiitri Thiuk_16Feb 10 10.54.34_Solar panels.msg 7/18/2010 5:44PM 44KB
» i commerail i sirrah Lore_22May 10 10,26, 26_Re Solar Panel - Lo.msg 7/13/2010 5:45PM 98 KB
4 ﬂ Legal - sirrah Lore_26May 10 08.04. 33_Re Solar Panel - Lo.msg 7/15/2010 5:45 PM 102 KB
(5] Bulletin 1| solarPanelsandSalarHotWater, pdf 6/3/2010 10:13 AM 96 KB
|3] Correspondence
|53] Documents
|2] Form Templates
|53] Images
[53] Pages £
|3] Site Collection Documents
|2] Site Collection Images
Style Library
[2] Templates
2 34 clients
» 3] Matters Pending
a Bﬂ 124 - Cambridge
» |3 1006 - Products Under Review
|53] 1007 - Support Notes
|a] 1112 - Sale Contract Review
|a] 88976 - MatterLib MatterLib MatterLib MatterLib Matt
|a) Library01 Library02 Library03 Library04 12345
|a] Library01 Library02 Library03 Library04 Library5 Libi
[3] Thompson Coburn
a G4 125 - Nelson Hodder
|a] 1011 - Asbestos Claims
a G 125 -Tech Corp i
4 1 - } | 1to 4
Figure2Fi | tering files so that File Name cont
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-s uppl i ed O6LMabcrraorWidew empl ate. These
contain an 60Outl ook Messages6 View that di
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4. Navigating the SharePoint Document Store

The MacroView DMF
tree-view efficiently
supports the largest
SharePoint document
stores.

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 i 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 aredisplayed i n a separate OFavor.i
SharePoint Save . ’ @
File  Tools Help
| SharePaint || Favorites | Mathersl View| All Documents - Filteg[(FiIe Mame) - ¥
4 ¢ SharePoint - MName DocumentID  ContentType  Author
3] 124 - Cambridge - 1007 - Support Notes £ Archive
4 D F ite:
= jmfzsa_‘:;' Ehchrp crimeon TE20100013.pdf my-4440 File note Joshua Tefay
3] 139 - Regal Petroleum - Ohio %Maao\ﬂew Software Licence DMF (University of Toranta). pdf my-4441 File note
3] Legal -Documents Comsec Fees.pdf my-1187 Agreement James Hoare
4[|} Firm Favorites @Betber Name . pdf my-5141 Contract |
3] Marketing - Adding Value Papers @Jun 20105T.pdf my-5145 Agreement James Hoare
[E] Marketing - Articles2 Jun 20107TT.pdf my-5145 Agreement James Hoare
3] Marketing - Brochures Macro\-'iaw DMF w7 UserGuide. pdf my-5147 Memarandum James Hoare
i3] Products - Documentation @MVSFAppIicaﬁonKPFS.pdf my-5152 Agreement James Hoare
i3] Shows - ILTA 2010 E @ON‘I‘Message Renewal.pdf my-5154 Contract
5] Shows - Janders Dean 2010 August Tls846613791.pdf my-5171 File note James Hoare
3] Shows - SPTechCon 2010 October T ARK120Message. pdf my-5173 Agreement James Hoare
4 || My Matters TEIMacraview Software Licence Message (ENI 5.p. A).pdf my-5181 Agreement
Ll 124- Cambr!dge - 1007 - Support Nates @SPTBosthZD 10GuideSpecs.pdf my-5182 Agreement
3] 124 - Cambridge - 1007 - Support Notes 2 T AgreementMacraViewSoftwareCloudNetworksSPLA pdf my-5188 Document James Hoare
i3] 124 - Cambridge - 1112 - Sale Contract Review @ 3436.pdf my-5201 Document James Hoare
|£a] 125 - Nelson Hodder - 1011 - Asbestos Claims - . . .
T A ﬁMaaonew Software Licence ClauseBank (Business Risk Solution... mv-5202 Document James Hoare
e Sl =P SR @Maao\n‘iew Software Licence ClauseBank.pdf my-5203 File note James Hoare
3] 126 - Tech Corp - 823 - Merger with Acme @B ter I for POF ndf 204 A ¢ B H
(] 126 - Tech Corp - Sample Matter etter Name for PDF.p my-! greemen ames Hoare
i3] 139 - Regal Petroleum - 1019 - Green sources
i3] Legal - Correspondence < m 3
4 ||| Sample Favorites - | 1to 18
File Name: Jun 20105T.pdf
Type: [.pdf ']
URL Preview: hitp:/fmvdemo 1 0/Clients/1 261012/ un 20105T.pdf I
[ Save l [ Cancel ]
-

Effective: 1 October 2010

Figure23 Favorites tabNMacroVieWDF SharePoint Save
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Creating a New SharePoint Favorite

User Guide

You can right-click on any Site, Document Library or Folder in a DMF tree-view

and

choose

6Add to

Favor.i

t e

s0O.

—— — — — — — Bl
MacroView DMF Explorer — - —— L Ll_u-:-ﬂ
File Edit Tools Help
SharePoint |Favoribes I Recent Files | Search | Matbers| View| All Documents A Filter | (File Name) -
4 [, SharePoint Servers || MName DocID Content Type  Client
s =, MyDemo E3 Archive
4 ;35 MVDemo10 '~ Ken Hans_18Mar10 14.55.55_Broadcom Contract Ma.msg my-00...  Email 125 -Tech
> ﬂﬁ Commercial @]Conh’actEquipmentSupply.doD( my-00...  Contract 125 - Tech
4 ﬂﬁ Legal @]AmendedContractEquipmemSuppIy - 2010Apr0&.docx mv-00...  File note 126 -Tech
53] Bulletin ] ContractEquipmentSupply - Amended 2010Apr05. docx mv-00... ContractA... 126-Tech||
53] Correspondence ) service Requirements.xls my-00...  Contract Su... 126 -Tech ||\
53] Documents = hlﬁ_"]Equipment Preparation Presentation.pptx mv-00... ContractSu... 126 -Tech||
3| Form Templates '@ Equipment Deliverables. pdf mv-00...  ConfractSu... 126 -Tech
4] Images <1 Ken Hans_31Mar10 10.33.11_RE Broadcom Contrac.msg myv-00...  Email 126 -Tech
(3] Pages - victor Tanverakul_31Mar10 01.50.27_RE Macroview DMF an.msg ~ mv-00...  Email 126 - Tech
3] Site Collection Documents @]ScreenshotsLegaIDMStruv:mre.docx mv-00...  Presentaton 126 -Tech||!
3] Site Collection Images - shiva Aithal_07Apr10 08.02.34_RE Legal Document M.msg mv-00...  Email 126 -Tech | |1
) Style Library 3 WIsDOMPricingUparade dsx mv-00...  File note 126 - Tech
| & Ltﬂ NoelWiliams. JPG my-00...  File note 126 -Tech
3| Templates )
+ § cients 1 20100013.pdf mv-00...  File nate 126 -Tech
Matters Pendi ﬁl\‘lau’o\n‘iew Software Licence DMF (University of Toronto).pdf my-00...  File note 126 -Tech !
g ﬂ_g atiers E:.;ng ﬁMau’oView Software Licnence DMF (University of Toronto).pdf mv-00...  File note 126 -Tech ||
g 124 - Cambridge ] test. docx my-00...  Document 126 -Tech ||
> 4 125 - Nelson Hodder I
4 §Hi 126 - Tech Carp
N
[» 23] 1012 - Takeover
3] 823 - Merger with Acme Open |
> §H 127 - Computer Savy Filter Folders |
> §H 133 - Altitude Limited Add to Favorites.. I
- N
» B8 139 -Regal Petroleum Take All Content Offline
. 3 167 - China Real Estate Opportu Il
> ﬂﬁ Document Center Rt m Al |
5 aﬁ DSy Properties...
iy 1to 18 1
T
L — — B a

Figure4 Adding a Document Library as a Favorite

The default name for the OFahedefadtrainef or a
for a Document Library is the Title of the Site wherein the Library is located,
f ol | owedfplldwvgd bg thedTitle of the Library.

In the exatpi Fedblel Oaowr pd i s theTaskeeveidlis
the library title. You can adjust the proposed name for the new Favorite.
Please enter the favorite name
Title: 126 - Tech Corp - 1012 - Takeover
URL: http/imvdemo10/Clients/126/1012
Please choose the favorite group:
= L ¢ SharePoint
S Y Cient Related
2] 124 - Cambridge - 1007 - Support Notes
4l 124 - Cambridge - 1112 - Sale Contract Review
§H 125 - Netson Hodder
ﬁ Macquarie Apollo Trust
5 ) Intemal
3] Marketing - Adding Value Papers
3] Marketing - Brochures
3] Products - Documentation
[ OK J { Cancel
Figure5 Creating a O6Favoritesd |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 Figure25s hows t he Groups O0Client Related

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

Favaorites

4 - = SharePoint
4| || Client-Relate
| 124-Ca | Create Group
3] 124-Ca Delete Group Freview

g4 125 - Nelson Hodder
3] 126 - Tech Corp - 1012 - Takeowver
g4 Macquarie Apollo Trust

MacroView DMF ﬁ

Flease enter a group name:

L Fy

Figure6 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..

Qpen Bring up the DMF dialog (by clicking Save to SharePoint or the yellow stress
Delete cube icon) T and click the Favorites tab. A Favorite can be deleted by selecting
Rename. .. 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).

MacroView DMF - - l—]

Properties. .,

e -

Figure 7 Confirmation message displayed when deleting a Group

To rename a SharePoint Favorite, right-click the Favorite and choose
R e n a m.eAn 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

Mew in v7

Effective: 1 October 2010

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 CollectionorSer ver , sel ect the 6Search
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 serverwh ose t i t |l es ¢ ®ngdarbéa.i n

MacroView DMF Explorer

File Edit Tools Help

SharePoint |Favorites I Recent Files I Search I Mattersl

4 -,—"l,lg, SharePoint Servers
> -,—"-,15 MVDemo
MVD: =

“ 'hlj EIm| Search Site Tree

> ﬂ.‘;ﬁ Comi : - ,

. §H Lega Filter Site Collections
- P 2L MysP Filter Site Collections By Favorites
* aia MVUAT1 Refresh

Figure8 Rightlick a Server node and ch8eaech Site Tree

MacroView DMF Iﬁ

Search

merger Search

Include Document Libraries

Resultz

Title URL

3] 823 - Merger with Acme hitp:iimvdemo10/Client!
4 i 3

OK ] [ Cancel

L

Figure9 Enternergdiin Search box and cBelarctor pres&nter
- MacroView DNts 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.

MacroView DMF Explorer

. )

‘ File Edit Tools Help

sharePaint |Favor\tes | Recent Files ISear:h | Matbersl

View | All Documents

-

F\\tELI(FiIE Mame) -

3 ﬂ Commerdial
4 ﬁﬁ Legal
|3 Bulletin
|a] Correspondence
|53] Documents
|33] Images
(3] mv lib
23] Templates
4 §ff Clients
» | 3] Matters Pending
. §Hi 124 - Cambridge
2 G4 125 - Nelson Hodder

a i 125 - Tech corp
4 |3] 1012 - Takeover

4 [ Folders
3 Archive

4 ﬁ}ﬁ 127 - Computer Savy
[3] 1008 - Share Float

. g 133 - Altitude Limited

. @4 139 -Regal Petroleum

> §# Document Center

|3] 1011 - Asbestos Claims

|3] 823 - Merger with Acme

- §Hil 167 - China Real Estate Opporturities

m

MName

=1 Ken Hans_31Mar10 10,33.11_RE Broadcom Contrac....

Doc ID

my-00...

Modified
4/6/2010 3...

Modifie. ..
Noel W...

Checked OutTo

» gl psv

,ﬂNews

»ﬂﬂREporm

» §Hi search N

> g sites

s S, MvsPo7 || ltol
Figure8Q MacroView DNtavigates to the Docurhibnary found I8earctsite 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. O0Whol e
separated by spaces or parentheses. Acode-e . ¢ . 6 1 2 3 Uisatyditlei n
AAcme Me2B84pA¢ will be treated as a whol

Mew in v7 In MacroView PDF SharePoint Save v7, Search Site Tree will find matches
anywhere in long Titles T 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 O&Omer*59

Effective: 1 October 2010

cont ai

ns

6Merger 6

Figure31 Search Site Tree using wildcard character.
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