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Abstract

Microsoft OfficeSharePoint Server 2007 includes features you can use to
implement the structure, navigation, and appearance of Web sites and to control
how your sites are authored, approved, and published. The articles in this guide
will help you in planning your Web sits structure, authoring environment, and
publishing environment.
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Introduction to the Web publishing
planning guide

Microsoft Office SharePoint Server 2007 includes features you can use to
implement the structure, navigation, and appeee of Web sites and to control
how your sites are authored, approved, and published. The articles in this guide
can help you to plan your Web site structangthoring environment,

andpublishing environment.

The following list describes each topic mg guide.

T

"Determine the information architecture of your site" provides guidance on
how to analyze the information requirements of your Internet site or intranet
site.

"Determine sites and subsites” introduces Office SharePoint Server 2007 site
collections, sis, and subsites, and recommends a method for determining and
recording your decisions about site structure.

"Plan site navigation" reviews the Office SharePoint Server 2007 navigation
features and provides guidance on planning Web site navigation.

"Plan Web pages" introduces the elements of pages: master pages, content
pages, layout pages, style sheets, Web Parts, and server field controls, and
provides guidance on how to plan each element of the Web pages in your
publishing site.

"Plan Web page authing" describes the two methods of Web page authoring
that you can use with Office SharePoint Server 2007 and provides guidance
on choosing the best authoring method for your publishing solution.

"Plan variations" describes the Office SharePoint S&9®@r methods for
tailoring content to suit different cultures, markets, or geographic regions, and
provides guidance on planning site variations.

"Plan content deployment" describes Office SharePoint Server 2007 content
deployment paths and jobs and pd®s guidance on planning and

configuring content deployment using Office SharePoint Server 2007.

"Plan for collaboration sites" provides guidance on determining the number of
collaboration sites and the paths to those sites.

"Plan for multilingual gies" provides guidance in determining your

multilingual needs and planning for multilingual site deployment.



The content in this book is a copy of selected content ipftlee SharePoint

Server technical library (http://go.microsoft.com/fwlink/?Linkld=84739) as of the
date of publication. For the most current content, see the technical library on the
Web. Additional document management content is posted there as it becomes
available.

Related topics
9 Office SharePoint Server 2007 (http://go.microsoft.com/fwlink/?Linkld=91247)



http://go.microsoft.com/fwlink/?LinkId=84739
http://go.microsoft.com/fwlink/?LinkId=84739
http://go.microsoft.com/fwlink/?LinkId=84739
http://go.microsoft.com/fwlink/?LinkId=91247&clcid=0x409

Determine the information architecture of
your site

In this article:

What is information architecture?

General planning recommendations

Using information architecture to plan the structure of your site
Using information architecture to plan for people and personalization
Using information architecture to plan for business data

Using information architecture to plan for search

E R I

What is information architecture?

A Web site's information architecture determines how the information in that
sited its Web pages, documents, lists, and dates organized and presented to
the site's users. Information architecture is often recorded as a hierarchical list of
site content, search keywords, data types, and other concepts.

Analyzing the information to be presented in an Internet or intranet Web site is an
important early step in the site planning process, and this step provides the basis
for planning:

How the site will be structured and divided into a set of subsites.
How data will be presented in the site.

How site users will navigate through the site.

How information will be targeted at specific audiences.

How search will be configured angtimized.

= =4 =4 -8 9

Although this article provides some guidance on how to analyze the information
requirements of your Internet or intranet site, you will want to include an
information architect or analyst on your site's planning and design team to ensure
that you Web site plans fully take into account the information architecture needs
of your organization.
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General planning recommendations

It is useful to divide information analysis for Web site planning into the following
stages:

I Survey existing content and Web site structure Your current Internet or
intranet site reflects its current information architecture. Analyze and record
how information and content are distributed across your current sites and
subsites. Look at logs other analysis tools to see what content is most and
least frequently accessed.

9 Survey user requirements Survey the current and intended site users and
record the types of information they create or use. What information do they
need in their daily wd? Are they able to find that information easily? Does
the current Web site structure help them understand the relationships among
the different types of information the site contains? Is there missing
information? Note any problems the users are havifigding or using
information with the site's current architecture.

1 Survey business requirements Survey the managers of the business unit or
organization that the Web site is being designed for. What are the business
needs of the site? Should the units or divisions of the business be reflected in
the information archécture of the site? How will information be shared
across business units or isolated within one unit? If the site is targeted at
customers, what information should they first encounter? How will they
explore information about products or services?

Use youranalysis to create a detailed outline of your organization's content needs.

Using information architecture to plan the
structure of your site

Your information architecture analysis will determine the structure of your
Internet or intranet site. By dividgithe information architecture into business
processes, projects, or large content groupings, and by using those divisions to
sketch out a hierarchy of subsites and content within each site, you can plan
where information belongs within that hierarchy. Fare information about
planning the structure of Internet and intranet sites based on Microsoft Office
SharePoint Server 2007, 9@&ermine sites and subsites.
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Using information architecture to plan for
people and personalization

Your information architecture should include information about users. This

information can come from Microsoft products and technologies, such as

Microsoft® Exchange, the Active Diraaty® directory service, and Microsoft

SQL Server E. It can also come from industr
people, such as Lightweight Directory Access Protocol (LDAP), or frorroline

business applications.

Collecting user information will enable youdeeate unified and consistent user
profiles across the organization. This will in turn help you in planning My Sites,
which are special SharePoint® sites personalized for each user.

The peoplerelated concepts recorded with your information architectiltalso

help you determine how to group site users based on the business processes they
participate in, the distribution lists and social networks they belong to, the content
they are likely to create or view, or the organizational structure in which they

work. For more information about planning for people and personalization, see
Plan for personalized content and sites.

Using information architecture to plan for
business data

Your information architecture includes the business data your enterprisByses.
using Office SharePoint Server 2007, business data can be presented in the
context of your site structure, so that it is available to those audiences that need it.
For example, in an enterprise's intranet portal solution, employee payrall data
which must be available across the enterprise's divisional boun@areesild be
presented in the central portal site for the enterprise.

Data that is used by a limited audience could be presented in the subsites or
portals used by that particular audience. amneple, a customer support team
could view and interact with customer support incidents in a portal site used only
by that team, and a sales team could view customer data in a portal dedicated to
managing customer relationships.

Use your information analisresearch to help you determine where the data in
your existing business applications should be exposed in your enterprise's portals
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and Internet sites, so that it is available to site users who need it. For more
information about business data plannsggDetermine business data and
business intelligence needs.

Using information architecture to plan for
search

As you plan your information architecture, keep track of concepts, search terms,
and properties that your site's users will use when seardanmgférmation on
your site. You will want this data when creating the search schema for the site.

Keep in mind that users may search for content by using broad conceptual terms
to describe what they need. Your information architecture survey will bel asefu

a tool to help map users' terminology and concepts to the underlying information
they are looking for. For more information about search plannin@lseeearch
(Office SharePoint Server).

See Also
1 Determine sites and subsites
Plan for personalized content and sites

1
9 Determine business data and business intelligence needs
1 Plan search (Office SharePoint Server)
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Determine sites and subsites

To determine thsites and subsites of your Internet or intranet site based on
Microsoft Office SharePoint Server 2007, use your information architecture
research (seRetermine the information architecture of your site) to help plan one or
more Office SharePoint Server 2007 site collections, each consisting ef a top
level site and a set of subsites. This article introduces Office SharePoint Server
2007 sie collections, sites, and subsites, and it recommends a method for
recording your site structure decisions.

Note that we do not provide full guidance about how to map the results of your
information architecture research to a particular site structureetawthe

concepts and methods described in this article should help your design team
members successfully convert their information architecture analysis into a useful
solution based on Office SharePoint Server 2007.

In this article:

Planning site collections

Planning sites and subsites

Site templates included in Office SharePoint Server 2007
Recording your site structure decisions

)l
)l
T
T

Planning site collections

A site collection is a set of Web sites that has the same owner, shared
administration settings, common navigation, and other common features and
elements. Each site collection contantoplevel Web site and (usually) one or
more subsites.

Grouping your Internet or intranet site's content and features into a site collection
provides the following benefits:

1 For site designers, a site collection's galleries and libraries (such as the Master
Page Gallery or the Site Collection Images library) provide a means for
creating a unified, branded user experience across all of the site collection's
subsites.

9 For ste administrators, a site collection provides a unified mechanism and
scope for administration. For example, site security, policies, and features can
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be managed for an entire site collection; site collection usage reports, audit log
reports, and other datan help administrators track site security and
performance.

1 For site authors, a site collection's shared content types, Web Parts, authoring
resources, workflows, and other features provide a consistent authoring
environment.

1 For site users, a site collection's unified navigation, branding, and search tools
provide a unified Web site experience.

Below are some examples of solutions that benefit from being implemented as
site collections:

1 Authoring and collaboration portal site A site collection to support people in
your organization who are working togethemproduce content useful for
your organizational goals. Often, this type of portal site will include
collaborative content that is not published but is only used internally, along
with content intended for publication to an outside audience.

1 Publishing site A site collection configured to let the content's audience view
and interact with the site's content. Publishing sites are often implemented as
two site collection® a production site collection that is the published site
used by the content's aedce and a staging site collection that is a mirror of
the production site, used by the authoring team to view site content and test
site features. For details on deploying content from a staging to a production
site collection, seBlan content deployment.

9 Application portal sites Portal sites that provide a Wiblased view of
business applications. Examples include:

9 Project Server portal site A portal site ina large organization devoted to
schedules and processes tracked in Microsoft Office Project Server 2007.

1 Microsoft Excel Web access portal site A portal site that makes shared
spreadsheets available to site users, and that often includes otherdusines
data made available by using the data connection library and the business
data catalog.

9 Custom business application portal site A portal site devoted to a
business application used in your organization, such as a timecard
reporting application.
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Planning sites and subsites

A site collection consists of a tdpvel site and one or more subsites. Each subsite
can be based on any Office SharePoint Server 2007 site template and can have
other unique settings, along with unique content. Partition youcditztion

content into subsites to get finer control of the appearance, content, and features
of the various pages in your site collection. The features of subsites that you can
configure uniquely include:

1 Templates A subsite can have a unique template. Seaemplates included in
Office SharePoint Server 2007, below, for details

9 Security You can define unique groups of users for a subsitePiGeaite
and content security (Office SharePoint Server) for details.

1 Navigation To fine-tune your site's navigation experience, you can configure
unigue navigation links in eagdart of your site's hierarchy. Site navigation
primarily reflects the relationships among the sites and subsites in a site
collection. Therefore, planning navigation and planning sites and subsites are
closely related activities. S@an site navigation (Office SharePoint Server) for
details.

1 web pages Each subsite can have a uniqgue Welcome page and other pages.
SeePlan Web pages for details.

1 sitelayouts You can make unique layouts or master pages &laiia a
subsite. Seelan Web pages for details.

1 Search A subsite can have unique search settings. For example, you can
specify that a particular subsite never appeasearch results. Se@an
search (Office SharePoint Server) for more information about search planning.

1 Content types A subsite can have unique content types.Fb&econtent
types for details.

1 Workflows A subsite can have unique workflows. $# workflows for
details.

Site templates included in Office SharePoint
Server 2007

Use the information in this section to help you identify which Office SharePoint
Server 2007 site template to use for each site in your Office SharePoint Server
2007 solutbn. Although you can use a Office SharePoint Server 2007 template as
it is initially configured, you can also modify any template's default settings by
using the Office SharePoint Server 2007 site administration pages. In addition,
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you can modify a templats design and features by using Microsoft Office
SharePoint Designer 2007 or Microsoft Visual Studio®.

The table below lists each template included in Office SharePoint Server 2007
and describes its purpose and general category. The categories are:

1 Publishing Sites for presenting information to an audience. These templates
include features that support creating and publishing pages based on page
layouts.

1 Enterprise Sites that provide features of use in the enterprise, either because
of their scaleor because they provide features commonly used in large
organizations.

1 Meetings Sites that provide features to support planning and running
meetings.

1 Collaboration Sites to support teams collaborating and disseminating
information.

Template Purpose Category

Collaboration Portal A starter site hierarchy for an intranet Publishing
divisional portal. It includes a home page,
a News site, a Site Directory, a Document
Center, and a Search Center with Tabs.
Typically, this site has an equal number of
contributors and readers. Collaboration
portals often include subsites based on
templates in the Collaboration category.

Publishing Portal A starter site hierarchy for an Internet- Publishing
facing site or a large intranet portal. This
site can be customized easily to supply
distinctive branding. It includes a home
page, a sample press releases subsite, a
Search Center, and a login page.
Typically, this site has many more
readers than contributors.

This site enables content approval
workflows by default for a more formal
and controlled publishing process. It also
restricts the rights of anonymous users to
only be able to see content pages, but not
to be able to view Office SharePoint
Server 2007 application pages.
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Template

Purpose

Category

Document Center

A site to centrally manage documents in
your enterprise.

Enterprise

Records Center

A site designed for records management.
Records managers can configure the
routing table to direct incoming files to
specific locations. The site prevents
records from being modified after they are
added to it.

Enterprise

Site Directory

A site for listing and categorizing other
sites in your organization.

Enterprise

Search Center

A site for delivering the Office SharePoint
Server 2007 search experience. The site
includes pages for search results and
advanced searches.

Enterprise

Search Center with
Tabs

A site for delivering the search
experience. The welcome page includes
a search box with two tabs: one for
general searches, and another for
searches for information about people.
You can add and customize tabs to focus
on other search scopes or result types.

Enterprise

My Site Host

A site used for hosting personal sites. The
home page will always redirect to the
user's My Site.

Enterprise

Basic Meeting
Workspace

A site to plan, organize, and capture the
results of a meeting. It provides lists for
managing the agenda, meeting
attendees, and documents.

Meeting

Blank Meeting
Workspace

A blank meeting site for you to customize
based on your requirements.

Meeting

Decision Meeting
Workspace

A site for meetings that track status or
make decisions. It provides lists for
creating tasks, storing documents, and
recording decisions.

Meeting
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Template Purpose Category
Social Meeting A site to plan social occasions. Meeting
Workspace

Multipage Meeting A site to plan a meeting, and to capture Meeting

Workspace

the meeting's decisions and other results.

It provides lists for managing the meeting
agenda and attendees, along with two
blank pages for you to customize based
on your requirements.

Team Site

A site for a team to quickly organize,
author, and share information. It provides
a document library and lists for managing
announcements, calendar items, tasks,
and discussions.

Collaboration

Blank Site

A blank site for you to customize based
on your requirements.

Collaboration

Document Workspace

A site for colleagues to work together on
a document. It provides a document
library for storing the primary document
and supporting files, a tasks list for
assigning to-do items, and a links list to
point to resources related to the
document.

Collaboration

Wiki Site

A site for a community to brainstorm and
share ideas. It provides Web pages that
can be quickly edited to record
information and then linked together
through keywords.

Collaboration

Blog Site

A site for a person or team to post ideas,
observations, and expertise that site
visitors can comment on.

Collaboration

The following section provides more details about the publishing site templates.
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Comparison of the publishing templates

Most solutions based on Office SharePoint Server 2007neilide one or more

site collections based on a publishing template. The table below lists additional

information to help you understand and evaluate the two main publishing site
templates: Collaboration Portal, for intranet divisional or team portal site
Publishing Portal, for Internet presence sites or large enterprise portal sites.

Element

Collaboration Portal

Publishing Portal

Initial structure

A top-level site and four
subsites, including a
Document Center site, a
News site, a Search site,
and a Site Directory site.

A top-level site and two
subsites, including a Press
Releases site and a Search
site.

Publishing via workflow?

No

Yes

Master page

Default.master

BlueBand.master

Top-level site default
layout page

defaultlayout.aspx

WelcomeSplash.aspx

Search visibility?

Yes

Yes

Site collection features

Collect Signatures Workflow,

Disposition Approval

Workflow, Office SharePoint

Server Publishing
Infrastructure, Office

SharePoint Server Standard

Site Collection Features,
Reporting, Routing
Workflows, Translation
Management Workflow

Collect Signatures Workflow,
Disposition Approval Workflow,
Office SharePoint Server
Publishing Infrastructure,
Routing Workflows, Translation
Management Workflow

Top-level site features

Office SharePoint Server
Publishing, Office

SharePoint Server Standard

Site Features, Team
Collaboration Lists,
Translation Management
Library

Office SharePoint Server
Publishing
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Element Collaboration Portal Publishing Portal

Anonymous and Same as Reader. Anonymous users and
Restricted Readers Restricted Readers cannot see
rights Office SharePoint Server 2007

application pages, they can
only see content pages.

Recording your site structure decisions

For each site collection in your solution based on Office SharePoint Server 2007,
use a spreadsheet program such as Microsoft Officel2007 to record your

site and subsite planning decisions. Enter each site on a separate row of the
spreadsheet. If you have multiple site collections in your solution, use a separate
worksheet for each site collection.

The map that you create of youtes and subsites will provide essential data to
use in your subsequent planning activities, such as planning site navigation, site
features, and site security. Here are some recommended columns of information
to record for each row in your sites and stdssspreadsheet:

1 Parent Site The site directly above the current site in the site collection's
hierarchy. For example, in sites based on the Collaboration Portal, the top
level site is the parent site of the Document Center site.

1 Purpose The purpos of the current site. For example, for a site based on the
Document Center site template, "a site to store product specifications and
related marketing materials."

1 Template The site template to use when creating the site, such as "Record
Center."

1 Primary Audience The group of users the site is primarily intended for, such
as "product development group.”

9 site owner The individual or team responsible for administering the site. For
example, for a site based on the Record Center site templaséetbener
could be "Corporate Legal Department IT."

As needed, add other columns unigue to your solution's goals. Then, as you plan
your site structure, record your decisions in your sites and subsites spreadsheet.
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Plan site navigation (Office SharePoint
Server

In this article:

Y Review of Office SharePoint Server navigation controls
Y Planning navigation

Site navigation provides the primary interface for site users to move about the
sites, subsites, and pages tt@npose your Internet or intranet portal site.
Microsoft Office SharePoint Server 2007 includes a set of customizable and
extensible navigation features that help orient users of your Internet or intranet
portal site and enable them to move among its sitel pages.

Office SharePoint Server 2007 bases its navigation model on the hierarchical
structure of the site collection. By using the navigation features, you can link to
the following:

1 A site's subsites

1 A site's peer sites

1 Sites higher in the site structure
1 Web pages in a site

Additionally, you can create links to arbitrary locations, such as to an external
Web site.

Navigation links in Office SharePoint Server 2007 are secsehgitive. If a site
user does not have permissions to a site or page that is linked from the site
navigation, the user will not see the link. Also, pages and subsites can be
configured to be available only to members of an audience. Users who are not
memlers of that audience will not see links to sites and pages targeted at that
audience.

As described iPlan Web pages, pages in sites based on Office SharePoint Server
2007 ae composed of three elements: master pages, layout pages, and page
content. In planning your portal's navigation, you make decisions about all of
these elements:

1 You configure global portal navigation elements, andlsitel (current)
navigation elemeston master pages.
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1 You can add navigation elements that provide tables of contents, dynamic
access to content based on a query, or authored links to layout pages.

1 You can allow tables of contents, dynamic access to content based on a query,
or authoredinks in page content. Note that letting authors add navigation
elements to page content lessens site designers' control of a portal's navigation
experience.

1 Additionally, you can use breadcrumbs to display a set of links that show the
site hierarchytarting from the current page up to the-tepel site in the
portal.

Office SharePoint Server 2007 navigation is based on the Microsoft ASP.NET 2.0
model which enables you to customize:

1 The site map provider.

1 The data source (which anchors and filteesstructure provided by the site
map provider).

1 The menus (which control the visual appearance of the navigation elements
and how deep a hierarchy to show).

Review of Office SharePoint Server
navigation controls

Navigation controls can be displayedroaster pages, layout pages, @rig/
using Web Part zondsdirectly in a page's content.

Navigation controls on master pages

A master page defines the outer frame of the Web page in an Internet or intranet
portal site. Master pages contain the elementsythatvant all pages in your site

to share, such as branding information, common commands such as Search, and
navigation elements that you want to be available throughout the site. This
includes global navigation, which is typically constant throughoupéitl, and
current navigation, which is typically relative to the site that the user is currently
viewing.

Master pages also provide the menu style of the navigation controls. You can
configure master page menu style by using Microsoft Office SharePesngrizr
or Microsoft Visual Studio.
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Global navigation

Global navigation, which appears as "top link bars" in default site templates,
typically links to the primary sites in a portal site. It is common for the global
navigation to appear at the top of egelge in a portal site. To give users the
flexibility to switch from one primary site to another from anywhere within the
portal site, the global navigation usually stays constant in all of the portal's sites
and subsites. For example, an Internet poitaltsat is used to market an
enterprise's products could have a subsite for each line of its products. By
exposing each product's subsite in the portal site's global navigation, site
designers can enable users to easily switch from one subsite to avitibet

having to return to the portal site home page.

By default, all subsites one level below the-teyel site of a portal site are added
to the global navigation. Site administrators can remove a site from the global
navigation by using the Site Nawatijon Settings page, and they can configure
global navigation so that no subsites are displayed (that is, only the home page
link is shown). Other global navigation configuration features include:

1 Linking to all of the top level site's Web pages.

1 Linking to specified external sites.

1 Linking to specified sites or pages that are anywhere in the portal site.
1 Organizing links under headings.

1 Manually sorting the items on the global navigatoam.

In a portal site, a subsite's owners can override the global navigation settings of
the toplevel site and define different global navigation settings for their subsite
and the sites below it. All global navigation features, such as linking to externa
sites and organizing links below headings, can be defined uniquely in a subsite.

By using Office SharePoint Designer or Microsoft Visual Studio 2005, you can
further customize the appearance and functionality of global navigation. For
example, you can:

1 Customize the cascading style sheets to change the appearance of global
navigation.

1 Modify the data source, for example to trim the number of sites shown in
global navigation.

1 Modify the menu style of the navigation. For example, you can seleotifly
menus or specify how many levels of the site hierarchy to show in navigation.
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Current navigation

Current navigation, which is called the Quick Launch in default site templates,
typically highlights the important content in the current site and linkslabed

sites. It is common for current navigation to appear on the left of each page in a
portal site.

By default, current navigation shows a site's pages and its sibling sites (that is, the
sites that share the same parent site). This enables usepfot@ ¢he content of

the current site or move to a site on the same level in the site hierarchy. Portal site
administrators can configure current navigation to inherit its navigation items

from its parent site. Other current navigation configuration featinclude:

Linking to sibling sites.

Linking to all pages in the current site.

Linking to specific external sites or to pages in the current site.
Organizing links under headings.

Manually sorting the items in the current navigation.

= =4 =4 -8 -2

As with global navigatin, you can further customize the appearance and
functionality of current navigation by using Office SharePoint Designer or
Microsoft Visual Studio 2005.

Breadcrumb navigation

Breadcrumb navigation displays a dynamically generated set of links at thfe top o
Web pages, to show users their current position in the site hierarchy. Most master
pages have a single breadcrumb navigation control. By using Office SharePoint
Designer or Microsoft Visual Studio, you can configure the breadcrumb
navigation control. Foexample, you can specify a custom navigation provider,

and you can remove breadcrumb navigation from a layout page.

The default. master master page, which displays form and view pages,
includes two breadcrumb controls, a global breadcrumb whichinenta

sites only, and a content breadcrumb, which contains sites and the current
page. Some collaboration site templates, such as the Team Site template,
also include two breadcrumbs on all Web pages.
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Navigation controls on layout pages

A layout page definea layout for a Web page by providing Microsoft ASP.NET
controls in which the contents of pages are displayed. To customize layout page,
use Microsoft Office SharePoint Designer 2007 or Microsoft Visual Studio. You
can add navigation controls to a layoagp to support navigation links in Web
pages.

When a navigation control is inserted on a layout page, Web pages that use that
layout page will display the control along with the page's contents. For example,
you can define a layout page that includes ar8arg Links navigation control

(see below) so that a set of links to relevant pages and sites always appears when
a page is displayed.

Office SharePoint Server 2007 includes the following navigation controls that can
be added to layout pages:

1 Summary Linls
1 Table of Contents
1 Content Query

Summary Links

The Summary Links control provides a way to add a set of links to a page. You
can control the appearance, organization, and presentation of the links that you
add to a Summary Link control.

You can add &ummary Link control to a layout page in three ways:

1 You can add it directly to the layout page and configure the links. When you
do this, any page that uses the layout page will display the links.

1 You can add it as a field control on the layout p&gken you do this, you
can optionally configure the links, and you can optionally allow authors to
modify the links and add new ones.

1 You can add it as a Web Part to a Web Part zone. When you do this, authors
can modify the links, add news ones, and téelee Summary Link control.

For example, in a portal site in which you publish topics from a technical support
knowledge base, you can add a Summary Link field control to the layout pages
used for articles, to provide links to related sites containimyaek information,

and you can permit authors to add links. This enables authors add links to content
that is related to a page's content. For more information about configuring
Summary Link controls, see the Office SharePoint Server 2007 online Help.
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Table of Contents

The Table of Contents control provides a way to add a table of contents of all or
part of your portal site to a layout page, so that pages using that layout include the
table of contents. It uses the same navigation provider as the glolmlraernt
navigation in the site's master pages. When you add a Table of Contents control to
a layout page, you specify which part of your site collection the control should
expose, how the links are presented, and how they are organized.

You can add a Tabklof Contents control to a layout page in two ways:

1 You can add it directly to the layout page and configure it. When you do this,
any page that uses the layout page will display the table of contents.

1 You can add it as a Web Part to a Web Part zoreriWou do this, authors
can modify the scope of the Table of Contents control or it.

For example, if you are presenting a set of articles in an online news site, you can
add a Table of Content control directly to the article pages' layout so that users
can switch from one article to another from any article page. For more

information about configuring Table of Contents controls, see the Office
SharePoint Server 2007 online Help.

Content Query

You can use a Content Query control to link to pages or otmasithat are

displayed based on a query that you design. For example, if you are presenting
articles in an online news site, you could add a Content Query control to your
site's Welcome Page layout so that new articles are highlighted on that page. You
canbuild complex queries by using the Content Query field control. For example,
you can specify which sites in your site collection to query, which lists to use, and
what audience to target. You can also filter queries based on lists or libraries
metadata.

You can add a Content Query control to a layout page in two ways:

1 You can add it directly to the layout page and configure it. When you do this,
any page that uses the layout page will display the results of the query.

1 You can add it as a Web Part tovab Part zone. When you do this, authors
can modify the query or delete the Content Query control.

For more information about configuring Content Query controls, see the Office
SharePoint Server 2007 online Help.
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Navigation Web Parts

A Web Part is a cont that authors can insert into a Web Part zone on a page and
configure. The Summary Links, Table of Contents, and Content Query controls
each have Web Part counterparts that page authors can insert into Web Part zones
on pages. The Web Parts have the seoméiguration features and the same
functionality as their related controls, but are configurable when the writer inserts
them on the page rather than when the site designer inserts them on the page's
layout. To make navigation Web Parts available forepaghors to insert on a

page, you must include one or more Web Part zones on the page's layout page.

If you allow authors to insert navigation Web Parts onto pages, you reduce the
control you have over your portal site's navigation because authors nan the
control part of the navigation experience of site users. This might be appropriate
in a loosely controlled environment such as a collaboration site within an
organization, where individual authors need the ability to point users to content
related to theuthor's work. It is less appropriate in a more tightly controlled
environment such as an Internet presence site, in which the navigation experience
is planned and implemented in a consistent, controlled way by the site's designers
and planners.

If you want to include Web Part zones on layout pages but prevent authors
from inserting navigation Web Parts into these zones, you can change the
permissions required to use navigation Web Parts in your site's Web Parts
gallery to make those Web Parts un&afae to authors based on their
permission level.

Planning navigation

Navigation planning includes planning the user experience you want to create in
your Internet or intranet portal site and deciding whether or not authors will be
able to insert navigatioelements directly onto their pages.

Planning the user experience

Your navigation decisions are closely related to your decisions about the structure
of sites and subsites in your site hierarchy. For each site in your site hierarchy,
you can choose to lrerit the global or current navigation from its parent site, or

you can plan unique settings. To help record your decisions, use the same
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spreadsheet that you used to record you site and subsite decisions in the topic
Determine sites and subsites.

The site structure worksheet should include a row for each site in your site
hierarchy. In the worksheet, record the following additional columns of
information for eak site and subsite:

T

Global navigation Record whether the site has unique global navigation
settings or inherits its global navigation from its parent. If the site has unique
global navigation, specify which subsites and additional sites to display.
Current navigation Recad whether the site has unique current navigation
settings or inherits its current navigation from its parent. If the site has unique
current navigation, specify whether to display its subsites, its peer sites, or
additional sites. Also specify whetheritzlude links to the site's Web pages.

The decisions you make about your portal site's navigation will reflect its unique
purpose and structure. When you plan navigation, consider the tradeoff between
having too many navigation links, which could make ysiter confusing, and

having too few, which could make it hard for site users to locate critical
information. Also, keep the following in mind:

1

Inheriting the parent site's navigation can place the current site in a larger
context. In an intranet site,ighcan help information workers use the other

sites in the site collection to accomplish their tasks. On the other hand, if users
of a site do not have to go to other sites to complete their tasks, consider
defining a unique global navigation at the sitdlsat site users are not

distracted by irrelevant global navigation links. For example, records
managers using a Records Center site might not need to go outside of the
Records Center to accomplish their tasks, and so would not benefit from a set
of inheiited global navigation links.

Showing peer sites on the current navigation can imply that the peer sites have
a similar purpose as the current site. For example, in an Internet site that
markets a set of products, this can help site users go to deswipfirelated
products and services. On the other hand, if users of a site are not likely to
want to visit peer sites, consider not displaying them in the current navigation.
For example, a university's Internet site with subsites for each graduate school
could omit peer links from each site's current navigation because students
interested in a particular discipline, such as medicine, are unlikely to want to
visit sites related to other disciplines.
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Planning navigation on pages

You can add navigation fielcbntrols to layout pages. You can also add Web Part
zones to layout pages and allow authors to add navigation Web Parts to these
zones. As with other page element planning decisions, you should plan navigation
on pages based on how much control you wahiive over the pagaewing
experience:

T

To tightly control site navigation, you can put navigation field controls

directly on layout pages and eliminate Web Part zones from page layouts, or
restrict the use of navigation Web Parts in those zones. For example, in a
corporate Internet presenageswith millions of site users, you might decide

to restrict authors from inserting navigation controls.

To allow a more varied, albeit less consistent, site navigation, you can put
Web Part zones on layout pages and allow authors to insert navigagton W
Parts onto their pages. For example, in an intranet portal site in which authors
and site users are part of the same workgroup, you might decide to let authors
control the navigation experience of their content by adding navigation Web
Parts to their pges.

You should plan navigation on pages as part of your general Web page planning.
The topicPlan Web pages includes worksheets in which you can record your page
navigationdecisions for each type of page layout in your portal.

See Also

T
T

Plan Web pages
Determine sites and subsites
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Plan Web pages

In this article:

Elements of Web pages

Planning master pages

Planning content pages

Planning page layouts

I Using layout pages to restrict authoring

1
1
il
il

Planning Web pages includes designing the appearance of your published content,
determining where writers can add content on pages, and controlling which
authoringfeatures writers can use. An effective plan for Web pages helps to

ensure that each type of content that your organization will publish is properly
designed and available to achieve your publishing goals.

To help you understand your design options, thisla first introduces the

elements of pages: master pages, content pages, layout pages, style sheets, Web
Parts, and server field controls. Next, this article provides guidance on how to

plan each element of the Web pages in your publishing site. Babaudesign

and configuration of layout pages helps restrict what authors can do on Web
pages, this article includes guidance about using layout pages to restrict authoring.

Elements of Web pages

When a Microsoft Office SharePoint Server 2007 site useropd&Veb page in a
SharePoint site, that page is rendered based on a set of elements that have each
been planned and designed separately in the Web site. Separating elements of a
page in this way allows site planners and designers to treat different edevhen

the site in unique ways. For example, a site's branding and navigation can be
planned and designed separately from the design of the site's content pages, so
that the branding can be applied across all site content and can be updated in one
place. Sinilarly, layout of pages can be designed separately from page content,
allowing the same content to be displayed in different ways as appropriate.



