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1 Getting Started 

1.1 Welcome to the Microsoft SharePoint Online Developerôs 
Guide 

This guide describes the services that Microsoft® SharePoint® Online (standard offering) 
provides developers to start working with SharePoint Online. This guide also contains 
conceptual overviews and detailed information about the features that SharePoint Online 
supports. 

In this guide you will learn about: 

¶ Getting started with SharePoint Online 

¶ Understanding SharePoint Online offerings 

¶ Creating SharePoint Online sites 

¶ Installing site templates 

¶ Customizing SharePoint Online applications 

¶ Integrating live data into SharePoint Online  

¶ Using SharePoint Online Web Services 

¶ Creating custom no-code workflows in SharePoint Online 

¶ Extending SharePoint Online with Microsoft Silverlight 

1.2 About SharePoint Online 

¶ SharePoint Online, built on top of Microsoft Office SharePoint Server 2007, 
provides a single, integrated location where users can efficiently collaborate 
on tasks such as finding organizational resources, searching a site, managing 
content and workflow, and leveraging business insight to make better-
informed decisions. 

¶ SharePoint Online enables the users to easily create and manage custom and 
project-focused sites for collaboration including document sharing. 

¶ Microsoft handles setup, provisioning, ongoing maintenance, and upgrades. 
This reduces the workload on your IT resources and helps them work on core 
strategic initiatives that help you to move your business forward. 

1.3 How SharePoint Online Works 

SharePoint Online simplifies IT management by removing the need to deploy, configure, 
monitor, update, or upgrade a collaboration solution on premises. From the Microsoft 
Online Services Administration Center, IT administrators can create new sites and 
provide access to specific users. SharePoint Online utilizes redundant and 
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geographically dispersed data centers. Each data center houses a reliable and 
redundant infrastructure to support the service. SharePoint Online offers you a 
comprehensive set of functionalities spread across the portal, collaboration, search, 
content management, and business process forms. With SharePoint Online, your 
enterprise can be up and running quickly. 

1.4  Features of SharePoint Online 

SharePoint Online provides the following features: 

¶ Use of https for secure Internet access 

¶ Standard templates including wikis, blogs, and surveys 

¶ SharePoint Online site creation with online discussion areas, shared 
documents and meeting workspaces, document libraries with version control, 
and surveys 

¶ Off-the-shelf content management features for documents and Web content 

¶ Ability to create custom workflows from standard workflow activities and 
actions with Microsoft Office SharePoint Designer 

¶ Site-wide search capability 

¶ E-mail alerts when documents and information have been changed or added 
to a site 

¶ Sign In application provides single-sign-in capability 

¶ Built-in recycle bin  

¶ Simple per-user monthly fee 

¶ 99.9% scheduled uptime with financially secured service level agreements 

¶ All upgrades and maintenance handled transparently 

¶ Web form and round-the-clock phone-based tier-2 support for IT 
administrators 

Comparison of SharePoint Online Standard and Dedicated 
Offerings 

Standard Offering Dedicated Offering 

Multiple customers share a common 
infrastructure 

Each customer has its own infrastructure 

Customer priority: rapid deployment Customer priority: heavy customization 

No lower seat limit For customers with more than 5000 seats 

Cost efficiency optimized for 
customers with up to 20,000 users 

Optimized for customers with 20,000+ users 
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1.5 SharePoint Online Standard Features at a Glance 

 

 Online & 

Server  

 
Server Only 

 

 

Portal Collaboration Content 
Management 

Search Business 
Process 
Forms 

Business 
Intelligence 

¶ RSS content 
syndication 

¶ Privacy and 
security 

¶ Audience 
targeting (by 
group only) 

¶ Site and 
document 
aggregation 

¶ Site Manager 

¶ Mobile 
device 
support 

¶ Portal site 
templates 

¶ SharePoint 
Sites and 
Documents 
Roll-up Web 
Parts 

¶ Client 
integration 

¶ Integration 
with 
Microsoft 
Office 
SharePoint 
Designer 
(except site 
backup and 
restore) 

¶ My Site 
personal site 

¶ Site Directory 

¶ User profiles 

¶ All standard 
templates 

¶ Wikis 

¶ Blogs 

¶ People and 
group lists 

¶ Calendars 

¶ E-mail 
integration 

¶ Task 
coordination 

¶ Surveys 

¶ Document 
collaboration 

¶ Issue tracking 

¶ Social 
Networking 
Web Part 

¶ Mail-enabled 
lists 

¶ Real-time 
presence and 
communicatio
n 

¶ Business 
document 
workflow 
support 

¶ Document 
information 
panel 

¶ Document 
action bar 

¶ Retention and 
auditing policies 

¶ Navigation 
controls 

¶ Content 
authoring 

¶ Page layouts 

¶ Site variations 

¶ Content 
publishing and 
deployment 

¶ Content 
management 
site templates 

¶ Policies, 
auditing, and 
compliance 

¶ Records 
repository 

¶ E-mail content 
as records 

¶ Legal holds 

¶ Integration with 
Microsoft 
information 
rights 
management 

¶ Security 

¶ People search 

¶ Business data 
search 

¶ Enterprise 
content 
sources 

¶ Cross site-
collection 
search 

¶ Administration 
and 
management 

¶ Indexing 
controls 

¶ Forms 
libraries 

¶ Out-of-the-
box 
workflows 

¶ Custom no-
code 
workflows 

¶ Custom code 
workflows 

¶ Browser-
based forms 

¶ Centralized 
forms 
management 
and control 

¶ Design once 
development 
model 

¶ Form Import 
Wizard 

¶ Integrated 
deployment 
model for no-
code forms 

¶ Compatibility 
Checker 

¶ Integrated 
business 
intelligence 
dashboards 

¶ Key 
performance 
indicators 

¶ Filter Web 
Parts 

¶ Integrated 
flexible 
spreadsheet 
publishing 

¶ Sharing, 
managemen
t, and 
control of 
spreadsheet
s 

¶ Web-based 
business 
intelligence 
using 
Microsoft 
Office 
Excel® 
services 

¶ Data 
connection 
libraries 

¶ Business 
Data 
Catalog 

¶ Business 
data Web 
Parts 
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and the 
profile store 

¶ Colleagues 
and 
Memberships 
Web Parts 

(IRM) 

¶ WYSIWIG Web 
content editor 

¶ Content staging 

¶ Slide libraries 

¶ Document 
management 
site templates 

¶ High-fidelity 
Web sites with 
consistent 
branding 

¶ Business 
data actions 

¶ Report 
Center 

1.6 Capabilities and Limitations of SharePoint Online 

The standard version provides many of the features you expect from Office SharePoint 
Server, such as document sharing, collaboration, and workflows. In addition, you can 
use Office SharePoint Designer 2007 to design and modify your siteôs appearance and 
capabilities. 

1.6.1 Customization Capabilities 

The customization capabilities of SharePoint Online enables the developers and 
designers to: 

¶ Use Office SharePoint Designer 2007 to create and deploy no-code 
workflows, customize content types, taxonomy, and branding via master 
pages and layouts. You can also create and deploy site templates. 

¶ Use the Data Form Web Part to create applications to mash up, filter, roll up, 
and render SharePoint data or data consumed from a Web service such as 
RSS feeds in new ways. 

¶ Use Microsoft Office InfoPath® to design forms for workflows, provided the 
forms contain no custom code. 

¶ Use the Office SharePoint Server Web services to access and manipulate 
SharePoint data remotely. 

1.6.2 Customization Limitations 

In the current release of the services, the following actions are not supported: 

¶ Use inline code, build coded workflows, or develop Office InfoPath forms with 
coded business logic. 

¶ Deploy features, solutions, pluggable authentication providers, Web Parts, site 
definitions, or other modifications that require deployment and configuration 
on the server. 

¶ Modify built-in SharePoint files, web.config settings, security policy, and other 
elements. 
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¶ Make configuration changes that affect the Web server or the Microsoft .NET 
Framework. 

¶ Make changes or add capabilities that require a custom database or changes 
to the database schema. 

1.7  Solution Scenario 

This solution scenario is used in the examples in this guide. 

Software service programs are often carried out in multiple locations to leverage skills 
and cost structures. The key concern is the visibility of the operations, status, and teams 
across time zones collaborating more effectively, to the project and program governance 
boards. 

The CEO of Contoso would like to see the status of all the projects that Contoso is 
handling, along with the exceptions and the audit reports. He can provide his vision to all 
the teams and can drill into individual projects in case he needs more information. 

The program manager in Contoso is handling multiple projects and has a team working 
under him that is placed in various locations in the region. The program manager would 
like to see project health indicators and detailed status reports for each project. He 
would also like to ensure that there is learning and knowledge transfer among teams. 

He also performs a set of activities such as initiating new projects, tracking project 
status, and identifying issues. Because he is also the member of the administrator 
group, he can perform certain administrator-related activities and has full control of his 
project space. 

The project status will be updated by the project managers, who are working on 
individual projects and are also responsible for project artifacts, governance reports, and 
minutes. In addition to resource management, the project manager will also manage 
issues, risks, and schedules. He will be responsible for project artifacts that include 
project-specific documents containing statements of work (SOW), software requirement 
specifications (SRS), design documents (high-level, detailed), and governance artifacts 
such as reports and  minutes of meetings. 

A knowledge base is a reservoir of information that contain links to blogs and a 
document store. The document store contains such materials as standard documents, 
best practices, and process documents. 

The software quality assurance team and an architect will be responsible for the process 
and the technical content in the document store at the program level. 

For this solution scenario, Contoso developed a collaboration portal using SharePoint 
Online and Microsoft Exchange Online. 
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2 Creating SharePoint Online Sites 

2.1 Introduction 

A Site Collection is a set of web sites on a web server, all of which have the same owner 
and share administration settings. Each site collection contains exactly one top-level 
Web site, and can also contain one or more subsites. There can be multiple site 
collections on each Web server.  

A subsite is a complete Web site stored in a named subdirectory of the top-level Web 
site. Each subsite can have administration, authoring, and browsing permissions that are 
independent from the top-level Web site and other subsites. A subsite can also have 
subsites of its own. Because every site below the top-level site is actually a subsite, 
each subsite is generally called simply a site.  

Application template addresses a business scenario and provides a base of functionality 
that can be either used directly out of the box, or customized for company specific 
needs. 

Custom templates are a way of packaging up a set of changes to an existing site 
definition and making those available for new sites and lists. Every custom template is 
based on a site definition. Custom templates are stored in the database and are made 
available through the central template gallery or through site collection template 
galleries.  

2.2 Selecting a Default Site Template 

The site templates included in Microsoft SharePoint Online contain pages, lists, libraries, 
and other elements or features that support a wide range of specific content publishing 
and content management designed to meet the requirements of your organization. 

The standard site templates available in SharePoint Online applications are grouped into 
the following categories: 

¶ Collaboration 

¶ Meetings 

¶ Custom 

2.2.1 Differences between SharePoint Online and Office SharePoint 
Server  

¶ SharePoint Online doesnôt have a global site template library. Therefore you 
cannot create site collections from a custom site template. Because new site 
collections for SharePoint Online are created in the Microsoft Online Services 
Administration Center, only the default options are available. However, you 
can create subsites for SharePoint Online that use the custom templates.  
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¶ In this release of SharePoint Online, Server Admin templates are not 
supported, nor are any other custom templates that require adding code on 
the server side.  

2.2.2 Collaboration Site Templates 

The site templates in the collaboration group are designed to help the teams within an 
organization to work together on projects, collaborate on documents, and share 
information. 

 

¶ Team Site: Select this site template to create a site that teams can use to 
create, organize, and share information. The template includes a document 
library, an announcements list, a calendar, a contacts list, and a links list by 
default.  

¶ Blank Site: Select this site template to create a site with a blank home page 
that you want to customize. The template includes a site image Web Part and 
tools to insert other Web Parts. This template is useful when you do not want 
to use any of the existing templates, Web Parts, lists, or libraries as a starting 
point. 

¶ Document Workspace: Select this site template to create a site that will help 
you coordinate the development of one or more related documents with other 
people. This site template provides tools to share and update files, and to 
keep people informed about the status of the files. It includes a document 
library, an announcements list, a tasks list, a members list, and a links list. 

¶ Wiki Site: Select this site template to create a site where the users can 
quickly and easily add, edit, and link Web pages. This site template includes 
wiki pages, a links list, and a wiki page library. 

¶ Blog: Select this site template to create a site where the users can post 
information quickly and allow people to comment on it. Sometimes known as 
weblogs, blogs are online journals where you can share your ideas quickly in 
an informal, chronological format. 
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This site template includes a posts list for storing blog posts, a blogs list for 
links to other blogs, a categories list, a comments list, a links list for links to 
related resources, a photo library, and tools to manage your posts and other 
resources. 

2.2.3 Meetings Workspaces 

The site template in the meetings group is designed to help teams within an organization 
to manage basic types of meetings. There is one template in the meetings group. 

 

¶ Basic Meeting Workspace: Select this site template to create a site that will 
help you plan, organize, and track your meetings with the rest of your team. 
The template includes an objectives list, an attendees list, an agenda, and a 
document library. 

2.2.4 Application Templates 

Microsoft has developed forty application templates that can be downloaded at no extra 
charge.  Each application template addresses a business scenario and provides a base 
of functionality that can be either used directly out of the box, or customized for company 
specific needs. These custom templates (*.stp files) are site templates that are easy for 
any site administrator to install in the template gallery without requiring server 
administration access.  
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Note: SharePoint Online is not installed with these custom 
templates. You must upload and install each template 
yourself. The Custom tab appears only when you have 
uploaded at least one custom template to SharePoint Online.  

 

¶ Board of Directors: This  application template provides a single location for 
an external group of members to store and locate common documents such 
as quarterly reviews, shareholder meeting notes, and annual strategy 
documents. The template also tracks tasks, issues, and calendar items so that 
the board members have a single location from which to view relevant 
information.  

¶ Business Performance Reporting: This  application template helps 
organization managers to track customer satisfaction through a combination of 
surveys and discussions. 

¶ Case Management for Government Agencies: This  application template 
helps case managers track the status and tasks required to complete their 
work. When a case is created, standard tasks and documents are also 
created that are modified based on the work that each case manager has 
completed. 

¶ Classroom Management: This  application template helps instructors and 
students organize and store information that is related to a particular class. 
The template ncludes document libraries to store assignments and lecture 
notes as well as calendars and announcement capability to enable 
communication from the instructor to students. 

¶ Clinical Trial Initiation and Management: This  application template helps 
teams manage the processes of tracking clinical trial protocols, objective 
setting, subject selection, and budget activities. 

The site provides useful Microsoft Office Word 2007 templates as well as the 
capability to create, track, and assign tasks and issues related to a particular 
clinical trial. 

¶ Competitive Analysis: This application template helps teams organize 
information about competitors and their products. 
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The site provides useful 2007 Microsoft Office system documents to help 
perform Strengths, Weaknesses, Opportunities, and Threats (SWOT) analysis 
and make use of other useful competitive analysis techniques. Links to 
industry, company, and product news can also be included to provide a single 
location for all competitive information. 

¶ Discussion Database: This application template provides a location where 
team members can create and reply to discussion topics. 

¶ Disputed Invoice Management: This application template helps accounts 
payable departments track open invoices, along with the potential savings 
associated with paying the invoice early. 

The site includes useful templates for analyzing the reasons for the invoices 
being disputed, as well as tracking whom to contact for more information. 

¶ Employee Activities: This application template helps you to manage the 
creation and attendance of events for employees. 

Activity owners use the site to review proposals for new activities and create 
event calendar items. Employees use the site to sign up for activities, as well 
as track the activities attended in the past. 

¶ Employee Self-Service Benefits: This  application template provides tools 
for an organization to inform employees about available benefits, as well as 
enable them to enroll for each benefit. 

¶ Employee Training Scheduling and Materials: This  application template 
helps instructors and employees manage courses and related materials. 

Instructors use the site to add new courses and organize course materials. 
Employees use the site to schedule attendance for a course, track courses 
they have attended, and provide feedback.  

¶ Equity Research: This  application template helps teams collaborate on 
researching stocks and other equities. 

It provides a central location for teams to store documents, post links, track 
news, and hold discussions related to the equities that are tracked by the site. 

¶ Integrated Marketing Campaign Tracking: This  application template helps 
marketing managers track the implementation and success of outbound 
marketing activities.  

The template allows a manager to create marketing activities and track the 
results of those activities, such as responses generated and sales completed.  

¶ Manufacturing Process Management: This  application template helps 
teams to model and track manufacturing processes as well as tasks and 
issues that arise in the upkeep of these processes. 

¶ New Store Opening: This  application template helps a team manage the 
opening of new store locations or remodeling of an existing store location. 
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The site provides a single location to manage tasks, issues, and documents 
for all store opening processes, enabling end users to view relevant 
information and providing project managers with insight across the entire 
project.  

¶ Product and Marketing Requirements Planning: This  application template 
enables teams to manage the process of collecting and documenting 
requirements for new products. 

The site provides several 2007 Office system templates for providing useful 
techniques for marketing, product, and steering committee actions as well as 
a template for meeting notes and financial information.  

¶ Request for Proposal: This  application template helps manage the process 
of creating and releasing an initial request for proposal (RFP), collecting 
submissions of proposals, and formally accepting the selected proposal from 
among those submitted. 

The site also helps simplify the process of notifying individuals about the 
status of the RFP and submitted proposals.  

¶ Sports League: This  application template helps an intracompany league 
administrator manage a baseball league. 

The site tracks team information, players, captains, and scheduled team 
activities such as games, practices, and social events. The site also enables 
discussions between league members through a league discussion board.  

¶ Team Work: This  application template provides a place where project teams 
can upload background documents, track scheduled calendar events, and 
submit action items that result from team meetings. 

The site also tracks the creation and purpose of ñsubteamsò and enables 
discussion on topics created by members of the team. 

¶ Timecard Management: This  application template helps teams track hours 
spent working on various projects. 

The site enables team members to ñpunch inò on a particular project and 
ñpunch outò when they cease work. The system automatically generates the 
time worked by project, and can show managers who is working on a 
particular project, total hours versus budgeted time, and the details of who 
worked on each project that is entered into the site. 

2.3 Creating a Site Collection from the Microsoft Online 
Services Administration Center (MOAC) 

A SharePoint Online site collection is a hierarchical set of sites that can be managed 
together. Sites within a site collection have common features, such as shared 
permissions; galleries for templates, content types, and Web Parts; and often a shared 
common navigation interface. Site collections can include different types of subsites, 
along with team sites, meeting workspaces, document workspaces, blogs, and wikis. 
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Administrators of your SharePoint Online service can create organization-wide site 
collections. The users can create new subsites within each site collection. To create your 
site collections, go to the Microsoft Online Services Administration Center. (A site 
collection can only be created via the Administration Center.) Then add users. 

To create a site collection through the Administration Center 

1. Go to the Administration Center (https://admin.microsoftonline.com). 

2. Log on to the Administration Center with administrator credentials. 

3. Click the Service Settings tab, and then click the SharePoint Online subtab. 

 

4. In the Site Collections pane, click New. 

 

https://admin.microsoftonline.com/
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5. Under Site Information, enter the information requested. Type a title and the 
description for the site collection. Select a template, and then type an e-mail 
address to receive access requests and notifications for the site.  

 

6. Under Site Storage Information, choose the amount of storage to allocate to 
this collection. When you finish, click Create. 

Note: The storage size must be entered as 0.25 or 0.75. 

7. On the Confirmation page, click Finish. 

To add users 

1. Log on to the Administration Center with admin privileges. 

The Information tab appears. 



aƛŎǊƻǎƻŦǘ {ƘŀǊŜtƻƛƴǘ hƴƭƛƴŜ 5ŜǾŜƭƻǇŜǊΩǎ DǳƛŘŜ   8.4 Release 

© 2008 Microsoft Corp.  19 

 

2. In the Actions pane, click Add new user. 

The New User Wizard appears. 

3. On the General page of the New User Wizard, enter information in the required 
fields, and then click Next. 
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Note: Fields marked with red asterisks (*) are mandatory. 

 

4. On the Security Settings page, under Do you want this user to have service 
administrator permissions?, select Yes if you want to assign service 
administrator permissions; otherwise select No (the default). 

5. Under Do you want to enable this userôs account?, select Yes (the default). 
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2.4 Creating a Custom Site Template 

A custom site template is a feature that lets you create multiple sites with a consistent 
look and built-in functionality. Application templates described above are also custom 
templates. Here we show how to create one such custom template. This feature is 
particularly useful when you need to create new client sites quickly and apply updates to 
a group of sites. You can create custom SharePoint Online site templates to control the 
following:  

¶ Style sheets and headers for site administration pages 

¶ .aspx program files that you want to include in a site (for example, 
default.aspx) 

Note: The .aspx pages cannot be used to execute custom server 
side code. You can reference existing subjects or add code 
that runs on the client. 

¶ Web Parts that you want to include on each Web Part page in a site 
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¶ Lists and document libraries that you want to create as part of the site 

In addition to customizing a site template, you can customize the base .aspx files such 
as default.aspx or Allitems.aspx , which are executed when SharePoint Online displays 
a site. 

The following key steps will help you create a custom site template: 

¶ Create a site using any default site template of SharePoint Online. For more 
information, see section 2.6, Creating a New Site Using a Site Template. 

¶ As per your requirements, customize the template: add Web Parts, document 
libraries, lists, style sheets, etc, that you want to have as part of the site. 

¶ Save the site as a custom site template. 

To save the site as a custom site template 

1. Open the SharePoint Online site that you have created, using administrator 
privileges. 

2. On the Site Actions menu, click Site Settings. 

 

3. Under Look and Feel, click Save site as template.  

Note:  If you do not see Save site as template in the Look and 
Feel section, then go to Site Collection feature in the Site 
Collection Administration section, deactivate Office 
SharePoint Server Publishing Infrastructure, and then go 
to Site features in the Site Administration section, and 
deactivate Office SharePoint Server Publishing. 

4. In the File Name box, type MainTemplate as the name for the template file.  

Note:  You can enter a name of your choice. 

5. In the Template name and Template description boxes, type 
CustomTemplateMain for both the template name and description. 

The name and description of this template appear on the Web site template 
picker page when users create new Web sites. 

6. Clear the Include Content check box, and click OK twice. 
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Note:  Include content in your template if you want the new Web 
sites that were created from this template to include the 
contents of all the lists and document libraries in this Web site. 
Some customizations, such as custom workflows, are present 
in the template only if you choose to include content. Including 
content can also increase the size of your template. 

 

7. On the Site Actions menu, click Site Settings. 

 

8. Under Galleries, click Site templates. 

9. Click Main Template, which you created in step 4. 

 


