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Gestion des Documents Sets (Ensemble
de documents)
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Définition
Les ensembles de documents permettent de créer des « classeurs de documents » qui sont délivrés
ensemble dans un « dossiers » ou une gestion d’une affaire.

Par exemple pour une vente ou un achat, on peut retrouver généralement le(s) devis, les Bon de
livraison(s), le(s) facture(s).

Les ensembles de documents vont nous permettre de regrouper les documents et de leurs donner
les mémes métadonnées sur I’'ensemble des documents concernées.

De plus on va pouvoir

- Copier ou déplacer plusieurs documents en une seule opération.
- Définir des « metadata » pour une série de documents.
- Télécharger tous les documents d'un « document set » dans un seul fichier « zip ».
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Travaux pratiques : Mise en place d’un Documents Sets

Activation de la fonctionnalité sur un site
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On cligue sur Site Collection Features.

On active Documents Sets si c’est nécessaire ( en fonction de la collection de site ou de la version de
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E:) Site Settings - Site Collection Features

Home Name
Documents Content Deployment Source Feature
Site Contents J Content Deployment Source feature enables content deployment specific checks on source site collection and enables setting up content deployment from et
the site collection to a target site collection.
Regycle Bin
Content Type Syndication Hub
# EDIT LINKS J - - N Activate
‘ - Provisions a site to be Enterprise Metadata hub site.
Cross-Site Callection Publishing
3 X o Activate
Enables site collection to designate lists and document libraries as catalog sources for Cross-Site Collection Publishing.
Customn Site Collection Help
Activate
Creates a Help library that can be used to store custom help for this site collection.
= Disposition Approval Waorkflow
& Deactivate | [taill)
Manages document expiration and retention by allowing participants to decide whether to retain or delete expired documents.
Document ID Service
) ) ) ) Activate
Assigns IDs to documents in the Site Collection, which can be used to retrieve items independent of their current location.
Document Sets
J Provides the content types required for creating and using document sets. Create a document set when you want to manage multiple documents as a e

single work product.

Activation du Contents Types (Type de contenu) : Documents Sets

On va activer la gestion des types de contenu dans notre bibliotheque de document.

On va dans les Settings de la bibliothéque. On clique pour ouvrir la page Advanced Setting

EDIT LINKS

E> MyDocumentsLibrary - Settings

Home List Information
Documents Name: MyDocumentsLibrary

Web Address: htip://sp01/sites/Demo/MyDocumentsLibrary/Forms/Allitems.aspx

Description:

MyDocumentsLibrary

General Settings ermissions and M e cati
Site Contents General Settings Permissions and Management Communications
Recycle Bin

a List name, description and navigation a Delete this document library a Incoming e-mail settings
# EDITLINKS a Versioning settings o Save dacument library as template a RSS settings

@ Advanced settings @ Permissions for this document library

= Validation settings = Manage files which have no checked in version

a Column default value settings 5 Workflow Settings

a Audience targeting settings @ Generate file plan report

a Rating settings o Enterprise Metadata and Keywords Settings

a Form settings o Information management palicy settings

Dans la pages Advanced Setting on active simplement la gestion des Contents Types et on valide la
page.



Documents Set ( SharePoint ) Formation@winform.fr 4

H> Settings - Advanced Settings

Home Content Types
Allow management of content types?
Documents

MyDocumentsLibrary

# EDIT LINKS

Template URL:

MyDecumentsLibrary/Forms/template.dotx
(Edit Template)

re
setup a template fora

library.

On dispose alors d’une section Content Types dans les paramétres de la bibliothéque.

nistrator

DIT LINKS

H> MyDocumentsLibrary - Settings

Home List Information
Documents Name: MyDocumentsLibrary
Web Address: http://sp01/sites/Demo/MyDocumentsLibrary/Forms/Allitems.aspx
Description:
General Settings permissions and Management Communications
@ List name, description and navigation & Delete this document library a Incoming e-mail settings
# EDITLINKS 0 Versioning settings 4 Save document library as template a RSS settings
o Advanced settings 4 Permissions for this document library
o Validation settings  Manage files which have no checked in version
o Column default value settings  Warkflow Settings
o Audience targeting settings 4 Generate file plan report
o Rating settings 8 Enterprise Metadats and Keywords Settings
o Form settings 8 Information management policy settings

Content Types

ant to display about an item s 5 wavior, The fol

Document v v

8 Add from existing site content types

8 Change new button order and default content type

On clique sur Add From existing Content types

On retrouve les Documents Sets dans la catégorie des Documents Sets Content Types
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SharePoint Sites Administrator

) SHARE Yy Fouow O,

Settmg’s Add Content Types o

Home Select Content T

Documents

Recent

MyDocumentsLibrary
Site Contents Add >

Recycle Bin

# EDITLINKS

ument set when you want to manage multiple documents as a single work

Group: Document Set Content Types

oK Cancel

On valide et on revient dans la bibliotheque de documents.

SharePoint Sites Administrator
BROWSE | FILES | LIBRARY () SHARE Yy FoLLOW [
uf Check Out
Ij \j Check In

New Upload New Edit Share  Alert rity Follow Download a ‘Workflows Publish Tags &
Document -~ Document| Folder  Document Check Out perties Delete Document Me~ rends Copy Notes
Document Check Out Manage Share 8 Track Workflows Tags and Notes
m Create a new document.
| Document Sct ew 1 upload & sync v

Create a document set when you want to
manage multiple documents as a single cuments = Finda
work product.

MyDocumentsLibrary v 0 weme  wiositieo

Site Contents -
Drag files here to upload

Recycle Bin

#" EDIT LINKS

Création d’un Documents Sets
On peut désormais créer des Documents Sets.

SharePoint Sites ? Administratg

Demo # EDIT LINKS Search this site
New Document Set: Document Set

Home
7 spelling...
Documents

Recent Mame * ||

MyDocumentsLibrary Description
Site Contents
Recycle Bin

# EDIT LINKS

A description of the Document Set



Documents Set ( SharePoint ) Formation@winform.fr 6

i SharePoint Sites ? Administrator

Demo # EDIT LINKS Search this site 0
New Document Set: Document Set
Home *:?Spe ing.
Documents
Recent Namz * Affaire Kramer vs Kramer X

MyDocumentsLibrary Description
Site Contents

Recycle Bin

# EDIT LINKS

A description of the Document Set

Save Cancel

i£ | SharePoint Sites

BROWSE  PAGE | FILES  LIBRARY || MANAGE ) sHARE Ty FOLLOW T

Demo # EDIT LINKS Search this site o
MyDocumentsLibrary - Affaire Kramer vs Kramer

Fome Affaire Kramer vs Kramer
Documents >
. |.. View All Properties
Recent Edit Properties
MyDocumentsLibrary 1
Site Contents
Recycle Bin
# EDIT LINKS @ New 1 Upload S Sync v
Find a file P
v [ name  Modified  Moified By
Drag files here to upload

Ajout d’une colonne dans la bibliotheque de document & dans le document Sets

SharePoint Sites

® Drop-Down Menu
_ Radio Buttons

O Checkboxes {allow multiple selections)

Allow “Fill-in* choices:
JYes ® No

Default value:
® choice O Calculated Value

Frangais

Add to all content types
Add to default view

@ Column Validation

oK Cancel
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Configuration d’une propriété partagée du Documents Set

On peut configurer une propriété sur le Documents Sets, afin qu’elle affecte les documents qui sont
placée dans le Documents Sets.

Par exemple, dans la bibliotheque je vais définir un N° d’affaire, je vais ensuite le configurer dans les
settings du documents set.

a. Jajoute dans la bibliothéque de documents via la rubrique Columns une colonne nommé N°
d’affaire.

SharePoint Sites

E:" Settings - Create Column o

Home Marne and Type Colurn narme:
Documents t elect MN°Affaire
Recent

The type of information in this column is:
MyDocumentsLibrary P . -
o N (% Single line of text

Site Contents 2 Multiple lines of tea
Choice (menu to chaose from)

MNumber (1, 1.0, 100)

Recycle Bin
# EDIT LNKS O Currency ($. ¥, €)

O Date and Time

O Lockup {information already on this site)

O YesMo (check box)

) Person or Group

O Hyperlink or Picture

O Caloulated (caloulation based on other columns)
O Task Outcoma

O External Data

) Managed Metadata

Additional Column Settings Description:

Require that this column contains information:
O ves ® Mo

Enforce unique values:

O Yes @ Mo

Madmum number of characters:

Default valus
® Text O Caleulstad Valus

Add to all content types
M Add to default view

On remarque en bas de I’écran que cette colonne affectera tous les types de contenus donc
également notre Documents Sets.

On revient alors dans les parametres de notre bibliothéque et on clique sur le lien Documents Sets.
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Demo # EDIT UNKS

MyDocumentsLibrary - Settings

List Information
Name: MyDocumentsLibrary
Web Address: hittp:/fspl/sites/Dema/MyDocumentsLibrary/Forms/Allltems. aspc

Permissions and Managemant

= Delete this document library

Communications

= Incoming e-mail settings

= Versioning ssttings
= Advanced settings
= Validation settings

= Cohumn default value settings
= Audience targeting settings
a Rating sattings

= Form settings

Content Types

= Save document fibrary as template = RSS settings
= Permissions for this document library

= Manage files which have no checked in version

= Workflow Settings

o Generate file plan report

B Entarprisa Matadats and Keywords Sattings

& Information management palicy settings

This document fibrary is configured to llow multiple content types. Use content types to specify the infarmation you want to display about an item, in addition to its policies, workflows, or ther behavior. The following content types are cumently available in

this library:
Content Type
Daocument

Diocument Sat

isible on Mew Button

Default Content Type

v v
W

® Add from existing site content types
* Change new button order and default content type

On arrive sur cet écran, et on

Dema # EDITLINKS

List Content Type

Allowed Content Typss

Select from the list of available site contant types
to add them to the Document Set.

Default Content

If you want new Document 5ets that are created
from this content type to indlude spedfic items,
upload thoss iterms here and spadify their content
types. To areate a folder in the dooument set where
one or mone items will be stored, type or paste 3
name in the Folder box.

Shared Columns

Sedect which column vakses for the Document Set
should be automatically synchronized to all
documents contained in the set.

va cliquer sur Documents Set Setting

Document Set Settings

Select site content types from:
All Groups

Content types allowed in the
Document Set

Available Site Content Types:

Document

Basic Page

Discussion
Dublin Core Columns

Farm

Image

Javascript Display Template

Link to a Document

Liet A T,

Diescription:
Upload an audio file.

Group: Digital Asset Conmtent Types

Content Type Folder File Mame

[ocmert]| /0

Browse. | |E| Delets

Add new default content ..

Add the narme of the Document Set to each file name

Shared Column name
Diescription

Type de documents
Langage

N Affaire

oooo

On coche la colonne N° d’Affaire dans les colonnes « Shared Columns ».

Désormais quand on modifie la valeur du N° Affaire dans le Documents Sets, cela affectera la valeurs

dans les métadonnées des documents.
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Annexe :

On peut transformer un dossier en document set mais ce n’est pas a faire uniquement si on n’a pas le
choix.

On peut déplacer un document dans un Document Set via la bouton du ruban Send to ( Ruban Files),
c’est comme si on le déplacer dans un dossier.

Référence

https://www.areaprog.com/SP2010/article-543-les-documents-set-explication-theorique-de-I-
utilisation-des-documents-set
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