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By default, the Events list in SharePoint has many features for
managing calendar event¥.ou can connect an event list to Outlook
and synchronizéems; even make them available offlin.you have
Outlook installed, give it a try:

1. Goto a sandbox area in your current SharePoint install and
create a new Events list; or locate an existing Events list to

2. Navigate to the list view of the Events list.

3. Click on the Actions menu and choose the Connect to Outlc
option.

4. On the next dialog, click the OK button.

It's that simple! You now have the SharePoint Events list connectec
Outlook. From Outlook, youan overlay multiple calendars, add item
and so on.

Customizing an Event List

Before you go off and customize an Events list at the list level itself
would like to first recommend créiag a new Content Typdf you
customize an Events list, or any list, at the list level, you will never |
able to reuse your customizations or manage them from a central
location. The beauty of Content Types is ability of centrally managi
and reusinghem. Even if you don't think there is ever a chance of
reuse, | still recommend implementing Content Types; just for the
centralized management abilities alone.

If you go to your Portal's Site Content Types management page, yc
can easily create new Cmt Types by clicking the Create linkou
can create a new Content Type based on the Event Content Type 1
apply your customizations at that leveBUT WAIT. In the New Site
Content Type page, the Event Content Type is not available as an
option? Why did Microsoft hide the Event Content Type from us?
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Okay, here is a little insighThe Event Content Type is hidden, and | will show you how to unhide it in a
moment; however, there are a few things you should be aware of firke reason Microsbmade the
Event Content Type hidden is due to the complexities associated witlnig. Content Type has many
features that expect metadata columns to be present; otherwise, it wouldn't be a valid Event Content
Type. Once | have shown you how to unhitfee Event Content type, you will see there are 3 metadata
columns that cannot be edited at all; i&ll Day EvenRecurrencandWorkspace These are special
metadata columns that have special meaning within the context of the Event Content Typé\enly.

with any builtin Content Type, never modify it in any way, shape or folfithere are metadata

columns you do not wish to use, hide them instead.

Unhiding the Event Content Type

If you go to the Site Content Type Gallery, you may also notice theé Egatent Type isn't even listed

for you to unhide.So how do you unhide itThe easiest approach | have found is to access and unhide
the Event Content Type from an Events list itsblaking the Content Type visible is something you will
need to do oty once. To unhide the Event Content Type, follow these steps:

1. Locate an existing Events list on your poriflyou don't have an existing Events list, create one
(temporarily) so you can perform the subsequent steps.
2. Click on theSettings- List Settigsmenu option of the Events list itself.
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3. From the List Settings page, click the link titetianced Settings
4. In the first section, Content Types, click the Yes radio button to allow for the management of
Content Types.
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Customize Events

Name: Events
Cescription: Use the Events lst 8o post information sbout meetings, deadines, and other events related 1o this area,

Content Types

This kst is Condigured to alow rmultpie content typed. Uie content types 10 50edly the Mformation you mant 1o daplay about 30 iters, in 3585 15 23 policies, seorkfions, o of
Cortent Type Visdle ¢ New Sutten
Event v

8 Add from existing site content types

0 Change nesr button order and default content type

5. As seen in thabove figure, you now have access to the Events Content Type!
In the Content Types section of this page, click on Event.
You should now be on the Event Content Type associated with the current Event list.

In the top section of the List Content Type page, click on the Parent Content Type link labeled
Event.

© N

List Content Type: Event

List Content Type Information
Name: Event
Description: Create a new meeting, deadline or other event.

Parent: Event

Settings %

@ Name and description

8 Advanced settings

a Workflow settings

@ Delete this content type

@ Information management policy settings

Columns

This takes you to the parent Event Content Type.l indicated above, it is highly recommended you
make no other changes to this Content Type at this leVhk only thing we intend on doing at this
time is to unhidet; nothing more!

Mixon Consulting Page3 of 4

Experts in Microsoft SharePoint Products and Technologies
www.MixonConsulting.com



Please Acknowledge Reading this Policy Written by Bob Mixon
Microsoft Office SharePoint Server (MOSS) 2007 Microsoft SharePoint MVF

9. Click on the link tittedName, Description and Group
10. On the Content Type Settings page, change the group this Content Type belofgsh®.
consistent with other list type groupings, change it to List Content Types.

Site Content Type Settings: Event

Use this page to change general settings for Bis content type.

Name and Description Name:

Type 2 name and description for this content type. The cescription vl Event
be shown on the new button,

Desoription:

Create » new meeting, deadiine or other
event.

Parent Content Type:
ftem

Group Put this site content type into:
Spedfy a site content type group. Categorizing content types nto o
Croups wil make it easier for users o find them, ) Exstng group:

List Content Types - [

New greep: [

9. Click on the OK button.

10. The EvenhContent Type is now available for you to use as a basis for your own custom Content
Types!
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