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Helpsheet – creating a custom list web part
The Documents web part is a default element of all Glow Groups and is commonly used for:

· sharing learning and teaching resources;
· collaborative planning with colleagues;

· pupils to upload their work for peer assessment.
Files contained in a Documents web part can be viewed by all members of the Glow Group and can be amended by any member with Contributor permissions or higher. It is not possible to restrict these permissions so that users can view and edit only their own items (as is possible with some other web parts). 
There may, however, be contexts in which you want to prevent users from viewing, editing or deleting others’ documents.
This helpsheet describes one way to do this: the creation of a custom list web part which allows users to upload documents, and only share them with users who have Administrator or Web Designer permissions.
Such a custom list web part can be used in many ways:

· pupils returning homework to their teacher for assessment or comment;
· pupils storing a Record of Achievement (the scenario used in the screenshots in this helpsheet);
· parents submitting a confidential form.
The creation of this custom list web part is described in detail here, but the process is easier than it may first appear. Moreover, once the web part has been created, it can be saved as a template, and reused indefinitely.

Creating the custom list web part
1. Go to the Glow Group to which you want to add the custom list web part (and to which you have Administrator rights). 
2. Click Advanced Settings then Create.

3. Scroll down and click on Custom List.
4. Enter a name for the web part. This name will be displayed on the title bar of the web part on the Glow Group page. The name can be amended later, if necessary. There’s no need to enter a description or make a choice about Quick Launch. Click Create.

5. Click the ‘Back to’ link in the top left-hand corner of the screen. 
6. Go to the page of the Glow Group to which you want to add the web part. Click Modify Shared Page. 
7. Click Add Web Parts and then Browse. 

8. The ‘Add Web Parts’ menu is displayed. In the school gallery (the second of the three galleries listed) look for the name of the custom list web part that you’ve just created – you may need to click Next at the bottom of the menu to see additional web parts.
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9. Add the web part into one of the marked zones on the Glow Group page. Close the ‘Add Web Parts’ menu.
10. The new web part is displayed on the page. Note that there are currently just two columns in the web part, the first for displaying an attachment and the second to show the title for an item.
Having created the custom list web part, you next need to decide what information is to be displayed in it. For example, for pupils to store a Record of Achievement, the information required might include the pupil’s name, an ‘attach file’ button (to upload documents), a comment box where the pupil could note what changes they have made to the file and a comment box for a teacher to add feedback. The following instructions and screenshots illustrate this ‘Record of Achievement’ example, but you should choose fields that fit your own purposes.
Choosing the information to be displayed
11. Click on the link in the title bar of the web part.
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12. On the left of the screen, click Modify settings and columns.

13. Scroll down to the ‘Columns’ section and click Title. 
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14. Delete ‘Title’ and enter ‘First name’ (or similar). Scroll down and click OK.

15. In the ‘Columns’ section again, click Add a new column. Enter ‘Last name’ (or similar). 

16. Leave the type of information as ‘Single line of text’. Click OK.

17. In the ‘Columns’ section again, click Add a new column. Enter ‘Pupil’s comments’ (or similar). 

18. Choose a suitable type for the column, for example, ‘Multiple lines of text’. 
19. The screen will refresh. In the ‘Optional Settings for Column’ section, you may wish to add a description, alter the number of lines to be displayed and choose whether formatting options can be used. The settings available for the column will depend upon the type of column chosen at step 18.
20. When you have made your choices, click OK to save.

21. Repeat steps 17 - 20 for any more columns you wish to add. Note there is no need to create a column for uploading a document, as the ‘attach file’ option will be included by default.

22. In the ‘Columns’ section, check the order of the columns. This is the order in which they will be displayed in the ‘New Item’ screen (see screenshot in step 28). Click Change the order of the fields, if you want to make any amendments.

23. Click the ‘Back to’ link in the top left-hand corner of the screen to return to the Glow Group page.

24. The new column heading ‘First name’ (or similar) is now displayed in the web part.

25. To display the other columns you’ve created, click on the drop-down arrow on the title bar of the web part. 

26. Click Modify Shared Web Part.

27. Click the blue link Edit the current view.
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28. In the ‘Columns’ section, the two default columns are already ticked. Tick the boxes for the other columns you created. Check the order in which the columns will be displayed in the web part. If necessary, click on the ‘Position from Left’ menus to change. Click OK at the bottom of the screen.
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29. The web part will now look something like this:
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Testing the web part display

Before going any further, it’s worth trying a sample upload to check you’re happy with the display of the web part. To do this:

30. Click New Item. The ‘New Item’ screen is displayed.  
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31. Fill in the boxes. (It doesn’t matter what the information is or what document is used, as this entry will be deleted later).
32. Click Attach File. Browse to find a document to upload, then click OK.

33. Click Save and Close. The web part will now look something like this
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34. Having seen how information is displayed in the ‘New Item’ screen and in the web part, you may wish to make some amendments:

· If you want to change the columns (e.g. to add more columns, edit the names of columns or change the optional settings), click on the link in the title bar of the web part and then on Modify settings and columns and make the required changes. 
· If you want to change the order in which the columns are displayed in the web part, click on the drop-down arrow on the web part, click Modify Shared Web Part and then Edit the current view. 
35. Once you’re happy with the layout you can delete the test item. Click on the pupil’s name and click Delete Item. Click OK to confirm.

Giving users the requisite permissions 
The next step is to ensure that users have the correct permissions in order to be able to upload documents. 

· Give Contributor rights to users who are to see only THEIR OWN documents

· Give Web Designer or Administrator rights to users who are to see ALL documents.

The simplest way to do this is to set the required level of permissions for the members of the Glow Group in the usual way. 
However, if you prefer, you can set permissions solely for the custom list web part. For example, if pupils have been given ‘Reader with Discussions’ permissions on the Glow Group, you can use this method to elevate their rights to ‘Contributor’ just for the custom list web part. To do this:

36. Click on the link in the title bar of the web part.
37. Click Modify settings and columns.
38. Click Change permissions for this list.

39. In the list of Site Groups click the permission level that the users have been given in the Glow Group (e.g. Reader with Discussions).

40. Select View, insert, edit, delete items and click OK.

41. Click the ‘Back to’ link to return to the Glow Group.

42. The increased permissions will now allow the users to upload documents to the custom list web part, but their permissions on the rest of the Glow Group will remain unchanged.
Restricting permissions on the web part

Having set the permissions so that users can upload to the web part, we now need to restrict the permissions so that they can only view their own documents.
43. Click on the link in the title bar of the web part.
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44. Click on Modify settings and columns.

45. Click Change permissions for this list.

46. At the left of the screen, click Modify item-level security.

47. In the ‘Item-level Permissions’ section, set ‘Read access’ to Only their own and set ‘Edit access’ to Only their own. Click OK. This restricts access for users with Contributor permissions, but not users with Web Designer or Administrator levels.
48. Click the ‘Back to’ link to return to the Glow Group page.
No changes will be visible, so to ensure that the web part is working correctly, it is helpful to have a few users with Contributor permissions do a test upload.

Testing the web part

49. Ensure that users have Contributor permissions in the Glow Group, or to the custom list web part (as described in steps 38-44). Ask a user to upload a test document to the web part. The screenshots on the next page show what should happen:
User 1’s view of the web part before adding her document:
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User 1’s view after adding her document:
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User 1 can edit or delete her entry, if she wishes:
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User 2 logs on. Note that User 2 does not see the entry added by User 1.
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User 2 adds his entry. He can also edit and delete his entry, if he wishes.
[image: image14.png]Record of Achievement

“Newliem Vaiker

O First name  Lastname  Pupil's comments Teacher's comments.
. T've added photos to the 'Wider Achievment' section and a link to the
e Macintosh

article in the local paper about my team's win in the area football
tournament.





50. When a user with Administrator or Web Designer permissions views the web part, they see all the entries.
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Entries are listed in the order in which they were added, with the most recent at the bottom. If you wish to see the list in alphabetical order, click on the ‘Last name’ column heading.
51. To open an entry, click on the pupil’s name. To open the attachment, click on the document link. 
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52. If you wish to amend the entry, for example to give comments, or to attach additional files, click Edit Item. Click Save and Close when you’ve finished. 
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Note that if you add a file to a pupil’s entry, it is seen only by that pupil, as the entry was created by the pupil and you have merely modified it. This means it’s possible to have a 1-1 dialogue with a pupil about their work through this web part. 
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Once you’ve tested the web part, and are confident that users are only seeing their own items, it’s ready for use. Make sure you delete any test items still in the web part!

Creating a template from the web part

Finally, you may wish to save the web part as a template, so that it can be re-used in other Glow Groups. To do this, you will need to have administrator rights to the Glow Group AND to the school site. Alternatively, ask the Site Collection Administrator (SCA) in your school to do this for you.
53. Go to the Glow Group containing the custom list web part.

54. Click on the link in the title bar of the web part.

55. Click Modify settings and columns.

56. Click Save list as template.

57. Fill in a suitable name, title and description. The title needs to be easily identifiable to other members of staff. Click OK.

58. Click OK on the ‘Operation Completed Successfully’ screen.

59. Click the ‘Back to’ in the top-left corner of the screen.

Using the template
Now that the template has been created, it is available for any member of the staff in the school to use in a Glow Group of which they are an administrator.

60. Go to a Glow Group in which you wish to create a web part based on the template.
61. Click Advanced Settings and then Create.

62. Scroll down and find the template saved at step 56. Click on the title of the template.

63. The ‘New List’ screen opens. As you are creating a new web part from the template, you can choose a suitable name for the web part, without interfering with the template. Click Create.

64. Click the ‘Back to’ link at the top left of the screen to return to the Glow Group.

65. Select the page of the Glow Group to which you wish to add the new web part. Click Modify Shared Page, then Add Web Parts, then Browse.

66. The ‘Add Web Parts’ menu opens. In the school gallery (the second of the three galleries listed) find the web part you’ve just created. You may need to click Next at the bottom of the menu to find it.

67. Drag and drop the web part in to one of the marked zones on the page.

68. Close the ‘Add Web Parts’ menu.

69. The new web part appears. Set the permissions as described on pages 7 and 8.













































Paperclip icon indicates file attached
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Attachment added by teacher


























Entry modified by teacher











Description of a column: one of the choices at step 19.





Formatting options available: another choice which can be selected at step 19.








The columns created at steps 14-21





New web part (shows the name given at step 4)
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