[@®) BoostSolutions

AD Self Service 2.0

User Guide



Copyright

Copyright ©2022 BoostSolutions Co., Ltd. All rights reserved.

All materials contained in this publication are protected by Copyright. No part of this publication may
be reproduced, modified, displayed, stored in a retrieval system, or transmitted in any form or by any
means, electronic, mechanical, photocopying, recording or otherwise, without the prior written
consent of BoostSolutions.

Our web site: https://www.boostsolutions.com



https://www.boostsolutions.com/

Contents

T INMEFOTUCTION oottt e bbbt e 1
2. INSEAHATION .ottt e b 2
2.1 PIOAUCE FIlS .ottt ettt 2
2.2 SOftWAre REQUITEIMENTS ..ottt sttt st s bbbttt sttt 3
23 INSEIATION ..ottt sttt 4
24 UPGLAde ..ottt et e e e 6
2.5 UNINSTAHATION ..ottt sttt 6
2.6 CommaNd LiNE INSLAHAtION ....cuuieeeeeeee ettt sttt 6
2.7 FEATUIE ACHIVATION ..ottt ettt e e bbbt 8

3. Configure ADSS in Central AdMINIStratioN.......cc.cooceieiverieniinsiensienssesssisssesssis s sssssssssssesssssssssssssssssssssssssnns 10
3.1 ENtEr ADSS SEHINGS PAGE.....coieiieeeiieieeeieieiiieiseis ettt ssss s sss s ss s st sss s 10
3.2 EXCIUAE USEIS/GIOUPS c.cvervenreerienreesiesesisstsssssssss s ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnssssssssssssssssnsssnns 10
3.3 CONFIGUIE PrOPEILIES ..ottt sttt st ss sttt st 11
34  Configure Email NOtifiCation SEHHNGS .......covveiverieeiineies sttt sssssss st st ssssssnssens 13
35 CONFIGUIE LOG SEHLINGS ..o ettt sttt sttt ettt st st 15
3.6 Configure CUStOM SMTP SEEHINGS ..ottt ss ettt ss s s 16
4. CONFIGUIE ADSS WED PAIt ... sssee s ess e sss e ssss s se s bbb strees 18
4.1 Add ADSS WED Part 10 @ PAGE ...t ss s ss st st ssssssens 18
42 CONFIGUIE CTEAENTIAIS ..uceeeeieeeeeeeeeeeeeeeeee ettt es ettt 19
43 MBNAGE TADS ...ttt e et 21
431 Set Tab HEIGNt/WIdth........ooe sttt sttt st ss st nsees 22
432 A @ TAD ettt et st 22
433 Change @ Tah NAME ...ttt ettt s sttt ns s 23
434 DEIETE @ TAD ..ottt bbb bbbt 24
435 Adjust the POSItIONS Of TaDS.......ccciccirecinecnecrnecsirecsiseesieeeisesseecseeesesessesesseessenessanessanessanes 24

44 MANAGE PrOPEITIES. ... ieieiereeeeeieeeseeese ettt bbbt 25
441 A @ PrOPEILY ...ooee ettt ettt 25
442 Set @ Property as REA-ONIY ...ttt et sssssss s st ssssssssssasssns 27
443 SEL DISPIAY SEYIES ..ottt sttt sttt sttt baent s 28
444 Manage a Property With MURIPIE ENTHES ...t ssessssssens 30
445 MOAIfY @ PIrOPEILY ..ottt bbb ss bbbt sttt st bbb 32



5
6
7.
8
9

446 DEIELE @ PrOPEILY ...oceeeeeeeeeeeeiie sttt ss sttt 32

447 Adjust the POSItioNS Of PrOPEItIES ...ttt stseessess s sses s ssssssees 33
Update PErsonal AD PrOPEILIES.........coiriierneirississississsssesssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssanes 34
Upload User Avatar t0 the WED Part........... et sesstsssssssssssssssssssssssssssssssssssssssssnsanes 36
MANAGE LOGS ...ttt ettt ettt st b b et b i 38
ProPErti@S SUPPOIMEM ...ttt sttt st s bbb s 40
TroubIEShOOTING &L SUPPOIT ..ottt sttt ss e bs s sttt et 41

ApPendiX: LICENSE MaANAGEMENT ... iieeeriereeiireeiiseeesse e esseessseesssessssesese s esssesss st st es s sssse st st sesesns 42



AD Self Service 2.0 User Guide Page 1
|

1. Introduction

Product Introduction

SharePoint AD Self Service (ADSS) enables administrators to decentralize AD management, allowing
authorized users to directly manage AD information. Authorized users are then able to quickly change
AD information such as phone numbers, addresses, and email addresses in SharePoint.

Product Feature List

e Allow users to view and edit their personal AD profiles

e Exclude certain users from managing their own AD information

e AD properties can be set as editable or read-only

e Properties & tabs can be added or removed by the administrators from within the web part

e Send email notifications to system administrators or managers once properties have been
changed

e Record all AD property changes and change attempts in log files
e Support three property display styles including text box, drop-down list and lookup
e Allow users to modify properties with multiple entries

e Allow users to upload thumbnail photos

About this User Guide

This user guide is intended to instruct you on how to install/uninstall, configure and use SharePoint
AD Self Service. For the latest copy of this user guide and some other guides, please visit
https://www.boostsolutions.com/download-documentation.html
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2. Installation

2.1 Product Files

After you download and unzip the AD Self Service zip file from https://www.boostsolutions.com, you

will find the following files:
Path
Setup.exe

EULA.rtf
AD Self Service_V2_User Guide.pdf

Library\4.0\Setup.exe
Library\4.0\Setup.exe.config
Library\4.6\Setup.exe

Library\4.6\Setup.exe.config

Solutions\Foundtion\
BoostSolutions.FoundationSetup15.1.wsp

Solutions\Foundtion\
BoostSolutions.FoundationSetup16.1.wsp

Solutions\Foundtion\Install.config

Solutions\ADSelfService\BoostSolutions.
ADSelfServiceSetup15.2.wsp

Solutions\ADSelfService\BoostSolutions.
ADSelfServiceSetup16.2.wsp

Solutions\ADSelfService\Install.config

Descriptions

A program that installs and deploys the WSP solution
packages to the SharePoint farm.

The product End-User-License-Agreement.
User guide for AD Self Service in PDF format.

The product installer for .Net Framework 4.0.

A file that contains the configuration information for
the installer.

The product installer for .Net Framework 4.6.

A file that contains the configuration information for
the installer.

A SharePoint solution package that contains
Foundation files and resources for SharePoint 2013 or
SharePoint Foundation 2013.

A SharePoint solution package that contains
Foundation files and resources for SharePoint
2016/2019/Subscription Edition.

A file that contains the configuration information for
the installer.

A SharePoint solution package that contains AD Self
Service files and resources for SharePoint 2013 or
SharePoint Foundation 2013.

A SharePoint solution package that contains AD Self
Service files and resources for SharePoint
2016/2019/Subscription Edition.

A file that contains the configuration information for
the installer.
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2.2 Software Requirements

Before you install AD Self Service, ensure your system meets the following requirements:

SharePoint Server Subscription Edition

Operating Microsoft Windows Server 2019 Standard or Datacenter
System Microsoft Windows Server 2022 Standard or Datacenter
Server Microsoft SharePoint Server Subscription Edition

Microsoft Edge
Browser Mozilla Firefox
Google Chrome

SharePoint 2019

Operating Windows Server 2016 Standard or Datacenter
System Windows Server 2019 Standard or Datacenter
Server Microsoft SharePoint Server 2019

Microsoft Internet Explorer 11 or greater

Microsoft Edge

Browser . .
Mozilla Firefox

Google Chrome

SharePoint 2016

Operating Microsoft Windows Server 2012 Standard or Datacenter X64
System Microsoft Windows Server 2016 Standard or Datacenter
Microsoft SharePoint Server 2016
Server .
Microsoft .NET Framework 4.6
Microsoft Internet Explorer 10 or greater
Microsoft Edge
Browser . .
Mozilla Firefox
Google Chrome
SharePoint 2013
Operating Microsoft Windows Server 2012 Standard or Datacenter X64

System Microsoft Windows Server 2008 R2 SP1
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Microsoft SharePoint Foundation 2013 or Microsoft SharePoint Server 2013

Server .
Microsoft .NET Framework 4.5
Microsoft Internet Explorer 8 or greater
Microsoft Edge

Browser

Mozilla Firefox
Google Chrome

2.3 Installation

Follow these steps to install AD Self Service on your SharePoint servers.

Installation Preconditions

Before you start installing the product, please make sure these services are started on your

SharePoint servers: SharePoint Administration and SharePoint Timer Service.

File Action View Help

e FEEcz Hm » e uwp
. Services (Local) Name Status Startup Type A
et Running Automatic
S:, SharePoint Administration Running  Automatic

. SharePoint Insights Dicabled

'Jaf, SharePoint Search Host Controller Running  Automatic

Gﬁ SharePoint Server Search 16 Running  Manual
.. SharePoint Timer Service Automatic

“w: SharePoint Tracing Service Running  Automatic

(.},. SharePoint User Code Host Running  Automatic

’,.b SharePoint VSS Writer Manual

%, Shell Hardware Detection Running  Automatic

. Smart Card Disabled

’.4,, Smart Card Device Enumeration Service Running  Manual (Trig...

(,}, Smart Card Removal Policy Manual
£ SNMP Trap Manual
%, Extended )\ Standard /
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AD Self Service must be run on one front-end Web server in the SharePoint farm where Microsoft
SharePoint Foundation Web Application services are running. Check Central Administration >

System Settings for a list of servers running this service.

Required Permissions

To perform this procedure, you must meet either of the following requirements:

) Member of the local server's Administrators group.

o Member of the Farm Administrators group.

Install AD Self Service on SharePoint Server

a. Download the zip file (*.zip) of the product of your choice from the BoostSolutions website, then
extract the file.

b. Open the created folder and run the Setup.exe file.

Note
If you cannot run the setup file, please right click the Setup.exe file and choose Run as

administrator.

c¢. A system check is performed to verify if your machine meets all the requirements for installing
the product. After the system check is finished, click Next.

d. Review and accept the End-User License Agreement and click Next.

e. Inthe Web Application Deployment Targets, select the web applications you are going to
install and click Next.

Note

If you select Automatically activate features, the product features will be activated in the
target site collection during the installation process. If you want to manually activate the
product feature later, uncheck this box.

f. Upon completion of the installation, details are displayed showing which web applications you
product has been installed to. Click Close.
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2.4 Upgrade

Download the latest version of our product and run the Setup.exe file.

In the Program Maintenance window, select Upgrade and click Next.

2.5 Uninstallation

If you want to uninstall the product, double-click the Setup.exe file.

In the Repair or Remove window, select Remove and click Next. Then the application will be
removed.

2.6 Command Line Installation

The following instructions are for installing the solution files for AD Self Service in SharePoint 2010
by using the SharePoint STSADM command line tool.

Required permissions

To use STSADM, you must be a member of the local Administrators group on the server.

Install AD Self Service on SharePoint Server

If you have installed BoostSolutions products before, please skip the steps of Foundation installation.
a. Extract the files from the product zip pack to a folder on one SharePoint server.
b. Open a command prompt and make sure your path is set with the SharePoint bin directory.

e SharePoint 2016/2019
C:\Program Files\Common Files\Microsoft Shared\Web Server Extensions\16\BIN
e SharePoint 2013

C:\Program Files\Common Files\Microsoft Shared\Web Server Extensions\15\BIN

c. Add the solution files to SharePoint in the STSADM command line tool.

stsadm -o addsolution -filename BoostSolutions.ADSelfServiceSetup16.2.wsp

stsadm -o addsolution -filename BoostSolutions.FoundationSetup16.1.wsp
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d. Deploy the added solution with the following command:

stsadm -o deploysolution -name BoostSolutions.ADSelfServiceSetup16.2.wsp -
allowgacdeployment —url [virtual server url] -immediate

stsadm -o deploysolution -name BoostSolutions.FoundationSetup16.1.wsp -
allowgacdeployment —url [virtual server url] —immediate

e. Wait for the deployment to complete. Check the final status of the deployment with this
command:

stsadm -o displaysolution -name BoostSolutions.ADSelfServiceSetup 16.2.wsp

stsadm -o displaysolution -name BoostSolutions.FoundationSetup16.1.wsp

The result should contain a <Deployed> parameter for which the value is TRUE.

f.  In the STSADM tool, activate the features.

stsadm -o activatefeature -name Brandysoft.SharePoint. ADSelfService —url [site collection url]
—force

stsadm -o activatefeature -name Brandysoft.SharePoint. ADSelfServiceAdmin—-url [virtual server
url] —force

Remove AD Self Service from SharePoint Servers

a. Removal is initiated with the following command:

stsadm -o retractsolution -name BoostSolutions.ADSelfServiceSetup16.2.wsp -immediate -url
[virtual server url]

b. Wait for the removal to finish. To check the final status of the removal you can use the following
command:

stsadm -o displaysolution -name BoostSolutions.ADSelfServiceSetup 16.2.wsp

The result should contain the <Deployed> parameter for which the value is FALSE and the
<LastOperationResult> parameter with the RetractionSucceeded value.

¢.  Remove the solution from the SharePoint solutions storage:

stsadm -o deletesolution -name BoostSolutions.ADSelfServiceSetup 16.2.wsp
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Remove BoostSolutions Foundation from SharePoint Servers

The BoostSolutions Foundation is mainly designed to provide a centralized interface to manage
licenses for all BoostSolutions software from within SharePoint Central Administration. If are still
using BoostSolutions product on your SharePoint server, please do not remove Foundation from the
servers.

a. Removal is initiated with the following command:

stsadm -o retractsolution -name BoostSolutions.FoundationSetup16.1.wsp —immediate —url
[virtual server url]

b. Wait for the removal to finish. To check the final status of the removal you can use the following
command:

stsadm -o displaysolution -name BoostSolutions.FoundationSetup 16.1.wsp

The result should contain the <Deployed> parameter for which the value is FALSE and the
<LastOperationResult> parameter with the RetractionSucceeded value.

c. Remove the solution from the SharePoint solutions storage:

stsadm -o deletesolution -name BoostSolutions.FoundationSetup16.1.wsp

2.7 Feature Activation

Activate Feature in Site Collection

By default, the application’s features are automatically activated once the product is installed. You
can also activate the product feature manually.

a. On the Site Actions menu, click Site Settings.
b. Under Site Collection Administration, click Site collection features.

c. Find the application feature and click Activate. After a feature is activated, the Status column
lists the feature as Active.

BoostSolutions AD Self Service 2.10.318.0
_'ﬁg Enables users to view and modify their own AD account information, (Powered by Deactivate

BoostSolutions)

Activate Feature in Central Administration
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a. Enter Central Administration, on the Quick Lunch, click System Settings.
b. On the System Settings page, under Farm Management, click Manage farm features.

c. Find AD Self Service's features and click Activate. After a feature is activated, the Status column
lists the feature as Active.

BoostSolutions AD Saif Service 2.9.1114.0

E@ Enables users to view and modify their own AD account information. (Powered by b e CEi
BoostSolutions)
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3. Configure ADSS in Central Administration

To configure AD Self Service settings in Central Administration, you must be a member of the farm
administrators group.

3.1 Enter ADSS Settings Page

On the Central Administration page, click AD Self Service Settings under BoostSolutions Software.

Boostholutions Software
|AD Self Service Settings |
AD Administration User
Permissions

License Management Center

Or on the Quick Launch, click BoostSolutions Software, and then click AD Self Service Settings
under AD Self Service.

BoostSolutions Software

@ License Management Center

License Management Center

":EE”" AD Self Service
AD Self Sa*ln.rice Settings

Eq AD Administration

General Settings  AD Administration User Permissions | View User Permissions
License Management

3.2 Exclude Users/Groups

This allows you to secure AD property changes by excluding users like interns, contractors,
freelancers or other short-term employees from accessing the ADSS Web Part.
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a. Enter the names of active directory groups or users to be excluded in the Exclude
Users/Groups box, or find their names via the directory.

Exclude Users/Groups
Excluded Users/Groups
Specify the AD users/groups that will not / P
be able to view or change AD information Henry Lee: BR\document team

in the AD Self Service web part

& B2

b. Click the & icon to verify the names.

3.3 Configure Properties

By default, AD Self Service provides predefined properties for users to modify. Administrator can also
add other active directory properties. All property configurations in Central Administration can be

retained during product upgrade.

To add a property:

a. Enter Central Administration > AD Self Service Settings and click the Add button in the

Include Properties section.

b. Inthe Add New Property dialog, enter the Display Name and the Property Name then click
OK to confirm your operation.

e Display Name: Type the name you want to show on the AD Self Service web part.

e Property Name: Type the property’s LDAP name.

Note

If the property name entered does not match the one in the AD, then an error will occur when
you add a property in the Tabs for ADSS Web Part configuration in site collections.

To modify a property:

a. Inthe Include Properties section, select an available property.
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Incdude Properties
Properties:

City:(l)
. ™

Specify properties that can be added to
the web part.

[lisn WE=Ta

Display Mame:

Company: |

Property Name: | company |

Add Modify Remove Restore Default

b. Specify the Display Name or Property Name then click Modify.

Include Properties
Properties:

Specify properties that can be added to
P.0. Box:(postOfficeBox)

the web part.
Pager:(pager) ]
Picture({thumbnailPhoto)

State/Province:(st)

Strest:(streetAddress) v
[Telenhone Mumheritelenhanablumben
Display Mame: | Picture |
Property Name: | thumbnailPhoto |
Add Modify Remove Restore Default
B

To remove a property:

In the Include Properties section, select a property which you want to remove and click Remove.

Include Froperties
Properties:

Specify properties that can be added to —
Fax:(facsimileTelephoneMumber)

the web part.
First Name:{givenName) e
Home Phone:(homePhone)

Initials:{initials)

IP Phone:ipphone) v
| act Mama-on)
Display Mame: | Home Phone: |
Property Mame: | homePhone |
Add Modify Rerrr,{'e Restore Default
L5

To restore default properties:

Administrators can add, remove or change properties in Central Administration. With Restore

Default properties, they can get all predefined properties back.
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To reload the default property configurations, click Restore Default.

Incdude Properties

Properties:
Specify properties that can be added to P

the web part. Fax:(facsimileTelephoneNumber)
First Mame:{givenName)
Initials:{initials)

IP Phone:(ipphone) W

| 2t Mlams-fom

Display Name: | Home Phone:

Property Name: | homePhone

~

Add Modify Remove Resturelﬁeﬁult

Note

Restoring default properties will result in the loss of changes in the property settings.

3.4 Configure Email Notification Settings

This function allows you to configure a confirmation email to be sent to administrators after users
have changed their AD information. To enable this function, select the AD Self Service Email
Confirmation check box.

To enable this function, check the box next to AD Self Service Email Confirmation
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[W] AD Self Service E-Mail Confirmation
Send a confirmation email to the
administrator after users have changed ;

= Subject:
their AD information. )

Email Content

Message:
RS S T Y
AAlB IO EEEZTIZEE AN N
[Default Message]
Insert Expression ﬂ Send message in HTML format Preview

Specify Email Recipients:

Recipient email address(es) (separate email addresses with a comma):

e Subject: Specify the subject of the message.

e Message: Type the e-mail message. You can specify the message format as HTML format or
Plain text by selecting the checkbox next to Send message in HTML format.

e HTML format: Compose the message with various fonts, colors and bullet lists.

53 LA D
A Al B I DO

S LY I
= A 3w

- £

s

BB

LX)
111
RIEIN

"l
(Th 4]

e Plain text format: This format don't support bold, italic, colored fonts or other text formatting.
¢ Insert Expression: Insert the the preset expressions in your message.

e Default Message: Insert a table summarizing all changes made to the properties.

e Current Date & Time: Insert the date and time when the properties were changed.

e Current User: Insert the name of the user who modified the properties.

¢ Send message in HTML format: Specify whether to send the message in HTML format; the
default choice sends the message in Plain text.

e Preview: Preview the message content.
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&3 Email Content Preview -- Webpage Dialeg

hkkhk hkkhk HAhKKK
KEKEK KAhkKKK HEKKK
Kkkkk Kok kkk Hhkkk
kkkkk hkkkk wkkkk

Close

e Specify Email Recipients: Enter the email address of administrators or users who notifications
will be sent to; separate user names with a comma.

Specify Email Recipients:

Recipient email address(es) (separate email addresses with a comma):

admin@crystal.local

Note Recipient email address(es) could either be an administrator's email address or the
email addresses of any other users (e.g. managers or supervisors).

3.5 Configure Log Settings

This function tracks the property changes or modifications made by users. To enable the log function,
select the Enable AD Property Change Log check box.

] Enable AD Property Change Log

Wiirite log file on the server when users AD Property Change Log Schedule Options:
change their AD information, i Monthly
® Every| 7 days
[] Delete log from the server after days

View Logs
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Log schedule options:

¢ Monthly: Record logs every month.
e Every n days: Generate a log file every n days.

¢ Delete log from the server after n days: Administrator can decide when and whether log files
should be deleted. To enable this function, check this check box and specify the number of days.
Logs will be deleted after the number of days specified.

To view and manage logs, please see 7. Manage Logs for details.

3.6 Configure Custom SMTP Settings

Change these settings if you want custom settings for outgoing emails.

SMTP domain name or IP address:
mail.crystal.local

Port:
25

From display name (this will be displayed in the From field of each email notification):
Domain admin

From address (this will be set as the default From address for each email notification):

admin@crystal.local

Reply-to address (this will be set as the default reply-to address for each email notification):

admin@crystal.local

() Use default Windows user login credentials

(® Use custom user login credentials

User Name: admin@crystallocal
Password: Tl
] Enable SSL connection

Send Test Email

e SMTP domain name or IP address: Enter the name or IP address of your email server.
e Port: Enter the port number.

e From display name: Enter the display name for the “From” field (optional).

e From address: Enter an email address.

¢ Reply-to address: Enter an email address (optional).

e Credentials: Configure the credentials to connect your server.
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¢ Send Test Email: Test if the email can be sent successfully.

Note

You don't need to customize these settings if the SMTP server settings are already configured in
SharePoint Central Administration.
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4. Configure ADSS Web Part

To add or configure the AD Self Service web part, you must have Full Control or Design permission
level.

4.1 Add ADSS Web Part to a Page

a. Go to the page where you would like to add AD Administration Web Part. Click Settings £ and
then click Edit Page. On the ribbon, click Insert under the Editing Tools tab, and then click
Web Part.

BROWSE PAGE FORMAT TEXT MSERT

B Lo <

Table Picture Video and Link  Upload App Web Embed
- - Audio - File Part Part Code

Tables hedia Links Parts Embxed

b. In the Categories section, click BoostSolutions Web Parts, select BoostSolutions AD Self
Service from the Web Part list, and then click Add.

Parts About the part
&2 BoostSolutions AD Administr... BoostSolutions AD Self Service Web Part
[(@)BoostSolutions AD Self Servi... Enables users to view and modify their own AD account
hBoostSolutions Business Cha... information.

=*Boostsolutions Calendar Roll...
_3 BoostSolutions List Collectio...

[@)BoostSolutions Password Ch...

[@)BoostSolutions Password Ex...

Add part to: Rich Content| V]

c. The ADSS Web Part will be added on the page as follows:
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% BoostSolutions AD Self Service Web Part

| General | Address | Telephones | Crganization |

-,

“ system

—

First MName:

Initials:

Last Mame:

Display Name:

Description:

Office:

Telephone Mumber: Other...
E-mail:

Web Page: Other...

Camcel

Please open the tool pane to modify account information using AD Self Service.

4.2 Configure Credentials

Note

AD Self Service cannot work properly when multiple domains are involved in the operation.

a. Click the link open the tool pane. Or click Edit Web Part on the Web Part drop-down menu.

b. In the Administrator login credentials section, enter the username and password to connect to

the active directory.
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4 BoostSolutions AD Self Service Web Part X

AD Self Service Settings 2

{Mote that some settings must be
configured from within SharePoint
Central Administration.)

Administrator login credentials
Username

Tom
Password

Note

The user must be a member of Domain Admins. If the account is not member of Domain
Admins, any changes made to AD information in the ADSS Web Part will not be saved.

Diain |  Envionment |  Sessons |  Remote control
_ Remote Desktop Services Profile |  Personal Vitual Desktop | COM+
General | Address | Accourt | Profile | Telephones | Organization ~Member Of

Member of:

Active Directory Domain Services Folder

Domain Admins crystal local/Users
Domain Users crystal local/Users
WSS ADMIN W... crystallocal/Users

If the account is not member of Domain Admins, any changes made to AD information in the
ADSS Web Part will not be saved.
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@ BoostSolutions AD Self Service Web Part

| General | Address | Telephones | COrganization |

‘ ~
‘ annette

|
First Name: | Annette |
Initials: | B |
Last Mame: | Young |
Display Mame: | Annette Young |
Description: | |
Officer | MSD 112 |
Telephone Number: | 917-742-7674 | Other..
E-mail: | annette.young@br.local.com |
Web Page: | | Other... v

Lave Cancel

Failed to save user information. Please check your AD Self Service account settings. Details: Access is denied.

4.3 Manage Tabs

By default, ADSS provides four tabs (General, Address, Telephones and Organization) that include
common active directory properties.

Property Settings

& General

B Address

£ Telephones

X | E | x| K

& Organization

C3 Add New Tab

kd Awvailable Properties
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4.3.1 Set Tab Height/Width

You can specify the tab height and width. The default value for Tab height is 380 and width is 560.

380 Pixels
Tab Width
560 Pixels

4.3.2 Add a Tab

a. Toadd a tab, click Add New Tab.
Property Settings
£ General
& Address

& Telephones

(| k| X | =B

3 Organization

3 add ﬁu Tab
kd Available Properties

b. In the text box, enter the tab name.

Property Settings
& General
3 Address

3 Telephones

| k(| B | B

& Organization

|

kd Awvailable Properties

c. Press the Enter key and the tab is added.
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Property Settings

& General

& Address

& Telephones

k&3 Organization

(e | | 8 | =

& Account

C3 Add New Tab

kd Awvailable Properties

d. Click OK in the ADSS Web Part configuration panel and the tab is added as follows:

# BoostSolutions AD Self Service Web Part

| General | Address | Telephones | Crganization | Account |

‘ annette

First Name: Annette

Initials: | B |
Last Mame: | Young |
Display Names: | Annette Young |
Description: | |

4.3.3 Change a Tab Name

a. Click on the name of the tab.
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Property Settings

¥] |General ><|$3
B Address ®
£ Telephones ®
3 Organization ®

C3 Add New Tab

kd Available Properties

b. The field will become editable. Enter a new tab name and press the Enter key to confirm.

4.3.4 Delete a Tab

®

Click the delete icon on the right side of a tab to delete the tab. A confirmation message will

appear. Click OK if you are confirmed with the deletion.
Property Settings

i3 General

& Address
i3 Telephones

3 Organization

(?3&33333

£3 Add New Tab

kd Awvailable Properties

Note

The properties under the tab will not be deleted with the deletion of the tab; you can find these
properties under Available Properties.

4.3.5 Adjust the Positions of Tabs

You can drag and drop tabs to adjust their positions on the Web Part.
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Property Settings

[Sar I ~ PP | L=

& Telephones @ ® O
3 Address

& Organization
Cd Add New Tab

kd Available Properties

4.4 Manage Properties

4.4.1 Add a Property

a. Click the expand icon g to expand a tab which you want to add new properties to.

b. Under properties, click Add New Property.

= General ®
Picture v R
First Name: v R
Initials: - ®
Last Mame: - #
Display Mame: -
Deescription: =
Office: =
Telephone Mumber: - W
E-mail: -
Web Page: -

= Add Ne@mperty

¢. Choose a property you want to add.
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Add Property
Choose Property to Add:

Employee ID{employeeid
User logon name(maccountname'}

Property Mame

employeeid

Display Mame
Employee ID

Note

The properties available to be inserted are shown under Available Properties, which contains the
properties you added when you configured ADSS in Central Administration>AD Self Service

Settings and the properties you deleted in the tab. If the property you want to add is not listed,
please add it in Central Administration first.

d. Configure relevant settings for this property.

e.

Add Property
Choose Property to Add:
Employee |D{employeeid)

Property Mame
employeeid

Display Mame
Employee ID

[ pllow users to edit this property

Appearance

Display Style

Click the Add button to save your settings.
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= General "
Picture v #
First Name: v #
Initials: v ®
Last Name: - W
Display Name: - #
Description: v ®
Office: v ®
Telephone Number: v ®
E-mail: v ®
‘Web Page: - #
Employee ID -

= Add New Property

4.4.2 Set a Property as Read-Only

a.  Click the down-down arrow * on the right side of one property to expand the property
settings.

City: LS
Property Mame

M Allow users to edit this property
Appearance

Display Style

b. Clear the Allow users to edit this property check box to make it read-only.
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City: Y
Property Name

[] Allow users to edit this property

Appearance
Display Style

Text box

4.4.3 Set Display Styles

The following settings allow you to specify how users can enter their AD property information, by
entering text in the text box or by selecting values from the drop-down list or lookup column.

Appearance

Display Style

Dropdown list |
Lookup

1

Text Box Style

Allow users to modify properties in the text box; you can set the number of rows for the text box of a
property.

Appearance
Display Style

Text box

Dropdown List Style
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You can set customized predefined values into a dropdown menu for users to choose.

a. Select a Drop-down list and click the Set button.

Appearance
Display Style

Dropdown Ii5t

List Values

EN

In the New Value text box, enter a value then click the Add button.

a List Values -- Webpage Dialeg

Mew WValue:
[Tianjin] x||| Add
Current Values: .
Beijing
Shanghai

Remove
Dalian [

OK

Cancel

remove a specified value.

Click Edit to modify a specified value.

Lookup Style

Click Remove to

You can specify the columns from which to pull values from any list in any site over the current

site collection as predefined choices.
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Title: e 4

Property Name

Display Name
Title:

Allow users to edit this property
Appearance

Display Style

Job Title V|

4.4.4 Manage a Property with Multiple Entries

There are many properties in active directory with multiple entries, such as mobile, telephone
number, and so on. AD Self Service provides users with the capability to modify multiple entries.

a. Find a property with multiple entries and expand the property settings section.

b. Select the Allow multiple entries check box.

[ Allow multiple entries

c. Inthe Additional Entry section, specify the display name and select the Allow users to edit
this additional entry check box.



AD Self Service 2.0 User Guide Page 31
|

Additional Entry

Display Name for additional
entry

| Telephone (Others)

[ Allow users to edit this
additional entry

Note

The following properties allow users to modify multiple entries: Telephone number, Web page,
Home Phone, Pager, Mobile Phone, Fax and IP phone.

d. Click OK to save your settings.

® BoostSolutions AD Self Service Web Part

| General | Address | Telephones | Organization |

=1 L)
l annette

First Mame: Annatte
Initials: | B |
Last Mame: | Young |
Display Name: Annette Young
Description: | |
Office: | MsSD 112 |
Telephone Number: | 917-742-7T674 | Other. |
E-mail: | annette.young@br.local.com |
Web Page: | | Other.. b4

Save Cancel
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4.4.5 Modify a Property

You can modify a property such as its Display Name and Appearance.

Description: EN
Property Mame

description

Display Mame

Description:

@'—\IIDW users to edit this property

Appearance
Display Style

Text box

4.4.6 Delete a Property

a. Select one property and click the delete icon % onthe right side of the property.

Property Settings

& General ®
= Address #
Street: = %
P.0. Box: =
City: ]
State/Province: -
Zip/Postal Code: =
Country/Region: -

= Add Mew Property

b. A confirmation message will appear as follows. Click OK.
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o Are you sure you want to delete this property?

QK Cancel

4.4.7 Adjust the Positions of Properties

You can drag and drop the properties to adjust their positions within a tab.

Property Settings
= General ®
Picture v &
First Mame: v &
Last Name: . v
IR 1 R v R
Display Name: =
Description: =
Office: v B
Telephone Number: =
E-mail: =
Web Page: =

Employee |D .
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5. Update Personal AD Properties

After the web part is configured, SharePoint end users can modify their active directory information
through ADSS Web Part.

a. Log onto the site where ADSS Web Part is added.

b. Modify AD information on the ADSS Web Part.

% BoostSolutions AD Self Service Web Part

| General | Address | Telephones | Organization |

N
-,
“ annette
—
First Name: Annette
Initials: B
Last Mame: Young
Display Name: Annette Young
Description:
Office: MSD 306
Telephone Number: 917-742-8115 Other...
E-mail: annette.young@br.local.com
Web Page: Other... b

c. Click Save. A message will notify you that the changes have been saved successfully.
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Office: MSD 306

Telephone Number: 917-742-8115 Other..

E-mail: annette.young@br.local.com

Web Page: Other... bt

Lave Cancel

Your changes have been saved.

The Save button might be unavailable under the following circumstances:

e The current user is a system account.
e The current user is not in the same domain with SharePoint server.

e The current user is a form authentication user.

You may check this user property changes in the Active Directory. The changes are updated
successfully.

Gieneral | Addiess | Account | Prafile: | Telephnne.s | Organization |

; Annette ¥ aun
(r# ) ?

Firzt rarme; I itials: IB—
Last name: IY-:uung

Dizplay name: I.-’-‘-.nnette Young

Description: I

Office: |M3D 308

T elephone number; IEI'I 77428115 Other... |

E -mail: Iannette.ynung@br.Il:u:aI.I:I:um

YWweb page: I Other... |

] I Cancel Apply Help
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6. Upload User Avatar to the Web Part

This function allows end users to upload their own avatars from their local computers.

a. Click on the default user avatar in the ADSS Web Part.

| General | Address | Telephones | Organization

My
annette
&
First Mame: Annette
Initials: B
Last Mame: Young
Display Mame: Annette Young
Description:
Office: MSD 306
Telephone Number: 917-742-8115 Other..
E-mail: annetteyoung@br.local.com
Web Page: Other... v

In the Set Profile Picture dialog box, click Browse... to browse to the location of the photo you
want.

b. Click Upload. You can select which part of the photo you wish to use.
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(& Set Profile Picture... - Internet Explorer — >

Flease select a profile and upload. After upload, you can select which part of the

uploaded image you wish to use the avatar.
Browse... |

Upload

Press ESC to cancel.

OK Cancel

If you do not satisfy with the selected part, you can press the ESC key to cancel the selection.

c. Click OK to set the photo as your personal avatar. And you will see your avatar on the web part.

| General | Address | Telephones | Organization

e
- annette
gt s

-
First Name: | Annette |
Initials: B
Last Mame: | Young |
Display Mame: | Annette Young |
Description:
Office: | MSD 306 |
Telephone Number: | 917-742-8115 Other...
E-mail: annette.young@br.local.com

Note
Supported picture formats: JPG, BMP, PNG, GIF, etc.
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7. Manage Logs

Administrators can be alerted via emails of any modifications of AD information (e.g. an unauthorized
user changed password) that could be harmful. They can also track changes or change attempts
through log files. Go to AD Self Service Settings page, click View Logs in the Enable AD Property
Change Log section.

[ Enable AD Property Change Log
Virite log file on the senver when users AD Property Change Log Schedule Options:
change their AD information, ) Monthly

Oty 7 s

[] Delete log from the server after 7 days

View Logs

A dialog will open and the log files are displayed with File Name, Start Data, End Date and Size.

| File Name Start Date End Date

¥Cisp10-80-05222013-05232013.100 5/22/2013 5/23/2013

Click on a log file name to open or save it.
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View and track your downloads Search downloads P

Mame Location Actions 2

}v‘Cj Sp1 D—BD—D....'DQ 1.73KE Do youwant to open or |

save this file? Open || Save |"’|

yejspll

Open the log file to check the property change history. You can check the change history including
when a property was changed, who changed it, what's the change state, which property was changed
and what's the result of the change.

File Edit Foomat View Help

Timestamp User State Display Neme(Property Name) Value Before Change Value After Change

08/13/2013 14:08:45 susan Success  E.mall:(mail) susan. rhanglcrystal  local susan. thangboostsolution. con
Web Page: (wiiWHomePage ) wav, boostsolutions.com
Country/Reglon: (co)

@8/13/2013 14:24:57 Susan Success E-mail:(mail) susan, Thangfboostsolution.com  susan, ZThanggboostsolutions,com
Web Page: (WiiiHonePage ) e, boostsolutions . com wav, boostsolutions, com

08/13/2013 15:22:30 tos Success E-mail:(mail) Tom. browngcrystal. local tom, browngboostsolutions, com
Web Page: (wiWHomePage ) v boostsolutions. com
Country /Region: (co)

. »

To delete a specified log file, select it and click Delete. A confirmation message will appear. Click OK if
you are confirmed with the deletion.

ﬁ File Name Start Date End Date

ycispl0-80-05222013-05232013.log 5/22/2013 5/23/2013
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8. Properties Supported

The properties supported by ADSS are listed in the table below:

LDAP Name Display Name
thumbnailPhoto

givenName First name

initials Initials

sn Last name
displayName Display name
description Description
physicalDeliveryOfficeName Office
telephoneNumber Telephone number
mail E-mail
wWWHomePage Web Page Address
streetAddress Street
postOfficeBox P.O. box

st State/province
directReports Direct reports*
postalCode Zip/Postal code
co Country /region
homePhone Home phone
pager Pager Number
mobile Mobile Number
facsimileTelephoneNumber Fax Number
ipPhone IP Phone Number
info Notes

title Job Title
department Department
company Company

I City

manager Manager

* Property can be shown on the web part, but cannot be modified.
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9. Troubleshooting & Support

Troubleshooting FAQ:

https://www.boostsolutions.com/general-fag.html#Show=ChildTitle9

Contact Info:

Product & Licensing Inquires: sales@boostsolutions.com

Technical Support (Basic): support@boostsolutions.com

Request a New Product or Feature: feature request@boostsolutions.com



https://www.boostsolutions.com/general-faq.html#Show=ChildTitle9
mailto:sales@boostsolutions.com
mailto:support@boostsolutions.com
mailto:feature_request@boostsolutions.com
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Appendix: License Management

You can use AD Self Service without entering any license code for a period of 30 days from when you
first use it.

To use product after expiration, you will need to purchase a license and register the product.

Find License Information

a. Navigate to the BoostSolutions Software Management section in Central Administration. Then,
click License Management Center link.

b. Click Download License Information, choose a license type and download the information
(Server Code, Farm ID or Site Collection ID).

Download License Information

Download the license type information and send to salesi@boostsolutions.com to get license.

Choose a license type

®) server License
Server Code: gfad4fcbbeab2475d3bEf10d2c7b2 718982261612
75d459c683442a828de45bdd

) Farm License
Farm ID: {8fadfcbb-eab9-475d-8b8f-10d2c7b27ele}
Mumber of Users: 43 user(s)

() site Collection License
Site Collection ID: Select a site collection
Site Collection:

Download | | Close

In order for BoostSolutions to create a license for you, you need to send us your SharePoint
environment identifier. Note that different license types need different information. A server
license needs a server code; a Farm license needs a farm ID; and a site collection license needs a
site collection ID.

c.  Send the above information to us (sales@boostsolutions.com) to generate a license code.



mailto:sales@boostsolutions.com
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License Registration

a.  When you receive a product license code, enter the License Management Center page.

b. Click Register on the license page and a Register or Update license window will open.

Register or Update license

Flease upload a license code file or enter the license code to activate the product.
®) Upload a license code file

| Browse...

) Enter license code

Reqister | | Close

¢.  Upload the license file or enter the license code and click Register. You will get confirmation that
your license has been verified successfully.
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Register or Update license

@ Registered Successfully

¥ The license was verified successfully.
¥ Thank vou for choosing BoostSolutions.

If you encounter any problems or would like to suggest a product requirement, please
contact support@boostsolutions.com

For more details on license management, see BoostSolutions Foundation.
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