Checking Out and Checking In Documents
If at any time, many individuals are working on a

H H document simultaneously, managing the most current
M ES S A G E Workl ng Wlth updates and content can become quite confusing. By
H H checking out documents, you are able to ensure that the
P Docu ment LI bra ries document you are working on is not being altered by
another team member.
WwWw.messageops.com Checking Out Documents
1.  Navigate to your document library

m 2.  Select Document tab from the ribbon, as well as
Browse

Create a Document Library

1. From your SharePoint site, select Site Actions -> New L_} Edit Page ) the check box next to the document you wish to
Document Libra ry Edit the contents of this page. edit.
2. Inthe next window, specify the name of the library, if you wish |5 Eﬂngfs-?n'ihpfn‘ﬁfzfﬁgfﬁE‘? 3. Click Check Out from the Ribbon. You can now
. . is site on your computer. . . .
to add it to the quick launch, as well as the default template for I edit the document without other users accessing
the library. Create 2 page you can and making changes to it.
*There are some limitations based on your browser when working with =l EEE!E::S”&";?:LJ e oo Toale
libraries. —— - : -
Fully supported browsers Limited browsers N s £ =
Internet Explorer 9 (32-Bit) | Internet Explorer 9 (64-Bit) T Torarce, ana e \j |j il 2’ é’_.s
Internet Explorer 8 (32-Bit) | Internet Explorer 8 (64-Bit) j View AllSite Content Mew Upload Mew Edit View
- . i pe, renes ana s Document » Document ~ Falder Document Properties
Internet Explorer 7 (32-Bit) | Internet Explorer 7 (64-Bit) St m eharepent Designer i
Moxilla Firefox 3.6 and <5 et Al Hew Open & Check Out |
later & Aecoes al ettings for this sie. Checking In Documents
N 1.  Open your document library.
Deleting a Library (B e v users toyour s 2. After you have edited your checked out
1.  Navigate to library you wish to delete. document, select the check box next to it.
2. From here, go to Library -> Library Settings 3. Click Check In -> Ok.
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Standard| Datasheet  New Create Syncto SharePoint Connedt to Document » Document- Folder Document | A Properties
View View Row View [ Current Page EﬂRggFggd Warkspace Office » L; IENEW Quick Step =3
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View Farmat Datasheet Manage Views Share & Track Connect & Export Customize Library
3. Onthe new screen that comes up, under - e e, Adding Meta_data Columns o )
Permissions and Management, you will see Delete this document library Rather than having to spend time digging and searching
"Delete this document Iibrary" Save docurment norary as template for documents, you can create metadata to assist with
Permissions for this document library filtering documents based on the author, due date, and
Manage files which have no checked in other metadata.
Uploading a Document versien

General Settings
Waorkflow Settings g

1. Navigate to desired document library. 1.  Navigate to your

Generate file plan report Title, description and nawigation

2, Select Documents -> Upload Document Enta_rprisa Metadata and Keywords document "braFY- Versioning settings
3. Browse for and select desired document settings 2. ClickLibraryTab->  advanced settings
Infermation management policy settings Library Settings > validation settings

Lib T Metadata Column default value settings
iorary o

Browse Documents
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3. S_EIeCt the fields to MMetadata navigation settings
l— filter by and move T
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0 = Upload Document SeleCted'

ibrari | Upload a document from your 4, Click Ok and navigate back to your document
Libraries computer to this library. lib Y filter th d ts b d
Site Pages| s Upload Multiple Documents . forary. You can now Tiiter these documents base
el Upload multiple documents from on their metadata properties.

your computer to this library. cr
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Uploading Multiple Documents _ —_— bt ot o
1. Navigate to desired document library. S L
K ﬁ"j Created By
2. Select Documents -> Upload Multiple i = 8- Eh
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ocument » {Document i Folder ocumen rope
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3. Browse for and select desired — ‘j Upload Document _ - T
Ty Upload a document from your

computertothis libran. i Modified
Upload Multiple Documents on

Shared Do Upload multiple documents from e
your computer to this library.

documents. You can also drag files
directly to be uploaded.
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