KENNE;\N
STATE UNIVERSITY =,

University Information
Technology Services

Microsoft SharePoint 2016

Document Management

University Information Technology Services

Learning Technologies, Training & Audiovisual Outreach




Copyright © 2017 KSU Division of University Information Technology Services

This document may be downloaded, printed, or copied for educational use without further permission
of the University Information Technology Services Division (UITS), provided the content is not modified
and this statement is not removed. Any use not stated above requires the written consent of the UITS
Division. The distribution of a copy of this document via the Internet or other electronic medium
without the written permission of the KSU - UITS Division is expressly prohibited.

Published by Kennesaw State University - UITS 2017
The publisher makes no warranties as to the accuracy of the material contained in this document and
therefore is not responsible for any damages or liabilities incurred from UITS use.

Microsoft product screenshot(s) reprinted with permission from Microsoft Corporation.

Microsoft, Microsoft Office, and Microsoft PowerPoint are trademarks of the Microsoft Corporation.




University Information Technology Services

Microsoft SharePoint 2016 with Office 365

Document Management

Table of Contents

INEFOTUCTION <.ttt et e e st e e bt e e e bt e e e bb e e e bt e e e bt e e eaneeeaabeesanbeesnnneesanneenas 4
LEAMNING O JECTIVES. . eiiiiiiiiiee ettt e st e e e st e e s s ate e e e e s baeeeesabaeeesesteeeeeassaeeeesssaeessnsranesanns 4
Overview of DOcUMENT MANAZEMENT .....uiiiiiiiiiiiiriiee ettt e e st e e s sba e e e ssabeeeessabeeeesssreeessnsnens 5
The Document Library WINAOW ......ccooo ittt e e e e e st e e e e e e e et aeeeee e e e e e e snnnrannneeeeas 5
Uploading Documents to a SharePoint Document Library.......cccueeeeeeiie e 6
Creating a New Document in a SharePoint Document Library ........cccccovieeeee i eeecveeeee e 8
Opening Documents in a SharePoint Document LIDrary ... oeiccciieeiee et eenver e e e e 10
DOCUMENT ChECK OUT ... ittt et e s e st e s e s esb e e snneesanaees 13
DOCUMENT ChECK TN 1.ttt s e s st e s sab e s bbe e sneeesanaees 14
[V ET ek TTalaT=a 0 o Yol UTa g 1= N dhVA=T oY (o o I 16
MoVving and COPYING DOCUMENTS ...ccccii ittt e e e e e e e e e e s et ae e e e e e e e sesnntaeaeeeeeeeensnsreeens 19
MOVING FIleS INTO FOIABIS ...ttt e e e e e e e r e e e e e e s e e e enanarereeeeaeeennns 19
Moving Files from One Folder to ANOLhEr........ooo e 20
Copy Files from One Folder t0 ANOLNET ... ..eeiieeeee e e e e e e 21
Using File Explorer to Move or Copy Between Libraries ......cooccvvivieeiei e eee e 22
Assigning @ Workflow t0 @ DOCUMENT .......eeiiiiii ittt e et e e e e e e e e et rer e e e e e e s e s nnraaeneeeeeas 24
Sorting and Filtering Document LIbrary LiStS........ueeeeeiei oottt e e e e e e evnre e e e e e e e e e 25
Creating DocUMENT LIDIAry VIEWS ......uiiiiiii ettt et e e e e sttt e e e e e e e s e s abaaae e e e e e e e sennsaaeneeaeaeeennns 27
YT Tl 10T ol g Do Yol U] s =1 o SRR URRRR 33

Fi¥e [o 114 oY F=1 I 11 1 TP 34



Introduction

This booklet is the companion document to the SharePoint 2016 with Office 365 workshop. The
booklet will show users how to upload, create, and manage documents using document libraries and
how to create a document workflow.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Upload and open documents
e Create Documents from the Document library
e Checkin and check out documents
e Create and manage document versioning
e Creating, modifying, and sorting document views
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Overview of Document Management

Microsoft SharePoint’s document libraries provide a platform for sharing documents. The use of a
central storage area makes document collaboration and compliance with audit requirements easier.

The Document Library Window

The image below shows the a document library window. Documents that have been uploaded into
SharePoint, or created in the library, are collected in document libraries and listed in the window.

The Quick Launch panel at the left of the window lists all list and library content along with links to
display and manage other apps in the window. Documents is the default document library that comes
with SharePoint 2016 with Office 365. Users with rights to do so can create other document libraries.

Each document library list contains information about the document, which is organized into site
columns. The site column headings can be used to sort and filter the documents listed.

i Office 365

£ search Working Site % Following £ Share
Working Site
Home WS
Notebook —
=T EewW ~~ Oal UICcK edl nc o2 = ocuments ~~
N Upload ick edit £ Sy = AllD t @
Documents o
Pages
Documents
Site contents
Recycle bin ~ Name Modified Modified By
f Edit v Bookmarks.docx * 17 minutes ago Kay Lyn Prater
o CaptivateSettings.docx * 16 minutes ago Kay Lyn Prater
:! Charts and Graphs.xlsx * 17 minutes ago Kay Lyn Prater
o GRANTS SOP.docx % 17 minutes ago Kay Lyn Prater
Keyfolio Manual.pdf * 17 minutes ago Kay Lyn Prater
o notes_08_24 16.docx * 16 minutes ago Kay Lyn Prater

Figure 1 - Document Center
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Uploading Documents to a SharePoint Document Library

The easiest way to upload files to simply drag the file into your document library file list. The file will
automatically be uploaded to your library. To upload using the drop and drag method, follow the steps
below:

1. Inthe Quick Launch panel, click the Document library where you want the document to be
stored (See Figure 2).
Click the file(s) you want to upload (See Figure 2).

3. Dragto any location on the library page (See Figure 2).

Drag the items to any location. Q

D Search Working Site * iallowing [ Share
i ; —
Working Site
Home =
Motebook ~ _
(1) + New T Upload ¢ Quickedit 3 Sync =l = Al Documents - @
Diocuments _
Pages
: Documents

Site cof
Recycl bin N Marmne Madified Modiffed By
& Ldit Bookmarks.docy Yesterday at s PM Kay Lyn Brater

CaptivateSettings.docx Yesterday at 345 PM Kay Lyn Prater

Charts and Graphs.xlsx Vesterday 3t 5:45 P Kay Lyni Brater

GRANTS SOP.dock Yesterday af aids P Kay Lyn Brater

- Keyiolio Manual pdf Yosterday ot 345 FM Kay Lyn Prater

Figure 2 - Click and Drag

4. The file is now uploaded to the document library.

Warking Site % Following  £3 Share
Warking Site
+ New ~» T Upload &2 Quickedit £3 Sync .- = pll Documents v~ @
Documents
Mame Modified Modified By -
g My New Documentdocx 3 hours 2go Kay Lyn Prater
8| notes OB 24 16.docx 7 hours 2go Kay Lyn Prater
g Project kick off meeting.docx 7 hours ago Kay Lyn Prater

| 8 Recording.docx | 7 hours ago Kay Lyn Prater

Figure 3 - Document Uploaded
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You can also upload files and/or folders by following the steps below:

1. Inthe Quick Launch panel, click the Document Library where you want your document stored

(See Figure 4).
2. Click Upload (See Figure 4).

Office 365

Kay Lyn Prater ~

o CaptivateSettings.docx
o Charts and Graphs.xlsx
g GRANTS SOP.docx

Keyfolio Manual pdf

O Search Warking Site % Following &) share
. Working Site

ome WS =
Neoteboaok (—\ T {2) - 3
. \1, | -+ New |? Upload | & Quickedit 3 Sync = All Documents @
Jocuments
Pages

o Documents
Site contents
Recycle hin Name Maodified Modified By
& Edit @ Bookmarks.docx Yesterday at 5:45 PM Kay Lyn Prater

Yesterday at 5:45 PM Kay Lyn Prater

Yesterday

Kay Lyn Prater

Kay Lyn Prater

Yesterday at 5id5 PM Kay Lyn Prater

Figure 4 - Click Upload

3. The File Explorer will appear.
4. Select your file(s) from your computer, and click Open.

|.._.-__u __; | > Upioad x
Organie = New folder

. Favorites Hame =

) File Upload i

| Date modified

x|
= 0| Search Upload ﬂ
= w ©

| Tvee [ see

W Desktop
o» Rerent Places
s Downloads

Prajects
E= Bookmarks

,Ek

Lbraries

*L Documents
J. Music

=, Pictures
B vdeos

A Computer

&> Local Disk (C:)

& Shared (birch) (I:)

< Shared (kstorel) (M:)

< Trainng (VinasL.win.kennes,
o+ Local Disk [Q:)

= appications (YWnas2) (R:)
< OwiDrve{kpraterd) (U:}
< Scan Folder(kpratesd) (U:)
- Banner {¥:}

=|Al

1/4/2017 11:14 AM
8/10/2016 11:15 4M

Flie foider

Microsoft Word Do...

File name: | "Recording” "notes 08_24 16" "Project kick off meeting”

=]l A Fites

Cpen

Figure 5 - File Upload

Note: Hold CTRL as you click to select multiple files to upload.
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5. The toolbar will display the number of files being uploaded to the document library.

== | Office 365

P Search Working Site % Following &3 Share
Working Site
Home W S
Notebook _
+ New v T Upload & Quickedit £3 Sync e | ¥ Uploading 3 items I? All Documents @
Documents
=
Pages
2 Documents
Site contents
Recycle bin v Name Modified Modified By
£ Edit o Bookmarks.docx Yesterday at 5:45 PM Kay Lyn Prater
1 CaptivateSettings.docx Yesterday at 9:45 PM Kay Lyn Prater
Figure 6 - Uploading Files
6. The file(s) is uploaded to the document library.
.-C' Search Working Site * Following £ shars
Working Site
Hame WS =
Notebook T o= =
F New T Upload &% Quickedit 3 Sync s — All Documents (O]
Documents
Pages
2 Documents
Site contents
Recycle bin Name Modified Modified By
2 tdit @ notes 0B 24 1o.docx # A few seconds ago Kay Lyn Pratar
g Project kick off meeting.docx # A few secands ago Kay Lyn Prater
g Recording.docx # A few seconds ago Kay Lyn Prater
a  Bookmarks.docx Yesterday at 5:45 PM Kay Lyn Pratar
g CaptivateSettings.docx Yesterday at 5:45 PM Kay Lyn Prater
o Charts and Graphsxlsx Yesteeday at 5:45 PM Kay Lyn Pratar

Figure 7 - File Uploaded Successfully

Creating a New Document in a SharePoint Document Library

SharePoint is integrated with Microsoft Word, Excel, PowerPoint, and OneNote. As such, SharePoint
uses these online apps to create new documents. The document will open in the version of Office
Online that is suitable to the file (e.g. Word documents will open in Word Online, etc). Once created in
the online app, if you have Microsoft Office installed on your computer, then you may open with the
corresponding Office program.
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To create a new document:
1. Inthe Quick Launch panel, select the name of the Document Library in which you want to store
the new document (See Figure 8).
Click New (See Figure 8).
3. Alist will appear displaying options to create a new folder, web link, or various types of Office
documents. For example, click Word document. (See Figure 8).

5D Search Warking Site W Following £ share
N R Pl .
Working Site
Home \ N S =
s = {2)
Notebook =
—+ Mew - T Upload & Quick edit ;:; Sync = All Documents =~ O]
Documents o
i [ Folder Bl
e Docume
Sile contents ] @& Word document @
Recycle bin v Nam¢ [ Excel workbook Modified Modified By |
& Edit a Book B3 PowerPoint presentation Yeslerday at 545 PM Kay Lyn Prater
g Capti @8 OneNote notebook Yesterday at 5:45 P Kay Lyn Prater
& Chart & Link Vesterday at 545 PM Kay Lyn Prater
g GRANTS S0P docy Yesterday at 5:45 PM Kay Lyn Prater
Keyfalio Manual. pdf Yesterday at 545 PM Kay Lyn Prater
d  notes 08 24 16.docx * 15 minutes ag0 Fay Lyn Prater

Figure 8 - Create New Document

4. Word Online will open with a blank document ready for you to edit.

Word Online Working Site Documentl - Saved & Share

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q me ¢ t EDIT IN WORD
= - ~
[ A AaBbCc | AaBbCc AaBbC AaBbCc AaBbCe iis
Paste B I U abk x, x> - A- = ===1=- 3% Normal NoSpacng  Heading 1 Heading 2 Heading3 | 8B Raniace
¥ Format Painter )

Calibri (Body) v 11

Undo Clipboard Font Paragraph [P Styles ] Editing

Figure 9 - New Document Created in Word Online

5. To change the document name from within Word Online, simply click the document name.

Word Online @ Working Site Document]] & Share
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q T it an EDIT IN WORD
- 25 M= A
: bri(Body) - 11 B E-iE-E = w O Fi
9 alicy Pocy 2 A4 = AaBbCc | AaBbce AaBbC AaBbCe AaBbce — #fnd
Paste B I U ab x, x’ a- A- === = - Normal Mo Spacing Heading 1 Heading 2 Headings | 8B paplace

¥ Format Painter

Undo Clipboard Font Paragraph 7] Styles ] Editing

Figure 10- Click the Document Name
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6. Enter the new document name (See Figure 11).

7. When you have completed your edits and want to return to the document library, click the site
name next to Word Online (See Figure 11).

Working Site lo My Mew Document - Saved 'e &4 Share Kay Lyn Prater
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q 3 EDMT IN ' WORD
e - .
Calibri (Body 4 By = = oo )
1 Calto (Hody: 2 LR = "™ | maBbce | aaBbce AaBbC AaBbCe AaBbcCe # Find
B I U ak x, x'a¥- A- = == [=- - rMormal Mo Spacng Heading 1 ieading 2 Heading3 8B peniace

Font Paragraph . Styles O Editing -

Figure 11 - Change the Document Name and Return to the Document Library

8. Your new document now appears in the selected SharePoint document library.

VAT : ;
Working Site
= MNew T Upload & Quickedit 3 Sync e = All Documents -~ 0}
Documents
Name Maodified Madified By -+
g GRANTS SOP.docx Yesterday at 545 PM Kay Lyn Prater -]
Keyfolio Manual pdf Yesterday at 545 PM Kay Lyn Prater
g My New Document.docx * About a minute aga Kay Lyn Prater
@ notes 08 24 16.docx 2 hours ago Kay Lyn Prater =

Figure 12 - Your New Document

Opening Documents in a SharePoint Document Library

SharePoint Document Libraries allow you to access your Microsoft Office files and edit them online
with the Microsoft Office Online set of tools, or open the file in the desktop vesion of Microsoft Office.

The following example will demonstrate how to open a Word document in Word Online, then continue
editing the document in the desktop version of Word:
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1. Click the document name in the Document Library list.

Werking Site W Following £ share
b O S T .
Working Site
-+ New +~ T Upload ¢ Quickedit &3 Sync - @ 1 item wasn't deleted = All Documents ®
Documents
v Name Modified Modified By . x
@ GRANTS SOP.docx Yesterday 3t 5:45 PM Kay Lyn Prater -
Keyfolio Manual.pdf Yesterday at 5:45 PM Kay Lyn Prater
d My New Document.docx % 9 minutes ago Kay Lyn Prater
d notes 08 24 16.docx 2 haurs ago Kay Lyn Prater =

Figure 13 - Click the Document Name

2. The document will open in the version of Office Online that is suitable to the file (e.g. Word
documents will open in Word Online, etc). You can preview the document, or choose to edit the
document within your browser. Click Edit Document.

Word Online

Warking Site My New Document [@ Accessibility Mode |/ Edit Document - | W@ print &4 Share

Figure 14 - Edit Document

3. Adrop down menu will appear with the following:
a. Editin Word: If you have Microsoft Office installed on your computer, then the file will
open with the corresponding Office program (See Figure 15).
b. Editin Browser: You can select to edit the document in Word Online, or open the document
in your desktop version of Microsoft Word (See Figure 15).

# Edit Document ~ E[! Print ._-.'_ Share

@ Edit in Word
Use the full functionality of Microsoft

Word.

ﬁ Edit in Browser
5 Make quick changes right here using

Word Online,

ta

Figure 15 - Edit in Word or in Browser
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4. When you have completed your edits and want to return to your document library, click the
SharePoint site name next to Word Online.

Word Online Working Site My New Document - Saved &4 Share
FILE HOME  INSERT  PAGELAYOUT  REVIEW  VEEW 9 Telme ou want to do EDIT IN WORD
i Glibri@ody) -1 -|A A R E-iZ-E =MW anec | assbce AaBbC AaBbCe AaBbce P Find
Paste . B I U abe x, x - === = 1=- *=- Normal No Spacing Heading 1 Heading 2 Heading 3 . ?glReDiacE
¥ Format Painter - ’
Unda Clipboard Font paragraph = Styles [ Editing ~
Figure 16 - Click the Site Name

5. You will be returned to your document library.

6. You can also open a document in the library by:
a. Clicking the space to the left of the document to select it (See Figure 17).
b. Clicking Open to reveal a drop-down with more options (See Figure 17).

Warking Site Y Following :,,‘; Share

Working Site
(b)
@ Open | &3 Share @ Getalink 4 Download 1 selected X ()
=
Mame @ Open in Word Online Madified Madified By
a Book m Open in Word Yesterday at 545 PM Kay Lyn Prater
@ o | CaptivateSettings.docx VYesterday at 5:45 PM Kay Lyn Prater

g’ Charts and Graphs.xlsx Yesterday at 5:45 PM Kay Lyn Prater
a Document.docx 3 hours ago Kay Lyn Prater

Figure 17 - Open a Document

7. When selecting Open in Word as in this example, a window will appear asking if you want to

open the file. Click Yes.

Some fies contain viruses that can be harmful to your computer, tis
£ ! mportant to be certain that this fie is from a tustworthy source,

Do you want ta open this file?
Program: Microsoft Weord

Address:

I Yes I o

Figure 18 - Open Filde

8. The document will open in your desktop version of Microsoft Office.
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Document Check Out

If the document library has been configured to require document check in and check out, before you
can edit a SharePoint document, you must first check out that document. Checking out a document
prevents anyone else from editing the document until you check the document back in. Once the
document is checked in, the document becomes available again to be checked-out by someone else. In
addition, all changes made by the person who checked in the document are now visible to others.

To check out a document:
1. Place a check mark in front of the document you want to check out (See Figure 19).
2. Onthe Toolbar, click the ellipses for to reveal options (See Figure 19).
3. In the resulting drop-down menu, click Check out (See Figure 19).

Working Site % Following »_ﬁ Share

Working Site

WS )
@8 Open ~ £ Share @ Getalink L Download | v | 1 selected X (]
......... : e 4
o Bookmarks.dook [ Delete n Prater
<= PFin o lx
o CaptivateSettings.docx e top Kay Lyn Prater
= : 5 Moveto
gl Charts and Graphsxlsx Kay Lyn Prater
[y Copyto
o Docurment.doc Kay Lyn Prater
£ Rename
g GRANTS SCP.docx Kay Lyn Prater
Oy Version history
2 Keyfolio Manualodl Ky Lyn Braler
o 0 Alert me
] My New Document.docx Kay Lyn Prater
[# Manage my alerts

g notes 08 24 16.doo Kay-Lyn Prater
o 3l Check out e !

o Project kick off meeting.docx % hawrs ago Kay Lyn Brater

o Recording.doc 3 hours ago Kay Lyn Prater

Figure 19 - Check Out Document

4. Next to the document selected, now appears a green and white arrow, indicating that it is
checked out.

Working Site % Following £ Share

Working Site

WS
[ @ Open ~ &3 Share @ Getalink - Download — 1 selected X @
d Document. docx Kay Lyn Prater
@ GRANTS SOP.docx 1 5:45 PM Kay Lyn Prater
= Keyfolio Manual.pdf Yesterday at 5:45 PM Kay Lyn Prater
o My Mew Document.docs About 2n hour ago Kay Lyn Prater
@ notes 08 24 16dox 3 hours ago Kay Lyn Prater

Figure 20 - Checked Out Document Icon
5. Click the document to open in the online application.
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Document Check In

To check in a document:
1. Place a check mark in front of the document you want to check in (See Figure 21).
2. On the Ribbon, click the ellipses (See Figure 21).
3. In the drop-down menu, click Check in (See Figure 21).

Waorking Site
WS
V'S P
—| 2
08 Open ~ £ Share @ Getalink & Download\ﬂ 1 selected X @
o Bookmarks.doc T Delste Kay Lyn Prater =
o (aptivatebettings.doce = Pintotop Kay byn Prater
6 Charts and Graphs.dsx & Move to Kay Lyn Frater
o Documentdocx [y Copy Lo Kaiy Lyn Prater
@ GRANTS SOP.docx " Repame Kay Lyn Prater
2 Keylolio Manualpdi Ry Vattioin histery Kay Lyn Prater
o 0 Alertme
o g My New Document.doce Ky Lyn Prater
[3 Marage my alerts
g nofes (8 24 Thdock Kany Ly Prater
™ Wiscard check out
o Project kick off meeting.doox
? 9 | - Checkiin i:)

Figure 21 - Document Check In

4. If the document library has been configured to save major and minor revisions, the Check in
window opens providing options for checking-in the document version.

a. The Version type defaults to a draft or minor revision. To change to a major revision, click
the radio button to the left of Major version (See Figure 22).

b. If you want others to be able to view your most recent changes, but you want to continue
editing, click Yes to retain your check out. Otherwise leave the default setting of No
selected (See Figure 22).

c. Type comments describing what has been changed in the current revision (See Figure 22).
Click OK to continue (See Figure 22).

Check in

Versian

Retain Check Out
- Retain your check out after checking in?
- tain utt r Yes & No

Comments

. Comments:
crmmans describing what s thanged in this

i

Figure 22 - Check in Window
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5. The document is now checked in and the icon is removed from the document.

Documents
Name
a GRANTS SOP.docx

Keyfolio Manual.pdf

My New Document.docx

notes 08 24 16.docx

Modified

Yesterday at 5:45 FM

Yesterday a1 545 PM

* 9 minutes 3go

2 hours ago

Maodified By

Kay Lyn Prater

Kay Lyn Prater

Kay Lyn Prater

Kay Lyn Prater

=

6.

Figure 23 - Document Checked In

If you do not want to save a version of the document, you can select Discard Check Out from

the drop-down menu.

Name
Bookmarks.docx
CaptivateSettings.docx
Charts and Graphs.xlsx
Document.docx
GRANTS SOP.docx
Keyfolio Manual.pdf

My New Documentdocx

notes_08_24 16.docx
Project kick off meeting.docx

Recording.docx

Open
Share

Get a link
Download
Delete
Pin to top
Move to
Copy to

Rename

Version history

Alert me

More

Details

Modified By

Kay Lyn Prater
Kay Lyn Prater
Kay Lyn Prater
Kay Lyn Prater

Kay Lyn Prater
Properties

Workflow

Campliance details

I Discard check out I

Check in

Kay Lyn Prater

Figure 24 - Discard Check Out
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If the document library is configured to save only major revisions of the document, the Check in box
opens only with a Comments section.
1. Enter a comment to describe what has changed in the current verion being saved
(See Figure 25).
2. Click Check in (See Figure 25).

Check in

Comments

Figure 25- Check In

Maintaining Document Versions

When versioning is enabled for libraries and lists, you may track and manage items as things evolve in
the library or list. You may view earlier versions of items and revert back to a prior version if needed.
When versioning is configured for a document library, documents stored in that library are assigned
versions when they are checked-in. Versioning can be set to create either just major, or, major and
minor versions. A major version is usually one that is ready for a larger group to see and review,

whereas a minor version is a draft that someone is still working on.
A document can be edited only by those who have permissions to do so. If versioning has been applied

to the document, a user who has editing permissions will, by default, see the most recent minor
version of the document; a user who has only read permissions will see the most recent major version.
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To open a specific version of a document:
1. Place a Check mark in front of the document for which you want view version history
(See Figure 26).
On the Toolbar, click the Ellipses (See Figure 26).
3. In the resulting drop-down menu, click Version History (See Figure 26).

Working Site * Following £ share
Working Site
W G)
M@ Open v~ ) Share @ Getalink 4 Download m 1 selected X @)
[ Delete
Documents
= Pin to top
MName B‘ Maove to Maodified By +
g Bookmarks.docx [ Copyto Kay Lyn Prater
g CaptivateSettings.docx ¢ Rename Kay Lyn Prater
o o Charts and Graphs.xlsx I &2 Version history @ Kay Ly Prates
o ! Document.docx Q Alertme Haw Lyn Prater
o GRANTS SOP.docx (> Manage my-alerts Kay Lyn Prater
N Check out
Keyfolio Manual.pdf Kay Lyn Prater

Figure 26 - Version History

4. The Version History window displays each version of the document, including date modified,
modified by information, and any comments entered for the revision.
5. Click the version date you want to open.

Version history

Delete All Versions

Mo, + Modified Moaodified By Size Comments
3.0 1/4/2017 3:18 PM Kay Lyn Prater 16.5 KB
20 §1/4/2017317pPM ~ Kay Lyn Prater 16.3 KB
1.0 1/4/2017 11:50 AM Kay Lyn Prater 16.3 KB

Figure 27 - Version History Information

Note: You should only modify the latest version of the document.
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6. The document will open in the corresponding application installed on your computer
(versioning is not available in the online applications) . The following options will be displayed:
a. Click Compare to review a comparison of the document revisions (See Figure 28).

b. Click Restore to make the previous version the latest revision (See Figure 28).

Toaols WView

Document, backup version [Read-Only] - Word

PREVIOUS VERSION To make this previous version become the latest version, click Restore.

@

This is version 1.

Compare Restore

0O

Figure 28 - Version Options

7. When selecting Compare, all versions of the document are displayed in the application.

= Lrevisiens 2 | |misisversion1.9
L 1

[TTTE—R——Y ]

This

Wbt Byt (Hci L, kg veesics

i varsice 1.9

Figure 29 - Document Version Display

Note: If document check in and check out is configured as required, you must check out the document

before making any modifications to the versioning.
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Moving and Copying Documents
Moving Files into Folders
1. To create the new folder:
a. Click New in the toolbar (See Figure 30).
b. In the resulting drop-down, click Folder (See Figure 30).

% Following 44 Share

Working Site

{a
|+ New = | T Upload ¢&° Quickedit 3 Syne = All Documents @

Special PI il @ .

Waord document

Mamd 8 Escel workbicok Modified

@ Capti m PowerPoint presentation * Aboutaminuile age  Kay Lyn Prater

o

Capti E Onehlote notebook * About a minuie ago

& Link

&  convl # About a minule ago

Figure 30 - Create Folder

c. Enter a name for the folder (See Figure 31).
d. Click Create (See Figure 31)..

Folder

Figure 31 - Enter Folder Name

e. The folder is displayed in the document library.

2. To move afile into a folder, simply drag it on top of the desired folder, then release. The file will
be moved into the folder.

i Office 365

SO Search Westtitig Sike % Following £ Share

o Working Site

WS

Notebook
@8 Open ~» () Share @ Geta link J Download  [i] Delete == Pin to top 1 selected X ®
Documents

site Pages Special Project Documents

Special Project Documents

Pages Name Modified Modified By +
- i
Site contents I Captivate -+ % Aboutaminuteago  Kay Lyn Prater
== CaptivateSettin... to
Recycle bin T CaptivateMacHotKeys.cd— [t *# 12 minutes ago Kay Lyn Prater
Z kdit @© o CaptivateSettings.docx * 12 minutes ago Kay Lyn Prater

8 conversion.xlsx * 12 minutes ago Kay Lyn Prater

Figure 32 - Left-Click and Drag Files on to Folders
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3. You can also select multiple files by clicking the space to the left of the file, then dragging the
group to the folder.

Moving Files from One Folder to Another

1. Select the files to move (See Figure 33).
2. Click Move to in the toolbar (See Figure 33).

Working Site
B ws
|'|_T Delete I L. Move 1o !.]3 Copy to

Documents

Mame
Archive
Projects
Test Scripts

GRANTS SOP.docx

a o

notes 08 24 Te.dock

0006

o

Project kick off meeting.doox

Figure 33 - Move To

3. File location options will appear to the right. Click a folder destination (See Figure 34).
4. Click Move here (See Figure 34).

Move 3 items X

Flaces » Documents
Choose a destination
Archive
Projects
Test Scripts

09 Newfolder

Figure 34 - Move Files to Destination
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Copy Files from One Folder to Another
1. Select the files to move (See Figure 35).
2. Click Copy to in the toolbar (See Figure 35).

Working Site

Working Site

[l Delete  [§ Moveto [ copyto f

Documents > Projects

o Rt Mame

@ o GRANTS SOP.docx

WS

° 0| notes DB 24 16.docx

° o | Project kick off meeting.docx

Figure 35 - Copy To

3. File location options will appear to the right. Click a folder destination (See Figure 36).
4. Click Copy here (See Figure 36)

Copy 3 items

Place: » Documents

Cheoose a destination

Archive

¥ Projects (3)

Test Scripts

9 New folder

Figure 36 - Copy Files to Destination
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Using File Explorer to Move or Copy Between Libraries
The File Explorer view allows you to drag and drop files into your library, create folders, move and copy
files, and delete files in your library. It is only available using Internet Explorer. The following explains

how to use View in File Explorer:
1. Navigate to the document library containing the files you want to copy or move
(See Figure 37).
2. Click the All Documents drop-down (See Figure 37).
3. Click the View in File Explorer (See Figure 37).

All Documents

Site Archive ® 78 mintes agn o G ki
8 Projecks & 28 mintes ago s Wi
it ” it "
Test Scripts & 28 mintes age iy Ly Prater
it e chirw
g Docmentdoes Yestercay ot 318 PM Kty Lyw Prifter

Figure 37 - View in File Explorer

4. A Microsoft File Explorer window opens for the original library.

5. Navigate to the document library to which you want to copy or move the folders and/or files.

4. Follow steps 2 and 3 above (See Figure 37).

6. Now you have two Explorer windows open—one for the origin library (See Figure 38) and one
for the destination library (See Figure 39). Highlight the Files and Folders you want copy or

move.
&=l 3
) Ve T . B I\_) k_/‘ [ wits b ol D_‘;Ii}-'lqa?n}e] v Applications vl: Se
Lagnees | @ | Organize = New folder
Favarites 1 e = = Date dificd
B Ceckiop B= Ernergency Mumbers for Fazilitias 11-2-2., 2
= B Desktop

3 items selected

s Recenl Places -

B soiing SharePoint Cantent
B My Meswe Boscumment

=i Recent Places

Titie: dralipde values) Size: 240 KB

Authors: Add an authar

| Libraries =X Prane List . AlpAabaacal

o Decuments “E rane List by Deparment | Libraries

o Musi {+ HE: 110 Landamentals “ Documents

=), Pictures B Sharepoint Docimesnt Management Reso.. 4. Music

B vigeos B Usinig Sharepaint 2007 Decumens Manag.
T 5% I : = I

Figure 38 - Origin Library

Figure 39 - Desination Library
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7. To move files:

a. Drag the highlighted files to the destination library location and drop in the open Exlorer

window.

Organize =

« jits » tolt ¥ SPTraining b Apphications

Mew folder

Favarites i
B Desktop =

=» Recent Places

Lig?cr:?;ems = Move to Applications |
4. Music
= Pictures
B \ridane
0 items

Figure 40 - Drag and Drop Files to Destination Library

b. The files are moved from the origin library to the destination library.

8. To copy files:

c. Right-click the highlighted files in the origin library and select Copy in the drop-down list.

= Convert to Adobe PDF
% Combine files in Acrobat...

Q Scan with System Center Endpoint Protection..
Send to 4

Cut
[ coey |
Create shortcut
Delete
Rename

Properties

Figure 41 - Click Copy

d. Right-click inside the destination library window and select Paste.

View 4
Sort by 4
Group by 4
Refresh

Customize this folder...

IPaste
aste snorcu

Undo Copy

Ctrl+Z
New »

Properties

Figure 42 - Select Paste
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Assigning a Workflow to a Document

A workflow is the automated movement of a document through a series of actions or tasks. If several

people are collaborating on the creation or editing of a document, one of the collaborators can begin a

workflow which will route the document to each person in order. When one person checks the

document in, it will be forwarded on to the next person.

To start a workflow:

1. Place a check mark in front of the document for which you want to start a workflow

(See Figure 43).

2. To the right of the document name, click the ellipses (See Figure 43).

Waorking Site * rollowing £ share
Working Site
WS
@8 Open ~ 3 Share @ Getalink 4 Download 1 selected = @
Documents
MName Madified Modified By +
. Bookmarks.docx Yestarday at 545 P Kay | yn Prater
o CaptivateScttings.docx Yesterday 3t 3:45 P Kay Lyn Prater
g Charts and Graphs.xlsx e Yesterdzy at 545 P Kay Lyn Prarer
% o Document.doc # 31 minutes aga Kay Lyn Prater
g GRANTS SOP.docx Yesterday ol 545 P Kay Lyn Prater
Figure 43 - Select Document
3. Inthe resulting drop-down menu, click More (See Figure 44).
4. Click Workflow (See Figure 44).
vorking * Tollowing L3 Shae
Working Sile
@ Open ~ 3 Shae % Gelalink 4 Download 1 selecled X @
=
Documents s
et a link
Name Dok Moditied By 7
@  Roockmarss.doce Dalete Kay Lyn Pratar
g CaplivaleSellings.docs Bin ta top oy |y Prastesy
@' Charts and Graphsadsy Move to Hay Lyn Prater
° o Documentdoc Copy to K Ly Prator
o GRANTS SOPdocy Renamo s | Pl

- Keytolio Manual pdt Prapurtics

d My Mew Document.dact Workllow

Wersion histary

2 nobes 08 24 16.duo Compliapceiderals

Check o
o Brownct kick off meeting docy Chedk out

Alart me
3
More )

Dietals

Kay Lyn Pratar

Hary Lyn Pratar

Kiag Ly Pratsy

Kay Len Peatar

Figure 44 - Selecting a Document Workflow

5. Click the Workflow name in the Workflows window.
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Sorting and Filtering Document Library Lists

Document libraries are created with default view settings, however, there are various methods to

customize your view settings. At the right of the toolbar, you can change from list view to tile view or

create a custom view to be able to switch back and forth between various views to suit your needs.

Simply click All Documents to begin customizing your view.

Working Site * Following E._} Share
o .
Working Site
+ New ~ T Upload ¢ Quickedit &3 Sync =+ = All Docurnents ~ | @
v = List
Documents
B Tiles
4 Name Maodified Modified B .+ All Documents
@ Bookmarks.docx Yesterday at 5:45 PM Kay Lyn Prat] Save view
g CaptivateSettings.docx Yesterday a1 545 PM Kay Lyn Prat] Edit current view
g Charts and Graphsxlsx Yesterday at 5:45 PM Kay Lyn Prater

Figure 45 - List Options

Document library lists can also be sorted and filtered using column headings. In the image below, you
see the standard site columns Name, Modified, and Modified By. To sort or filter by one of these

columns:

1. Click the drop-down arrow next to the header by which you want to sort (See Figure 46).

2. Click the sort order or filter criteria from the drop-down (See Figure 46).

Documents
Name
u  Bookmarks.docx
@ CaptivateSettings.docx
g Charts and Graphs.xlsx
@ Documentdocx
@ GRANTS SOP.docx

Keyfolio Manual.pdf

M sdsfiedﬁ Medified By 5

Older to newer

Newer to older

2) Filter by

Group by Modified

P

Column settings

>

jn Prater

b Prater

pn Prater

jn Prater

yn Prater

Yesterday at 5:45 PM

Kay Lyn Prater

Figure 46 - Sort By Drop-Down Arrow
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You may also add columns and customize the default view to the current view. In the Edit View screen,
you may customize columns being displayed and the specific order, adjust sorting and filtering,
configure grouping, select a style, and customize item display limits. To customize your display criteria
to the default view:

1. Click All Documents (See Figure 48).
2. Click Edit Current View (See Figure 48).

Waorking Site ¥ Following £ Share

Working Site

{1)
+ New v T Upload & Quickedit 2 Sync  «-- = All Documents « | (D
« = List
Documents
E Tiles
v Name Modified Maodified B . All Documents
o Bookmarks doox Yesterday at 5:45 PM Kay Lyn Prat Save view
u  CaptivateSettings.docx Yesterday at 5:45 PM Kay Lyn “@ Edit current visw
@ Charts and Graphsxisx Yesterday at 545 PM Kay Lyn Prater

Figure 47 - Edit Current View

3. The Edit View window appears containing various sections to allow you to customize your
settings. Given that this is the default view, you will not need to edit the view name, but you
will edit the view name field as you add other custom views.

Settings + Edit View o

OK Cancel

Mame

/i e
Type a name far this view of ¢ View NMam

by Author”, so that site

5 fink All Documents

Web address of this view:
https://kennesawedu.sharepoint.com/sites/LTAQ,/Kay/Working/Shared
Jocuments/Forms/ | Allltems BSpx 3]

This view appears by detault when visitors follow a link to this document library. I you
want to delete this view, first make another view the default.

Figure 48 - Edit View
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Creating Document Library Views

Creating a document library view allows you to store and retrieve document list with a specific sort

and/or filter already applied. To create a new document library view:

1. Inthe Quick Launch pane, click the document library in which you want to create the view

(See Figure 49).
In the toolbar, click All Documents (See Figure 49).
In the resulting drop-down, click Save view (See Figure 49).

Waorking Site

Working Site

% Following 533 Share

WS ~
-+ New T Upload ¢ Quickedit &3 Sync = All Documents - @
=
s = List
Documents
H Tiles
MName Maodified Modified B » All Documents

d  Bookmarks.docx Yesterday at 5:45 PM Kay Lyn @ Save view

@ CaptivateSettings.docx Yesterday at 545 PM Kay ynPrat  Edit current view

g Charts and Graphs.xlsx Yesterday at 545 PM Kay Lyn Prater

Figure 49 - Save View

4. The Save as window opens. Enter a new name for your new view (See Figure 50).

5. The Make this a public view box is checked by default. To make this a private view for strictly

your use, uncheck the box (See Figure 50).
6. Click Save (See Figure 50).

Save as

Save current view or type a new name 2
New View

d Make this a public view

Figure 50 - Create View
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7. The new view name will be displayed in the toolbar. To edit view settings, click the View name

(See Figure 51).

8. A drop-down menu appears displaying the list view options. In the drop-down, click Edit

current view (See Figure 51).

Working Site

Working Site

* Following

@ Share

@ Bookmarks.docx
@ CaptivateSettings.docx
g Charts and Graphs.xlsx

g Documentdocx

Modified Modified By

Yesterday at 5:45 PM Kay Lyn Pratz ~ MNew View

Yesterday at 545 PM Kay Lyn Prate Save view

Yesterday a1 545 PM Kay Lyn Prate

All Documents

WS
+ New ~ T Upload ¢ Quickedit £3 Sync = New View - @
« = List |
Documents
B Tiles
Name

Set current view as default

About zn hour 2go

Kaylyn.’-‘rd Edit current view

Figure 51 - Edit Current View

9. The Edit View screen appears with the name you previously entered in the View Name field.

You may change it at this time if desired. The name will also appear in the web address for this

view (See Figure 52).

10. If you entered any spaces in the view name, remove spaces in the Web address field

(See Figure 52).

11. If you want to make this new view your default view when you first open the document library,

click the check-box labeled Make this the default view. (See Figure 52).

Working Site

Settings

# EDIT LINKS

Edit View o

the document libra
aw what ta expect when they

Miake the name descrigt

-Aake this the default view

Delete OK

View Narme 9
I Mew View

Web address of this view:

https://kennesawedu.sharepoint.com/sites/LTAD/Kay/Working/Shared
Documents/Formsg Mewview |

(Applies to public views only)

Carcel

Figure 52 - View Name
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12. Select the checkboxes for the columns that you want to display in the view, and set the order

of the columns with the Position from Left drop-downs.

@ Columns
Select or clear the check box next to each column you want to show or hide in this view of this page. To specify the Displﬁ--
ordar of the columns, <t 2 number in the Position from left box.

I e o O Y C 4 (A 8

Column Name

Type [icon linked to document)
Mame (linked to document)
Modified

Modified By

App Created By

App Modified By

Check In Comment
Checked Out To

Caontent Type

Copy Source

Craatad

Craatad By

Edit {link to edit item)

Filz Size

Folder Child Count

I

Item Child Count

MName (for use in forms)

Mame (linked to document with edit

menu)
Title

Version

Position from Left

L<]

[®]

w

[

<l 1 (<l =1 =

Figure 53 - Select Columns and Position

13. Select the column(s) by which you want to sort, and the sort order.

= Sort

sorting items

Select up to two columns to determine the order in which the rtems in the view are displayed. Leam zbout

First sort by

Mone

the column:

Show itams in ascending order
(AB,Corl23)

Show items in descending arder
(C,B, & 0r 3,2, 1)

Then sort by the column:

Mone

. 1
(") l 2
- 3

N
) le
e 2

[ sort only by specified criteria (folders may not appear before items).

Show items in ascending order
(ABCorl 23

Show items in descending order
(C.BAOr321)

V]

¥

Figure 54 - Select Column Sort Order
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14. Select filter criteria if you want to see a subset of the documents in the library.

= Filter

Show all of the tems in this view, or display a subset of the items by using filters. To filter on a column

based on the current date or the curent user of the site, type [Today] or [Me] as the column value, Use 1] D]jﬂ Show all items in this view
indexzd columrs in the first clause in order to speed up your view. Filters are particularly important for

lists containing or more items because they allow you to work with large lists more efficiently. Learn
about filtering 1t

) 8= chaow items only when the following is true:

Show the items when column

None ﬂ

is equal to ﬂ

Oand @ or
When column

None ﬂ

is equal to ﬂ

Figure 55 - Select Filter Criteria

15. Select grouping options if you would like to group documents by site columns. For instance,
you could group the documents first by “Status”, and then by “Version”.

B Group By
Select up to two columns to determine what type of group and subgroup the items in the view will be First group by the column:
displayed in. Learn about grouping items.
None ﬂ
& ‘r:' Show groups in ascending order
(AB,Corl 2 3)
l‘:' Show groups in descending order

(C,B, A or3 2 1)

Then group by the column:

None ﬂ

IE Show groups in ascending order
(ABCorl 23

lE Show groups in descending order
(C,B,A0r321)

By default, show groupings:
® Collapsed O Expanded
Number of groups to display per page:

Figure 56 - Select Group By Options
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16. Select Totals to view a list of column names and drop-down boxes to display various totals in
the selecte view.
a. Drop-down boxes are displayed for each column in the selected view.

= Totals

Select one or more totals to display.
Column Name Total
Modified (Average supported in datasheet view only)
Modified By None j
Mame Count ﬂ
Source Name (Converted Document) Mone ﬂ
Source Version (Converted Document) MNaone ﬂ
Type MNone ﬂ

Figure 57 - Column Drop-Down Boxes

b. Depending on the column type, there are options to provide item count, average,
maximum, and minimum values (see Figure 58 - Total Item Drop-Down Selection).

= Totals

Select one or more totals to display.
Column Name Total
Modified (Average supported in datasheet view only)
Modified By None
MName
Source Mame (Converted Document)

Source Version (Converted Document)

Type

Figure 58 - Total Item Drop-Down Selection

17. Select Styles to view a drop-dpown list of various styles available for your current view.
Applying a different style can make the view easier to read.

= Style

Choose a style far this view from the list on the right. View 5t)‘|e‘
v Ll .

Basic Table ;I
Document Details
Mewsletter
Mewsletter, no lines
Shaded
Preview Pane
i

Figure 59 - Styles Drop-Down
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18. The Folders section lets you display items either inside folders or without folders.

= Folders
Specify whether to navigate through folders to view items, or to view all items at once, Folders or Flat:
& Show items inside folders

¢ Show all itemns without folders

Figure 60 - Folders

19. The Items section lets you limit the number of items displayed in the View.

=@ Item Limit

Use an item limit to limit the amount of data that is returned to users of this view. You
can either make this an absolute limit, or allov rs to view all the items in the
document library in batches of the specified size. Learn about managing large lists, 30

MNumber of items to display:

" Display items in batches of the specified size.

& Limit the total number of items returned to the specified amount.

Figure 61 - Item Limit

20. The Mobile section lets you create settings for mobile view access to your SharePoint site
(See Figure 62).
21. When you have finished selecting all the settings for the View, click OK (See Figure 62).

= Mobile
Adjust mobile settings for this view. ¥ Enable this view for mobile access

(Applies to public views only)
¥ Make this view the default view for mobile access

(Applies to public views only)
@

MNumber of items to display in list view web part for this view:

3

Field to display in mobile list simple view:
Mame (linked to document with edit menu) j

Web address for this mobile view:

@ OK Cancel

Figure 62 - Mobile Settings
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Searching for Documents

SharePoint allows you to search for documents located in any document library anywhere on your site
using the Search this site search box. This will display all content across your site containing that that
particular term. To locate content stored in SharePoint:

1. Click the Search this site box in the upper right-hand portion of the screen.

Search this site « O

2. Inthe drop-down box, click Search Everything.

Search everything - 0 I

Figure 63 - Search this site

3. Enter the search words in the Search Box and click the Search button.
4. The Search Results window will appear.
a. The documents containing content related to the term you entered will appear on the right.
Simply click on the content link to open the document (See Figure 64).
b. Inthe Quick Lauch window to the left, click on an item listed in Result type or Author to
limit your results (See Figure 64).

E> Training @
Search
b

Result type

nds/DwiPay 101 Training.pptx

=-on training on Turni in greater use of the ... The
rade the sude

idents

Figure 64 - Search Results Window
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You may also search a particular Document Library using the search box located at the top of that
document library. To search for a document in a document library:

1. Click the Document Library you want to search (See Figure 65).

2. Click in the Search box above Quick Launch (See Figure 65).

i Office 365 KENNESAW

STATE [NIVERSITY

Home

Working Site

Working Site
WS

Notebook

—+ New T Upload ¢ Quickedit %3 Sync

Documents

Figure 65 - Document Search

3. Inthe Quick Launch Search box, enter the search words for the file(s) you are searching for. As
you type, the search box will display the documents that contain text matching your search
parameters.

training % Working Site
= Project kick off meeting.docx
Kay Lyn Prater - Shared Documents - 4/11/2016

Who will be entered into Team... access to a training/test
environment to develop training material...

@= Bookmarks.docx
Kay Lyn Prater - Shared Documents - 2 days ago

@ notes 08 24 16.docx

Kay Lyn Prater - Shared Documents - 8/

Adam began by showing the reservation site for AV... change,
workshops, tickets, and group trainings

@ Charts and Graphs.xlsx

Kay Lyn Prater - Shared Documents - 9/2
Julie Grounds Rico Training Lashawn Finance...

L See more results

Figure 66 - Document Search

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu
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