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Why SharePoint

Version control

Each library can be set to keep prior versions of a file. Files with the same name will
overwrite each other to ensure the most recent one is available.

By eliminating the practice of emailing files, you can be sure that the single version on
SharePoint is the most current version without guessing.

Eliminate rework and save time.
Accountability

Each save records who the file was last modified by.

Comments can be used to alert coworkers of changes and pertinent information.
Security

Security groups can be created to meet group needs.

Each document library, calendar, and discussion group can be made accessible
accessible only to the members in the allowed groups, at the allowed level.

Permissions can be customized down to the file level, if needed.
Centralized communication

Using discussion boards instead of email for information that needs to be dispersed to
an entire team ensures that it doesn’t get lost in an inbox.

Information remains easily accessible to all team members.

Back to
Contents



Browser Requirements

= Internet Explorer (IE)

— |E is the only browser fully
compatible with SharePoint.

— Firefox and Chrome are
incompatible. While they will
allow you to view some areas
seamlessly, they cannot
complete all the functions
available or utilized by
SharePoint sites.
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Terminology

Alert

— Anoatification to users that there are changes to existing information or new information
in a specified location. Alerts can be set on individual files, lists, libraries, and pages.

Discussion board
— Acentral location t share information under multiple topics.
Document library

— Alist where documents and folders are stored. The document library settings control
versioning settings, workflow settings, and information policies.

List

— Alistis a collection of information items displayed in an area or on a site. List types
include: Announcements, Links, Contacts, Events, Tasks, and Issues.

Page

— Auser-created area on a SharePoint site for displaying content.
Public-facing site

— A SharePoint site that is accessible by all LM and LMS employees.
Security group

— A collection of defined users that can be granted permission to documents, libraries,
lists, and sites as a group.
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Terminology

Site
— A complete SharePoint site stored in a named portion of the top-level site.
Subsite

— Anamed subdirectory of the top-level site that is a complete site. Each subsite can
have independent administration, authoring, and browsing permissions from the top-
level sites and other subsites.

Team site

— A SharePoint site accessible only by the team members defined in security or
domain groups.

View

— A named collection of settings for querying and displaying items or documents in a
SharePoint list or library. There are two types of views: Personal, which can be used
only by the user who creates them; and Public, which can be used by all users who
have access to the site.

Web part
— Customizable page element that can be added to SharePoint pages.
Workflow

— The automation of processes, where documents and tasks are passed automatically
from one user to another for action, according to a set sequence.
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LISTS AND LIBRARIES




Lists and Libraries

Lists Libraries
= Made up of line items = Made up of files including
= Can hold attachments documents, spreadsheets,

slide presentations,

= Created by adding images, and more

Information lines _
= Created by uploading or

creating a file
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Creating a List or Library

g

To create a new list or library: Bemadette Martinez | h

= Go to All Site Content,

Bernadette Martinez
Surveys
Pictures
Discussions
Site Pages

located on the bottom of the Ch o
left-nand navigation menu on Tirnes

any page.

Libraries
Forms

TestLibrrayPermissions

= Click Create at the top of the Testhssettlibrary

page.

Shared Documents
Lists
Tasks

Discussions

=

=N
e
g
i
E
b
0
i

All Site Content

Ct

Bernadette Martinez SharePoint Home Document Production Team Area LM5S Forms
Bernadette Martinez & site Workflows
sSurveys
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Creating a List or Library

= Select the thing you want to create. Use the filters on the left to display fewer
options.

= Give the list or library a name and click Create.
= More Options will give you the choice to add a link to the left-hand navigation menu.

Create g x
ITECES [ STEE Search Installed Items Jel
Title & Type i

Document Library
Type: Library
| : Categories: Content
; 0 7l = )
Library '_:\'3 r&_-_lJ D = A place for storing documents or other
) files that you want to share. Document
List libraries allow folders, versioning, and
Page Asset Library Data Connection Document Library Form Library check out.

Library

Site

| Name
All Categories

Blank & Custom Fika Ei : D .; :

Collaboration

More Options

Communication

Picture Library Report Library Reqguisition Log Slide Library

Wiki Page Library

Content
Data
Meetings

WeR Databases
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Adding Columns

You can add existing site columns or create custom columns for any list
or library.

To add columns, navigate to the list or library and go to List (Library
Tools > List (Library) > List (Library) Settings.

Martinez, Bernadette ~

Site Actions ~ @) Browse

— Eilj — [ Modify View . Current View: Q ) Sync to SharePoint Workspace ] Create Visio Diagram | T Ei- i 3
_I'\—-J I = _I“-—‘) 1l Create Column | Active Tasks - '3!' Q Connect to Outlook @ Open with Access ‘JA _ .@ -
Standard| Datasheet New Create E-maila Alert Rs5 Customize List
View View Row View [ Navigate Up 1-30 » Link Me-  Feed @ Export to Excel |E| Open Schedule Form @ cettings
View Format Datasheet hManage Views Share & Track Connect & Export Customnize List Settings
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Adding Columns

Under Columns select Add from existing site columns or Create
column based on your needs.

Columns

A column stores information about each document in the document library. Because this document library allows multiple content types, some column settings, such as whether information is required or optional for a column, are
now specified by the content type of the document. The following columns are currently available in this document library:

Column (click to edit) Type Used in

Author Single line of text Mew Folder Custom

Test Choice Document

Test 1 Yes/No New Folder Custom

Title Single line of text Document, Mew Folder Custom
Created By Person or Group

Modified By Person or Group

Checked Out To Person or Group

Create column
Add from existing site columns
Indexed columns
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Adding Columns

If choosing to
create a column,
select the options
for the column.

After making the
column
selections, click
OK.

Name and Type

Column name:

Type & name for this column, and select the type of information you want to store in the column. |

The type of information in this column is:
(® single line of text

J Multiple lines of text

() Choice (menu to choose from)
Mumber (1, 1.0, 100)

(O Currency (%, ¥, €)

(0 Date and Time

':::' Lookup (information already on this site)

(O Yes/No (check box)

() Person or Group

() Hyperlink or Picture

() caleculated (calculation based on other columins)
(O External Data

() Managed Metadata

Additional Column Settings Description:

Specify detailed options for the type of information you selected.

Require that this column contains information:
O Yes @ No

Enforce unique values:

O Yes @ Mo

Maximum number of characters:

255

Default value:
® Text O Calculated Value

[ 1]

Add to all content types
Add to default view

# Column Validation
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Creating Views

Multiple views can be created for any list or library by going to List
(Library) Tools > List (Library) > Create View.

List Toals

Gite Actions ~ Items
— == Chow Task Pane — _L:Ji' |"-'1E!-:if'_.-' View » Current View: {
. .
- "~=-} Z | Show Totals _“-—’} {li Create Column Open Tasks s
Standard| Datasheet Mew Create -1
View View Row Refresh Data View J 3| Mavigate Up Current Page L

View Format Datasheet Manage Views
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Creating Views

Select one of the formats to begin from scratch or select an existing
view to modify it to create a new one.

|Chnosea view format

Standard \iew: Datasheet View

u_.g View data on a Web page. You can choose from a list of display L._% View data in an editable spreadsheet format that is convenient
styles. for bulk editing and quick customization.

= Gantt View
u_—'._‘.}z View list items in @ Gantt chart to see a graphical representation
of how a team's tasks relate over time.

Calendar View
'*l View data as a daily, weekly, or monthly calendar.

‘=__| Access View Custom View in SharePoint Designer
._@ Start Microsoft Access to create forms and reports that are based |74, Start SharePoint Designer to create a new view for this list with
on this list. capabilities such as conditional formatting.

| Start from an existing view

o Al Tasks

8 My Tasks

o Due Today

8 Active Tasks

8 By fAssigned To

@ By My Groups

8 (Open Tasks

B Meeting Summary
8 DataShest View
8 Public View

8 Tasks Calendar View
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Creating Views

Name the view, select the audience (public or personal)

to display, and sorting and grouping options.

| oK H Cancel

Name

Type a name for this view of the document library. Make the name
descriptive, such as "Sorted by Author”, so that site visitors will know
what to expact when they dick this link.

View Name:

[1 Make this the default view

{Applies to public views only)

Audience

Select the option that represents the intended audience for this view.

View Audience:

() Create 3 Personal View
Personal views are intended for your use only.

(®) Create a Public View

Public views can be visited by anyone using the site.

= 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 order of the columns,
select a number in the Position from left box.

Display

Column Name Position from Left
Type (icon linked to document)

Mame (linked to document with edit
menu)

Modified

Modified By
Feedbackand Review
Test

Author

Check In Comment

Checked Out To

Content Type

Copy Source

Created

Created By

Document ID (linked to document)
Edit (link to edit item)

File Size

O
O
O
O
O
O
O
O
O
O
O

Folder Child Count

. the columns

=2 Sort

Select up to two columns to determine the order in which the
items in the view are displayed. Learn about sorting items.

First sort by the column:
| None d

Show items in ascending order
(A, B, Cyorl, 2 3)

Show items in descending order
(C.B, A 0r3,2,1)

Then sort by the column:
| MNone el

Show items in ascending order
(A, B, C,ori, 2, 3)

Show items in descending order
(C,B, A 0r3,2,1)

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

= Filter

Show all of the items 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 current user of the site, type [Today] or
[Me] as the column value. Use indexed columns in the first
clause in order to speed up your view. Filters are particularly
important for lists containing 5,000 or more items because
they allow you to work with large lists more efficiently. Learn
about filtering items.

Diﬂj Show all items in this view

—~ == -
() &= Show items only when the following is true:

Show the items when column

T —
is equal to e

Oand ®or

When column

T ——
T —

Show More Columns...
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UPLOADING FILES




Uploading Files

To upload a new file, navigate to your desired library and click Add
document in the lower left of the library.

DRUM Working Documents

[ Type Document/Form Number  Title \ersion Document Stage Assigned To Name Checked Out To Modified Modified By
IE_] 1.0 DRUM Report Revised 12/3/2017 6:41 PM Talley, Tress

Appendix C priority
scorng writeup 10-3

FINAL (2)
IEI_] LMS 1234 Sample 1.0 Stage 1b Writing Martinez, Bernadette Sample Document 1/16/2018 12:15 PM Martinez, Bernadette
Document 2 HEW

dp Add document

You can also go to the ribbon and click Upload document.

Lc'!} LN DIVIIVI OF  [%gf | \ILTIA LUYIT LR SUTILIIEU LU = JUlTngry Ll vl FUnne L vl 1eaiil Alca \E LAJE - wiiee Ul Leyduy v, [ 1 w M=l

Library Tools

SiteActions = 3% Browse RIS

5 j ﬁ p Check Out | Versian History ) Send To - \ "y Unpublish
X ; ), \¥) 1
3 Check In 't'.L el o

.34 Document Permissions = Manage Copies . Approve/Reject

MNew Upload Mew Edit View Edit E-maila Alert | Download a Workflows Publish
Document § Document » JFolder | Document i Discard Check Out Properties Properties )-(_ Delete Document Link e - Copy B Go To Source | Cancel Approva
n Open & Check Out Manage Share & Track Copies Workflows
Team Area Document Management Public Documents

R e L
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Uploading Files

= CIICk BTOWSG to |Ocate a S|ng|e flle Upload Document m 4
for upload. Uplosd Document
ir;\nﬁ?ﬂsﬁcumem ved Browse. ..
= Select the folder, if necessary, by st .
clicking Choose Folder...(this will
populate automatically if you are in | & =
a folder already).
Note: SharePoint’s filtering and view Upload Document Sk
options make folders unnecessary in ot
many Cases' e e Upload Multiple Files... e

Add as a new version to existing files

Destination Folder

= Network folder file names are limited | ... ™

to 250 characters including the oo, !
entire file path, so names should be s s
concise and abbreviated where
possible.
= Click OK to upload the file. T ——
Back to

Contents



Uploading Files

When your file has uploaded,
the document properties
window will appear.

DRUM Working Documents - TestMe.docx

The Name field is the file name B O X
of the uploaded file. R R )
If there is metadata in the file, it | = = |
will populate the Title field. s |
. . Document Stage
Enter any other information e |
that has been set up in the e Maciss pemadsts LQ
o . Documen t Type
appropriate areas and click v
O K 0 Version: 0.2 | Save I Cancel |
Created at 2/7/2018 11:16 &M by Martinez, Bemadette
. Last modified at 2/7/2018 11:17 AM by Martinez, Barmadette
Your screen will reload and you

will see the file in the library.

Back to
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Uploading Files

Note:

Some fields, like the Assigned To field, can be created as lookup fields.
Type the name as last name, first name and hit enter. If there are any
spelling errors, it will not save. Click the book icon to search for names.
Select the appropriate name from the list and click OK.

DRUM Working Documents - TestMe.docx

WE 0. X

E3 Copy
Save  Cancel Faste Delete
Ttem
Commit Clipboard Actions
Name * “TEStME x |.docx
Title |Test File |
Short Title |Test File |
Document Stage Stage 2 Vv
The current stage of the document.
Document/Form Number |TEST FILE |
o
Assigned To Martinez, Bernadette ; @
Document Type Form W
Author. Martinez, Bernadette ; 8,
Version: 0.2 | Save | | Cancel

Created at 2/7/2018 11:16 AM by Martinez, Bernadette

Last modified at 2/7/2018 11:17 AM by Martinez, Bermadetts

Find martinez

Display Mame Title Department
Bernadette Martinez Members

Bernadette Martinez Members II

Bernadette Martinez Owners

Bernadette Martinez Visitors

Martinez, Anthony (CONTR)

Martinez, Ben (CONTR) Environmental Safety Health

Martinez, Bernadette Document Formatting Specialist Business Services

Martinez, Gina (CONTR)
Martinez, Margie (CONTR) Environmental Safety Health
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UPDATING LIST/LIBRARY

COLUMNS




Updating List/Library Columns

When you update the properties of a document or folder, you will be
prompted to check out the item. There are two methods to do so.

Method 1

= Check the box in front of the document.
= Click Edit Properties on the Library Tools > Documents ribbon.

Library Tools

Version History Q i j ,3_] Send To~ @ E 3 Unpublish
B Document Permissions é fﬁ' Manage Copies Approve/Reje
E Al Download a lo ws  Publish
C A

Reject
e I Mew Edit fiey E -mail a ert W Workflo Publ
ocument ~ Document » Folder | Document Discard Check Out criicl Properties % Delete Document Link Me -~ Copy Go To Source roval
N Open & Check Out Share & Track Copies Workflows
=] e TogTTorrToTy T T DTS T
Documen t
] Holbrook, David (CONTR) 518294 1.0 Stage 1 3105 East 2/7/2018 4:20 PM
Wooden
Shoe G
IE_l] Martinez, Bernadette Form TEST FILE Test File 0.3 Stage 2 Martinez, Bernadette TestMe 2{7/2018 6:00 PM
£ HEW

4F Add document

Back to
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Updating List/Library Columns

When you update the properties of a document or folder, you will be
prompted to check out the item. There are two methods to do so.

Method 2

= Click the dropdown arrow next to the file name.
= Click Edit Properties in the drop down menu.

(] Martinez, Bernadette Form TEST FILE Test File 0.3 Stage 2

Martinez, Bernadette TestMe 47| ]9
£ HEW

View Properties
dF Add document :

I:-} Edit Properties

IEIl_] Edit in Microsoft Word

. Check Out
DRUM Information L ] . )
0] Publish a Major Version
] Type Document/Form Mumber  Title ersion Document Stage Mame {3] Version History Hot

Back to
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Updating List/Library Columns

From this screen you
can update all the
properties of the
document. Make the
necessary updates and
click Save.

DRUM Working Documents - TestMe.docx

Edit
=n ¥ Cut
H &8 ., X

Save  Cancel Paste Delete
Item
Commit Clipboard Actions
MName * |i‘|’e5tl~‘|e x |.docx
Title |Te5t File |
Short Title |TE5t File |

This does not check in Document Stage
. . . . The current stage of the document.
the file. Until the file is Document/Form Number [restrie |
D Assigned To Marti B dette ; 8,
checked in, updates — !
. . . Document Type Form V]
WI” nOt be VISIble tO Author. Martinez, Bernadette ; - 9 E
anyone else. . | e
Created at 2/7/2018 11:16 AM by Martinez, Bernadette
Last modified at 2/7/2018 £:00 PM by Martinez, Bernadette
Back to
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UPDATING FILES




Updating Files

= You must use the Internet Explorer browser to utilize SharePoint
pages. Firefox and Chrome are not compatible with SharePoint
functions. If you encounter anything strange, especially forced
downloads of files when you attempt to open them, check your
browser first.

= SharePoint will time out after 30 minutes of inactivity. Best practice is
to save your work often, just as you would with offline files. If you
have a document open and need to leave your desk for any reason,
save the file first. This will ensure all your work is saved and none of
your changes are lost.

= If SharePoint is being used to maintain version control, all documents
should be worked on SharePoint exclusively. In this case, do not
download documents from SharePoint to work on them. All files must
be opened, worked on, and saved in SharePoint, not on your hard
drive. In order to maintain version control, it is imperative that only
one copy of the file be used.

Back to
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Opening Files

To open a file, click on the file name in the library you are working in (shared
documents, team information, etc.). File names will always display as blue
hyperlinks. The file will open in the appropriate Microsoft Office program.

DRUM Working Documents

[] Type Document/Form Number Title Version Document Stage Assigned To Checked Out To Modified Modified By
IEI_] 1.0 DRUM Report Revised 12/3/2017 6:41 PM Talley, Tress
Appendix C priori
scoring writeup 10-3
FIMAL (2)
ample Document 1/16/2018 12:15 PM Martinez, Bernadette
NLIE

[ehy] LMS 1234 Sample 1.0 Stage 1b Writing Martinez, Bernadett)
D

4k Add document

Click the file name only once. Be patient. If multiple copies open, you may

inadvertently start working on a read-only copy and you will not be able to save
your work. If multiple copies open, ensure the one you ultimately work on does
not have [Read-Only] in the heading. If it does, close it and reopen the file from
SharePoint.

Home Insert Page Layout References Mailings Review View Developer Acrobat

| - ¥ = W ra Keep With Next ® B

o Check Out Required To maodify this server document, you must check it out. Check Out

Back to
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Editing Files

= When opening a file, Microsoft files will open in read-only mode.

= Click Edit Document in the yellow information ribbon across the top
of the file.

= The file will reload and you will be able to edit it normally.

== X ]

Mailings Review View Developer Acrcbat
AR IUIRO R _ @ o B . Para Keep With Next ®» B - B T R : & ﬂ 5 m L

0 Server Read-Only This document was opened from a server in read-only mode, Edit Document

Insert Page Layout Formulas Data Developer Acrobat

o Gli  cju & x = CEEER (85 2R RRS B S A
B, cari O o Sieeeilees E SO R #
-4 Copy ~ ] Fill -
e - .
Paste ) B I U-~-|i~| - A- = £F | = Merge & Center|~|| $ - % s | %3 3% | Conditional Formatas Cell Insert Delete Format . Sort & Find &
i -/ Format Painter | ‘ = | Formatting - Table - Styles = > > 2 Clear Filter = Select -

Clipboard I} Font [} Alignment [F} Number I} Styles Cells Editing

o Server Read-Only  This workbook was opened from a server in read-only mode. Edit Werkbook

DMSharePointTutorial_DMTeam.pptx [Read-Only] - Microsoft PowerPoint

Home Insert Design Transitions Animations Slide Show Review View Developer Acrobat
A

0 Server Read-Only  This presentation was opened from a server in read-only mode. Edit Presentation

Slides Outline X
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Updating File Properties in Word

If the file properties have values that do not correspond to the current options in
SharePoint (for example, if choices were updated), you will see a yellow ribbon
prompting for changes. Click Edit Properties to display the properties panel in the

document.
@ Sample Document.dgcx - Microsoft Word -L_E‘M'

Mailings Review View Developer Acrobat

N 34 Find -
ree MaBbi A
Change

Ariel 9pt bullet T bullet2 T bullets T Heading ...
Styles -

i Select -

Editing

The values that require updating will highlight themselves in a broken red outline. Select
from the provided options or update the information in the necessary manner to update

the file,

Mailings Review View Developer Acrobat

N 34 Find -
AaBbCcDdl| » AaBbCc | — AaBb( >  AaE AaBblH 65&1

4, Replace
Change

Styles -
F] Editing

2y
Paste - b7 . - P i
° u = i Ariel 9pt bullet T bullet2 T bulletz T Heading ... & Select ~

Clipboard & u ] Styles

[ para kKeep with Next @ B - o 2T RS- H kB3 .= 8 - E®T B % 8. W : -

http://teams.lm.doe.gov/DocumentManagement/DRUM%%20 Documents{sz_

Title: Docuyent/Form Number; Assigned To: Document Type:

Sample Document E |LMS}ZE4 | Martinez, Bernadette Select...

Author.:
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Updating File Properties in Excel

If the file properties have values that do not correspond to the current options in
SharePoint (for example, if choices were updated), you will see a yellow ribbon

prompting for changes. Click Edit Properties to display the properties panel in the
document.

Sample Document.docx - Microsoft Word -E‘@i'

Mailings Review View Developer Acrobat

% #3 Find -

25 Replace

rat. AaBb!

Ariel 9pt bullet T bullet2 T bullet3 T Heading .. g Change .
Styles - 5 Select

Styles Editing

The values that require updating will highlight themselves in a broken red outline. Select

from the provided options or update the information in the necessary manner to update
the file.

y x
. i
ome 5 age Layou lew i
Ry & — . . — ! TCom T‘" ‘- I AutoSum - s
A e fn a6 === S k) 5 R A
B 4] Fill =

Paste B I U -| -| S . A = = = | iF IF | i Merge & Center~ | $ - % 9 | <8 % | Conditional Formatas Cell Insert Delete Format 3 d Sort & Find &

o J = Formatting ~ Table ~  Styles - - - = ey Filter = Select ~
Clipboard 1% Font r] Alignment [F] Number (F] Styles

Cells Editing

http:/fteams.Im.doe.gov/DecumentManagement/Tea mArea{EernadetteMl'_

| [select o
| []One of i:
Qﬂ.--—-—-u ........................................................
\\'—! / =
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Updating Files

= Once you open a file for editing, you can make changes to it as you
normally would. There are no differences between updating the
content of a SharePoint file and an offline file.

= Track Changes and SharePoint

— If Track Changes are on, as is standard with our files, you will not see
other users’ updates in real time. You will still see notifications on the
bottom of your screen indicating that there is new information available.

= Some file types, such as Excel, cannot be opened in the web view if
certain features are enabled.

Back to
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Saving Files

Update the file as needed in SharePoint. When you are ready to save,
click the save icon, use Crtl + S on the keyboard, or go to the file
menu and click Save. The file will be updated on SharePoint and
anyone who opens it will see the most recent versions of the file.

" || AaBbCcDdl| e AaBbCe| AaBb(‘:-

- v - s e [ AL Ariel 9pt bullet Thullet2 || _|Ehange

File Home Insert Page
™ Save
B Save As

M save as Adobe PDF

Server copies of the file will B open
always have a green arrow i
around the save icon. Always
save to the server.

Info
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Saving Files

When you save a Microsoft file, you will see a status bar in the lower right corner of
the document. It is easy to miss if you aren’t looking for it.

PDF files do not have this status bar. If it was opened from SharePoint, it will save
to the server.

When working with larger files or at times when the server is slow, a popup window
will appear indicating the file is updating. Be patient and wait for it to complete.
Some files become very large when many images are added. The traffic on the
network, the file size, and the power of our machines all impact the time it takes to
save files. The file will upload and save to the library as intended.

Uploading to the serve EE[

Uploading http://teams.Im.doe.gov/DocumentManagement/DRUM
Information/DMSharePointTutorial_DRUM.pptx

Cancel
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Co-Authoring

SharePoint offers a feature called co-authoring. This allows multiple
users to work on the same file simultaneously.

Pros Cons

= No real-time updates if using
Track Changes

= Refreshing to see changes

= Faster
= Real-time updates

= Collaborative work
environment

Back to
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Co-Authoring

If there are changes made to the file by another user, you will be
alerted. The updated areas will be bracketed and refresh arrows will be
around the updated text, indicating a refresh is needed.

Insert Page Layout References

AaBbCcDdI| » AaBbCc — AaBb(|
T bullet2 iz‘

M |[»]

Ariel 9pt bullet

Paste = 2 - 7. -
- J = - — > .
Clipboard 1=

% H Test test test test test test test test
My Sample document

% H This is a test document.
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Co-Authoring

If you use the
file menu to

save, you will SO

See a = Oeen Document Updates Avallable
notification of —
updates in the Recent
file menu as New o,  Permissions

Home Insert Page Layout References Mailings Review View Developer Acrobat ~

Information about Sample Document
http://teams.Im.doe.gov/DocumentManagement/DRUM Documents/Sample ...

L

When you save this document, it will be updated to include
changes made by other authors.
Save

g}] Anyone can open, copy, and change any part of this Properties -
i document.
We | I . Print Protect Size 40.7KB
. . Document - Pages 1
Save & Send ) -~
Words 26
. Total Editing Time 8 Minutes
Help Prepare for Sharing i
P i L i i Title Sample Doc...
) ) =3 Before sharing this file, be aware that it contains: _
fE options i i Comments Add comme
Check for Document properties, document server properties,
® Exit s content type information, author's name and related Related Dates
S fified \
Last Modified Today, 11:38...
Custom XML data .
Created Today, 11:02...
Last Printed
X Versions and Check Out
1} ) Today, 11:37 AM (autosave) Related People
Manage ] Today, 11:35 AM (autosave) GULES L O
Versions - ) Add an auth
—— .
Last Maodified By Bernadette ...
Back to
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Co-Authoring

After you save to refresh the file, the updated areas will be highlighted
for you to review.

Page Layout References Mailings leview View Developer Acrobat

B sl Jo A x| a2 E-E-5 | EE A |
B - 2 e AaBbCcDdl| » AaBbCc __ AaBhb(
= = = = = w=" - -
paste B 7 U ke x x| WA K Ariel 9pt bullet T bullet2 ggl;:?g iR
Clipboard Font s Paragraph ] Styles I

My Sample document |
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Checking Out Files

If it is absolutely necessary to be the only person with access to a file,
you can check out a file for editing. This should only be done when
files are in the formatting and editing stage or a situation requires it.
Otherwise, this should be avoided.

When a file is checked out, other group members cannot make
updates or see updates until it is checked in by the person working on
it. If that person is out or for any reason doesn’t have access to
SharePoint and the file is needed, it can be force checked in, but all
changes made will be lost. There is no way to retrieve this
information.

Unless the version cannot change (as in the formatting and editing
stage), there are very few practical reasons for files to be checked out.
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Checking Out Files

You can check out files manually or in the file. To check out a file manually:

— Check the checkbox in front of the file row. You can select multiple files to
check out simultaneously.

— On the top ribbon under Library Tools, select Check Out.
— Click OK on the pop-up window.

Library Tools

i Edi E-mail Alert  Download 3 ki l
or | Document Discard Check Out | Properties Properties ¢ Delete Document Link Me - Copy Go To Source
Open & Check Out Manage Share & Track Copies Workflows

You are aboutto check out:
DRUM Working Documents o " Name: Sample Documentdocx

[] Type  Document/Form Number  Title Version Document Stage Assigned To Name Checked Out To Modified Modified By From: teams.lm.doe.gov

@) 1.0 DRUM 12/3/2017 6:41 PM Talley, Tress [ Use my local drafts folder

scorin

FINAL (2)

Some files can harm your computer. If this information looks suspicious, or
you do not fully trust the source, do not open the file.

LMS 1234 Sample 1.0 Stage 1b Writing Martinez, Bernadette Sample 1/16/2018 12:26 PM Martinez, Bernadette
Document
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Checking Out Files

= PDF files will prompt you for check out with a dialogue box.

= Click Check Out & Open if you want to make any changes, including
comments, to the file.

@) You are about to open:
k- /..

Name: Sample Document.pdf
From: teams.m.doe.gov

Tip: When finished with the file, you can check it in using the "SharePoint Server”
option in the File menu.

Check Out & Open l l Open ] [ Cancel l
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Checking Out Files

You can also click the dropdown arrow to the right of the file name
select Check Out.

O [EII_] Martinez, Bernadette Form Test File 001 Test File 0.4 Stage 2 Martinez, Bernadette TestMe ‘
£2 HEW -

View P rti
4f Add document lew Properties

[5» Edit Properties

DRUM Information

1 Type Document/Form Number  Title Version Document Stage Name -::J] Version History ified

Back to
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Checking Out Files

The file will not open automatically. You must still click on the file name
to open the document. The library will update to display who has the file
checked out.

Checked out files will always have a green downward-facing arrow to
indicate that status.

DRUM Working Documents
[ Type Document/Form Number  Title Version Document Stage Assigned To Name Checked Out To Modified Modified By

IEI_] 1.0 DRUM 12/3/2017 6:41 PM Talley, Tress

Report

Revised

Appendix

C priority

scoring

writeup

10-3

FINAL (2)

M5 1234 Sample 2.0 Stage 1b Writing Martinez, Bernadette Sample Martinez, Bernadette 1/16/2018 12:25 PM Martinez, Bernadette
Document Document
£ HEW

48 Add document
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Checking In Files

= Checking in a file can be done by closing the file. Using the X in the upper right corner or by going
to File > Exit menu will prompt a dialog box to check in the file,

= You do not have to check in a file until you are done with your work. Saving the file will save your
work, but it will not be visible to others until you check in the document.

= Click Yes to check in the file.
= A second dialog will pop and prompt you for the version you want to save and a comment box.

= If you want others to be able to see your changes, but continue working without others editing a file,
check the box in front of “Keep the document checked out after checking in this version.”

= Click OK to save. =) @

‘-0-‘ Other users cannot see your changes until you check in the document. Do you
== want to check in now?

IQ Other users cannot see your changes until you check in.
' Do you want to check in now?

Yes l [ No l ’ Cancel l ‘ Yes H No ]

Version Type Version Type

What kind of version would you like to check in? What kind of version would you like to check in?

@) 0.3 Minor version (draft) ©:10.2 Migor version (draft)

(©) 1.0 Major version (publish)

() 0.2 QOverwrite the current minor version

Version C

[] keep the document checked out after checking in this version. Keep the document checked out after checking in this version.

0K ] l Cancel | K Cancel
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Checking In Files

A pop-up will appear to enter comments about the changes made.
Make sure the first question remains defaulted to “No” and click OK.
The page will refresh and the file will be updated in the library.

Retain Check Out

Retain your check out after checking in?
Other users will not see your

(] [ )}
changes until you check in. If J Yes (® No
you wish to continue editing,
you can retain your check out

after chedcking in.

Comments
Comments:

Type comments describing
what has changed in this
VErSion.

C = ) =
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Checking In Files

To check in a document manually, click the checkbox in front of it and

click Check In from the Library tools ribbon.

If you checked out the file in error and have no changes to make, you
can also click Discard Check Out.

Library Tools
Documents
Check Out B E | Version History W .ﬂ Send To - \ Unpublish
oy ) 2 Q@ © '
- @ Document Permissions _‘bj‘ Manage Copies s Approve/Reject
N Edit Wiew Edit _ E-maila Alert Download a Workflows Publish
er  DocumergsfBh, Discard Check Doty Properties Properties X Delete Document Link  Me. Copy Go To Source Cancel Approva
Open & Check Out Manage Share & Track Copies Workflows
DRUM Working Documents -
O Type Document/Form Number  Title Version Document Stage Assigned To MName Checked Qut To Modified Modified By
(&l 1.0 DRUM 12/3/2017 6:41 PM Talley, Tress
Report
Revised
Appendix
C priority
scoring
writeup
10-3
FINAL (2)
N
( ’ @é LMS 1234 Sample 2.0 Stage 1b Writing Martinez, Bernadette Sample Martinez, Bernadette 1/16/2018 12:26 PM Martinez, Bernadette
Document Document
2% HEW

dF Add document
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Checking In Files

You can also click the dropdown arrow to the right of the file name
select Check In or Discard Check Out. Checking in the file this way
will prompt the same pop up for version and comments.

1 @é Martinez, Bernadette Form Test File 001 Test File 0.4 Stage 2 Martinez, Bernadette TestMe ‘ Martinez, Bernadette 2/7/2
£2 HEW -

View Properties
Edit Properties
@) Edit in Microsoft Word

DRUM Information

[i#y Discard Check Out
1 Type Document/Form Number  Title Version Document Stage Name -::3] Version History ified Modified

4 Add document

O @& Martinez, Bernadette Form Test File 001 Test File 0.4 Stage 2 Martinez, Bernadette TestMe ‘ Martinez, Bernadette 2/7/2
£ HEW -

View Properties
Edit Properties
@l Edit in Microsoft Word

4k Add document

DRUM Information o
@y Discard Check Out

[ Tvpe Document/Form Number  Title \ersion Document Stage Name [y

ified Modified

Back to
Contents




Questions

(@) [vs)
o |
> |0
—
o |
—




VIEWING PRIOR

VERSIONS OF FILES




Viewing Prior Versions of Files

YO u Vi eW th e Ve rS i O n h isto ry O IEﬂ Martinez, Bernadette Form Test File 001 Test File 0.4 Stage 2 Martinez, Bernadette T:af:[h;e "
View Properties

of a file in SharePoint. Click B citproperie

@ Edit in Microsoft Word
the dropdown menu nextto ...
any flle and SeIeCt VerSIOn [] Type Document/Form Number  Title Version  Document Stage  Name i

History.

ified

Version History i

Mo. +  Modified Maodified By Size Comments

ThIS WIII ShOW you the 1.2 2/8/2018 8:13 AM Vance, Rockelle (CONTR) 32 KB
VerS|On’ the date and t|me |t 1.1 2//2016 7:55 AM Vance, Rockelle (CONTR) 31.6 KB
This is the current published major version

WaS mOdIfled, Who mOdIerd 1.0 2/8/2018 7:52 AM Vance, Rockelle (CONTR) 31.4 KB
it’ and the Slze Of the flle 0.4 2/7/2018 3:12 PM Vance, Rockelle (CONTR) 44.7 KB

I 0 h h f.l 0 0.3 2/6/2018 1:48 PM Darr, Paul (CONTR) 44.7 KB
a Ong Wlt t e I e propertIeS. 0.2 2/6/2018 1:21 PM Darr, Paul (CONTR) 41.4 KB
0.1 2/6/2018 3:28 AM Vance, Rockelle (CONTR) 43.1 KB

Title Report Tracking Spreadsheet

Document Stage Stage 3

ThIS WIII not ShOW Changes Aszigned To Darr, Paul (CONTR)

Document Type Form

o Author. Darr, Paul (CONTR)
to th e fl I e L] Short Title Report Tracking Spreadsheet

Microsoft provides instructions for viewing prior versions here.
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https://support.office.com/en-us/article/view-the-version-history-of-an-item-or-file-in-a-list-or-library-53262060-5092-424d-a50b-c798b0ec32b1ID0EAAGAAA=2010.

Viewing Prior Versions of Files

You can view
previous
versions of a file

in Word, Excel, o, Smonnenied

= Close Documents in this document library must be checked out before editing.

or PowerPoint o

Page layout  References  Mailings  Review v Developer  Acrobat v

Information about TestMe
http://teams.Im.doe.gov/DocumentManagement/DRUM Documents,/TestMe.docx

Size 39.2KB
. h h k_ Recent e .
Wlt 0 ut C e C I n g New . Permissions Words 1
. =5 Anyone can open, copy, and change any part of this document. Total Editing Time 1 Minute
O ut th e fl I e Print Protect Title Test File
. Document ~ Comments

Save & Send
Related Dates

.
| O VI eW a Help . Prepare for Sharing Last Modified Yesterday, :53 PM
B | ﬁ Before sharing this file, be aware that it contains: Created 1/23/2018 4:29 PM
Options N = = =
# Check for Document properties, document server properties, content type information, Last Printed

previous version, [
open the file and

Author Bernadette M. Martinez

. Last Modified By Bernadette M. Martinez
Versions and Check OQut

Authar, Martinez, Bernadette
" TH @ Assigned To Martinez, Bernadette
O to th e FI I e Manage @) 0.3: Yesterday, 6:00 PM by Martinez, Bernadette
Versions ~ Related Documents

] 0.2: Yesterday, 3:22 PM by Martinez, Bernadette
@] 0.1: Yesterday, 11:17 AM by Martinez, Bernadette

G Open File Location

menu.

Sh Properties
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Viewing Prior Versions of Files

Go to Versions
and Ch eck Out. i Home t  Pagelayout  References  Mailings  Review v Developer  Acrobat . -

Information about TestMe
http://teams.Im.doe.gov/DocumentManagement/DRUM Documents,/TestMe.docx

CIiCk On any M save as Adobe PDF
B Open
Check Out Required

Ve rS I O n to O p e n B Close L_% Documents in this document library must be checked out before editing.

Info Check Out Properties -

a read-only

Pages 1

CO Of th at New Permissions Words 1
Anyone can open, copy, and change any part of this document. Total Editing Time 1 Minute
Print Protect Title Test File

version S
. Save & Send

Related Dates

Help ) Prepare for Sharing Last Modified Yesterday, :53 PM
B N\ Before sharing this file, be aware that it contains: Created 1/23/2018 4:29 PM
Options . - = =
= Check for Document properties, document server properties, content type information, Last Printed
X Exit T author's name and related people
Custom XML data Related People
Author Bernadette M. Martinez
. Last Modified By Bernadette M. Martinez
Versions and Check Out i
ﬁ Author, Martinez, Bernadette
1H @ Assigned To Martinez, Bernadette

Manage &) 0.3: Yesterday, 6:00 PM by Martinez, Bernadette
Versions -
] 0.2: Yesterday, 3:22 PM by Martinez, Bernadette
@] 0.1: Yesterday, 11:17 AM by Martinez, Bernadette

Related Documents

G Open File Location

Show All Properties
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Viewing Prior Versions of Files

Word

There is a drop down menu under

Versions and Check Out

i i)
Manage Versions. Word, Excel, and Mie oo 150 e
PowerPoint will allow you to refresh the T 91 T 110 A e
. . - I@ Check for new versions available an ave)
version list, check out the file, and recover . - [
unsaved files from this list. cdtspriete copyandprevmotir L e
E by Martinez, Bernadette

Word will also allow you to compare

1) ‘Compare with Last Version by Martinez, Bernadette
- - - - = Compare this document with the last
versions in a unique window. o e o e e
N Recover Unsaved Documents
Browse recent copies of unsaved files.

Excel PowerPoint
X Versions and Check Out o Versions and Check Out
1} | A B
Manage E) 0.8:12/5/2017 421 PM by Martinez, Bernadette VMEUEQG ] 0.6: 2/2/2018 1:11 PM by Martinez, Bernadette
Versions - ersions - i
@ 0.7:12/5/2017 400 PM by Martinez, Bernadette B 0.5:1/29/2018 6:20 PM by Martinez, Bernadette
. . = Refresh Server Versions List -
Refresh Server Versions List 3 PM by Martinez, Bernadette
M by Martinez, Bernadette ] rersi Jai Y '
I@ Check for new versions available on i IQ tchl'leegz:‘?errnewuersmns available on PM by Marti B e
the server. M by Martinez, Bernadette : y Martinez, Bernadette
: Check Out PM by Martinez, Bernadette
\_—% Ch.eck Q.Ut M by Martinez, Bernadette I_—% Edit a private copy and prevent / .
Edit a private copy and prevent other people from making changes. PM by Martinez, Bernadette

other people from making changes. M by Martinez, Bernadette

} N Recover Unsaved Presentations
b Recover Unsaved Workbooks M by Martinez, Bernadette } & )
: & . Browse recent copies of unsaved
; fB”reos\Arse recent copies of unsaved M by Martinez, Bernadette files.
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Viewing Prior Versions of Files

The previous version will open in a separate file. For Word, you will
have the option to compare to the most recent version or restore the
previous version. For Excel and PowerPoint, you will have the option to

restore the previous version as the most current.

Mailings Review  View Developer  Acrobat

B #34 Find -
AaBbCcDdl » AaBbCc — AaBb( >  AaE AaBblH ‘%ﬁs i
| Change

Insert Page Layout EEEE

Page Layout Formulas Data Review View Developer Acrobat
= & - = = ] J | G=nsert~ | T -
Ao === |5 e (B 7
j Eg = A _‘ﬂ 3% Delete -~ | @] -
Paste B I U p O ~ = =i |=-| % - % o | 4wl 9| Conditional Formatas Cell L Sort & Find &
- S | — ‘ | Formatting = Table = Styles - L=j gcipat @- Filter = Select ~
9
Clipboard & Font [ MNumber [ Styles. Cells Editing

DMSharePointTutorial_Contract.pptx, version 0.6: 2/2/2018 12:11 PM [Read-Only] - Microsoft PowerPoint

Review View Developer Acrobat

Insert Design Transitions Animations Slide Show
|
= X% = Layout ~ .. _ _ - =v — ) O shapeFill - A Find
B ! AW = =N P Y g
3 - %5 Reset =~ L shape Outline - | 25 Replace -
Paste New B 7 U abe AV - A E===|= Shapes Arrange Quick
J slide - - Section ~ LIS, o | = = = =1 = - . Styles - = Shape Effects = | L Select
Clipboard 1« Slides Font I} Paragraph F] Drawing F] Editing
l\J Previous Version A newer version is avakmsﬁxre 2
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Viewing Prior Versions of Files

Comparing the file in Word will open a window highlighting the changes.

Home Insert  Pagelayout  References N s EEC View  Developer  Acrobat

& {4 [ 258 %ttt Ly e (75 o

2] Show Markup - %3 Next
Spelling & Research Thesaurus Word | Translate Language New  Delete Previous Next Track [—H Accept Reject Block  Restrict
‘Grammar Count * ~ Comment  ~ Changes - Bl Reviewing Pane| ~ ~ ~ Authors ~ Editing

Proofing Language ‘Comments Tracking

= [ Para Keep With Next @ B

Insertions: 0 Deletions: 1 Moves: 0
Formatting: 0 Comments: 0

[Deleted Barnadette M. Martinez |
Test

(renz)

{pone)

{pone)

(pone)

{pone)
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Viewing Prior Versions of Files

If you attempt to restore the file without checking it out, you will receive
an error message.

Files generally will not need to be restored.

n error connecting to the server. The server error encountered is "The file "http://teams.Im.doe.gov/DocumentManagement/DRUM Documents/TestMe.docx" is not checked out. You must first check out this document before making changes."
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Viewing Prior Versions of Files

You can view

] T
- -
p rI O r Ve rS I O n S Of Page Layout Formulas Data Rev View Developer Acrobat A @ =g %
- - Save . .
a f||e N WO rd - Information about Report Tracking Spreadsheet
o Save As
http://teams.Im.doe.gov/DocumentManagement/DRUM Documents/Report Tracking Spreadsheet.xlsx
'th t h k' Save as Adobe PDF
wIithout checkKing A
. Check Out Required
0 ut th e fl I e Close \ﬁ Workbooks in this document library must be checked out before editing.
[
Check Out
Properties -
1 H Size 32.0KB
[0 view a prior
_ Permissions -
. g . Categories
Ve rS I O n O e n th e = Anyone can open, copy, and change any part of this workbook.
’ p Print Protect Related Dates
= Workbook - Last Modified Today, 8:13 AM
Excel file and go
= . Last Printed Today AM
h F I Help .7 Prepare for Sharing
to t e I e I I I e n u E opt L ‘ﬁ Before sharing this file, be aware that it contains: Related Paople
Options
Check for UL Author Rocki Vance
an d O to ® it Issues - Document properties, document server properties, content type information, Last Modified By ~Rocki Vance
printer path, author's name, related people and related dates Author. Darr, Paul (CONTR)
A Headers and footers Assigned To Darr, Paul (CONTR)
ersions an
Custom XML data Related Documents
( : h e C k O u t Content that people with disabilities find difficult to read [ open File Location
" Show All Properties
Versions and Check Qut
Prior versions -l
Manage E] 1.1: Today, 7:55 AM by Vance, Rockelle (CONTR)
- Versions -
Can be VI eWed E] 1.0: Today, 7:52 AM by Vance, Rockelle (CONTR)
E] 0.4: Yesterday, 3:12 PM by Vance, Rockelle (CONTR)
an d reStO red b ut &) 0.3: 2/6/2018 1:48 PM by Darr, Paul (CONTR)
] &) 0.2:2/6/2018 1:21 PM by Darr, Paul (CONTR)
EXCe I d O eS n Ot E] 0.1: 2/6/2018 9:28 AM by Vance, Rockelle (CONTR)
function.
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ADDING AND WORKING

WITH FOLDERS




Adding and Working with Folders

You can add folders to any SharePoint library to organize files. To add a

folder, go to the library you want to add a folder to. Under the Library
Tools > Documents menu, click New Folder.

New Folder 8 x

Edit

Add the ngme of HE B
the folder in the il
Name field and

click Save.

Name * || |

Save | | Cancel |

Back to
Contents



Adding and Working with Folders

To add new documents to the folder, click the name of the folder
under the Name column in the library. The list will reload to display
files under that folder or an empty folder, if no files have been added.

Click Add a document and follow the normal upload procedure to
upload files directly to the desired folder.

DRUM Working Documents

|:| Type Author. Document Type Document/Form Number Short Title Version Document Stage Assigned To

Ca 1.0

Ca 1.0

[ | 1.0

IE_I] Zutman, Marci (CONTR) Mine report 1.7 Working draft Zutman, Marci (CONTR) Ap_pen_dix Risk Scoring
Criteria

IE_I] Zutman, Marci (CONTR) 1.8 Final report Zutman, Marci (CONTR) Appendix A Investigation
Methods

IE_I] Zutman, Marci (CONTR) Mine report 1.8 Final report Zutman, Marci (CONTR) Appendix B Glossary

=Th R B T Y e B
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Windows Explorer View

To add existing files to the folder, go to the Library Tools > Library
menu and click Open with Explorer in the ribbon.

Library Tonl-

SteActions ~ @ B Browse Page Documentll Library

— Show Task Pane —, [ Modify View . Current View: Q ;;E (18] connect to Qutiook [ EI A= ! @ @
—'\_) = | Show Totals _I"-—) Tl Create Column | Defautt - ) IEI Export fo Excel ’ A = _@

Standard| Datasheet New Create E-maila Alert RSS Sync to SharePoint Connect to FormWeb Edit Mew Quick Library Library  Weorkflow
View View Row 2] Refresh Data View 3 Navigate Up 1-30 » Link Me - Feed Workspace Office - [ Open with Explorer Parts »  Library Step Settings Permissions Settings -
View Format Datasheet Manage Views Share & Track Connect & Expol Customize Library Settings

VITTOTTY ATTS
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Windows Explorer View

The first time you open this each day, you will receive a login screen.
Use your Windows/McAfee login information.

Do not use your PIV information.

Do not click “Remember my credentials”

If you get an error message, you need to delete the temporary files from
Internet Explorer, follow the steps in Deleting Temporary Internet Files.

Windows Securi

Connect to teams.Im.doe.gov
Connecting to teams.Im.doe.gov

. | martineb |

.\_” n: LM
@ember my credm1II
—Noly
s -
[ ' Insert a smart card - %E
™

| ok || cancel
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Windows Explorer View

A typical folder window will open on your desktop. This functions like

any other Windows folder.

Q - | .« http://teamsIm.doe.gov » DocumentManagement » DRUM Documents b

Eile Edit View Tools Help

Search DRUM Documents o)

Organize ~ Burn New folder

 Favarites

Ml Desktop

¢ Downloads
== Recent Places
| TeamArea

| Forms

Bl Desktop
- Libraries
‘.. Documents
4. Music
= Pictures
l, Videos
2 Martinez, Bernadette (CONTR)

& Computer
& OSDisk (C)
-8 DVD RW Drive (D:)
% LM_Public (5)
= CopyCenter (\\crow\GJScanmni
< MartineB (\\Im\gjhome) (Z:)
<} Samsung Galaxy 57

44 items

|} 5416 Tramp 2 |
| Annex Mine Report
711299 Blue Bird Mine Report.docx
X 1887 Buckeye Appendix AbbreviatedLabReport.pdf
11887 Buckeye Appendix RSATables.docx
1887 Buckeye Mine Report.docx
12805 Rusty 5 Appendix A-F.docx
1 2805 Rusty 5 Appendix RSA Tables.docx
%2805 Rusty 5 Mine Report.docx
X 2887 517907 Doublelack Appendix AbbreviatedLabReport.pdf
W) 2887 517907 Doublelack Appendix RSATables.docx
2887 517907 Doublelack MineRpt.docx
2892 Annex Appendix RSATables.docx
“X 2896 Big Shot Appendix Abbreviated Lab Report.pdf
12896 Big Shot Appendix RSA Tables.docx
2896 Big Shot Mine Report.docx
W 2904 Mill 4 Mine Report.docx
=X 2999 Just Right Appendix Abbreviated Lab Report.pdf
112999 Just Right Appendix RSA Tables.docx
=X 2999 JustRight Appendix BackgroundLabReport.pdf
1 2999 $17805_lustRight_MineRpt.docx

< | 1 |

g~ O @

L 5428 517908 HardRock Appendix Abb
5428 $17908 HardRock Appendix RSA
%5428 517908 HardRock MineRpt.docx
“L 5429 Donna K Appendix Lab Reportpd
X 5429 Donna K Appendix Merge Form.g
15429 Donna K Appendix RSA Tables.dd
5429 Donna K Mine Report.docx
15454 S17806_LongParkd_MineRpt.docy
% Annex Appendix A-D.docx

w1 Appendix A Investigation Methods.dod
W Appendix B Glossary.docx

W Appendix Risk Scoring Assessment Crit
W Appendix Risk Scoring Criteria.docx
MjAppendi)( Template Combined.docx
1 DRUM FOP Araphaoe National Forest.d
% DRUM FOP Grants Mining District.docx
% DRUM FOP NM Statewide.docx

“L DRUM FOP NM Statewide.pdf

W DRUM FOP Sanlsabel-Pike.docx

% DRUM FOP US FS Region2CO.docx

1 517800_AnnexRpt_DraftFinal.docx
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Deleting Temporary Internet Files

If you cannot open the Windows Explorer view from SharePoint at
any time or receive an error message stating the client doesn’t
support opening the list with Windows Explorer, these steps must be

taken.

Your client does not support opening this list with Windows
Explorer.

0N
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Deleting Temporary Internet Files

= Open Internet Explorer and go to Tools > Internet options.

= You can also access the gear in the upper right corner and select

Internet options.

)| @ sbout)

P~Xx ” & Blank Page

File Edit View Fdvorites Help
D wsing history...

InPrivate Browsing
Tracking Protection...

ActiveX Filtering

Diagnose connection problems...
Reopen last browsing session
Add site to Start menu

View downloads

Pop-up Blocker

SmartScreen Filter

Manage add-ons

Compatibility View settings

Subscribe to this feed.

Windows Update

F12

Internet options N

Ctri+Shift+Del
Ctrl+Shift+P

CtrlsJ

P = & )| B Windows 8 Forums
Tools Help Print
File
Zoom (100%)

. Windows Safety 4

Log Out

E IG HT FD PU m S Welcome] Add site to Apps

View downloads Ctrl+)

Edit View Favorites

Manage add-ons
Forum Tutorials What's New? F12 Developer Tools
Go to pinned sites

Compatibility View settings

Mew Posts  Personal Messages FAQ  Community Forum Actions  Quick Links My Posts  Advanced Search

Internet options

About Internet Explorer

Windows 8 Forums
‘Welcome to the Windows 8 and 8.1 Forums.

Windows 8 Forums I
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Deleting Temporary Internet Files

= Click Settings.

General | Security | Privacy | Content I Connections | Programs | Advanced|

Home page
/? To create home page tabs, type each address on its own line.
-
i

https://Importal.Im.doe.gov/Contractor/Home.aspx s
http://teams.Im.doe.gov/DocumentProduction/Teamar
http://sp.m.doe.gov/Contractor/ControlledDocuments -

[ Use current l l Use default H Use new tab

Startup

-1'_:_'.' Start with tabs from the last session

(@) Start with home page

Tabs
Change how webpages are displayed in tabs. Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and
web form information.

Delete browsing history on exit

.\
E—

[ Colors H Languages H Fonts H Accessibility I

Appearance

@ Some settings are managed by your system administrator.

[ OK ] [ Cancel ] Apply
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Deleting Temporary Internet Files

= Click Temporary Internet Files > View Files.

eﬂjﬁow | Caches and databases|

N _Temporary Internet Fil

Internet Explorer stores copies of webpages, images, and media
for faster viewing later.

Check for newer versions of stored pages:
Every time I visit the webpage
Every time I start Internet Explorer
(@) Automatically
Never
Disk space to use (3-1024MB) 250 [
(Recommended: S0-250MB)

Current location:
C:\Users\martineb\AppData\Local\Microsoft\Windows\,
Temporary Internet Files\,

Move folder... E View objecL“ l View files
S —

l OK l l Cancel
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Deleting Temporary Internet Files

= In the folder that opens, select all files and delete them.

T

‘P - | . « AppData » Local » Microsoft » Windows » Temporary Internet Files v Search Temporary Internet Files £

File Edit View Tools Help

Organize ~

. Favorites
M Desktop @  _vtiinfhtml 7\-1 48report_sp.gif

4 Downloads

< Recent Places , ActionsEditPage.png ‘. Active%20Jobs.aspx

B Desktop
AddFieldFromTemplate.aspx?List=

sl Libraries 5 7B5402F3C5%2D7069%2D4B24...
‘. Documents

4. Music ai L ~
- jaxtoolkit js?rev=9mLuXRQfnOAC
=L, Pictures EtW2%2FISCOyQ%3D%3D m allcontent32.png

& Videos

R Martinez, Bernadette (CONTR) Allltems.aspx ‘. Allltems.aspx

& Computer
& 05Disk (C) .
8 DVD RW Drive (0 Allltems.aspx angular?y:Oyle?DNquwBIK—_aW

paptHWjkz85vItG viVglc8l&b=1..

<% LM_Public (S:)
< Shared Doc Prod - GraphicDe__|
< MartineB (\\Im\gjhome) (Z:)
2 Samsung Galaxy 57

@ MNetwork

& Control Panel

346 items selected
Show more details...

7\-1 addressbook.gif

ArrLeftlgif 7\-1 ArrRightLgif

article?v=PRf3Amn2g-FqY_gl1RvK articleCss?v=wod709Qz7vuvHLnVb
mKgQPbSjG2KI600U3dUkbHEL&L.. 18993UFDINE_vs5MYVngPfGIdEL&:...
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Deleting Temporary Internet Files

= Click OK to close the two open system windows. You should now
be able to open the Windows Explorer view in SharePoint.

General |Securit‘,f | Privacy | Content | Connections | Frograms | Advanced|

Home page
- To create home page tabs, type each address on its own line.
Temporary Internet Files | History | Caches and databases| bl |
https://Importal.im.doe.gov/Contractor/Home.aspx Fs
Internet Explorer stores copies of webpages, images, and media http://teams.Im.doe.gov/DocumentProduction/TeamAr
for faster viewing later. http://sp.Im.doe.gov/Contractor/ControlledDocuments =

Check for newer versions of stored pages: I e ] I Use default ] I e

Ewvery time I visit the webpage
Startup

Every time I start Internet Explorer _
() Start with tabs from the last session

(@) Automatically
(@) Start with home page
Never
Tabs

Disk space to use (3-1024MB) 250 2 ) i
- - Tab:

(Recormended: S0-250ME) Change how webpages are displayed in tabs. Tabs
Current location: Browsing history
C:\Users\martineb\AppData'\Local\Microsoft\Windows), Delete temporary files, history, cookies, saved passwords, and
Temporary Internet Files\, web form information.

Delete browsing history on exit

Move folder... View objects ]l View files e
D
N
Q oK D concel Appearance
— I Colors ” Languages H Fonts H Accessibility ]

@ some settings are managed by your system administrator.

Q oK DCancel ][ apply

S —
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ALERTS




Alerts let you know when a document, list, or library is updated based
on criteria you set.

To set an alert on a list or library, navigate to the list or library. Under

Library Tools > List (Library) click the dropdown menu under Alert
Me and select Set alert on this list (library).

List Tools

Site Actions = Browse Items

== — Show Task Pane —  [[» Modify View . Current View:
[ i
_\—) "‘=":‘ E | Show Totals _I“-—J {l] Create Column | Active Tasks -
Standard| Datasheet New Create RSS Sync to SharePoint
Wiewr View Row Refresh Data View [J] Navigate Up 1-30 p Link e Feed Warkspace
Viesr Format Datasheet Manage Views 5 3 oot alert on this list
Team Area ] Assigned To Status Draft Round Title Manage My Alerts  [TYPe
[ e = T
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Alerts

Select the criteria for
the alert and click OK.

Libraries and lists will
have different options.

New Alert
~
| & I e |

Alert Title

Forms Task List
Enter the title for this alert. |
This is induded in the
subject of the notification
sent for this alert.
Send Alerts To

Users:
You can enter user names or i .
email add Yoo Martinez, Bernadette ;
them with semicolons.
& [l
Delivery Method
Send me alerts by:
Specify how you want the i< .
Zlerts delivered. E-mail Bernadette.Martinez@Im.doe.gov
Send URL in text message (SMS)
Cha T
e Only send me alerts when:

Spedify the type of changes =
that you want to be alerted @) All changes
to. (O New items are added

() Existing items are modified

() Items are deleted
Send Alerts for These
Changes Send me an alert when:
Specify whether to filter (®) Anything changes
alerts based on specific B
criteria. You may also () A task is assigned to me
restrict your alerts to only .
include items that show in a () A task becomes complete

rticular view. _ . .

FlIELENTS () A high priority task changes

(_) Someone else changes a task assigned to me

(_) Someone else changes a task

() Someone else changes a task created by me

() Someone else changes a task last modified by me

(") Someone changes an item that appears in the following view: v

e ——
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To delete or update an alert on a list or library, navigate to the list or

library. Under Library Tools > List (Library) click the dropdown menu
under Alert Me and select Manage My Alerts.

List Toals

Martinez, Bernadette (CONTR) -
Site Actions ~ @Y  Browse i

— — JJ} Modify View » Current View: . \\\'\i\ . Sync to SharePoint Worlepace L‘j}* __| c@
_I\—) E _I“-—} 1l Create Colurnn Subject W "?L @1 Q Connect to Cutlook @ _ & -
Standard| Datasheet New Create E-mail Alert RSS List
Wiew View Row View 3] Navigate Up Current Page Link §| Me~ . Feed @ Export to Exce .@ Settings
View Format Datasheet Manage Views Shi 43 Set alert on this list Connect & Export Customize List Settings
DRUM Repclr-ts Home DRUM Discussion [ﬁ MEFEQE M'_-,l'.l'!xE'l'tE J
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Click the alert name to modify it. To delete an alert, click the checkbox
and click Delete Selected Alert.

Document Management Team Area e

Alert Title

Frequency: Immediate Delivery Method(s)
] AssignedToYou E-mail

] Forms Editing Task E-mail

] Team Discussions E-mail
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HELP AND INFORMATION




Help and Information

= The SharePoint How-To site has a great deal of information available
for training, knowledge, and instruction.

= The FAQ page has many common guestions answered.

= If there are network issues, check your email for an Employee News
or LM Information Management message.

= If you want to have a more intensive, self-guided explanation of
SharePoint, | recommend the following beginner-level Lynda.com
presentations. Lynda.com is free to use with a Mesa County
library card.

SharePoint 2010 Essential Training
| earning SharePoint 2010
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https://projects.lm.doe.gov/SharePointHowTo/SitePages/Home.aspx
https://projects.lm.doe.gov/SharePointHowTo/SitePages/SharePoint FAQs.aspx
https://www.lynda.com/SharePoint-2010-tutorials/essential-training/65720-2.html
https://www.lynda.com/SharePoint-2010-tutorials/getting-started/65715-2.html?srchtrk=index:1
linktypeid:2
q:Learning+SharePoint+2010
page:1
s:relevance
sa:true
producttypeid:2
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