Working with Documents
and Version Control

SharePoint 2010




SharePoint is a flexible tool and provides
many methods or techniques to manage
document control.

This procedures considers current
bandwidth issues and security
restrictions our customers may face.
This procedures was designed to provide
the safest way to share documents and
maintain version control.
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1. Open the library containing the document

2. Select the document - clicking on the checkbox is a good way to do that
3. Select “Check Out” from the ribbon menu




Check out the document

Microsoft Internet Explorer &

You are about to check out:
Mame: Basics of Radiation doc

From: eota.energy.gov

[ Use my local drafts folder

| oK | Cancel

Some files can ham your computer. ff this information looks
sugpicious, or you do not fulty trust the source, do not open the file.

1. Select OK

NOTE: If you select “Use my local drafts folder” the file will be saved in the
default SharePoint draft folder. This makes it easier to find and later
upload. To use the local draft folder, the eota.energy.gov domain must
be setup as a Trusted Site in your browser.



Download the document
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1. The down arrow icon indicates the document is checked out
2. Select “Download a Copy”

NOTE: If you selected “Use my local drafts folder” in the previous step, you
do not need to download a copy. It is already in your draft folder.



Edit and Save the document
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1. On your local computer, navigate to the file and open the document in
MS Word

2. Edit the document and select “Save”



Upload the document
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1. Select “Upload document”
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Upload the document
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1. Browse to location on local computer where you saved the document
2. Enter comments on what was changed in this edit

3. Check “Add as a new version”

4. Select OK



Upload the document

Working Documents - Basics of Radiation.doc

mnBE B X
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Check Cancel Paste Delete
In Item
Commit Clipboard Actions

Name * Basics of Radiation .doc <

Title Basics of Radiation for 1st Responders

Effective date 1/27/2012 :ﬁ
Date the document was implemented

Archive? = =
Archive a document that has been superceded.

Document Type Lesson Flans [=]

Version: 2.3 ) [ Save ] [ Cancel

Created at 1/26/2012 8:26 PM by Stoudenmire, Paul -

Complete or verify the metadata for this file. If this is the first time the
file has been uploaded, the form will be blank. It is good practice to add
a Title for the document as this will be used in version history

2. Select Save. This will also check the document back into the library



Check the Version History
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1. Select the document
2. Select “Version History”




Check the Version History
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Managing Earlier Versions
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Changing the Version History
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1. If you want to update the current minor draft to a major draft you must
check out the document and then check it back in

2. Anytime you check out a document you are able to check it in without

automatically incrementing the version number by selecting “Discard
Check Out”.



Changing the Version History

Select the type of
version you want to
check in.

Select OK

Check in
Version

Select the type of version
you would like to chedk in.

What kind of version would you like to check in?

@ 2.6 Minor version (draft)
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Retain Check Out

Other users will not see
your changes until you
chedkin. If you wish to
continue editing, you can
retain your chedk out after
chedking in.
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what has changed in this
version,

Retain your check out after checking in?
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