
SharePoint 2010 



Introduction 

 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. 



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 



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. 

Check out the document 



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. 

Download the document 



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

2. Edit the document and select “Save” 
 

Edit and Save the document 



1. Select “Upload document” 
 

Upload the document 



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 



1. 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 

Upload the document 



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

Check the Version History 



1. The Version History 
will show you every 
time the document 
has been checked 
out and checked 
back in. 

2. Major versions are 
considered 
“Published” versions 

Check the Version History 



1. Select the version 
2. Select “View”, 

“Restore” or “Delete” 
3. If you restore an 

earlier version, it will 
create a new version 
with the next 
number.  In this 
case it would be 2.8. 
All earlier versions 
would still be 
available. 

4. Use the restored 
version for future 
editing 

Managing Earlier Versions 



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 



1. Select the type of 
version you want to 
check in. 

2. Select OK 

Changing the Version History 
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