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This document provides instructions and support for utiliing the many features available in SharePoint Document Libraries.
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Create a new document library
e Toadd a new document library to your site, click “+New” on your site home page and select document library.

+ New ~ 53 Page details

List

Document library
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e Enter “Name”, Description (optional) and click “Create”.

Create document library X

Name *

Test Library

Description

Show in site navigation

T Upload ~ [ Editin gridview 23 Sync Ell Exportto Excel ¢* Power Apps ~ #2 Automate

Test Library

] Name Modified Modified By + Add column

Drag files here

Managing your document library
e You can upload or drag and drop existing documents from your computer into your document library. New files

can also be created from within a document library. All these methods have been described below:
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Upload

e To upload an existing file or folder, click “Upload” >> “Files” or “Folder”.

_=
T Upload ~ & Editin grid view

Files

Test Library |Foider

Template

M N

e Select files on your computer and click “Open”.

+or Test v 0 O Search Test

v ™M @

Name ~ Date modified Type Size

u 29/09/2020 4:36 PM Microsoft Word D... 12KB
Test2 20/09/2020 4:36 PM I Microsoft Word D... 12KB
M= Testd 29/00/2020 437 PM Microsoft Word D... 12KB

v | A Files v
oo |
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Ly
Test Library

3 Name Modified

\.
@ “Test1.docx A few seconds ago
@ Test2.docx A few seconds ago

Drag and Drop

e Todragand drop the files from your system, navigate to the folder or files on your system.

7 | Test — m} X
ne Share View bl ﬂ
> Test v p earch Test
Te 4] O Search Te
~ MName Date moedified Type
cess
" + Test1 29/09/2020 4:36 PM Microsoft Word D..
1EeNts
Test2 26,/09,/2020 4:36 PM Microsoft Word D..
packs ” Test3 29/09/2020 4:37 PM Microsoft Word D.

e Select files that you want to upload. Drag the files to the space in the SharePoint library where it says “drag files
here”. You will see "Drop here" when you hover the file over library.
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¥
Test Library

) Name -~ Modified Modified By + Add column

Drag files here

0 Tet v o0 SerchTest
Name - Date modified

Test1 29/09/2020 436 PM
Test2 29/09/2020 4:36 PM
T e 20/09/2020 437PM
»

e You should see these files in the Document library.

Test Library

O Name Modified Modified By - ~ Add column -
B Testl.doc A few seconds ago
B2 Test2docx A few seconds ago

Create a new file

e To create afile directly from the library, click on “New” and then select the type of file you wish to create.
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1

Ve

- T Upload ~ B Editingridview 22 Sync KM Exportto Excel ©F Power Apps
0 Folder 2

0 Word document |

B Excel workbook

Modified Meodified By -
[ PowerPoint presentation

i} OneNote notebook
B Forms for Excel
& Link

¢ Edit New menu

-+ Add template

Document &

File  Home Insert layout References  Review  View  Help OpeninDeskiopApp @ Tell mewhatyouwanttodo | 2 Editing v
Dy Fv & [cibiGosy V[ V] A A B I U 2v Av A - EviEvE E =v || Noma NoSpacing  Heading 1 M P Findv | B Dictatev | £ Editor

e C(lick on existing document name on the top bar to change file name.
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Document 0 - Saved

Fileh\lame
1 @ docx

Location

[ ] AMSDev1> Test Library

@ Wersion History

e Close file when you are done and it will appear in the document library.

DE Editin grid view [l Open ~ & Share @ Copylink | Download Ti] Delete == Pintotop =P Re

Test Library

@ [0 Name Modified Meodified By + A

o @ _‘Ll'est.docx & A few seconds ago Gopi, Mahima CS

Search Documents

To search a particular document, type search text in the search box on the top and press “Enter” or arrow
beside the search box.
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N

Search results for "test 3"

[ Name - Modified - Modified By

]
@ _\test 3.docx #* 17 minutes ago SharePoint Test 1, AMS C5

Sort Documents

e To sort documents based on a property or column, click on the column name and select sorting order. See image
below.

Sample Document Library

[ MName - Modified - Mo

@ _\Ilest 2.docx Older to newer

Newer to older

K
M3 test 3.docx

N Filter by
0y testdocx

Group by Modified

Column settings >

Totals >

Filter Documents

e To filter documents, click on column name and select “Filter By” from the menu.

Sample Document Library

@ Name - Modified - Modified By -
M2 “test 2.docx Vesterday at 4551 PM AtoZ
B test 3.doo Vesterday at 4:51 PM ZA
N I Filter by
M testdocx Yesterday at 4:38PM  k

Group by Modified By

Column settings >

Totals >

e Choose the value(s) you want to filter by and click “Apply”.
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Filter by '"Modified By’ (1) X

ErJﬂer aname or email address

= @ Gopi, Mahima C3
[] ° SharePoint Test 1, AMS CS

Apply Clear all

Sample Doc%lment Library > Gopi, Mahima CS

O ] MName Meodified ~ Modified By v -+ Add column

K
0y “testdocx Vesterday at 4:38 PM Gopi, Mahima CS

e Filter can be applied to multiple columns.

Filters Pane

e To open the filters pane, click on Y on the top right. Filters can also be set or removed from here.

= All Documents* @ 7 b

Filters Y X p

Modified since 2020

o,

2020 Today

Select spacific dates

Modified By (1)

=2 N Gopi, Mahima €5

(] N Shareroint Test 1, AMS €S
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Group Documents
e Documents can be grouped based on a column value. To group documents, click on column name and select
“Group By” from the menu.

Sample Document Library

0O Name Modified Modified By - + A
WE| “test 2.docx Yesterday at 4:51 PM AtoZ
@ '\‘test 3.docx Yesterday at 4:51 PM ZioA
N Filter by
M testdoex Yesterday at 4:38 PM

Group by Modified By

Column settings >

Totals >

Sample Document Library

~ O &me Modified Modified By &=
O v~ Modified By : Gopi, Mahima CS (1)
0o ~test.docx Yesterday at 4:38 PM Gopi, Mahima CS

~  Modified By : SharePoint Test 1, AMS CS (2)

1
@ )lest 2.docx Yesterday at 4:51 PM SharePoint Test 1, AMS C8

@y “rest 3doc Vesterday at 4:51 PM SharePoint Test 1, AMS CS

Show Totals
e To show totals for a column, click on column name and select “Totals”. Choose the type of count you want to
show for the column.
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Sample Document Library

% Mame Meodified Modified By - + Add columi
(O @Y test2doex 1 Clder to newer rePoint Test 1, AMS €S
0 test3.docx Never to older rePoint Test 1, AMS €S
Filter by
0 testdocx 3i, Mahima CS

Group by Modified

Column settings >

Totals > MNone

Count
Average

Maximum

Minimum

Sample Document Library

0O Name - Modified Modified By - + Add column
@ test 2.docx Tuesday at 4:51 PM SharePoint Test 1, AMS CS
@ test 3.docx Tuesday at 4:51 PM SharePoint Test 1, AMS C5
@ test.docx Tuesday at 4:38 PM Gopi, Mahima CS
Maxirmum

12/8/2020 4:51 PM

Edit View
Show/Hide Columns

Hide Column from view
e To remove a column from the view, click on column name and select “Column Settings” >> “Hide this column”.
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Sample Document Library

[ Name
B3 test2.docx
B3 “test 3.docx

@Y “testdocx

Sample Document Library

] Name -
@ jllest 2.docx

K
0E test 3.docx

K
0E “testdocx

Add Column(s) to view

Modified -

Yesterday 3t 4:51 PM

Vesterday at 4:51 PM

Vesterday st 4:38 PM

Modified By + Add column

AtoZ
ZtoA

Filter by

Group by Modified By
‘Column settings >

Totals >

Modified

Yesterday at 4:51 PM

Yesterday at 4:51 PM

Yesterday at 4:38 PM

Rename

Format this column

Move left

Hide this column

Pin to filters pane

Showyhide columns

Add a column

-~ Add column ~~

Last revised: February 2021
Last reviewed: February 2021
Next review: February 2022

e To add more columns in the view, click on “Add Columns” >> “Show/hide columns”.

%ample Document Library

Name
test 2.docx

test 3.docx

B s & 0

test.docx

saskatchewan.ca

Modified

25 minutes ago

25 minutes ago

25 minutes ago

Modified By + Add column

Gopi, Mahima CS

Gopi, Mahima €S

Gopi, Mahima €S

Showyhide columns

Single line of text
Choice

Date and time
Multiple lines of text
Person

Number

Yes/No

Hyperiink

Currency

Location

Image

Moare.
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e Check the column(s) you want to add and click on “Apply” to add those columns to view.

><

Edit view columns

Select the columns to display in the list view.
To change ordering, use drag-and-drop or
the “up” and "down” buttons next to each
«column.

Type

Name

Modified

D Compliance Asset Id
O

D Created

D Created By
Modified By

D Check In Comment
D File Size

[ ttem child Count
[ Folder child Count
D Label setting

D Retention label

D Retention label Applied
[ Label applied by

D Item is a Record

D Like count

D Sensitivity

Re-Order Columns
e To reorder a column, drag it to the position you want.

Sample Document Library

Name Modified

Modiﬁ@2 By -

O Db

~l
03 test2.docx

. Yesterday at 4:51 PM

@ :Itest 3.docx Yesterday at 4:51 PM

~l
MY testdocx

Yesterday at 4:38 PM

Modified By

SharePoint Test 1, AMS C5

SharePoint Test 1, AMS CS

Gopi, Mahima CS

-+ Add column
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e To reorder multiple columns at once in the view, click on “Add Columns” >> “Show/hide columns”.

%ample Document Library

Name Modified Modified By + Add column

test 2.docx 25 minutes ago Gopi, Mahima CS. Single line of text

Ch
test 3.docx 25 minutes age Gopi, Mahima €5 oee

Date and time

LI T

testdocx 25 minutes ago Gopi, Mahima CS
Multiple lines of text

Person
Number
Yes/No
Hyperlink
Currency
Location

Image

More..

Show/hide columns

e C(Click on the up and down arrows to change order and click “Apply”.

" Apply >

Edit view columns

Select the columns to display in the list view.
To change ordering, use drag-and-drop or
the "up” and "down” buttons next to each
column

Type
Name

Modified

Modified By
Omwe

[] compliance Asset i1d
[ created

D Created By

D Check In Comment

[ File size

[[] item child Count

[ Folder Child Count

D Label setting

D Retention label

[ Retention label Applied
] Label applied by

[] item is a Record

[] Like count
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Format Column
e To format a column, click on column name and select “Column Settings” >> “Format this column”.

Sample Document Library

D Name Modified Modified By - -+ Add column -
@ test 2doc Yesterday at 451 PM AtoZ
09 “test3docx Vesterday at 451 PM Zroh
~ Filter by
@ testdocx Yesterday at 438 PM

Group by Modified By

| Column settings 1 Rename

Totals > | Format % column

Move left
Hide this column
Pin to filters pane

Show/hide columns

Add a column >

e Select where you want to apply formatting.

=

Format Modified By column ¢

Apply formatting to

Modified By ~

Entire Row

Name

Modified

Modified By

e Choose the formatting option.
Note: Alternating row styles is only available for entire row.
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s

Format view X

Apply formatting to

| Entire Row v

Alternating row
styles
Format odd rows

differently than even
rows

Edit row styles

Conditional
formatting

Use custom rules to
format your list

Manage rules

Alternating row styles (For entire row)
e Formats odd rows differently than even rows.

e Click on “Edit row styles” to change the auto selected colors.

s

Format view X

Apply formatting to

‘ Entire Row ~

° Alternating row
styles

Format odd rows
differently than even

| Edit row styles

Conditional
formatting

Use custom rules to
format your list

Manage rules

saskatchewan.ca
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Formatview > Alternating row styles
< Alternating row styles

Odd rows

Sample text | A

Evenl?ows I:‘ No fill

Sample text Fill color

More styles

e C(Click on “Save” to save the chosen formatting.

X

Formatview » Alternating row styles
« Alternating row styles

Odd rows

Sample text A

Even rows

Sample text A

Advanced mode Reset to default style

Cancel

saskatchewan.ca
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Sample Document Library

0o Name Modified Meodified By - -+ Add column
[nE] “test 2.docx Yesterday at 4:51 PM SharePoint Test 1, AMS €5

E N
Y testdocx Vesterday at 4:38 PM Gopi, Mahima CS.

Conditional Formatting
e Formatting based on a condition.

Format view X

Apply fermatting to

Entire Row ~

': """ Alternating row
-~ . . styles
Format odd rows
differently than even
rows

Edit row styles

° — Conditional
formatting

Use custom rules to
format your list

Manage rules

e C(Click on “Manage rules” to select condition.
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Format view X

Apply formatting to

Entire Row ~

Alternating row
styles
Format odd rows

differently than even
rows

Edit row styles

° Conditional
formatting

Use custom rules to
format your list

Manage rules

+++ » Conditional formatting X

< Conditional formatting

Show all values as E
Sample text IEdit rule

Delete rule

—~+ Add rule

saskatchewan.ca S aSka tC h ewdan %A



SPO Members - Document Libraries User Guide oo et 201

Next review: February 2022
Ministry of SaskBuilds and Procurement i

This document provides instructions and support for utiliing the many features available in SharePoint Document Libraries.

«=+ » Conditional formatting > Edit rule X

< Edit rule

LE I

| Modified By ~

is equal to ~

‘ Gopi, Mahima CS X

Choose or Type a value

- Add condition

Show list item as

Sample text %

[ ] Noil

Fill color

More styles

Advanced mode

m ca n(el
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+ > Conditional formatting > Edit rule X

< Edit rule
If
N
‘ Modified By ~
*
is egual to ~

‘ Gopi, Mahima C5 3

Choose or Type a value

-+ Add condition

Show list item as

Sample text A

Advanced mode

Cancel

Sample Document Library

0O Name Modified Modified By + Add column
~

@ “test 2.docx Yesterday at 4:51 PM SharePoint Test 1, AMS CS
~

@ “test 3.docx Yesterday at 4:51 PM SharePoint Test 1, AMS CS

WE| i Yesterday at 4:38 PM Gopi, Mahima €5
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Format View
e Click on “Format current view”.

| = All Documents | T

e

List
= Compact List
HH Tiles

~ All Documents
Sample Calendar View
Sample View
Create new view
Save view as

Edit current view

Format current view

e Choose the formatting option. Formatting options are explained in detail in the above section 2.2.9.4.

» Format view X

Apply formatting to

Entire Row v

Alternating row
styles
Format odd rows

differently than even
rows

Edit row styles

Conditional
formatting

Use custom rules to
format your list

Manage rules

saskatchewan.ca S aSka tC h ewdan %A



Last revised: February 2021

SPO Members - Document Libraries User Guide Last reviewed: February 2021

Next review: February 2022
Ministry of SaskBuilds and Procurement i

This document provides instructions and support for utiliing the many features available in SharePoint Document Libraries.

Change View Style
e “List” is the default style selected. It can be changed to “Compact List” or “Tiles”.

_,
= All Documents* ~ %57

w

List

Compact List

A=)

Tiles

" All Documents

Create new view

Save view as

Edit current view

Format current view

All Documents* ~ 5/

~ = List
[ = Compact List 1
EH Tiles

+~ All Documents

Create new view

Save view as

Edit current view

Format current view
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Sample Document Library

M MName Madified - Modified By
@ test 2.docx Tuesday at 4:51 PM SharePoint Test 1, AMS CS
@ test 3.docx Tuesday at 4:51 PM SharePoint Test 1, AMS CS
@ test.docx Tuesday at 4:38 PM Gopi, Mahima CS

All Documents* ~ 57

~ = List

= Compact List
[ E

H Tiles

~ All Documents

Create new view

Save view as

Edit current view

Format current view

bSample Document Library

test 2.docx test 3.docx test.docx
Tuesday at 4:51 PM Tuesday at .51 PM Tuesday at 4:38 PM
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Creating a new view

e Click on “Save view as” to save your current view as a new view.

H All Documents®

List

Compact List

e

HH

Tiles

" All Documents

Create new view

Save view as

Edit current view

Format current view

e Enter the name of the view and click on “Save”.
Note: For creating a private view, uncheck “Make this a public view”.

Save as

Save current view or type a new name

| Sample View ‘

Make this a public view

e Forsaving the view as default, click on “Set current view as default”.
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| H Sample View V| v o ®

List

= Compact List
M Tiles

All Documents
+ Sample View

Create new view

Save view as

I Set current view as defau ItI

Edit current view

Format current view

e For creating a calendar view, click on “Create new view”.

H sample View ~ % (@
= List
= Compact List
~ H Tiles
All Documents
~ Sample View
Save view as
Set current view as default

Edit current view

Format current view

e Select “Calendar” under “Show as”, select columns for “Start Date” and “End Date” and select a column to
appear in title for the calendar. Click on “Create”.
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Vie\hna me

Sample Calendar View

Show as

= List Calendar

Start date on calendar End date on calendar

‘ Created ~ ‘ ‘ Created v

Visibility ()
Make this a public view

Less options .~

Title of items on calendar

Title ~ ‘

[$ample Document Library

ff Today I~ | December 2020 -

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Nov 29 30 Dec1 2 3 4 5
6 7 8 9 Dec 10 n 12

4:38p (no title)

2:51p (no title)

2:51p (no title)
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Columns or Properties

Add a new column
e Click on “Add column”.

B

Sample Document Library
I Name - Maodified
@ test 2.docx 25 minutes ago
@ test 3.docx 25 minutes ago
@ test.docx 25 minutes ago

Medified By

Gopi, Mahima CS

Gopi, Mahima CS

Gopi, Mahima C5

+ Add column -

e Select the type of column you want to add.

+ Add column

5k Single line of text
sd Choice

Date and time
Multiple lines of text
Person

Number

Yes/MNo

Hyperlink

Currency

Location

Image

More...

Show/hide columns

e Fill in the details and click “Save”.
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Edlit a column
. To edit a column, click on column name and select “Column Settings” >> “Edit”.

Sample Document Library

™  Name Mddified - Modified By + Add column
O @ test2.doxx 2 A few seconds ago Gopi, Mahima CS Ascending
Descending
@ test3.docx 2 hours ago Gopi, Mahima CS. 9
Filter by
03 testdoox 2hours ago Gopi, Mahima CS

Group by Status
|
Totals > Format this column
Move left
Hide this column
Pin to filters pane

Show/hide columns

Add a column >

e Make changes and click “Save”.

%reate a column X p

Learn more about column creation.

Name *

Status |

Description

Type

‘ Choice ~ |

Choices *

2]
X

In progress

&

Approved

{ Add Choice

3]
X

I:‘ Can add values manually (7)

Default value

In progress ~

[ se calculated value ()

More options
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Delete a column
e To delete a column, click on column name and select “Column Settings” >> “Edit”.

Sample Document Library

@ Name Mtified Modified By - + Add column
O @ testadox 12 ! Afewsecondsago Gopi, Mahima CS. Ascending
@5 test3.docx 2 hours ago Gogi Mahims €5 Descending
Filter by
@3  testdocx 2hours ago Gopi, Mahima CS

Group by Status
|
Totals > Format this column
Move left
Hide this column
Pin to filters pane

Show/hide columns

Add 3 column >

e Click on “Delete”.

L
Edit column X

Learn mare about column types and options.

Name *

= |

Description

Type

[croe 7]

Choices *

In progress X
Approved X
Reered X
| Add Choice

[ can 2dd values manually ()

Default value

[ eges B

[ use calculated value (0

More options

=
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Managing Files

Edit an existing file

e Select document, click “Open”. If you wish to edit the document in your desktop app, click “Open in app”.
For editing document in browser app, click “Cancel”.

FH Editin grid view % Share @ Co

ﬂ Open in browser

Sample Docun|i@l Openinapp

1 i Name

| (] @ test 2.docq

@ test 3.docx

[

@ test.docx

e Make changes and save the document.

Note: Additional step of checking out and checking in may be required for libraries which require documents
to be checked out before editing.

Edit document properties

Single Document

e To edit the properties associated with a single document, select document >> “...” >> “Properties”.

{E Editin grid view [l Open * & Share @ Copylink + Download Ti] Delete == Pintotop =B Rename #££ Automate ~ 51 Moveto [ Cupylaz

Sample Document Library 2 Version history

L Alert me
Name Modified Modified B " -+ Add column
Y

© @ test2.docx

[ Manage my alerts

B

About an hour ago Gopi, Mahima CS
N Check out

e Click on “Edit all”.
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& Editall

test 2.docx

[ Name*

test 2.docx

= Title

Enter value here

J Status

In progress

e Make changes and click “Save”.

ng]ei » Cancel @ Copylink ¢ Edit form

test 2.cdocx

[7 Mame*

test 2

[ Title

Enter value here

= Status

@ In progress
O Approved

O Rejected
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Bulk Ediit

e To edit properties associated with multiple documents with same value, select documents and click on () or
click “Properties” on the top.

FH Editingrid view | Download [ij Delete 53 Moveto [} Copyto 7 Properties - X 2selected = All Documents ~ E

Sample Document Library

N

O Name Modified Modified By + Add column
o

()

test 2.docx

63

About an hour ago Gopi, Mahima S

test 3.docx

&

About an hour ago Gopi, Mahima S

Bl® ®|C

testdocx About an hour ago Gopi, Mahima €S

e Make changes and click on “Save”.

% 2 items selected hd

Bulk edit properties

G Status

O In progress
O Approved

O Rejected

-

Ediit in grid view
o C(Click “Edit in grid view”.
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T Upload E Edit in grid view 2 Sync 5] Add shortcut to OneDrive

Sample Document Library

[ Name Modified Modified By

@ test 2.docx About an hour ago Gopi, Mahima C
@ test 3.docx About an hour ago Gopi, Mahima C
@ test.docx About an hour ago Gopi, Mahima C

e Make changes and click “Exit grid view”.

B Exit grid view| 9 Undo $ Sync ﬂ Export to Excel £#% Automate v

Sample Document Library

O O MName Modified Modified By Status +
O test 2.docx j‘;s“t anhour G opi, Mahima CS Type to filter
test 3.docx 2 hours ago Gopi, Mahima C5 -
test.docx 2 hours ago Gopi, Mahima C5 Approved

Delete file(s)
e Select file(s) and click “Delete”.
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B Editin grid view [l Open ~ & Share @ Copylink | Download [i] Delete

Sample Document Library

[ Name v Modified - Modi
| e @ test 2.docx | 1= About an hour ago Gopi,
T @ test 3.docx T About an hour ago Gopi,

@ test.docx About an hour ago Gopi,

Share file
e Select file and click “Share”.

H Editin grid view @ Open

Sample Document Library

i Name -

| (] @ test 2.docx |

- -

@ test 3.docx

@ test.docx

e Typein the name on the person.
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Send link
People you specify can edit >
. o ErrnaE

Add another

Add a message (optional)

e C(Click on “People you specify can edit” if you want to change sharing details.

Send link .

People you specify can edit
. Gopi, Mahima €S %

Add another

Add a message (optional)

o Uncheck “Allow editing”, if you don’t want to give edit access.
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Link%ettings

Who would you like this link to work for?
Learn more

Anyone with the link &
People in Government o...

Saskatchewan with the link

People with existing access

Specific people ~
p peopl

Other settings

M Allow editing

& Open in review mode only® @

© Block download ®

e Enable review mode if you want people to only leave comments and suggest changes to the document.

Link settings

r

Who would you like this link to work for?
Learn more

Anyone with the link @
People in Government o...

Saskatchewan with the link

People with existing access
Specific people b

In review mode, people can only leave comments and
suggest changes to the document. Learm more

=
l,@ Open in review mode only@»J (q
0]

@ Block download

o Click “Apply”.
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Link%ettings

‘Who would you like this link to work for?
Learn more

Anyone with the link @
People in Government o..

Saskatchewan with the link

People with existing access

Specific people v

Other settings
Allow editing

& Open in review mode only@ @

© Block download

®

e Click “Send”.

end link

People you specify canedit &
. Gopi, Mahima C5 X

Add another

Add a message (optional)

@ B

Copy link Outlock
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Move files or folders to another location

e Select file(s) and click “Move”.

N

B editingridview - Download [i] Delete [ Copyto ¢~ Properties

Sample Document Library

0 Name
(] @ test 2.docx =
© [ test3.docx =
@ test.docx

e Select destination location.

Pli%es

Choose a destination

Z= Current Library

@ Your OneDrive

Government nf Saskatchewan

Browse sites

e Click “Move here”.

saskatchewan.ca

Modified Modified By
24 minutes ago Gopi, Mahima CS
3 hours ago Gopi, Mahima CS
3 hours ago Gopi, Mahima CS

Saskatchewan }A
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« Documer% Test
E3  New folder

This folder doesn’t have any subfolders,

=

e Files will be moved from source to destination.

Sample Document Library

0 Name - Modified Modified By Status

@ test 3.docx 3 hours ago Gopi, Mahima C5 Approved

@ test.docx 3 hours ago Gopi, Mahima C5 -

Copy files or folders to another location
e Select file(s) and click “Copy to”.

H Editingridview | Download [i] Delete 53 Move to |E Cc-pg,rtoq

Sample Document Library

® [0 Name Modified
o @ test 3.docx 1= 3 hours ago
(] @ test.docx & 3 hours ago
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e Select location.

Plﬁes

Choose a destination

‘ T2 Current Library

. Your OneDrive

Government nf Saskatchewan

Browse sites

”

e C(Click “Copy here”.

xCopy 2 items X

< Documents Test

£ MNew folder

This folder doesn’t have any subfolders.

Copy here
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Enable co-authoring
e Co-authoring is enabled by default in libraries. Multiple users can edit documents at the same time. The
setting “Require documents to be checked out before they can be edited?” should be set to “No” for this
feature to work.

v
Require Check Out

Specify whether users must check out documents before making changes in this docurnent library.  Learn about fequiring check out

Require documents to be checked out before they can be edited?

O Yes @ Ne

e The number of users currently editing the document appears at the top right of the document.

Home Inset  Design  Layout  References  Maiings  Review  View  Developer  Q Tell mewhat youwant to do, Tian, e s [

2 Sersoty MGassC # el | Pt ||JGRRE| Gt | Goeh

Info

test 3

Government of Saskatchewan = sites » AMSDev = Sample Document L|

%] People Currently Editing
Last updated today at 1:06 PM

Send a
Message ~ H Gopi, Mahima CS

n Tian, He SBP

s

Request sign-off on a document
e Select the document you want approval on, click “Automate” >> “Request sign-off”.

saskatchewan.ca S a Ska tC h ewdan %A



SPO Members - Document Libraries User Guide oo et 201

Next review: February 2022
Ministry of SaskBuilds and Procurement i

This document provides instructions and support for utiliing the many features available in SharePoint Document Libraries.

Sample Document Library

[ Name N Modified Modified By Status
B '\'Test A few seconds ago Gopi, Mahima SBP
(] test 3.docx & E Open > pi, Mahima SBP
05 testdocx Preview opi, Mahima SBP
Share
Copy link

Manage access
Download

Delete

rAu'tomate >1 .Request sign-off |

Rename i Power Automate >
Pin to top

Move to

Copy to

Version history

Alert me

More >

Details

e Click on “Create flow”.
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Create a flow

Request sign-off

By Microsoft

This flow lets %u send an item to others to get
their approval. Any one of the approvers can

approve. You can track the status for this request
using the Sign-off status column.

Sign in
This flow uses the following apps. A green check
means you're ready to go.

SharePoint e
. Permissions @

n Approvals @ -
Notifications @

Cancel

Create flow

e Select “Approver”, “Message for approver” and click on “Run flow”.
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Run flow

Request sign-off

This flow lets you send an item to others to get
their approval. Any one of the approvers can

approve, You can track the status for this request
using the Sign-off status column.

Approver *

Gopi, Mahima SBP %

Message *

Please approve ‘[hisl

This flow uses SharePoint, Approvals, and
Notifications,
Review connections and actions
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e Sign-off status will appear as “Pending”.

Sample Document Library

O Name Modified Modified By Status Sign-off status
T et 17 minutes ago Gopi, Mahima SBP

@ test 3.docx 4 days ago Gopi, Mahima SBP Approved

0 testdocx 4 days ago Gogi, Mahima SBP -

e Approver will get an email to approve or reject the document.

Requested by Gopi, Mahima SEP <mahima.gopi@gov.sk.ca>

Please approve 'test 3'

Please approve this

Link: test 3

Date Created: Monday, December 14, 2020 11:11 PM GMT

=

e Approver can click on “Approve” or “Reject” in the email and click on “Confirm” on the next screen.
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Respond: Approve X
Overview
Approval

Please approve ‘test 3'

Requester
@ Gopi, Mahima SBP

Received
Dec 14, 05:11 PM (2 min ago)

Link
test 3

Details

Please approve this

Approve hd

Add a comment (optional)
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e Sign-off status will change to “Approved” after the approver approves it.

Sample Document Library

) Name Meodified Meodified By Status Sign-off status

B _\ITest 20 minutes ago Gopi, Mahima SEP

4 days ago Gopi, Mahima SEP Approved Approved
[

m} test.docx 4 days ago Gopi, Mahima 58P -

B

(O @ test3docx

e Requester will get an email notification about the approval status.

El

Gopi, Mahima SBP signed off on your
item

View item:

test 3

Alerts

Set alerts on a document library
e Toset up alerts on a library, click on “...” >> “Alert me”.
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T Upload ~ BH Ed@ngridview 1
.

Sample Document Library [7 Manage my alerts
] Name Modified - Modified By Status + Add column
o Test A few seconds ago Gopi, Mahima SBP
0y test3.docx 4 days ago Gogpi, Mahima SBP Arrrmizd
0y testdocx 4 days ago Gopi, Mahima SBP -

e Fill in alert details and click “OK”.

Alert me when items change

AIET TE N
Enter the fitle for this alert, This is included in the | Sample Document Library
subject of the notification sent for this alert.
Send Alerts To I}
You can enter user names or e-mail addresses. Users:
Separate them with semicolons, Gopi, Mahima SBF x
Delivery Method
Spedfy how you want the alerts deliversd. Send me alerts by:

® E-mail mahima.gopi@gov.sk.ca

Text Message (SMS)

Send URL in text message (SMS)

Change Type

Spedify the type of changes that you want to be alerted Only send me alerts when:

to. @ All changes
(O New items are added
() Existing items are modified
() ltems are deleted

Send Alerts for These Changes
Spedify whether to filter alerts based on specific Send me an alert when:
criteria. You may also restrict your alerts to only include @ Anything changes

itemns that show in a particular view.
P (O Someone else changes a document

(O Someone else changes a document created by me
(O Someone else changes a document last medified by me

When to Send Alerts
Spedify how frequently you want to be alerted. {mabile @ Send notification immediately
alert is only available for immediately send) O Send a daily summary

O Send a weekly summary

Time:
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Set alerts on a single folder or file
e To set up alerts on single file or folder, select the file or folder and select “Alert me” from the menu.

Sample Document Library

0O l&me Modified
® B *rest 2 B E Share
Copy link

@ test3.docx

- Manage access

0 testdocx
Download
Add shortcut to OneDrive
Delete
Automate >
Rename
Pin to top

Move to

Copy to

Alert me

More >

Details

e Fill in alert details and click “OK”.
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Algrt me when items change

Alert Title

Enter the fitle for this alert. This is included in the
subject of the notification sent for this alert.

Send Alerts To

‘You can enter user names or e-mail addresses. Separate
them with semicolons.

Delivery Method
Specify how you want the alerts delivered,

Change Type

Spedfy the type of changes that you want to be alerted
to.

Send Alerts for These Changes

Spedify whether to filter alerts based an specific criteria.
‘You may also restrict your alerts to only include items
that show in a particular view.

When to Send Alerts

Spedify how frequently you want to be alerted. (mobile
alert is only available for immediately send)

| Sample Document Library: Test

Users:

Gopi,_Mahima SBP x

Send me alerts by:
@® E-mail mahima.gopi@gov.sk.ca
Text Message (SMS)
Send URL in text message (SMS)

Only send me alerts whan:
@ All changes
(2 Mew items are added
(O Existing items are modified
(1 ltems are deleted

Send me an alert when:
@® Anything changes
(O Someone else changes a document
(O Someone else changes a document created by me
(O Someone else changes a document last modified by me

® Send notification immediately
(O Send a daily summary
(O Send a weekly summary

Time:
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