Working on a File that is on the
SharePoint Site

You can work directly on files that are stored on the SharePoint site. The main difference between
working on a file that is on the SharePoint and working on a file that is on your hard drive is the process
of “check out” and “check in.” If you work on a file while it is on the SharePoint site, you need to lock
the file (check it out) so it can’t be changed by someone else while you are working on it. After you have
made your changes, you unlock the file (check it in). Note that you must have permission to change
files. For example, members of the MO-15 users group can change files in the “Internal Documents”
library but not in the “Open Documents” library.

Overview

1) Open and check out the file.
111) Work on the file.

1ll) Close and check in the file.

Details

1) Open and check out the file. In this example, the file is in the following folder in the “Internal
Documents” library: Rapid Carbon Assessment > Data > Workbooks > 15-8. Although it is not required
in this case, you should get in the habit of first selecting the library containing the folder. In the sample
below, click on “Internal Documents” not on “Rapid Carbon Assessment.”
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After selecting the library, select the folder.
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Click on the file. A pop-up menu will give you the choice of “Read Only” or “Check Out and Edit.” Select
the latter and click on “OK.”
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1) Work on the file. After you check out the file, it should open in the customary way.

0o & H 9 - i O A )= C1510R01_2_ 15 demo.xIsm - Microsoft Excel
= Home Insert Page Layout Faermulas Data Review View Acrobat
= Cut Avial - CA A==
53 Copy =
Past: . P = = = = ||| - B ]
a'e # Format Painter T i = S R | | Rt R | $ °
Clipboard F} Font Alignment MNumber
G‘ Security Warning Macros have been disabled. Options...
[ B3 - f| H, Yamataki. J, Cruz.
A B C D E = G H J K M
1 RaCA 2.15 |Clickt0 see instructions for this form |
3 |Collector(s) H. Yamataki. J. Cruz.
4 User site id C1510R01 MO Office Soil group id
‘é Plot layout standard cluster MQO15
7 LOCATION RaCA site id C1510R01 "Oﬁset azimuth | ?2| Offset distance|
8 LATITUDE LONGITUDE
9 Degrees Minutes | Seconds Direction Degrees Minutes Seconds | Direction Datumn
10 26 58 32.98 N 80 32 17.08 W
12 Ecological site id 156BY012FL

13 Ecological site name Wetland Hardwood Hammock

14 Ecological state id

15 Ecological state name |Wetland Hardwood Hammock

16 Community phase id

17 Com phase name
18 |Land cover grass/herbaceous cover [v]Drained?

19 Pct exposed soil 2|Distance to disturbance 32|Disturbance type |unpaved road

Make changes as normal.

O 59 - oA )= C1510R01_2 15 demo.xIsm - Microsoft Exce
— Heome Insert Page Layout Formulas Data Review View Acrobat
& Cut Arial Juo e a|[E= = :
53 Copy =
Paste B I U = = $ Bi| o
Clipboard F} Font Alignment MNumber
G‘ Security Warning Macros have been disabled. Options...
| B3 hd X v f;r| CHANGE MADE FOR DEMONSTRATION PURPOSES
A B C D E F G H J K M
1 RaCA 2.15 |Clickt0 see instructions for this form |
3 Collector(s) |CHANGE MADE FOR DEMONSTRATION PURPOSES
4 User site id C1510R01 MO Office Soil group id |*
‘é Plot layout standard cluster MO15
7 LOCATION |RaCA site id C1510R01 "Oﬁset azimuth ?2| Offset distance
8 LATITUDE LONGITUDE
9 Degrees Minutes | Seconds Direction Degrees Minutes Seconds | Direction Datum
10 26 58 32.98 N 80 17.08 W [WGS84

12 Ecological site id 156BY012FL

13 Ecological site name  |Wetland Hardwood Hammock

14 Ecological state id

15 Ecological state name |Wetland Hardwood Hammock

16 | Community phase id

17 Com phase name
18 Land cover grass/herbaceous cover [v]orained?

19 |Pct exposed soil 2|Distance to disturbance 32|Disturbance type |unpaved road




1ll) Close and check in the file. Close the file as you would normally close a file.

) & H 9 - i &) - C1510R01_2 15 demo.xIsm - Microsoft Exce
&
w View Acrobat
Recent Documents §
j New -
1 CIS10R01_2_15_demo.xism = (=] L
~ 2 C1510R01_2_15_demo.xlsm = = = |,|, $ - o ,
_— = = e & .
7 Open
3 C1510R01_215.xlsm =
4 Timesheetxls @ Alignment Number
H save 5 request for files to WV.xls @
6 priority list from Georgia.xdsx = (g
S\ sovens » | 7 ESA Action items 5-24-11.xdsx &= (|{ON PURPOSES
| F G H J K M
. n |
*’gju Print ] =
o b
b Prepare  »
E
ié Send » "Offset azimuth | ?2| Offset distance
LONGITUDE
7 Publish » es Minutes Seconds | Direction Datum
- 17.08] W |wGss4
J| Server ]
i Ser
L)
N Close
2] Excel Options 2 Exit Excel
17 |Com phase name
18 Land cover grass’/herhaceous cover [¥] Drained? G :
19 Pct exposed soil 2|Distance to disturbance 32|Disturbance type |unpaved road
Save the changes (select yes).
e \EH - ci[A]) -
i S
- Home Insert Page Layout Formulas Diata Review View Acrobat
% Cut Avial Jo Ll al|[= = =]
53 Copy =
Paste B 7 U = = $ 9, ’
Clipboard F} Font Alignment MNumber
l';] Security Warning Macros have been disabled. Options...
| - %]
A B C E = G H J K M
1 RaCA 2.15 |Clickt0 see instructions for this form |

3 Collector(s) CHANGE MADE FOR DEMONSTRATION PURPOSES

4 User site id C1510R01 MO Office Soil group id

§ Plot layout standard cluster MO15

7 LOCATION RaCA site id C1510R01 "Offset azimuth ?2| Offset distance
8 LATITUDE LONGITUDE

9 Degrees Minutes | Seconds Direction Degrees Minutes Seconds | Direction Datum
10 26 58 32.98 80 32 17.08

12 Ecological site id 156BY 012FL .

13 |Ecological site name  |Wetland Hard

14 Ecological state id 1 .

15 Ecological state name |Wetland Hardwood Hammock

16 Community phase id :

17 |Com phase name

18 Land cover grass’/herhaceous cover [v]Drained?

19 Pct exposed soil 2|Distance to disturbance 32|Disturbance type |unpaved road




Check in the file (select yes).

A\ EH9-c @da) -
- -
- Heome Insert Page Layout Formulas Data Review View Acrobat
3 & Cut Arial o e a | [E = =] Tz L
53 Copy -
Past: r u S . - - O '
avse 7 Format Painter = = SHE=AR= = B § £
Clipboard F} Font Alignment Number
Qr' Security Warning Macros have been disabled. Options...
I ¢ £
A B C D E = G H J K M
1 RaCA 2.15 |Clickto see instructions for this form |
3 Collector(s)
4 User site id C1510R01 MO Office Soil group id |*
§ Plot layout standard cluster MQO15 :
7 LOCATION RaCA site id C1510R01 "Offset azimuth | ?2| Offset distance
8 LATITUDE LONGITUDE
9 Degrees Minutes | Seconds Direction Degrees Minutes Seconds | Direction Datum
10 26 58 32.98 N 80 32 17.08 W
12 Ecological site id 156BY012FL [
13 |Ecological site name  |Wetland Hardwood Hammock Microsoft Office Excel g‘
14 Ecological state id 12| } )
L ] Other users cannot see your changes unkil vou check in,
15 |Ecological state name |Wetland Hardwood Hammack %’ Do you want to check in now?
16 Community phase id | [ Ves [ ne | [ Cancel
17 Com phase name
18 Land cover grass’/herhaceous cover [V]Drained?
19 Pct exposed soil 2|Distance to disturbance 32|Disturbance type |unpaved road
Add version comments if you want.
o \E d 9 - O A s
o) =
- Home Insert Page Layout Formulas Data Review View Acrobat
= & Cut Avial o e a )= = =] - L
53 Copy -
Past == === ae 8 Cent - By
avse J Format Painter B et i — B — | — | — — $ E
Clipboard F} Font Alignment MNumber
l:r' Security Warning Macros have been disabled. Options...
[ B3 hdl Jfx| CHANGE MADE FOR DEMONSTRATION PURPOSES
A B C D E = G H J K M
1 RaCA 2.15 |Clickto see instructions for this form |

3 Collector(s) CHANGE MADE FOR. DEMOMNSTRATION PURPOSES
4 User site id C1510R01 MO Office Soil group id :
§ Plot layout standard cluster MO15 :
7 LOCATION RaCA site id |C1510R01 "Offset azimuth | T2| Offset distance
8 LATITUDE LONGITUDE
9 Degrees Minutes | Seconds Direc Check In g
10 26 58 32.98 N -
Version Comments
12 Ecological site id 156BY012FL [ Yfou are not required to add version comments.|
13 Ecological site name | Wetland Hardwood Hammock
14 |Ecological state id
15 Ecological state name |Wetland Hardwood Hammock
16 Community phase id [] Keep the document checked out after checking in this version.
17 Com phase name [ = ] [ Cancel
18 Land cover grass/herhaceous cover .
19 Pct exposed soil 2|Distance to disturbance 32|Disturbance type |unpaved road




The file will close after you click on “OK.”

Microsoft Excel

Conditional  Format Sort8 Find &
Formatting + as Table ~ &2 Clear ~

Filter ~ Select ~

You should not need to make any further changes on the SharePoint site. Note in the illustration below
that the file is not checked out.
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