
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 
I) Open and check out the file. 

III) Work on the file. 

III) Close and check in the file. 

Details 
I) 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.” 

 



After selecting the library, select the folder. 

 

 

 



 

 

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.” 

 

  



II) Work on the file.  After you check out the file, it should open in the customary way. 

 

Make changes as normal. 

 



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

 

Save the changes (select yes).

 



Check in the file (select yes). 

 

Add version comments if you want. 

 



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

 

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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