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What you need to know before reading this Document ɀ Please read me first 
 
This document is intended to be a high level overview of some of the Document Library features in 
Windows Sharepoint Services 3.0 (WSS 3.0). This document is not intended to teach you those features. 
 
This document will attempt to clarify whether you need the Office 2007 (Word, Excel, etc.) in order to 
take advantage of a feature or whether Office 2003 will work as well. Some features do not require the 
use of Office products and therefore the Office products are not listed. 
 
This document will be updated whenever we find some additional information or see any 
inconsistencies in what we have written. 
 
If you see anything that is incorrect, confusing, or ambiguous, please let us know so that we can 
continually improve this document for yourself and others. You can reach us at: 
 
AccessIG, Inc. 
248 Columbia Turnpike, Florham Park, NJ 07932 
1.973.360.0750 
support@accessig.com 
www.accessig.com 
 
 
Note: Please continue through ǘƘŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ŜƴǘƛǘƭŜŘ ά²ƘŀǘΩǎ ǘƘŜ tǊƻōƭŜƳ ǿƛǘƘ CƛƭŜ {Ƙares ς Read 
me SecondέΣ then feel  free to read the rest of this document in any order you choose. 
 
 
 

  

mailto:support@accessig.com
http://www.accessig.com/
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7ÈÁÔȭÓ ÔÈÅ 0ÒÏÂÌÅÍ ×ÉÔÈ File Shares ɀ Read me Second 
 
The initial Problem: Finding a Document in a file share can become a daunting task since you are not 
presented with much useful information in Windows Explorer. 
 
Basically, you will see the Document Name, Type, Date Modified, Date created, and Date accessed. Once 
the share grows to dozens, hundreds, or even thousands of documents, and weeks, months, and years 
pass before you need to find a particular ŘƻŎǳƳŜƴǘΣ ǿŜƭƭΣ ƭŜǘΩǎ Ƨǳǎǘ ǎŀȅ ς ƛǘΩǎ ƴƻǘ ŜŀǎȅΦ 
 

 
 
To try to overcome this problem ǎƻƳŜ ǇŜƻǇƭŜ ǘǊȅ ǘƻ ƳŀƪŜ ǳǇ άǎƳŀǊǘέ ƴŀƳŜǎ ŦƻǊ ǘƘŜƛǊ ŘƻŎǳƳŜƴǘǎ ŀƴŘ 
ǘƘŜȅ Ƴŀȅ ǿƛƴŘ ǳǇ ǿƛǘƘ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜΥ ά!./ /ƻƳǇŀƴȅ [ŜŀǎŜ Agreement 01102009 Expires On 
мномнллфέΦ  
 
Unfortunately, if the document is negotiated and there are several versions, the name gets even longer 
ŀƴŘ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǎǘŀƴŘŀǊŘ ƴŀƳƛƴƎ ŎƻƴǾŜƴǘƛƻƴǎ ȅƻǳ Ƴŀȅ ǿƛƴŘ ǳǇ ǿƛǘƘ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜΥ  
 
ά!./ /ƻƳǇŀƴȅ [ŜŀǎŜ !ƎǊŜŜƳŜƴǘ лммлнллф 9ȄǇƛǊŜǎ hƴ мномнллф ǾŜǊǎƛƻƴ !έ 
ά!./ /ƻƳǇŀƴȅ [ŜŀǎŜ !ƎǊŜŜƳŜƴǘ лммлнллф 9ȄǇƛǊŜǎ hƴ мномнллф ǾŜǊ .έ 
ά!./ /ƻƳǇŀƴȅ [ŜŀǎŜ !ƎǊŜŜƳŜƴǘ лммлнллф 9ȄǇƛǊŜǎ hƴ мномнллф ŀǎ ƻŦ лмлтнллфέ 
 
Now, to find the most current version of the document your only recourse is to open each document 
and study them to determine which is the final negotiated lease. 
 
Some of the other problems you may face in using a File Share are: 

¶ Security ς every time you need different sets of people to have access to different sets of 
documents, you need IT to set up a new share. {ƻƳŜǘƛƳŜǎ L¢ ŎŀƴΩǘ ƎŜǘ ǘƻ ȅƻǳǊ ǊŜǉǳŜǎǘ ƛƴ ŀǎ 
timely a manner as you would like. 

¶ Two people potentially working on the same document at the same time. 

¶ Not knowing whether someone else is working on a document you need to work on. 
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¶ YŜŜǇƛƴƎ ǘǊŀŎƪ ƻŦ ǾŜǊǎƛƻƴǎ ŀƴŘ ōŜƛƴƎ ŀōƭŜ ǘƻ άǊƻƭƭōŀŎƪέ ŀƴ ŜŀǊƭƛŜǊ ǾŜǊǎƛƻƴ ŀǳǘƻƳŀǘƛŎŀƭƭȅΦ 

¶ Making sure a document has the proper approvals prior to being sent to a customer or 
published to employees, etc. 

¶ Knowing when a document has been changed, added, or deleted. 

¶ No way to easily automate Document Approval or Document Archiving 
 

Every one of these problems is time consuming and costly to the efficient execution of your business 

responsibilities. 

This document will step you through how Sharepoint overcomes these problems and helps you to gain 

control over your Documents.  
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How Sharepoint Fixes Your File Share Problems  
 
{ƘŀǊŜǇƻƛƴǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǘŀƪŜ ǘƘŀǘ άǎƳŀǊǘέ ƴŀƳƛƴƎ ŎƻƴǾŜƴǘƛƻƴ ŀƴŘ lets you, the user, create the 
Document Library and άtǊƻǇŜǊǘƛŜǎέ ǘƻ ƘŜƭǇ organize, identify, and secure your documents.  
 
You can make any of these άtǊƻǇŜǊǘƛŜǎέ ƳŀƴŘŀǘƻǊȅ ǎƻ ǘƘŀǘ ȅƻǳ ŀǊŜ ŀǎǎǳǊŜŘ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ŜƴǘŜǊŜŘ 
whenever a document is stored in a Sharepoint Document Library. 
 
Here is what our File Share would look like in a Sharepoint Document Library: 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
In Sharepoint you can sort by any one of theǎŜ άtǊƻǇŜǊǘƛŜǎέ ōȅ ǎƛƳǇƭȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ŎƻƭǳƳƴ ƘŜŀŘƛƴƎΦ  
 
In addition you can filter on any property. For instance, if you wanted to see just those documents that 
were with άDell Leasing, Inc.έ you would just select that filter in the filter options menu. 
 
  

Our Document 

name has been 

shortened 

Instead of multiple documents we 

now have a Version Number and 

all older Versions are accessible in 

ŀ ±ŜǊǎƛƻƴ IƛǎǘƻǊȅ ό{ŜŜ ά5ƻŎǳƳŜƴǘ 

±ŜǊǎƛƻƴƛƴƎέ ōŜƭƻǿύ 

We have a 

Description of what 

the document is 

We have a place for 

the full name of the 

leasing company 

We now know 

when the lease 

started 

More importantly, we 

know when the lease 

terminates 
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Alerts ɀ Sharepoint will email you when Documents Change 
Alerts are a way for Sharepoint to proactively let you know when the status of a Document Library or a 

specific Document has changed.  

Alerts on a Document Library  

²ƘŜƴ ȅƻǳ άǎǳōǎŎǊƛōŜέ ǘƻ ŀƭŜǊǘǎ on a Document Library you will be presented with the following options:  

 

You can choose to be Alerted on a Document Library in total or a particular Document when: 

¶ Anything (All)  changes  
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¶ New items are added  

¶ Existing items are modified  

¶ Items are deleted  

¶ Someone else changes a document  

¶ Someone else changes a document created by me  

¶ Someone else changes a document last modified by me 
 
You can choose to be alerted: 

¶ Immediately 

¶ Daily with a summary of changes 

¶ Weekly with a summary of changes 
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Alerts on a Single Document  

 
²ƘŜƴ ȅƻǳ άǎǳōǎŎǊƛōŜέ ǘƻ ŀƭŜǊǘǎ ƻƴ ŀ {ƛƴƎƭŜ 5ƻŎǳƳŜƴǘ ȅƻǳ ǿƛƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƻǇǘƛƻƴǎΥ  

 

You can choose to be Alerted on a Document Library in total or a particular Document when: 

¶ Anything (All)  changes  

¶ Someone else changes a document  

¶ Someone else changes a document created by me  

¶ Someone else changes a document last modified by me 
 
You can choose to be alerted: 

¶ Immediately 

¶ Daily with a summary of changes 

¶ Weekly with a summary of changes 
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Email  ɀ Any Document Library  can be given an email address and have email 

sent directly to it.  
 
You can assign an email address to any Document Library and email to it directly.  

An example for using this feature would be a Salesperson who is in the field and does not have access to 

any computer for updating critical sales information he/she has just received. A Document Library can 

be set up where he/she can email from an email enabled phone to the Library. This ensures that the 

email is preserved in a Knowledge Base accessible by anyone with permissions to the library. Anyone 

with Alerts on the Library would receive notification that there has been a new email added. 

Administrative staff can route the new information appropriately.  

  

Document attachments are also added to the Document Library based on the option selected in the 

setup: 

¶ Save all attachments in the Document Library   

¶ Save all attachments in folders grouped by e-mail subject   

¶ Save all attachments in folders grouped by e-mail sender    
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Security Permissions  ɀ Set by Users on Documents Libraries , Documents, and 

Folders 
 
Users can assign Permissions to Document Library as a whole, to an Individual Document or Folder in a 

Document Library. Permissions on a Document override the permissions on a Document Library. 

 

 

 

If you have Folders in your Document Library, then Document permissions override Folder permissions, 

and Folder permissions override Document Library permissions. 
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Versioning  

Content Approval  ɀ Require Documents be Approved prior to Publishing on your site.  

Supported by WSS 3.0, Office 2007, Office 2003 

Content Approval requires a second person to either approve or reject a document added to a 

Document Library. This feature can be turned on or off for each Document Library. Content Approval 

has three conditions: Pending, Approved, or Rejected. 

In a Document Library that has Content Approval turned on if any document is uploaded or created or if 

any of its Properties (i.e. Title, Modified, Modified By, etc.) are changed, it is automatically put into a 

άtŜƴŘƛƴƎέ !ǇǇǊƻǾŀƭ {ǘŀǘǳǎΦ  

 

The document will remain in the pending state until it is approved or rejected by someone who has 

permission to approve it. 

 

 

 

 

 

 

 

 

 

  

 

!ƴȅ ŘƻŎǳƳŜƴǘǎ ǘƘŀǘ ŀǊŜ ŜƛǘƘŜǊ άtŜƴŘƛƴƎέ ƻǊ 

άwŜƧŜŎǘŜŘέ ŀǊŜ visible only to the people with 

permissions to view drafts.  

Anyone without Permissions to view drafts will 

not see the document listed in the Document 

Library. 

To Approve or Reject a document you click on the 

ά!ǇǇǊƻǾŜκwŜƧŜŎǘέ aŜƴǳ LǘŜƳΦ  
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You check the appropriate button next to Approved or Rejected and you can then enter comments as to 

the reason for the Approval or Rejection. 
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Document Versioning - Maintain Major and Minor Version History with Restoration Options  

Supported by WSS 3.0, Office 2007, Office 2003 

Versioning enables you to store, track, and, if necessary, restore earlier versions of a document in a 

Document Library. 

 

 

 

 

 

 

 

 

 

 

 

 

Both major and minor versioning is supported. A 

complete version history is kept and older 

versions can be reinstated. 

You have the option to limit the number of major 

versions and drafts of major versions. 

Versions are also imposed when Document 

Library Properties are changed. For instance, if 

you were to change the Title of a Document it 

would be treated the same as if you made a 

change in the Document itself. 



! ¦ǎŜǊΩǎ DǳƛŘŜ ǘƻ CƛƭŜ {ƘŀǊŜǎ ǾŜǊǎŜǎ Sharepoint Document Libraries 
 

Copyright © 2007 AccessIG, Inc. ALL RIGHTS RESERVED.   Page 15 of 21 

Mandatory  Document Check In / Check Out ɀ Make sure only one person modifies a document 

at a time 

Supported by WSS 3.0, Office 2007, Office 2003 

Mandatory Check In / Check Out can be turned on or off for a Document Library. If it is off, then Check In 

/ Check Out is optional, but still available on the Document drop down menu. 

When check-out is required, a document is checked out automatically when someone opens it for 

editing. If the document is already checked out then the editing commands notify you that the file is 

checked out. 

  

 

When a document is checked out, no one can edit it except the person who checked it out.  

¢ƘŜ ŘƻŎǳƳŜƴǘΩǎ icon in the library changes to indicate that the file is checked out.   When you rest 

the mouse pointer on the checked-out icon, the name of the document checked out appears in the 

ScreenTip. 

Changes that someone makes to a Document or its Properties while it is checked out are not visible to 

others until the Document is checked back in. 
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When you check in a document, you are prompted to enter comments about the changes that you 

made. If the Document Library tracks versions, the comments become part of the version history. 
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Workflow  ɀ Automate Business Rules for Document Handling 
Supported by WSS 3.0 

Workflow is supported throughout the Sharepoint product line.   

Workflow is the ability to define, schedule, and automate multiple tasks for a given Document Library or 

individual Document. For instance, a Purchase Requisition may be required to be reviewed by your 

immediate supervisor before it is sent to Accounting for their approval. 

Workflow can be serial or parallel. A serial Workflow is when each task must be completed prior to 

starting the next task. Parallel Workflow can start two or more tasks at the same time and will wait for 

all the tasks to finish prior to starting the next task. 

 

WSS 3.0 has one prepackaged Workflow call Three-state workflow. This workflow is a serial workflow 

which will progress through three tasks.  

Custom Workflows can be created by your IT staff and added to your Sharepoint site. 
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Advanced Features 

Content Types ɀ Allow Multiple Types of Documents in a Single Document Library  

Supported by WSS 3.0 (partial)  

Content Types allow you to store different Types of Documents in a single Document Library. Each 

Content Type can have: 

¶ LǘΩǎ ƻǿƴ 5ƻŎǳƳŜƴǘ ¢ŜƳǇƭŀǘŜ 

¶ LǘΩǎ ƻǿƴ ǎŜǘ ƻŦ tǊƻǇŜǊǘƛŜǎ 

¶ LǘΩǎ ƻǿƴ ²ƻǊƪŦƭƻǿ 

¶ LǘΩǎ ƻǿƴ LƴŦƻǊƳŀǘƛƻƴ aŀƴŀƎŜƳŜƴǘ tƻƭƛŎƛŜǎ όǎŜŜ ǘƘƛǎ ¢ƻǇƛŎ ŜȄǇƭŀƛƴŜŘ above) (MOSS 2007 Only) 

For example, the following Document Library ǿŀǎ ǎŜǘ ǳǇ ǘƻ ƘƻƭŘ /ǳǎǘƻƳŜǊ wCvΩǎ όǇŘŦύΣ /ƻǊǊŜǎǇƻƴŘŜƴŎŜ 

(MS Word) , Presentations (MS PowerPoint), and Proposals (MS Word). 

 

 

 

 

 

 

 

 

  

When you want to create a New 

Document, you are given the choice 

of the Type of Document so that the 

proper Template and rules can be 

enforced. 
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You can view each Type of Document with its own set of properties.  

Here is each Type of Document shown in their own view with just their own properties: 

 

 

 

 

 

 

 

  






