


È Desktop icon for Library Computers 

È https://collaborate.library.yale.edu

È Library Front Door: 
http://www.library.yale.edu/

1. Click - Working at the library 
(under About The Library)

2. Click - Staff Front Door (under Quick Links)



3. Click - SharePoint (under Quick Links)



È Sign In (top right corner)

È Administrator Contact Info

È Login Automatically

È SharePoint Request Form

È SharePoint Help, ebooks link on the main page

È Tip of the Week

È Contributors

È Information Pages



È https://collaborate.library.yale.edu/class20100401
/default.aspx



È Quick Launch

ÁHyperlinks to access various site sections and 
functionalities

ÁYou can add new hyperlinks

È Page Content

ÁThis page is made up of Web Parts and shows 
snippets of information from multiple site sections 
e.g. calendar.



È SharePoint Search

ÁBy default the search engine will index all content 
within a site. It is possible to define specific content 
not to be indexed so it will not appear in any search 
(select any list or library ðSettings ðList/Document 
Library Settings ðGeneral Settings ðAdvanced 
Settings ðSearch: select Yes or No)



È Site Actions

ÁOnly visible by users with appropriate permissions

ÁCreate: add new site sections, functionalities and 
sites

ÁEdit Page: used to add, remove or update Web Parts 
on the current page

ÁSite Settings: used to manage a site



È List: a set of data that lists information that is 
helpful to the users. You can customize lists as 
needed, but there are a number of prebuilt lists 
that SharePoint provides to help you create 
lists quickly. Samples of lists are Document 
Library, Links, Announcements list, Contacts, 
Events, Tasks, Wiki page library. 



È From SharePoint site home page ðSite Actions 
ðCreate ðDocument Library

È Specify the new document library properties 
and click create

È Now we can create or upload documents to 
this document library



È New 

È Upload

È Actions

È Settings 

È View 

È List item(s)



È You can select New to create a new document 
or new folder

È Select Upload to add existing documents



È Alert Me



È Document Library Settings





È Documents stored in SharePoint have 
metadata, e.g. document title, date last 
modified, who modified, size of the file etc.

È Some metadata can be edited

ÁHover over the document; a drop down box appears

ÁFrom the drop -down box, click Edit Properties



È Check-out/Check -in

È Version history

È Content approval



È Two ways to open a file in a document library:

ÁRead-only: click the file directly from a document 
library

ÁEdit: Hover over the document you want to edit ð
selection option òEdit in éó from the drop down 
box



È Document check in and out prevents document 
changes by another user if it is currently open

È Check-Out:

È Check-out is not
required to edit
documents. You can 
change this via
Settings ðVersioning
Settings ðRequire
Check Out



È By default, the document library overwrites the 
old document version with the new version

È To keep version history go to Settings ðVersioning 
Settings ðDocument Version History

È To view document versions, hover with your 
mouse on the document, select Version History 
from the drop down list



È If you set the òRequire content approval for 
submitted itemsó only files or documents that 
have been approved are visible


