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Planning  your  SharePoint  L ibrar ies  i s  Key
You need to make a clear, thought-out plan as to how you
are going to set up your SharePoint document libraries.
Awareness of the functionality you have available, is key in
making educated decisions on how to structure your
environment. 

You can create as many libraries as you would like in a
site. Each library has the capabilities of holding up to 30
million files, so storage is not an issue.

If you are smart with your organisation of files and folders,
you will be able to utilise SharePoint Document Libraries
to allow your users secure access to documents from any
device.
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SharePoint document libraries have often been described as 'super folders' as they provide a useful
way to separate  your folders and files whilst keeping things organised within a tidy SharePoint site. 

Funct ional i ty
If you are unsure about working with documents and libraries in SharePoint, the action bar is always
a helpful place to start. The action bar is contextual and offers functions that allow you to perform
actions against the library you are in or the document you have selected. Change how your files are
viewed, how you work with them and how you interact with your SharePoint library. 

The ellipses to the right of the action bar or file name provide additional functions, and the icons you
can view are dependant on your permissions.

https://www.adepteq.com/sharepoint-migration/
https://www.adepteq.com/sharepoint-training/
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Permiss ions  & Access
Document libraries inherit permissions from the
SharePoint site they are in. When a library is created,
the same people who have access to the site will also
have access to the library and can view or edit the
contents. This is called inherited permissions. 

Libraries can also have their own individual
permissions, you can break inheritance by restricting
access so that only certain people have access to a
library. You or your site owner have the decision
making authority on who has access. The access list
can be separate from the parent site.

Vers ion His tory

Removes the need of keeping multiple copies of a
file whilst it's being developed
Provides a trail of who has made changes and
when
Choose major and minor versions for controlled
documents
Can help recover corrupted files

The version history feature is one of SharePoint's best
as it automatically keeps a track of all changes being
made to the files within your library.

1.

2.

3.

4.

Meta Data
Folders are a natural way to organise your data,
however it is an arbitrary way for organisation. How is
your folder structure? Does it make sense to separate
your folders by project? By owner? By year?

Metadata in SharePoint libraries lets you tag your files
and content with the relevant keywords which allows
you to easily filter the files you may need. It takes
some time to set up, but saves you time when
searching for your data.



Our document management solutions are crafted to eliminate the
manual information streams that waste time, frustrate co-workers and
weaken your compliance.

They provide you with a centralised cloud-based repository accessible
anywhere.

 A controlled workflow ensures that work is not duplicated. 

Key information is always up to date and in line with compliance
requirements. 
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Co-Author ing
SharePoint supports the ability to concurrently edit and work on files in real-time by multiple
people. It works well in Word, OneNote, PowerPoint and Excel. 

Co-authoring works in most browsers and removes the need for Office to be installed on a
device, so you are able to work on a document whenever you need to. Co-authoring also
eliminates the problem of one person locking a file by not closing it properly.

Why should  you use  an e lectronic  document
management  system?

 

Getting quick access to live or draft
documents
Approval Processes
Receive and send notifications when actions
are required
View, read and acknowledge documents
from your preferred device

Actions you can undertake include:

https://www.adepteq.com/sharepoint-document-management/
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Ask the Expert: 
Microsoft 365 Q&A

Looking to maximise the benefits of Microsoft 365?
We're committed to providing practical, result-

oriented advice that enables clients to achieve the full
potential of the Microsoft 365 Suite.
 Book your 15 minute call today.

Book Now

www.adepteq.com |  Adepteq, 152 - 160 City Road, London, EC1V 2NX | 0203 805 4143 Freephone: 0800 6444 365     

https://outlook.office365.com/owa/calendar/Consultancy@adepteq.com/bookings/
tel:08006444365

