SharePoint
https://arsnet.usda.gov/sites/MWA/ATA/default.aspx 

Log on:  arsnet\xxx.xxxxxx  (your name)

Password:   your Outlook password

Instructions

Check Out a document 
2
Save Changes 
2
Check In a document 
3
Add a new document to the site 
4
Home Page:

SEE YOUR LOCATION FILES:

Click on your location to see the original file.
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Announcements. v
Get Started with Windows SharePoint Services! ! iew 1/3/2008 11:08 A
by Pauls Snell

Windows SharePoint Services lsts you share information and files sasily with others. Learn about
your new site by reading What's New in Windows SharePoint Services

@ Add new announcement
Events v

There are currently no upcoming events. To add a new event, dlick "Add new event” below.

@ Add new event
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Thers are currently no favorits links to

Links.

display. To add

a new link, dlick "Add

new link” below

@ Add new link
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CHECKOUT A DOCUMENT:

Best practice is to “check out” a document.  While it is checked out to you, others can see it, but cannot save changes to document.  However, you can work in it, and save the changes as you go.  When you’re finished with the document, check it back in.

Checkout
1. Mouse over the document name and a Down Arrow will appear.  
2. You can “Check Out” or “Check In” by this menu.

3. Once you choose Check Out, your name will be listed under the “Checked out to” column.  This prevents others from opening and modifying the document while you are using it.
4. Click on the document name and use your (email) password again and open the document. 
5. You can now work on the document and save the changes in the document, while keeping the document checked out.
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Save Changes
Save the changes into the checked out document, OR you can save the document to My Documents, but that is not the best practice.  
Once you are finished with the document you need to Check In the document on the drop down menu next to the name.


CHECK IN A DOCUMENT
When you are finished working with the document, click on the down arrow next to the name and click on “Check In”.
Your choices are:  

1. Check in document:

2. Check in changes saved, and keep document checked out

3. Check in and discard changes and undo check out

Send the ATA a short email when you have a document uploaded for review.

ADD A DOCUMENT TO THE SITE
Upload a Document

Click on “Upload Document”.  

Use a new name for the file and put the date at the end.

(Example: GovTrip W.Lafayette Unit Name or Sec initials 011008.xls)



Upload a document (continued):

1.  Click Browse to locate the document on your hard drive.

Once you find and select the document:

2.  Save and Close





Now 2 documents are listed.


Send the ATA a short email when you have a document uploaded for review.
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