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Versioning in a SharePoint Site 
To check / manage versioning settings for documents 

These steps are to be executed by the owner(s) of the site 

1) Go to the set on which the versioning setting are to be managed.  Select “Page” and then 

“Library Settings” 

 

2) The setting page for the site will open.  Locate and select “Versioning settings” 
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3) The page for the versioning setting definitions will appear.  Set the options to meet individual 

needs and then OK.   
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To restore a document from a previous version. 

Person must have appropriate access level, that is must have the ability to edit, create documents etc. 

for the site. 

1) Locate and select the document to be restored from a previous version.  Select the options for 

that individual document by select the “…” to the right of the document.  A pop-up will appear 

with details concerning the document.  Near the bottom will be additional options section, 

select the “…” to access these options. 
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2) Scroll down the list of the additional options and select “Version History” 

 

3) Select a version and to the right will appear an arrow, select the arrow 
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4) Three options will appear.  It is recommended that before restoring that the item be viewed to 

verify that it is the correct version to be restored.  Once an item is restored, it becomes the 

current version, the version that is being restored will drop down one level. 
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Restore a site from a previous version 

These steps are to be executed by the owner(s) of the site.  As always, anytime work is being performed 

on a site, it is recommended that the site be “checked out” and then once the work has been completed 

the site is then “checked in”. 

1) Access the site to be restored from a previous version.  Select “Page”; select “Edit Properties” 

and from the drop down that appears select “view properties” 

 

 

2) Select the option “Version History” 
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3) A list of previous versions will appear, select a version and to the right will appear a little arrow, 

select the arrow. 
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4) Three options will appear.  It is recommended that before restoring, that the item be viewed to 

verify that it is the correct version to be restored.  Once an item is restored, it becomes the 

current version, the version that is being restored will drop down one level. 

 

 

 

 


