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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”

i Office 365 Sites

E%‘ ,f%l B[ Page History @ c('i

&% Page Permissions

Edit  Check Out Edit Rename E-maila Alert Popularity Make  Incoming Tags &
- - Properties »  Page Delete Page Link e - rends Homepage Links Motes
Edit Manage Share & Track Page Actions Fage Library Tags and Motes
My Account

2) The setting page for the site will open. Locate and select “Versioning settings”

i Office 365 Sites

Information Services & Technology # EDIT LINKS

Site Pages » Settings

Cleveland State University

engaged

My Account List Information
Home for current site Name: Site Pages
) Web Address: https://csuchio.sharepoint.comy/sites/000/001/004/SitePages/Forms/AllPages.aspx
Enterprise Network Description:
Calendar escription:

Listed below are sites to

- General Settings
which you have access

Permissions and Management Comn

Network ) _— -
@ List name description and navigation

o Delete this document library o R5S
Telecommunications

P -
Messaging & o Versioning settings
Collaboration

8 Permissions for this document library

o Advanced settings

o Manage files which have no checked in version

Recent
StudentTraining @ Validation settings & Workflow Settings
Noora 8 Column default value settings o Generate file plan report
Training
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3) The page for the versioning setting definitions will appear. Set the options to meet individual
needs and then OK.

Cleveland Srate University

My Account
Home for current site

Enterprise Metwork
Calendar

Listed below are sites to
which you have access

Metwork
Telecommunications

Messaging 8
Collaboration

Recent
StudentTraining
MNoora
Training

Construction Projects

Maintenance Coverage

CSU Vendor's Contacts

Recycle Bin

# EDITLINKS

REVISED DATE: 7/31/2015

Information Services & Technology # EDIT LINKS

Settings » Versioning Settings

Content Approval

Specify whether new items or changes to existing items should remain in a draft state until they
have been approved. Leam about requiring approval.

Document Version History

Specify whether a version is created each time you edit a file in this document library. Leamn about
versions.

Draft Itern Security

Drafts are minor versions or items which have not been approved. Specify which users should be
able to view drafts in this document library. Learn about specifying who can view and edit drafts.

Require Check Qut

Specify whether users must check out documents before making changes in this document library.
Leam about requiring check out.

Require content approval for submitted items?
) Yes (@ No

Create a version each time you edit a file in
this document library?
() Mo versioning
® Create major versions
Example: 1, 2, 3,4
() Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Optionally limit the number of versions to
retain:

] Keep the following number of major
- versions:

Keep drafts for the following number of
major versions:

Who should see draft items in this document
library?
* Any user who can read items
Only users who can edit items
Only users who can approve items (and
the author of the item)

Require documents to be checked out before
they can be edited?

' Yes ® Mo
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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.

Office 365

Sites

BROWSE PAGE

Listed below are sites to

which you have access
Network
Telecommunications

Messaging &
Collaboration

Recent
StudentTraining
Noora
Training
Construction Projects
Maintenance Coverage
C5U Vendor's Contacts

Recycle Bin

# EDIT LINKS
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Page

This site contains information for use by the Enterprise Network staff

managed by Mimi Porter. To locate information easily, it is

recommended that folders be created and all documentation relating
to that subject matter be stored within that particular folder.

Documents

@New
v O

R X
.. Provisioning a Network Server Template.docx

I Upload v/

Mame B
[Froe e rvttboming. S [Type heve]
Provisioning e 4 1Pt 4 Wl AR S 51 b5,
a Network S —
Server T e ket ey Categoey [Spog
CISCO-PI B st et e b n et
o Servar Hardware
Provisioning e B i i
a Network B Corperted e
Ser\.'er MTS' ’-':.’;:\hmklhnmmlufdh.
EXPENSE D necasgamactafmese
E 0L o O STalL, set Drver 30] Sute

Prowisioning e B -
2 Netwark S — o sdndin . .
Cerver B racEloFz B- =
TELCOM-
sqL Changed by (] Randall G Frye on 4/28/2015 10:08 AM
Provisioning B | Shared with [ William M Zielinski, T william Brock, (] tony mansoor,
a Network and 25 more
Server
Template https://csuchio.sharepoint.com/sites/000/001/004,/Shared%20Da ¥
Provisioning w 1
a Network
Sarver UCE EDIT  SHARE FOLLOW

Drag files here to upload
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2) Scroll down the list of the additional options and select “Version History”

This site contains information for use by the Enterprise Network staff
managed by Mimi Porter, To locate information easily, it is
recommended that folders be created and all documentation relating
to that subject matter be stored within that particular folder,

Documents x
.. Provisioning a Network Server Template.docx
@ New 1 Upload J/
v [0 nName ]
[Type e, [Type hare)
Provisioning e [ ———
a Network o Metwork Connection
Server B o sidedto .
CISCO-PL T Setupthe s card s Bghi-out bk et
o Iﬁv_ﬂm
Provisioning FETE | ey
a Network ettt
Server MTS- b
EXPENSE 2 Mmoo
E oot et OFS insTall, set tevet a0 St
Provisioning FETE | P ——
a NEtWDrk T Openservce tokesin fapy Categony: o addedito .
cerver OE PacElOFZ B- =
TELCOM-
saL Changed by [ Randall G Frye on Open in Word
Provisioning Shared with [ William M Zielinsk Open in Word Online  mansoor,
v a Network and 25 more
FETET . Download I
Template https://csuchio.sharepoint.com/ 1962000 %]
Provisioning e 1 Share
a Network
Server UCE EDIT  SHARE FOLLOW Rename
Delet:
Drag files here to upload e
Copy

Version History

Properties Version History

Advanced 4

3) Select a version and to the right will appear an arrow, select the arrow

oSy wee e bt 6 4 ATl muadhire ship e 516 Frumstotr S,

Version History

Delete all Versions

Mo. b Modified Meodified By Comments
40 4/28/2015 10:08 AM Randall G Frye

3.0  4/27/2015 8:43 AM Dominigue M Porter

20 4/24/2015 7:50 AM Dominique M Porter

Tl ]) s
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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.

MNetwork - o Matwork Comnaction Ll i
erve
158 ‘ersion History ®
rovi
NE  pelete Al Versions
erve
XPE odified Size Comments
'S Randall G Frye 319KB
Mej
EIVE 30 semmemmmmmesee Dominique M Porter 312 KB
ELQ View
QL 20 Dominigue M Porter 28 KB
Restore
ro 1.0 :| Randall G Frye 204 KB
N Delete

e
T e e
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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)

2)

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”

& | Office 365 Sites

— — [ i ' o T B
E%. = &% :z: :::liors B Gc'i o] IE\

Edit  Check Ou’ Rghame E-maila Alert Popularity PMake Incoming  Library View Al Tags &
- - Properties » Fage Delete Page Link Me - rends Homepage  Links Settings Pages Notes
Edit @ Edit Properties |9 Share & Track Page Actions Page Library Tags and Notes

EE View Properties
My Account

Select the option “Version History”

ns Site Pages

1 VIEW

tic
,:?‘ a Version History D Alert Me
=
Check

5 &% Shared With @ Workflows
Edit
j ftem ¢ Delete Item Cut
Manage Actions
ne
Name

se Home.aspx

-
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3) Alist of previous versions will appear, select a version and to the right will appear a little arrow,
select the arrow.

Site Pages

»

Delete All Versions W

| MNo. + Modified Maodified By Size Comments
9.0  6/26/2015 4:04 PM Dominigue M Porter 33KB

i Wiki Content 1

. Enterprise ~
Network
Landing Page

| This site contains information for use by the Enterprise Network staff
managed by Mimi Porter. To locate information easily, it is

|- recommended that folders be created and all documentation rela...

il

8.0 |6/26/20154:03 P Dominique M Porter 23 KB

i Wiki Content
E i

" nterp rise

n

Network
Landing Page

This site contains information for use by the Enterprise Network staff -
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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.

Site Pages

Delete All Versions

ion No.+  Modified Modified By Size Comments
9.0  6/26/2015 4:04 PM Dominique M Porter 3.3KB
Wiki Content

t Enterprise ~
Network
Landing Page

5
me This site contains information for use by the Enterprise Network staff
managed by Mimi Porter. To locate information easily, it is
oje recommended that folders be created and all documentation rela...
ovi
\rve 80 |&2ALI015.4:020M. Dominique M Porter 33KB
View
ovi
vitg

Restore

{ . interprise
Network
Landing Page

This site contains information for use by the Enterprise Network staff -
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