Using the document library

Upon completing the steps in this set of instructions, you will have performed the following:

e Upload a document to the document library
e Find a document

e Replace a document

e Delete a document

Upload a document to the document library

Before you upload your document to the SharePoint library, make sure you have saved it with a short,
descriptive web-friendly file name (see Page Design > Documents for more help). The file name of this
example document (titled Guidebook for Patients) is patient-guidebook.pdf.

@ BC Cancer Agency

Guidebook for Patients

vancouver Centre

In the editing site, navigate to your page.
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@ BC Cancer Agency

CARE + RESEARCH

Our Services Health Info Our Research
Jur Services m
Directions & Parking +
Your Visit
Services +

Centres & Clinics =
Abbotsford Centre
Centre for the North
Centre for the Southern Interior
Fraser Valley Centre

Regional Centre sample page

Vancouver Centre

Vancouver Island Centre

Clinics in Your Community

From the cogwheel, choose Site contents. (You do not need to go into Edit mode at this point.)

theresa.best@phsa.ca~ £
SHARE Shared with.

Edit page

Add a page

Add an app

Site contents

The Site Contents for your page will appear. Note that Site Contents look similar regardless of the page
you are on. Check that you are in the correct Site Contents by looking at the URL bar. The address might
not be exactly the same as your page, but it will be similar enough for you to confirm that you are in the
correct Site Contents. If you are not in the correct Site Contents, you can either start again, or navigate
to the correct library using the left menu.
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SharePoint

e Site Contents

In the Site Contents, find the Documents icon and click it to open it.

Documents

&

The Document library for your page will appear. (You might want to check that you are in the correct

Documents library by looking at the URL bar.)

8 https://editbeca phsa.clcentre-vancouver-centre-site/Documents/Fprms/Allitems.aspx
i B s 3 o TLPHSA T PHSAAU |z] PODPHSA | Stafflist @ VancouverCentre G Goo
Our Services v Health Infe - Our Research ~ About ~ Contact Health Professionals  ~ Donate Careers

ncer.Agencv
‘ Documents o

@ new document or drag files here

All Documents -~ F e o

wPatientBooklet_HalfLetterforWeb Chun.Yim@phsa.ca

VC-Support Programs-Calendar vic-02@bccancer.bc.ca

ugust-VC-Support Programs-Calender 02@bccancer.be.ca

CCAContactNumbers «= January 05, 2015 Chun.Ym@phsa.ca

Click New Document. The Add a document pop up will appear.
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M Add a document

Choase a file Choose File | Nofile chosen

@ Add as a new version to existing files

Version Comments

Maw N4 mmilncavir-N?Mhrrancer he ra

Click Choose File, navigate to where you have saved your document, and select it.

The document file name will appear in the Add a document pop up. Add version comments if you need
to and click OK.

The Documents popup for your document will appear.

Documents - patient-guidebook.pdf

EDIT
[ x]

Save  Concel P

Commit pboard

| A
@ The document was uploaded successfully. Use this form to update the properties of the
H document.
]
Name patient-guidebook pdf
u
4 Tite Guidebook for Patients
4 Resource Category Patient Handout Kl
g ResourceType =)
| ion N ~ 5
Resource Description | A complete guide for patients to the Vancouver Centre location of
| the BC Cancer Agency.
¥
H
4
u
Resource Language v
H
Audience Health Professionals
] .
¥ patients and Families
# Physicians
" Researchers
a
3

The Document popup is the metadata record; it helps search engines find your content. Fill in the fields
as follows:

e Name - this field will show with the file name already in the field. If the file name is not the
name you want, you must resave your document under the correct file name and re-upload it to
SharePoint. If you change the file name in the Documents metadata popup you will create an
error

o Title — the full name of the document

e Resource Category — click the little flag to the right of the field. When the Select Resource
Category popup appears, navigate to the tag that describes your document, select it, and click
OK.

e ResourceType — this tag is being developed
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e Resource Description — add a brief sentence describing the content of the document

e Resource Language —ignore this if the document is in English; if it is not in English, select the
language of the document from the drop-down list

e Audience —select the audience for the document (who it is written for)

Click Save. The Documents library for your page will appear, with your document added and a “new”
icon beside it. Documents are added by file name in alphabetical order.

Jocuments a

Find a document

Find a document in the Site Contents
In the editing site, navigate to your page.
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@ BC Cancer Agency

CARE + RESEARC

Our Services Health Info Our Research
Jur Services m
Directions & Parking +
Your Visit
Services +

Centres & Clinics =
Abbotsford Centre
Centre for the North
Centre for the Southern Interior
Fraser Valley Centre

Regional Centre sample page

Vancouver Centre

Vancouver Island Centre

Clinics in Your Community

From the cogwheel, choose Site contents. (You do not need to go into Edit mode at this point.)

‘ theresa.best@phsa.ca~ &

L7 SHARE Shared with

Edit page
Add a page

Add an app

Site contents

The Site Contents for your page will appear. Note that Site Contents pages look similar regardless of the
page you are editing. You can check that you are in the correct Site Contents by looking at the URL bar.
(The address might not be exactly the same as your page, but it will be similar enough for you to confirm
that you are in the correct Site Contents.) If you are not in the correct Site Contents, you can either start
again, or navigate to the correct library using the left menu.
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In the Site Contents, find the Documents icon and click it to open it.

Documents

21 items
i Modified 2 weeks ago

The Document library for your page will appear. (You might want to check that you are in the correct
Documents library by looking at the URL bar.)

8 hutps://editbeca phsa.clcentre-vancouver-centre-site/Documents/Fiprr . sp
i B s 3 o TLPHSA T PHSAAU |z] PODPHSA | Stafflist @ VancouverCentre G Goo

Documents o

ncer Agency

@ new document or drag files here

% Parking All Documents -~ . o

Chun.Yim@phsa.ca

Documents are listed in the Documents library alphabetically by file name. Look for the file name of your
document. If there are many documents in your Documents library, you might need to scroll through
pages. Click the right arrow at the bottom of the list on each page to scroll through pages.
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Documents are listed with an icon showing what kind of document it is, the document file name, an
ellipsis (when clicked, a menu of options pops up), and the date the document was last modified and by

whom.

=1 patient-guidebook -« 5days ago theresa.best@phsa.ca

Find a document by file name or keyword
You can also find a document by searching by file name or keyword.

To search by file name, enter the document file name into the main site search tool.

If a document by that file name exists, the search result will display name of the site in which the

@ BC Cancer Agency

document has been placed.

3C Cancer Agency:

! results | Centre - Vancouver Centre site - Documents |

Copy of July-VC-Support Programs-Calender 24/06/2015 3:28 PM mmilosevic-

02@bccancer.bc.ca .| patient-guidebook] 20/05/2016 3:29 PM

theresa.best@phsa.ca ...

Learn More >

You can then navigate to that site in the site contents to find your document.

To search by key word, enter the key word into the main site search tool.

Follow us patient guidebook e

The search result will display the names of pages that contain the key word or key words.
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| First Visit to the Centre |

Patient and Family Counselling (604) 877-6000 local 2194 ... We have created a
guidebook containing useful information for new patients attending
the Vancouver Centre ...

Learn More >

Click on the page title to open the page, and look through the page to see if your document has been
placed on it. When you hover over a document link, the url of the document appears in the bottom of
your screen, and the metadata for the document will appear. Both of these pieces of information should
be able to help you decide if this is the document you are looking for. If this is the right document, look

at the url bar to see its location.

s i T — Vi |con) O

G Googe [ Workbain T, Supperong PHSA ] Omerbockmas

gy (N - — R — W prsa [2 sut @ Vonc
SharePoint theresabest@pheacss @ 2

Where to Stay

Your First Appointment

Smoke-Free Grounds

Support Programs

volunteering

Feedback

Your first appointment

g physician will set up a New Patient appointment for
ntre and will be notified of the time and

me of your

Replace a document
Sometimes you need to replace an out-of-date document with an updated version of the same

document.

You can upload a new version of a document and link to the document in a single series of steps.
However, your old document must have exactly the same name as your old document. For example, if
you have updated an old document called clinic-referral-form.doc you must save your new document
on your desktop first, with exactly the same file name clinic-referral-form.doc in order to make the

replace a document process work correctly in Sharepoint.
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e If your new document has exactly the same file name as your old document, Sharepoint will
automatically put the new document in the old document's place (including attaching it to the
existing document record), and all links to the old document will not break.

e [f your new document has a different file name, Sharepoint will upload a separate document
(including creating a new document record), and all links to the old document will break.

In the editing site, navigate to your page. Place your cursor on the link to the document that you want to
replace. In this screenshot, the link is Guidebook for Patients (English version). The green Link tab will

appear. Click the tab.

=]

Lax, xR i EEM oo |[AaH [AaBb (aaBbed A
aragraph Heading 2 S. Heading 3 S Heading4 S He
éervice 000 93935999
Library/Cancer (604) 675-8001 or toll-free 1-888-675-
Information Centre 8001, ext. 8001
Nutrition (604) 877-6000 local 2013

Patient and Family
Counselling
Pharmacy

(604) 877-6000 local 2194

(604) 877-6135

View more BC Cancer Agency contact numbers and FAQs

Guidebook for patients

We have created a guidebook containing useful information for
new patients attending the Vancouver Centre.

Guidebook for Patients (English version)

In the Link tab, click Select Link.

BROWSE PAGE PUBLISH FORMAT TEXT INSERT LINK
: D &n URL /centre-vancouver-cent:  [#/Open in new tab
o2 P é=] Description: A complete guide for p: Display Icon
Select Remove
Link Link I* Bookmark
L Properties Behavior
L ™ S-r— Se— el

The Select an Asset panel for your Documents library will appear. Check that you are in the correct site
(by looking at the Current Location line at the top of the page). Click “Click to add new item” at the top
of the panel. The Add a document panel will appear. Navigate to the item on your desktop, select it and
click OK. The document record for your document will appear, with the Name (document file name) and
Title (document title) fields filled in. Click Save.
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Jocuments - using-document-library.pdf

B B X

The Select an Asset panel will appear. Navigate to the document you just uploaded. In this screenshot,
the document is using-document-library.pdf. (The Modified column indicates when the document was
uploaded.)

Select your new document. The document will appear in the Location (URL) field. Click Insert.

The new document will appear on the document link on your page.

Delete a document

To delete a document from the library, go the Site Contents for your section. Find the document you
want to delete. In this example, | want to delete: 2012_newPatientBooklet_HalfLetterForWeb.
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Click the ellipsis to the right of the document file name. The document record will pop up.

Documents o

2734
2012_NewPatientBookl,,, views

~

(® new document or drag files here

Changed by [ Chun.Yim@phsa.ca on

d afile 0 05/01/2015 9:25 AM

All Documents

Shared with lots of people

v O Name Checked Out To

#2012 NewPatientBooklet_HalfL etterForWeb https:/feditbcca phsa.ca/centre-vancouver-c
k1 April-vC-Support Programs-Calendar e Lca
[#  August-VC-Support Programs-Calender ... | OPEN  SHARE FOLLOW m sca
[#  BCcAContactNumbers s JanUuary 05, 2015 chunvime] Properties
[ CafeteriaMenu20091 e January 05, 2015 Chunyvim@) Edit Properties
Copy of July-VC-Support Programs-Calender === June 24,2015 mmilosevics  check Out
[ Copy of luly-vC-Support Programs-Calender e May 28,2015 dhass@beez | o History
[ fax_referral_form_frontandback100308 s JaNUary 05, 2015 Chun.Yim@|

Compliance Details

[ Febuary-VC-Support Programs-Calendar es February 01 spenningtar
B January2015 wee January 05, 2015 Chunyima| Workflows
[ July-VC-Support Programs-Calender «ee June 24,2015 mmilosevics Download a Copy
[#  June23isNaticnalPinkDayattheBCCACafe wen January 05, 2015 Chun¥im@| spared with
A June-vC-Support Programs-Calender s May 04
_@f_ March-VC-Support Programs-Calendar «e«  February 09 spennington-UZ@pccancerne.ca
[#  marrh-vr-siinnnrt-nrnarams-ralendar - Marrh 12 2ms snenninatan-N?@hrrancer he ra

Click the ellipsis in the bottom right of the document record popup. In the drop-down menu that

appears, click Delete.

SharePoint will ask you if you are sure. If you are, click OK.
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Are you sure you want to send the item(s) to the site Recycle Bin?

0K Cancel
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The document will be moved to the Recycle Bin.
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