
SharePoint 2013 Quick Reference User Guide 

 

 

1. Navigate to SharePoint site 

 

Launch a web browser (preferably internet explorer) and type the address of Sharepoint site. 

 

                                               http://spserver:90/sfomech 

   

                                                                      or 

 

                                  http://spserver.chn.nestgroup.net:90/sfomech/ 

 
 

The home page of the SharePoint site should look similar to the following: 

 

 
 

 

2. Add new document  

 

Method1 

Step1: Locate and click new document and click Browse button to select and upload a document 

http://spserver:90/sfomech
http://spserver.chn.nestgroup.net:90/sfomech/


 

 

 

 

 

 



Method2 

 

Steps: 

1) From the quick launch click Library. 

2)  From your local computer find the document you want to upload and drag it to the SharePoint 

document library where it says "drag files here" 

3) Notice the section will become highlighted and it will say "drop here…", release the document. 

4)  After a few moments the document will be uploaded! 

 

 

 

 

3. Edit Document  

 

 

Steps:   Check-out document->Edit document->Check-in document 

 

 

 

A) Check-out document before edit   



 

Step1:select the document in the library, that you want to check-out as shown as below. 

 

 

 

Step2:Click on the files option in the top ribbon bar and then select the check-out option on your ribbon as 

shown below. 

 

1.  

 

 

Step3:When you click on the check-out option in your ribbon the document will be checked out as 

shown below. 

 



 

 

If you have checked out the file then other users cannot change the file. Other users can edit the 

documents only after you have checked-in the files. 

 

If other users try to edit the document then they will get an error message as shown below: 

 

 

 

You (the checked-out user) can edit and save the changes of the document. 

 



 

 

 

B) Edit document 

 

Method1 

Select document and click Open Menu (…) and  

 



 

 

Method2 

If a document is not checked out, select document and click Check Out and Edit 

 



 

C) Check-in a file after a document content is edited 

Step 1: Then you can check-in the edited file as shown below: 

 Select the checked-out file 

 Click on the files on the top ribbon bar 

 Then select the check-in option on the top ribbon bar 

 

 

Step 2: When you select the check-in option in the top ribbon bar, you will get the pop-up as shown below, 

Provide your comments and then select “Ok” to check-in the document. 

 



 

 

The document will be checked- in successfully.  

 

 

 

4. Workflows 

 



Start a Workflow 

 

Step1: Select document and click Open Menu (…)  

 

 

Step2: Click Workflows link to view workflows 

 



 

 

 

Step3: click Workflow link and click Start button to start a workflow 

 

 



 
 

 

Approve workflow task 

 

 Method1:  Approve workflow task through email 

 

Step1: Click Approve/Reject link to open task approval page 

 

Step2: Click Approve or Reject button. 



 

 

 

Method2:  Approve workflow task on SharePoint site 

 

Step1: Open SharePoint site home page and locate User Pending Tasks and click task name to open 

approval page  

 

 

 

Step2: Click Approve or Reject button. 



 

 

 

View Workflow Status  

 

Step1: Select document and click Open Menu (…) 

 

 

Step2: Click Workflows to view all workflows 



 

 

 

 

 

 

5. View version history  

Step1: Select document and click Open Menu (…) 

 

 

 



 

 

Step3 

Click Version History to view all versions 

 

 

 



6. Search 

 

         Option 1: Site search box 

 Every site has this search box in the upper right hand corner, which allows you to surface up content 

based on what you have typed in. 

1. Navigate to the Search Box in the upper-right hand corner of your SharePoint Site 
2. Type the text/keyword you are looking for 
3. Hit Enter 

 

 

Option 2: Document Library Search Box 

 Every Document Library in SharePoint 2013 has a search box located just above the documents 

themselves. It allows you to search for documents just within the specific document library. 

4. Navigate to the root of the Document Library 
5. You will notice a search window present in the header portion of the document library (to the right 

of where all the views are 
6. Type the text/keyword you are looking for 
7. Hit Enter 

 



 

Option 3: Wildcard Search 

Another cool search feature you can use with both Options 1 & 2 is wild card search. That is when you 

don’t know exact keywords, only a portion of the text you are looking for (i.e. first few letters) 

 

For wildcard to work in SharePoint… 

 You have to start with the first few letter of the word. In other words, in a word “vehicle”, you can’t 
search for text “ehic“, it has to be “veh“ 

 The wildcard character in SharePoint is “*“. You have to put the asterisk (wildcard 
character) after the first few letters, not before. For example, veh*, not *veh 

 You can use SharePoint wildcard search with both Options (global search and library-level search) 

 

 

7. Upload multiple documents in SP 2013 

In SharePoint 2013 the “Upload Multiple” Options has been depreciated. There are two alternative 

ways to Upload multiple documents 

 

Option 1 – Using the drag-and-drop functionality 

On any document library you can now simply Drag and Drop the document and it will be upload with 

a quick progress bar. Here is how this feature works 

Simply select multiple documents from local and drag it onto the document library. The window will 

change to “Drop here...” 



 

  

You can see the Upload documents Status bar next at the Document Libraries title. 

 

You would see Upload Complete once the upload completes. 

Know Issues with Drag and Drop – 

Feature will not work with the IE version Internet Explorer version 8.0.6001.18702IC 

Option 2 – Windows Explorer view 

http://www.learningsharepoint.com/wp-content/uploads/2012/11/New-Picture-151.bmp
http://www.learningsharepoint.com/wp-content/uploads/2012/11/New-Picture-123.bmp


To Open Windows Explorer click on Upload Document button as shown in picture below 

 

Next in the Add Documents popup click on “Upload Files using windows Explorer Instead” 

 

You will Probably get the following error 

 

To resolve this add the SharePoint site as Trusted in your Browser and Make sure that the 

WebClient service is running. To do this, follow these steps: 

Click Start, click Run, type services.msc, and then press Enter. 

In the list of services, locate the WebClient service, and then make sure that its status in the Status 

column is set to Started. If its status is not set to Started, double-click WebClient, click Start, and 

then click OK. 

Once done restart the browser and try opening the Windows Explorer again. In the Windows 

Explorer you can copy and paste multiple documents as done in earlier SharePoint versions. 

http://www.learningsharepoint.com/wp-content/uploads/2012/11/New-Picture-23.bmp
http://www.learningsharepoint.com/wp-content/uploads/2012/11/New-Picture-53.bmp
http://www.learningsharepoint.com/wp-content/uploads/2012/11/New-Picture-243.bmp


 

 

 


