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SharePoint Document Libraries

e Adocument library provides a secure place to store files where you and your co-
workers can find them easily, work on them together, and access them from any
device at any time.

e Example: Project Documents can store all the documents related to a project.

e Whenyou create a site by default it will create a document library (both on-
premises and online)

e Everylibrary has properties like created date, create by, modified by, modified date,
etc.

Advantages of SharePoint document libraries

Here are a few advantages of a document library in SharePoint Online.

Secure Storage

SharePoint document libraries offer robust security features to ensure that your
documents are stored securely. With detailed permission settings, administrators can
control who has access to specific documents and libraries. This ensures that sensitive
information is only accessible to authorized personnel. Additionally, SharePoint's
integration with Microsoft 365 provides advanced security measures such as data
encryption, compliance with industry standards, and regular security updates.

Modern Interface

The modern user interface of SharePoint document libraries is designed to be intuitive and
user-friendly. Features like drag-and-drop uploads, quick edit views, and a responsive
designh make it easy for users to interact with the library. The modern interface also
supports customization, allowing organizations to tailor the look and feel of the libraries to
match their branding and specific needs.

Check-in/Check-out

The check-in/check-out feature in SharePoint document libraries helps prevent conflicts
and ensures that document edits are tracked properly. When a user checks out a
document, it becomes locked for editing by others, preventing simultaneous
modifications. Once the user checks the document back in, others can view the changes
and make their own edits. This feature is crucial for maintaining document integrity and
version control.
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Metadata

SharePoint allows users to add metadata to documents, which enhances the ability to
organize, search, and manage files effectively. Metadata can include information such as
document type, author, date created, and more. This structured data makes it easier to
retrieve documents based on specific criteria, improving overall efficiency and reducing
the time spent searching for files.

Power Automate Integration

Integration with Power Automate enables users to create automated workflows directly
from SharePoint document libraries. This can streamline various processes such as
document approvals, notifications, and data collection. By automating repetitive tasks,
organizations can improve productivity and ensure that workflows are consistent and
error-free.

Power Apps Integration

SharePoint document libraries can be integrated with Power Apps to build custom
applications that enhance document management processes. Users can create forms,
dashboards, and other interactive tools that connect directly to SharePoint libraries. This
integration allows for tailored solutions that meet specific business needs, improving
overall functionality and user experience.

Co-authoring

SharePoint supports real-time co-authoring, allowing multiple users to work on a
document simultaneously. This feature is particularly useful for collaborative projects, as
it eliminates the need to send documents back and forth via email. Changes are saved in
real-time, and users can see who else is working on the document, making collaboration
seamless and efficient.

Team Integration

SharePoint document libraries integrate seamlessly with Microsoft Teams, providing a
unified platform for communication and collaboration. Users can access and share
documents directly within Teams, participate in discussions, and manage tasks without
switching between applications. This integration enhances team productivity and ensures
that all project-related information is easily accessible.

Easy Sharing Options

SharePoint offers enhanced sharing options, making it easy to share documents both
internally and externally. Users can generate sharing links with specific permissions, such
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as view-only or edit access, and set expiration dates or passwords for added security.
These sharing options ensure that documents can be distributed efficiently while
maintaining control over who can access and modify them.

These features collectively make SharePoint document libraries a powerful tool for
document management, enhancing security, collaboration, and efficiency within
organizations.

SharePoint Document Library Examples
Here are a few examples of SharePoint document libraries.
Project Documents Library: Stores all documents related to a specific project.

Columns: Project Name, Document Type, Owner, Status, Due Date

HR Policies Library: Contains all HR policies and procedures.

Columns: Policy Name, Effective Date, Department, Document Owner, Review Date

Marketing Materials Library: Holds marketing collateral such as brochures, flyers, and
presentations.

Columns: Material Type, Campaign, Created By, Last Modified, Approval Status

Financial Reports Library: Repository for financial statements, budgets, and reports.

Columns: Report Type, Fiscal Year, Quarter, Prepared By, Approval Date

Client Contracts Library: Stores contracts and agreements with clients.

Columns: Client Name, Contract Number, Start Date, End Date, Contract Value

IT Policies Library: Contains IT-related policies, procedures, and guidelines.

Columns: Policy Name, Version, Author, Last Reviewed, Compliance Status
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Training Materials Library: Repository for training manuals, videos, and other educational
content.

Columns: Training Module, Format, Created By, Last Updated, Audience

Product Documentation Library: Stores user manuals, technical specifications, and
other product-related documents.

Columns: Product Name, Document Type, Version, Author, Release Date

Legal Documents Library: Holds legal documents such as agreements, court filings, and
compliance records.

Columns: Document Type, Case Number, Date Filed, Attorney, Status

Sales Proposals Library: Contains proposals and bids submitted to potential clients.

Columns: Proposal Title, Client Name, Submission Date, Sales Rep, Proposal Status
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