


What’s a “view”?
 Everything stored in SharePoint is an item in a list or a library, and these lists and libraries can get very

large. A view is a set of filters and styles to show, in different ways, the information available in lists and
libraries.

 Creating a view to display or hide library items changes nothing about the items displayed: not their
metadata, location, or permissions. It simply filters a library to show only items of particular interest.

 As an Owner or Custodian of your document and folders, and a contributor to the Lean library, you will
be able to create additional views, both personal (for your own use) and public (to share with others).
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Same Library

Different View

A view allows us to pare down our entire document library to just those OPS 
documents referenced in HSE0008.

The benefits?
• Because it’s a view, and not a webpage, revised documents will show up

automatically, and not become broken links, as long as metadata is set correctly.
• The folders we use to manage permissions are hidden, and don’t get in the way of

quick end user navigation.



Applying Views
When you look at a library in SharePoint, you are always seeing a default view applied,

normally the All Documents view.

 To apply a specific view to the library or folder you’re in:
1. Go to the LIBRARY ribbon.
2. Click the Current View dropdown.
3. Select a view to apply.
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Linking to a View
 SharePoint URLs contain information for specific views of site/library/folder locations as shown in the

example below.

 These URLs can be sent in emails or linked from webpages and web parts to direct users to exactly the
desired information within a library.
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https://internal-web.com/sites/AAAAB544/ HSE4/ Forms/Deep%20Water%20OPS%20Index.aspx

?RootFolder=%2Fsites%2FAAAAB5447%2FHSE4%2FOPS0184%20Diving%20Folder

Site Library View

Folder

URL



Creating a View
As an example, the steps below create a view for an Owner to see all of the Lean controlling documents he 
or she is accountable for, who their custodians are, and when they are up for review.

1. To start your new view, go to the LIBRARY ribbon and click the Create View tool.
Note: Views are created at the library level, and can only be used within a library and its folders.
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1.



2. Select a type for your view, or an existing view to use as a basis. We’ll use Standard View.

For our document library, Standard View and Datasheet View are the most useful types. Most of our 
existing views are standard views. 

View Type
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2.



View Name and Audience
3. Name the view.

4. Set the audience as Personal.
Note: Only you can apply your personal views; your public views are available to everyone. If you choose to create a 
public view, note the option to make it the default view. Checking this option will apply your view as the default to the 
entire library for all users. This is NOT recommended.
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3.

4.



Columns (Metadata) to Display
5. Use the check boxes/dropdowns to select/order the metadata columns you want to see in your view.

For this view, we’ll display the Type, Name, Author, and Next Review date, in that order.
Note: You may have to hunt up and down the alphabetical list to find the column you want, check it, and set its position. 
When you save the view, the ones you’ve chosen to display will appear at the top of the list as shown.
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5.



Sorting
6. Select how you want items displayed to be sorted. Here we’ll used the Next Review Date column to

display documents in order of which need to be reviewed soonest.
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6.



Filtering
7. Choose how to filter data displayed. Here we’ll opt to only display documents for which Jeff Walter is

the Owner.
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7.



Displaying Folders
8. Specify whether or not you want to display the folder structure, or see a flattened list of documents. We

will opt to view the documents themselves, and not the folders that contain them.

(We’ve skipped a number of options that are generally not as useful in our document library, but you 
may wish to explore them for use in other libraries.)
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8.



Item Limit
9. Next you have the option to determine how many items your view will return, how many it will display

at once, etc. We’ll just keep the default of 30, since that should accommodate all of the documents in
our view.

10. Once you’re satisfied with the options you’ve selected for your view, click OK.
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9.

10.



The Result
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 By applying the view we’ve just created, as an Owner, you can see only the documents you’re accountable for, instead of
the entire library.



Exporting Views to Excel
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 One other potentially useful aspect of SharePoint views is that they can be exported to Excel. For example, if you want to
export the LDMP Dashboard to Excel, you just go to the Connect & Export section of the LIBRARY tab and click the Export to
Excel button. You’ll have the option of opening the Excel file or saving it. As you can see from snippet below, the exported
Excel file even preserves the links from the SharePoint View.




