


What's a “view”?

O 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
libraries.

show, in different ways, the information available in lists and
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A view dllows us to pare down our entire document library to just those OPS
documents referenced in HSEOOO8.

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.

O 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.

O 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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Applying Views

0 When you look at a library in SharePoint, you are always seeing a default view applied,
normally the All Documents view.

Q 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.

BROWSE |_'3RAR
D ﬂ T3 Modity View Current View: C D EJ &+ I3 xport to Excel L—‘ ﬂ
[ create Columi | DW-GOM Docurm B o 2] =i # C ¢

Open with Explorer
View  Quick Create Tane 2: Ernaila Alack BES  hinct Donular  Eannact to Connect to Form Web  Edit Mew Quick Libran
Edit View Mavigate Up Default ok Office = Parts »  Library Step Setting
~
View Format Manage Vit All Documents Connect & Export Customize Library
Personal
Libraries +
C Folder Owners/Authors
Documents All| public Find a file 2
Lists All Documents-Mo Folders
v Title Author
DW-GOM Controlling Checked Cut
Documents Deep Water Enginesring Index EP.13.5T.01 Contractor HSE Handbook
My Tasks Deep Water HSE 8 OPS Document Index HSE AI-PSM

Deep Water HSE Approval Sheets

Useful Links 3 HSE Fatigue Risk Management
Deep Water HSE Change Matrix Index

Team Calendar Deep Water HSE Index
Tasks Deep Water OPS Approval Sheets Index

Deep Water OPS Change Matrix Index
HSE Medical Emergency Response
Deep Water OPS Index 9 ¥ p

HSE Fitness to Waork

HSE Incident Information and Learning
Recent

Team Contacts
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Linking to a View

O SharePoint URLs contain information for specific views of site/library/folder locations as shown in the
example below.

Site Library View
Al A A
r v v N\
https://internal-web.com/sites/ AAAAB544/ HSE4/ Forms/Deep%20Water%200PS%20Index.aspx
URL https:// .com/sites /AAAAB5447 /HSE4 /Forms /Deep%20Water%200PS$%20Index. aspx

2RootFolder=%2Fsites% 2F AAMAAB 5447%2FHSE 4% 2FOPS0 184%20Diving%20Folder

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

L
Folder

Legacy UA Control Framework HSSE Document Management Home DW-GOM Controlling Documents

DW-GOM Controlling Documents Teamspace - OPS0184 Diving Folder o

@ new document or drag files here

All Documents  Folder Owners/Authors  Deep Water OPS Index === Find a file

v 0 MName Title

% OPS0184 Rev 1.0 «« Diving

O 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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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 af the library level, and can only be used within a library and its folders.

Newsfeed
BROWSE P ES LIERARY
] 2 ’T,- Madify View . Current View: , - [=] e Export 1
=2 lifm @ C D og =
— [ Create Column | Default - . — & 5 Openw
View  Quick Create Tags & E-maila  Alert R55  Most Popular Connectto Connect to
Edit WView Navigate Up Current Page Motes Link Me » Feed Ttemns Qutlock Office »
View Format Manage Views Tags and Notes Share & Track Connect & Export

ilower than normal performance on all SharePoint site between U0:00 (GMT] on Satu

Contacts | Create View e maintenance activities in preparation for the move to the new platform, SharePoini

DW Documen Go to the Create View page to select

Portal columns, filters, and other settings to
create a new view. .
HSE : odian Folders
Operations

) i Return to top folders
Engineering

DW Document Documents
Management Tools

LDMP Dashboard (# new document or drag files here

Owner/ Custodian Current View

Folders w D Mame Title

IEaininglBdiwareness EP.13.5T.01 Contractor Handbook

Admin Area HSEODO1 «« Document Management Folder

Archived Published
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View Type

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

Settings + View Type o

Choose a view type

T D Datasheet View
2 . View data Dﬂ{:'}\/eb page. You can choose from a Q View data in an editable spreadsheet format that is
list of display styles. convenient for bulk editing and quick customization.
E‘ Gantt View
- Calendar View 'Q View list items in a Gantt chart to see a graphical
View data as a daily, weekly, or monthly calendar. representation of how a team's tasks relate over
time.

E‘)\ Access View Custom View in SharePoint Designer

Start Microsoft Access to create forms and reports St_arl_Shar_ePomt Dg;lgner fo create a new view for
- this list with capabilities such as conditional
that are based on this list. .
formatting.

Start from an existing view
o All Documents

o Records

o Checked Qut

a Inbox

o Deep Water HSE Index

o Deep Water OPS Index

o Deep Water Enaineerina Index

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

Name the view.

Set the audience as Personal.

Note: Only you can apply your personal views, your public views are available fo everyone. If you choose fo create a
public view, nofe the option to make it the default view. Checking this option will apply your view as the default fo the
entire library for all users. This is NOT recommendled.

Settings - Create View o

Mame

Wiew Mame:

Type a name for this view of the document
library. Make the name descriptive, such as : ‘ My Cwned Documer\t5| *
“Sorted by Author”, so that site visitors will
know what to expect when they click this link.

[ Make this the default view
{Applies to public views only)

Audience

View Audience:
Select the option that represents the intendgd

audience for this view. 4. ® Create a Personal View
Personal views are intended for your use only.

O Create a Public View
Public views can be visited by anyone using the site.
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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 fo 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 ot the top of the list as shown.

= Columns
Select or clear the check box next to each Display Column Name Position from Left
column you want to show or hide in this viegror
this page. To specify the order of the columis, v Type (icon linked to document) 1
select @ number in the Position from left bdux ) . .
5 v Mame (linked to document with edit menu) ; ~
i Author 3
] Mext Review Date A%
O App Created By ?
O App Modified By 8
9
O Approval Request for a New or Revised Document Using This 10
Workflow 11
. ) 12
O Approval Request to Delete a Document Using This Workflow 13
O Attachment }g
O Business 16
i . 17
(I Business Function 18
O Business Process ;g
O Business Unit/Region 21
. 22
O Categories 23
24
O Category 25
(I cc 26
27
O Cc-Address 28
29
O Check In Comment 30 N
0  Checked OutTo 19]v]
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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.

= Sort

Select_up tcu two c::!lumns_ to detn.armlne tHe First sort by the column:
order in which the items in the view are
displayed. Learn about sorting items.

Mext Review Date

6. ® l; Show items in ascending order
) 5 1 (B Corl 2 3)

0O lg_ Show items in descending order
(C.B Aor3 2 1)

Then sort by the column:

|None

® l;_ Show items in ascending order
3 | (A B.Corl23)

0O 12_ Show items in descending order
11 (C,B A 0Or321)

L] sort only by specified criteria (folders may not appear before items)
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Filtering

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

= Filter

Show all of the items in this view, or display)|
a subset of the items by using filters. To O Show all items in this view
filter on a column based on the current

date or the current user of the site, type ====] . ..
[Today] or [Me] as the column value. Use ® === show items only when the following is true:

indexed columns in the first clause in order

to speed up your view. Filtersare 7. Show the items when column
£000 o move s becaueethey allon, Owner
Leam sbout g peme s equal o

| Jeff Walterl b4

O and @ or

When column

|N0ne
|i5 equal to
|

Show Maore Columns...
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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.

# Tabular View
®E Group By

# Totals

H Style

Folders

|

Specify whether to navigate through folders o

o= i i Folders or Flat:
view items, or to view all items at once.

(O show items inside folders
®) Show all items without folders

"Show this view:
@) In all folders
O In the top-level folder

() In folders of content type: Folder

(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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ltem 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.

= Item Limit

Use an item limit to limit the amount of dat - - .
that is returned to users of this view. You ca Number of items to display:
gither make this an absolute limit, or allow Ysers 30

to view all the items in the document library

in -
batches of the specified size. Learn about 9. (®) Display items in batches of the specified size.
managing large lists,

(O Limit the total number of items returned to the specified amount.

-I O DK Cancel

10. Once you're satisfied with the options you've selected for your view, click OK.
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The Result

O 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.

DW-GOM Controlling Documents Teamspace o DW-GOM Controlling Documents Teamspace o

(¥ new document or drag files

Folder Owners/Authors My Owned Documents === Find a file el

All Documents  Folder Owners/Author - Find a file yel
v Title Author Modified HSE Referenced Docs 1
EP.13.5Q1 Contractor «++  EP.13.ST.01 Contractor 16 September
HSE Hanc\gok HsE Handbook v [0 name Auther Next Review Date
HSE AL-PSM HSE AI-PSM 2 August 3
E @ HSE0138-PRO1 Rev wes  Claude Allen April, 2017

HSE Fatigue Ris| HSE Fatigue Risk 2 August
Management Management @ HSE0151 Rev 4.9 wee Bill Wester April, 2020
HSE Fitness to Work s+ HSE Fitness to Work 2 August % HsE0151 Reho e Bill Wester April, 2020
HSE Incident HSE Incident 20 Jul
Information and Information and v % HSE00QFPROL Rev 5.0 .o« Bart Soileau August, 2018
Learniny Learnin

o ¢ % 2005 Rev 2.0 «e«  Bart Soileau August, 2018
HSE Medical HSE Medical 21 July
Emergency Response Emergency Response % OPS0103A-PRO1 Rev 0.0 »ss  Bart Soileau December, 2017
HSEQ001 Document E0001 Document Bart Soileau 6 days ago -
Management Manual M©Nagement Manual QOPS0033-PRO1 Rev 2.0 «s  Bart Soileau February, 2017

Fold Fold .
e ° 5 HSEOL36A-PROLRev20 ... Robert Perilloux January, 2020

HSE00D4A A Evelio 6 days ago HSE Referenced

Management of Manage Hernandez Docs {% HSEQD7E Rev 2.5 aee Wil Kwuimo June, 2017

Change Folder Change FolNer

HSEQ00S Respiratory ... HSEO00S RespMgtory ~ Bart Soileau 13 September % FISE0142-5P01 Rev 2.0 ++ IngerPranger  March, 2018

Protection Folder Frotection Folde Y  HSE0O06-PRO1Rev1d .. BatSoileau  May, 2018

HSEO006 GOM Local «ws HSEDOD6 GOM Loc3 Bart Solleau 13 September  HSE Referenced

Audit Process (LAP) for Audit Process (LAP) fQ Docs @%  HSEOO46A Rev 3.1 «ex Brett Tatar November, 2017

the HSE-OPS BCDs the HSE-OPS BCDS

Folder Folder

HSE0007 Hearing +ee  HSEO0O7 Hearing

Conservation Program Conservation Program

(HCP) Folder (HCP) Folder

HSE0D08 Safe Work <. HSEDOOS Safe Work . Curent View: E.mail aLink =] Most Popular Ttems

Planning and Planning and

Authorization (SWPA) Autherization (SWPA) All Documents Alert e -

LConnact to ¢
ook

Default
Conned

nents My Owned Documents

Authe
iOM Controlling All Documents-No Folders
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Exporting Views to Excel

O 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.

Newsfeed OneDrive  Siles

/1 Doyou work with Records?

LDMP Dashboard

New simplified Record Types wil be 1aunched 00 Sth December 2016 Chck hefe 10 find &

TRM Recosa Mumiber  TRRM Histr

Outol  16-005715744

Approved February, 2014 010272019 Cument  16-005715758
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o0e soc - GOM Document Mamagemart Maeust Sariama, Angel L SEPCO-UPTP 5 o088
s - g Ontacal, boery S1BCO-UDD/R/ST 1818
SAE006S ey 3.0 ey e cry fresentom Walter, Jafiiey § SEPCO.LISD/P/S0NIES

Walter, jaftiuy 5 SEPCO-LPTYP 0188

Vrilter, safioy § SERCO-LPTYP/SCrAIER

L1 MG R 1 pat
12 MSEORS 589 ey 00000

System Dutadal, jerry SEPCO-UPD/P/ST #1313

NS Compatunsy Avuranc fekd - Cutadl, rry SIPCO-UPDIR/ST ISR

s care
dhaarcs and EMects Management Process [HEMP and ALARP)

Wt Bl W SEPCO-UPDPS0mE808
Ontacal, barry SEPCO-UPDPST I
utadal, berry SEPCO-UPD/P/ST 1538
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