HOW TO WORK WITH FILES IN TEAMS
(whilst preventing others from making changes to them)

For guidance on creating files and folders in Teams please use “How to create files and folders in Teams” topic
https://training.westerncare.ie/teams/

You can work on files in collaboration with others online, the process is covered in “Collaborating on files” topic
here: https://training.westerncare.ie/office-365/

If you wish to work on a file yourself and prevent others from making changes to it, you can use the
“Check-out” feature in teams described below:

Check-out

In a multi-user environment where lots of people might want to edit a file at the same time, check out is a feature

that ensures there is only one current copy of each file. Check Out temporarily stops others editing the
document, usually while major changes are being made.

It may not be suited for those looking at easy real-time collaboration with other team members, but rather a process
that might need a review document process with one person ‘taking control’ of the document.

In other words, Microsoft Teams allows users to Check Out a file so that it cannot be edited by anyone else.

WARNING: If you check-out a file but you forget to Save it,
once you check-in the file your changes will not be saved!

If you choose to discard the check out, even if you're saved the file, changes won’t be saved back to the library

It is best practice to check in a checked-out file once the user has completed editing it, as Teams doesn’t have a
means of reminding you to check in a document. Check In allows other team members to edit the content as well as
allowing them to see your changes.

Below are the steps to take if you wish to use this feature:
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If anyone tries to check-out or access the file while it’s in a “checked-out” state they will see this notification:

File In Use ? x

This file is checked out by 365Test
Do you want to:

y;

(O) Save and edit a copy of the file
u Receive a notification when the server file is available
Why can't | edit the server file?

Once you check-out a file, you can work on it in either online or desktop version of the App
(Word/Excel/Powerpoint) and when you finish, you will need to SAVE changes and then check it IN. You can do it
either in a desktop app or directly in Teams (there is no option to do it in an online version of the apps).

Check-in

You can check a file in either using a desktop app orin Teams:

e To check a file in from a desktop version of an app you
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2. you can also choose to Discard Check Out, however that
closes the file and re-opens it as a read-only.
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You must make sure that the document is saved prior to checking-in!
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