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What is SharedDocs and why should I use it?

SharedDocs is an online file - sharing system that allows multiple users to contribute to a working document in a way that can eliminate 
1) the time-consuming task of comparing and combining multiple versions of a working document 
2) the risk of editing the wrong version of a working document
More specifically, it allows users to:

· Access the most current version of a document to edit it

· See who has edited a document and who is working on it

· View details on document revisions and a full history of past revisions
· Access all prior versions of a document to avoid redundancies and replicating work 
Only Internal users or two and three star users (UN-REDD Secretariat, Coordination Group and Technical Advisors levels) can see documents and folders in SharedDocs.

SharedDocs in a nutshell

What if: 

I want to distribute a document for feedback and input?
(Uploading a document
I want to see the existing versions of a document?
(Downloading a document
I want to make my edits or comments to a working document?
(Checking out/checking in a document

I want to know who has worked on the document, and what they’ve done?
(Viewing transaction history and Viewing version history
 Something is really wrong. 

(Please contact mailto:admin@unredd.net
SharedDocs Best Practices
1. Judicious Location

SharedDocs should ONLY contain working documents where input is sought. All other documents (text, photos, videos..) should reside in “All Documents”, where folders can be created on demand and with specific access rights.
2. Distributing
When you distribute a document for review via SharedDocs, please notify your colleagues that the document has been made available on SharedDocs. It is a good idea to specify: 
· The link to your document (see “Uploading a document” below)

· The deadline for feedback

· If specific users are requested to provide feedback
3. Editing 

Before checking out a document, make sure you have downloaded and are editing its latest available version.
Remember that when you check out a document, you reserve the right to upload it back as the latest version. Only check out a document when you are ready to make your edits, and check it back in as soon as you are finished with them.  
Use track changes in your Word processor for all edits.
Be mindful that your colleagues may be using older versions of Windows! Please save your Word documents in a “.doc” rather than “.docx” format.

Unless you wish to send your comments to a smaller group than SharedDocs users, please refrain from sending them by email. 
When checking a document back in, use the “Comment” section to :

· Briefly explain your contribution

· Suggest further input by one or several specific users. 
4. Finalizing

It is a good practice to send an email reminder a few days before the deadline for feedback.

The document creator has the responsibility of removing the files where work has been completed or stopped, and filing it if appropriate under “ All Documents” in the Workspace.
5. Clean up

Old documents and folders should be deleted. The creators of the documents or folders are responsible for such clean-up. When a document is final, it should be uploaded under All Documents.
SharedDocs Step by Step
Uploading a document

1._You may create a new folder as needed

2._Click on the “Upload Document” orange button
3._Select the folder (and sub-folder if appropriate) you wish to upload it into, and follow guidelines for uploading
4._To send a link to a SharedDocs document, do not copy the url, but instead: 
*Go to the folder that contains your document 

*Right-click on your document title

*Select “copy shortcut” or “copy link location” 

*Paste the link in your email message. 

Downloading a document

1._Locate the document by clicking on the “Browse document” link in the green upper bar

2._Click on the document name

3._Under “Document Actions” (left hand side bar), click the “Download Document” button

4._Open the document and/or save in your files

Checking out and Checking in

This allows you to check out a document thereby locking its editorial rights. Other users will be able to view and download all older versions of the document, but only the user who has checked it out will be able to upload his/her edited version. Once you check out a document, be sure to check it in soon after so that others can access your latest draft and incorporate their edits. 
1._Locate the document 
2._Click on the document name

3._Under “Document Actions” (left hand side bar), click on “check out”

4._Accept to download the document if you have not already downloaded it, and indicate a reason why you are checking it out
5._Edit it offline in your Word processor (using track changes)

6._Save it in your files 
7._When you are ready to re-upload it as edited, log into the Workspace and SharedDocs

8._Go back to the folder you downloaded the document from

9._Click on the name of the document

10._Under “Document Actions” (left hand side bar), click “Check Document In” 
11._Follow instructions to upload the document

12._Note that you may have changed the file title when saving it to your computer and in this case would need to unselect the “force original filename” category

Note: If you have checked out a document and have made no edits, you may cancel your check-out action. The transaction history will record it as a “forced check-in”. 

Viewing transaction history and Viewing version history
1. _Locate the document 
2. _Click on the document name

3. _Under Document Info, click on “view version history”: this allows you to see all different versions as modified by different users. 
4. _Under Document Info, click on “view transaction history”: this allows you to view who has first uploaded the document, who has downloaded it and who has edited it. 
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