Shar ePoint 2007 - Managed Checked Out Files

Sometimesit is useful to know what files are checked out by a said user. Thus, those that
have administrative access to a said site — can review the out of the box document library
settings.

Thus from within a document library select Settings -> Document Library Settings:

|| settings ~
Create Column
ﬁij Add a column to store additional
information about each item. A
Create View AP

m Create a view to select columns,
filters, and other display settings.

Document Library Settings
@ Manage settings such as permissions, il
columns, views, and policy,

Then under Permissions and Management select Manage checked out files:

Permissions and Management

8 Permissions for this document library
8 Manage checked out files
o Workflow settings

o Information management paolicy settings

Then if desired one can select the said file and Take Ownership of it by checking the
checkbox next to the file and selecting Take Ownership of Selection:

Checked Out Files: Documents

Use this page to manage files which have no checked in version,

|¢\Take Ownership of Selection
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