SharePoint Online

Quick Start Guide

Do more wherever you are with secure access, sharing, and file storage. Sign in to your Office 365 subscription and select SharePoint from the App launcher.

Search

Create a site or news post
Find Sites, People, or Files. — | Search in SharoPoint - Createsite -+ Create news post ( ] P

Following
New York #03 *
Business Development *

Find your sites

* Following displays sites you follow, Production Line >
like your team's site or a site from
another group you work with.

* Recent shows any site you've gone
to recently. Recent

+ Featured links* displays sites your
company wants to showcase. X1050 Launch Team

3 : Check out featured content

—— ol i +  News from sites highlights updates
Blectronic Events jgested flectromee Events Jested Electronic Events sggested from sites you follow or visit often.
Event Planning - Behind the New York Launch - Contoso Cares - Show For +  Frequentsites shows sites you like

Y Scenes Highlights Charity to go to and recent activity in them.

* Suggested sites* (not shown)

0 e Robbur @ Megan Bowen @ Oebra Berge | oy appear based on searches you've

a2 ¢ : &30 done and recommendations from
Microsoft Graph.

*  Microsoft Graph must be enabled by

Featured links your admin to see Featured links

and Suggested sites on your

SharePoint homepage.

Business Development *

& Edn

X1050 Launch Team Business Development
Group Group
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Work with files

Select a site from the SharePoint homepage or enter its URL into your browser. Then select Documents in the left navigation pane.

Open Share Copy link Move to/Copy to
Open and edit a file online Share files directly from Get a link to the selected file Move or copy to another
or in a desktop app. SharePoint. Files are private to insert in an IM, email, or destination in your OneDrive
until shared. site. or any SharePoint site.
3% Contoso Electronics SharePoir t
. # Not foll 7 Next
VIl Mark 8 Projecq Team oriolowing N
Public group TeTEmber
0 Search EH Open v |2 Share @ Copylink  Download [il Delete -7 Pintotop = Rename 51 Moveto [ Copyto o Flow ~ -+ X 1selected = All Documents ~ V¥ O .
— — Details Pane
Home B Contoso Research and Developme... See file information, a
Documents > Research and Development thumbnail, recent activity,
C P
\[;ocumgnt T T onversations manage access permissions,
iew and work wi e files _|.. Documents d edit fil N
S D w Modified - and edit file properties.
stored on a SharePoint site. ) o o open Download )
Shared with us - ober Download a copy of a file to
@7 Contoso Quadcopter Camera.docx October 7 "
Notebook Preview work offline that takes local
Pages ® B ContosoResearchand Develop.. & : October 7 Share device space. —~ mr“
Site contents @] CR-227 Camera briefing.docx Octaber 8 Copy link
Recycle bin @]  Creating the Contoso Mark 8.pptx October 7 Download
Has A .
Edit ) Engine Perfxlsx Octobars Delete ;Iotw q el e Sharing status
) fow @ bu oma esﬁom?qn asds e AR R R @ Se€ Which files are being
) 050 Mark 8 3Dppt  Octobur 7 B SR Eie Vanege ocess shared and who they're
Pin to top Rename other Office 365 and third shared with
Pin important folders or D et @) Fintotop party services. .
roperties i
documents to the top of the ) el
- T elivery plan.doex ©  Octoberd Move to Name *
list for easy viewing.
Contoso Research and Development
W Manko - rALaoCx Qctaber & Copy to . . Spend Analysis xlsx
ersonh Version history
) Mark 8 Controller specsiisk Cctobers ion = @=="\/iew a file's version history Ti
itle
Alert me 1
@) Mark 8 Parts and Spec Listxlsx Octaber 8 and reStore a'ﬁle toa Enter value here
More previous version.
B Mark 8 Performance chartxlsx October 8
Return to classic SharePoint Details ~
< e — 5 More cetals
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Create or upload files and folders

You can create New files and folders and upload existing files and folders from your
device. In SharePoint, select Upload > Files. Or select a location in SharePoint and drag
and drop files or folders from your device.

0 search Communities  Departments v Employea \/  News \/
Research and Developme
Home
Notebook
Documents + New 7 Upload v ¢ Quickedit £3 Sync
& - . A
Pages Files
Site contents @ e b A
~ Research and Develop... @7 Concurrent Project Dataxisx 2
Edit
& Edi 8] Customer Product Surveyxls Ay

Share files

Select a file and then select Share. You can grant Edit or View permissions for
recipients and set time limitations on a file to specify when it will no longer be
accessible.

@ Open v 2 Share @ Copylink L Download [I Delete

Based on admin settings, the three levels of

@ o Send Link X o7 sharing are:
Gt orsos
@l Ext 017
R T — o A o el amdl o
@ W @IS v o nyone — people inside and outside your org

can access. Receive links directly or forwarded.

© a «
e o People in your org — everyone in your org can
a access.
e
Br o m o Specific people - specify email addresses of
@ e © o the people you want to give access to.
oy ook
@ R e o
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Copy link

You can also share a file by copying the link and pasting it in email, IM, a webpage, or a
OneNote page. In SharePoint, select a file and then select Copy link. Copy the link and then
paste it in the destination.

|2 Share @ Copylink L Download [i] Delete o Flow

stomer Produ Lee|

X

ranet Issues.d | ink to 'HCI Market...tions.pptx' created Al
Make sure you copy the link below.

| Marketing C
https://contoso127.sharepoi... JEREY

| Marketing P Lynf

Only people in Contoso with the link can
Researcnda () 005 |

I-Guidelines.docx April 14, 2017 Pra:

Sync SharePoint files and folders with OneDrive

Sync your files and folders in SharePoint to your computer, so you can access them
even when you're offline. From a document library on the SharePoint site that you
want to sync files from, select Sync, and sign in with your work or school account.

@ o oreome
Set up OneDrive

Create account
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Create a site Add a page

Select + Create site on the SharePoint homepage to create a new SharePoint site. Select + New > Page in your new site, name your page, and then select Publish.
Select a Team or Communication site, and enter a title, description, owners, and
members. You can also select to make the group private and change the group email
name. (If you select a Team site, an Office 365 Group is also created.)

-+ New Vv ¢33 Page details

List

Document library

Create a site Page
Chos the ypuof st youd o fo crste

News post

News link

Plan

App

Add web parts

In your news post or page, select the plus sign--. You can add text, images, files,

Add a document library or list

Select + New in your new website to add a library or list. video, dynamic content and by using the corresponding web parts.
—+ New v &3 Page details ‘ e
List L Search Ve
i Featured =
Document library
Page AAA @ D
News post i : Text Image File viewer
News link
-& @ </>
Plan =\ © / @
r———” 4 Link Embed Highlighted

App content
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Mobile SharePoint access

Mobile SharePoint a new way to reach intranet content on your phone or tablet and is available in the app store for iOS, Android, and Windows. You can get to sites,
people, and files, search and browse SharePoint, stay up-to-date with news, and view your content. and more.

Use search to find and discover
important content.

Access your personalized view
of team sites, communication
sites, and news posts

View news posts on the go and
share your updates, reports, status,
and experiences with your team

Q Search in SharePoint

LY rublic group - 14 members
People you work with More people >
Tim Deboer
_. Retail manager
Kat Larsson
Product manager
Wanda Howard
General manager
Y Johnnie McConnell
Product planner
P Henry Brill
Engineer
Recent files More files >

New product sale guidelines
m Just now - You

pq Acquisition proposal

Q A

News Find Me

Tap on a user to get to their
contact card and see who
they work with and what they
are working on.

Me &

Lydia Bauer
L Bauer@contoso.com
My profile

Recent Saved

Show All

How to think abour your
personal inspiration

The past, present, and
future of collaboration

4 | 2hours
You viewed

Towards a new frontier:
Q4 Design Plans

2 hours
You viewed
News Find Me

)
News N2

Studio Innovations
Lots of virtual travel on the horizon

With the rise of virtual reality

and mixed reality in our space,

we need to cleary define how..
Ashley McCarthy just now :
CD Design + Us

Big futures come from innovative new
programs in 2018

F8 We can't wait to promote all the
new capabilities across our new
2% programs. Innovation and con.

Tim Deboer 2 hours ago

Contoso Design and Adventure n

Say hello to our new creative director!
=

It has been a bit now, but we
want to introduce and welcome
our brand new creative direc...

Katri Ahokas 3 hours ago

Q R

News Find Me

Find

Q Search in SharePoint

Quick access

n Contoso Design Challenges Q2

Kat Larsson - Apr 26

Our new outdoor hiking adventur

Katri Ahokas- 3 hours ago

. Corporate Services Procurement

Private group - 63 members

Frequent sites More sites >

S Contoso Cloud team

Private group - 12 members

CF Cycling fans @ Contoso

Public group - 158 members

. Corporate Servic®: Procurement

Private group - 63 mem ffars

Q R

News Find Me

Browse your sites, files,
people and more to get
back to what you were
working on.

The above screens represent SharePoint accounts in iOS. Android users will have similar experience except the file activity functionality.
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Files On-Demand

Files On-Demand helps you access all your files in SharePoint through OneDrive without
having to download all of them and use storage space on your computer. In the taskbar,
select the OneDrive icon, select More > Settings. On the Settings tab, select the Save
space and download files as you use them box.

Online files/folders -
Take no space on -
your computer. s Open -
- L Make files/folders
Q= accessible without an
Attachments S | bt ‘ ;
When you double- Commurications S | T om internet connection.
. . )
click the cloud icon, Worksmpies ® oo FEL® J
files/folders can be Xeos = “
. @ Accessible template docx Q B . I
made available on L & Advertsing eescoce © | ] Scan with Windows Defender
your computer. G Agendadocx ol o Return the files/folder
o A X
e 3 to online state.

Select files and folders to sync

You can choose the folders and files to sync to your computer. In the taskbar, select the
OneDrive icon, select More > Settings > Choose folders.

CSync allfiles and folders in OneDrive - Contoso
Or sync only these folders:

O
o
B | Commcators (2418)
s}
o
2%

D Yo e sendy sy s cartent.
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Next steps with SharePoint

Find help
Explore the help and training for SharePoint and other Office apps.
Visit https://go.microsoft.com/fwlink/?linkid=871131 for more information.

Get free Office training, tutorials, and videos

Ready to dig in the capabilities that SharePoint has to offer?
Visit https://go.microsoft.com/fwlink/?linkid=871134 to explore our free training.

Get the SharePoint mobile app
Get the mobile app to reach your intranet content on your phone or tablet.
Visit https://aka.ms/getspmobile

Get other Quick Start Guides

To download our free Quick Start Guides for your other favorite apps, go to
https://go.microsoft.com/fwlink/?linkid=2008317.






