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NUTSHELL...

SharePoint Online is a document management and
collaboration tO0O! which is used to store all your
important documents.

The platform enables file storage, sharing, searching,
archiving and reporting on all stored documents allowing users to

access all of their content from cinNy location.
It can be used in many ways, from simple file storage,
to real-time document collaboration, as an Intranet...
it's very much up to you as a business how many

features youuse.
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HOW SHAREPOINT CAN
BE ACCESSED

We will be accessing Sharepoint via a URL/Link in your
browser. You can access SharePoint by going to

You should login to your Microsoft Account using your 365
email and password (l.e. the same password you use to
access your emails.

=. Microsoft | Office  Products ~  Resources

Remote Learning in education

B® Microsoft

Sign in
Welcome to Office Email address, phone number or Skype

Your place to create, communicate, collaborate, and
getgrest i done. No account? Create one!

| Sign in |

Can't access your account?

Sign up for the free version of Office » 3 m




HOW TO ACCESS FILES
IN THE SHAREPOINT SITE

Once you've signed into
your Microsoft account, E
your homepage
will appear. Click the
9 small dots in the top
right corner. This will

open your apps. From
here, click Sharepoint. [

Deocuments
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Frequent sites

I Your frequently visited sites will
appear. You can CeSS your
files by either clicking on the rele-
vant group on the left orin the

of the page.

Featured links

Suggested sites s
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From here, you can NCIV I
to the files of choice. You are
able to use the breadcrumb trail
at the top of the page, to skip
back through previous folders
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On the left hand side of
the screen, You wiill see
the TOp~level folders,
if you click one of these
folders, this will show all of
the folders and documents
within the top level folder.

Operations > lona » Management Reports



HOW TO SEARCH
'FOR A DOCUMENT

At the top of the page, you will see a
ThIS is how you can find your documents. If you type in the

of the folder you are looking for and | SS enté
thls will bring up all of the related search results underneqth.

i systemagic.sharepoint.com

&~ bearch this library

Libraries e ed 7/21/2020 ‘teut to OneDrive ==+ = All Documents
Lists

Technical

Sales ottie and Adam Modified By + Add column ™

Document Templates

LoD Andrew Eberlin Photos
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HOW TO UPLOAD FILES TO YOUR
SHAREPOINT DOCUMENT LIBRARY

If you are creating a new document, click on the pink | |
button. This will glve you a Ilst of optlons to create documents
usingthe [Viicrosolt Suite, such as Word, Excel and
Powerpoint.

load ~ [ Editin grid view <2 Sync ) Add shortcut to OneDrive =+~

Modified By ~
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If you would like to upload an tina file
you should press the upload button next to the new’ button.

SharePoint O Search this library

Home

. Systemagic

Libraries | T Upload ~ F=fEdit in grid view ©3 Sync 5] Add shortcut to OneDrive
Create a alder ¢ cume this lacation

Lists

Photos

Technical

Colae [ Name Modified Modified By + Add column

This will then glve you the optlon of uploodlng
a file or a folder 1 '

alumn
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DOCUMENT COLLABORATION

If a document is shared with you, you will receive NOTITIC
of this in an email. This will include a [N < which will open
the document on your web browser. Once opened,
click ‘edit document’ and ‘edit in browser"’.

# [dit Document - l'? Print .‘,. Share

m Edit in Desktop App

Use the full functionslity of Microsoét
‘Waord

m Edit in Browser
Make quick changes nghl here uang

‘Ward

If anyone else if editing the document,
you will see that they are present as
their name will 2C

S
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HOW TO SHARE A
DOCUMENT

send link Bl To share a document, G to the document you
wish to share and | 1T ClICK to br|ng up
some options. Nawgate down to onare.
This will allow you to speafy
the email address that you wish
to share the document with.

Alternatively, you canclickthe COpPY iInk’ or
OU’ « button
at the bottom of the window.
By copying the link, you can paste this into a document,
email etc.
By clicking the Outlook button, this link will be pre-populated
in a new email, ready for you to send to the user.
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That's all on how to use Sharepoint.

Contact Systemagic for any help you may need

01225809902
support@systemagic.co.uk
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