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SharePoint Information for MSAB Members 
 

 
1. ¢ƘŜ a{!. ǳǎŜǎ ǘƘŜ aƛŎǊƻǎƻŦǘ hŦŦƛŎŜ оср {ƘŀǊŜtƻƛƴǘ ǎǳƛǘŜ όά{ƘŀǊŜtƻƛƴǘέύ ǘƻ ǎǳǇǇƻǊǘ ƛǘǎ ǿƻǊƪΦ  {ƘŀǊŜtƻƛƴǘ 

provides an on-line workspace for members to post information and collaborate on documents.  By working 
from the same on-line resources, duplication and version problems are minimized.  It also lessens the need to 
send emails with bulky attachments. 
 

2. The most frequently used features of SharePoint are the library and the email system.  The library has folders for 
each year and MSAB meeting, with sub-folders as necessary.  All MSAB meeting documents are posted in the 
library, and it can also be used to post draft documents for members to collaborate on. 
 

3. Documents posted as pdfs download and open on your computer.  When you go to open documents posted in 
Office formats (such as Word or Excel), SharePoint will give you the option of working on your computer (if you 
have Office) or in the on-line version of the particular Office program.  This feature is handy if you do not have 
Office on your computer. 

 
4. Starting on Page 2 ƛǎ ŀ ŎƻǇȅ ƻŦ ǘƘŜ {ƘŀǊŜtƻƛƴǘ vǳƛŎƪ wŜŦŜǊŜƴŎŜ /ŀǊŘ άLƴǘǊƻŘǳŎǘƛƻƴ ǘƻ [ƛōǊŀǊƛŜǎ,έ with some 

pointers on how to use the library features. 
 

5. Starting on Page 5 is information on email in SharePoint ς your iphc.info email accounts ς prepared by Jay 
Walker of the IPHC staff.  All of you have iphc.info email accounts, which for most members are set up to 
forward to another email account of their choosing.  If you want to change how your iphc.info email is delivered, 
please contact the IPHC staff.  

 
6. Other resources can be found in SharePoint Online training. 

 
7. The IPHC staff will be happy to assist you in navigating SharePoint.  Please direct your questions to either Steve 

Keith or Jay Walker. 
 
 

https://support.office.com/en-us/article/SharePoint-Online-training-2eb5e190-1c90-4987-908d-7c2263f40c5e?appver=SPO150
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Quick Reference Card 

INTRODUCTION TO LIBRARIES   

A document library is a place on a SharePoint site where you can share files, such as Word documents and Excel 

spreadsheets, with other people.

HOW DO I FIND A DOCUMENT LIBRARY? 

1. If your department has a team site, look for Shared 

documents or a similar name, typically on the left side. 

2. Click the name of the library to open it.  

 
HOW DO I CREATE A LIBRARY? 

1. On the Settings  menu, click Add an app .  

 

2. Click the library you want to add, in this case Document 

Library . 

 

3. Name the library, and then click Create. 

ADD FILES TO A LIBRARY 

1. There are different ways to add files to a library, but the 

quickest way is to click the new document  link. 

 
2. You can also add more than one document at a time, and 

even drag files from Windows Explorer. 
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Quick Reference Card 

RENAME FILES IN A LIBRARY 

1. Click on the ellipses next to a file you want to rename, and 

then click the ellipses on the callout. 

2. Click Edit  Properties . 

3. Rename the file in the Name  field and click Save. 

 

 

DELETE FILES IN A LIBRARY 

1. Click on the ellipses next to a file you want to delete, and 

then click the ellipses on the callout.  

2. Click Delete .  
3. Click OK to confirm sending the file to the Recycle Bin. 

 

VERSIONING, ALERTS, OR CO-AUTHORING 

Libraries have other features to help you be more productive, 

such as: 

 

Å Versioning  enables you to track versions of files, so 

you can see a history of changes, and restore a 

version if you make a mistake. 

Å Alerts  let you know by mail or text if a file has been 

changed. You can set an alert for one file or a whole 

library, and control how often you get alerted.  

Å Co-authoring enables you and other co-workers to 

edit files at the same time in certain Office programs, 

such as Word, PowerPoint, and Excel. 
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Quick Reference Card 

 

SEE ALSO 

¶ Introduction to libraries  

http://office.microsoft.com/en -us/sharepoint-server-help/introduction -to-libraries-HA102771924.aspx?CTT=1 

¶ Add or delete files in a library  

http://office.microsoft.com/en -us/sharepoint-server-help/add -or-delete-files-in-a-library-

HA102803549.aspx?CTT=3 

¶ Enable and configure versioning for a list or library   

http://office.microsoft.com/en -us/sharepoint-server-help/enable-and-configure-versioning-for-a-list-or-library-

HA102772148.aspx?CTT=3 

¶ Create an alert 

http://office.microsoft.com/en -us/sharepoint-server-help/create-an-alert-or-subscribe-to-an-rss-feed-

HA102771918.aspx?CTT=1 

 

 

http://office.microsoft.com/en-us/sharepoint-server-help/introduction-to-libraries-HA102771924.aspx?CTT=1
http://office.microsoft.com/en-us/sharepoint-server-help/add-or-delete-files-in-a-library-HA102803549.aspx?CTT=3
http://office.microsoft.com/en-us/sharepoint-server-help/add-or-delete-files-in-a-library-HA102803549.aspx?CTT=3
http://office.microsoft.com/en-us/sharepoint-server-help/enable-and-configure-versioning-for-a-list-or-library-HA102772148.aspx?CTT=3
http://office.microsoft.com/en-us/sharepoint-server-help/enable-and-configure-versioning-for-a-list-or-library-HA102772148.aspx?CTT=3
http://office.microsoft.com/en-us/sharepoint-server-help/enable-and-configure-versioning-for-a-list-or-library-HA102772148.aspx?CTT=3
http://office.microsoft.com/en-us/sharepoint-server-help/create-an-alert-or-subscribe-to-an-rss-feed-HA102771918.aspx?CTT=1
http://office.microsoft.com/en-us/sharepoint-server-help/create-an-alert-or-subscribe-to-an-rss-feed-HA102771918.aspx?CTT=1
http://office.microsoft.com/en-us/sharepoint-server-help/create-an-alert-or-subscribe-to-an-rss-feed-HA102771918.aspx?CTT=1
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IPHC.INFO Mail 

 

1. Currently all email messages sent to your firstname.lastname@iphc.info address will be 

delivered to your Office365 mailbox and also forwarded to your personal address provided to 

the IPHC. 

 

2. It is possible to response to a message pertaining to MSAB matters using your @iphc.info 

account rather than your personal account if desired. 

 

3. Login into your account at https://portal.microsoftonline.com with 

firstname.lastname@iphc.info and your password. 

 

4. ¦ǎŜ ǘƘŜ ΨaŀƛƭΩ ǘƛƭŜ ǘƻ ŀŎŎŜǎǎ hǳǘƭƻƻƪ hƴƭƛƴŜ ǘƻ ǾƛŜǿ ŀƭƭ ƳŜǎǎŀƎŜǎ ǊŜŎŜƛǾŜŘ ŦƻǊ ȅƻǳǊ ϪƛǇƘŎΦƛƴŦƻ 

account. 

 

 
 

 

 

 

 

 

 

mailto:firstname.lastname@iphc.info
https://portal.microsoftonline.com/
mailto:firstname.lastname@iphc.info
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5.  Outlook Online will appear.  

 
 

6. If you have used Microsoft Office Outlook the layout will look familiar.  

Folder Links   New Mail Message             Received Messages     Message Conversation View 
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7. To rŜǇƭȅ ǎŜƭŜŎǘ ŀ ƳŜǎǎŀƎŜ ǘƘŜƴ ŎƭƛŎƪ ΨwŜǇƭȅΩ ƻƴ ǘƘŜ ǊƛƎƘǘ ǎƛŘŜ above the message subject.  

 

8. {ǘŀǊǘ ǘȅǇƛƴƎ ȅƻǳǊ ǊŜǇƭȅ ƛƴ ǘƘŜ ƳŜǎǎŀƎŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ Ψ{9b5Ω ǿƘŜƴ ǊŜŀŘȅΦ 
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9. It is possible to copy all the members of the MSAB on any message by using msab@iphc.info  

 
 

10. Use the Tiles icon in the top left corner to navigate to the MSAB Site. Click the area with the 

icon to expand the menu.  

 
 

11. ¢ƘŜƴ ǎŜƭŜŎǘ ǘƘŜ Ψ{ƘŀǊŜtƻƛƴǘΩ ¢ƛƭŜΦ 

 

 
 

. 

mailto:msab@iphc.info
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12. {ŜƭŜŎǘ ǘƘŜ ƭƛƴƪ ǘƻ ǘƘŜ a{!. ǎƛǘŜ ǳƴŘŜǊ ΨCƻƭƭƻǿƛƴƎΩ ƻǊ ǳƴŘŜǊ ΨCǊŜǉǳŜƴǘ ǎƛǘŜǎΩ 

 
 

13.  Once on the MSAB the Tile Icon in the corner can be used to return to Outlook.  

 

 

 

 


