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SharePoint Information for MSAB Members
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provides an odine workspace fomembers to post information and collaborate on documents. By working

from the same odine resources, duplication and version problems are minimized. It also lessens the need to
send emails with bulky attachments.

The most frequently used features ofé8aPoint are the library and the email system. The library has folders for
each year and MSAB meeting, with dolders as necessary. All MSAB meeting documents are posted in the
library, and it can also be used to post draft documents for members labavhte on.

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 wankyoegir computer (if you

have Office) or in the otine version of the particular Office program. This feature is handy if you do not have
Office on your computer.
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pointers onhow to use the library features.

Starting onPage 5s information on email in SharePoigyouriphc.infoemail accounts, prepared by Jay
Walker of the IPHC staffll of you havephc.infoemail accounts, which for most memiseare set up to
forward to another email account of their choosing. If you want to change howigbaiinfoemail is delivered,
please contact the IPHC staff.

Other resources can be found @&harePoint Online training

The IPHC staff will be happy to assist you in navigating SharePtgase direct your questions &ither Steve
Keith or Jay Walker.


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

Quick Reference Card

:) SharePoint

INTRODUCTION TO LIBRARIES

A document library is a place on a SharePoint site where you can share files, such @®torents and Excel
spreadsheets, with other people.

HOW DO | FIND A DOCUMENT LIBRARY?
1. If your department has a team site, look for Shared

Sales Temm

# EOIT LINKGS

documents or a similar name, typically on the left side. Site Contents - Your Apps
2. Click the name of the library to open it. _ B
BROWSE PAGE ITEM3S LT Manage Licenses o8
Vour Requests v |
H> Sales Team # EDIT LINKS R il
Custem List Tarsks
Sales Team
Appsyou can add  mewest  Hame
Home
LTl Important announcements
@ new announcement or edit this ) ) : B
Important v Title 3. Name the library, and then click Create.

LB Moarale event: September 20, 2012

Site Contents

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.

Site Visit &

HOW DO | CREATEA LIBRARY?

1. Onthe Settings menu, click Add an app . Shared documents

v [ nName
() SHARE ¥ Shared with... 0 @ beiing BridgeRepai & we About
;.Search this sit; Edit page ,0; f‘ i
Add a page
Add an app 2. You can also add more than one document at a time, and

even drag files from Windows Explorer.

<!Edd an apg

Site contents NGt Zim
Shared documents

Site settings
> o 1
: Wae -
Getting started = =T mime + Sompidos =T | o saric
& Copy Organze v (W] Open  Print  Bum  Newfolder
W Favorites. ; okt
2. Click the library you want to add, in this case Document .- bt
Library . - e
E MSW Intranet #1] Partnesship Agreement - Fabnkam
1 Recent Places &) Sales report, January 2012
£2 SharePoint Sites ] Sac_Paclo_Bridge_Construction
& OneDrive
|'j 7 ftems selected ."! ﬁ:::‘x‘:ﬂn:( iae 323 KB
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RENAME FILES IN A LIBRARY
1. Click on the ellipsesnext to a file you want to rename, and
then click the ellipses on the callout.

Click Edit Properties .
3. Rename the file in the Name field and click Save.

n

HB & X
L Copy
Wik Canced Paste Dt lete
tem
. Flame [sipng_Privkg R epan

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. ClickDelete.
3. Click OK to confirm sending the file to the Recycle Bin.

Documents

@ new document
Find a fils Beijing_BridgeRepair.docx

All Documents  we

v 0 Changed by you on 9/10/2012 8:37 AM
lame '

Shared with
85  Beiing_BrdgeRepanr s - : :lle\a l.JII;' ot hee

Berns and
ount

85 Beijing_Salmon i
hittp:/sphvrn-1320/Shared %2000 cuments/§
g5 contoso_Legal_Contract #

OPEN  SHARE FoLLOW
iew Properties
Edit Properties
Check Out
Compliance Details
Waorkflows
Download a Copy

Shared With

VERSIONING, ALERTS, OR CAUTHORING

Libraries have other features to help you be more productive,
such as:

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.

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.
Co-authoring enablesyou 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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SEE ASO
I Introduction to libraries
http://office.microsoft.com/en -us/sharepoint-server-help/introduction -to-libraries-HA102771924.aspx?CTT=1
9 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
9 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
I 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

Currently all email messages sent to yé@tstname.lastname@iphc.infaddresswill be
delivered to your Office365 mailbox and also forwarded to your personal address provided to
the IPHC.

It is possibldéo response to a messagertaining to MSAB mattenssing your @iphc.info
account rather tharyour personal account if desired.

Login into your account dtttps://portal.microsoftonline.comwith
firsthame.lasthame@iphc.infand your password.

z

1348 GKS wWalAtQ GAES G2 00344 hdzit22]1 hytAys$s
account.

1] Microsoft Office Home X+ - b4
< = 0O ‘ 8 office.com/1/7auth=2 b g ‘ = 4 ﬁ
Office 365

Good afternoon & Install software

New: Microsoft Teams

Your recent online documents e


mailto:firstname.lastname@iphc.info
https://portal.microsoftonline.com/
mailto:firstname.lastname@iphc.info
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Folder Links

5. OutlookOnline will appear

ol

Office 365

Search Mail and P. ,O

© Folders
v Favorites

v Jay Walker

® ¥

K
[

e )| @ hitps://outlook.office.com/owa/realm=iphc.ir O + @ Microsoft Corporat... & B SharePoint

Qutlook

@' New |V

Inbox Filter v
Next: No events for the next two days. [ Agenda
Microsoft Modern Waorkplace

Last Chance - save your seat for the next Modern Workplace webcast 3:02PM

Having trouble viewing this email | View as web page ., This is your last chance

Microsoft Outlook
Clutter behind the scenes

6:15 AM

o the Clutter fu.

Clutter behind the scenes For some time, Clutter has been moving mes: 1

Last week

loTi Informer
Could ToT Hacks Lead to a Planet of the Apes Scenario?
30 loTl Informer SECURITY Could lo

Thu 3/30

Hacks Lead to a Pl

Microsoft Outlook

Clutter moved new and different messages

Wed 3/29

? For

ime, Clutter has been moving m:

Are these messages importa

Microsoft Madern Workplace

Watch our new webcast — The Future of Work: Build, attract, connect

Lavinn treyible viswinn thic R b

(& Mail - jaywalker@iphc.info %

V¢

Select an item to read

Click here to always select the first item in the list

6.

] Office 365
Iz

(® new mail

«

4 Favorites
Inbox
Sent Items

Drafts

4 Jay Walker
Inbox
Drafts
Sent ltems
Deleted ltems 2
Conversation History
Junk Email [4]

Notes

TASKS

New Mail Message

[ Jay Walker - Outigok Web x %%

nttps://outlook.of

€365.com/owa/?realr

Outlook Calendar People

»

eople
all unread tome flagged
CONVERSATIONS BY DATE +

x>
11:508

INBOX

~ Jim lanelli - NOAA Féderal Al
» Modified user account information
thanks, will be interesting to see how it deals w/ 3 other accounts on microsoft portal thin..

VESTERDAY

IPHC Scientific Review Board
SRB Documents - Data everview 2013 v3.pdf

IPHC Scientific Review Board<httpsy/iphchalibut.sharepoint.com/sites/s

Tue 9:06p
Data overvie...

IPHC Scientific Review Board
SRE Documents - SRE October 2013 Meeting
IPHC Scientific Review Board <https://iphchalibut sharepoint.com/site:

Tue 060
> SRB October ...

IPHC Scientific Review Board
SRE Documents - Clark_and_Hare_2006.pdf Tue 9:06p
IPHC Scientific Review Board <https://iphchalibut sharepoint.com/sitesfsrb> Clark_and_H..

IPHC Scientific Review Board
SRB Documents - SRB Oct Mtg vd pdf
IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/sites/srb> SRE Oct Mtg

Tue %:08p

IPHC Scientific Review Board
SRE Documents - Stewart_et_al_2013.pdf

P Tue 9:06p
IPHC Scientific Review Board <https://iphchalibut sharepoint.com/site:

b3 Stewart_et_al.

Manoj Menon
Manager Follow Up [SRX 1217704438 | Admin Photo Issue Tue £:59p
HiJay, My name is Manoj, and | am Rajesh's manager at Microsoft, Rajesh had informed ...

IPHC Scientific Review Board
You have successfully created an alert for ‘SRB Documents’ Tue 12:11p
Alert 'SRE Documents' has successfully been added on 'IPHC Scientific Review Board'< ht..

Microsoft Online Services Team >
New or modified user account information Tue 12:05p
Attention: A user account was created or moified. Retrieve your user's temporary passwor...

Microsoft Online Services Team >
New or modified user account information Tue 12:05p
Attention: A user account was created or modified, Retrieve your user's temporary passwor...

Microsoft Customer Support
SRX12177044381D - SRX12177044281D | Admin Photo lssue
Hello Jay, It was my pleasure to assist you with your

Tue 11:48a
I am providing you with a sum.

Newsfeed SkyDrive

If you have used Microso@®ffice Outlook thelayout will look familiar

Received MessagesMessage Conversation View

=

=]
Sites Jay walker ~ ¥ 2

Modified user account infermation =

€ REPLY €€ REPLY A => FORWARD (==«

. : e d
Jim lanelli - NOAA Fede Maesume
‘Wed 9/25/2013 11:50 AM

To: MJay Walker;

thanks, will be interesting to see how it deals w/ 3
other accounts on microsoft portal thingy. ..

Jay Walker
‘Wed 9/25/2013 11:38 AM
unt ha

ted to: jim.ianel

Jim lanelli - NOAA Federal <jim.ian
Wed 9/25/2013 841 AM
thanks for doing this. for future reference my na...

Jay Walker
‘Wed 9/25/2013 6:44 AM

Attention: A user account was created or modifie...
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{ [ Jay Walker - Outlook Wel

€« C | @ https://outlook.office365.com/owa/?realm=iphcinfo#modurl=0&path=/mail

) Office 365 Outlook cCalendar People Newsfeed SkyDrive Sites --- Admin ~

@ new mail search mail and pecple o SRB Documents - SRB @ftober 2013 Meeting 2
all unread tome flagged €& REPLYALL =D FORWARD  [EEE
« iNsox CONVERSATIONS BY DATE ~ _— ) .
IPHC Scientific Review Board <n
4 Favorites Jim lanelli - NOAA Federal © b AR a0 P
» 1 user account information 11:50a
Inbox il e Interenting o vaw how it desliie/ 3 ohar secounits o misrosoh poriel thin
Sent Items YESTERDAY To: M Jay Walker:
Drafts
IPHC Scientific Review Board -+ ADD CALENDAR  [&) SHARE MY CALENDAR BACK
SRB Documents - Data overview 2013 v3.pdf Tue 9:06p
4 Jay Walker IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/sites/srb> Data overvie.
Inbox =
~ IPHC Scientific Review Board x > SRB October 2013 Meeting has been
Drafes SRB Documents - SRB October 2013 Meeting Tue 9:06p added
Sert iams IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/sites/srb> SRB October

Deleted Items 2

IPHC Scientific Review Board
Conversation History SR Documents - Clark_and_Hare_2006,pdf Tue 2:06p
IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/sites/srb> Clark_and_H.

Modify my alert View SRB October View Mobile
settings 2013 Meeting Documents View

Junk Email (4]

Notes IPHC Scientific Review Board : ds
SRB Document: Oct Mtg va.pdf Tue 9:06p
IPHC Scientific Review Board < https://iphchalibut.sharepoint.com/sites/srb> SRB Oct Mtg

IPHC Scientific Review Board
SRB Documents - Stewart_et_al_2013.pdf Tue 9:06p
IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/sites/srb> Stewart_et_al.

Manoj Menon
Manager Follow Up |SRX 1217704438 | Admin Photo lssue Tue 4:59p
HiJay, My name is Manoj, and | am Rajesh's manager at Microsoft. Rajesh had informed

IPHC Scientific Review Board

Vou have successfully created an alert for 'SRB Documents’ Tue 12:11p
Alert 'SRB Documents' has successfully been added on 'IPHC Scientific Review Board'<htt
Microsoft Online Services Team >
New or modified user account information Tue 12:05p
Attention: A user account was created or modified. Retrieve your user's temporary passwor
TASKS Microsoft Online Services Team >
o0 informati Tue 12:05p _
e z RN N £ w re A A v A ~ 7
8. {UIFNIU UGeLAYy3A €2dz2NJ NBLIX e Ay KS YSaal3S FyR 0K
( = -l - . -
] Office 365
® new mail search mail and people el S SEND X DISCARD (I INSERT . i}
all unread tome flagged
To: || no-reply@sharepointenline.com;
« INBOX RSATIONS BY DATE ~
. . Ca:
4 Favorites Jim lanelli - NOAA Federal © &
» Modified user account information 11:508 N
Inbox thanks, will be interesting to see how it deals w/ 3 other accounts on microsoft portal thin.. Subject: RE: SRS Documents - SRE Octaber 2013 Meeting
Sent ltems
YESTERDAY
s 1) 1y
IPHC Scientific Review Board = o= W A ¢
SRE Documents - Data overview 2013 v3.pdf Tue 2:06p
4 Jay Walker IPHC Scientific Review Board<https://iphchalibut sharepoint.com/sites/srb> Data overvie...
Thanksl
Inbox . o i
v [Draft] IPHC Scientific Review Board x > From: IPHC Scientific Review Board <
Dl + SRE Documents - SRE October 2013 Meeting Tue 2:06p rom: cientific Review Board <no-
Sent ltems IPHC Scientific Review Board<hitps://iphchalibut sharepoint.com/sites/srb> SRB October ... reply@sharepointonline.com:
Sent: Tuesday, September 24, 2013 9:05 PM
=S 3 IPHC Scientific Review Board To: Jay Walker
Conversation History SRE Documents - Clark_and_Hare_2006.pdf Tue 9:06p Subject: SRB Documents - SRB October 2013 Meeting

. IPHC Scientific Review Board < https://iphchalibut.sharepoint.com/sites/srb> Clark_and_H...
Junk Email [4] IPHC Scientific Review Board

Notes IPHC scientific Review Board SRB October 2013 Meeting

SRE Documents - SRE Oct Mtg vé.pdf Tue 8:06p
IPHC Scientific Review Board< https://iphchalibut.sharepoint.com/sites/srb> SRE Oct Mtg .. has been added

N . Modify my View SRE Octeber  View Mobile
IPHC Scientific Review Board alert settings 2013 Mesting Documents  View
SRE Documents - Stewart_et_al_2013.pdf Tue %:06p
IPHC Scientific Review Board< https://iphchalibut.sharepoint.com/sites/srb> Stewart et al.. Last Modified 9/24/3015 10:00 AM by Tay Walker

Manoj Menon
Manager Follow Up |SRX 1217704438 | Admin Photo [ssue Tue 4:59p
Hilay, My name is Manoj, and | am Rajesh’s manager at Microsoft. Rajesh had informed ...

IPHC Scientific Review Board
You have successfully created an alert for 'SRB Documents' Tue 12:11p
Alert 'SRE Documents’ has successfully been added on ‘IPHC Scientific Review Board'<htt..,

Microsoft Online Services Team >
Mew or modified user account information Tue 12:05p
TASKS Attention: A user account was created or modified. Retrieve your user's temporary passwor...
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9. ltis posdile to copy all the members of the MSAB on any message bymsig@iphc.info

.
[ Jay Walker - Outlook Web x ¥
w @ =
El Office 365 Outlook Calendar People Newsfeed SkyDrive Sites <«  Admin ~ Jay Walker ~ £ 2
@ new mail a Jeol =1 SEND X DISCARD i)
all unread tome flagged
recipients. Hide details
“« INBOX COMNVERSATIONS BY DATE
4 Favorites Jim lanelli - NOAA Federal S Tor
Medified user account infermation 11:508 = +
Inbax thanks, will be interesting to see how it deals w/ 3 other accounts on mic..
sent ftems JESTERDAY msab@iphc.info
Drafts [1]
IPHC Scientific Review Board @ @ o
N SRE Documents - Data overview 2013 v3.pdf Tue %:06p - .
4 Jay Walker IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/sites/s... Calibri (12~ B I U = iz ¥ A
Inbox o . ¥
v IPHC Scientific Review Board X >
Drafts [1] SRB Documents - SRB October 2013 Meeting Tue %:06p hank
Sent ftems IPHC Scientific Review Board<https://iphchalibut sharepoint.com/sites/s... Thanks
Deleted ltems 2 IPHC Scientific Review Board From: IPHC Scientific Review Board <no-reply@sharepointonline.com>
Conversation History SRB Documents - Clark_and_Hare_2006.pdf Tue 3:06p Sent: Tuesday, September 24, 2013 8:05 PM
) IPHC Scientific Review Board<https://iphchalibut sharepeint.com/sites/s... To: Jay Walker
Junk Email [4] Subject: SRB Documents - SRB October 2013 Meeting
Hotes IPHC Scientific Review Board
SRE Documents - SRE Oct Mtg v4.pdf Tue %:06p IPHC Scientific Review Board
C Scientific Review rd<https://iphchalibut.s point.com/sites/s... H
IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/site SRB october 2013 Meet’ng has been
IPHC Scientific Review Board added
SRB Documents - Stewart et al 2013.pdf o Tueddép Modify my alert View SRE October 2013 View Mebile
IPHC Scientific Review Board<https://iphchalibut.sharepoint.com/sites/s... settings Mezting Documents | view
Manoj Menon
Manager Follow Up |SRX 1217704432 | Admin Phato lssus Tue 4:59p
Hilay, My name is Manej, and | am Rajesh's manager at Microsoft. Raje...
IPHC Scientific Review Board
You have successfully created an alert for 'SRE Documents’ Tue 12:11p
Alert 'SRB Documents' has essfully been added on 'IPHC Scientific R..,
Microsoft Online Services Team >
Mew or modified user account information Tue 12:05p
Attention: A user account was created or modified. Retrieve your user's t...
Microsoft Online Services Team >
TASKS Mew or medified user account information Tue 12:05p
Attention: A user account was created or modified. Retrieve your user's t...
.

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

# Office 365 = Outlook

7 A

11.¢ KSy aSt SO0 (GKS W{KINBt2AyiQ ¢AfSo®

Office 365 | Outlook

HOME NEW ALL
Filter v

ys. [ Agenda

hat GE Sees Beyond the Looking Glass Thu 9:25 AM

oT| Informer  INDUSTRIAL IOT  Industrial Metamarphos.

Services Team
ccount information Ned 1:41


mailto:msab@iphc.info
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13. Once on the MSAB the Tile Icon in the corner can be used to return to Outlook.



