Sharepoint Sync to File

Explorer

Instructions for Sharepoint sync

1. Navigate to https://portal.office.com in your web browser

2. Navigate to the Apps section on the left
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3. Find Sharepoint in the apps section
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Customize surveys and quizzes, get real-time results
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Allows sers to create, share, and track data inside lists.
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Access personalized tools, nens, and resources.

Communication

0 Search
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Manage and share your schedule.
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List and manage your tasks.
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Share and manage content, knowledge, and
applications to empower teamwork
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Make and edit videos.
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Create interactive reports and presentations,
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Develop project plans, assign tasks, track progress, and
manage budgets
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Improve your productivity and wellbeing w
Microsoft Viva Insights.
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Enabling teams to think plan, and create together,

4. In sharepoint search type "contentclass:sts_site"
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@ Engage

Connect with coworkers and classmates, share
information, and organize around projects

[} Bookings

Simplify how you schedule and manage appointments
both inside and cutside your organization

I Power Automate

Sync files and mare to simplify your work

@ Leaming

Keep leaming, keep growing with Viva Learning,
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I Stream

Share videos of dlasses, meetings, presentations,
training sessions.
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Ideate and collaborate on a freeform canvas desi
for pen, touch and keyboard

W Planner

Create plans, organize and assign tasks, share file
get progress updates.

@  PowerPages

Unleash the power of Copilot to crat secure, low
business websites with sase.
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5. Find the sharepoint site you need in the list
6. on the sharepoint site home page you will select documents tab
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7. at the top select the Sync option
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8. allow open in sharepoint
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Open Microsoft OneDrive?

https://ctscomp1.sharepoint.com wants to open this application.

4 Iways allow ctscompl.sharepoint.com to open links of this type in the associated app

Open Mic

We're syncing your files

You can close this dialog and your files will
1. continue to sync in the background. If there is
no response, you may need to install the latest

version of OneDrive.
2. Check the box that says "allways allow"

9. In your file explorer you will find an organization tab
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2. this folder will contain all your files.
10. For information on what the icons mean look here https://support.microsoft.com/en-

us/office/what-do-the-onedrive-icons-mean-11143026-8000-44f8-aaa9-67c985aa49b3
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