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1 Whatis SharePoint On-line?

SharePoint Online is a cloud-based solution that facilitates sharing and collaboration. It is available
as part of the University’s Microsoft agreement (this can be found at
https://help.uis.cam.ac.uk/service/user-accounts-security/accounts-passwords/microsoft-
accountsand provides a platform for document management which in the first instance will be used
to replace the current “Outlook Public Folders” capability.

2 Initial Set Up

In order to ensure that e-mail items can be dragged to and from the SharePoint site without the
need to save to a temporary folder, it will first be hecessary to map the network drive. This only
needs to be done once and an automated mechanism has been provided to allow you to do
this.

If you do, however lose connection to your mapped drive, for example if your PC is replaced or
reset, simply repeat these steps.

Steps

On your desktop double click the icon shown. This should have been placed T\
on your desktop automatically. If you cannot see it please contact the il
service desk (servicedesk@uis.cam.ac.uk or (01223 3) 32999) -

WebDavCli...
- Shortcut

Note: If the shortcut is not shown, the location is:
J:\\Applications\DotNet\Drive Mapping\Map T Drive (ROO).Ink

The following dialogue box will open:

i .

ot Login with [E: https:/funiversityofcambridgecloud.sharepoint.com/sites/RS0\DocumentStore

To map the drive you need to log in to Sharepaoint using Intemet Explorer (|E) OMLY.

W LUNIVERSITY OF
CAMBRIDGE
- Click on QK an this form to open the login link in |E. I |

- Login using your Cambridge Microsoft Account {5361 &cam.ac.uk)

- Your password will be your Raven password 3y signed

- When prompted choose Yes to stay logged in. [ S Fra—
- Once logged in use this app again to map the drive et e

LS )

Click OK
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You will then see this message.
Do Not click OK until you have

completed the steps to log into

Internet Explorer (below).

Click on OK once you have authenticated in IE to try and map the drive again

| [ cancel

You will be asked to enter your log in credentials, do this by clicking on your crsid@cam.ac.uk
account.

B @ UNIVERSITY OF
¥¥ CAMBRIDGE

Sign in

[eRsid@cam.ac.uk or CRSid@alumni.cam.ac.uk

Can't access your account?

For help, please contact the UIS Service Desk at
service-desk@uis.cam.ac.uk, by phone at +44 (1223)
(7)62999 or visit the website at
https://help.uis.cam.ac.uk/

You will see a message saying that you will be taken to your organisation’s sign in page.

Sign in using your UIS
credentials (Raven
password)

+ UNIVERSITY OF
¥ CAMBRIDGE

Sign in with your organizational account

1jd99@cam.ac.uk

Sign in

Please sign in with CRSid@cam.ac.uk
Alumni please sign in with CRSid@alumni.cam.ac.uk

For more information, click here
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Once signed in you see the following:

UNIVERSITY OF
CAMBRIDGE

rjd99@cam.ac.uk

Click Yes.

Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

An Internet Explorer session will open as

|:| Don't show this again
shown below.

-

For help, please contact the UIS Service Desk at
service-desk@uis.cam.ac.uk, by phone at +44 (1223)
(7162999 or visit the website at
https://help.uis.cam.ac.uk/

Office 365

BROWSE PAGE

1

C
i

UNIVERSITY OF  pocument store Legacy Public Folder Emails Grants
CAMBRIDGE -
Document Store

Home How to use the Legacy Public Folders Document Library.
Recent v [ Name Madified Modified By
Grants

MZ ROO SharePoint Training «» Monday at 9:29 AM Keith Woollard
How To

Site contents

Recycle Bin

You can now click OK on the prompt below (seen previously):

Click on OK once you have authenticated in IE to try and map the drive again
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A Windows Explorer session will then open displaying the newly mapped drive, with your folders

present.

It will look something like the diagram below:

;;E |L..!J v Computer » T »

Organize » Burn Mew folder

A Favorites Name : Date maodified Type Size
[ Pictures . Grants 15/08/2018 16:23 File folder

18 Computer J LegacyPublicFolderEmails 14/08/2018 11:33 File folder

Ml Desktop J How To 15/08/2018 16:49 File folder
& Downloads

=l Recent Places

Note — Internet Explorer must be used to carry out this task
Linda Spinks Page: 6 of 24 28/08/2018
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3 Moving E-mail Items to SharePoint Mapped Drive

E-mails can be dragged from your inbox to the SharePoint mapped drive in Windows Explorer.

ECENE  FOLDER  VIEW
~ o~ o~ = 3
Mo Move
x ] 2 (2 Emeetng
e | ok FE-(‘- FL-)d 3 ToManager || % Rules
el Reply Reply Forwerd ERjMore - B9 Tearm msi = Wonenote
Respond Quick Steps 5 Mo
<
Search Current Mailbox (Ctrl+ ] A | current Mailbox_~ G2 Reply B2 Reply Al £ Forward
Al Unread Byate + newest | e 03082015 03:21
4 Today Linda Spinks
Linda Spinks Test
Test 0327 R
Thi s to test the ROG Shagint Solutin Linda Te Bob Donling’stest acceunt
 otder I
test the ROG SharePoint
Keith Woaollard Solution
FiAr and anather 2140602018
From: Keith Woollardd
Linda spinks
Keith Woollard Business Change Manager
Hello from keith 2170672018 Programme and Praject Office

01223 766706
07710 261762
FPO Intranet

REA oI @SSLAD

d sharepoint.com@SSL\DaWAHAVRo ofsites) (T

1 620028PLANOTUCAN niversity of Cambr.
1 &new document s available for download
£ Applications UK Accounting Services Pro..
i1 Applications Website ReDesign Mobile A,
1 ECAs- 55 to PP

1 No Subject

1 Proposal 624191 DynCaP oB FPTPEOPLEZ
1 Proposal 62411 DynCaF oB FPTPEOPLEZ

1 System message concerning the change ..

D\Ernails) (Z)

s

(==,
S ityof Toud.sh . Com@SILAD D\Emails) (Z) » Applications » <[44 [ search appfications
=
Hame Date madific
Deadlines 130772015 1
EC Applications Archive 10772018
Supparting Saternents 0770872018 1

13/07/2018 1
13/07/2018 1
130772018 1
13/07/2018 1
13/07/2016 1
130772018 1
13/07/2018 1
13/07/2016 1
13/07/2018 1

Once done the e-mail file will be seen in the Windows Explorer view of the SharePoint file as

well is via the SharePoint browser view.

Windows Explorer View

Marne

, Deadlines

) EC Applications Archive

J Supporting Staterments

=1 20028PLAMOTUCANUNversity of Cambr...
=1 & new document is available for download
= Applications UK Accounting Services Pro...
= Applications Website ReDesign Maobile A,
=] ECAZ-Your access to PP

= Mo Subject

] Proposal 624181 DynCoPoB FPTPEOPLEZ...
] Proposal 624181 DynCoPoB FPTPEOPLEZ...

Date modified

13/07+2018 16:18
14/07/2018 22:59
07082018 12:43
13/07/201% 15:41
13/07/201% 15:41
13/07/201% 15:41
13/07/201% 15041
13/07/201% 15041
13/0772018 15041
13/07¢201% 15:41
13/07201% 15:41

Type Size

File folder

File folder

File folder

Cutlook Item 28 kB
Cutlook Item 52 kB
Cutlook Item 48 kB
Cutlook Item T2 kB
Cutlook Item 44 kB
Dutlook Item 36 kB
Dutlook Iterm 204 KB
Dutlook Item 164 KB

Lo

= Systern 1763 a0 S e

R L e e e

= ; A8 KB

CEI Test 08/M8/20158 09:50 Ciutlook ke T4 KB _)
SharePoint View
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Euwms Emails
Home
Documents
+ New ~ $ Upload & Share

Site contents

Recycle bin

LegacyPublicFol... > Applications

O

- "
Deadlines

Name

!
= “Ec Applications Archive
'
| ’\E-uppcrling Statements
'
)62UOZBPIANOTUCANUniver’slty..‘
’\IA new document is available fo...
N
~ Applications UK Accounting Se...
'
’\Apphcat'\ons Website ReDesign...
’\IECAS —Your access to PPW.msg
N
~No Subject.msg
'
'\Pruposal 624181 DynCoPoB FP...
'
_\Pruposal 624181 DynCoPoB FP...

5
~System message concerning th...

@ Copylink £3 Sync

Export to Excel

Modified

Yes

rday at 12:46 PM

Yesterday at 12:47 PM

Yesterday at 12:47 PM

Yesterday at 12:46 PM

Yesterday at 12:46 PM

Yesterday at 12:46 PM

Yesterday at 12:46 PM

rday at 12:46 PM

Yesterday at 12:46 PM

Yesterday at 12:46 PM

Yesterday at 12:46 PM

rday at 12:46 PM

Training Materials

o Flow

Modified By + A

Keith Woollarn

v seconds ago

4 Attaching Items from SharePoint Mapped Drive to E-mails

If you need to attach items to an e-mail from the SharePoint mapped drive, again you can

simply drag the items from Windows Explorer to the body of your e-mail.

=] 5
MESSAGE TNSERT

OPTIONS  FORMATTEXT  REVIEW
;E} 2% [ AwachFile [> Follow Up -
va g sttach e~ 1 High Impartance
Paste Address Cheek
- Book Mames L4 Signature~ ¥ LowImportance
Cliphoard Basic Text Names Include Tags [}
Tou
=1
e
Send
Subject

Linda Spinks

Zoom

o

Wiew
Ternplates
My Templates ~

Page: 8 of 24

"l Recent Places

G Libraries
[ Documents
& Music
&) Pictures

B videos

M Computer
&, Do Mot Use! {C)
Share (Vitectydfs-app:
3 test_Marhh
¥ LegacyPublicFolderEm

€ Network
1M tsclient

18 universityofcambridge

Supporting Statements
1 620028PLANOTUCANUniversity of Cambr...
4 A new document is available for download
I Applications UK Accounting Services Pra..
i Applications Website ReDesign Mobile 2.
L1 ECAS - Your access to PPU/
L Mo Subject
[ Propasal 624181 DynCoPok FRTPEOPLEZ...
- Proposal 624181 DynCoP oBf FRTPEQPLEL..,
L Syster message conceming the change ..
= Test

([E=8(E=R~)
@Q-| « Legan » Applin. > ~[##] [ Search Appiications 2|
Organize ¥ [P Open + Print New folder - 0 @
& Fauories Name . Date rodified
B Desktop Deadlines 137/2018 15:18
l# Downloads | EC Applications Archive 14707/2016 22:59

07/08/2018 12:43
13/07/2018 15:41
13/07/2018 15:41
13/07/2018 15:41
13/07/2018 15:41
13/07/2018 15:41
13/07/2018 15:41
13/07/2018 15:41
13/07/2018 15:41
13/07/2018 15:41
08/08/2016 08:30
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Untitled - Message (HTRL)

BEH® O =
FILE MESSLGE IMNEERT OPTIONS FORMAT TEXT REWIENiS
s Calibri (Body)  ~|11 ~| A" A" [z 3! 2% [ Attach File [™ Follow Up -
. — 1 — I 1 o
D B I U :=~:iz=~ &3= V@ WY Attach Itern - I' High Importance
Paste - s Address Check Zoom
- N A EEE A Book Marnes [# Signature ~ & Lowe Importance
Clipboard EBasic Text P Mames Include Tags e foom
To..
=1
Cio.
Send
Subject
Attached Test; A& new document is available for download
Multiple files can be added in this wa\,d
28/08/2018
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5 Using the SharePoint View

5.1 Overview of SharePoint for ROO

The SharePoint site will be set up as per the diagram below:

ROO SharePoint Structure — Day 1

older E—mails

Document

Store
Research

Office Site Ve

In the future, users with the appropriate permissions will be able to add folders to the
Document Store as necessary (see below).

You can access your Research Office Document Store via the following link using any

browser:
https://universityofcambridgecloud.sharepoint.com/sites/RSD/DocumentStore

To access the “Legacy Public Folder Emails” content you should then click on the link
shown:

Office 365

BROWSE PAGE

8.8 UNIVERSITY OF  pocument store
4P CAMBRIDGE

Document Store {p

Home How to use the Legacy Public Folders Document Libra

Recent v 0 Mame Mo

The Research Office Institution SharePoint site can be accessed via the following link
via any browser:
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https://universityofcambridgecloud.sharepoint.com/sites/RSD

Office 365

E  PAGE ) sHare O

BROWSE
G.g UNIVERSITY OP Home Document Store B Search this site - p
CAMBRIDGE Research Office

Below is a list of SharePoint portals that you have access to within the Research
Office SharePoint arena.

-

) Document Store
Help L_| | Where emails & other Document can be securely kept

i

Via this page you can access the Help area of the site as well as the Document Store.

5.2 Create a New Document Store (Super-users Only)

The initial set up of your new site contains one main folder within the
overarching document store. This folder is caller “Legacy Public Folder E-
mails” and can be accessed as shown above. If you wish to create a new
document store within this structure (and you have the correct permissions)
you need to follow the steps outlined below:

Office 365
BROWSE PAGE 9 # o
g.g UNIVERSITY OF  pocument store Legacy Public Folder Emails # EDIT LINKS Search this site -
CAMBRIDGE - )
Document Store

Home How to use the Legacy Public Folders Document Library.
Recent v O weme

Grants @5 ROC SharePoint Training # «eo Yesterday at 9:28 AM Keith Woellard

How To

Click on the Cog Icon as shown above.

Linda Spinks Page: 11 of 24 28/08/2018
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& .
Select the “Add an app” Option
Office 365 settings v
Shared with...
Edit page
Add a page

Add an app

Site contents
Change the look

Site settings

Choose the Document Library Icon from the available list

i

Document Library

Popular built-in app

App Details

Adding Document Library x
Pick a name
You can add this app multiple times to vour site. Give it a unigue
Advanced Options e Cance
Enter the Name of your library — | have chosen the name “Grants” and click “Create”.
Linda Spinks Page: 12 of 24 28/08/2018
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i Office 365

ocument Store Legacy Public Folder Emails

& Search

Your new “Grants” library will

e samins  Document Store appear in your Site Contents
page

-+ New
Recycle bin

Edit

Contents  Subsites

j Name Type
& HowTe Document library
O LegacyPublicFolderEmails Document library

In order to set up the quick link along the top of your page, carry out the following steps:

C | & Seagee™niversityofcambridgecloud.sharepoint.com/sites/RSD/DocumentStore/Grants/Forms/Allltems

&8 University of Cambr

DX
i Apps )

i1 Office 365

L Search

o sause Document Store

Site contents

Recvcle bin -+ New T Upload 23 Sync B Exportto Excel o Flow
Recycle

Edit

Grants

Select the Grants option from the site contents page (shown above) and copy the resulting URL

BROWSE PAGE

UNIVERSITY OF  pocument store Legacy Public Folder Emails -
¥ CAMBRIDGE @

Document Store

Select the Edit Links Icon on the top of the toolbar and select the +Link (

Te @ link Cance )

Linda Spinks Page: 13 of 24 28/08/2018
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S
h .

. x
Add alink

Text to display

Address
Try link

Cance

Add the Display text in the first field, then past the link into the address field.

Add a link A

Text to display

Grants
Address
https://universityofcambridgecloud.sharepoint.com/sites/RSD/Docume
Try link
OK Cance

Click OK

Document Store Legacy Public Folder Emails » # EDIT LINKS

Document Store

Your new Grants link can now be seen at the top of the page.

To delete a document store — follow the instructions which can be found here.

5.3 Create a New Folder

Linda Spinks Page: 14 of 24 28/08/2018
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To create a new sub-folder within your new document store,

select the “New” option:

Then choose the “Folder” options:

Enter your new folder name and click “Create”:

Your new folder will be displayed under the Grants

heading:

Linda Spinks

Page: 15 of 24

l{ UNIVERSITY OF
WP CAMBRIDGE

Docum

@ T Upload ~

Grants

Office 365

P search

ang Document

Home

Site contents

Recycle bin -+ New Upload ~ &

] Word document

) Excel workbook

&) PowerPoint presentation
@} OneNote notebook

@ Link

*
Folder
Document Store Legacy Public Folder Emails Grants
saans  Document Store
—+ New T Upload ~ 23 Sync [ Export tc
Grants
D Name
8 “Grants 2018 - 19
28/08/2018
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1= Share @ Copy link -2 Pin to top

Grants

To delete a folder, select the folder and click the

Delete button:
o D Name

N
® 7 Grants 2018 - 19

A dialogue box will ask whether you want to b e
Delete or Cancel — select “Delete” if you no Delete Grants 2018 - 197
longer need the folder.

Are you sure you want to send the item(s) to the

site Recycle Bin?

5.4 Uploading Files/Folders from Your Computer

You can upload files or folders from your computer directly to the SharePoint interface in two
ways:

1 - By using the Upload button ¢~ T Upload v 12

2 — By dragging the file(s) or Folder(s) from Windows Explorer into the area shown below:

Linda Spinks Page: 16 of 24 28/08/2018
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ein library « Share with = Slide show Burn Mew folder
Name Date Type Size Tags
%] SIPOC-Template 31/12/2016 19:25 Microsoft PowerP... 46 KB
Manager Vg Testhile Name 07,/08/2012 17-44 Microsoft Word D... 17 KB

Grants > Grants 2018 - 19

[ Mame Modified WMadified By

N
@ " Test File Name.docx # 10 minutes ago Linda Spinks

—

£y =
o =
A message will be displayed briefly at the top right of
the screen, then a message “file is available” will be
shown. "SIPOC...pptx" is now available. X
Your newly uploaded file or folder will be shown
+ New ~ 1 Upload ~ |© Share @ Copylink 3 Sync B
Grants > Grants 2018 - 19
D Mame Modified
|
@] ~SIPOC-Template.pptx # A few secc
|
@ " Test File Name.docx % 17 minute
5.5 Create a New Document
Linda Spinks Page: 17 of 24 28/08/2018
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In a similar way you can create new documents or link to other locations using the +New button.
Document types are:

¢ Word
e Excel
e PowerPoint
e OneNote notebook
- New T Upload ~ 3§
To add a new Word document to your folder, open the folder by e T e =
selecting it:
Grants
D MName
8 “Grants 2018 - 19
Click on the Folder
] 'Bb Document Store - Grant= X
. &« C | @ Secure | universityefcambridgecloud.sharepaint.com
Select the Word Document option: 5 s 03 WrsemeEn. (- (i 22 W ,

Office 365

2 search
Home Document
Site contents
Recycle bin —+ New T Upload @
Edit & Folder

B8] Excel workbook
&] PowerPoint presentation
@} OneNote notebook

& Link

A new Word document will be created in Word Online. You can work on this document in the
On-line environment or select “Edit in Word” to download to your computer.

Linda Spinks Page: 18 of 24 28/08/2018
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&« C | & Secure | universityofcambridgecloud.sharepoint.com/iw:/r/sites/RSD/DocumentStore/_layouts/15/Doc.aspx?sourcedoc={45653cel

1 Apps GF University of Cambric @ Moulton CEVC Prim= =€ University Informatic  £2 Booker [MA] Traffic news |Liverer [ Process Library (Sanc B L

Word Online | Document Store » Grants 2018 - 19 Document - Saved

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW 9 Tell me what you want to do EDIT IN WORD

CJ . -
D Calibri (Body) 11 - AN A

EEM ™ | aasbcc | AsBbcc  AaBbCc

Pasts B I U abe x, X%~ A~ = Normal NoSpacing  Heading 1

& Format Painter

Undo Clipboard Font F] Styles

To create a Title for the document click on the “Document” at the top of the page and type your
document name. The document will then be saved as that name.

Informatic  §3 Booker @ Traffic news | Livere- [ Process Library (San

Tigmaigme - Soved
Document - Saved
o

Tell me what you want to do EDIT IN WORD

=R T EEM T AaBbCe | AaBbce  AaBl AaBbCc AaBbCc  AaBhCe

- J—

When working in Word Online your document will be automatically saved.
When working in Word on your computer you will need to save your document periodically. If
connected to the internet (via Wi-Fi or cable) your document will be saved to SharePoint.

For further information on creating new documents or links please see the online help section
here.

6 Sharing Files

There a multiple ways to share files or folders, with variations depending on whether the users
you want to share with have migrated to Exchange Online or not.
The steps below can be followed but further information can be found here

6.1 Restrict Access to Folder

In order to limit access to a particular folder the following steps must be taken:

Linda Spinks Page: 19 of 24 28/08/2018
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$amms Document Store

Download ]E[ Delete -2 Pinto top Eﬁ Move to z Copy to ﬁ Renams

Grants
Q@ [ HName Modified Madified By + Add
] _‘IGrants 2018 - 19 : 6 hours ago Linda Spinks

Select the folder or document that you want to restrict and click on the “Share” option

UNIVERSITY OF

samnd Document Store

Site contents

Recvcle bir & Share @ Copylink +« Download T[i] Delete = Pintotop [
Recycle bin =

Edit Send Link

Grants 2015 -..19 (2 items¥

x

Manage Access
= People in your organization witf

= WIDQIT]
= .
" link can edit.

6 hours age
Enter a name or email address
Add a message (optional)
@ @
Copy Link Cutlook
In the dialogue box, click on the “...” option, and select “Manage Access”.
Linda Spinks Page: 20 of 24 28/08/2018
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Select the “Advanced” option
rQ,;\ Grant Access

vilanama Arrocc
Manage Access

@ Grants 2018 - 19

Ro‘ Document Store Owners

Cwner

,cf" Document Store Members
Can Edit ~

Ro‘ Document Store Visitors

Can View

BROWSE

Select the “Stop Inheriting Permissions” option (at the top 5@
left of the page) &

Managel Stop Inheriting
Farent § Permissions

Inhyritance

Home
A dialogue box will open — click OK
universityofcambndgecloud.sharepoint.com says

You are about to create unique permissions for this folder. Changes
made to the parent folder or document library permissions will no

longer affect this folder,

The folder is now secure.

Linda Spinks Page: 21 of 24 28/08/2018
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6.2 Adding Members to Restricted Groups (Power Users Only)

In order to share a restricted folder with other users, select the Share link (as above).

Enter the e-mail addresses of the
people who are being given access

You can allow access to all within
your organisation, people who
already have access or specific
people.

You can also set to give read only
access by deselecting the “Allow
Editing” tick box.

| Share @ Copylink | Download il Del
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Who would you like this link to work for? Leamn more
@ People in your organization v

'Cg_";} People with existing access
@ Specific people

Other settings

Allow editing

Apply Cancel
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@ People in your organization with the
link can edit.

Enter a name or email address

Add a message (optional)
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Once you have made your selection, click Send

A link to the folder or file will be sent to the people
selected.

6.3 Remove Access to Files or Folders

Training Materials

Send Link e %

Grants 2018 -..19 {2 items)

Only the people you specify will have
access to edit.

Debbie Salmon X

Add another

Add a message (optional)
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Copy Link Outlack

In order to remove access, select the folder and click on the information icon, the folder

properties will be displayed:
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Click on the “Manage Access” option.
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Manage access
Properties Edit all
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Select the user that you want to amend. You can

either change to “View Only” or “Stop Sharing”. A Document Store Owners
Owner
Debbie Salmon ,qq Document Store Members
Can Edit~
Can Edit ~
_ Document Store Visitors
1ced Change to view only & Can View
Stop sharing & Debbie Salmon
Can Edit~~
Advanced

The access will be updated accordingly.

Note: As there are multiple ways to manage access, if you are unsure please contact the
Service Desk (servicedesk@uis.cam.ac.uk or (01223 3) 32999)
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