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Introduction
Whether you work for a large multi-site organisation or a small team that operates out of a one-room office, you will inevitably 
find yourself needing to share files, edit a co-worker’s content or collaborate on a document. 

Much more than a document management tool, SharePoint allows multiple individuals and teams to work on documents and 
products concurrently as well as store version-controlled documents. 

Our guide is designed to help you get the most out of SharePoint, offering advice on how to get started through to top tips for 
utilising Microsoft’s document management, storage and collaboration platform. 
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Top Five Benefits
Documents at your fingertips, wherever you are
Files can be uploaded easily from your device into your document library  

on SharePoint and accessed securely from anywhere, whenever you need them. 

Advanced search capabilities mean you can type a keyword into the search  

box and locate a document in your sites, libraries or across all of your  

SharePoint content.

Helps you share your ideas with co-workers
SharePoint enables easy sharing of documents with everyone who has 

permissions to your site. When you share files or folders, you can decide whether 

users can edit, or simply view content. You can also share documents by creating 

links to files or folders and copy and pasting them into a text message or onto a 

website. Depending on your admin settings, you can give access to anyone who 

receives this link, including users outside your organisation. 

A tool for effective collaboration
Users can co-author documents within their SharePoint document library.  

Clicking on the document you want to work on will open it up in Office Online, 

so you can view the number of people currently editing the document on the 

top right-hand side. Multiple users can work together on a Word document, Excel 

spreadsheet or PowerPoint presentation as long as all co-authors have permission 

to access and edit the document.

Clear document trail
SharePoint enables you to view a document’s version history, so you can see  

at a glance all of the dates on which a document has been modified, with  

access to earlier versions if required. From the Quick Launch bar you can open a 

list or library. If it doesn’t appear, you can access it via ‘site contents’ then right 

click on the space between the item or document name and date to view the 

‘version history’ from the menu.

Encourages team working
When working on group projects, it’s important to ensure everyone has access 

to the same store of information and resources. A SharePoint team site connects 

those involved in the project to the content, data, and apps used daily.  

For example, you can use a team site to store and collaborate on files or to create 

and manage lists of information. 

You can also view links to important team files, apps, and web pages and review 

the recent activity feed. Open the document library and clear all check marks so 

no files are selected. Click ‘open the details’ pane, scroll down to ‘recent activity’ 

to view the latest activities for your files.
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Getting Started
Set up SharePoint for your organisation
When you sign in to Microsoft Office 365, or your organisation’s corporate 

SharePoint Server site, click ‘SharePoint’ or ‘Sites’ in the app launcher 

navigation or top bar. These are your entry points into SharePoint.  

You can also click ‘SharePoint’ on the header bar.

The site can be accessed from any device via a web browser.  

To stay connected from your mobile devices, get the SharePoint mobile app.

Manage your document libraries
SharePoint team sites include a default document library, but you can 

add additional documents and other libraries to a site as needed. 

Each document library displays a list of files, folders, and key information, such 

as who created or last modified a file. You can use this information  

to organise your files and make it easier to find them.

Start sharing your documents
You may want to share specific files or folders with people who don’t 

otherwise have access to your SharePoint site. Select the file or folder 

you want to share and click ‘share’ – you can then choose who can  

access this link. 

Depending on your admin settings, you can give access to anyone –  

either directly from you or forwarded on. You can also decide whether  people 

can edit or just view them, as well as stop sharing at any time.  

‘Allow editing’ is turned on as a default. If you want people to be able to view 

your documents but not to edit them, uncheck this box.
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Maximise the search functionality
When you’re looking for a document, SharePoint allows 

you to limit the search results based on that document’s 

metadata. One of the most common ways to filter a 

search is by Result Type. If you are searching for a certain 

term, you can select directly whether you would like to see 

a PowerPoint presentation, a Word document, a zip file or 

others. And you can carry out a targeted search based on a 

particular author, creation date or latest modification.

Top Tips for Users
Store documents more effectively
To make it easier to locate a file that you have created at 

a later date, you can use metadata to tag documents with 

optional attributes for a more fruitful search. Metadata is 

any additional information about a document or an item, 

for example, the date created, the document author or the 

type of content. To do this, go to the list or library where 

you want to add metadata and click on ‘library settings’, 

then click on ‘create column’. Here you will find a range of 

metadata fields to choose from. 
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Top Tips for Users

Follow a document
SharePoint allows you to follow documents to see 

how and when they have been edited. If you highlight a 

document and click on ‘follow’, you will receive updates 

in your newsfeed. This function will also inform you of the 

documents you are already following.

4

Set an alert on a document
To keep track of any edits that have been made to your team’s content, 

set an alert on a document. You can choose to receive an alert if 

someone has changed a document you have created. Highlight ‘files’ 

and click on ‘alert me’. A drop-down menu will give you options as to 

who to send the alert to, the delivery method – email or text – and if you 

prefer, an immediate notification or regular alerts.
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https://www.uk.insight.com/learn/articles/cloud-hub/2018-06-05-working-with-sharepoint
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Create a group calendar 
A group calendar can be useful for checking  

co-workers’ availability and scheduling meetings. In 

the Group Calendar Options section, set ‘use this 

calendar to share members’ schedules’ to ‘yes’. 

This enables you to create events in the calendar 

with attendees. Some versions also enable you to 

schedule resources such as conference rooms too.
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Top Tips for Users

Learn more about getting the most out of your Office 365 by visiting: au.insight.com

 or get in touch with your Insight Account Manager today. 

mailto:customersuccessteam@insight.com?subject=Smarty%20Pants%20Guide%20to%20Microsoft%20SharePoint



