GETTING STARTED WITH SHAREPOINT & M365
2. WHAT'S DIFFERENT NOW?
[bookmark: _fzwwbvci84c4]The Old Way:
You saved files to "My Documents" or a drive letter like C:\ or H:\
[bookmark: _7gzth0gjhbio]The New Way:
Files live in the cloud in three places:
· OneDrive = Your personal work files (like your old "My Documents")
· SharePoint = Team files everyone can access (like your old shared drives)
· Teams = Files attached to specific projects or teams (also stored in SharePoint)
[bookmark: _yvtiir4p2p8g]Why the change?
You can access your files from anywhere, on any device. Multiple people can work on the same document at the same time. Files are automatically backed up.
3. HOW TO SAVE FILES TO SHAREPOINT
[bookmark: _hbxehqu10ci]When creating a NEW document:
1. Open Word, Excel, or PowerPoint
2. Click File > Save As
3. Look for the section that says Sites - [Your Company Name]
4. Click on your team's SharePoint site name
5. Choose the folder where you want to save it
6. Give your file a name
7. Click Save
[bookmark: _toirwicbeq39]When working in an EXISTING document:
1. Just click Save (the disk icon) or press Ctrl+S
2. If it's already in SharePoint, it saves automatically to the same spot
3. Look at the top of your document - you'll see where it's saved
Quick Tip: If you see "AutoSave" switched on at the top left, your document is in the cloud and saving automatically every few seconds!

4. HOW TO SAVE FILES TO ONEDRIVE (YOUR PERSONAL SPACE)
[bookmark: _873mqptq2dez]For a new document:
1. Click File > Save As
2. Choose OneDrive - [Your Company Name]
3. Pick a folder or create a new one
4. Name your file
5. Click Save
[bookmark: _6crnq8v6gsgo]What's the difference between OneDrive and SharePoint?
· OneDrive = Your stuff (only you can see it unless you share it)
· SharePoint = Team stuff (your team can see it)

5. HOW TO FIND YOUR RECENT FILES
[bookmark: _2q31yfi9h496]In any Office app (Word, Excel, PowerPoint):
1. Click File > Open
2. Look at the list on the right - your recent files are right there!
3. Click any file to open it
[bookmark: _kkdlauwc4bk6]In SharePoint:
1. Go to your SharePoint site
2. Look for Recent in the left menu
3. All your recently opened files are listed there
[bookmark: _jvge727gvg8]In OneDrive:
1. Go to OneDrive in your web browser
2. Click Recent on the left
3. Everything you've worked on recently appears here


