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OneDrive and TeamSite overview

OneDrive Features Considerations Comments Useful links
Ong Drive  for | - Personal.space on the cIou.d. . - Up to 1 TB. l.e. Can take up space on local Hard Drive. It is individ'ual’s Onel?rive VS Difference between Teamsite and
Business - Automatically saves your files in the cloud. recommended to control which content need to be TeamSite OneDrive: the | . corive.

- Version control. i.e. keep history of the updates. Synchronized. address of personal drive is | .
- Syncing: In any SharePoint library, you can sync files of up (unitednatictns- o Features for OneDrive
to 2 gigabytes (GB), cannot sync certain file types i.e. *.tmp my..sharep.omt.com) wh.||e itis
or *.ds_store, and unsupported folder names such as *_files (umtednatlor?s.sharepc.nnt.co
(Syncing Restrictions). m) for TeamSite OneDrive.
- Cannot share with external domains i.e. none @un
TeamSite - Controlled collaboration platform. - Up to 1 TB. l.e. Can take up space on local Hard Drive. Itis | - Different offices can organize
- Intranet solution for people to communicate ad upload documents, | recommended to control which content need to be it differently.
meetings or tasks, so don’t have to email it. Synchronized. - Feedback 1: ability to restrict
- It starts Generic but can be customized. - Requirements, Win10 with internet explorer 9,10, or 11. access and control sharing
- Can be shared with internal and external recipients, but Links cannot be | - Document Library is not a folder so cannot be handled the documents, better
open by others forwarded to them (Check again). same way. For instance, a document library cannot be collaboration because of the
- Roles applied, Visitors, Editors, contributors, owners, there could be | deleted unless all files and folders are deleted first within use of one version online,
more than one owner to one TeamSite. that doc library. Also permissions are giving at Document version control and track
- TeamSite is used along with individual’s OneDrive. So there could be a | Library level. It is not recommended to give permissions at updates.
link to the personal OneDrives folder level.
- Can be shared with external domains - Document libraries apps should be created online. i.e. from
Ssample “apps”: the web browser while folders and files can be
created/added from the PC.
Notebooks for Collaboration - Syncing: In any SharePoint library, you can sync files of up
Documents for working documents (similar to OneDrive for business). | to 2 gigabytes (GB), cannot sync certain file types i.e. *.tmp
Documents of different types are called document libraries. or *.ds_store, and unsupported folder names such as *_files
Lists: Unlike documents, lists can store contacts, tasks, announcements. i.e. | (Syncing Restrictions).
contact lists.
Subsite: for selected group of people.
Access and Groups of users (Owners, Focal Points, Members and Visitors) - Owners are like the administrators will have access to all
Permissions Owners: Has access to all sites component contents.

Full Control - Has full control.

Design - Can view, add, update, delete, approve, and customize.

Edit - Can add, edit and delete lists; can view, add, update and delete list
items and documents.

Contribute - Can view, add, update, and delete list items and documents.
Read - Can view pages and list items and download documents.

- Users from different group will have access to all created
contents, until stopping inheriting permissions.

Share with External
domains only
through TeamSite
i.e. none @un

JL
PDF

External_Sharing.p
df

It can be shares with externals ( )
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https://support.office.com/en-us/article/restrictions-and-limitations-when-you-sync-sharepoint-libraries-to-your-computer-through-onedrive-for-business-14fdf1b3-61e5-49cd-a9e1-a66588505b4e?ui=en-US&rs=en-US&ad=US
https://www.youtube.com/watch?v=_N_6GgZLIog
https://www.youtube.com/watch?v=_N_6GgZLIog
https://www.youtube.com/watch?v=exYaO7KLr94
https://www.youtube.com/watch?v=nyzfvw6gydc
https://support.office.com/en-us/article/restrictions-and-limitations-when-you-sync-sharepoint-libraries-to-your-computer-through-onedrive-for-business-14fdf1b3-61e5-49cd-a9e1-a66588505b4e?ui=en-US&rs=en-US&ad=US

OneDrive and TeamSite complement each other.

How it looks like on PC

G&. Onelrive - United Mations

@ Activities Tracker
* @ Admin
* @ IMToolbox
@ Motebooks
> g OCHASyles
> @ Presentations
» @ Sample_Displacement_InformationSy:
* @ Softwares
@  Structures
@ Temp
5 4 Using QneDrive

~ [g United Mations

» Eva Vognild - 1O 104744 Dec 2018

Al Personal 5tﬂrage[ﬁ'atv& modified
@ Activities Tracker 25/01/2019 3:00 PM
@ Admin 25/01/2019 2:58 PM
@ IMToolbox 25/01/2019 2:58 PM
@ Motebooks 25/01/72019 2:57 PM
& OCHAStyles 25/01/2019 2:58 PM
@  Presentations 25/01/,2019 2:59 PM
@ Sample_Displacement_InformationSystern  01/02/2019 515 PM
& Softwares 25/01/2019 2:56 PM
@ Structures 25/01/,2019 2:59 PM
@ Temp 01/02/72019 4:52 PM
2 Using_CneDrive 05/02/2019 %:29 AM

TeamSite shares (FIS & P2P)

Peer to neer share. i.e. selected members in FIS team

[ > gl OCHAFRS- COD | Shared with FIS team (all)

Type

File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
File folder
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How it looks like on the web

TeamSite

C 4 ttps://unitednations.sharepoint.com I

OCHA FIS

Private group

Search -T- New I* Upload @ Sync B cxport to Excel o™ Flow

COD

Mame Modified Modified By

C -E|__|- unitednationsfmy ﬁa'epoﬁ:.:cﬂ SharEd 1h'drith me

Onelrive
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Samplel: ISS

@ Site Contents

laptop - Google 5§ Home - Product Support

&« (& Q https://ochanet.unocha.org/teams/cis/_layouts/15fviewlsts.aspx 123% o & ﬁ @ =
B OCHAnet - Home B Corporate Information... B Home - Product Supp... Email - Unite Mail (Ou... B OCHAnet- Product5.. B> 0365 Collab Solutions ... #% Cisco Unified CM 4% WebEx Service Status () OCHA Webex Adminis... 5 ITU Mobility Bike Boo... ¢ Welcome to nhiis-eCl.. € MBAM SSP Recovery »
OCHAnet Ray Goh = fol ?
o)
-~
\g@?y OCI I ﬁ  Collaboration Sites Search this site - 0
- Site Contents
Home Lists, Libraries, and other Apps & SITE WORKFLOWS £ SETTINGS [ RECYCLE BIN (0)
Agreements and Contracts Applications Regist Asset Management
Leave Planner J - PP gistry - 9
1495 items 144 items 152 items
Mandamry Training add an app Modified 5 days ago Modified 6 months ago % Modified 5 months ago
Contact List .
Organigramme
References Budget Library CIS Service Offerings CIS Staff Calendar CIS Strategy and Planning
90 items 15 items 150 items 623 items
Modified 3 days ago Modified & months ago Modified & months ago 4 Modified 7 weeks ago
Agreements and Contracts .
Asset Management
Budget and Finance CIS Success Criteria CIS Tasks CIS Training Client Services Library
61 items sl 21 items 1item 76 items
Human Resources Modified & months ago V Modified & months ago Modified & months ago Modified & months ago
Oversight, Audit, Evaluation
& Compliance
Policies and Procedures . i . L .
Collaboration Library Corporate Reporting Division DNS List
Strategy and Planning 209 items Services 2 items 2 items
Modified 3 months ago 2170 items Modified 6 months ago Modified 6 months ago
--------- Teams-----—---- P
Modified & months ago
Corporate Reporting
Services
DM & Collaboration Documents excel nasr=ter Fit for Exchange GVA 2015 HR Confidential
2 items 0 items Kickoff 300 items
Exchange. Delployment. Modified & months ago Modified & months ago 42 items Meodified 11 days ago
Communications & Modified 6 months ago
Readiness
Emergency
Preparedness & Human Resources Library ICT Consolidation Images ITS - CIS Migration
Response Services 52 items 101 items 40 items Inventory
Messaging and Modified 76 minutes ago = Modified & months ago Meodified & months ago 51 |tef'15 ;
. Modified & months ago
Connectivity
v
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Sample2: ROAP office setup
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lecent

Jiscover

lecycle bin

nted Natons
.mm
.ocu-cum

+ New v

T Upload v o Flow ¥ <3 Sync

OCHA ROAP > 01 Global

R R R R R RO

Q]

Nome
Change Management
OCHA Organigrams

OCHA Policy Instructions
OCHA Policy Papers

OCHA Strategic Frameworks

Policy and Guidance

Mod fed

September 26, 2018

September 25, 2078

September 25, 2018

September 25, 2018

September 25, 2018

September 25, 2018

December 16 2018

Suderat Wapapattara

Sudarst Wapspattara

Sudarat Wapapattana

Sudarat Wapapattana

Sudarst Wagspatiana

Sudarat Wagapattana

Oliver Lacey-Hall

939 bytes
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FAQs

LINKS: | cannot make a link to one document in another. | find the destination URL, but when | paste it into the other document and click it, |
just see "This site can’t be reached" :(

+ New ~ 1 Upload v ro Sync [ Export to Excel o Flow v - Send Link
X
Document.docx
TeamSITe GU'dE“ﬂ@S and FeEd baCk People in United Mations with this link N
can edit.
D Name Modified
o Enter a name or email address
MR " Email attachments Share 2 hours ago
1
Y . Add a message (optional)
Hj Document.docx = : About an hour ago
I
ﬂ] " Documents that couldn’t be mo... 2 hours ago

ﬂj OneDrives_Team5ites.docx A few seconds age m
LY 2
8] ~TeamSite Features and Issues .x.. A few seconds ago
@

Copy Link Qutlook
° ’

Link to 'Document.docx’ copied

bnHwdmyg5cc_ sD9TA?e=zfFrYi  Copy

People in United Nations with this link can }
edit.
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| seem unable to change the interface of TeamSite from Italian to English, or at least | could not find where | could do so. | tried "settings" but

didnt work. (and having it in Italian is quite annoying!)
Check
o Windows setup version
o Office language preferences
o Browser default language (this is the case for this particular question)
Languages
Language
English
Order languages based an your preference
English
Google Chrome is displayed in this language
Add languages
Offer to translate pages that aren't in a language you read
o Check TeamSite language settings
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: 1
Office 365 settings

SharePoint settings

Add a page

Add an app

Site contents
Library settings
Site information
Site permissions
Site usage
Change the look

Site designs

Edit site information

Site logo

Change

Site name *
OCHAFIS
Site description

OCHA Field Information Services

Privacy settings
Private - only members can acce...

Hub site association

3
View all site settings @

# EDIT LINKS

Site Settings

Look and Feel
Quick launch
Navigation Elements
Change the look

Site Actions

Manage site features

Enable search configuration export
Reset to site definition

Site Collection Administration
Recycle bin
Search Result Sources

Web Designer Galleries
Site columns
Site content types

Site Administration 4
Regional settings @
Language settings

Export Translations

Import Translati|

Site libraries and lists

User alerts

RSS

Sites and workspaces

Workflow settings

Epecify the standard time zone,

Time zone:
(UTC-08:00) Pacific Time (US and Canada)

egion

Locale

Felect 2 locale from the list to specify the way the site displays numbers, dates, and Locale:

ime. English (United States)

e

| clicked on Janet in the Members list and then clicked on 'Send Email' and the email she received came from my Gmail account; not my
un.org account. Even though my account settings show haythornthwaite@un.org. Can | adjust this

o Check that you are using https://outlook.office.com/ . The access through https://outlook.live.com might use personal emails.

Can | search for documents | created or uploaded?

o Go to Home page and above it write down what you are looking for

Have you found a fast way to deleted folders on the TeamSite?
o Syncthe document library from TeamSite to personal drive, delete the content, Resync again from the TeamSite.
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https://outlook.office.com/
https://outlook.live.com/

How could | sync folders and files from the could to be downloaded and used offline to my personal laptop?

O

Caution: You might experience delays in running operations such as Delete, Move and other which implies that some contents will still be

visible until after some time. It is recommended to give time to see results. Please DO NOT repeat or make changes until the operation is
done and verified that the contents are in their right places.

See below.

Q OneDrive is updating files...

United Mations

Locking for changes

=={. Project tracking.xlsx
Downloaded to QCHA FIS - Strategy

& minutes =

ago

— FIS Weekly Bullets.docx
— Available in Reporting

— 20 minutes 3

ago

MNew Folder Structure for FIS Shar...

—=| Availa

— 20 miny

FIS K
—| Availg

— 20 ming

=mi.  Proje
Availg
20 miny

FIS M
—| Awvailg
= 20 min|

Proje

[T
ﬂ Availa

O

Open folder

Open your OneDrive - United Nations folder

Open your United Matiens folder

3

Setings </

View online
Pause syncing
Manage storage
Help topics
Send feedback

Close OneDrive

®

View online

| 4 Microsoft OneDrive

4
'$Setungs Account  Auto Save MNetwork Office  About
General
Start OneDrive automatically when I sign in to Windows
] Automatically pause sync when this device is in battery saver mode

Aummatically pause sync when this device is on a metered netwaork

5 Files On-Demand

[ save space and download files as you use them
Mare info

Ok Cancel
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How could | delete section in the news page?

+ New ~ 5} Fage details I ' : 1

To delete this section Office 365 settings

VEWS B
+ adc v SharePoint settings [
Add a page &
Using Teamsile Add an app B
$ Site contents $ o
Planning to hold & session to explain the steps o start using TeamSite on 13/02/2013, Suggested Time is 22
0o Yo .
H0pm Site information
Rassll Al Frar . .
Fobuuay 11 Site permissions

|2 Share @ Copy link @] Delete o Flow ~ < Pinto top @ Copy to f Rename = Add to navigation

Site Pages >

~ D Name Modified By Madified Created
4 © ~ Created By: Bassil Al Eter (1)
$ (/] B] Moving-to.aspx = Bassil Al Eter February 11 February 11

Created By: System Account (1)

E:] Home.aspx Bassil Al Eter February 13 November 10, 2018

Training

FIS TeamSite Calendar

Preservation Hold Library

Site Pages

+ Add column

Document library

Events list

List

Page library
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Why can’t | add special symbols online in the online version?
o You need to user the client version of excel for more advance features. When you open excel it will give you the option to use the client version.

1 from online TeamSite

[&; a mtps:_.";'u nitednations.sharepoint.com/ac/1/sites/OCHAfis/_layouts/15/Doc.aspx?sourcedoc="5%7B4e72fodf-59b4-4dfc-9a61-86cf34d4bfe2% 7D &action=defaultéuid=%7B4E72F6 DF-59B4-4DFC-9A81-86C :JE[I

Excel Online | OCHAFIS » Training TeamSite Features and Issues - Saved

File Home  Insert  Data Review  View Tell me what you want to do 2 Open Excel client version

|l_’I 5—;2;;5‘. Calibri Lo AN === b wrap Text General v @ @ @ E% @ > AutoSum ~ %?

Paste - I U D v o - == = ¥ 3=  [BMerge & Center ~ . 0 00 Conditional Format nsert Delete Format Clear » Sort &

v < Format Painter 4R & - 0 = = verge Ener $ % 9 % Formatting « as Table « - - - 0 e Filter «
Undo Clipboard Font Alignment Number Tables Cells Editing
F5 - k&

A B I c | D E F G H

i

4 the client version should have 3 4 4 client version cannot be read only. Otherwise close the file and
Synchronization Save button working l reopen it again

AutaSave 2 s TeamSite Features and lssues xisx - Last Saved 2/21/2019 1:01 PM ~

Insert Page Layout Farmulas Data Review = Help Acrobat Q Tell me what you want to do

s - - —_—
0 % Cut Calibri -l A A T=E= & - 8 WapTen General - = p} Normal Bad Good Neutral Calculat
ER Copy ~
Paste . = | e= 3= - - <0 .0 Conditional Format as [[& 7= 2 e Explanatory ... Followed Hy... Hyperlink Input
* ~ Format Painter B I U = | &= 3= Merge&Center % % * G0 0 Formatting = Table - ! ¥ rollowed Ay...  HAyperlink p
Clipboard ] Font ] Alignment ] Number ] Styles
ES5 o fe
| & | B | ¢ D E F G H J

Why | always have my excel files marked as “Ready Only” whenever | try to open them in client mode from within online TeamSite?

o If the client version of the document you have it open in Read Only mode, you will need work from online platform only. Otherwise changes you make
will be saved on local copy and won’t be able to synchronize it.
o Solution to the above question is as follow:
= The setting you want is in Excel, not in SharePoint. Excel will, by default, open documents in Protected View from potentially unsafe locations
(that includes SharePoint, but doesn't include local or network drives). In Excel 2013, the option is in File > Options > Trust Center > Trust
Center Settings > Protected View. You'll want to uncheck the box that says Enable Protected View for files located in potentially unsafe
locations. Depending on your network setup, the setting might be Enable Protected View for files originating from the Internet.

Page 13 of 14



| [
Trust Center lLé

Trusted Publishers N
Protected View

Trusted Locabions
Protected View opens potentially dangerous files, without any security prompts, in a restricted mode to help minimize
Trusted Documents harm to your computer, By disabling Protected View you could be exposing your computer to possible security
. threats,
cte )
Fusted #| Enable Protected View for files originating from the Internet
Add-ins | Enable Protected View for files located in potentially unsafe locations
ActiveX Settings | Enable Protected View for Qutlook attachments

Macro Sett ngs

Protected View

External Content

File Block Settings

Can | Sync only selected folders?

o Yes, default synchronization in SharePoint is at document library. You can select which folder to Sync afterword.

What are options available for sharing?
Members in the TeamSite: only send the link as all members will have access to all content unless inherited permissions stopped. Note that Owners

O

will always have access to all contents.

Members @un domain: Needs to setup permissions for them and share links to contents so they can work online on the shared contents.

External shares from outside the secretariat ie. not @un domain: needs to setup permissions for them and share links to contents. Needs to test the

ability for them to edit and work online on the shared contents.
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