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How to Use SharePoint Intranet
Our Friends · Tuesday, March 18th, 2025

Navigating workplace communication and collaboration can be challenging without the right tools
in place. SharePoint Intranet is a powerful solution that helps businesses streamline information
sharing, document management, and team collaboration in a centralized digital space. 

However, making the most of its features requires a clear understanding of how to use it
effectively. This blog will guide you through the essentials of using Sharepoint Intranet. 

1. Set Up User Access and Permissions

In order to use SharePoint, you must first determine who can access it. An administrator is
responsible for granting permissions to users. There are different permission levels, such as Read
(view only), Edit (make changes), and Full Control (manage settings). 

You can create groups and assign permissions to many users at once. This keeps files secure and
ensures only the right people can access them. 

To change permissions, go to Site Settings > Site Permissions and adjust as needed. Setting proper
access prevents unauthorized changes and protects sensitive information.

2. Navigate the SharePoint Interface

The most recent documents, websites, and news are displayed on the home page of SharePoint.
Quick access to pages and libraries is provided by the menu on the left that is displayed. The
Search Bar helps find documents fast. Each site has a Document Library where files are stored. 

The Top Navigation Bar links to different areas, such as Teams or OneDrive. Users can customize
their homepage by adding shortcuts to frequently used items. Learning the interface makes it easier
to find and manage files quickly.

3. Create and Manage Sites

A SharePoint site is a workspace for teams or projects. To create a site, go to SharePoint Home >
Create Site and choose between a Team Site (for collaboration) or a Communication Site (for
sharing news). After creating a site, you can add pages, lists, and libraries. Managing sites includes
setting permissions, adding members, and customizing layouts. Regular updates keep the site
organized and useful for users.
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4. Upload and Organize Documents

To upload files, go to the Document Library and click Upload or drag files in. SharePoint lets you
create folders to keep files organized. Users can tag documents with keywords for easier
searching. 

Version history tracks changes, so you can restore older versions if needed. Use the Check-Out
feature to prevent others from editing a file while you’re working on it. Keeping documents
structured improves collaboration and avoids lost files.

5. Integrate with Microsoft 365

SharePoint works with Microsoft 365 apps like Word, Excel, Teams, and Outlook. Users can edit
documents in real-time using Microsoft 365 Online. Integration with Teams allows document
sharing within chat conversations. 

You can also sync SharePoint files with OneDrive for offline access. Outlook integration makes it
easy to attach SharePoint documents in emails. Using these features helps teams work efficiently
without switching between multiple tools.

Monitor and Maintain Your Intranet

By actively monitoring and refining your intranet, you can maximize its potential and support
seamless workplace operations. Start improving your SharePoint experience today!
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