EASY ACCESS TO SHAREPOINT DOCUMENTS WHEN USING MS XP OPERATING SYSTEM

Navigating to often-used SharePoint sites to open or edit documents can be a long process. This
documentation shows you how to access these documents from within MS Office documents when
using the MS XP Operating System.

ADD A SHAREPOINT SITE TO MY NETWORK PLACES

Add a SharePoint site to My Network places, and it will be easy to access SharePoint documents from within MS
Office applications or other software.

1. Click Start > My Network Places.
Click Add a network place.
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2. The Add Network Place Wizard will open.
Click Next.

Add Network Place Wizard x|

Welcome to the Add Network Place
Wizard

Thiz wizard helps pou zign up for a service that offers online storage space.
Y'ou can uze this space bo stare, organize, and zhare your documents and
pictures using only a Web browser and Internet connection,

You can also uze this wizard to create a shortout to 2 'w'eb site, an FTP site,
or ather network, location,

To continue, click Mest.

< Back I Mext > I Cancel

3. Select Choose another network location or FTP site.
Click Next.

Add Network Place Wizard

Wwhere do you want to create thiz network place?

Select a service provider. |f wou do not have a membership with the provider you select, the wizard will help
wou create an account. To just create a shaortcut, click "Chooze anather network, location. "

Semvice providers:

MSM Communities
‘!J Share pour files with others, or gtare them for your perzonal wee.

4. Click Start > Internet Explorer and navigate to the SharePoint site that you want to add.
Click in the address bar to select the address, then right-click and select Copy.




Click Add Network Place on the Taskbar to return to the Network Places Wizard.

Right click in the Internet or network address: text box and click Paste.

After you have pasted this address, delete “default.aspx “ from the end of the address.
Click Next.

Add Network Place Wizard x|

YWhat is the address of this network place?

Type the address of the \Web site, FTP site, or nebwark. lozation that this shortcut will open.

|nternet ar network, address:
http:.-’a’sp.mu.edu;’sites.-’suppnrtservices#training.-’u:lefault_asj Browse. .. |

Wiew some examples.

6. Typein a name of your choice for this network place and click Next. The example entered in the image
below is “training”.

Add Metwork Place Wizard

What do pou want to name this place?

Create a name for thiz shortcut that will help pou easily identify thiz network place:

hittp: #f=p. mu. edusites/supportzervices training /.

Type a name for thiz network, place:




When the window shown below opens, click Finish.

You can now open a
SharePoint file from
within a Microsoft Office
application, like Microsoft
Word or Microsoft Excel.

Open Microsoft Word,
click the Office Button >
Open.

When the window below
opens, click the down
arrow on the Look in: box
and select My Network
Places.

You can choose the folder
containing the document

Add Network Place Wizard

Completing the Add Network Place

Wizard

Y'ou have successfully created this network place:

Hrainitig

A shortcut for this place will appear in My Network Places.

[~ Open this network place when | click Finish.

To cloze thiz wizard, click Finish.

< Bach I Finish I Cancel

you want to open, by double clicking it, and then select the document you want to open and click Open.
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9. You can click on the Start > My Network Places, and right-click a folder to rename it.




