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SharePoint Tips: 
· Create a SharePoint Site for each department or permission group 
· Create “Teams Site” for most of your data.   
· Create “Communication Site” for an event or as a Hub Site for all your “Team Sites.” 
· Create Document Libraries for function rather than Folders 
· Create a new Documents Library instead of using the default when using Teams in that Group. 
· Use OneDrive to Sync your Desktop/Documents/Pictures (Backup) 
· Use “Add Shortcut to OneDrive” in a Document Library instead of Sync. 
· Decide on ‘Folders’ vs ‘Views’ to find your data in each Document Library and List. 
· When sharing Files or Folders: 
· Prefer to share with people’s email addresses, not a public share link. 
· Set an expiry on the share if it makes sense. 
· Link your SharePoint Site with Teams by selecting “Add real-time chat” in the Next Steps area in the top right corner of the Home Page. 
· Modify the Navigation to make it easy to find things 
· Your “Global Admin” account should not be your own account.  If you manage your own environment, create a second unlicensed account for administration 
· Use “Automate -> Rules” to create notifications for changes to a list or document library; found in the top bar.  
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