Step One

Browse to the SharePoint portal online by
visiting:
https://owlsmoorprimaryschool.sharepoint.com

The front page of the Owlsmoor
Primary School SharePoint

will then open; on the left-hand side
menu you will see a folder structure
that you would expect in the old file
share.

To access what was the School Shared
drive, click on the "School Data"
entry (A).
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Step Two

If you would like to access the
files directly from your PC,
please do the following:

a) click on the folder that you
want direct access on your PC to
open it (for example Planning)
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Your access permissions will differ to and therefore your view will be different to what is shown here.
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Your access permissions will differ to and therefore your view will be different to what is shown here.

Step Three

it SharePoint

Now that you're in the folder, we need to
start the sync process.

Depending on your screen size, the Sync
button may be found on the main menu
area or under the three dot drop down
menu.

In the example shown here, the Sync
option appears on the menu. (A)

Once you have located the Sync button,
please click on it to activate.
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