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Making Teams or Sharepoint folder shortcuts to OneDrive or Explorer

1 vour teams’, departments’ or organisations’ files are most likely stored in SharePoint or on Teams.

] v sharePoint
< 2
the Cue #
Publc grovp

Home ‘

@ o

®

Conversations
| Documents

Shared with us

® O ©

Notebook
Pages
Functionstest-lijst-the.
Happyteam
Declaraties test
Dedlaraties (doc library)
Site contents

v Recent

Return to dassic SharePoint

£ Search this library

+ New T Upload

Documents il ~

> Inchannels

~ In site library

O Name Modified Gewijzigd door
Declaratie test map

B0 Gedeeld kanaal test 2

2 General
O ™ LveOps ® B o Atz
Do Platform - development, bugs

D Salesupdate

@ Editingridview g Sync ) Add shotcut to OneDrive B3 Pin to Quick access

Add column

= All Documents

©1 Not following

v

& 5 members

B teams = Testkanaal Posss Fles~ Wik Power Aulomate Message History O Meet | ~
o = B -
7 orrem PN F Uioxd v B Edtingrdviw £ Sha Smc 4 Download = All Documents v
2 thecu

£y a8 Test kanaal

T General

® LiwOps 0 Neme Modted - Gewiziga oo - Add column
cante Platform - development,bugs

B Test Map. January 24 -
D Sales update
i Test kanaal @) Format CUEpptx January 31,2020
1hi 8] notes week36.docx September 5, 2022 W
(&) a The Cue | Development ) testing docx Ocober 4,2022
N

General
Game Platform Reloases

...........

2 You can make a shortcut to specific folders in your Explorer (through OneDrive).
This means you can find and access these folders quickly from your Explorer — which is nice, because it saves you from

having to find them through your Teams page or browser app. On the next page we’ll show you how to do this.

@ Tip! Only make shortcuts to folders that you frequently (daily, weekly) access. Your computer needs to work hard to

keep everything synced, so try to keep it simple.




Making Teams or Sharepoint folder shortcuts to OneDrive or Explorer

3 InTeams or SharePoint, navigate to the map you want to make a shortcut to and open the context menu by clicking the

.."icon. Then select “Add shortcut to OneDrive”. You can also use the small icon to the left of the menu.
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Now open OneDrive in your

Explorer (keyboard shortcut: >
Windows + e ). You will see the >
shortcuts to the folders you've >
added.

& Shortcuts to folders can be
recognised by the little hyperlink

icon &.
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Want to remove a shortcut?
Hover over the map in
Explorer, open the context
menu and select “Remove
shortcut”.

This will only remove the
shortcut - the folder and all
files within will still be
present on Teams or
SharePoint.
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