Records & Archives
Australia’s
UNSW Oiiversity How to access Microsoft Teams
Folder Directory in Windows Explorer
About

This document describes how to access Microsoft Teams and SharePoint folder directory in
Windows Explorer

Process:

1. In Microsoft Team click the ‘Teams’ icon and select the specific team you want to access
the folder/document directory. This option is on the left-hand side of the Microsoft Teams
interface.

In this example we will use ‘Teams > Unihire to RAMS Document Transfer > General’ files
structure

Teams NTd Click ‘Teams’ icon

Your teams

P —Service Management Enablement - Tool

n Records & Archives Team

Select the relevant team site

. Unihire to RAMS Document Transfer/

General

@ rPMO

zeneral

16 hidden channels
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2. Click ‘Files’

Click ‘Files’
- General Posts Files—Stafriombook
3. Click the ‘Open in SharePoint’ button
. General Posts Files Staff Notebook

-+ New v T Upload &3 Sync @ Copy link + Download {- Add cloud storage @ Open in SharePaint

General
[ Name-~ Modified | Maodified By -
—  Closure February 24 Dan Scott
—  Change Management February 17 Dan Scott

Click ‘Open in SharePoint’

_  Service Management Pack February 13 Erden Sacan
__  Releases January 28 Dan Scott
__  Service Accounts January 24 Dan Scott
_  Testing Movember 21, 2019 Dan Scott
__  S5chedule October 28, 2019 Dan Scott
_  Workshops & Meetings October 28, 2019 Dan Scott
—  5Solution Architecture October 28, 2019 Dan Scott
——  Requirements October 28, 2019 Dan Scott
__  Background Information October 28, 2019 Dan Scott
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4. The SharePoint site opens in Microsoft Edge.

UR Unihire to RAMS Document Transfer

Private group

kearch + New ¥ T Upload ¥ 7 Quickedit 12 Share @ Copylink &3 Sync & Download ® Goto channel €8 Exportto Excel o PowerApps ~ o Flow “
Home
(@ This folder is connected to a channel in Microsoft Teams
Conversations
Documents

Documents > General
Shared with us

Notebook
1 Name Madified Meadified By + Add column
Pages
_ Background Information October 28, 2019 Dan Scott
Site contents
T Change Management February 17 Dan Scott
Recycle bin
Edit _ Closure February 24 Dan Scott
__ Releases January 28 Dan Scott
© Requirements October 28, 2019 Dan Scott
_ Schedule October 28, 2019 Dan Scott
T Service Accounts January 24 Dan Scott
__ Service Management Pack February 13 Erden Sacan
__ Solution Architecture October 28, 2019 Dan Scott
T Testing November 21, 2019 Dan Scott
T Workshops & Meetings October 28, 2019 Dan Scott

Return to classic SharePoint

5. Copy the URL address

A ' ' ihi SDocumentTransfer/Shared% /Forms/Allitems.aspx
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6. Click the Windows Search icon

@ L O

Click ‘Window Search’

7. Type ‘Internet Explorer’ in the search bar and open the application

All Apps Documents Email Web More

Best match

~.-y Internet Explorer

N
App

Apps
E Microsoft Edge

Settings

1577 @ Jor

S )
\

Internet Explorer

=

PR

1 Change the search provider in
Internet Explorer

€7 Tumn autocomplete in Internet

Double click ‘Internet Explorer’ to

launch the application

>
Explorer on or off
Search the web
L Internet Explorer - See web results >

a https://rams.unsw.edu.au/HPEContentManager/
a https://adfs.unsw.edu.au/adfs/oauth2/authorize?client_id...
a https://adfs.unsw.edu.au/adfs/oauth2/authorize?client_id...

@ https://adfs.unsw.edu.au/adfs/oauth2/authorize?client id...

L Internet Explored

8. Paste the Team SharePoint site URL address in the Internet Explorer URL bar. Hit Enter to

access the site.

der=%2Fsites%2FUnihiretoRAMSDocument Transfer%2FShared%20Documents%2F General &FolderCTID= ~ & =

B UNSW Sydney - Australia’s ... ¥
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9. The SharePoint site folder directory opens. Click ‘Return to classic SharePoint’ link located
in the bottom left hand side of the screen

Return to classic SharePoint

B
e B https://unsw sh tucom/sites/| A 5 0D, Farms/A 7 = %2Fsites%2FL A 42FShared %200 5% TD= - @ C || Search..
Unihire to RAMS Document... X ||

. Unihire to RAMS Document Transfer

Private group

P Search + New v T Upload v ¢ Quickedit 12 Share @ Copylink <3 Sync ¥ Download 9 Gotochannel ¥8 ExporttoExcel o PowerApps ~ o Flow V'

Home
(@ This folder is connected to a channel in Microsoft Teams

Conversations

Documents

Documents > General
Shared with us

Notebook
[l Name Modified Modified By + Add column
Pages
T Background Information October 28, 2019 Dan Scott
Site contents
T Change Management February 17 Dan Scott
Recycle bin
Edit T Closure February 24 Dan Scott
T Releases January 28 Dan Seott C I . k ‘ R t t I . S h P . t’
T Requirements Octaber 28, 2019 Dan Scott
Schedule October 28, 2019 Dan Sg

Senvice Accounts January 24 Dan Scott

Service Management Pack Erden Sacan

T Solution Architecture. October 28, 2019 Dan Scott
T Testing November 21, 2019 Dan Seott
ops & Meetings October 28, 2019 Dan Scott

Retum to classic SharePoint

10. Click the ‘Library’ ribbon

SharePoint

BROWSE

# EDIT LINKS

s Documents

H ‘ H )
Home @new B upoad S sync v Click ‘Library
Conversations
All Documents =+ Find a file jel
Documents
Notebook v D Name Modified Modified By
General ==+ MNovember 14, 2019 Dan Scott
Pages

Sit tents
Ite conten Drag files here to upload

Recycle Bin

# EDIT LINKS

Exit classic experience
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11. Click the ‘Open with Explorer’ option located in the ‘Connect & Export’ section

iii  SharePoint
BROWSE | FILES | LIBRARY

[ Modity View . Current View: o+ Export to Excel
R [0 © 28 3 &, , el &
[ Creste Column | All Documents - =S D T2 Open with Explorer |
View  Quick Create Tags & E-maila  Alert RS Sync  Comnectto Connectto FormWeb  Edit Mew Quick Library Shared Workflow
Edit View Navigate Up Current Page Notes Link Me ~ Feed Outlook Office» Parts Library Step Settings With  Settings
View Format Manage Views Tags and Notes Share & Track Connect & Export Customize Library Settings
Home @ New i Upload c Sync v
Conversations
All Documents === Find a file el
Documents
v D Name Modified Modified By
Notebook
General +es  November 14, 2019 Dan Scott
Pages

Site contents .
Drag files here to upload

Recycle Bin

# EDITLINKS Click ‘Open with Explorer’

Exit classic experience

12. The Internet Explorer Security window opens. Click ‘Allow’ to proceed.

Internet Explorer Security

A website wants to open web content using this Click “Allow’
program on your computer

This program will open outside of Protected mode. Internet Explorer's
Protected mode helps protect your computer, If you do not trust this
website, do not open this program.

|| MName: Microsoft Windows
— Publisher: Microsoft Windows

[ ]Do not show me the warning for this program again

Allow Don't allowe
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13. The team site folder and document directory opens in Window Explorer

. ed Documents
File Home Share View
J gy Cut x %New item = \)] Open ESHEH all
W Copy path -Tansy access = Edit Select none
Finto Quick Copy Paste Move Copy  Delete Rename New Properties
access |7] Paste shortcut to to - folder - Histary DDIn\rer‘t selection
Clipboard COrganize MNew Open Select
= v 4 » Metwork (ADUNSW) s https://unsw.sharepoint.com » sites » UnihiretoRAMSDocumentTransfer 3 Shared Documents
~
Name Date modified Type
3t Quick access
Forms File folder
I Desktop )
General File folder
* Downloads
|| Documents
| Pictures
D Music

14. From the Window Explorer view, you can navigate and select to the document you want to
register in RAMS, then right-mouse-click > Select ‘Send to’ > ‘RAMS’

Mame Date modified Type Size

@ UniHire to RAMS integration Change Ap..,  17/02/2020.4.20 DRA
Open

New

214 KB

Print
Show

E Cornbine files in Acrobat...

Scan for Viruses...
|2 Share

Open with...

TextPad

Restore previous versions

Send to > e Bluetooth File Transfer
Cut : Compressed (zipped) Folder

Copy [ Desktop (create shortcut)

2| Documents
Create shortcut x
Fax Recipient

Delete . g
Mail Recipient

RAMS
TextPad

Rename

Properties

Apple iPhone
23001314 (AINFPWFS1401.ad.unsw.edu.auStaff1108) (H:)
Records archives (V\ad.unsw.edu.aul\OneUNSW\EDUS\LAC) (Z2)

HoH =R

2019/35195-003



