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M365 TOOLS: SECURE STORAGE AND

COLLABORATION GUIDE

v' M365 is a good place for active files that require collaboration and sharing.
v' OneDrive, Teams, and SharePoint are key tools for storing and sharing files.

v Network Drives such as T:\ are still available and remain an option for storing files.
v Migration of some files from network drives to SharePoint or Teams may be beneficial.

Follow this guide to understand when to use each tool and ensure secure file management.

How will M365 collaboration tools help me?

OneDrive

OneDrive

Store and work on your
personalfindividual files

* Local file synchronization

* Personal drafts, In progress files

* Can share with someone to
collaborate in real time

Me

Personal/Individual
Personal Workspace

Only user has access to all files

l. " B> SharePoint
T

SharePoint Sites

Microsoft Teams

Share, broadcast and
communicate with your

Microsoft Teams department or the campus

*Setup Communication Sites for
co“abora_te’ Sha_re and creatl?ng rich content and sharing
communicate with internal information and forms with the campus
& external teams/groups (similar to URSource sites)

i . *Setup Communication Sites for your
+Chat with colleagues, reduce emails Department or unit to access internal
*Document co-authoring information and link to Teams
*Projects, discussions, and team- (similar to URSource Private sites)
based file sharing in Channels *Options for external sharing &\

*Store Workgroup documents that may *News, announcements, and broadcast
currently be on network drives message capabilities
*QOptions for external sharing

We Us
Smaller Teams/Workgroup Organization/Department
Real-Time Collaboration Online Forms and Information
Usually all have Edit permissions Usually most have Read-Only access

f\—% Network Drives Store -Lar.ge Files, Archival and Reference documents,
:/// T-Dri Static files such as Legal Documents and Contracts
(e.g. T-Drive) Files can be moved to Teams or SharePoint when suitable.
Secure File Sharing Across Services Transitioning to Teams and SharePoint
1. Set Permissions: Share files only 1. Plan File Migration: Contact IS for assistance in

with those who need access.

2. Avoid Oversharing: Regularly
review and adjust shared file

planning, moving and restructuring files.

2. Training and Support: Attend IS-led workshops and
webinars on File Management with Teams and

permissions. SharePoint. Tailored sessions are available on request.
3. Classify Data: Follow university 3. Ask for Help: Reach out to IS for secure file sharing or
policies for sensitive information. migration support.
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