How to Sync and Favorite any of
the Campuses Files SharePoint
Folders

Favorite a SharePoint site

If you work with SharePoint or OneDrive files enough in the web browser, you may want to favorite
a SharePoint site so that you can easily pull up your favorite site and not waste time typing it in
and trying to search for it.

We recently made a change to our Campus SharePoint site. Now instead of one SharePoint
site holding every campus, we split the site up so that each campus has their own Site.
When you goto the 30-in-30 Files or any of the other campus sites, you will now see a
Navbar with links to each of them!

Go to SharePoint and pull up your site you want to favorite. In this example | am favoriting 30-in-30
Files SharePoint Site. If your site is not favorited, you will see that you are not following it. Click on
that icon to favorite it.
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Now it will appear in your main SharePoint "start page" (SharePoint), or "your sites".
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Sync from a SharePoint Site

This guide explains how to sync files or folders under the campuses SharePoint sites. to your
device. The example shown is done on a Windows PC syncing down the 30-in-30 Files site, but the
flow is very similar on MacOS. This process is similar to syncing other specific SharePoint

Sites/directories as well. You can reach the 30-in-30 Files SharePoint site here. It will look
something like this:

We recently made a change to our Campus SharePoint site. Now instead of one SharePoint
site holding every campus, we split the site up so that each campus has their own Site.
When you goto the 30-in-30 Files or any of the other campus sites, you will now see a
Navbar with links to each of them!

Please note that the syncing of SharePoint files in this manner is handled by the OneDrive
application running on your computer! Because of this, make sure that OneDrive is running
so your work is saved and synced up!
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Since we want to sync files from SharePoint, we need to click on Documents. This will show us the
files that are associated with the site. The site will now look like this:

B3 30-in-30 Files Private grou
Home Z3 Sync &1 Add shortcut to OneDrive [T Pinto Quick access Bl Export ~  #% Automate ~ [ Integrate -
Documents

Documents I~
Site contents

Shared with us [ Name v Modified Modified By File Size
Recycle bin 2020 Grace Highlights »  December 23, 2020 Robert Bean 8 items
A&  Administration > 6hours ago Andrea Humes 7 items
All Campus Give It Away X April 21 Dwayne Baughman 26 items
All Campus POWER Kids X Mayg 2019 BUILTIN\Administrators 13 items
All Campus Student Ministry X uly 2, 2019 Dwayne Baughman 3 items
Branding » Mayg 2019 BUILTIN\Administrators 14 items
Forms & Documents » May 8, 2019 BUILTIN\Administrators 10 items
GracelINK Resource Toolbox » May 8, 2019 BUILTIN\Administrators 6 items
He\p Desk » May 8, 2019 BUILTIN\Administrators 23 items

Return to classic SharePoint

This is everything under the 30-in-30 files SharePoint folder. To sync it all, we can click Sync.
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This will make a request to use OneDrive, so make sure that OneDrive is running in the
background.
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We're syncing your files

We are connecting to OneDrive on your device.
Copy library ID to configure this library to sync
automatically.

If there is no response, you may need to install the latest

version of OneDrive.
Close

103pm BR

If you don't see the OneDrive icon shown above the application is probably not running.
Please press the Windows Key on your keyboard and type OneDrive and hit enter to load it
up.

Now in Windows Explorer, this shows up under my list of SharePoint Sites as 30-in-30 - Documents.
The SharePoint sites you sync will appear above your OneDrive folder in the navigation pane of
Explorer.
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You are now Syncing the 30-in-30 SharePoint Site!
Pick and Choose to Sync specific content in a Site.

This process is optional, but may be beneficial for you if you want to improve Syncing
performance on your computer and customize exactly what you want to sync.

You may be interested in only syncing select content under a certain folder of a Site and not having
to worry about syncing the rest of the Site files that you won't be accessing at all. This might be
useful for bigger Sites like the Bath Campus site if you don't need to be syncing down things like
media files which can be taxing on your computer whenever a sync occurs.

To sync only certain folders under a site, there are a couple ways of going about it. | recommend
the first method if you are interested in only one or two folders/files for a site. The second method
is better for granularly choosing several folders that are nested or unnested, and is helpful in
preventing cluttering up your list of syncing SharePoint sites in the Windows Explorer navigation
pane. This method is also helpful when you already have a Site synced to your computer, but you
decided you don't need to use as many files.
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1. METHOD 1

While still in SharePoint, navigate to the folder/file that you are interested in syncing with
your computer. For example, | am interested in the Help Desk folder in the root directory
of the 30-in-30 files Sharepoint site we are still in. Click on that folder to open up what is
inside it.

33 30-in-30 Files Private grou
Home £3 Sync B Add shortcut to OneDrive Bl Pinto Quick access Bl Export ~  #2 Automate ~ P Integrate
Documents

Documents [t~
Site contents

Shared with us [ Name - Modified Modified By File Size
Recycle bin 2020 Grace Highlights »  December 23, 2020 Robert Bean 8 items
Ta  Administration » 6 hours ago Andrea Humes 7 items
All Campus Give It Away »  April 21 Dwayne Baughman 26 items
All Campus POWER Kids X May8g, 2019 BUILTIN\Administrators 13 items
All Campus Student Ministry » July2,2019 Dwayne Baughman 3 items
Branding »  May8g, 2019 BUILTIN\Ad ministrators 14 items
Forms & Documents »  May8 2019 BUILTIN\Administrators 10 items
GracelINK Resource Toolbox »  May8, 2019 BUILTIN\Administrators 6 items

* Help Desk »  May8 2019 BUILTINVAdministrators 23 items
Return to classic SharePoint

Then all you need to do is click sync and it will start syncing just that folder to your
computer. It will show up as the SharePoint site name followed by a dash and the folder
name:

Home £51 Add shc

Documents

Documents [t
Site contents
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2. METHOD 2 (Takes more Time)

Status

Date modified

1/17/2017 1:15 PM

Type

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder

File folder
Microsoft Excel Co...
Adobe Acrobat D...
Adobe Acrobat
Internet Shortcut
Adobe Acrobat D...
Microsoft Word D...
Microsoft Word D...

Adobe Acrobat D...

The second method has you make changes in OneDrive settings. If you haven't already
synced the site, Proceed with syncing the site that you want to sync stuff from. I'll be

showing how | customized what | sync from the Bath Campus site. Peruse through the site
to figure what you want and keep a note of it somewhere. Once you have an idea of what
you want to be syncing and not be syncing, click Sync from the root directory.
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P. OneDrive

You are now syncing "Bath Campus Files -
Documents™

You can edit files in "Bath Campus Files -
Documents”. Click here to v rour files.
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6/1/2022

This will now start syncing the whole Bath Site to your computer. Since we are
interested in syncing only a select choice of items from the site, its a good idea to be
plugged in to power when doing this because we are going to be downloading the entire
campus folder, and then we offload the folders we don't want. Unfortunately, with this
method at this time you cannot tell OneDrive to not download the whole Site so this may
take some time.
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We are going to proceed to the next step which is choosing which select folders we are
interested in syncing. Right click OneDrive in the Taskbar and click settings. You'll
probably notice before clicking settings that OneDrive is pulling down all the SharePoint
files.

OneDrive - Grace Church
Settings
Send feedback
Get help
Manage storage
Pause syncing

Quit OneDrive

T

L,

Open folder View online Recycle bin

12:23 PM
6/1/2022

A @B e® i@

Next Click Choose Folders next to the SharePoint site you are syncing from. In this case, |
am syncing from Bath Campus Files - Documents.
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In the window that pops up, you can customize exactly what you want to sync down. You
can expand directories to choose specific folders you want and don't want. Unchecking a
folder unchecks every subfolder and subfile of that folder for you, and checking a folder
will check every subfolder and subfile of that folder for you. You can start from scratch
and uncheck everything by unchecking the Make all files available box, if you want. Check
any folder that you want synced and uncheck any folder you don't want synced.

Notice how much storage you will be saving while you are customizing. The Bath Campus
site as a whole was measured to be about 1200 GB large, but | selected only about 4.4 GB
of what | need from there. This will dramatically improve the performance of sync jobs
going forward compared to if you were syncing an entire site:
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Important: You will have to wait until the current Sync Job is finished before you hit
OK in the Choose folders prompt (See Above picture of Prompt) or reboot. If you
click OK or reboot while you are syncing or while OneDrive is trying to Sync,
OneDrive will complain and force you to choose your folders again. Wait until you
see Your files are synced in the OneDrive status menu like the one shown below,
which you can open up by right clicking on OneDrive in the TaskBar:
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You will have to wait until any Sync jobs in progress have finished before clicking OK or rebooting.
(See the note above) Once you have chosen what you want to be syncing AND no sync jobs are
going, click OK. This should start removing any unchecked folders from your computer! Depending
on the size of the site/amount of content you are desyncing, this may take a while too, so be
prepared to leave your computer plugged in to power.
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