sharepoint tips and tricks 2022

sharepoint tips and tricks 2022 provide valuable insights for users and administrators looking to
enhance their productivity and optimize their use of Microsoft SharePoint. As one of the leading
collaboration platforms, SharePoint continues to evolve with new features and functionalities. This
article explores a range of practical tips and innovative tricks designed specifically for 2022, helping
organizations leverage SharePoint to its full potential. From improving document management and
customizing sites to enhancing security and automating workflows, these strategies offer actionable
advice for both beginners and seasoned professionals. Additionally, the guide covers important
updates and best practices to ensure efficient use of SharePoint in contemporary work environments.
By applying these sharepoint tips and tricks 2022, users can streamline processes, improve
collaboration, and maximize their investment in Microsoft 365. The following sections outline key areas

to focus on for a comprehensive SharePoint experience.

¢ Optimizing SharePoint Document Management

¢ Customizing SharePoint Sites for Better User Experience
e Enhancing Security and Permissions in SharePoint

¢ Automating Workflows and Processes

¢ Leveraging Integrations and Advanced Features



Optimizing SharePoint Document Management

Effective document management is at the heart of SharePoint’s functionality. Optimizing this aspect
can significantly boost organizational efficiency and reduce time spent searching for files. SharePoint

provides multiple features to streamline document storage, retrieval, and collaboration.

Using Metadata and Content Types

Applying metadata and content types improves document organization by adding descriptive
information that makes files easier to categorize and search. Instead of relying solely on folders, users

can tag documents with relevant attributes such as project name, document status, or department.

Content types define templates and metadata for specific types of content, ensuring consistency
across libraries. For example, an invoice content type can include fields for invoice number, date, and

amount, making data entry more structured and searchable.

Version Control and Document History

SharePoint’s versioning feature tracks changes made to documents, allowing users to view previous
versions, compare edits, or restore earlier versions if necessary. Enabling version control is essential

for maintaining document integrity and preventing data loss.

This feature supports compliance and audit requirements by keeping a detailed record of document

modifications and contributors.

Organizing with Document Libraries and Folders

While metadata is powerful, a logical folder structure within document libraries still aids navigation.

Combining folders with metadata allows users to browse intuitively or filter and search based on tags.

» Create separate libraries for different departments or projects.



» Use folders for broad classifications, such as fiscal years or client names.

¢ Apply consistent naming conventions to enhance clarity.

Customizing SharePoint Sites for Better User Experience

A well-designed SharePoint site encourages user adoption and simplifies access to crucial information.
Customization options in SharePoint enable administrators to tailor sites to organizational needs and

branding guidelines.

Modern Pages and Web Parts

SharePoint’s modern experience offers responsive pages that adapt to different devices. Utilizing
modern web parts such as news, quick links, and document libraries creates engaging and functional

pages.

These web parts allow users to display dynamic content, highlight important updates, and provide easy

navigation, enhancing the overall user experience.

Navigation and Site Structure Optimization
Clear and intuitive navigation reduces confusion and increases productivity. Organizing site menus
logically and using hubs to connect related sites helps users find information quickly.

Hub sites unify branding and navigation across associated sites, creating a seamless experience for

users working across multiple departments or projects.



Branding and Themes

Customizing colors, fonts, and logos aligns SharePoint sites with corporate branding. Theming tools in

SharePoint allow administrators to apply consistent visual styles without extensive coding.

Consistent branding reinforces organizational identity and improves user recognition and trust in the

platform.

Enhancing Security and Permissions in SharePoint

Security is paramount when managing sensitive data in SharePoint. Properly configuring permissions

and access controls ensures that users only see and edit content relevant to their roles.

Understanding Permission Levels

SharePoint offers predefined permission levels such as read, contribute, and full control. Assigning
appropriate levels based on job functions minimizes risks of unauthorized access or accidental

changes.

Breaking permission inheritance at the item or folder level allows for granular control when necessary.

Implementing Multi-Factor Authentication and Conditional Access

Integrating SharePoint with Microsoft 365 security features like multi-factor authentication (MFA) adds
an extra layer of protection against unauthorized access. Conditional access policies can restrict login

based on location, device compliance, or risk factors.

Monitoring and Auditing Activities

SharePoint’s audit logs provide detailed tracking of user activities, including file access, edits, and

permission changes. Regularly reviewing these logs helps detect suspicious behavior and maintain



compliance with regulations.

Automating Workflows and Processes

Automation enhances productivity by reducing manual tasks and ensuring consistency. SharePoint

integrates with Microsoft Power Automate to create workflows that streamline business processes.

Creating Approval Workflows

Approval workflows facilitate document review and authorization by routing files to designated
approvers. Notifications and status updates keep all stakeholders informed, accelerating decision-

making.

Automating Notifications and Alerts

Setting up automated alerts for changes in document libraries or list items ensures timely responses to
updates. Users can receive emails or push notifications based on specific triggers, improving

communication.

Integrating with Power Apps for Custom Solutions

Power Apps allows creating custom forms and applications integrated with SharePoint data. This
capability supports unique business needs such as inventory tracking, issue reporting, or event

registration without traditional development.



Leveraging Integrations and Advanced Features

Maximizing SharePoint’s functionality involves utilizing its integrations with other Microsoft 365 tools

and exploring advanced features designed for collaboration and data management.

Microsoft Teams and SharePoint Integration

SharePoint and Microsoft Teams work together to provide a unified collaboration environment. Files
shared in Teams are stored in SharePoint document libraries, enabling seamless access and co-

authoring.

Embedding SharePoint pages or lists within Teams channels enhances team workflows by centralizing

resources.

Using SharePoint Search and Delve

Advanced search capabilities allow users to quickly locate documents, people, or sites based on
keywords and metadata. Delve uses machine learning to surface relevant content personalized to each

user’s work context.

Exploring SharePoint Syntex and Al Features

SharePoint Syntex leverages Al to automate content understanding and classification. It extracts
metadata from documents, applies tags, and improves content discoverability without manual

intervention.

This innovation represents the forefront of content services, helping organizations manage large

volumes of information efficiently.



Frequently Asked Questions

What are some essential SharePoint tips and tricks for 2022 to
improve productivity?

To improve productivity in SharePoint 2022, use features like metadata tagging for better document
organization, customize views to filter and sort content, leverage Power Automate for workflow
automation, and utilize SharePoint Online's integration with Microsoft Teams for seamless

collaboration.

How can | enhance SharePoint site navigation in 20229

Enhance SharePoint navigation by using the hub site feature to connect related sites, creating a clear
and consistent mega menu, adding quick links web parts on pages, and implementing audience

targeting to show relevant navigation links to specific groups.

What are the best practices for managing permissions in SharePoint

20227

Best practices include using SharePoint groups rather than individual permissions, applying the
principle of least privilege, regularly reviewing and auditing permissions, avoiding breaking inheritance

unnecessarily, and using sensitivity labels to protect sensitive information.

How can | customize SharePoint pages effectively in 20229

Customize SharePoint pages by using modern web parts to add dynamic content, applying site themes
and branding, utilizing JSON formatting for lists and libraries to improve readability, and embedding

Power Bl reports or Power Apps for enhanced functionality.

What are some useful Power Automate flows for SharePoint in 20229

Useful flows include automated approval processes, notifications for item changes, document review



reminders, syncing files between SharePoint and other platforms like OneDrive, and creating task

items in Planner based on SharePoint list updates.

How do | optimize SharePoint document libraries in 20222

Optimize document libraries by enabling versioning and content approval, using metadata and filters
for quick searches, creating custom views, setting up alerts for changes, and integrating with Microsoft

Search for better discoverability.

What new SharePoint features in 2022 can enhance team
collaboration?

New features include Microsoft Lists integration for structured data, improved Teams and SharePoint
integration, enhanced page authoring experiences, and better support for hybrid work with mobile

accessibility and offline capabilities.

How can | ensure SharePoint data security in 20229

Ensure data security by implementing multi-factor authentication, using Microsoft Information Protection
sensitivity labels, restricting external sharing, configuring DLP policies, and regularly monitoring audit

logs for unusual activities.

What are some tips for migrating to SharePoint Online in 20229

Tips for migrating include assessing and cleaning up existing data before migration, using Microsoft's
SharePoint Migration Tool or third-party tools, planning site architecture carefully, training users on

new features, and testing the migrated content thoroughly before going live.

Additional Resources

1. Mastering SharePoint Tips & Tricks 2022

This comprehensive guide offers practical tips and techniques for both beginners and advanced users



of SharePoint. It covers the latest features introduced in 2022, including enhanced collaboration tools
and automation capabilities. Readers will learn how to optimize workflows, improve document
management, and customize their SharePoint environment effectively. The book also includes real-

world examples and troubleshooting advice.

2. SharePoint 2022 Essentials: Tips for Power Users

Designed for power users, this book dives deep into the functionalities of SharePoint 2022. It provides
actionable tips on site customization, advanced list management, and integration with other Microsoft
365 apps. The author emphasizes productivity hacks and best practices to streamline daily SharePoint

tasks. Perfect for those looking to leverage SharePoint for complex project management.

3. The SharePoint 2022 Cookbook: Tips and Tricks for Every User

This cookbook-style book presents a collection of quick, easy-to-follow recipes that solve common
SharePoint challenges. Each chapter focuses on a specific area such as permissions, workflows, or
search optimization. Updated for the 2022 version, the tips enable users to enhance their collaboration

and document sharing experience. The straightforward format makes it ideal for on-the-go learning.

4. Advanced SharePoint Tips & Tricks: 2022 Edition

Targeted at IT professionals and administrators, this book explores advanced SharePoint techniques
and configurations. It covers power user tips for site design, security settings, and performance tuning.
The 2022 edition highlights new tools for automation, Al integration, and data analytics within

SharePoint. Readers gain insights into managing large-scale SharePoint deployments efficiently.

5. SharePoint for Business Users: Practical Tips 2022

This book is tailored for business users aiming to enhance their SharePoint skills without deep
technical knowledge. It explains how to use SharePoint 2022 features to improve team collaboration,
document workflows, and information sharing. The tips focus on everyday tasks, making SharePoint
more accessible and user-friendly. Case studies from various industries demonstrate practical

applications.

6. SharePoint 2022 Hacks: Tips to Boost Your Productivity



Filled with clever hacks and shortcuts, this book helps users get more done in less time using
SharePoint 2022. From keyboard shortcuts to automation tricks, it covers a range of productivity
enhancers. The author also discusses customization tips to tailor SharePoint to individual needs. This

book is a quick read packed with easy-to-implement advice.

7. SharePoint Site Design Tips & Tricks 2022

Focusing on site design, this book guides readers through creating visually appealing and functional
SharePoint sites. It includes tips on layout optimization, web part usage, and responsive design
techniques relevant to the 2022 platform. The book also addresses branding and user experience

improvements to make sites more engaging. Ideal for designers and site owners.

8. SharePoint Workflow and Automation Tips 2022

This book explores how to automate routine tasks in SharePoint using flows, Power Automate, and
custom scripts. Updated for 2022, it introduces new automation features and best practices to reduce
manual workload. Readers learn to create efficient workflows that enhance business processes and

data management. The book is suited for both beginners and experienced users.

9. SharePoint Security Tips & Tricks 2022

Security is paramount in SharePoint environments, and this book provides essential tips to safeguard
data and user access. It covers permission management, compliance features, and threat mitigation
strategies introduced in 2022. The book also discusses monitoring tools and best practices for
maintaining a secure SharePoint environment. |IT professionals and site administrators will find it

especially valuable.
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