Accessing Group Files

Depending on how you prefer to work, you can access group files from several different locations.

Web applications

From any web browser, go to https://office.com and sign in using your A-State account.

You can easily switch among Microsoft apps by selecting the app launcher
corner of the page and click an app icon.

from the upper left

You can access group files from the Outlook, OneDrive, Teams or SharePoint apps.

Outlook for the web

Expand the Groups list in the left navigation pane and select the group you want to access.
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Once you select the group, you will see the group inbox and some icons at the top. To access the
group files, click on the File icon to load the group files.
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OneDirive for the web

All the groups you are a member or owner of, will appear - I =
under the Quick access section in the left navigation OneDrive
pane. If the group you are looking for is not displayed, click

on More places... to get a list of all the groups. Select the
group you want to access to load the group files.
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Microsoft Teams for the web

Accessing group files from the web version of Teams is identical to the desktop version. Please
refer to the Microsoft Teams instructions below.

Desktop applications

Please make sure you have the latest version of Microsoft 365 apps installed. Please refer to this

KB for instructions on installing Microsoft 365 apps.
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Outlook
Expand the Groups list in the left navigation pane and select the group you want to access.
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Once you select the group, you will see the group inbox and the Home ribbon will now have a
section specific to the group. Select the Files icon to view the group files. This will open the group
SharePoint document library in your default web browser.
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To add a shortcut to the group files to your OneDrive, after the SharePoint document library opens
in your web browser, click on Add shortcut to OneDrive.
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If you do not see the option to add the shortcut, click on the three dots to show the additional
menu items.
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Microsoft Teams

Select the Teams icon in the left navigation pane.
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Select the Team that you would like to access the files for. The General channel for the team is
where the group files are located, so select it and then click on Files.

] <

Q < All teams General Posts Files -+

Activity

O,
Chat SP

Teams

Special Project

+* Main Channels

Calendar

0

Files

General

To add a shortcut to the group files to your OneDrive, click on Add shortcut to OneDrive. If you
do not see the option to add the shortcut, click on the three dots to show the additional menu


https://kb.astate.edu/uploads/images/gallery/2023-10/teams.png
https://kb.astate.edu/uploads/images/gallery/2023-10/teams-files.png

items.

General Posts Files~ -+

T Upload ~ HE Editingridview & Share @ Copy link

Documents > General

[0 Name v Madified

] May 23

M . ~m
Revision #8

Created 2023-10-24 19:14:32 UTC by Joe Burleson
Updated 2025-07-07 15:46:18 UTC by Brandon Lyons

& Sync
&1 Add shortcut to OneDrive
¥+ Download

Modified By
& Open in SharePoint

— + Add Document Library


https://kb.astate.edu/uploads/images/gallery/2025-07/m365groups4.png

