How to Identify SharePoint Synchronizations

1. Open Outlook

2. Click on “Tools”

[, Outlook Today - Microsoft Outlook
" File Edit Viewssm@sP»-Tools Actions
,_ﬂﬂew - @ -ﬁ Send/Receive ~ [

Mail «||e3

3. Click on “Account Settings”
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4. Click on “SharePoint Lists”
Account Settings

E-mail Accounts
You can add or remave an account. You can select an account and change its settings.
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MName Type
Microsoft Exchange Exchange (send from this account by default)

Selected e-mail account delivers new e-mail messages to the following location:

MNancy2011\Inbox
in data file C:\Users\nancy.tarr\AppData'. .. Microsoft\Dutlook\Mancy2011. pst

5. If there are no SharePoint lists listed in the window, click on “Close”. If you see
SharePoint lists in the window, follow the remaining steps.

6. Click on the one you want to view and then click on “Change”

Account Settings

SharePoint Lists
You can remove a list. You can select a list and change its settings.
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Change... ¥ Remove

List Mame Parent Site Type Permissions

Desktop Support Branch - Calendar https: ffportal.hua.army... Calendar
Desktop Support Branch - Tasks https://portal.hua.army... Tasks List Write
Help Desk - Shared Documents https://portal.hua.army... Document Library Write




7. Here you will see the location of that share. Then click “OK” to close
SharePoint List Options (=23

Efﬁ Use the choices below to configure options faor this SharePoint list.

General

Eolder Name: Desktop Support Branch - Calendar

List Mame: Calendar

Type: Calendar

Location: https: //portal.hua. army. mil (sitesMEC Help Desk/Lists /Calendar/
~5EFVEF Version: SharePoint : 12.0.0.6545

Permissions: Write

Description: Use the Calendar list to keep informed of upcoming meetings, deadlines,

and other important events.|

[T] Don't display this list on other computers I use

Update Limit

Update this subscription with the publisher's recommendation. Send/Receive groups do
not update more frequently than the recommended limit to prevent your subscription
from possibly being cancelled by the content provider.

Current provider limit: Mot published.

[ Ok ] [ Cancel

8. Repeat steps 6 and 7 to get your other SharePoint locations.



