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Contributing to a Team Site
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Contribute 

to Lists

1

Understand

Site 

Structure

Understand the Default Lists and Libraries in a Team Site

Add, Edit and Delete List Items

Organize List or Library Items with Columns

Organize List or Library Items with Folders

Organize Lists and Libraries with Views

Use Quick Edit to Modify a List or Library

Work with List Item File Attachments

Work with List or Library Templates

Customize a List or Library Using the Settings Page

Restore Deleted Objects from a Site’s Recycle Bin

Work with Announcements Lists

Work with Calendars

Work with Contacts Lists

Work with Custom Lists

Work with Discussion Boards

Work with Issue Tracking Lists

Work with Links Lists

Work with Promoted Links Lists

Work with Surveys

Work with Tasks Lists

Work with Picture Libraries

Edit Image Renditions in a Company Site

Edit Images Inserted into Content on a Teams Page

Image Sizing Guidelines for Company Sites
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Contribute

Images
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Contribute 

to Libraries

Upload Files to a Library

Work with Files in a Library

Work with Document Libraries

Work with Asset Libraries

Create and Manage Copies of Files in Multiple Libraries

Use Office Online with Document Libraries

Use Explorer to Manage Library Files

Check Out, Check In and Coauthor Documents

?
Need help? 

Contact the 

ABC Help Desk
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