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Section 1

Before We Begin

This section discusses the required permissions you will need
before you proceed with the installation process. Follow the
instructions carefully to get started.

Global Office 365 Admin

You must have Global Office 365 Admin access to install the ShortPoint App for Teams. This

admin access is required to create and/or use an App Catalog. The App Catalog is where you

will upload the ShortPoint SPFx file.
To check if you have permission, use the URL below and replace the with the
name of your tenant:

https:// -admin.sharepoint.com.

For example, contoso is your tenant's name. The URL will be rewritten as:

https:// -admin.sharepoint.com.
E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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If you are redirected to the SharePoint admin center, it means that you are the Office 365
Global Admin and you can proceed to the next section. Otherwise, contact your IT

department to help you upload ShortPoint for Teams to the App Catalog.

i SharePoint admin center

— 1yp600 # What's new?
| & +Home
B sites s
|- Add cards
Active sites
Deleted sites Search active sites Service health
¥ Policies o
@ Settings Site search No reported issues.
B2 Content services ~
& Migration { P Search | ) @ Oincidents or advisories.
E  Reports v

o

o Advanced ~

i More features

& Customize navigation

+++ Show all

Figure 1.1 SharePoint Admin Center

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com



[ shortpoint

Section 2

Download ShortPoint
for Teams

This section describes how to download the latest version of the
ShortPoint App for Teams.

Go to https://www.shortpoint.com/ and select Download at the top right corner.

Livé Mode is Here! Try it Now!
it Lty lan et

7 . . ownlodd  Status  Support
E] Shor [polnt Product Why ShortPoint Company Resources Pricing /

Stunning| SharePoint
sites anyone can design

ShortPoint Builder easily integrates with Microsoft SharePoint, Office 365 and
Microsoft Teams, so you can build easy intranet sites with no coding.

View video ®

% P I

Figure 2.1.1 Download button

E support@shortpoint.com support.shortpoint.com
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Scroll down and choose Microsoft Teams.

Choose your Product
Office 365 SharePoint 2019 SharePoint 2016
SharePoint 2013 Microsoft Teams

B> | &

Figure 2.1.2 Microsoft Teams

Click the Download button.

Get ShortPoint for
Microsoft Tea ms

Current version: 6.8.63.0 for Microsoft Teams

Last update: May 11, 2021

Download ShortPoint for Microsoft Teams What's New & Roadmap

Figure 2.1.3 Download button

E support@shortpoint.com support.shortpoint.com
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If you are using the Chrome browser, you will see a ZIP archive at the bottom of your
screen after clicking the download button. If you are using another browser, look for the file
in your downloads.

[IShOMPOINE  predust  WhyShertboint  Company  Resources  Pricing
i
Get ShortPoint for
Microsoft Teams

Current version: 6.8.63.0 for Mierasaft Teams

Last update: May 11, 2021

Download ShortPoint for Microsoft Teams What's New & Roadmap 0

Figure 2.1.4 ShortPoint ZIP archive

Extract the file ShortPoint-Teams_XXXX.zip.

Name Size Kind Date Added

I | ShortPoint-Teams-6.8.63.0.zip I 14KB ZIP archive Today at 10:38 AM

Figure 2.1.5 Extract the ShortPoint ZIP archive
After extracting, make sure you have the following files:

e shortpoint-spfx-teams.sppkg

e teams.zip

Folders Other

[ ShortPoint-Teams-6.8.63.0 shortpoint-s...teams.sppkg
T teams.zip

Figure 2.1.6 ShortPoint files

E support@shortpoint.com support.shortpoint.com
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Section 3

Upload the ShortPoint App to
the Tenant App Catalog

This section describes how to upload the ShortPoint App for
Teams to the Tenant App Catalog in Office 365. Check out the
steps below to learn how.

3.1 Uploading to Tenant App Catalog

Sign in to office.com with your Global admin account and from your side panel, select
Admin.

p s

‘ Hame
® Good afternoon Install Office
Quick access
i )
My Content All © Recently opened &8 shared ¥ Favorites  + T upload = B3
Outloak Untitled page - 2 4h ago 7 You edited this
i= 19:595d7993b3dcdd23b02711e61c72b9c@thread tacv2_wiki 4h ago £ You edited this
(= Hosted App Configs 4h ago
' i=  Hosted App Configs 4hago
0’ ) / 19:6TOkWUVOIAQVaNSNGbLANtIHIM1CRSTMI-EUUAMILA1 @thread.tacv2_wiki 5hago £ You edited this
B Untitled page - 2 5h ago £ You edited this
oo
I= 19:594574cle72147dc922b9b1e024bdcSb@thread tacv2_wiki 5h ago £ You edited this

W Feedback | @ Need help?

Figure 3.1.1 Admin button

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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Click the ellipsis button to show all admin content.

il Microsoft 365 admin center £ search
= Typ600
| & Home
o,
"~
R users A o, ",

R Teams & groups
B Bgilling

2 Sewp

| Add cards

Microsoft Teams:

Support remote workers with

Figure 3.1.2 ...Show All button

D) Darkmode  What's new?

Finish setting up Microsoft 365
E5 Developer (without Windows
and Audio Conferencing)

Now it's time to install your Office apps

With your Microsoft 365 ES Developer (without Windows and Audic Conferencing)
subscription, you get the latest versions of Word, Excel, PowerPaint and Outiook.

Go to guided setup

@ Help & support

User management

User management

Scroll down until you see Admin centers in the side panel. Click SharePoint.

i Microsoft 365 admin center L search

@  Security
@ Compliance

B2 Endpoint Manager

@ Azure Active Directo...
@ Exchange

# Teams

- Microsoft Teams
£ Alladmin centers

** Show pinned Support remote workers with

Figure 3.1.3 SharePoint button

support@shortpoint.com

© Copyright 2022, ShortPoint Inc. All rights are reserved.

J) Darkmade  {# What's new?

Finish setting up Microsoft 365
E5 Developer (without Windows
and Audio Conferencing)

Now it's time to install your Office apps

With your Microsoft 365 ES Developer (without Windows and Audio Conferencing)
subseription, you get the latest versions of Word, Excel, PowerPoint and Outlook.

Go to guided setup

@ Help & support

User management

User management

support.shortpoint.com
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Once you are in the SharePoint admin center, click More features.

nt admin center

= More features
@ Home
Sites ~ Term store

Active sites

a8 @ i

K

Access familiar features from the classic SharePoint admin center.

Deleted sites

Policies g
Open
Settings
Content services v
Migration Apps
Conf
Reports ~

more

Advanced

Open

Create and manage term sets to help users enter
data consistently. Learn more

‘SharePoint Store settings, moniter app
'ge, manage app licenses, and more. Learn

User profiles

more. Learn more

Open

BCS

Figure 3.1.4 More Features button

From the More features page, look for Apps and click Open. This will take you to the App

Catalog page.

Access familiar features from the classic SharePoint admin center.

Term store

Create and manage term sets to help users enter
data consistently. Learn more

Open

Apps

Configure SharePoint Store settings, monitor app
usage, manage app licenses, and more. Learn
more

Open

Figure 3.1.5 Open button

User profiles

Add and remove admins for a user's OneDrive,
disable OneDrive creation for some users, and
more. Learn more

Open

BCS

Manage connections to data sources like Azure
SQL databases or WCF web services. Learn more

Open

support@shortpoint.com

Add and remave admins for a user's OnaDrive,
disable OneDrive creation for some users, and

Manage connections to data sources like Azure
SQL databases of WCF web services. Learn mare

Search

Search

Help users find what they're looking for. Learn
more

Open

Secure store

Create and set the credentials for Target
Applications used for BCS connections. Learn
mare

Open

Help users find what they're looking for. Learn

more

Open

Secure store

Create and set the credentials for Target
Applications used for BCS connections. Learn

more

© Copyright 2022, ShortPoint Inc. All rights are reserved.
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If you have created an App Catalog before, you will see this.

| E Manage apps Manage apps

@ App requests v Upload, enable, and manage apps. To update SharePoint Store apps, go to the classic experience.

Learn more about managing apps
© More features g

1 Upload -+ = Apps AT4 ®
ﬂ SharePoint Store

Apps for SharePoint
Q APl access

Icon Title App version State

@  SharePoint admin center

Figure 3.1.6 Tenant App Catalog

Otherwise, SharePoint will take a few minutes to create an App Catalog for you.

Creating the site for storing apps

This might take a few minutes, but only needs to be done once.

Figure 3.1.7 Creating Tenant App Catalog
E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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After it is done, you will see this. Click Got it.

Welcome to the new Apps experience

Manage custom and SharePoint Store apps, including apps that can be used across SharePoint,

Microsoft Teams, and Viva Connections.
— Ea

Figure 3.1.8 Got it button

On the App catalog, click the Upload button.

|2 wanage apos Manage apps

[ Apprequests ~ Upload, enable, and manage apps. To update SharePoint Stare apps, go to the classic experience.

Learn more about managing apps,

7 Upload | -- —apsvr ¥ ©

++ More features

[ SharePoint Store

O aprassen Apps for SharePoint

Icon Title - App version State Added to all si... -  Available for \
& SharePoint admin center

E ] ShartPaint SPFx 71.6.38 © Enabled Not applicable &

Figure 3.1.9 Upload button

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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From your files, find the extracted ShortPoint Teams folder and select

shortpoint-spfx-teams.sppkg file, then press Open.

< m~ &~ T3 ShortPoint-Teams-6.86.. ¢ Q
. Apps for Sha...18.33 PM.jpg shortpoint-s...teams.sppkg
__ Apps for Sha...0.39 PM.jpg I teams.zip
— Downloads 2...07.06 PM.jpg l

= ShortPoint-Teams-6.8.63.0 *
_ ShortPoint-T...11.16 PM.jpg
I ShortPoint-T...-6.8.63.0.zip

shortpoint-spfx-
teams.sppkg
Document - 13 KB
Information

Created June 11, 2020

ﬂ June 11, 2020

Cancel Open

=

Figure 3.1.10 Open button

the

You will then get a prompt asking if you want to enable ShortPoint for Teams. Click Enable

app.

Enable app

& shortPoint SPFx for Teams

The app package has finished uploading. Would you like to enable the app now?

The app you're about to enable will have access to data by using the identity of
the person using it. Enable this app only if you trust the developer of publisher.

This app gets data from:
. cloudtront.

This app will be added to all contains ga
extension.

==y -
Figure 3.1.11 Enable app button
support@shortpoint.com support.shortpoint.com
© Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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A notification stating that the app has been enabled will appear. Click Close.

@ This app has been enabled

The functionality provided by this app is now available on all sites.

Figure 3.1.12 Close button

NOTE: If you see the error: “/ cannot add the new package to App Catalog”, follow the steps

in this article to fix the issue: | Can Not Upload ShortPoint App to SharePoint App Catalog.

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
15
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3.2 Checking if the ShortPoint App for Teams is Enabled

You must also ensure that your ShortPoint for Teams is enabled successfully. To do so,
check the State column under ShortPoint SPFx for Teams. If you see enabled, it has been

added successfully.

Manage apps

Upload, enable, and manage apps. To update SharePoint Store apps, go to the classic experience.

Learn more about managing apps

T Upload  --- =Apps v Y
Apps for SharePoint
lcon Title ~ App version State Added to all si... ~~  Available for ~
3 ShortPoint SPFx for Teams 6.863.0 @ Enabled Yes & @

Figure 3.2.1 Enabled state

NOTE: If the app is disabled, check out Known Issue: ShortPoint SPFx App Deployment

Error - Deployment Failed. Correlation ID.

Congratulations! You have successfully added the ShortPoint for Teams to the Tenant App

Catalog. You may now proceed to the next section.

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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Section 4

Upload the ShortPoint App to
the Teams App Catalog

This section shows how to upload the ShortPoint App to your
Teams App Catalog. Check out the steps below to accomplish
this section successfully.

To get started, open Microsoft Teams. You may use either the desktop app or the web

browser.

Desktop:

Find the Microsoft Teams app from your list of desktop applications and select it to

open.

Q microsoft teamg

Microsoft Teams

Figure 4.1.1 Microsoft Teams desktop app

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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Browser:

Go to teams.microsoft.com and log in to your account.

O % @6 0TS0

¢« 2 c l'""" i : Ted

B3 shortpoint Apps B3 Shortpoint Articles

51 Other Bookmarks

Ej Teams = - General posts Fies Wiki + 1 Meet @ -
B s Project Team Welcome to the team!

“] 4

Teams General Here are some things to get going...

CL Design

. Retail

B ootat mitative Pubic Retatio.. - &
. U3, Sales
General
Add more people Create more channels.
Sales East
Sales West

B v

Q . Sales and Marketing
z o
9 8 Join or create a team &

Activity Digital Assets Web e
Research and Development ’

2

Open the FAQ

Figure 4.1.2 Microsoft teams web browser

Then, from the side panel, click Apps.

m@m Teams = ’ General posts Files Wiki + O Meet  ~ (@D -
. Mark 8 Project Team Welcome to the team!
i
'"il General Here are some things to get going...
Deslan

actreity Digital Assets Web O

Research and Developmant

. Retall

. Digital Initiative Public Relatio.

General

. US. Sales
Add more people Create more channels
General

Sales East

Sales West

00

. Sales and Marketing

General

Monthly Reports

Ml
[ New conversation
n &8 Join or create a team @2

Figure 4.1.3 Apps button

EJ support@shortpoint.com

© Copyright 2022, ShortPoint Inc. All rights are reserved.
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Click the Manage your apps button from the side panel. This will take you to all your apps
in Microsoft Teams.

e Apps Manage your apps  Apps
] Search Q
s + Getmoreapps 1 Upload an app t Sort  Find by name Q
What's new
& Best selling
Toka + 5] rasks by planner and To o
Sl Microsoft Corporation
Q Categories
Actiity Microsoft Oneliote
) Education % Microsoft Corporation
veloper... Productivity

, Developer Portal

Image & video galleries Microsoft Corporation

Project management

Utilities ) Praise
Microsaft Corporatian
Ses more
Industries. . [y Prrovals
Microsaft Corporation
Agriculture
Distribution @ Vivateaming
Microsoft Corporation
Education
Finance —
Government 2 Microsofy@8fporation
Health care and life sciences
2 ‘ . Viva Insights
Apps Sea more Nilcromoft Carporition.
. o3 Workflows . SharePoint Pages
Microsaft Corporatian

i
B Manage your spps

Figure 4.1.4 Manag your apps button

Click Upload an app.

Manage your apps Apps

+ Getmoreapps |T Upload anapp 1L Sort Find by name Q

~ P Tasks by Planner and To Do
Ol Microsoft Corporation
i OneNote
Microsoft Corporation

. , Developer Portal
Microsoft Corporation

. Praise
Microsoft Corporation
A

. G’) pprovals ‘
Microsoft Corporation

Figure 4.1.5 Upload an app button

support.shortpoint.com

EJ support@shortpoint.com

© Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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o

Upon clicking, a pop-up window will appear. Choose to Upload a custom app.

Upload an app

Upload a custom app

L)

Upload an app package (.zip file) for yourself or a team. This is a great
way to test an app as it's being developed. Learn more

Upload an app to your org's app catalog

As an admin, you can upload an app without approval from others

Learn more

Submit an app to your org

your submissions. Learn more

Figure 4.1.6 Upload a custom app button

Submit an app to your IT admin for approval and check the status of

Find the ShortPoint Teams folder you extracted earlier, select Teams.zip, and click Open.

Favorites <

8
<

g8
<

Applicati.
Desktop
Documents
Downloads
Movies
Music
Pictures
iCloud
iCloud Dri..
Shared
Locations
Network

New Folder Options

Tags

Figure 4.1.7 Open button

support@shortpoint.com

7= ShortPoint-Teams-6.8.63.0 >

I ShortPoint-T...-6.8.63.0.zip

[ ShortPoint-Teams-6.8.6...

I teams.zip

© Copyright 2022, ShortPoint Inc. All rights are reserved.

¢ Q

ZIP

teams.zip
ZIP archive - 3 KB

Information
June 30, 2020 ¢

reated

support.shortpoint.com

shortpoint.com
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After opening teams.zip, another pop-up window will appear. Click Add to a team.

ShortPoint X

ShortPoint

/

Make sure you trust this app before adding it to Teams. It's not listed in the Teams store, nor has it been approved

'yet by your IT admin. 2

Overview Permissions

https:, hortpoint / to design Gorgeous tabs.
App features
Tabs

Use in a tab at the top of a chat or channel

Created by: ShortPoint
Version 1.1

Permissions

Receive messages and data that | provide to it.

Access my profile information such as my name, email address, name and
Receive messages and data that team or chat members provide to it in a channel, chat or meeting.

Access information from this team, chat or meeting such as team, chat or meeting name, channel list and roster
(including team or chat member's names and email addresses) - and use this to contact them.

.
.
.
.
By using ShortPoint, you agree to the privacy policy, terms of use, and permissions.

Figure 4.1.8 Add to a team button

This will prompt you to add ShortPoint to any of your Teams channels. Select any channel
you prefer.

Add ShortPoint to a team

ShortPoint will be available for the entire team, but start by setting itup in a
channel.

Type a team or channel name

General
Mark 8 Project Team

General
Retail

M General
Digital Initiative Public Relations

General
U.S. Sales

General
ypBO0

¢ Back

Figure 4.1.9 Teams channel list

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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After selecting a Teams channel, click Set up a tab.

Add ShortPoint to a team

ShortPoint will be available for the entire team, but start by setting it up ina
channel.

Type a team or channel name

. 1ypBO0 > General X

< Back

Figure 4.1.10 Set up a tab button

You will then be prompted to Save.

m ShortPoint About X

3 shortpoint

Speed up designing
your tabs with new
design elements &
features

B Post to the channel about this tab Back

Figure 4.1.11 Save button

EJ support@shortpoint.com

© Copyright 2022, ShortPoint Inc. All rights are reserved.
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After saving, you will notice a ShortPoint tab on the Teams channel you selected earlier.

. General Posts Files Wiki m + & O Meet -

I shortpoint

Powerful & flexible app to collaborate easily within
your Microsoft Teams workspace!

a
.
i
a

Start from scratch Start from template Help center
Start designing with 60+ Design Speed up designing your tabs with Check our support articles or a
Elements and tons of features templates book an enboarding session with
our expert
Support articles

Far any other guestions related to ShortPoint for Microsoft Teams, please contact support

Figure 4.1.12 ShortPoint tab

You will also see the ShortPoint custom app on your Apps menu.

Apps Manage your apps  Apps
Search Q
+ Getmoreapps T Upload anapp T4 Sort  Find by name Q
E® Apps ~
) ShortPoint
Built with Power Platform s
Featured 5 P Tasks by Planner and To Do
O Microsoft Corporation
Popular on Teams
190 bicks OneNote
What's new ’ Microsoft Corporatian
Best selling
. Developer Portal
Catabaies Microsoft Corporation
Microsoft i Praise
Education Microsoft Corporation

Figure 4.1.13 ShortPoint Custom app

You have now added the ShortPoint App to your Teams App Catalog. You may now proceed
to the next section.

EJ support@shortpoint.com support.shortpoint.com

© Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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Section 5

Add ShortPoint Tab to Teams
Channel

This section will discuss the two ways to add the ShortPoint tab
to your Teams channel. Proceed with the option you are most
comfortable with.

5.1 Option 1: Adding the ShortPoint Tab using Manage Your Apps

Open Microsoft Teams and from the side panel, select Apps.

=
5. Aes
] Search Q
o) B% Apps A ¢ These great apps are also free ‘t @ Q ¢
Built with Power Platform Use these apps to get the most out of Teams .
i Featured
= Popular on Teams

Davelope:

Top picks

What's new
Best selling Popular on Teams See all
Micrasaft Forms Channel calendar
Productivity Power Apps Power Bl
Image & video galleries . Wicrosoft Corparation Bl sracticisoviion
Project management Project ] Milestones
Microsot
Apps Industries
D & wortows = | | Borssomins
B3 Manaas your anps ol - B
Figure 5.1.1 ShortPoint Custom app
I support@shortpoint.com support.shortpoint.com
I © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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From the Apps side panel, select Manage your apps.

Apps Manage your apps  Apps
Search
+ Getmoreapps T Upload an app 14 Sort Find by name Q
B8 Apps
ShortPoint
Custom app

Built with Power Platform

Featured

Popular on Teams

" SharePoint
Microsoft Corporation

Top picks ) Tasks by Planner and To Do
What's new Ol Microsoft Corporation
Best selling
N OneNote
ca‘egories Microsoft Corporation
i f
Microsoft N Developer Portal
Education Microsoft Carporation
Productivity
Praise
Image & video galleries v

Microsoft Corporation
Project management

Utilities R G’J Approvals
Microsoft Corporation
See mare

Viva Learning

Industries g
Microsoft Corporation
&£ Workflows
1 F Updates
Sl Microsoft Corporation
l @ Manage your apps l

Figure 5.1.2 ShortPoint Custom app

Use the search bar to find the ShortPoint custom app and click it. It will expand to show

all the Teams channels that currently have the ShortPoint tab.

Manage your apps Apps

+ Getmoreapps T Upload an app T4 Sort shortpoint X

ShortPoint
Custom app

Recently used @

. 1yp600
R HR m

Figure 5.1.3 ShortPoint Custom app

support.shortpoint.com

© Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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Press the ellipsis on the right side of the screen and click View Details.

ShortPoint
Custom app

(D View details

Recently used

. 1yp600

e HR

Figure 5.1.4 ShortPoint Custom app

A pop-up window will appear containing more details about the ShortPoint app. Click Add

to a team.

ShortPoint

. Make sure you trust this app before adding it to Teams. It's not listed in the Teams store, nor has it been approved
' yet by your IT admin.

x

Overview Permis:

Templates for Teams to design, brand & build tabs with no coding skills!

Design tools for Teams to help users design, brand & build tabs with no coding skills. Copy templates from
https:/jdemos shortpoint. comfteams 1o design Gorgeous tabs.

App features

Tabs
Use in a tab at the top of a chat or channel

Created by: ShortPoint
Version 1.1

Permissions
+ Receive messages and data that | provide to it.

* Access my profile information such as my name, email address, company name and preferred language.

. B s, 2evrl. it That B ar ~hat rvshns Hrrwids B I i 5 chanosl . mhit o7 Sesting

By using ShortPoint, you agree to the privacy policy, terms of use, and perm

Figure 5.1.5 ShortPoint Custom app

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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The Teams channel you previously added will appear. Click the cross button.

Add ShortPoint to a team

ShartPoint will be available for the entire team, but start by setting it up in a
channel.

nel name

Figure 5.1.6 ShortPoint Custom app

Use the search bar to find the Teams channel you want ShortPoint to be added.

Add ShortPoint to a team

ShortPoint will be available for the entire team, but start by settingitupina
channel.

General
Retail

ﬂ Research and Development
Mark 8 Project Team

Monthly Reports
Sales and Marketing

Figure 5.1.7 ShortPoint Custom app

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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Then, click Set up a tab.

Add ShortPoint to a team

ShortPoint will be available for the entire team, but start by setting it up in a
channel.

Type a team or channel name

° Retail > General X

\

( BaCk

Figure 5.1.8 ShortPoint Custom app

A prompt to save will appear. Click Save.

B Post to the channel about this tab

Figure 5.1.9 ShortPoint Custom app

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com
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Done! You can now see the ShortPoint tab on your Teams channel.

. General posts Files wi - B O Meet ~

5 shortpoint

Powerful & flexible app to collaborate easily within
your Microsoft Teams workspace!

Start from scratch Start from template Help center
Start designing with 60+ Design Speed up designing your tabs with Check our support articles or a
Elements and tons of features templates book an onboarding session with
our expert
Start now > Choose Template > Book Demo >
Support articles

For any other questions related to ShortPoint for Microsoft Teams. please contact support

Figure 5.1.10 ShortPoint Custom app

5.2 Option 2: Adding the ShortPoint Tab using Teams

Open Microsoft Teams and select Teams from the side panel.

Teams = - General posts Files wiki + eMeet ~ (@D

Your teams
. Mark 8 Project Team Welcome to the team!
General Here are some things to get going...
sign
T (+) ‘ =
s Research®ag Development ® - 4 H
e s & l'—.
¢
General

. Digital Initiative Public Relatio.. - 1 ’

B ussoes
Add more people Create more channels Open the FAQ
Ganaral

Sales East
Sales West

. 1yp8O0

Ganeral

. Sales and Marketing
General
Monthly Reports

Eéa im

8% Join o create a team 3

Figure 5.2.1 ShortPoint Custom app
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From Your teams, choose any channel where you want ShortPoint to be added.

Teams = . General posts Files Wik | O Meet  ~ (D -

Your tzams
B Vo proect Team Welcome to the team!
General Here are some things to get going...

Design
Digital Assets Web o -
Research and Development ® H
. Retail > - u
General g 8
s
. Digital Initiative Public Relatio... - -

B s e

General

Add more people Create more channels Open the FAQ

Sales East

Sales West

- 1ypE00

General

. Sales and Marketing

General

Monthly Reparts
—=

[ New conversation

&8 Join or create.a team i)

Figure 5.2.2 ShortPoint Custom app

Once you have selected a channel, click the plus button at the top of the page to add a new

tab.

. General posts Files Wik\ 0 Meet -~ (D -

Welcome to the team!

Here are some things to get going...

© .8
s

Y

e
oD
Add more people Create more channels Open the FAQ
Figure 5.2.3 ShortPoint Custom app
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A pop-up window will appear. Search for ShortPoint using the search bar and click the
ShortPoint app to add it as a tab.

Add a tab

Turn your favorite apps and files into tabs at the top of the channel shartpoint
More apps —

Recent ~

Tabs for your tea

ShortPoint

3 Manage apps

Figure 5.2.4 ShortPoint Custom app

A prompt to save will appear. Click Save.

B Post to the channel about this tab

Figure 5.2.5 ShortPoint Custom app
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And you are done! Congratulations, you have successfully added the ShortPoint tab to your

Teams channel.

. General posts Files Wiki + ® [ Meet -

[ shortpoint

Powerful & flexible app to collaborate easily within
your Microsoft Teams workspace!

N
-
’
i
L

Start from scratch Start from template Help center
Start designing with 60+ Design Speed up designing your tabs with Check our support articles or a
Elements and tons of features templates book an onboarding session with
our expert
Choose Template >
Support articles

Figure 5.2.6 ShortPoint Custom app

E support@shortpoint.com support.shortpoint.com
J © Copyright 2022, ShortPoint Inc. All rights are reserved. shortpoint.com

32



[ shortpoint

Section 6
Post-Installation

This section describes how to activate your license after
purchasing one and how to assign ShortPoint Designers.

6. 1 License Activation

After purchasing a Full License from ShortPoint, the license will automatically be activated.

You do not need to do anything on your end to activate.

If you want to check the status of your license, go to any ShortPoint tab. Click the

down-arrow icon (1) and select Settings (2) from the drop-down.

Teams = n General rposts Files —1-k + O Meet
Your teams e —_—-

23 Company News v PO UL
. Mark 8 Project Team A

" Expand tab
Retail Whatdoesa (C Reload tab
. pr—— ‘academic b 5 copy fink to tab
like? i
. e & 1 L_‘J Rename
- I 31 Settings I
General When grage e
B crcicoy, © Aot OMPANY SALES WEBINAR
Sales West e howtoselly Ti Remove P2 AUGUST /12:00 AM - 09:00 PM
B o oncaring e L. @ |
Figure 6.1.1 ShortPoint tab
I support@shortpoint.com support.shortpoint.com
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You will be redirected to the Page Builder. From there, click the cogwheel button.

General posts Files Wiki ShortPoint -+ (5 [0 Meet
S—
o @l IPre\tiew G shortpoint 5
B\i'QS-OA'TI'P'GvI.véEvEEvIﬂEI%llﬂ!m
Section \
Row
+ Section Line v

Figure 6.1.2 Cogwheel button

From the pop-up page, switch to the License tab. You will see your license status and the

number of days left before renewal.

General posts Files Wiki ShortPoint ~ -+ (=) ([1 Meet ~

License Details

License Type: Active @
Total Users: 3 (2 licenses left)
Valid Until: September 15, 2023

Account Details

Profile: FNU LNU
admin@ 1yp600.onmicrosoft.com

Domain: 1yp600.sharepoint.com
(Your Office 365 unique domain)

e

For more information, please Contact Sales

Figure 6.1.3 License tab
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6. 2 Assigning Users

NOTE: Only the ShortPoint License Manager is allowed to assign ShortPoint Designers. By
default, ShortPoint assigns the user who requested the ShortPoint for Teams trial as the

ShortPoint License Manager.

To assign ShortPoint designers, go to any ShortPoint tab. Click the down-arrow icon (1) and

select Settings (2) from the drop-down.

Teams = General rosts  Files —1-k-,‘— P o
Your teams ]

3 Company News @ Pop outtab
. Mark 8 Project Team

" Expand tab

B = Whatdoesa C Reload tab
General academic b &2 Copy link to tab
like?

. U.S. Sales r 4 () Rename
=1 When graié
Sales East - B areng#3gt About this tab OMPANY SALES WEB'NAR
Rl £ howtoselly T Remove P2 AUGUST /12:00 AM - 09:00 PM

. Sales and Marketing educfat«on | -_

Figure 6.2.1 ShortPoint tab

You will be redirected to the Page Builder. From there, click the cogwheel button.

n General posts Files Wiki ShortPoint =+ (5 1 Meet
—
o @l@l?review B3 shortpoint m )¢
a\rgeoA-Ta-rvtviv;Estvﬁ:i%.aam
Section \
Row

Figure 6.2.2 Cogwheel button
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From the pop-up page, switch to the Users tab (1) then click Assign New User (2).

General posis Files Wiki  ShortPoint + B 1 Meet

2 Remaining licenses: 2

Company User Type

FNU LNU License Manager,
o' admin@ 1yp600.onmicrosoft.com Designer

(3 For queries about license manager or to re-assign user license, please contact support

Figure 6.2.3 Users Tab

Type the email address of the co-worker you want to assign as a ShortPoint Designer. Then,
click Assign License.

‘Assign New User
Company User Assign ShortPaint Designer

FNU LNU
%' admin@1yp600.onmicrosoft.com User Email

pattif@1yp600.onmicrosoft. cm{

The license will be locked to the assigned user.

ShartPoint licenses can be reassigned once per year -
to request reassignment, contact
support@shortpoint.com

You confirm that all assigned users are not shared

accounts and each one will be used by one team
member only.

m AR

() For queries about license manager or to re-assign user license, please contact support

Figure 6.2.4 Assign License button
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You will now see the profile of the assigned user on your Users tab.

g  Settings 8 @ X
Appearance Users License What's New About ShortPoint for Teams
(TNEIETE  Remaining licenses: 1 About Teams Licensing ()
Company User Type
FNU LNU License Manager,
5 admin@ 1yp600.onmicrosoft.com Designer

7 Patti Fernandez Ddiiia
. pattif@1yp600.onmicrosoft.com i

() For queries about license manager or to re-assign user license, please contact support

Figure 6.2.5 List of ShortPoint Users

That’s it! You now have ShortPoint installed.
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Final
Remarks.

You have now reached the end of this guide. Thank you
for installing ShortPoint for Microsoft Teams.

If you need further assistance, you may reach out to us through
the following methods:

B Email - support@shortpoint.com

= Knowledge Base - support.shortpoint.com
Website - shortpoint.com

INSTALLATION AND ACTIVATION OF SHORTPOINT FOR TEAMS « ADMIN GUIDE

Elegant Intranet sites
anyone can design.
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