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Make your customers 
and partners happy
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Quickly create a site for people to stay in touch, share 
resources, and manage project timelines.

With Office 365, you can securely share resources with 
customers and partners. 

Keep everyone on the 
same page
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With external sharing enabled, site owners and permitted 
users can invite an external user to your site. 

Invite external members 
to your site

Enter an email address 
and set the permission 
level you need.
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External users will receive an email notifying them 
that the site has been shared with them.

Log in as an external user

When a user clicks the 
link in the message, she 
can enter her credentials 
to access the site with 
contributor access.
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You don’t have to share the entire site externally—you 
can just share individual documents with customers and 
partners, too.

Share documents externally

Choose the person you want to 
share with—pick the permissions, 
and choose if you want people to 
sign in or use guest links. 
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Recipients can easily click links you send by email 
to view the shared documents.  

Access external documents



7 www.discoversharepoint.com/portals

Office Online gives external contributors powerful editing 
tools right from their browser.

Review and edit 
on the web 

Users can edit, print, and comment in the document, 
depending on the permission you set for them.
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At some point, you may no longer want a document 
to be shared externally.

Control document permissions

Editing guest links is easy—you 
can remove them entirely in a 
couple of clicks.
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Site owners can easily manage permissions and 
settings for users as well.

Manage site settings
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Select a user whose permissions you want to change, and 
use the drop-down menus to edit those users.

Manage site permissions 
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SharePoint gives you the ability to better organize 
and share resources within your company.

Working with your IT department (who can create a knowledge 
center like this one), you can publish and surface content  
in a structured manner, both internally and externally.

Get a first look at  
a knowledge center
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SharePoint empowers people to find what they need  
by better organizing digital assets. 

Publishing within a knowledge center is straightforward—just upload 
content and categorize it with tags. Let’s take a look at how it works.

Dynamically surface 
relevant content 
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Start by uploading videos and documents, and then drag 
and drop your resources to the appropriate library in the 
knowledge center (document or digital asset library).

Upload content to  
a knowledge center
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Once you upload your content, you can label 
it with a tag, like Case Studies.

SharePoint automatically 
searches for matching 
categories while you type, 
simplifying the process.

Label your content 
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Once content has been tagged, users can easily 
get what they need.

Just click a label, like Case Studies, and 
the page will repopulate with the content 
related to that label.

Filter your pages 
by content type
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Beyond just knowledge centers, SharePoint allows you to create 
public-facing websites so that customers and partners can get 
what they need, from virtually any device.

Engage your audience online 
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SharePoint makes your life as a content publisher easier—it helps 
you manage content on your end, while simplifying the user 
experience on the customer end.

Navigate content by 
category
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People want to find what they need right away without digging 
around or being distracted by irrelevant content. Built-in search 
capabilities can help empower your audience to find content quickly.

Refine content with 
built-in search
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SharePoint can also help you drive targeted, 
highly-relevant content and campaigns.

You can even surface personalized 
recommendations.

Drive promotional 
campaigns
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People expect the same experience no matter how 
they access your site. 

To make sure they get it, SharePoint makes it possible for 
you to deliver a consistent, unified digital experience on 
laptops, smartphones, and tablets.

Deliver a unified 
mobile experience
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Learn more 

www.discoversharepoint.com/portals

Office 365 for Business Learning Center
http://aka.ms/o365learning


