
Home logo
Return to your 
dashboard by clicking 
on the home button

Groups
View and 
manage all your 
groups

View your 
notifications

Manage your 
profile 
settings

Spaces
Navigate between 
spaces in your 
workspace

Click here to edit the 
look and content of 
your workspace

Add tiles to your 
workspace

Use the search bar to 
find your applications

A shared group 
is displayed by 
this icon

This text is the title of 
a group

Get an overview of 
your calendar

View your personal 
and organisational 
contacts

Easily collaborate and 
communicate with 
colleagues through
Yammer



Create a new item

Navigate to your 
other tabs by clicking 
on this arrow

Navigate to your 
application

Navigate to your 
information



Embed web content 
with an iFrame code

Never miss company 
news again with the 
Announcements live 
tile

View statistics with 
the Power BI tile



Documents App
Click the folder-titles to 
navigate between 
folders and subfolders 

You are here



Select a document to gain 
access to the task bar

Manage or share a 
document



Click ‘New’ to create 
a new folder or 
document

Click here to manage 
the visibility of your 
libraries

Click here to 
refresh the page

Minimize the folder 
pane



Click ‘New’ to create an 
announcement or category

Determine the recipients
of the announcement 
under this tab

You are here



View announcements 
based on their categories

See the amount of views 
of an announcement

Like or comment on
announcements



Click ‘New app’ to 
create an application

Disable or edit 
applications

Use the search bar to 
quickly find applications

Easily filter applications 
based on their settings

Enable applications
and determine the 
settings and who 
has access



Create or manage your 
spaces


