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SharePoint 2010 Workspace 

The SharePoint Workspace is essentially a way for a user to organize and work on their 
files on a local basis and thus if desired synchronize files with a SharePoint 
environment. The SharePoint Workspace is available out of the box if a user is running 
the Office 2010 Professional edition. 
 

1. To access the 
workspace for 
the first time 
from Start -> 
Microsoft Office 
-> select 
Microsoft 
SharePoint 
Workspace 
2010. 
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2. Select from the 
menu Create a 
new account 
and click Next 

3. The account is 
created 

4. At the Create 
Account screen 
select Create 
the account 
using your e-
mail address 
and then enter 
in the Name: 
and E-mail 
Address: fields 
as desired and 
check Allow me 
to recover my 
account later 
and then select 
Finish. 
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5. The Create 
Account screen 
is shown. 

6. The Launchbar 
is displayed. 

7. Select from the 
File menu -> 
SharePoint 
Workspace 
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8. Enter in the URL 
of the desired 
SharePoint 
environment 
site(example 
http://myfirmintr
anet.myfirm.com
/dept/myteam  

 
9. Click Configure 
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10. Click OK so that 
the desired site 
is synced to the 
workspace. 

11. Select the 
directory where 
the files(s) 
should be 
synced into. 



 
 

W E B S I T E :  H T T P : / / W W W . K M O . N A M E  
E - M A I L :  O N E I L L W E B S I T E @ V E R I Z O N . N E T  

U S E  A L L  C O M M A N D S  A T  O W N  R I S K  

 
 

12. Select File->Add 
Documents 

13. Browse to the 
directory of the 
file that should 
be synced into 
the workspace 
from the 
SharePoint 
server and click 
OK. 

14. The file displays 
in the 
workspace in 
the directory 
chosen. 



 
 

W E B S I T E :  H T T P : / / W W W . K M O . N A M E  
E - M A I L :  O N E I L L W E B S I T E @ V E R I Z O N . N E T  

U S E  A L L  C O M M A N D S  A T  O W N  R I S K  

 
 

15. Select File -> 
Sync -> Sync 
Workspace. 

 
NOTE: Lower right hand side of workspace tells one the 
status: 
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16. In this case, it is 

a good idea to 
go to the 
SharePoint site 
– Access Site 
Actions -> View 
All Site Content 
and in this case 
I selected 
Customized 
Report since 
that is where I 
uploaded the 
item to in my 
workspace. 
Note it was 
uploaded to the 
SharePoint 
environment. 

 

17. Once a file is 
synced into a 
workspace – if 
one wants to 
work on the file 
while off the 
network 
(example at 
home) then they 
can select File -
> Info select 
Connection 
Settings and 
click Work 
Offline.  

 
 


