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Introduction

SharePoint is a Microsoft tool to create web sites to securely store, organize, share, and access

information. Only those with whom you share your site can access the information; however, it can be

accessed from virtually any device using a Web browser. This booklet was created using the Mozilla

Firefox browser.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Accessing a SharePoint Site

Become familiar with the Interface, Ribbon, Quick Launch, and Top Links
Create a SharePoint site

Manage site permissions

Create, and format site pages and content

Create and manage document libraries

Search for content on your SharePoint site

Revised: 1/19/2017 Page 5 of 64



Accessing a SharePoint Site

The following describes how to access your SharePoint site(s):
1. Inyour preferred browser, navigate to portal.office.com.
2. Enter your NetID@kennesaw.edu; then enter.
3. The first time you access office.com, will be routed to enter your NetID and Password.
4. Click SharePoint.

Office 365 Kay Lyn Prater

¥ Install Office 2016

Good morning, Kay

Other instalis

0 ' gz

Onefote

SherePaint

Figure 1 - Office.com Site

5. All SharePoint sites that you are following and to which you have been granted access will be
displayed. Click the name of the site you want to access.

Kay Lyn Prater

SharePoint

Frequent
LTAD Working Site SharePoint Training

SharaPoint Training *

SharePoint Training

Werking Site

LTAD

.

You modified Urtitled Section on
12/13/2016

Yeouviewed Document on
1/1272017

3 You modified GRANTS 50P on

14372017

LTAD
gy Evan RAtkin modified Sync Test Youviewed Racording on You modified Bookmarks on e
T on1a20017 1/5/2M7 143207
o g Bvan R Atkin modified Document Youviewed My New Document You modified Charts and Graphs
recent S on 122017 on 1/4/2017 on1/3,2017

6. You will be routed to the site you selected.

Figure 2 - Click the Site to Access
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The Interface

The following describes the Office 2016 interface:

The Ribbon

The Ribbon is a panel that contains functional groupings of buttons and drop-down lists organized by tabs.
Each application in the Office Suite has a different set of tabs (with some tabs in common) that pertain to the
functionality of that particular application. Each tab is further divided up into groups (of buttons), such as the
Edit and Manage groups. The figure below shows the Ribbon as it looks when you are in your Home page.

BROWSE PAGE
= \\ — EH Page History \ T T o T
1, = g f : o O ‘ Q
: / Eﬂ './' &' Page Permissions - J 9@ = ‘-1\ ﬁ' -
Edit Check Qut Edit Rename E-maila Alert Popularity Make Incoming  Library VYiew All Tags &
x ¥ Properties. Page Delete Page Link Me - rends Homepage  Links Settings  Pages Motes
Edit Manage Share & Track Page Actions Page Library Tags and Motes

Figure 3 - The Ribbon

When you first access a page, library, etc., you are positioned on the Browse tab, which provides an overall
view of the page or the list items. You can then click on one of the other tabs you are given to work with the
page, such as Page on the Home page. The Page tab provides tools to add content and format the Home page.

Office 365

Working Site # EOm ik parch this site - D

Working Site

Home Set started with your site remave THs

It's pretty quiet here, Invite more people to the site, or start a conversation

Charts and Graphs

Document 1

T TR - TR TR TR

GRANTS SOF

Figure 4 - Browse Tab
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Quick Launch

The Quick Launch menu is displayed on the left side of most SharePoint pages. It displays links to pages,
libraries, and other various content on your site. You can customize Quick Launch by adding, removing, or
reordering, links to suit your needs.

Home

Documents

Training Schedule
LTAO Contacts
Exciting Mews

Useful Links

Training Team Fhotos

Recent

Figure 5 - Quick Launch

Top Link Bar
The Top Link Bar contains links to your site Home page and allows access to other sites and subsites as
configured by those in your organization with full control or design permissions.

=2 | Office 365

" KenNESAW
STATE Li?‘-l\'l RSITY

larking Site Team Site - Kay I Searen | £ P

) SharePoint Training

Figure 6 - Top Link Bar

Personal Menu

The Personal Menu is located at the top right of the screen. It is used to configure your settings (if the My Site
feature is enabled by your administrator), activate the personalize page feature for various site content,
display the shared view, and sign out of SharePoint.

SharePoint Kay Lyn Prater

. KenNESAW
STATE NIVERSITY

Kay Lyn Prater

kpraterd @kennesaw.edu

l Haome Worling Site Team Site - Kay Kathy's Test Space
S B , -
SharePoint Training Aoout me
View account
rame et started with your site  renoveTris

Figure 7 - Personal Menu
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To sign out of SharePoint 2016:
1. Click the drop-down arrow in the Personal menu at the top right of the screen. This menu is indicated

by your system ID.
2. Click Sign Out.

Kay Lyn Prater |

B | Office 365 SharePoint

" KENNESAW
Stare U NIVERSITY

Kay Lyn Prater

kpraterd@ kennesave.edu

Homes Working Site Team Site - Kay Kathy's Test Space
SharePoint Training Avautme

View account
Home Get started with your site  remove s @—

Documents Sign out

Figure 8 - Sign Out

Creating a Site

Each site is based on a site template. The template that you choose will determine the basic layout and
content of the site. There are four template categories: Collaboration, Enterprise, Duet Enterprise, and
Custom (your stored Site templates). Each category contains various types of site templates from which to
choose. For example, the Collaboration category contains the following templates, each designed for different
purposes: Team Site, Blog, Project Site, and Community Site. The following explains how to create a new site
using a template:

1. Navigate to the parent site where you want the site to be located.

2. Click the Settings button (See Figure 9).

3. Click Site settings (See Figure 9).

4. Click Sites and workspaces (See Figure 9).

Office 365
Office 365 settings € staRe gy rouow (L
ome Working Site Team Site - Kay Shared with...
:} Site Settings Add a page

Add an app

Site contents

Change the look

t : i Site settings

Gefting started

Figure 9 - Create Site
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5. The Sites and Workspaces screen opens. Click Create.

Working Site # EDIT LINKS

Site Settings » Sites and Workspaces o

=i Create

Sites Description

There are no Sites. To create one, click Create above.

Figure 10 - Create Site

6. The New SharePoint Site window opens. In the Title box enter a title for the site
(See Figure 11).

7. Inthe Description box, enter a description of the site (See Figure 11).

8. Inthe URL name box, enter whatever you would like to be the last part of the URL name for the site,
keeping in mind there should be no spaces in the Web site address (See Figure 11).

Site Contents - New SharePoint Site

Title and Description
Title:

| O)

Description:

Web Site Address
URL name:

https://sp.kennesaw.edu/uits/tolt/SPT 'aining;'l ( 8 )

Figure 11 - Site Title, Description

9. Using the various options on the category tabs, select a template to create your site. In this example,
we are selecting a Team Site. After creating your site based on the template selected and setting up
your permissions, you will have a basic site with a few select pages and apps created for you. The Team
site creates a Home page, document library, and a Notebook which opens in OneNote Online. Then,
you will begin to add additional lists, libraries, apps and pages based on your needs.

Select a template:

Collaboration | Enterprise  Dust Enterprise Custom

- Fs
Team Site _I

Blog
Project Site
Community Site

A place to work together with a group of peaple.

Figure 12 - Select Template
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10. Under User Permissions you have two options:
a. Use same permissions as parent site: The permissions granted on the parent site will be configured

for the new site (See Figure 13).

Note: You cannot change user permissions on your new site unless you are an administrator of the

parent site.

b. Use unique permissions: You will be routed to the Setup Groups for this Site screen to configure

new permissions for your new site (See Figure 13).

Permissions

You can give permission to
access your new site to the same
users who have access to this
parent site, or you can give
permission to a unique set of

users.

User Permissions: 2
® |se same permissions as parent site

¢ Use unigue permissions @

Figure 13 - User Permissions

11. In the Navigation section, specify whether or not you want to display the new site on the Quick Launch

and/or Top Link Bar of the parent site. In the Navigation Inheritance section, specify whether or not

you want this site to share the same Top Link Bar as the parent.

Mavigation
[} Display this site on the Quick Launch of the parent site?
O Yes ® No
Display this site on the top link bar of the parent site?
@® Yes O No
MNavigation Inheritance
Use the top link bar from the parent site?
O vYes ® No

12. Click Create.

Figure 14 - Navigation

Note: If you selected Use same permissions as parent site in step 10 above, the new site will be created

and you will be routed to the Home page of the new site. If you selected Use unique permissions in step 10
above, you will be routed to the Set Up Groups for this Site window (See Set Up Groups for this Site).
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Set Up Groups for this Site
The Setup Groups for this Site screen is used only when opting to create unique permissions rather than
inheriting permissions from the parent site. You will skip over this screen if you selected use same permissions
as parent site under user permissions. The following explains how to set up unique permission groups:

1. The Set Up Groups for this Site window allows you to set permissions for three groups:
Visitors: This group can read content in the Web site, but may not edit or contribute site content

a.

(See Figure 15).

Members: This group can contribute content to the Web site and edit their own contributions

(See Figure 15).

Owners: This group has full control over the Web site (See Figure 15).

Visitors to this Site

SharePoint group.

Members of this Site

Members can contribute content

site membe & an

existing SharePoint group.

Owners of this Site

I re-use an exisung

1t group,

» Create a new group Use an existing group

MNew Site Visitors

@

ey
® Create a new group Use an existing group
MNew Site Members
& [
®
® Create a new group Use an existing group
New Site Owners
& [
©
OK

Figure 15 - Set Up Groups for this Site Window
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2.

In the Visitors to this Site section, to allow people to view the site, there are two options: Create new

group or Use an existing group.

a. To use an existing group, click Use an existing group (See Figure 16).
b. Then, select a group from the drop-down list (See Figure 16).

Visitors to this Site

Visiters can read content in the
W ite, Create a group of
visitors or re-use an existing
SharePoint group.

Members of this Site

Members can contribute
content to the Web site. Create a
group of site members or re-use
an existing SharePoint group.

" Create a new group

¥ Use an existing group @

Excel Services Viewers

Excel Services Viewers
LTAO Members
LTAO Owners
LTAD Visitors
Team Site - Kay Members
Team Site - Kay Owners
Team Site - Kay Visitors

" Use an existing group

More...

Figure 16 - Use an Existing Group

c. Tocreate a new group, click Create a new group (See Figure 17).

d. Enter the group name (See Figure 17).

e. Then click the Browse button to select users from the global directory (See Figure 17).

Note: Visitors can only read site content.

I\'.".i't'(r_!n.*:? a new group (c) O Use an existing group

Ihr-_'\\u Site Visitors

@

&

Figure 17 - Browse to Select Group

3. The Select People and Groups window will open. In the Find field, enter a person’s name or a group

name to search the global directory (See Figure 18).

4. Press Search (See Figure 18).

select People and Graup
rind Rilliams E 51 View
All Search Resuits (10)
gk &0 Us=rs [0}
g} Federated Dirsctory ()
Seercng. ..

A

] Cancal

Figure 18 - Search People and Groups
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5. Select the name from the resulting list (See Figure 19).
6. Click Add (See Figure 19).
7. Continue searching and adding names, and then click OK (See Figure 19).

Select Peoplz and Groups

Find Kyle M Williams * List View :_i

All Szarch Results [1)
L 2l Ussre (0)
L4, Al Usere (per Tenant] (o)
g Tenant (1]

U4, Extranat Users (0}

|4 Faderated Directory (0)

)| L]

e M Willarns;

Figure 19 - Select People and Groups

T ok Cancal |

8. Inthe Members of this Site section, repeat Steps 1-7 to give users Contribute permissions to the site.
Members can view, add, edit, and delete site content.

9. Inthe Owners of this Site section, repeat Steps 1-7 to give users full control of the site.
10. Click OK.

Note: For information on other permissions settings and ways to grant site permissions, see Groups and
Permissions.

Groups and Permissions

Default Permission Groups

A group is a set of SharePoint users who all have the same set of permissions that can be managed together.
Groups allow you to more easily maintain site access and ensure that those performing similar tasks have the
same level of access. A permission level is a set of permissions assigned to a specific group to achieve specific
purposes. Three default groups are created when you create your SharePoint site—Owners, Members, and
Visitors. You can also add your own custom groups with varying permission levels, such as Viewers, Designers,

and more. The following describes the permission levels assigned to the three groups created by default when
creating a SharePoint site:

e Owners: This is used to grant Full Control permissions to manage and add content to the site.
e Members: This is used to grant Edit permissions to the site. The majority of site users will be included
in this permission level to edit documents, calendar items, and various other content.

e Visitors: This is used to grant Read permissions to the site, but prevent editing and download of list
items.

Page 14 of 64



Assigning Permission Levels

When assigning permissions, take into consideration what security controls you want to put in place for your
site. Permissions allow you to customize what content can be added, updated, deleted, and viewed and by
whom. Permissions should be assigned based on the type of actions your site users will perform on your site.
Following is a list of permission levels that may be assigned to groups and individuals:

e Full Control: Has full control and includes all permissions.

e Design: Can view, add, update, delete, approve, and customize.

e Edit: Can add, edit and delete lists; can view, add, update and delete list items and documents.

e Contribute: Can view, add, update, and delete list items and documents.

e Read: Can view pages and list items and download documents.

e View Only: Can view pages, list items, and documents. Document types with server-side file handlers
can be viewed in the browser but not downloaded.

Site permissions are viewed using the People and groups link in the Site Settings window.

Site Settings

Users and Permissions Look and Feel
| People and groups | Title, description, and logo
Site permissions Quick launch
Site app permissions Top link bar
Tree view
Change the look

Web Designer Galleries
Site columns

Site content types Site Actions
Master pages Manage site features
Composed looks Enable search configuration export

Reset to site definition
. . . Delete this site
Site Administration
Regional settings

Site libraries and lists Search

User alerts Result Sources

RSS Result Types

Sites and workspaces Query Rules

Workflow settings Schema

Site Closure and Deletion Search Settings

Popularity Trends Search and offline availability
Term store management Configuration Import

Configuration Export

Figure 20 - Site Settings Window
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Three default groups were created when the site was created and are displayed in Quick Launch after clicking

the People and groups link—Owners, Members, and Visitors. Clicking the more button will display a

comprehensive listing of groups populated by the system administrator and/or other users with the proper

permissions to modify groups and group members.

Groups

Warking Members

Edit About me

b

4

TAD 2
TAG ; u
TAL =
LT =
authenticated L4
’ LIMES 3
=
2

Working éité_ People and Groups o

grant people contribute penT

lissions to the SharePoint site; LTAD

Figure 21 - People and Groups

Note: When you create a site and use unique permissions, you can use any of the existing groups in creating

the three initial groups for the site.

To view members of a group, simply click the group you want to view.

Maw = ACtions - Settings -
G 4 Mame ahout me
[ Erica Roberson
I Evan R Atkin

[T Technical Trainer at KSU

Kathryn Creech Morgan

ourreau

Oooaon

4 EDOIT LINKS

Peéple and Groups + Working Members o

1T Systems Support Professional

IT Systems Support Pro I - Technology Trainer

IT Systerns Support Prof I & Part-Time Instructor of Technical Communication  University Information Technalogy Services

Support Prof I - Technology Trainer

Randall Dean IT System Suppart Prof II - Technology Trainer

W Detail View -
Departmant
University Information Technology Senvices

University Information Technology Services

Figure 22 - View Group Members

Modifying Site Permissions

After a site has been created, you may find it necessary to add a user to the site, remove a user’s access from

the site, or change a user’s permissions on the site. The following sections provide instructions on how to

make these modifications.
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Adding a User or Group to a Site

1. Navigate to the site and click the Settings button (See Figure 23).
2. To access the Site Settings window, click Site Settings (See Figure 23).

=2 Office 365

Lidtais i Office 365 settings {4RE Yy FOLLOW A EDO
Warking Site # EDIT LINKS Shared with...
Working Site T
Add a page

Home Get started with your site  remove s

Add an app

Site contents

Change the lock

e el

Getting started

Figure 23 - Site Settings

3. In the Site Settings window, click Site Permissions. This will open the Site Permissions window.

Site Settings

Users and Permissions Look and Feel
People and groups Title, description, and logo
I Site permissions I Quick launch
Ite app permissions Top link bar
Tree view

. ) Change the look
Web Designer Galleries

Site columns

Site content types Site Actions
Masler pages Manage site features
Composed looks Enable search configuration export

Reset to site definition

- . Delete this site
Site Administration

Regional settings

Site libraries and lists Search

User alerts Result Sources

RSS Result Types

Sites and workspaces Query Rules

Workflow settings Schema

Site Closure and Deletion Search Settings

Popularity Trends Search and offline availability
Term store management Configuration Import

Configuration Export

Figure 24 - Site Permissions
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4.

In the Site Permissions window, on the Permissions tab, you will see a listing of the groups and users

who have access to the site, and the permission level of each. In the Ribbon, click the Grant

Permissions.

Office 365 CENNESAW
STATE [JNIVERSITY
EROWSE PERMISSIONS
at £
- & Fermission Levels
o | & |5 h s
> r | as” "sf Access Request Settings

Celete unicue Grant Create Edit Liser Remove Liser Check
permissions Fermissions| Group  Permissions Permissions  Permissions
nher tance Grarl Miodify Check Nanage

Home

Motebocok

Documents

r
Site contents

r
Recycle Bin

) -

# EDIT LINKS

m

MName

Working Members

Waorking Dwners

Working Visitors

Type

SharePoint
Group
SharePoint
Group
SharePoint
Group

Permission Levels

Edit

Full Control

Read

Figure 25 - Grant Permissions Button

The Share site window opens to allow you to add members and create an email invitation message to

notify users about access to the site.

Enter the name(s) of the users/groups that you want to add to the site in the Users/Groups box.

SharePoint will search Active Directory for the names as you type (See Figure 26).

Include an optional personal message with the invitation (See Figure 26).

To add users without sending an email invitation or change the default permission level, click SHOW

OPTIONS (See Figure 26).

Share '"Working Site'

Only shared with you

Invite people

Shared with

Evan R Atkin ¥ Randall Dean x Kathryn Creech Maorgan x

Michael Pourreau x  Kyle M Williams x

Include a personal message with this in Optianal)

Figure 26 - Share Site Invitation
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9. To disable the email invitation, click the checkbox to uncheck Send an email invitation
(See Figure 27).

10. Under Select a permission level, the default permission level is set to Edit, but you have the
opportunity to change the permission level before you send the message. Click the drop-down arrow
to select an alternate permission level (See Figure 27).

11. Click Share (See Figure 27).

Hara Werkina Sire X
Share "Working Site

Cinly shared with you

Invite people

Evan B Atkinx Randall Deanx Kathryn Creech bMorgan »
Micl i

Shared with

urreai x  Kyle M Williams x

)'\'ud an email invitation
‘Working Members [Edit]

Figure 27 - Site Share Options

12. You can also share with others by clicking Share in the toolbar.

i | Office 365

JESAW
IVERSITY

Working Site # EDIT LINKS Search this site > 0
Working Sit

Figure 28 - Click Share

13. This routes you directly to the Share site window to allow you to invite others to your site and view
who the site is currently being shared with.

Invite peaple

Shared with

Figure 29 - Share Site Window

Page 19 of 64



Modifying Permissions on a Site
1. To easily view who you have shared your site with, navigate to the site and click SHARE in the toolbar.

Working Site s Search this site - 0
Warking S|te

Figure 30 - Click Share

2. The Share site window will open to allow you to invite others to your site and view who the site is
currently being shared with.

Randall Dean . Michael Pourreay,  Kyle M Williams. 2nd 2 more

Inwite people

Shared with

Figure 31 - Share Site Window

3. Click Shared with to view advanced options or to send an email to all with whom you have shared your
site (See Figure 32).
a. Click EMAIL EVERYONE to create and send an email to everyone with whom you have shared your
site or (See Figure 32).
b. Click ADVANCED to access site permissions to change permissions (See Figure 32).

Share 'Working Site'

hared with .| Randail Dean, | Michael Pourreau, || Kyle M Williams, and 2 mare

it ol
Ehi i ¢ Evan R Atkin
Shared with ‘L'a IT Sy

Tech
Kay Lyn Prater

a J entail EVERYONE | | ADVANCED b,

Close

Figure 32 - Shared With
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4. Click Advanced to open the Site Permissions window. From here, you can grant permissions to
individuals, create a new group, edit permissions levels and membership to entire group.

i Office 365

= KENNESAW
STATE UNIVERSITY

as
Delete unique Gr Create i
RErMISSIONS Permissions  Group Perm

Working Cwr

Warking Visi

&% permission Levels

® ; )
B %8 Access Request Setings

Check
= Permissians

User Edit
SharePoint Edit
Group
s Full Control
i Read

Figure 33 - Permissions Window

5. Click the checkbox next to the user or group that you want to change (See Figure 34).
6. Click the Edit User Permissions button on the Ribbon (See Figure 34).

- AW
STATE UNIVERSITY

&7 Permizzion Leveis

[ag Access Request Settings

Typa Permizsion Lavels
Uszer Edit
SharePoint Edit
Group
ners ull Control
lors SharePaint Read
Group

Figure 34 - Edit User Permissions
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7.
8. Click OK (See Figure 35).

In the Edit Permissions window, check the appropriate boxes (See Figure 35).

~  KENNESAW
STATE [NIVERSITY

4 EDI

Permissions

Working Site

Users or Groups

T TemTsoTS

e s O iR e

Choose Permissions

Edit Permissions

and customize.
nd delete list items and documents.

d

documents.

[T Wiew Only

can be viewed in the browser but not downloaded

ems, and documents. Document types with server-side file handlers

Carceal

oxEN

Creating a Group

Figure 35 - Edit Permissions

If you have appropriate permissions, you can create new groups which you can then add to sites. Once a group
has been created it can be added to any number of sites, and given different permissions on each site. Since it
is quicker to add a group to a site than to add individuals, there may be times when you even want to create a

group with only one member.

1. Navigate to the appropriate site and click the Settings button (See Figure 36).
2. To access the Site Settings window, click Site Settings (See Figure 36).

Office 365

Working Site # EDIT LINK
Working Site
e Get started with your sit

Notebook

Share yaur site.

Office 365 settings
Shared with...
Edit page
Add a page
Add an app
ke )
’ | Site contents

rking on a

Change the look

Site settings

Getting started

braries, and

eep email in context.

Figure 36 - Site Settings
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3.

4.

In the Site Settings window, click Site Permissions. This will open the Site Permissions window.

Site Settings

Users and Permissions
People and groups

Site permissions |

Site app permissions

Web Designer Galleries
Site columns

Site content types

Master pages

Composed looks

Look and Feel

Title, description, and logo
Quick launch

Top link bar

Tree view

Change the look

Site Actions
Manage site features

Enable search configuration export

Reset to site definition

Figure 37 - Site Permissions

In the Site Permissions window, on the Permissions tab, you will see a listing of the groups and users

who have access to the site, and the permission level of each. In the Ribbon, click Create Group.

i Office 365
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Ii'_.'\'; Access Request Settings

BROWSE PERMISSIONS
& @ @
=~ . w, o C
‘.’ uﬂ.. i ® _{
Delete unique Grant Create Edit User Remove User Check
permissions  Permissiond Group [ Permissions Permissions — Permissions
Inheritance Grant wiodify check
Home
Notebook
Documents
N Mame
Site contents <
[ Working Members
Recycle Bin
| [N Working Owners
# EDIT LINKS
- Working Visitors

Manage

Type

SharePoint
Group

SharePoint
Group

SharePoint
Group

Full Control
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Figure 38 - Create Group
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5. The Create Group page opens. Enter a name and description for the group in the appropriate fields.

People and Groups - Create Group o

Name and About Me Description
Name:

About Me:

Type a name and description for the group

Figure 39 - Enter Name and Description

6. Inthe Group Owner field, the ID of the person creating the group appears. The group owner can
change anything about the group such as adding and removing members or deleting the group. There
may be only one user or group listed as the Group Owner. To change the group owner:

a. Enter the ID or name of a person, or a part of the name of an existing group in the Group owner
box (See Figure 40).

b. Select a name from the resulting list (See Figure 40).

c. Click Delete (x) to remove the original group owner (See Figure 40).

Group owner:

LTAO Members b
I LTAD Owners

LTAO Visitors

Showing 4 results L‘

Figure 40 - Change Group Owner
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7. Inthe Group Settings section, specify who can view and edit the membership of the group
(See Figure 41).

8. Inthe Membership Requests section, specify whether to allow users to request to join/leave the
group. If you answer Yes, enter the email address of the person who will receive the requests
(See Figure 41).

9. Under Auto-accept requests, No is checked by default. Click Yes to change to Auto-accept; otherwise,
enter an email address to which to route user access requests (See Figure 41).

Who can view the membership of the group?
® Group Members O Everyone

Who can edit the membership of the group?

@ Group Owner Q Group Members
Allow requests to join/leave this group? o
O Yes ® No

Auto-accept requests?

Yes 'Noi:'

Send membership requests to the following e-mail address:

Figure 41 - Group Settings & Membership Requests

10. In the Give Group Permission to this Site section, click the check-box for the level of permission that
you want to give to this group on this site (See Figure 42).
Note: This group can be added to other sites and assigned different permissions.

11. Click the Create button (See Figure 42).

Choose the permission level group members get on this site: https://kennesawedu.sharepoint.com/sites/LTAC/Kay
T Full Control - Has full control.
[T Design - Can view, add, update, delete, approve, and customize.
® Edit - Can add, edit and delete lists; can view, add, update and delete list items and documents.
Contribute - Can view, add, update, and delete list iterns and documents.
" Read - Can view pages and list items and download documents,

[ view Only - Can view pages, list items, and documents. Document types with server-side file handlers can be viewed in the browser but not downloaded.

Concel

Figure 42 - Assign Group Permission
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To check a group’s full permissions:

1. Navigate to the site, and click the Settings button.
The Settings will open. Click Site Settings.
On the Site Settings page under Users and Permissions, click People and groups.
In the Groups list, click the name of the group you want to view (See Figure 43).
On the Group page, click the drop-down arrow for Settings (See Figure 43).

ok wnN

Click View Group Permissions (See Figure 43).

Warking Site # EDIT LINKS Search this site - p
People and Groups » Working Members o

| @ Group Settings
Manage settings such as group name and permissions,

(o0 Frica Rok
Vorking Visitors . View Group Permissions . Jib e "
B Fuan R Atkin o A - " o _—— o o ngy Trainer University Information Technalogy
More View permissians this group has on sites, lists, and items. _
¥ J Services
Home Make Default Group
B Make this group the default group for this site . " g = .
(= Kathryn Creec i A-Time Instructor of Technical University Information Technology
i Morgan Communication Services
r Kay Lyn Prater IT System Support Prot I - Technolagy Trainer Uiniversity Information Technalogy
Services
(m Kyle M Williams Technology Trainer Uriversity Informatien Technalogy
Services
(m Michael Pourreau Assistant Director University Information Technology
Services
(= Randall Dean IT System Support Prof I - Technology Trainer University Information Technalogy
Services

Figure 43 - View Group Permissions

7. You will see a page with the URL of each site to which the group has access, and the permission level of
the group on that site.

Working Site
* 3 . 2 - . . - -
4)View Site Collection Permissions: Working Members
Usa this page to view the permission assignmants that this SharaPoint group has in this site collaction. In addition to the listed URLs,
this group has access to any sites, lists, or items that inherit permissions from these URLs.
URL Parmission Level
hrips://kennesawedu.sharepoint.com/sites/LTAQ/Kay/Working Edit
oK

Figure 44 - Group Site Permissions
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Deleting a User from a Group

1.

No v kewnN

Navigate to the appropriate site and click the Settings button.

The Settings will open. Click Site Settings.

On the Site Settings page under Users and Permissions, click People and groups.
In the Groups list, click the name of the group you want to edit (See Figure 45).

Click the checkbox next to the name of the person whom you want to delete (See Figure 45).

Click the drop-down arrow for Actions (See Figure 45).
Click Remove Users from Group (See Figure 45).

Working Members

People and Groups » Working Members o

Mew = '—'.l.:l'rll: Settings -

Working Chwners Send an e-mail to selected users,

Call/Message Selected Users o :
wpport Pro I - Technology Trainer

o E-Mail Users Department

View: Detail View -

Call the selected users, i
7 e
cﬁ) Remaove Users from Group
Lemove selectad | ; his ShareP roup G o i i T
r Remove selected users from this SharePoint group. upport Prof I & Part-Time Instructor of Technical University Information Technology

You are about to remove the following members from the group:
Evan R Atkin, Michael Pourreau
Do you want to remove these members?

OK I Cancel |

Figure 46 - Remove from Group

Morgan Communication Services

] Kay Lyn Prater IT System Support Prof I - Technology Trainer University Infarmation Technology
Services

o Kyle M Williams Technology Trainer University Information Tachnology
Servi

# EDIT LINKS

= hichael Pourreau Assistant Director

I Randall Dean IT System Support Prof I - Technology Trainer
Services

Figure 45 - Select Users to Remove
8. Click OK to remove user from group.
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Your New Team Site

After creating your site based on the template selected and setting up your permissions, you will have
a basic site with a few select pages and apps created for you. Then, you will begin to add additional
lists, libraries, apps and pages based on your needs. For example, if you created a site using the Team
Site template, you will begin with a Home page with various sections, a notebook that opens in
OneNote Online, a documents library, and a Site Contents page to view and add content to your site.
You may add additional content to your site by modifying your Home page and adding pages, creating
notes in the Notebook, creating and organizing documents in the documents library, and adding apps
built into SharePoint 2016.

1. There are six Getting Started helper tiles to assist you in creating content and selecting the style
of your site. You may remove the helper tiles or click on a tile to access the help feature for the
tile selected. The following is a description of each starter tile:

a. Share your site: Opens the Share Site window where you will invite users to your site via
email message (See Figure 47).

b. Working on a deadline: Adds a project summary timeline to your home page along with
task and calendar apps to your site (See Figure 47).

c. Add lists, libraries, and apps: Opens the Site contents > Your apps window to add apps to
your site (See Figure 47).

d. What's your style: Opens the Site Settings > Change the look window to select an alternate
color scheme and/or look for your site (See Figure 47).

e. Your brand: Opens Site Settings > Title, Description and Logo window to allow you to add a
title, description, and logo to your site (See Figure 47).

f. Keep email in content: When available, opens a window to add a Site Mailbox to your site
to share email on your site and connect to Outlook (See Figure 47).

2. Click the REMOVE THIS link (See Figure 47) to remove the tiles and insert your own content
using the instructions for working with pages instructions below (See Working with Pages).

EROWSE  PAGE 3 SHARE ¢ FOLLOW # FOm IO
-
Working Site # EDIT LINKS Search this site * R

Working Site

il Get started with vour site e

Newsfeed Documents
Start @ conversation @ MNew 1 Ugload
v« 0
It's pretty guiet here. invize more people to the site, of start 3 conversation. Archive

Figure 47 - Basic Team Site
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Working with Pages

Using pages is a way to share information and ideas using a variety of types of content all at the same
time. You can insert text, images, videos, documents and more all on the same page. Site pages come
in two types—a standard page and a Web Parts page. A standard page contains text, images, Web
parts, and other elements, without zones or many formatting tools available. A Web Parts page
contains Web Parts in Web Part zones. They have predefined layout options that use Web Part zones
to help you create your page. Each SharePoint site has, at minimum, one page—the Home Page, which
is a Web Parts page. If you like, you can add additional pages to a site.

Creating a Web Parts Site Page

1. In Quick Launch, click Site Pages.

Home
MNotebook
Documents

I Site Pages

Site contents

Recycle Bin

# EDIT LINKS

Figure 48 - Click Site Pages

2. The Site Pages window appears. Click New.

3. Adrop-down appears displaying the various types of pages you can create. Click Web Part

Page.
Working Site * Following &5 Share
O s e s
Working Site
WS -
—+ New = By Author ~ @
. @ Wiki Page o
Site Pag
'lil Web Part Page @
&] site Page Modified By Modified Created
: & Link o
v TR e RO
8 How To Use This Library.aspx Kay Lyn Prater ussday st 542 PR 17 542 PN
g Home.aspx Kay Lyn Prates Yesterdsy 3t D06 AM 1732017 5:42 P
notes_08_24_16.ur Haw Lyn Prater * 25 minutes ago 1/5/2017 12:10 PW
@ My New Page.aspx Kay Lyn Prater % & minutes 2o /5/2017 12:00 PM

Figure 49 - Create New Web Part Page
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Editing a Web Part Site Page

Pages are made up of building blocks called Web Parts. The default page layout for a Team site
contains one Web part to add content to the page, but you have options to modify the layout to
organize your page in various ways as well as add various types of content to your page such as
pictures, videos, links, app parts, and more Web parts.

After creating the page, you are taken to the page Edit window where the Ribbon is organized into
various tabs and groupings with buttons and drop-down boxes to help you edit your page. By default,
you are first taken to the Format Text tab to begin building your page by entering and formatting text,
selecting styles for your elements and text, and selecting a layout for your page.

Office 365

BROWSE PAGE FORMAT TEXT INSERT

5 ; cut —
I ‘ ’ Body - 3 - = M om .
c  Select.

AaBbCcDd AaBt AaBbCc| |AaBbCcDa |A

Poragraph | | Headingl | | Heading2 || Heading3

= Copy
Save CheckOut  Paste B I U asex, x
- - do

I»
il
11
|

Edit
v| Layout~ Source T Convertto XHTML

Edit Clipboard Font Paragrzph Styles Layout Markup

Site contents

Recycle Bin

Figure 50 - Edit New Page

Checking Out a Page
To prevent any other users from editing your page while you are in edit mode, you can check out the
page. A checked out page cannot be edited by anyone else while it remaines checked out. To check out
a page:

1. Inthe ribbon, click Check out.

BROWSE PAGE FORMAT TEXT INSERT
PE—
a Cut R
E!?_-l Body - 13px - &= 3= M T4
Copy
Save QCheck Out | Paste B I U ax x. X° - AL A = ===
- - Undo = : L = = ==
E—
Edit Clipboard Font Paragraph

Figure 51 - Click Check Out
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2. This changes the status to Checked out and editable. The page can be edited only by the person
who checked it out (See Figure 52).

3. Changes made will be seen only when the page is checked in using the Check in button
(See Figure 52).

BROWSE PAGE FORMAT TEXT INSERT
[P Cut —
E")J Body - 13px - € 3= M
Copy
Save Faste B I U abe x, X° - AL A ====
- Undo = * — ¢ =E===
Edit Clipboard Font Paragraph
Home /I Status: Checked out and editable.
Notebook

Figure 52 - Check In

Changing the Layout
To change the layout for your page:
1. Click the Text Layout button on the Format Text tab on the Ribbon (See Figure 53).
2. The drop-down box displays the various layout options available. Select the layout that you
want for the page. This example uses two columns with a header (See Figure 53).

BROWSE  PAGE | FORMATTEXT | DMSERT (1) € sare oy rouow B seve OO

| e - == == <>, B
| % Body - 13pn = — i— 4= & (2B L] - - /.Y
| S| ! naebeendl | A aB L L E|
Sae CheccOuts  Haste B I U ax x, x° A E === - it Test it
. it : iR i =5 = = = Paragraph Heading 1 ayout-| Source £ convert to KHTML
Edit ph tybes == Ona column
Hor =/ One column with sidebar
Documents
s C = Two columns
Site Contents |
# EDIT LINKS 2Y 7 Two columns with header

== Two columns with header and footer
H | | Three columns
Three columns with header

= | Three columns with header and footer

Figure 53 - Select Text Layout
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3. The Web part sections update based on your selection.

BROWSE PAGE FORMAT TEXT INSERT R/ SHARE

B -, Cat Body © lzpn < T EaE e e
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Edit cliphoard Fant paragraph styles ayout Matkup
A
Home
Documents

Site Contents

# EDIT LINKS

Figure 54 - New Page Layout

Adding a Web Part to a Page Zone
Web Parts are arranged on a page in zones. The zone is an anchor for the Web Part on the page. To
insert a Web Part:

1. Click the Insert tab on the Ribbon (See Figure 55).
2. Click Web Part (See Figure 55).

BROWSE PAGE | FORMAT TEXT

s

Table Picture Video and Link  Upload App Embed
- - Augdio - - File Part Code
Tables Mediz Links Parte Embed
Categories Parts Web Part
(2 Apps A Documents Pick a web part to insert from the full
Ea Blog — | MMicroFecd list of available web parts.
; = ) ) Web parts can display data from other
I3 Business Data [Site Assets

i sources, such as list data, search
Il Community ¥iSite Pages results, forms or another web page.
[ Content Rollup
|3 Document Sets
[ Filters

[ Forms

Upload a Web Part ™

Figure 55 - Insert Web Part
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3. Click in the zone where you want the Web Part inserted (See Figure 56).
4. Select a Category from the Categories list (See Figure 56).
5. Select a Web Part from the resulting Web Parts list (See Figure 56).
6. Click Add (See Figure 56).
OWSE | PAGE BMAT TEXT {SERT SHAR FoLLOW, BT 5
anh ®E «
Parts Aboul the part
=1 | -‘DJQanef‘“ \"51 | Documents
Add part t3 Fich (.-.r,-__-.-..-j
=1 -
Adding text
Recycle Bin é
Figure 56 - Insert Documents Web Part
7. The Web Part will now appear in the zone that you selected.
Adding text
Documents R

#) new document or drag files here

v [0 name Modified Modified By

There are na documents in this view

Figure 57 - Web Part Added to Zone
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8. You can add additional content to the zone simply by placing your cursor in the desired location
and typing or using the Insert tab to select parts, media, or files to add.

Documents
(® new document or drag files here

v |] MName Maodified Modified By

=1 -~+. 1 e v iimia
documents in this view.

This is text that I want to add.

P .
P KENNES_;“\
“T STATE [JNIVERSITY =,

Figure 58 - Adding Content to Zone

9. To make modifications to a Web Part in a zone, hover the mouse pointer over the top right-
hand corner of the Web Part, and then click the drop-down arrow that appears.

Documents DD

@ new document or drag files here

v [] Name Modified  Modified By

There are no documents in this view.

Figure 59 - Web Part Menu

10. Click Edit Web Part.

Minimize

X Delete

[} Edit Web Part

Figure 60 - Edit Web Part
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11. The tool pane corresponding to the Web Part you selected opens to allow you to enter
information to define or modify the Web Part settings. In this example, you may also want to
change the title for the Documents library on the page. Click the expand (+) button to open the
Appearance section and modify the title.

4 Documents X

»

List Views

You can edit the current view or

select another view. —

Selected View

<Current view> |V

Edit the current view
Toolbar Type
Full Toolbar ﬂ

3 Appearance

+ Layout
+| Advanced
+]  AJAX Options

+| Miscellaneous

oK Cancel Apply

Figure 61 - Edit Web Part Settings

12. The section opens to allow you to make modifications. In the Title field, type Team Documents.

d the Web Part have a fixed width?

Pixels S

@] No., Adjust width to fit zone,

* Layout

*+ Advanced

| AJAX Oplions

Figure 62 - Edit Web Part Title

13. Click OK when you have made all changes.
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14. The Web Part title has been updated.

Team Documents
# new document or drag files here

v D Mame Maodified Modified By

There are no documents in this view.

Figure 63 - Updated Web Part Title

Deleting a Web Part

To delete a Web Part, use the following steps:
1. Hover the mouse pointer over the top right-hand corner of the Web Part you want to delete.
2. Click the drop-down arrow that appears.

Documents DD

(® new document or drag files here

ol D Mame Modified Modified By

There are no documents in this view.

Figure 64 - Edit Web Part

3. Click Delete.

Minimize

Lj': Edit Web Part

Figure 65 - Delete Web Part
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Adding Individual Content Items

When you add a Web Part to a page, you are adding a particular type of content by virtue of the item

or Web Part that you choose in the Ribbon.

1. Click inside the Page Content area and select the zone you want to use (See Figure 66).
Click the Insert tab on the Ribbon (See Figure 66).

3. Click the button on the Ribbon for the item that you want to insert. For this example, a picture

is selected (See Figure 66).

Link  Upload App ‘Web
- File

Audio - Part Part

Media irks Paris

Home

Documents

# EDIT LINKS

Embed

Code

Fmber

Team Documents

-
1]
2]

&) new document or drag files her

4. Using the drop-down menu, select the file location of the picture you want to insert.

Figure 66 - Insert Item

millF
o -4

Picture Video and

- Audio -

From Computer

From Address

From SharePoint

Figure 67 - Select File Location
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5. Click Browse to locate your file.

Upload Image

choose a file

Destination Library

Warsion Comments

Browse... frio file selected

¥ add a5 a new

Site Aszets

Figure 68 - Click Browse

6. Select the File you want to insert and click Open.

Favaorites
B Desktop
%5 Recent Places

J Libraries

* Documents
o Music

. Pictures
& videos

A Computer
& Local Disk (¢
= Shared (birch} (L)
# Shared festorell (M

File name: KSU Mountain Logo

Pictures library

= |AllFiles ¢4

KSL Mouritair

Cancel

Figure 69 - Select File and Click Open

7. The file appears in the Upload Image window. Click OK to upload image to your site page.

Upload Image

Choose = file

Destination Library

Version Comments

Browse... | ¥3U Mountain Logo.png

¥ 4dd as = new version fo exsting ies

ite Assets

Figure 70 - Click OK to Upload Image
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8. The image now appears in the zone you selected. Use the tools on the IMAGE contextual tab to
edit the image as needed directly on the site page.

\GE J SHAR 1 g e i
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Documents

Site Contents

# EDIT LINKS
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(# new document or drag files
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Figure 71 - Edit the Image

9. You can add other elements and parts to your page zones as needed using the various page edit

tabs.

Saving a Page
When you have finished adding content to the page, you have several options for saving the page using

the Page or Format Text tabs:

1. Inthe Ribbon, click the Page tab (See Figure 72).
2. Click the Save drop-down (See Figure 72).

e Office 365 SharePoint q__Kl_;'NNI:'E-s}m'_ -
OTATE [JNIVERSITY

ORMAT TEXT INSERT
Iz FIF Page Histary G = s =
= : =] a < g (4
= &% Page Permissions ~ —— 3 = - B §
Check Cut Edit Renams E-maila Alert Popularity Wake Incoming  Library  View All Tag: &0
* Properties - Fage Delete Page Link Me - Trends Homepage Links Settings Pages Motes
Edit Manage Shars & Track Page Actions Page Library Tags and Motes

Figure 72 - Click Save
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3. You have the following options:
a. Save: Saves the changes to the page and exits edit mode.
b. Save and Keep Editing: Saves the changes made to the page and allows you to keep editing.
c. Stop Editing: Exits edit mode on this page. You will be prompted to save or discard changes.

Edit
E Save
B "
¥ Save and Keep Editing

E Stop Editing

Figure 73 - Save Options

4. If you previously checked out the page, click Check In.

i Office 365 SharePoint

= EH istory o L
D‘ D l;l'l & :z:::r::sions [;l ") G(‘j\ 'l:} IE]‘

Edit §CheckIn Edit Rename E-maila Alert Popularity Make Incoming  Library View All Tags &
- - Properties - Page Delete Page Link Me - Trends Homepage  Links Settings Pages MNotes
Edit Manage Share & Track Page Actions Page Library Tags and Motes

Figure 74 - Check In

5. You will have the following options:
a. Check In: This will check in the page, as well as save and close the page.
b. Discard Check Out: This closes the page without saving any changes.

Check Cut

Check In

rFJJJ '_.Pl

Discard Check Out

Cwerride Check Cut

Figure 75 - Check in Options

Important Note: Once a page has been saved, if it has not been configured to display Pages on the
top link bar or Quick Launch navigation, you will need to access the page by clicking Site Content at
the bottom of the Quick Launch navigation, and then click Site Pages library.
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Editing a Page After Initial Configuration
1. Navigate to the page that you want to edit.
2. Click the Page tab (See Figure 76).
3. Click the Edit button (See Figure 76).

Office 365
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Figure 76 - Edit Page

4. Click in the zone you want to edit.

AsBbocadt A a B

Paragraph Heading 1

Documents

Figure 77 - Click in the zone you want to edit

5. Onthe Ribbon, use the tools on the Format Text tab to edit the text in the zones of the page.
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Figure 78 - Format Text Tools
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6. Use the tools on the Insert tab to insert tables, media, links, files, app and Web parts, or an
embed code in the zones of the page.

aEm 1 ’
HH Office 365 KENNESAW
STATE UNIVERSITY
BROWSE PAGE FORMAT TEXT INSERT
ﬂ | o ua_l T-!"- |
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- - Audic - Video - File Part Part Code
Tables Media Links Parts Embed

Figure 79 - Insert Tab Tools

7. Click the Page tab to save when you have completed editing.

Working with Documents

Documents in SharePoint are stored in containers called Document Libraries, rather than in folders.
Document Libraries, however, can be subdivided into folders, or even other Document Libraries.
Document Libraries are listed in the Quick Launch on the left-hand side of the site window. Clicking on
a Document Library displays the list of documents stored in that library. In addition to the name of the
document, other information about the document, such as the author and the created date, is
displayed. This information is called metadata.

= KEnNESAW
STATE UNIVERSITY \

#22 | Office 365

£ i Warking Site

Working Site
Home: WS 4
Motebook —

- New T Upload

& Quickedit 3 Sync = All Documents
Documents I %
Site Pages Documents
Pages
Site contents M
Recycle bin @  Bookmarks.doce Tuesday a1 545 P
& Edit g CaptivateSettings.docx 1 5:45 PM

@ Charts and Graphsulsx

g Documentdocx

Figure 80 - Document Libraries

Uploading Documents to a SharePoint Document Library
The easiest way to upload files is to to simply drag the file into your document library file list. The file
will automatically be uploaded into your library. To upload using the drop and drag method, use the

following steps:
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1. Inthe Quick Launch panel, click the Document library where you want the document to be
stored (See Figure 81).
Click the file(s) you want to upload (See Figure 81).

3. Dragto any location on the library page (See Figure 81).

Drag the items to any location. Q

D Search Working Site * iallowing [ Share
Working Site
Home =
Motebook ~ =
1 + New T Upload ¢ Quickedit 3 Sync = Al Documents - @
Diocuments ~
Pages
<) Documents
Recycls bin 4 Maine Madified Maodified By +
& Ldit Bookmarks.docy Yesterday at s PM Kay Lyn Brater
CaptivateSettings.docx Yesterday at 545 PM Kay Lyn Prater
Charts and Graphs.xlsx Vesterday 3t 5:45 P Kay Lyni Brater
GRANTS SOP.dock Yesterday af aids P Kay Lyn Brater
- Keyiolio Manual pdf Yosterday ot 345 FM Kay Lyn Prater
Figure 81 - Click and Drag
4. The file is now uploaded to the document library.
Working Site ¢ Following £ Share
A £ 3T
Warking Site
WS
+ New ~» T Upload &2 Quickedit £3 Sync .- = pll Documents v~ @
Documents
Mame Maoditied Modified By =
g My New Documentdocx 3 hours 2go Kay Lyn Prater
O notes 0B 24 16.docx 7 hours ago Kay Lyn Prater
g Project kick off meeting.docx 7 hours ago Kay Lyn Prater

| 8 Recording.docx | 7 hours ago Kay Lyn Prater

Figure 82 - Document Uploaded
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You can also upload files and/or folders by following the steps below:
1. In Quick Launch, click the Document Library where you want your document stored
(See Figure 83).
2. Click Upload (See Figure 83).

Office 365

Kay Lyn Prater ~

o CaptivateSettings.doox

o Charts and Graphs.xlsx

L Search Working Site W Following £ Share
. Working Site
ome W S =
Neoteboaok (-\ 2 : -
- \1, -+ New | T Upload | & Quickedit 3 Sync = All Documents @
Jocuments
Pa 85
L Documents
Site contents
Recycle hin Name Modified Modified By
2 Edit o Bookmarks.door Yesterday at 5:45 PM Kay Lyn Prater

Yesterday at 5:45 PM

Yesterday at 5:45 PM

Kay Lyn Prater

Kay Lyn Prater

g GRANTS SOP.docx Yesterday at 545 PM Kay Lyn Prater

Keyfolio Manual pdf Yesterday at 5:45 PM Kay Lyn Prater

Figure 83 - Click Upload

3. The File Explorer will appear.
4. Select your file(s) from your computer, and click Open.

5]
e ~ Upload + - [ | search upbaa =l
= e

[ e ES

e |

Organize +  New folder

| v

Hame = | Date modfied

. Favortes

B Deskiop

» Recent Paces
+ Downloads

Projects
[ Bookmarks

=B notes_08_24_16

File folder
Microsoft Viord Do...

1/4/2017 11:14 AM
B/10/2016 11:15 AM

Mizosoft Word Do...
. Ubraries off meeting
‘L. Documents
o Music

=i, Pictures
B videos

& Computer
& Local Disk (C:)
- Shared (birch) (I3}
— Shared (kstorel) (M:)
< Training (\Ynasl.winkennes
& Local Disk (G:)
¢ applications (Yinas2) (R:) |
< OwiDrve(kpraters) (U2
~ Scan Folder(kpraterd) (Vi)
# Banner [¥:)

=+ | |
Ll |A|I Files :l

Cpen Cancel |
A

File name; |"Recorc||r.g" notes_08_24 167 "Project kick oft meeting’

Figure 84 - File Upload

Note: Hold CTRL as you click to select multiple files to upload.
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5. The toolbar will display the number of files being uploaded to the document library.

Office 365

L Search Working Site % Following £ share
Working Site
Home W S
Notebook _
+ New v T Upload & Quickedit £3 Sync | ¥ Uploading 3 items I? All Documents @
Documents
B
Pages
= Documents
Site contents
Recycle bin v Name Modified Modified By
£ Edit o Bookmarks.docx Yesterday at 5:45 PM Kay Lyn Prater
1 CaptivateSettings.docx Yesterday at 9:45 PM Kay Lyn Prater
Figure 85 - Uploading Files
6. The file(s) is/are uploaded to the document library.
.-C' Search Working Site * Following £ share
Waorking Site
Hame WS
MNotehook T o= =
F New T Upload &% Quickedit 3 Sync — All Documents M
Documents "
Pages
" Documents
Site contents
Recycle bin ki Maodified Modified By
2 tdit @ notes 0B 24 1o.docx # A few seconds ago Kay Lyn Pratar
o Project kick off meeting.docx # A few seconds ago Kay Lyn Pratar
g Recording.docx # A few seconds ago Kay Lyn Prater
d  Bookmarksdocx Yesterday at 5:45 PM Kay Lyn Pratar
g CaptivateSettings.docx Yesterday at 5:45 PM Kay Lyn Prater
o Charts and Graphsxlsx Yesteeday at 5:45 PM Kay Lyn Pratar

Figure 86 - File Uploaded Successfully

Creating a New Document in a SharePoint Document Library

SharePoint is integrated with Microsoft Word, Excel, PowerPoint, and OneNote. As such, SharePoint
uses these online apps to create new documents. The document will open in the version of Office
Online that is suitable to the file (e.g. Word documents will open in Word Online, etc). Once created in
the online app, if you have Microsoft Office installed on your computer, then you may open with the
corresponding Office program.
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To create a new document:
1. Inthe Quick Launch panel, select the name of the Document Library in which you want to store
the new document (See Figure 87).
Click New (See Figure 87).
3. Alist will appear displaying options to create a new folder, web link, or various types of Office
documents. For example, click Word document. (See Figure 87).

2 Search Werking Site % ol nwing 3 shurs
Working Site
[ larme S S
(2)
Matebook =
W o pload wickedit o8 Sync e = Al Documents - @
N T Upload mickedit  cg S |- Dn L
[ Folder [
Pages _§ Fol
- Docume
Site contents I @8 Word document @
Recycle bin Nami [J5 txcal workhook adified Madified fy
g Bool PowerPoinl presentalion Yastarday a1 345 PM Kz Lyn Pratar
& Edi Book @3 P P k
g Capli @ oneiate notehaok Yaslenfey 4l 545 PM Kty | ypre Fraalsg
g char & ik Vesterday st TASPM Katw Lyr Prater
g GRANTS SOP.docx esterday 31 5615 FM Ky Lyn Frater
Keyiolio Manual. pdf Yesterdey at 545 PM Kay Lyr, Prastey
o notes 0829 16daoc # 15 mirutes ago Fay Ly Fratar

Figure 87 - Create New Document

4. Word Online will open with a blank document ready for you to edit.

Word Online  Working Site Documentl - Saved & Share

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q e ¢ . EDIT IN WORD

aa

-
1
|

libri (Body . % — ~ &= 3= M ™ O Fi
k| Galibii Body) L A == AaBbCc = AaBbce AaBbC AaBbCc AaBbCe = Find
Paste . B I U abe x, x° a¥- _A_- = === :: - 3=- Normal No Spacing Heading 1 Heading 2 Heading 3 i 5.'3‘ Replace
¥ Format Painter

Undo Clipboard Font Paragraph [ Styles [} Editing »
Figure 88 - New Document Created in Word Online
5. To change the document name from within Word Online, simply click the document name.
Word Online Working Site [Documentl] ..A- Share
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q Te 3t ye an EDIT IN WORD
N Galibr Body)) =11 A Al Eris-EEMN ) e | aBbcc AaBDC AaBbCc AaBbce  °find
Paste R B I U ak x, x° a- ﬁv === =~ 3=- Normal No Spacing Heading 1 Heading 2 Heading3s  _ :}‘;;L Replace
¥ Format Painter

] Editing

Undo Clipboard Font Paragraph IF] Styles

Figure 89- Click the Document Name
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6. Enter the new document name (See Figure 90).
7. When you have completed your edits and want to return to the document library, click the site

name next to Word Online (See Figure 90).

Word Online Working :-aits'-lo My Mew Document - Saved 'e ..Q.Share Kay Lyn Prater

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q EDMT IN ' WORD
e 4 =
Calibri (Body -t A A B = = E M o P
i Calibri (Body 1 A " AaBbCc  AaBbce AaBbC AaBbCe AaBbCe o
Pasie , B I U sk x, x' - i . = == T=. =~ rormal Mo Spacing Heading 1 weading 2 Heading 3 28 Replace

Font Paragraph . Styles O Editing -

Figure 90 - Change the Document Name and Return to the Document Library

8. Your new document now appears in the selected SharePoint document library.

e o e
Working Site
+ MNew = T Upldad ¢ Quickedit 3 Sync L = All Documents @
Documents
v Mame Madified Modified by -+
o GRANTS SOP.doox Vesterday al 25 P Kay Ly Frater —]
- Keyfolio Marual pdf Yasterday at 545 P Ky Lyn Prater
g My New Dooument.dook * About A mMinute ago Kay Ly Prater
o notes 08 24 1bdocx 2 haurs 2ga Fraor =

Figure 91 - Your New Document

Opening Documents in a SharePoint Document Library
SharePoint Document Libraries allow you to access your Microsoft Office files and edit them online
with the Microsoft Office Online set of tools, or open the file in the desktop vesion of Microsoft Office.

The following example will demonstrate how to open a Word document in Word Online, then continue
editing the document in the desktop version of Word:

1. Click the document name in the Document Library list.

\Working Site * roliawing £ Share
Ko e,
Working Site
—+ Mew = T Upload & Quideedit 23 Sy ;9 1 itern wasn L deleted = All Documents -~ )
Documents
. Narme Modificd Modifiod By
3 GRANTS SOP.doce Yesterdday al 545 FaA Kay Ly Prster —
- Keyfolio Manual pof Yesterday at 545 P Kay Lyn Prater
3 My New Dooursenl.doc 9 rminules sgn Kty 1 Prastenr
a  notes 08 74 1adook 2 howrss aga Kay Lva Prater =

Figure 92 - Click the Document Name
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2. The document will open in the version of Office Online that is suitable to the file (e.g. Word

documents will open in Word Online, etc). You can preview the document, or choose to edit the
document within your browser. Click Edit Document.

Word Online

Working Site

My New Document Eé Accessibility Mode # Edit Document ~ é‘p Print :-.', Share

Figure 93 - Edit Document

3. Adrop-down menu will appear with the following:

a. Editin Word: If you have Microsoft Office installed on your computer, then the file will

open with the corresponding Office program (See Figure 94).

b. Editin Browser: You can select to edit the document in Word Online, or open the document
in your desktop version of Microsoft Word (See Figure 94).

# Edit Document - E[! Print

@ Edit in Word

Use the full functionality of Microsoft
Word,

ﬁ Edit in Browser
A

Make quick changes right here using
Word Online,

‘_.q_ Share

ta:

Figure 94 - Edit in Word or in Browser

4. When you have completed your edits and want to return to your document library, click the
SharePoint site name next to Word Online.

Word Online | Working Site

My New Document - Saved

1.-.. Share
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q g do EDIT IN WORD
lle - -
libri (Bod .11 N . s & 3= M W D i
H Bl oy 2.zl A G w AsBbcc | AaBbcc AaBDC AaBbCc AaBbCe el
Paste ) B I U ak x, x - == = = 1=- 3=- Normal No Spacing Heading 1 Heading 2 Heading 3 3 Replace
~ Format Painter ‘
Undo Clipboard Font paragraph 7] Styles Editing A

Figure 95 - Click the Site Name

5. You will be returned to your document library.

Page 48 of 64




6. You can also open a document in the library by:
a. Clicking the space to the left of the document to select it (See Figure 96).
b. Clicking Open to reveal a drop-down with more options (See Figure 96).

Working Site Y Following £ Share

Working Site

(b)
Tt
@ Open | &3 Share @ Getalink 4 Download oy 1 selected X ©
=]
Name @8 Open in Word Online Modified Modified By
a Book m Open in Word Yesterday at 545 PM Kay Lyn Prater
@ o | CaptivateSettings.docx VYesterday at 5:45 PM Kay Lyn Prater
a Charts and Graphs.xlsx Yesterday at 5:45 PM Kay Lyn Prater
u Document.docx 3 hours ago Kay Lyn Prater

Figure 96 - Open a Document

7. When selecting Open in Word as in this example, a window will appear asking if you want to
open the file. Click Yes.

icrosoft o El

Some fies contain viruses that can be harmful to your computer, tis
£ ! mportant to be certain that this fie is from a tustworthy source,

Do you want ta open this file?
Program: Microsoft Weord

Address:

I Yes I o

Figure 97 - Open Filde

8. The document will open in your desktop version of Microsoft Office.

Document Check Out

If the document library has been configured to require document check in and check out, before you
can edit a SharePoint document, you must first check out that document. Checking out a document
prevents anyone else from editing the document until you check the document back in. Once the
document is checked in, the document becomes available again to be checked-out by someone else. In
addition, all changes made by the person who checked-in the document are now visible to others.
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To check out a document:

1. Place a check mark in front of the document you want to check out (See Figure 98).
2. Onthe Toolbar, click the ellipses to reveal the options drop-down menu (See Figure 98).
3. Inthe resulting drop-down menu, click Check out (See Figure 98).
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[y Copyto
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Kay Lyn Prater

Kay Lyn Prater
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Figure 98 - Check Out Document

4. The icon next to the document selected now appears with a green and white arrow on it,

indicating that it is checked out.

Working Site
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[ P
* Following &4 Share

OE Open ~ &3 Share % Getalink 4 Download
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Figure 99 - Checked Out Document Icon

5. Click the document to open in the online application.
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Document Check In
To check in a document:

1. Place a check mark in front of the document you want to Check in (See Figure 100).

2. On the Ribbon, lick the ellipses to reveal the options drop-down menu (See Figure 100).

3. Inthe resulting drop-down menu, click Check In (See Figure 100).

Working Site

Working Site

W Following é_o} Share

(2)
@ Open v &2 Share @ Getalink L Download vk 1 selected X @
g Bookmarks.doox il Delete Kay Lyn Prater
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@ Documentdook D Copyto Kay Lyn Prater
@  GRANTS SOP.doc & Rerame Kay Lyn Prater
A Version history
Keyfolio Manual.pdf Wl Weoom ibaey Kay Lyr Prater
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Figure 100 - Document Check In
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4. If the document library has been configured to save major and minor revisions, the Check in

window opens providing options for checking-in the document version.

a. The version type defaults to a draft or minor revision. To change to a major revision, click

the radio button to the left of Major version (See Figure 101).

b. If you want others to be able to view your most recent changes, but you want to continue

editing, click Yes to retain your check out. Otherwise leave the default setting of No

selected (See Figure 101).

c. Type comments describing what has been changed in the current revision (See Figure 101).
d. Click OK to continue (See Figure 101).

bt
Check in
Version
1 : 3 i What kind of version would you like to check in?
Select the type of versian you would like to check in.
@ 11 Minor version (draft)
0 20 Major version (publish)
Retain Check Cut
5 untl y L B Retain your check out after checking in?
changes until you check in. If
0. you can retain your check ot ™ Yes @ No
Comments
) Comments:
Type comments describing what has changed in this
version
CK Cancel
Figure 101 - Check in Window
5. The document is now checked in and the icon is removed from the document.
Documents
Narme Modified Maodified By
@ GRANTS SOP.docx Yesterday at 5:45 FM Kay Lyn Prater -
Keyfolio Manual.pdf Yesterday at 5:45 PM Kay Lyn Prater
2 My New Document.docx # 9 minutes ago Kay Lyn Prater
o notes 08 24 16.docx 2 hours ago Kay Lyn Prater =

Figure 102 - Document Checked In
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6. If you do not want to save a version of the document, in the drop-down menu, click Discard

check out.

Name
@ Bookmarks.docx
o CaptivateSettings.docx
8 Charts and Graphs.xlsx
@ Document.docx
@  GRANTS SOP.docx
Keyfolio Manual.pdf
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O notes 08 24 16.docx
@ Project kick off meeting.docx

g Recording.docx
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Share

Get a link
Download
Delete

Pin to top
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Copy to

Rename

Version history

Alert me

More

Details

Modified By

Kay Lyn Prater
Kay Lyn Prater
Kay Lyn Prater
Kay Lyn Prater

Kay Lyn Prater
Properties

Workflow

Campliance details

I Discard check out I

Check in

Kay Lyn Prater

Figure 103 - Discard Check Out

If the document library is configured to save only major revisions of the document, the Check in box

opens only with a Comments section.

1. Enter a comment to describe what has changed in the current version being saved.

2. Add your comments and click Check in.

Check in

Comments

Figure 104- Check In
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Maintaining Document Versions

When versioning is enabled for libraries and lists, this allows tracking and management as things evolve
in the library or list. You may view earlier versions of items and revert back to a prior version if needed.
When versioning is configured for a document library, documents stored in that library are assigned
versions when they are checked-in. Versioning can be set to create strictly major versions, or, major
and minor versions. A major version is usually one that is ready for a larger group to see and review,

whereas a minor version is a draft that someone is still working on.

A document can be edited only by those who have permissions to do so. If versioning has been applied
to the document, a user who has editing permissions will, by default, see the most recent minor

version of the document; a user who has only read permissions will see the most recent major version

To open a specific version of a document:

1. Place a check mark in front of the document for which you want to view version history

(See Figure 105).
On the Toolbar, click the ellipses (See Figure 105).

3. In the resulting drop-down menu, click Version history (See Figure 105).
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Keyfolio Manual.pdf

Maodified By

Kay Lyn Prater
Kay Lyn Prater
Ky Lyn Prater
Kay Lyn Prater
Kay Lyn Prater
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1 selected 3¢ o

Figure 105 - Version History

4. The Version history window displays each version of the document, including date modified,

modified by information, and any comments entered for the revision.
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5. Click the version date you want to open.

Version history

Delete All Versions

Ne. +

3.0

2.0

1.0

Madified

1/4/2017 3:18 PM

1/4/2017 3:17 PM

1/4/2017 11:50 AM

Modified By

Kay Lyn Prater
Kay Lyn Prater

Kay Lyn Prater

Size

16.5 KB

16.3 KB

16.3 KB

Comments

Figure 106 - Version History Information

Note: You should only modify the latest version of the document.

6. The document will open in the corresponding desktop application (versioning is not available in

the online applications). The following options will be displayed:

a. Click Compare to review a comparison of the document revisions (See Figure 107).

b. Click Restore to make the previous version the latest revision (See Figure 107).

Toaols WView

PREVIOUS VERSION To make this previous version become the latest version, click Restore.

This is version 1.

a

Document, backup version [Read-Only] - Word

(b

Figure 107 - Version Options
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7. When selecting Compare, all versions of the document are displayed in the application.

| Imisisversion1.a
L

[TTTE—R——Y ]

[

This

i varsice 1.9

Figure 108 - Document Version Display

Note: If document check in and check out is configured as required, you must check out the document

before making any modifications to the versioning.

Moving and Copying Documents
Moving Files into Folders
1. To create the new folder:

a. Click New in the toolbar (See Figure 109).
b. Inthe resulting drop-down, click Folder (See Figure 109).

ﬂﬁ Word document
Name B8 Excel workbook
g Capti m PowerPoint presentation
4 Capti m CneNote notebook
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Medified
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. [ Falder @ o
Special P

Figure 109 -

Create Folder
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c. Enter a name for the folder (See Figure 110).
d. Click Create (See Figure 110).

Figure 110 - Enter Folder Name

e. The folder is displayed in the document library.

2. To move a file into a folder, simply drag it on top of the desired folder, then release. The file will

be moved into the folder.

Office 365

53 search Wicrking Site

., Warking Site
e ~ -
WS
Metebook =
@ Open »/  £2 share @ Getalink L Download  [i] Lelete = pintotop

Documants

Special Project Documents

Name

Captivate

Sita contents.

Rreyrlr hin CaptivateracHoeys.

& @ o Capvanseiingdo

# 17 mirutes age Kay Lyn Prater

g comversionxlss

Lsefected

Figure 111 - Left-Click and Drag Files on to Folders

3. You can also select multiple files by clicking the space to the left of the file, then dragging the

group to the folder.

Moving Files from One Folder to Another
1. Select the files to move (See Figure 112).
2. Click Move to in the toolbar (See Figure 112).

Working Site

il Delete I [F Move to !_—ﬁ Copy ta

Documents

MName

Archive

Projects

Tesl Scripts

GRANTS SOP.docx
notes 08_24_16.docx

Project kick off meeting.docx

Figure 112 - Move To
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3. File location options will appear to the right. Click a folder destination (See Figure 113).
4. Click Move here (See Figure 113).

Move 3 items X

Place: » Documents

Choose & destination
8% Archive I
Projects

Test Scripts

3 New folder

Figure 113 - Move Files to Destination

Copy Files from One Folder to Another
1. Select the files to move (See Figure 114).
2. Click Copy to in the toolbar (See Figure 114).
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o et MName

@ o GRrRANTS SOPdocx
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Figure 114 - Copy To
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3. File location options will appear to the right. Click a folder destination (See Figure 115).

4. Click Copy here (See Figure 115).

Copy 3 items

Place: » Documents

Cheoose a destination

Archive

Projects (3)

Test Scripts

Copy here ! o

Figure 115 - Copy Files to Destination

Using File Explorer to Move or Copy Between Libraries

The File Explorer view allows you to drag and drop files into your library, create folders, move and copy
files, and delete files in your library. It is only available using Internet Explorer. The following explains

how to use View in File Explorer:
1. Navigate to the document library containing the files you want to copy or move
(See Figure 116).
Click the All Documents drop-down (See Figure 116).
Click the View in File Explorer (See Figure 116).

Site Pages

Documenls

Special Project Documents
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7 it
2 B lest Scripts % 28 minuites 2go Kay Lym frater
3 Documentdoc Yestorday at 318 PM Kay Lyn Prater

Wiew in File bxplorer

< All Documents

Mew View

Save view

Edit currant view

Figure 116 - View in File Explorer

4. A Microsoft File Explorer window opens for the original library.

5. Navigate to the document library to which you want to copy or move the folders and/or files.

6. Follow steps 2 and 3 above.
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7. Now you have two Explorer windows open—one for the origin library (See Figure 117)
and one for the destination library (See Figure 118). Highlight the Files and Folders

you want copy or move.
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Figure 117 - Origin Library Figure 118 - Desination Library

8. To move files:
a. Dragthe highlighted files to the destination library location and drop in the open Exlorer

window.

£

Organize = MNew folder

Favarites

B Desktop = = [y p—
| his folder s empty.
=» Recent Places | W’

. Libraries =
= Move ta Applications
R TRt Vove to Applications

4. Music
= Pictures
B \ridane
0 items

Figure 119 - Drag and Drop Files to Destination Library

b. The files are moved from the origin library to the destination library.
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9. To copy files:

c. Right-click the highlighted files in the origin library and select Copy in the drop-down list.

= Convert to Adobe FDF
& Combine files in Acrabat..

&d 5can with System Center Endpoint Protection..
Send to
Cut
| cooy |
Create shortout

Delete
Rename

Properties

Figure 120 - Click Copy

d. Right-click inside the destination library window and select Paste.

View 4
Sort by »
Group by 4

Refresh

Customize this folder...

I Paste
asie snoricut

Undo Copy Ctri+Z

New 4

Properties

Figure 121 - Select Paste

Searching for Documents and Pages

You can search the site for content by using the Search box that is on each page of a SharePoint site.

You can search for files by using the Find a file search box on your document library pages. The Search

box contains a drop-down box to allow you to choose what type of content you are looking for while

the Find a file search box searches the particular library you are in for key words entered.

Searching in a Site

When you are looking for content, but are not sure where it is located, start your search at the highest

site where you think the information might reside. You can then refine the results in order to find the

information. You can look for content by entering keywords or a specific phrase.

1. Go to the site you want to search. Site search results do not include content on a parent site or

on adjacent sites. Make sure you're at the top site for the search results you want.

Search this site « O

Figure 122 - Search this site

Page 61 of 64



2. Type the word or phrase that you want to look for (See Figure 123).

3. Inthe search box, click the drop-down arrow, to select how to search (See Figure 123).

Everything
People
Conversations

This Site

Figure 123 - Select What and How to Search

4. In the search drop-down box, you have four options:
a. Everything: Searching everything in the site collection. You will have filter options based on
conent type, author, modified date, etc.

b. People: Uses delve to search for people in your site collection with content containing the

word or phrase entered.

c. Conversations: Conversations are not currently enabled on any KSU SharePoint site.
This Site: Searching all site content for the word or phrase entered. You will have filter
options based on conent type, author, modified date, etc.

5. In this example, we will search the site. Click This Site.

6. Click Search.

Training > O

Everything

People

Conversations

This Site

Figure 124 - Click This Site

Training '

Figure 125 - Click Search
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5. The Search Results window will appear.

a. The documents containing content related to the term you entered will appear on the right.

Simply click on the content link to open the document (See Figure 126).

b. Inthe Quick Lauch window to the left, click on an item listed in Result type or Author to

limit your results (SeeFigure 126).

Training fé\
E> Search i
(b)

Result type Training 'O

Praference for results in English -

5 ... DwiPzy Training 1014l . OwlPay
g .. DwiPay Training

Pay 101 Training potx

red & Marksting Stage, before the actusl
v of training material, one voice shoult

st ePro Project Training Plan_ €54 Fesdbac

SHOW MORE

v Hassman and Evan Atkin, ITS .. Training Objectives .. Log ir
Srant system with a training accourt .. Link 15 availzble

Madified date

ysteme and Services is
Training by Information

its/teltl.. Training Materials/Training_ppbappv

Figure 126 - Search Results Window

Searching in a List or Library

When you're sure that the content you are looking for resides in a list or library, start the search on the

page where the list or library resides.

Connecting a Calendar or List with Outlook

You can synchronize calendars and lists with Outlook and make them available offline through Outlook.

The following explains how to synchronize a calendar:
1. Select the calendar or list in SharePoint Quick Launch.
2. Click the Calendar tab (See Figure 127).
3. Inthe Ribbon, click Connect to Outlook (See Figure 127).

i RIS
_ ( 3 ) ) SHARE =
™ Day ﬁ e -gs—| Tl Create View Current View: le Export to Excel Ediit List
v == fusna: 21
P week _l—' ""—l d D\ Modify View . | Catendar - il = Open with Access 5} Form Web Parts »
Expand Collapse Cal Connect ta
EA Month Al Al Querlay [ Creste Courn Outiook
Scope Expand Manage Visws Ti Connect & Export e L Sattin

Figure 127 - Connect to Outlook
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4. Click Yes in the dialog box. Outlook opens and displays the calendar or list that you
synchronized.

Pl

e Connect this SharePoint Calendar to Outlook?
als
You should only connect lists from sources you know and trust.
SharePoint Training - Calendar

https://kennesawedu.sharepoint.com/sites/LTAO/Kay/Lists/

To configure this Calendar, click Advanced.

Advanced... | Yes Mo I

Figure 128 - Connect to Outlook

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu
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