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LESSON 1
Working with Sites

Topics Covered

 Site Templates.

 “Out-of-the-Box” Site Templates.

 Creating a new site using Site Templates.

 Creating a Project site.

 Creating a Team site.

 Managing the sites listed in the top link bar.

Introduction

All SharePoint content is accessed through a site. A SharePoint site is the container for lists and libraries
and provides a starting point for basic administration. The content, lists, libraries, and basic look and
feel of a site is initially determined by the Site Template used to create the site.

❋

1.1. Site Templates

The version of SharePoint determines the initial list of site templates available to create new sites. The
following is a list of child site templates available from a Team Site created in SharePoint 365.

Team Site
Project Site

Additional Site Templates can be made available in any installation of SharePoint by creating custom
templates.

❋
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1.2. Creating Sites

 1.2.1. Creating a Team Site

In this walk-through, you will learn to create new child sites using the Team Site template.

1. Create a new child site named “Marketing” using the Team Site template.

A. Click the Site Contents link in the Settings menu.

B. Click the new  link and choose Subsite.
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NOTE: If you use a different template you may need to go to the Subsites section
and click New Subsite.

C. Type “Marketing” in the Title field and “marketing” in the URL name field. Ensure
that the Team Site(No Microsoft 365 Group) template is selected in the Select a
template: option.
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D. Scroll down and note the options available for permissions and navigation. Leave
the options at their default settings and click the Create button to complete the
process.
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Navigation Settings

In a later walk-through in this lesson, you will learn how to change the
navigation settings of the Marketing site. In a later part of this course, you
will change the permissions.
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E. You will automatically be navigated to the Home page of the new Marketing site.
If you have not done much customization to the parent site it’s hard to tell that this
is a different site.

2. View the lists and libraries that come with the Team Site template.

A. In the Marketing site, click the Site Contents link in the Quick Launch menu.
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B. Take a few moments to look through the Lists and Libraries created by default from
the Team Site template.
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3. Create a new child site to Marketing using the Project Site template.

A. Click the new  link at the top of the page and choose Subsite.
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B. Type “Project X” in the Title field and “projectx” in the URL name field. Choose
Project Site from Select a Template. Click the Create button to complete the process.

4. Explore what comes with the Project Site template.

A. Note that the Project Site home page has a Project Summary view.
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B. Click the Site Contents link in the Project X Quick Launch menu.
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C. Notice the addition of the Tasks list that was created by default as compared to the
Team Site template used earlier.
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❋

1.3. Site Navigation

 1.3.1. Managing Site Navigation

This walk-through will explore current navigation settings between parent and child sites. The
walk-through will then modify the child sites to share navigation links with their parent.
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1. Verify that both the Project X and the Marketing sites have separate top link bars and Quick
Launches.

A. Verify that you are currently in the Project X home page by clicking the Project X
link in the top link bar.

B. Note that there are no additional links in the Top link bar of the Project X site.
C. There is currently no obvious way to navigate back to the parent site Marketing

from the child site Project X. To navigate back to Marketing, remove the text in
browser’s address field back to “Marketing” as shown in the screen capture.

D. Note that now the Top link bar has a Marketing link as well as a Project X link.
Also note that the Quick Launch Menu lists only content from this site.
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E. Just as before, there is yet no obvious way to navigate to the parent site of Marketing.
To navigate back to Sample Site, the root site, remove the text in browser’s address
field back to before “Marketing” as shown in the screen capture.
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F. Note that the root parent site currently has the two links in the Top link bar as
shown in the image. The Sample Site link in this site’s Top link bar links to the
Home page for this site. Additionally, the Quick Launch Menu only has links for
content within this site.

2. Configure the Project X site to share the Top link bar of its parent site Marketing.

A. Navigate to the Project X site by first clicking the Marketing link in the Top link
bar of the root parent site and then clicking the Project X link in the Top link bar
of the Marketing site.

B. Within the Project X site, click the Settings button and select the Site Settings link
from the menu.
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C. Click the Top link bar link under the Look and Feel group on the Site Settings
page.

D. Click the Use Links from Parent link on the Top link bar settings page.
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E. Click the OK button on the Message from web page dialog window warning us
that our current Top link bar links will be deleted.

F. Verify that now the Project X site has the same Top link bar as the parent Marketing
site.

G. Note we are not done yet, we will need to manually navigate back to Marketing for
the next step.

3. Configure the Marketing site to share the Top link bar of its parent site.

A. Within the Marketing site, click the Settings button and select the Site Contents
link from the menu.
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B. Click Site Settings from the top menu.

C. Click the Top link bar link under the Look and Feel group on the Site Settings
page.
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D. Click the Use Links from Parent link on the Top link bar settings page.

E. Click the OK button on the Message from web page dialog window warning us
that our current Top link bar links will be deleted.

F. Verify that now the Marketing site has the same Top link bar of the parent. Note:
We will edit the home page of the Marketing site later and you will learn to create
links. Links can help you customize and add in navigation that might be missing.
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 Exercise 1: Creating Team Sites
 10 to 15 minutes

In this exercise, you will create a new site based on the Team Site template in the class sample site. In
addition, you will test and modify the navigation options from parent site to child site.

1. Create a new child site using the Team Site template.

A. Click the Site Contents link in the Quick Launch menu.

B. Click the new  link and choose Subsite.
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C. Type “Accounting” in the Title field and “accounting” in the URL name field.
Ensure that the Team Site template is selected in the Select a template: option.
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D. Scroll down and note the options available for permissions and navigation. Set
Navigation Inheritance to Yes and click the Create button to complete the process.
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E. You will automatically be navigated to the Home page of the new Accounting site.
If you have not done much customization to the parent site it’s hard to tell that this
is a different site.

LESSON 1: Working with Sites | 23



2. Explore the content of the new child Accounting Team Site.

A. In the Accounting site, click the Site Contents link in the Quick Launch menu.
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B. Take a few moments to look through the Lists and Libraries created by default from
the Team Site template.
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3. Navigate back to the root parent site.

A. There is currently no obvious way to navigate back to the parent site class sample
site from the child site Accounting. To navigate back to Accounting remove the
text in browser’s address field back to before “Accounting” as shown in the screen
capture.

B. Note that the new Accounting site has a link on the parent site’s top navigation bar.
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Conclusion

In this lesson, you have learned:

What Site Templates are.
About the different types of Site Templates that come “out of the box” with SharePoint.
How to create a new site using Site Templates.
How to create a Project site.
How to create a Team site.
How to manage the sites listed in the top link bar.
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LESSON 2
Page Content

Topics Covered

 Site pages.

 Wiki pages.

 Adding content to the Team Site Home page.

 Changing the layout of the Team Site Home page.

 Creating a Site page.

Introduction

SharePoint offers a couple of ways to add content to the pages in a site. The latest technique and the
one implemented by the Team Site template is through site style pages. Other methods include wiki
pages and the use of Web Parts and Web Part pages which have been a part of SharePoint since the
beginning and are not used much anymore.

❋

2.1. Site Pages

 2.1.1. Editing the Team Site Home Page

This walk-through will show you how to edit the Home page of a team site.  This walk-through will
use the Class Sample team site created in an earlier walk-through. Sites based on the Team Site template
store their default Home page in the Site Pages library that is an instance of a wiki library. The
walk-through explores some of the tools available to site pages by modifying the site’s Home page.

1. Navigate to the team site in your browser.

2. Click Edit.
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3. Click News. You will have options for this Web Part. Please review.
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A. Move Web Part.

B. Edit Web Part.

C. Duplicate Web Part.

D. Delete Web Part.

4. Notice the + to add a section. Click to see options and you may choose a section layout.

5. Click the X to cancel.
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6. Click an existing section and review the options.

A. Edit Section.
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B. Move Section.

C. Duplicate Section.

D. Delete Section.

7. Once you make changes you will need to Republish to save and make the new updates live
to the audience.
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8. Another option is to Save as Draft which will save the changes but the audience does not see
the new updates yet. Only those with security rights to see draft status files.

9. Changes may also be discarded by clicking Discard Changes to return the page to pre-edit
content.

❋
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2.2. Wiki Library Pages

 2.2.1. Create a new Wiki Page

This walk-through will show you how to create a new Wiki page in the Marketing team site created
in an earlier walk-through.

1. Navigate to the Marketing team site in your browser.

2. In Pages Library, click New and choose Wiki page.

3. Name page "Sample page" and click Create.
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4. You might need to click the EDIT link located below the Settings cog icon if your page was
already made.

5. Click the INSERT tab to open the toolbar. Click the Picture drop-down link and choose
From Computer in the list.

6. In the Upload Picture dialog form click the Browse button to open the Choose File to
Upload dialog window.

36 | LESSON 2: Page Content

EVALUATION COPY: Not to be used in class.



7. Navigate to the course files folder you downloaded and select the ocean.jpg file or choose
an image you have available. Click the Open button to complete the file selection.

8. Note image may be to large. Use image tab to make the image the correct size.
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9. Click the OK button to complete the image upload. Note that the file will be loaded to the
Site Assets library by default.

10. With the Marketing site’s new page still in edit mode, click the Format Text tab to open the
toolbar. Click the Text Layout drop-down button and select One column with sidebar from
the menu of options.
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11. Add text above the image added earlier by hovering and click just to the left of the image so
that the insertion point is located right next to the image. Type the following text to the left
of the image: Marketing Rules!
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12. Highlight the text we just typed, “Marketing Rules!” and click the Heading 1 option from
the Styles area of the Format Text toolbar.
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13. Add a link to the new, make sure page is still in edit mode hover and click to add your insertion
point just below the “Marketing Rules!” text.

14. On the new line type the following: [[. A menu will open after you type the second “[”, select
List: from the menu.

15. From the second menu, select Site Assets/ from the list.
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16. A matching set of “]]” should be automatically added to the end of what we entered in the
previous steps. The completed link should look similar to the following image.

17. Click the Save button on the toolbar to save your changes.

A. Verify the wiki style link to Site Assets works by clicking it. It should take you to
the Site Assets library.
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 Exercise 2: Working with Site Pages
 15 to 25 minutes

In this exercise, you will edit the home page for the Accounting site.

1. Go to the Accounting site.

2. Click Edit to enter edit mode.

3. Remove Activity Webpart from the home page.

A. Click Activity area.
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B. Delete Webpart.

4. Add a new Webpart.

A. Locate and click the +. Hover where you want to add the webpart and the + will
appear if a webpart may be added here.

B. Scroll down to locate and click Document Library.
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C. Choose one of the Document Libraries available.
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D. Edit webpart.

E. Hide Comand bar and click Apply.
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F. Close Document Library options.
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5. Republish page.

6. Confirm message box and click Republish.
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Conclusion

In this lesson, you have learned:

What site pages are.
What wiki pages are.
How to add content to the Team Site Home page.
How to change the layout of the Team Site Home page.
How to create a Site page.
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LESSON 3
Site Columns and Content Types

Topics Covered

 Site Columns.

 Content Types.

 Site Columns.

 Content Types.

 Creating a document template for a Content Type.

 Assigning a Content Type to a list or library.

 Creating new items based on a custom Content Type.

Introduction

One method of customizing SharePoint, in a way that can be reused throughout the site or site collection
or even the whole farm, is to create Site Columns and Content Types. Site columns are the simplest
element; they are essentially the same as list and library columns except that you create them at the site
level and then they can be used throughout that site and any child site. Content Types are a combination
of Site Columns as well as additional settings and information such as document templates and
workflows. Content Types, once created, can then be linked to lists and libraries.

❋

3.1. Site Column Gallery

 3.1.1. Explore the Site Column Gallery

This walk-through will explore the columns available in the Site Column Gallery. Please note that
based on your installation and security settings, you may not be able to try all of the features you see
below.

1. Open a browser window if it is not already open and navigate to your Class Sample site.
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2. Click the Settings menu and select the Site Contents option from the list.

3. Click Site Settings.

4. Click the Site Columns link in the Web Designer Galleries group on the Site Settings page.
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5. Take a few minutes to browse the list of Site Columns and their groupings. The image below
is a partial list of Site Columns.
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6. Leave the Site Columns gallery open for the next walk-through.

❋

3.2. Creating Site Columns

 3.2.1. Create a Custom Site Column

In this walk-through, you will learn how to create a custom Site Column. Follow the steps in the
previous walk-through to navigate to the Site Column gallery.

1. Click the Create link at the top of the Site Column gallery.

2. Enter Favorite Colors in the Column name field and select Choice (menu to choose
from) from the The type of information in this column is: option field.
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Column Type Choices

Note that the column type choices are the same as for creating list or library columns.
The main difference with Site Columns is that they can be reused on multiple lists and
libraries throughout the site.

3. Note in the Group region you are leaving the default setting set to Existing Group and
Custom Columns

4. Scroll down the Site Column page and enter some color values in the list box field labeled
Type each choice on a separate line. Use the following image as a guide for what to enter.
Note that you may remove Red from the Default area.
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5. Click the OK button at the bottom of the form to save your work.

6. If you scroll down the list of Site Columns, you will find the new column Favorite Colors
under the Custom Columns group.
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 3.2.2. Add a Site Column to a List

In this walk-through, you will learn how to add a Site Column to a SharePoint list. This walk-through
will use the Demo List that was created in an earlier walk-through but any list or library would work.

1. Click the Demo List link on the Site Contents.

2. Click the Settings to open List Settings button.
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3. Scroll down the List Settings page and to the Columns region.

Careful Deleting

4. Click the Add from existing site columns link under the list of columns.
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5. In the Add Columns from Site Columns page, change the Select site columns from
drop-down field to Custom Columns, and click the Add button to move the Favorite Colors
column to the Columns to add list.
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6. Click the OK button to save our change back to the list’s columns.

7. Navigate back the items view of the Demo List by clicking the link in the Quick Launch
menu or in the breadcrumbs.

8. Click the new  button in the list to create a new item and test the Site Column.

9. Verify in the Demo List - New Item form that the Favorite Colors drop-down list has the
colors that you defined in the Site Column. Click the Cancel button to close the form without
saving.
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❋

3.3. Site Content Type Gallery

 3.3.1. Explore the Site Content Types Gallery

This walk-through will explore the content types available in the Site Content Types Gallery.

1. Open our browser if it is not already open and navigate to your Class Sample team site.

2. Click the Settings menu and select the Site Contents option from the list.

LESSON 3: Site Columns and Content Types | 61



3. Click the Site Settings link.

4. Click the Site content types link in the Web Designer Galleries group on the Site Settings
page.
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5. Take a few minutes to browse the list of Site Content Types and their groupings. The image
below is a partial list of Site Content Types.

6. Leave the Site Content Types gallery open for the next walk-through.

❋
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3.4. Creating Content Types

 3.4.1. How to Create and Use Content Types

In this walk-through, you will learn to create a custom content type and apply it to a new document
library.

1. Follow the previous demonstration to navigate to the Site content types gallery.

2. Create a new content type in the Sample Class Site that extents the Document content type.

A. From within the Site Content Types gallery page, click the Create link at the top
left of the page.

B. In the New Site Content form, use the following information to complete the form.

DataField

Type “Work Order”Name:
Type “Contoso custom content type for work orders”Description:
Select Document Content TypesSelect parent content type from:
Select DocumentParent Content Type:

The completed form should look similar to the following image.
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C. Click the OK button to complete the new content type creation process.

3. Add columns to the new Work Order content type.

A. Click the Add site columns below the Site Columns region. Choose Add from
existing site columns.

B. In the Add Columns to Content Type form, select Core Task and Issue Columns
in the Select columns from drop-down box. From the Available columns list box,
choose both Due Date and Date Completed, and then click the Add button to add
them to the Columns to add list box.
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C. Click the Save button to complete adding the site columns to the Work Order
content type.
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4. Assign a document template to the new Work Order content type.

A. Click the Advanced settings link.

B. Click the Upload a new document template option on the Advanced Settings page
and then click the Choose File button to find the file.

C. Navigate to the folder you downloaded the class files to and select the Work_Or
der.docx file. You may also choose a file of yours to use. Click the Open button
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to complete the file selection. NOTE: If you do not have security permissions you
may skip this step, again Please note that based on your installation and security
settings, you may not be able to try all of the features you see in this guide.

D. Click the OK button on the Advanced Settings page to save your changes to the
Work Order content type.

5. Add the Work Order content type to the Documents document library.

A. Click the new Documents document library.

B. Click the Library Settings on the Settings.
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C. Click the Advanced Settings link on the Document Library Settings page in the
General Settings region.
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D. Click the Yes option under the label Allow management of content types? and
then click the OK button at the bottom of the page to save the change.

E. You should now see a Content Types region that was not being displayed before
you made the change in the previous step.
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F. Click the Add from existing site content types link at the bottom of the Content
Types region.

G. In the Add Content Types form, select Custom Content Type in the drop-down
box labeled Select site content types from. Select Work Orders in the list box
labeled Available Site Content Types and click the Add button to move it to the
list box labeled Content types to add. Click the OK button to save your changes.
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6. Add a new document to the Document library based on the Work Order content type.

A. Click the Document link in either the Quick Launch menu or the Site’s
Breadcrumbs to take you to the Browse view of the Documents library.

B. Click the New to open the list and choose the Work Orders option.
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C. Microsoft Word Online will open a new document based on the template we loaded
into the Work Orders content type. NOTE: If you were unable to upload a template
due to permissions, your page will be blank.
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 Exercise 3: Creating and Working with
Content Types

 10 to 15 minutes

In this exercise, you will learn to create Content Types and Site Columns. Additionally you will learn
how to associate a document template with a content type based on the Document parent content
type.

1. Create a new Content Type for the Sample Class Site.

A. Open your browser if it is not already open and navigate to your root team site.
B. Click the Settings menu and select the Site Contents link.

C. Click Site Settings.
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D. Click the Site content types link within the Web Designer Galleries group.

E. Take a moment to read through the list of default content types. Note how they are
grouped and there is a parent column that lists the parent content type of each
individual content type.

F. Click the Create link at the top of the list of content types.
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G. In the New Site Content form, use the following information to complete the form.

DataField

Type “Employee Reviews”Name:
Type “custom content type for employee reviews”Description:
Select Document Content TypesSelect parent content type from:
Select DocumentParent Content Type:
Type “Custom Content Types”Choose group:

The completed form should look similar to the following image. Click the OK button
to complete the new content type creation process.
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2. Add columns to the new Employee Reviews content type.
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Click the Add from existing site columns link below the Columns region on the
Site Content Type Information page.

A.

B. In the Add Columns to Content Type form, select Core Contact and Calendar
Columns in the Select columns from drop-down box. From the Available columns
list box, choose both Full Name and Job Title then click the Add button to add
them to the Columns to add list box. Click the Save button to complete adding the
site columns to the Employee Reviews content type.
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3. Assign a document template to the new Employee Reviews content type.
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Click the Advanced settings link under the Settings region on the Employee
Reviews content type information page.

A.

B. Click the Upload a new document template option on the Advanced Settings page
and then click the Choose File button to find the file.

C. Navigate to the folder you downloaded the class files to and select the Emp_Re
view.docx file. You may also choose a file on your computer instead. Click the
Open button to complete the file selection.
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D. Click the OK button on the Advanced Settings page to save your changes to the
Employee Reviews content type. NOTE: You may receive an error due to permissions
and you may skip this step of adding a template.
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 Exercise 4: Adding a Content Type to a
Library

 10 to 15 minutes

In this exercise, you will learn to associate the custom content type you built in the previous exercise
with the Document Library.

1. Click the new Documents document library.

2. Click the Library Settings on the Settings  .
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3. Click the Advanced Settings link on the Document Library Settings page in the General
Settings region. NOTE: This step may not be needed if you had previously performed this
task. Skip to step 6.
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4. Click the Yes option under the label Allow management of content types? and then click
the OK button at the bottom of the page to save the change.

5. You should now see a Content Types region that was not being displayed before you made
the change in the previous step.
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6. Click the Add from existing site content types link at the bottom of the Content Types
region.

7. In the Add Content Types form, select Custom Content Type in the drop-down box labeled
Select site content types from. Select Employee Review in the list box labeled Available
Site Content Types and click the Add button to move it to the list box labeled Content types
to add. Click the OK button to save your changes.
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8. Add a new document to the Document library based on the Employee Review content type.

A. Click the Document link in either the Quick Launch menu or the Site’s
Breadcrumbs to take you to the Browse view of the Documents library.

B. Click the New to open the list and choose the Work Orders option.
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C. Microsoft Word Online will open a new document based on the template we loaded
into the Employee Reviews content type. NOTE: If you were unable to upload a
template due to permissions, your page will be blank.
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Conclusion

In this lesson, you have learned:

About Site Columns.
About Content Types.
How to create Site Columns.
How to create Content Types.
How to create a document template for a Content Type.
How to assign a Content Type to a list or library.
How to create new items based on a custom Content Type.
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LESSON 4
Office Integration

Topics Covered

 Creating an alert.

Introduction

One of the nice features of SharePoint is its ability to integrate with Microsoft Office applications.
Note that this chapter explores integration with Office Online products, a browser-based version of
Office that allows you to create and modify office documents. There are limits and they do not perform
exactly as their locally installed counterparts.

❋

4.1. Excel Integration

 4.1.1. Import Excel Spreadsheet to List

This walk-through will show you how to import data from an Excel spreadsheet and create a new
SharePoint list.

1. Create a new list by using the Import Spreadsheet template.

A. Click the Settings menu and then choose the Add an app link.
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B. Locate the Import Spreadsheet App template and click the link.

C. In the new list form that opens enter Golf Clubs in the Name field and List of
golf clubs and their average loft angle and distances in the
Description field.

D. Click the Browse button to select the spreadsheet for the import.
E. In the Choose File to Upload dialog window, browse to the folder you downloaded

the class files to and select the club-specs.xlsx file. Click the Open button to
close the dialog window and complete the selection.
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F. Click the Import button. This should open Microsoft Excel with the selected file
loaded. A second dialog window titled Import to Windows SharePoint Services
list should also open. In the Range Type drop-down, select Named Range and in
the Select Range drop-down field choose ClubData from the list.

Note

Optionally you could choose Range of Cells from the Range Type field. This
would then allow you to use your mouse to click and drag across your
spreadsheet selecting the range of cells to import. Having a named table as you
do in this example makes it a bit easier to just select the table.

G. Click the Import button to complete the import process.

2. Add the new imported list to the Quick Launch menu.
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Note how the new list “Golf Clubs” does not have a link in the Quick Launch menu.
The Import Spreadsheet template you used does not have an option to add the list
to the Quick Launch menu as part of the import and creation process.

A.

B. Click the Settings them List Settings.

C. Click the List name, description and navigation link under the General Settings
group on the List Settings page.

96 | LESSON 4: Office Integration

EVALUATION COPY: Not to be used in class.



D. Click the Yes option under the section Display this list on the Quick Launch? and
then click the Save button to save your changes.

E. Note how now there is a new link Golf Clubs under the Lists group within the
Quick Launch menu.

Note

The text for the link in the Quick Launch menu is based on the title of the
list. The lists title can be changed on the Site Settings page using the same
List name, description, and navigation link used to add the list to the Quick
Launch.

 4.1.2. Export List Data to Excel

This walk-through will show you how to export the list data from the Golf Clubs list to an Excel
spreadsheet. It does not matter that the data originally came from an Excel spreadsheet; you could
perform these steps on any list. The walk-through does require that you have done the previous
walk-through to create the Golf Clubs list.

1. Export the Golf Clubs list to Microsoft Excel.

A. Open your browser if it is not already open and navigate to your root team site.
B. Click the Golf Clubs link in the Quick Launch menu to navigate to the list.
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C. Click the Export to Excel.

D. In the Open or Save dialog, click the Open button to open the owssvr.iqy file.

E. Click the Enable button on the Microsoft Excel Security Notice dialog window
to enable the data connection back to the SharePoint server.
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F. Microsoft Excel will open with the Golf Clubs list data in a linked spreadsheet. Note
that the link is one way. You can only get updates from the SharePoint server, and
any changes you make to the spreadsheet data do not sync back to the list in the site.

2. Update the Golf Clubs list data and sync the updates to the linked Excel spreadsheet.

A. Go back to your browser window with the Golf Clubs list All Items view showing.
B. Click the Driver link to open the item’s properties form.
C. Change the Fast Swing Yards field of the Driver to “350” and the changes are saved.
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D. Click back in your Excel window to bring the it back to the foreground.
E. Click the DATA tab in Excel to open the toolbar. Click the Refresh All button in

the Connections region of the Data tab toolbar.

F. The Excel spreadsheet and chart should now reflect the changes we made to the list.
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G. Close Microsoft Excel and click Don’t Save when asked if you want to save the
changes to ‘Book1’.

❋

4.2. Outlook Integration

 4.2.1. Create an Alert

This walk-through will show you how to create an alert in the Demo List list to notify you when the
list is changed. The demonstration requires that you have done the earlier demonstration that created
the Demo List list. Please use any list you wish if you did not create a Demo List.

Email Server

This walk-through will work only if your SharePoint server is configured with an email server it
can deliver to and the account you are logged in with has a valid email address.

1. Create an alert for the Demo List list.

A. Open your browser if it is not already open and navigate to your root team site.
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B. Click the Demo List link in the Quick Launch menu to navigate to the list. You
may also open this list from Site Contents.

C. Click the Alert Me in the more drop-down.

D. Leave all the default options in the Demo List - New Alert dialog form and click
the OK button to save the new alert.
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2. Add a new Demo list item to the list to test the new alert.

A. Click the new  link at the top of the list. Enter sample data and click the Save button.
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3. Check for an alert in Microsoft Outlook Online.

A. Launch Microsoft Outlook Online.

B. You will eventually have two emails in your Inbox generated by the alert system. It
could take up to 10 minutes for them to appear due to a delay in the SharePoint
service responsible for generating emails even with the alert option set to Send
notification immediately.
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 Exercise 5: Excel Integration
In this exercise, you will learn how to export a SharePoint list to Microsoft Excel.

1. Export the Inventory List list to Microsoft Excel.

A. Open your browser if it is not already open and navigate to your root team site.
B. Click the Inventory List link in the Quick Launch menu to navigate to the list.

Note

If Inventory List is not listed under the Recent group in the Quick Launch
menu it might be listed under Site Contents. The Recent list only displays
the last five lists or libraries created.

C. Click the Export to Excel in the toolbar.

D. In the Open or Save dialog, click the Open button to open the owssvr.iqy file.
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E. Click the Enable button on the Microsoft Excel Security Notice dialog window
to enable the data connection back to the SharePoint server.

F. Microsoft Excel will open with the Inventory List list data in a linked spreadsheet.
Note that the link is one way. You can only get updates from the SharePoint server;
any changes you make to the spreadsheet data do not sync back to the list in the site.

2. Update the Inventory List list data and sync the updates to the linked Excel spreadsheet.

A. Go back to your browser window with the Inventory List  list All Items view
showing.
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B. Click the Pens link to open the item’s properties form.

C. Change the Qty field of the Pens to “300” and press Enter to save your change.
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D. Click back in your Excel window to bring it back to the foreground.
E. Click the DATA tab in the Excel toolbar. Click the Refresh All button in the

Connections region of the DATA tab toolbar.

F. The Excel spreadsheet and chart should now reflect the changes you made to the
list.

G. Close Microsoft Excel and click Don’t Save when asked if you want to save the
changes to ‘Book1’.
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 Exercise 6: Outlook Integration
 15 to 25 minutes

In this exercise, you will learn how to use Outlook with your SharePoint site.

1. Create an alert for the Favorite Cars List list.

A. Open your browser if it is not already open and navigate to your root team site.
B. Click the Favorite Cars List link in the Quick Launch menu to navigate to the list.

You may also open this list from Site Contents.
C. Click the Alert Me in the more drop-down.

D. Leave all the default options in the Favorite Cars - New Alert dialog form and click
the OK button to save the new alert.
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2. Add a new Favorite Cars list item to the list to test the new alert.

A. Click the new  link at the top of the list. Enter sample data and click the Save button.
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3. Check for an alert in Microsoft Outlook Online.

A. Launch Microsoft Outlook Online.

B. You will eventually have two emails in your Inbox generated by the alert system. It
could take up to 10 minutes for them to appear due to a delay in the SharePoint
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service responsible for generating emails even with the alert option set to Send
notification immediately.

Conclusion

In this lesson, you have learned to integrate SharePoint 365 with Microsoft Office applications.
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LESSON 5
Managing SharePoint Site Permissions

Topics Covered

 SharePoint groups.

 Assigning permissions.

 Site-level permission inheritance.

 List- and library-level permission inheritance.

Introduction

Permissions on a SharePoint site are assigned when a site is created. The default is that permissions
assigned to the root of a site collection are inherited by child sites. At any time, permissions inheritance
can be turned off at a site, list, library, or even at the item level in a list or library. The permissions
themselves can be assigned to either SharePoint groups, individual users, or groups created outside of
SharePoint such as Windows groups.

❋

5.1. SharePoint Groups

 5.1.1. View the Default SharePoint Groups

SharePoint creates default groups based on the template used to create the root site in the site collection.
In the following walk-through you will view the default groups in the Marketing Site. Later in this
lesson, you will explore how sites inherit these groups by default and how to change that.

1. Make sure your browser is open to the Marketing site.
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2. Click the Settings menu link and then select the Site permissions link from the available
options.

3. Click the Advanced permissions settings link.
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4. Verify the default groups in the list are Members, Owners, and Visitors. Note that the
Members, Owners, and Visitors groups have the site’s name Class Sample Site appended
to them.
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5. Click the Class Sample Members link to view the list of members.
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6. Click the Class Sample Visitors link in the Quick Launch menu to view its members and
verify that it is currently empty.
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7. Create a new SharePoint group. Click Groups on Quick Launch to see all groups.

A. Click the Create Group link button from the PERMISSIONS toolbar.
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B. Enter Designers in the Name field of the Create Group form.
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C. Leave the owner user set to your account.
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Only One Owner

Note that we can only have one entry for the Owner, but we can switch the
user for a group.

D. Leave the default options set in the Group Settings region. Leave the default options
set in the Membership Requests region and click the Create button to complete
the process.

❋

LESSON 5: Managing SharePoint Site Permissions | 123



5.2. Assigning Permissions

Assigning permissions to SharePoint resources can be done several different ways. One method is to
assign a user or group account, typically Windows users or groups, directly to a permission level or add
them to a SharePoint group. The recommended method is to grant permissions by adding user or
group account into the SharePoint groups. The following walk-through will take this recommended
approach.

 5.2.1. Add a User Account to a SharePoint Group

This walk-through will use the recommended method of adding a Windows user account into a
SharePoint group to receive the permissions level assigned to that group.

1. Make sure your browser is open to the Marketing site.

2. Click the Site Contents  link and then click the Site settings link.

3. Click the Site permissions link on the Site Settings page.
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4. Click the Grant Permission link button from the PERMISSIONS tab toolbar.

5. Enter the name of a co-worker in the Invite people field and click the SHOW OPTIONS
link.
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6. Change the Select a group or permission level drop-down option to  <<Site Name>>
Members [Edit] and uncheck the Send an email invitation option. Click the Share button
to complete the action.
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❋

5.3. Permissions Inheritance

Permissions are initially assigned to the root site of the Site Collection when it is created. Child sites
have the option when they are created to use unique permissions or inherit the permissions of the
parent site. The default setting is to inherit permissions, but you can always break the inheritance and
assign unique permissions any time you like provided you have the permission to do so.

Permissions to lists, libraries, and the items within are similar in that they automatically inherit the
permissions of their parent site. Just as with child sites, you can always turn off the inheritance and
manage permissions in the list, library, or even the individual item.

 5.3.1. Modifying Permissions Inheritance

This walk-through will turn off permissions inheritance first in the Demo List and then in the child
site Marketing.

1. Make sure our browser is open on your Class Sample site.

2. Modify the permissions of the Demo List.

A. Click the Demo List link in the Quick Launch menu or in the Site Contents.

LESSON 5: Managing SharePoint Site Permissions | 127



B. Click the Settings and choose List Settings.
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C. Click the Permissions for this list.

D. Note on the List Permissions page for the Demo List there is a banner notifying
us that the list is inheriting permissions from its parent, Class Sample Home Site
in this example.

E. Click the Stop Inheriting Permissions link button to turn off the inheritance for
the Demo List list.
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F. Click the OK button on the Message from web page dialog window notifying you
that permission from the parent will no longer affect this list.

G. Note that now the List Permissions page banner is notifying you that This list has
unique permissions and the PERMISSIONS toolbar has more options.

3. Modify the permission of the Marketing child site.

A. Click the BROWSE tab to close the PERMISSIONS toolbar then click the
Marketing link in the Top Link Bar.
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Note

Any child site will do if you do not have one named Marketing.

B. Click the Settings menu link and then select the Site Contents link from the available
options. Click Site Settings.

C. Click the Site permissions link on the Site Settings page.
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D. Note on the Site Permissions page for the Marketing site there is a banner notifying
you that the list is inheriting permissions from its parent.

E. Click the Stop Inheriting Permissions link button to turn off the inheritance for
the Marketing child site.

F. Click the OK button on the Message from web page dialog window notifying you
that permission from the parent site will no longer affect this site.

G. When the inheritance is broken, you are given the option of Use an exiting group
or Create a new group. For this walk-through, leave it set to the default and click
the OK button.
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H. Follow the earlier steps to navigate back the Site permissions page for Marketing.
I. Note that now the Site Permissions page banner is notifying you that This website

has unique permissions.
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 Exercise 7: Working with SharePoint
Permissions
 15 to 25 minutes

In this exercise, you will learn to manage permissions on your SharePoint site.

1. Make sure your browser is open to the Accounting site.

2. Click the Settings link and then select the Site Contents link and then click Site Settings.

3. Click the Site permissions link on the Site Settings page.

134 | LESSON 5: Managing SharePoint Site Permissions

EVALUATION COPY: Not to be used in class.



4. Click the Grant Permission link button from the PERMISSIONS tab toolbar.

5. Enter the name of a co-worker in the Invite people field and click the SHOW OPTIONS
link.
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6. Change the Select a group or permission level drop-down option to  <<Site Name>>
Members [Edit] and uncheck the Send an email invitation option. Click the Share button
to complete the action.
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Conclusion

In this lesson, you have learned:

About SharePoint groups.
How to create SharePoint groups.
How to assign permission in SharePoint.
How to manage permission inheritance at the site level.
How to manage permission inheritance at the list or library level.
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