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LESSON 1
Setup

EVALUATION COPY: Not to be used in class.

o

=
Topics Covered Q(.b
> S

~\ S
M Setting up the sample site for class@ S
Introduction

In order to follow the examples in this course, you will need a SharePoint Online Team site to use for
exploring and performing learning tasks. You can either ask your site administrator to create a site using
the Standard Team site template, or if you have sufficient permissions with your Office 365 account,
you can do this yourself by following the instructions in this lesson.
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=] Exercise 1: Creating a SharePoint Online

Site for Exercises
™) 5 to 15 minutes

In this exercise, you will learn how to create a SharePoint Online site and a subsite for use with the
course’s exercises. This process involves enabling subsite creation, navigating to the SharePoint Online
app, and setting up both a root site and a child site. Follow the steps below to complete the setup:

1. Turn on subsite creation for your SharePoint tenancy:

A. Navigate to the Microsoft 365 admin center (https://admin.mi
crosoft.com/Adminportal/Home?#/homepage).

B. Click the Show all link in the left navigation panel:

Start managing Copili|

S & 0 % 8 » & |l

-~ Showall

C. Click the SharePoint link in the Admin centers group under the left navigation
panel:

D. On the SharePoint admin center home page, click the Settings link in the left
navigation panel:

2 | LESSON 1: Setup
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iii | SharePoint admin center

Settings

o e
T
3

H.

Settings

<
> PPV DOPOPOOPOO:Z

You'te looking for? Go to thp cassic settings page.

oS S
On the SharePoint%ﬂ‘t settin&;%e, scroll down to the Subsite Creation setting

and make sure it is set to the Enable subsite creation for all sites option:

Scroll the the bottom of the classic settings page and click the OK button to save
the changes.

Close the classic settings page browser tab.

2. Navigate to your SharePoint Online App.

A.

B.

Log in to your Office 365 account.

To navigate to SharePoint Online, click the App launcher grid icon in the upper
left corner of the window. If SharePoint is in the list displayed, click it. If it is not,
click the More apps option:

LESSON 1: Setup | 3
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Microsoft 365

App launcher

A Find Microsoft 365 apps

C & o @@ &

Microsoft 365 QOutlook OneDrive Word Excel

P @ B @& <

PowerPoint OneNote SharePoint Teams Viva
Engage Admin Partner Meore apps

C. Ifyou had to use the More apps OE&@OI‘ and click the SharePoint tile from

the Productivity category li :
T LSS

3.  Create a root site for use with this course’s exercises named Exercise Team Site.

A. Click Create Site:

SharePoint

A + Create site | + Create news post

B.  On the Create a site: Select the site type dialog, click Team Site:

4 | LESSON 1: Setup
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Create a site: Select the site type
Select the type of ste you want to create. Learn more about team sites or learn more about sit

C. On the Select a template dialog, choose and click the Standard team template:

Select a template

From Microsoft  From your organization

D. On the Preview and use 'Standard team' template dialog, click the Use template

button:

Preview and use 'Standard team' template

From Microsoft

Site capabilities

E. On the Give your site a name dialog, type “Exercise Team Site” as the Site name,
“Site for exercise examples” as the Site description, and “ExerciseTeamSite” as the
Group email address. The rest of the settings are default. Click Next:

EVALUATION COPY: Not to be used in class.
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Give your site a name

oft 365 group, which
notebook, group email address,

Standard team

E.  On the Set language and other options dialog, leave the defaults and click the
Create site button:

Set language and other
options

Set the def

Standard team 7 Change template.
- (=)

G. On the Add site owners and members dialog, leave the group members blank for
now and click Finish:

Add site owners and members

Add members

Standard team

H. The root site is now ready for class:

6| LESSON 1: Setup
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38| Exercise Team Site

© o 8 @ o &

Thisfolder s empty

4. Create a child site used for navigation in the exercises named Sub Site A.

A.  From the newly created Exercise Team Site, click the Site contents link from the
left-hand navigation panel:

+ New - % Page details Analytics

News
+ Add -

We didn't find anything to show here.

Activity

o]

dit The new B
aroup is re

B. Click the New menu link and then click Subsite from the drop-down menu:

@ . .
ET Exercise Team Site
@
Home + New v
®
List
b Page
Document t: N
a Document library
Notebook
App
@ T
Pag Subsite P
Site contents T8 Document S s
Recydle bin ©  Form Templates
Edit B Site Assets

B Style Library

C. On the New SharePoint Site configuration page, enter the following values:
i.  Title: Sub Site A

ii. Description: Site for showing hierarchy in SharePoint

iii. URL name: SubsiteA

LESSON 1: Setup | 7
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iv. Select a template: On the Collaboration tab, select Team site (no
Microsoft 365 group).

Leave the rest at the default configuration and click the Create button at the bottom
of the form:

Site contents » New SharePoint Site

@
Sub Site A
@

@ | o) + New @ Pagedetails B3 Analytics
(s} Notebook
News
Documents
Add
Pages
® o Keep your team updated

Site contents O your team site

If you encounter security issues, reach out to your site administrator.

Conclusion

In this lesson, you have learned how to set up the sample site for class.

8 | LESSON 1: Setup
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LESSON 2

Introduction

EVALUATION COPY: Not to be used in class.

Topics Covered

[V SharePoint online.
[V SharePoint site hierarchy.
M Site layout.

M Navigation within a Site.
Introduction S
‘\}

SharePoint Online is a collaboration tool @e%. Its@y goal is to make it easy for users to
find and share information, and d@; man ilt into SharePoint to facilitate this.
SharePoint’s library system feature can provide a superior alternative to the traditional file server.
SharePoint lists can be an easy-to-design and easy-to-use alternative to sharing spreadsheet files or more
formal database tables. Both lists and libraries can be customized and extended to provide enhanced
appearances and functionality. All of this collaboration can be done through a browser interface.

EVALUATION COPY: Not to be used in class.

[

2.1. SharePoint Online

SharePoint Online is a cloud-based service provided by Microsoft as part of the Office 365 suite. It is
designed to facilitate collaboration, document management, and information sharing within
organizations. SharePoint Online allows users to create, manage, and share content and applications,
making it a powerful tool for enhancing productivity and communication in the workplace.

LESSON 2: Introduction | 9
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% 2.1.1. Key Features

1.

Document Management — SharePoint Online enables users to store, organize, and manage
documents in a central location. It supports version control, metadata, and advanced search
capabilities.

Collaboration — Teams can collaborate on projects using shared documents, task lists, and
calendars. Real-time co-authoring allows multiple users to work on the same document
simultaneously.

Customizable Sites — Users can create and customize sites to meet their specific needs. These
sites can include pages, libraries, lists, and web parts that provide various functionalities.

Integration with Office 365 — SharePoint Online integrates seamlessly with other Office
365 applications, such as Outlook, Teams, and OneDirive, providing a cohesive and streamlined
user experience.

Security and Compliance — SharePoint Online offers robust security features, including
data encryption, access controls, and compliance tools to help organizations meet regulatory
requirements.

The scope of this course is for the “end user” and mos @tures that fall within that scope. Note
that you may need to request further permlsax tln&om your administrator if you are not
urse

able to perform some of the tasks you seeA

EVALUATION COPY: Not to be used in class.

[]

2.2. Site Layout and Navigation

% 2.2.1. Layout Basics

SharePoint sites are part of a hierarchy that is grouped in a Site Collection. There is always one site
that is the root site of the Site Collection but below that site can be many child sites. Lists and Libraries
can be created within each site in the Site Collection. The Site Collection defines the basic storage as

well as administration and permissions.

The following diagram illustrates a conceptual view of how sites might be organized in a Site Collection.
Note that the presentations in this course use a root site named Exercise Team Site with a single child
site named Sub Site A.:

10 | LESSON 2: Introduction
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Site Collection

Lists and Libraries

[
’ @ Root Site
T 1

'.:

_--"'_--F'_-_-- - -\_—--_---\_—_\-"—.
______d-—-"’_-—- _—_\-_-_"‘"——_____
1 _‘-\_I LY
& — @ &
| 2] -
u Lists and Libraries u Lists and Libraries u Lists and Libraries

Lists and Libraries

s 2.2.2. Site Layout

The layout of a SharePoint Online site typically consists of the following main components:

Possible Differences

Note that different site templates may or may not have all of the layout elements listed below.
The images were taken from a site created using the Team Site template.

Site Header

The header is located at the top of the site and usually includes the site logo, site name, and a set of
quick access links. It may also contain a search bar for site-wide searches.

Image of a Header, Logo and Title from a Team Site:

LESSON 2: Introduction | 11
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3 Pagedetails [ Analytics Published @ Share Ve
lame
News
+ Add

We didn't find anything to show here.
Activity

ET
The new Exercise Team .

[ Site group is ready

Navigation Bar

The navigation bar, often referred to as the global navigation or top navigation, is found just below
the header. It provides links to the main sections of the site and other related sites. This navigation can
be customized to include links to important resources, external websites, or specific site pages.

. . - <
Image of the Global Navigation bar from a Team@
R
P Search this site
ercise Team Site Prvate group % Following & 1member
®
. Global navigation R r T Pbihed @were - J 2

News

+ Add

tebook We didnt find anything to show here.

Activity

Left-Hand Navigation (Quick Launch)

The left-hand navigation, also known as Quick Launch, provides links to frequently accessed content
within the site, such as document libraries, lists, and pages. This menu can be customized to include
the most relevant links for site users.

Image of the Quick Launch navigation from a Team Site:

12 | LESSON 2: Introduction
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arch
Exercise Team Site

Home + New % Pagedenits 5 Analytics Published & Share VA

® ® o ®@ ® ©

Main Content Area

The main content area is the central part of the page where site content is displayed. This area can
include web parts, such as document libraries, lists, news, events, and other customizable elements.

Image of the Main Content area from a Team Site:

Exercise Team Site

Home + New

News
+ Add

Notebook We didnt find anything to show here.

Activity

Footer

The footer is located at the bottom of the site and can include links to important organizational policies,
contact information, or additional resources. Note that not all SharePoint sites use a footer by default.
The Team Site template shown in the previous images is a good example.

< 2.2.3. Site Navigation

Effective navigation is key to ensuring users can easily find and access the information they need.
SharePoint Online provides several navigation options:

LESSON 2: Introduction | 13
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Hub Sites

Hub sites connect and organize multiple SharePoint sites. They provide a consistent navigation
experience and allow for unified branding and search across associated sites. Hub sites often include a
hub navigation bar that appears on all associated sites.

Hub sites are configured by someone with SharePoint Admin role using the SharePoint admin center
as shown in the following image:

Active sites

Register a site as a
hub site

Hub Sites are an advanced topic that is outside the scope of this course.

Site Navigation Options

Individual sites have their own navigation structures, which &indude:
\Q)
1.  Global Navigation: This is usually the t o@@aﬂor& that provides links to other important
sites and resources. @

2. Local Navigation: The lef%ﬂ Qulckgm%lch menu provides links to the site’s libraries,
lists, and pages.

3. Breadcrumbs: These are links at the top of the main content area that show the user’s current
location within the site hierarchy, allowing for easy backtracking.

You will learn more about how to configure site navigation in the Working with Sites lesson of this
course.

Mega Menu

The mega menu is a feature that allows for a more detailed and structured navigation menu. It can
display multiple levels of links and categories, providing a comprehensive view of the site's contents
and resources.

The Mega menu is a feature that comes with Hub Sites that is outside the scope of this course.

Modern Navigation Features

SharePoint Online also includes modern navigation features such as:

14 | LESSON 2: Introduction
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1. Search: Integrated search bars allow users to quickly find documents, lists, and other content
within the site or across associated sites.

2. Personalized Navigation: Navigation links can be personalized based on the user’s role,
permissions, and frequently accessed content.

Best Practices for SharePoint Navigation
A

To ensure effective navigation within a Shar o&%nli& site, consider the following best
practices: N
?/A(b SR
1. Organize navigation links [6gically and intuitively.
Use clear, descriptive labels for navigation links.

Regularly review and update navigation to reflect changes in content and user needs.

Ll

Leverage hub sites for a consistent navigation experience across related sites.

LESSON 2: Introduction | 15
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=] Exercise 2: Team Site Navigation
™ 5 to 15 minutes

In this exercise, you will learn to navigate a basic SharePoint Online Team Site.

1. Navigate to your SharePoint Online exercise site.

A.  Launch your browser.
B. Log in to your Office 365 account.

C. To navigate to SharePoint Online, click the App launcher grid icon in the upper
left corner of the window. If SharePoint is in the list displayed, click it. If it is not,

click the More apps option:

Microsoft 365
App launcher
A Find Microsoft 365 apps
Microsoft 365 QOutlook OneDrive Word Excel
PR N T s 8 i R
PowerPoint OneNote SharePoint Teams Viva
Engage Admin Partner Meore apps

D. Ifyou had to use the More apps option, look for and click the SharePoint tile from
the Productivity category list of apps:

» s @ v v
@ s ™ -
° P ot ] 8

16 | LESSON 2: Introduction
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E. On the main SharePoint dashboard, look for and click the link for the Exercise
Team Site. You may have multiple links available as shown in the following image:

* o % % %

Recent

L

If you do not see the Exercise Team Site listed, check with your SharePoint
Online administrator and make sure someone performed the required setup
instructions at the beginning of this @@s :

\Q‘}?” <\
E.  The home page o%/neam siteshould look similar to the following:

2. Navigate using the Top Navigation Bar (Global Navigation).

A.  Verify that you are currently located on the home page of your Team Site, the
Exercise Team Site:

i SharePoint P search this site

Top Navigation Bar

+ New - 3 Page details Analytics

B. Click the link of a child sub site such as SubSite A located in the site’s Top Link
Bar:

LESSON 2: Introduction | 17
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i1 SharePoint

+ New

£ Page details Analytics

C. Verify that you are now located on the home page of the child site by checking the
Title displayed for the site:

@

Sub Site A
®
0 Notebook

It might be hard to tell that you are on a different site. Both sites” home pages
and Quick Launch menus are based on the same Team Site templates, and
you have not made any customizations to either. The only visual differences
at this point are the titles such as SubSite-A and Exercise Team Site. In a later
part of this course, you will ¢ content of pages such as the home

page. You will also be acj%ahtent ES% site that will automatically change
the Quick Lau@u. C)O

3. Navigate back to the parent site.

A.  Use the Back button of your browser to navigate back to the parent site:

@
Sub Site A
(]

Looking Forward

In a later part of this course, you will learn how to configure child sites to use
the same Top Link Bar as their parent site as well as how to add custom links.

4. Navigate using the Quick Launch menu.

18 | LESSON 2: Introduction
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A. Click the Documents link inside the Quick Launch menu located on the left side

of the page:

i SharePoint

P SubsSite A
Exercise Team Site
@
| Home + New v £ Pagedetails Analytics
=]
b News
+ Add -
8
Notebook We didn't find anything to show here.
® Pages
Activity
Site contents
Recycle bin @
Edit The new Exerci

B. Navigate back to the home page of the site by clicking the Home link within the
Quick Launch menu:

i SharePoint

+ New - % Page details Analytics
News
+ Add -
We didn't find anything to show here.
Activity
Site contents
Recycle bin @
Edit The new Exerci

5. Navigate using the Settings menu.

A.  Click the Settings menu icon located at the top right of your Team Site:

Settings

. ((sharepoint

ite u
Change the look

Microsoft 365
View all

B. Take a few moments to read through the list of links in the Settings menu. The
items you see in the list reflect who you are logged into the site as. The list uses
security trimming to show only items that you have permission to use.

LESSON 2: Introduction | 19
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Conclusion

In this lesson, you have learned:

, : _~
1.  About SharePoint Online. >
. . . ’\/Q;// @/
About the basic hierarchy - Siee éc&n).o/ >

2

—
3. About the basic menus and toolbars in a Site.
4

How to navigate within a Site.

20 | LESSON 2: Introduction
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LESSON 3

List Basics

EVALUATION COPY: Not to be used in class.

Topics Covered

M Lisc Templates.

] Working with default lists in a Team Site.
| Creating a new list from a List Template.
| Creating a custom list.

| Adding columns to a list. | @Q

| Controlling and validating input into list W N
<< C)&
M Linking data from separate lists.

Introduction

Lists are a fundamental building block in SharePoint that provides a way for users to store and view
data. SharePoint comes “out of the box” with many predefined list templates that are easy to use. Lists
can be further customized by adding columns to store just about any type of information. Additionally,
list columns can be validated as well as linked between other lists. Lists are a very flexible and powerful
tool in SharePoint.

*» Key Features

1. Customizable Columns — Lists can include various types of columns, such as text, number,
choice, date, and more, allowing for structured data entry.

2. Views — Users can create multiple views to display list data in different formats, such as
calendars, Gantt charts, or standard lists, depending on their needs.

3. Permissions — SharePoint allows for granular permission settings on lists, ensuring that the
right people have access to the right information.

LESSON 3: List Basics | 21
EVALUATION COPY: Not to be used in class.



4.  Integration — Lists can integrate with other Office 365 apps like Power Automate, Power
Apps, and Teams, enhancing productivity and automation.

5. Versioning — Lists support version history, enabling users to track changes and restore
previous versions if necessary.

+» Common Use Cases

1. Task Management — Track tasks and projects with custom columns for priority, due date,
status, and assignee.

2. Inventory Tracking — Maintain records of equipment, supplies, or assets with columns for
item details, quantities, and locations.

Event Planning — Organize events by listing participants, schedules, and resources required.

4.  Issue Tracking — Log issues or bugs with details like severity, date reported, assigned
personnel, and resolution status.

EVALUATION COPY: Not to be used in class.

ST
3.1. Creating Lists Using Templates

In SharePoint Online, lists are created within a site using a List Template. Content in SharePoint
Online can be stored in either a List or a Library. The primary difference between lists and libraries is
that libraries always store a document with each item, such as a Word document or Excel spreadsheet.
The site template used to create a SharePoint Online site determines the lists and libraries that are
initially created. A good example of this is a site created using the basic Team site template. Looking
at the contents of a freshly created Team site, you can see that there are no lists defined with the
template, only libraries:

g W 8 & & &

22 | LESSON 3: List Basics
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Libraries will be covered in a separate lesson in this course.

The App type shown in the previous image was used in earlier versions of SharePoint to label
lists, libraries, and custom coded Apps known as Add-ins. It was always a bit confusing with
that naming system and with the current Online version that has been rectified. At the time of
this writing, Apps or Add-ins are still a thing but are marked for retirement in 2026.

SharePoint Online provides a number of predefined list templates that can be used to create new lists.
These templates are designed to help users get started quickly with common list types. The following
image shows the list templates that were provided by Microsoft at the time of this writing:

To create a list, you first select a list template as a starting point for your list. List templates define the
characteristics of a list when used to create a new list. The characteristics defined by list templates
include the column types, views, and forms for editing and viewing list data.

There are many factors that define the list templates available to a site such as the features that have
been enabled in the site. New list templates can be easily added to a site so the list template choices
can vary between different SharePoint installations and even sites within a single installation.
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3.2. Creating Lists

+» 3.2.1. Creating Lists Using List Templates

The following walk-through will show you how to create new lists.
All of the lists in this demonstration are created in an instance of a demonstration Team Site.

1. Create an instance of an Issue Tracker list.

A.  From the Home page of the Team Site, click the New drop-down menu and choose
List from the options:

Sub Site A

Demos Team Site

(A
@
=]
onversations
0 ocument library
Page
= Notebook
Space
® Pages
o
News post
Site contents News link
Recycle bin Plan News
App 1engaged by sharing

yyyyyyyy ¢ and updates

B. Click Issue Tracker from the list of templates:

Create a list

+ = L]

Blanklist From existing st From Excel From Csv

Templates

From Microsoft

B e s Lhn 5
=d . *-ﬂ!( & :

C. On the Issue Tracker summary dialog, click the Use template button:
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3 1ssue tracker

,,,,,,,,,,

D. Type Demo Issue tracker for the Name and optionally leave the Description
field empty and click the Create button:

The Show in site navigation check-box field is selected by default and will
add the list to the site’s Quick Launch menu. This can be changed later in the
list settings.

To change the name of the Issue Tracker list:

A. Click the Settings menu and then choose Settings > List settings from the
drop-down menu:

Settings X

SharePoint

ite usage
Change the look
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The List settings menu option will open the setting for the list you have
currently open, in this example that’s the newly created Demo Issue Tracker
list.

B. Click the List name, description and navigation link under the General Settings
dialog:

Demo Issue tracker » Settings

C. Change the Name field to Demo Issi Ql% and click the Save button:

SN N
Settings » General Settings

s list on the Quick Launch

D. Click the Demo Issue List link in the Quick Launch menu to return to the list:

ub Site A # EDITLINKS

Sl Demo Issue list » Settings

E. Note the URL in your web browser’s navigation field and the portion with the
original name of the list is still used; renaming the list does not change this:
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Demos Team Site

The URL of the list is based on the original name of the list when it was created.
This is important to remember if you are planning to rename lists after they
have been created. Also, note in this example the ‘%20’ in the URL is a space
character. If you do not want those in your URL, do not use spaces in the list
name. You can always rename it later and add spaces without changing the

URL.

3. Create a new item in the list. (b‘\ . .®

B.  Use the following table to fill in the fields in the Issue List - New Item form, then
click Save.

Field Data

Issue Late Order

Issue Description|Didn’t arrive on time

Priority High

Status In progress
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@ Copylink [F v X

New item

4. Note the default view of the Demo Issue list including the columns, grouping, and sorting
options:

These are all defined by the template but cax@ed to suit your needs.
>

5.  Preview some of the list template 0 D> A
A.  Click the Settlng@aﬁd th@os’e the Site Contents menu item:

Settings X

SharePoint

B.

B Form Templates Docur 0
B Site Assets Document library

B Style Library Document ibrary 0
M Demo lssue list List 1
a
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This is just a different way of getting to the New List dialog without having
to navigate back to the Home page of the site and use the New > List menu
command from there, like what was done with the Issue Tracker list.

C. Click Recipe Tracker from the list of templates:

e
D. Note the columns, sun@?‘featu@this list template:
N

E.

B Recipe tracker
[ — =)
4
=
&
&
Htimate Mashed Potatoes P Side. =

Click the Back arrow button to go back to the list of templates.

Select different templates to see the information and previews available with each
type. When done you can click the Cancel button to exit out of the template selection

dialog.

This step is just to explore the choices and get an idea of what comes
‘out-of-the-box‘ with SharePoint Online for creating lists. Any of these list
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templates can become a starting point and be customized to suit the needs of
your site.
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3.3. List Columns

% 3.3.1. Creating List Columns

In this walk-through, you will learn to create a new list using the Custom List template and add various
list columns to it. Although any SharePoint list can have custom columns added to it, the Custom

List template creates a nice clean list to work with. ~ _ S
1.  Create a new list in your Team Site WC Cu ist template.

A.  Click the Setting@ aﬁd'/thﬁc'eb/c;cc?s”e the Site Contents option:

Change the look

B. Click the New button and choose List:

App

Type tems
Subsite P

B Documen ts

B Form Templates

B Site Assets

B Style Library

M Demo lssue list List

Y
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C. Select the Blank List template from the list of available templates:

Create a list

Blank list From existing list From Excel From CSV

Templates

o |
g 74

brdg

S
L
2. Add a new Single line of text hst CW De@.
O
A. Click the Add co E at t ofthe DemolList contents view:
Home 8 Edit in grid view ® share 8 Export © [ Forms ()
e e

Create a column

& Choice

o Date and tim:

— = Multiple lines of text
&

Seta single line of text (@ Number
Yes/N .
€3 Show or hide columns @

C. Enter Item Description in the Name field and leave the default for the Type
option field set to Single line of text. Click Save:
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Create a column X

3. Add a new Choice list column to DemoList.

A.  Click the Create column button under the Columns category:

The Create column button on the list settings is another way to add columns.
Arguably, adding columns from the link on the main view of the list is a more
direct way to add a single column, but doing it this way there are fewer dialogs
to click through when adding multiple columns, as you will see in the
upcoming steps.

B. Enter Item Category in the Column name field and change The type of
information in this column is: option field to Choice:

C. In the Additional Column Settings region, type some colors into the field labeled
Type each choice on a separate line and change the Display choices using field

to Radio Buttons. See the following image for some suggested colors to add:
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Require that this column contains information:

multiple selections)

alculated Value

Red

Add to default view

Display choices using Options

Note the Display choices using options that include Radio Buttons and

Checkboxes. The checkboxes allow for multiple choices (note that this feature
may limit the view options) and the radio buttons provide an alternative display
for single selections. The default drop-down menu takes up the least amount
of room if the column is included in ayiew. Views will be covered in a later

part of this course. (b@

>
B

D. Click the OK button to complete creating the new list column.

4. Add a new Date and Time list column to DemoList.
A.  Click the Create Column button under the Columns category.

B. EnterOrder Date in the Column name field and change The type of information
in this column is: option field to Date and Time:

C. In the Additional Column Settings region, change the Require that this column
contains information option field to Yes and the Default value option field to
Today’s Date:
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D. Click the OK button to complete creating the new list column.

5. Add a new Person or Group list column to DemoList.
A.  Click the Create Column button under the Columns category.

B. EnterOrdered By in the Column name field and change The type of information
in this column is: option field to Persomror Group:

Name and Type

Additional Column Settings

C. Click the OK button to complete creating the new list column.

6. Create a new custom list and add it as a Lookup list column to DemoList.

A. Click the Site Contents menu item from the site’s Quick Launch menu:
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Demolist » Settings

List Information
Name:

The Site Contents Quick Launch link is a quick way to get to the lists and
libraries in the site and is an alternative to using the Settings menu. Depending
on your site’s configuration, you may not have the option listed in your Quick
Launch menu; in that case you can always use the Settings menu.

B. Click the New button and choose List:
- S

Type Items

C. Select the Blank list template from the list of available templates:

Create a list

Blank list From existing list From Excel From CSV

Templates

D. Enter OrderStatus in the Name field and then click the Create button:
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E. Click the Add new item link at the top of the OrderStatus list:

Home + Add new item B8 Edit in grid view @ Share EE Export
e

Title + Add column

F. Enter On Order in the Title field text box and click the Save button:

 Copylink 7

New item

Tite
On Order

G. Repeat the previous steps to create the following Order Status items:

Title

H. Click the DemoList link in the site’s Quick Launch:

36 | LESSON 3: List Basics
EVALUATION COPY: Not to be used in class.



- yer————————
\\' )
-

=
Select Lookup from the W @nd click the Next button:

© OrderDate ~ & Work Email ~

Create a column

Enter Order Status in the Name text box field and change Select a list as a source

field to OrderStatus, expand and review More options, and then click the Save
button:
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7.  Create a sample item in the new DemoList to test the results of the custom columns.

A. Click the Add new item link at th;épﬁ?/th’e DemolList to create a new item:
> _ N\

Home + Add new item | [IEERZTEUP LT @ Share
—

Title ) Item Desc... ~

P

B. Use the data in the following image as sample data for the new DemoList item,
change the Ordered By field data to an account name that exists in your SharePoint
installation and click the Save button:

New item

@c ..... a
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The Who Field

For the Order By field, you can optionally click a name from the drop-down
list that SharePoint provides. Try your identity. NOTE: If you are missing
any fields - such as Attachments, you may be using a different template or the
settings may not allow for attachments.

C. Verify that the new item is displayed in the DemoList view:

rrrrr
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3.4. Column Validation

SharePoint Online provides a powerful feature called column validation that helps ensure data integrity
by enforcing specific rules and conditions on the data entered into a list or library column. This feature
is particularly useful for maintaining consistent and accurate information across your SharePoint
environment.

% 3.4.1. Validating a List Column

In this walk-through, you will learn how to enable validation on a custom list column. This walk-through
will add validation to the Order Date list column added in the previous walk-through.

1.  Configure validation on the Order Date column within the DemoList.
A.  Select the DemoList from the Quick Launch menu if you are not already on the
list.

B. Click the List Settings under the Settings header to open the list configuration
options:
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Settings X

SharePoint

[Add 2 pagd

C. Click the Order Date link within the Columns region to navigate to the column
settings page:

D. Expand the Column Validation region within the column settings page and enter
=[Order Date]>=Today() in th‘egﬁ%a field and The Order Date must be

later than the currep@&?@. in@er message field:
O

/.A ( Ca

Date Formula

The formula in this example will ensure that the user cannot enter a date that
is before the current date.

E. Click the OK button to save the changes.

2. Test the new column for validation.

A.  Select the Demo List from the Quick Launch to navigate back to the main browse
view of the list.

B. Click the Add new item link within the Demo List to create a new item.
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C. In the required Title field, enter Testing and select a past date in the Order Date
field.

D. Click the Save button. You should get a validation error message similar to the
following image:

New item

Trying to enter a date
before the current date.

Error Message

If you did not get an error message, go back and check our column settings
validation formula and make sure it was typed in correctly.

E. Change the Order Date date field to a date in the future or the current date and
click the Save button. The new item should be saved and displayed in the list.
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=] Exercise 3: Working with Team Site Lists
™ 5 to 15 minutes

In this exercise, you will work with some of the default list templates in SharePoint Online.

1. Create a new Event Itinerary list.

A.  From the Home page of the Team Site, click the New drop-down menu and choose
List from the options:

Sub Site A

@ . .
ET Exercise Team Site
@
®
b
e Page
w here
Space
€] Pages
News post
Site tents News link
Recycle bin Plan @
App

Edit The ne

B. Click Event itinerary from the list of templates:

Create a list

- — b

Blank list From existing list i

Templates

C. On the Event itinerary summary dialog, click the Use template button:
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D. Type Example Event itinerary for the Name and optionally leave the
Description field empty and click the Create button:

Name * *

l Example ‘Event itineraryl

Description

E*
N _ SR
The Show in ;H/Gﬁvigatioghlck—box field is selected by default and will

add the list to the site’s Quick Launch menu. This can be changed later in the
list settings.

2. Create an Event entry:

A. Note the Example Event Itinerary link has been added to the Quick Launch menu
and you are now viewing the default view for the list:

B. Click the Add new item link button in the toolbar:
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ERVCCEETEU  © Editingridview ) Undo @ Share i Export v [3) Forms (D)

Example Event itinerary ¥ = Alltems = Eventitinerary

© Session name D Sessionc.. v & Speskerls) v @ Sessio

C. Fill in the form with whatever values you like; there are no required fields defined
in this list template, and click Save when you are done:

New item

N .
Scroll to see more fields ®
:

B

D. Verify that the new entry is in the list:

E.  Feel free to experiment by creating additional events.
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=] Exercise 4: Create Custom Lists and

Columns
™) 5 to 15 minutes

In this exercise, you will learn to create a new list from the Blank List template. In addition, you will
learn to modify column properties as well as add new custom columns.

1. Create a new list in your Team Site using the Blank List template.

A. Click the Site contents link from the Quick Launch menu:

Sub Site A
2 Exercise Team Site
[

Home 4 New v
=]

B Documen ts

nt itinerary B Form Templates
Recycle bin B Site Assets
B Style Library

T Example Event itinerary

B. Click New and choose List from the Site contents view:

B Documen ts

B Form Templates

C. Select the Blank List template from the list of available templates:
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2.

Create a list

Blank list From existing list From Excel From CSV

Templates

D. Enter Office Inventory in the Name field and then click the Create button:

X

I}

Lo el

Add custom columns to the new O ivento J.)&
Cr %/ -

A. Note the Officel link @s’aﬁ'\?d to the Quick Launch menu automatically

and that it comes with a text column named Title by default:

Exercise Team Site

e 8 o+ D roms @) 91 e sy
O oicementory +

Conversations

B. Click the Add column link at the top of the Office Inventory list view:

Exercise Team Site

+ Add newitem [EESRZTSURUEIIIN @ share @8 Bxport v (3 Forms @ O]

C. Select Text in the Add column drop-down menu and click the Next button:
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Title + Add column

Create a column

T

Setasingle line of text

3 Show or hide columns

D. Enter Item Description for the Name field and leave the default Single line of
text as the data type for the column:

Create a column X

Cancel

Take a few moments to read through the additional column settings, but the default
values are fine for this exercise.

E. Click the Save button to create and save the changes to the new list column.

3. Rename the existing Title column in the Office Inventory list to Item Name.

A.  Verify that the newly created Office Inventory list is selected in your site’s Quick
Launch menu. Select it if it is not.

B.  Click the List Settings on the Settings to open the lists configuration options:
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Settings X

SharePoint

Microsoft 365

C. Take a moment to read through the list settings page. This page offers links to various
list administration task links grouped by category. The group we are going to be
working with is Columns:

Office Inventory » Settings

D. Click the Title column link to bring up the column settings page. Note how using
this page you can change various settings of the column based on the data type of
the column.

E. To rename this column, type over the text in the Column name field with the text
Item Name:
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F. C

4.  Repeat the
data types.

lick the OK button to save your changes and return to the list settings page.

previous steps and add three more new columns. Use the table to see names and

There are also additional column settings to change.

Column Name | Data Type

Additional Column Settings

[tem Type

Choice Choice list will be Furg’{l{@%ﬂpment, and Software.

Quantity Number  |Decimal placesﬁ@io <\

S
S~

Item Value Currency N/A@U C)O

5. Add a new Calculated column.
A.  Click the Settings icon and choose List settings from the drop-down menu:

Settings

SharePoint

[Add 2 pagd

At the time of this writing, adding a Calculated column is not listed as an
option from the Add column shortcut menu, but you can always do it from

the list settings page.
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B. Click the Create column link under the Columns category.

C. Enter Total Value in the Column name field, select Calculated for the type and

enter the formula =[Quantity]*[Item Value] for the Formula and change the
The data type returned from this formula is: option field to Currency:

-

D. Click the OK button to save the new column.

6. Click the Office Inventory link in either the Quick Launch or the site’s breadcrumbs to
navigate back to the browse view of the Office Inventory list:

# EDITLINKS

Office Inventory|» Settings

7. Add some new items to the custom list.

A.  Click the Add new item button at the top of the Office Inventory list view:

BEGCLE T | 5 Edit i grid view @ share @& EBxport v [ Forms @Y 08 Aut

ltem Name D MemDesc.. ~ @ lemType © (@ Quantity -

B. The Office Inventory new item dialog form will open with fields for the custom
columns you added earlier:
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New item

m Cancel

C. Enter the following values for a new office inventory item and click the Save button
to save the data back to the list.

Item Name | Item Description | Item Type Quantity Item Value
Desk Front Entry Desk |Furniture e c_a@ﬁ6
D. Verify the new inventory M the list with the calculated column
showing the corr%
o Office Inventory * |
e e e =
E. To add multiple items to the new Office Inventory list, you can use the Edit Grid
view link to enter items in a spreadsheet type of view. You can use the following
table for data to input but feel free to use your own items as well. Click Exit Grid
view when you are done entering data.
Item Name Item Description | Item Type | Quantity | Item Value
Chair Front Entry Chairs |Furniture |12 125
Laptop Sales Person Laptops |Equipment |25 750
Desktop Computer|Front Desk Check-in|Equipment |1 1250
Office 365 Software License Software |26 95

E.  Compare your list to the following image:
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It should look the same or similar depending on whether you used your own items
or not. Note the Item Value column is formatted as currency for you based on the
data type you chose for that column. Also note that Total Value was not something
you manually typed in, you entered the Quantity and the Item value, and SharePoint

did the math! ’
Conclusion e <~

In this lesson, you have learned:

1.

AN A A

How to work with various List Templates.

How to work with default lists in a Team Site and add data to them.
How to create a custom list.

How to add columns to a list.

How to control and validate input into list fields.

How to link data from separate lists.
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LESSON 4

Library Basics

EVALUATION COPY: Not to be used in class.

Topics Covered

V] New libraries using library templates.
] Working with the different libraries in a default Team Site.
| Adding columns to a library.

| Checking out documents for editing.
S
| Deleting and restoring documents from docu&rﬁ@b\mnes

N
| Viewing versioning on a library. ®® C)dQ

[V Reverting a library document to an earlier version.
Introduction

SharePoint Libraries share the same characteristics as SharePoint lists such as columns, views, and
validation to name a few. What distinguishes SharePoint libraries is that each item in a library has an
underlying document. So in addition to the data stored in library columns, the document stores its
own data based on the type of document. Because of the extra data that can be stored in columns that
can be used to filter and search by and features such as versioning, libraries are considered a great
replacement for the more traditional file server system. Libraries are, like lists, a fundamental building
block in a SharePoint site.
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4.1. Library Templates

Library templates define the characteristics of a library when used to create a new library. The
characteristics defined by a library template include the column types, views, and forms for editing and
viewing library item data. Library templates also store a document template for creating new documents

in the library.

There are several factors that define the library templates available to a SharePoint Online site but it
starts with the features that have been enabled for the site collection. New library templates can be
easily added to a site so the library template choices can vary between different SharePoint instances
and even sites within a single instance.
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4.2. Creating Libraries (2}}(5\\

S
% 4.2.1. Creating a DOC@@%@Adding Columns

The following walk-through will show you how to create a new Document Library for creating and
storing Microsoft Office documents such as Microsoft Word or Excel. Additionally, the walk-through
will show you how to customize the library by adding columns.

1. Create a new Document Library.

A.  From the home page of a SharePoint Online Team site, click the New menu and
then choose the Document library menu item:

P search
Sitc A

i Demos Team Site

Home + New v | & Page details Analytics

B. Click the Blank library option from the templates dialog:
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2.

Create new document library

+ &=
8=
8=

Blank library From existing

library

C. In the form, enter MyDocs in the Name field. Make sure the check mark is active
for Show in site navigation. Click the Create button to complete the process:

Many website administrators feel strongly about not using spaces when naming
a list, library, or new site. The reason for this is that the spaces will be replaced
with %20 characters in the URL. This can make the URL difficult to read and

links can become convoluted. The title of the list, library, or site can always

be changed after they are created using the properties pages that will be covered
in a later part of this course. This will change what is displayed but not affect
the URL. For simplicity and readability, the exercises and walk-throughs in
this course often include the space in the name and accept the fact that the

URL will have the %20 replacement characters.

Create a custom library column for the MyDocs library. The process and column types are
the same for libraries as they are for lists, so to keep things simple this walk-through only
creates a single column.

A.  Click the Add column link at the top of the default view of the MyDocs document
library:
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B. In the Create a column dialog, leave column type set to Text and click the Next

button:
Create a column
& Choice
T Date d tim:
l:l = Multiple lines of text
Seta single line of text (@ Number
& Yes/No
& sh hide colums @
DO~
C. Enter Department in the and leave the rest of the column options at
their default settings and.cliek- e’ga&@o to complete creating the new library

. = > (O
column: %/ Q

Create a column

X

Learn more about column creation.

[ use calculated value ®

Cancel

3. Addanew Word document to the MyDocs document library and set the Department column
value.

A. Click the New button and choose Word document:
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o

E.

i

// Edit New menu

+ Add template

A new file will open in Word Online. Type the following text in the new blank
Microsoft Word document: This document is for a demonstration on

SharePoint document libraries.

The file will be saved automatically.

Click the ellipse button for the Word do&nent created in the previous step and

choose Details from the drop—dow(ni@@- :

- w
B Editingridview @l Open v @ Share G Copylink [
MyDocs [t ~

Q@ [ Name Modified Modi

© @ Documentdocx ® Dom
Preview
Share
Copy link
Manag
Delet
Automat
Favorit
Add shortcut
Download
Rename
Pinto top
Move to
Copy to
Version history
Alert me
More

In the document details panel, click the Department field and enter Accounting

in the text box:
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D) Name*

You can also modify the Name field as well as any other fields that have been
defined for the document library using '& method.

\

F.  Usethe X button@&p@' @@%ﬁthe details panel to close it when you

are done.
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4.3. Managing Documents and Versioning

% 4.3.1. Checking Out Documents

The following walk-through will show you how to use the Check Out feature to lock a document so
that you can edit it safely without anyone else being able to modify the document while you have it
checked out.

1. Check Out a document from the MyDocs library.
A. Ifyou are not already there, click the MyDocs link in the Quick Launch menu.
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B.

Click the check circle next to the document you wish to check out to select it, then
click the ellipse button on the toolbar at the top of the document library view and
select Check Out from the drop-down menu:

MyDocs M

D Name Modified Modified B Department
s y P

You can also check out a document using the ellipse button’s menu on the
item and choosing More > Check out. When you check out a document, you
are the only person who can edit the document until you check it back in.
This is a great way to make sure that no one else can overwrite your changes

while you are working on the (i'obq@
AT A\

N ~O%
C. Note the icon thmears nc:)go) the document in the document library that

indicates the file is checked out:

MyDocs [l

© O Name Modified Modified By Department

© @ “Documentdocx [©)= 2 minctes ag0 e Gordon

2. Check the file back in to MyDocs library.

A.  Hover over the checked out document for a couple of seconds and you should see

a pop-up dialog that gives you the option to either Check in or Discard checkout:

MyD
i Hover over document for pop-up

Q@ [ Name Modified Modified By Department

© @ Documentdocx oB - |-

=] Document
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You can also check in or discard check out using the document item menu
from the ellipse button.

Discard Check Out

The Discard Check Out option will remove the checked-out setting from the
document, but you will also lose any changes that were made since the
document was checked out.

B. Click the Check in option from the item pop-up.
C. In the Check in dialog form, click the Check in button to complete the check in:

Check in Document.docx >

N
< (Tow

% 4.3.2. Deleting and Restoring Documents

The following walk-through will show you how to delete a document from the MyDocs library and
restore it from the Recycle Bin.
1.  Delete a file from the MyDocs library.
A. Ifyou are not already there, click the MyDocs link in the Quick Launch menu.

B. Click the check circle next to the document you wish to delete to select it, then click
the Delete button on the toolbar at the top of the document library view:
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You can also delete a document using the ellipse button’s menu on the item
and choosing Delete.

C. Click the Delete button on the dialog window asking you to confirm sending the

item to the recycle bin:

Delete?

@ [ |

D. Verify that the Document has been removed from the MyDocs library.

2. Recover the deleted Document from the Recycle Bin.

A.  Click the Recycle Bin link at the bottom of the Quick Launch menu:

B.

Sub Site A
@ Demos Team Site
® \

<

Pages

Click to add a check to the check box in the far left column next to the Document
item to select it and click the Restore button at the top of the list to restore the
document. Note: If you use a different template you may see a different Restore icon:

e

Pages

Demos Team Site

Recycle bin
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C. Verify that Document.docx is back in the library.

+ 4.3.3. Versioning

Versioning can be optionally configured in SharePoint so that backup copies of any library list item
are automatically created when new changes are applied. This provides the ability for users and
administrators to revert to previous versions of items. With libraries, you have the additional option
of requiring that documents be checked out before they can be edited. This will make sure that when
a user is editing a document no one else can edit the same document while it is checked out and
potentially overwrite changes.

The following walk-through will show you how to view versioning settings and require documents to
be checked out in the MyDocs document library and test the results.
1. Enable versioning in the MyDocs document library.

A. Ifyou are not already there, click the Myl')chs link in the Quick Launch menu.
B. Click the Library settings from t@g@gs menu to open the library options:

=N

Settings X

SharePoint

D. Click the Versioning settings link within the General Settings region on the Settings
page:
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E. In the Version Settings page, click the Create major and minor (draft) versions
option. Click the OK button to save the changes:

Settings » Versioning Settings

E.  Click the MyDocs link in 4l c’f %&Q navigate back to the browse view of
the library.
2. Edit the Document to test versioning settings.

A.  Click the Document link in the MyDocs library to open the file in Microsoft Word
Online for editing:

T Upload ~ B3 Editin grid view

MyDocs [t ~

B. Add a new line to the document in Microsoft Word and type the following: This
line was added to test versioning.

@ Document ©

Home Insert layout References Review View Help od

Ov § [Aptos@ody) v 12 v A A" B T U Fv &v - |EviEv =v @Oy &y v

This line was added to test versioniny
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3.

C. The file saved automatically.

D. Click the close icon of the Word window.

Restore a previous version of Document in the MyDocs library.

A.  Click the menu option Version History:

MyDocs [t ~

Q@ [ Name
© @ Documentdocx

@ Open v @ Share [IJ Publish & Copy link

Modified Modified By

B.  Since both major a %r@@e cnabled, you see both draft and major

versions. Users with"ViSitor per

versions:

ons would only be able to see published major

Version history

Delete Minor Versions

C. Click the arrow next to the version before the last change and select Restore from

the menu:

Version history

D. Click the OK button in the Message from web page dialog window asking you to

verify replacing the current version:

64 | LESSON 4: Library Basics

EVALUATION COPY: Not to be used in class.



webucator.sharepoint.com says

You are about to replace the current version with the selected version.

N

Note that restoring an older versiofi< s a new version replica of it. Close the

Version History dialog: (b\.Q‘/ QA

/ Version history

Belete Allversiond | Delete Minor Versions

02 7/23/2024 10:56 M

01 7/23/2024 10:53 PM

Click the Document link in the MyDocs library to open the file in Microsoft Word
Online.

Verify that the changes made earlier are not in this version of the document.
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=] Exercise 5: Working with Team Site

Libraries
™) 5 to 15 minutes

In this exercise, you will work with the default Team Site libraries.

1. Add an existing document to the Documents library.

A. Click the Documents link within the Quick Launch menu:

i SharePoint

T Upload ~ B3 Editin grid view

[ Name

This should take you to the defauk@g the library.

B. Click Upload > Flles to Sd@mcx“st%@\;

i SharePoint P Search this library

Documents | Folder

Template

O N

C. Navigate the files on your computer and find some random file, preferably a Word
document or plain text file, it does not matter for this exercise.

D. Choose the file and click the Open button to upload the file.

E.  Verify the file is now listed in the Documents library and available to anyone with
access:

@ . Exercise Team Site
Ho

Documents [~

Modified Modified By
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2. Create a new document directly in the Documents library.

A.  Click the New button and choose the Word document type of file:

B. Microsoft Word Online should open to a blank page. Enter the following text into
the document: SharePoint Online is a great collaboration product.
The page will save automatically.

C. Click the Document menu link in the upper left corner of Word Online and set the

File Name to ExerciseFile in th&@ that opens:
o 2l

View  Help

B I U By av A | EviEyiE % o2

SharePoint Online is a great collaboration product.

The Location field shows you where in the SharePoint site the document is
being saved to.

D. Close Microsoft Word Online and note the new document in the library with the
new name. You may need to refresh the page if you don’t see it in the list of
documents.
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=] Exercise 6: Creating Libraries
™ 5 to 15 minutes

In this exercise, you will create a new library using the Document Library template.

1. Create a new library using the Document Library template.

A. Click the Home link in the site’s Quick Launch.

B. From the home page of a SharePoint Online Team site, click the New menu and
then choose the Document library menu item:

:  SharePoint

Demos Team Site

Conversat tions List

Plan News

App 1 engaged by sharing
yyyyyyyy ¢ and updates

Lo
C.  Click the Blank 1@% fe;@iates dialog:
= - b)) -

Create new document library

+ =
o
o
Blank library From exi
library

ing

Templates

D. In the form type ExpenseReports in the Name field. Make sure the check mark is
active for Show in site navigation. Click the Create button to complete the process:
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2.

Edit the document type list for the ExpenseReports library.

A.  Click the New menu link at the top of the ExpenseReports library view and choose

Edit New menu from the options:

=====

HIN|e & & & & &

B.  Un-check everything in the list except Excel Workbooks and click the Save link:

Save Cancel

Edit New menu

X

V)

This allows you to limit the types of new documents that can be created from
the New menu. It does not limit the types of documents you can upload.

3.

Create a new item in the new ExpenseReports document library.

A. Click the New button and choose Excel workbook:

B. Microsoft Excel should open to a blank spreadsheet based on the Microsoft Excel
spreadsheet template you chose when creating the ExpenseReports library.

C. Enter data into the spreadsheet. You can use the following image as an example:
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85 " 5 =SUM(B3:B5)

[ c

A
1 Student June Expenses
2

3 |Lunches $ 30000
4|Travel $ 50000
5 Entertainment $ 10800.00

6| Total $ 11,600.00 |

8

D. The file will save automatically.

E. Click the Book drop-down link at the top left of Excel Online and enter June
Expenses for the file name:

~—

E.  Close the Microsoft Exc W Yo \Bd see your new document listed in the
library. If you dorfgeeli e/E@sReports link in the Quick Launch menu to
refresh the page. "

Conclusion

In this lesson, you have learned:

1. How to create new libraries using library templates.

How to work with the different libraries in a default Team Site.
How to add columns to a library.

How to check out documents for editing.

How to delete and restore documents from document libraries.

How to view versioning on a library.

N Vs

How to revert a library document to an earlier version.
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LESSON 5

Working With List Library Views

EVALUATION COPY: Not to be used in class.

Topics Covered

V] Default views built into lists and libraries.
M Personal views.

M Shared views.

| Configuring views.

| Setting the default view for a list or library.
S
S
S <SS
hare@%t and library data in an easy-to-read and
easy-to-use manner. Every SharePoint list and library can have multiple views created and configured,

and some list and library templates come with special views preconfigured. Views can be defined for
personal use or shared use.

Introduction

Views provide a flexible system to

EVALUATION COPY: Not to be used in class.

[

5.1. Default Views

% 5.1.1. Explore Default Views

The following walk-through will explore some of the default views and how to use them. The
walk-through will also explore how to manage existing views. This walk-through depends on the Event
[tinerary list created during an earlier walk-through.
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1. The first thing to do is create a couple of items in the Demo Event itinerary list in order to
have something to display in the views.

A. Click the Demo Event itinerary link in the site’s Quick Launch.

B. Click the Add new item link in the list to open the New Item form and use the
following table for information to fill in the form:

Item 1
Field Data

Session name|Client Review

Session type |Panel

Description |Rank and process requests

A.  Click the Save button on the New Item dialog to save the task to the Demo Event
itinerary list.
B. Repeat the previous two steps with the following information to create a second
item:
Item 2 ) Q'Q
Field Data >0
S2
Session name|New Hire Onboarding fb-\ ‘®

P O
Session type |Talk Nz L&)

Description |Welcome the new hires!

2. Explore the ways to navigate to views in a list or library.

A.  Select the desired view from the links along the top of the list:

+ paaneion IR e @ Bport + O foms Q) 93 Avtor

o -

Security-Trimmed Views

The views are security trimmed. This means that if the account does not have
permissions to create or modify a view, those options will not be listed.

3. Manage the views for the Demo Event itinerary list.
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A.  Click the List Settings button from settings:

Settings X

SharePoint

[Add 2 pagd

IESRNR

C. Click the Event Itinerary - grid view link from within the Views region to open
the Edit View page for the view. . eSa>

_~
D. Note the options (scroll do -@Veryt ing):
BB

LN N R

Position from Left

<ledllellellelleleee

[N N NN

P L L L LTS LS LLLLErs

View Settings

You will learn how to work with most of the rest of the views settings in the
next walk-through on how to build a custom view.

E. Click the Cancel button at the top of the page but also note the Delete button that
can be used to delete a view if the user has sufficient permissions.

LESSON 5: Working With List Library Views | 73
EVALUATION COPY: Not to be used in class.



EVALUATION COPY: Not to be used in class.

[]

5.2. Custom Views

¢+ 5.2.1. How to Create a Custom View

The following walk-through will show you how to create a custom view using the default Demo Event
itinerary list.

1. Create a custom view of Demo event itinerary using the Standard View format.

A. Click the Demo Event itinerary lm!lqs_sa?e Qulck Launch menu.

B. Click the + icon at the en

‘‘‘‘‘‘‘‘‘‘‘‘‘

C. In the Create view dialog, type Class Test for the View name and note that List
is the default selection from the Show as region and click Create:

Create view X

g Calendar 22 Gallery D Board

Visibility ©

Make this a public view

=

D. Select Edit current view from the drop-down menu for the new Class Test list view:

74 | LESSON 5: Working With List Library Views
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E.

+ Addnewitem [NESRSEPLCIE @ share 8 Bxport ¥ B Forms @) 93 Automate v B
=

%) Session name o Sessionc.. v

Client Review

New Hire Onboarding

Select the following from the Columns region; everything else should be deselected.
i.  Session name (linked to item with edit menu)
ii.  Session type

iii. Description

-

Scroll down to the Sort region an%ﬁié%%’sion Name for the First sort by the
column selection: \Q~ = *

Scroll down to the Filter region and select Session Type for the Show the items
when column selection, leave the operator drop-down set to is equal to and type

Talk in the value field text box:
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H. Note the remaining view options and their collapsed regions but leave them at their

default settings:

I.  Click the OK button at the bottom of the form to complete creating the public view.

2. Once the new view has been successfully created@l’oint will automatically navigate you
back to the Browse tab with the new vie (a}s\F est selected. The items listed should only
include events that have their S@@’pe'ﬁeé&@lﬁlk:

— - - R
O/ e G
BB Edit in grid view @ share & Bport ~ [ Forms @ 5% Automate

Allltems | = ClassTest v | Eventitinerary - gr.

+ Add column

Demo Event itinerary # v

Session type: | Talk

%) Session name @ Sessiont.. v

New Hire Onboarding Tk

3. Click the Demo Event itinerary link in the Quick Launch and note how the view is reset
back to the default Event itinerary - grid view. You could optionally set the custom view
Class Test as the default view for the list.
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=] Exercise 7: Creating Public and Personal

Views
™) 5 to 15 minutes

In this exercise, you will learn to create both Public and Personal views.

1. Create a new public view for the Office Inventory.

A.  Click the Office Inventory link from the site’s Quick Launch.

B. Click the Settings menu and then choose the List Settings menu item:

C. Click the Create view link in the Views section of the List Settings page:

You can also use the + icon in the main view of the list to add new views.

D. Click the Standard View format option link:
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E. Enter Company Furniture in the View Name field and leave the View Audience
field set to Create a Public View:

s » Create View o

E.  In the Columns section of the Create View form, select only the following columns:
i. Item Name (linked to item with edit menu)
ii. Item Type
iii. Total Value

3 Colum
Position from Left

<lellellellellell<]l«

G. In the Filter section, choose the Total Value column in the Column to Filter
drop-down list. Select is greater than in the operator drop-down field. Enter
1000 in the Value field:

H. Expand the Group By section and then select Item Type in the First group by the
column: drop-down list field and choose the Show groups in descending order
option:
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@ Tabular View

3 Group By

= | First group by the column.

_ == ‘show groups in ascending order
=

oups in descending order

= g
(C.BAO321)

Then group by the column:
None v
IEI Show groups in ascending order
© (»8cor,23)
- lEI Show groups in descending order
©8A0321

8y default, show groupings

® Collapsed O Expanded

Number of groups to display per page
30

[.  Take a few moments to read through the rest of the Create View forms options.
Leave them at their default values.

Click the OK button to save the new view and see the results.

—

K. Note how the new view looks:

@ Share €8 Export ¥

& Manage access

LTl S Editin grid view

uses filters that y

) ltem Name ~ @ emType ~

Item Type: Software (1)

Item Type: Furniture (1)

Item Type: Equipment (2)

Laptop

Desk top computer

= b
2. Create a new personal view for the Office Inventory.

A.  Click the Settings menu and then choose the List Settings menu item:

Settings X

SharePoint

Add an app

Site contents

List settings
Etormation

Site permissions

Apply a site template

Site usage

Change the look

Microsoft 365

View all

B. Click the Create view link:

Views
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C. Click the Standard View format option link:

editable spreadsheet forn|

in 3 Gantt chart to see 3 g

D. TypeItems by type in the View Name field and change the View Audience field
set to Create a Personal View:

s » Create View o

E. In the Group By section, choose the.It\qB’@ype column in the drop-down list:

@ Tabular View

hat type of group and subgroup the items in the view vil

F. Click the OK button to save the new view and see the results.

G. Note how the new view is selected. It is only available to you:

o Office Inventory + ¥ = Alkems | Co

tem Nam D MemDesc.. @ HemType

Laptop

Desk top computer

Item Type: Furniture (2)

Item Type: Software (1
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Conclusion

In this lesson, you have learned:

1.

2
3
4.
5

How to use default views built into lists and i@? ’

- T

\Q} 2

How to create personal views. D>
PoS )
N C):/ -
How to create shared views. D)

How to configure views.

How to set the default view for a list or library.

LESSON 5: Working With List Library Views | 81

EVALUATION COPY: Not to be used in class.



82 | LESSON 5: Working With List Library Views
EVALUATION COPY: Not to be used in class.



LESSON 6

Working With Sites

EVALUATION COPY: Not to be used in class.

Topics Covered

V1 Site Templates.

V] “Out-of-the-Box” Site Templates.

| Creating a new site using Site Templates.
| Creating a Project site.

| Creating a Team site.

Introduction ol

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.
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6.1. Site Templates

% 6.1.1. Overview

Site templates in SharePoint Online are pre-configured layouts and settings that allow users to create
new sites quickly and efficiently, tailored to specific needs and functions.
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% 6.1.2. Types of Site Templates

1.

Team Site — Ideal for team collaboration, these templates include document libraries, task
lists, and communication tools.

Communication Site — Designed for sharing news, reports, and other information across
an organization, with a focus on visuals and broad communication.

Hub Site — Centralized site templates that connect multiple team and communication sites
for unified navigation, search, and branding.

% 6.1.3. Common Features

Ll

% 6.1.4. Customization _ &>

Document Libraries — For storing and organizing documents and files.
Lists — For tracking tasks, issues, or other structured data.
Pages — Customizable pages to display content, news, and other information.

Web Parts — Modular components that add functionality and content to pages, such as text,
images, documents, and lists. ) Q')Q

<<

While site templates offer predefined configurations, they are highly customizable. Users can modify
the layout, add or remove web parts, change themes, and tailor the site to their specific needs.

* 6.1.5. Usage Scenarios

1.

Project Management — Use team sites to manage project documents, tasks, and
communications.
Intranet Portals — Utilize communication sites to create engaging intranet portals for

organizational news and resources.

Departmental Sites — Create hub sites to centralize departmental resources, documents,
and communication.
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6.2. Creating Sites

* 6.2.1. 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:

Settings X

SharePoint

3
Change the look

B. Click the New link and choose Subsite:qj:Q’

-
N

[
|
d A
o <
% Document library . :

App

B Documen ts

C. TypeMarketing 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:

htents » New SharePoint Site

Title and Description

Web Site Address

Template Selection
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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:

Display this site on the Quick Launch of the parent site?

isplay this site on the top link bar of the parent site?
ONo

Use the top link bar from the parent site?
®No

Navigation Settings
- \0

S

In a later walk-through<i esson,syou will learn how to change the

navigation settings %@ﬁe. In a later part of this course, you
issions.

will change the

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:

NNNNN

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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3.

Settings

SharePoint

B. Take a few moments to look through the Lists and Libraries created by default from
the Team Site template:

l Contents l Subsites

Create a new child site to Marketing using the Project Site template.

A.  Click the New link at the top of the p; choose Subsite:

Marketing

Z

itents » New SharePoint Site

Title and Description

Web Site Address
URL name:

B. TypeProject 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:

Template Selection
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4.  Explore what comes with the Project Site template.

A. Note that the Project Site home page has a Project Summary view:

] Y-
Bl Project X

Project Summa

Get organized . EF'

Edit the 0 s it Gt 0 o i
task list.

B. Click the Site Contents link in the Project X Quick Launch menu:

Project X # EDTUN

DT :

Project X

ro
"
. =
c } -
g
e

5
-
[ < g -

%ﬂl — O™
C. Notice the addition of lists such as the Tasks list that was created by default as

compared to the Team Site template used earlier:

Project X

Project X
Home =+ aff Siteusage { Site workflows 3 Site settings [
Notebook
Contents  Subsites
Documen t
Task
Calend M Nan Typ
B Documen t o t
B Site Asset o t
Edit B calend: Events st
M MicroFeed List
3 rowersl PP
I7 Tasks Tosks list l
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6.3. Site Navigation

* 6.3.1. 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.

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:

Project X

(A
@
L H + N
0
8
®

6"
S@
Note that there a@cﬁ@ﬁa&n) Qﬁop 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:

t/_layouts/15/viewlsts.aspx -—m”

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:

+ New - 3 Page details Analytics|

News
+ Add -
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Just as before, there is yet no obvious way to navigate to the parent site of Marketing.
To navigate back to DemoTeamSite, the root site in this demo, remove the text in

browser’s address field back to before Marketing as shown in the screen capture:

Tl P frees
onversations

(A
®
(=]
(6]

News

Note that the root parent site currently has the two links in the Top link bar as
shown in the image. The larger Demos Team Site link sitting just below the 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:

Tl P frees

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

A.

C.

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.

Within the Project X site, Click the Settings button and select the Site Settings
link from the menu:

Settings

SharePoint

hared with

Click the Top link bar link under the Look and Feel group on the Site Settings
page:
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Project X # EDITLINKS

Site Settings

D. Click the Use Links from Parent link on the Top link bar settings page:

Project X # EDITLINKS

Site Settings » Top Link Bar o

= New Navigation Link | &

B Projecx

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:

site:

i SharePoint

BROWSE  PAGE

Project X

Sl Project X

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:

Settings X

SharePoint

B. Click Site Settings from the top menu:
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Marketing —

Contents  Subsites

C. Click the Top link bar link under the Look and Feel group on the Site Settings
page:

Project X # EDITLINKS

Site Settings

D. Click the Use Links from Parent link on the Top link bar settings page:

Project X # EDITLINKS

Site Settings » Top Link Bar o

i SharePoint
Sub Site A Marketing

Marketing

+ New - 3 Page details Analytics

4. Add a new link to the Top Link Bar of the root parent site.

A.  Manually navigate to the root parent site by removing marketing from the browser’s

URL field:

Remove

B.  While in the root parent site, Click the Settings icon and select the Site information:

92 | LESSON 6: Working With Sites
EVALUATION COPY: Not to be used in class.



Settings X

SharePoint

nce
Change the look

C. Click the View all site settings link on the Site information panel:

Site Information X

© Versmmpsmr Cme

Site Information Panel

The Site information panel is a quick way to access the Site Settings page.
This is an alternative way to navigate than using the link in Site contents.

D. Click the EDIT LINKS link at the end of the Top Link Bar:

i SharePoint

Site Settings

E. Click the link with the plus icon in the editable Top Link Bar region:

. WbsteA X Morketng X Drag anddiop nkhere =
DT B .
Site Settings
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E.  On the Add alink dialog, enter the full path to the Project X subsite of Marketing,

i n m y c a s e t h a t i s
http://webucator.sharepoint.com/teams/DemosTeamSite/marketing/projectx,
in the Address field. In the Text to display field, enter Project X. Click the OK

button to save your changes:

G. Repeat the prev1ous st \a?c.l ) the root site, in my case that is
http://webucato e repoiQ,Dom/teams/DemosTeam81te you can set the

text to something like Team Site Home or whatever you want. It should look similar
to the following:

il Site Settings

H. Click the Save button to save the changes to the root site’s Top Link Bar.

—

Verify that the new links in the Top Link Bar work by clicking each one.
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=] Exercise 8: Creating Team Sites

™) 5 to 15 minutes

® & o

M o

:
2, )

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.

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

A. Click the Site Contents link in the Quick Launch menu.
B. Click the New link and choose Subsite:

C. TypeAccounting 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:

tents » New SharePoint Site

Web Site Address

Template Selection

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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[ Display this site on the Quick Launch of the parent site?
O Yes

Display this site on the top link bar of
® ves

Navigation Inheritance

Use the top link bar from the parent ste?

one

—

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:

% e
Accounting

®

© | ome + New

updated with news on

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:

SubSite A Accol

unting
@
o ET Accounting
e | Hom + N
b] Notebook

News

Document ts
+ Add

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.

4.

Navigate back to the root parent site.

A.

B.

There is currently no obvious way to navigate back to the parent site from the child
site Accounting. To navigate back to ExerciseTeamSite remove the text in browser’s

address field back to before Accounting as shown in the screen capture:

Note that the new Accounting sitg\&f\@k’on the parent site’s top navigation bar:
=

i SharePoint

This is because we set the Navigation Inheritance to Yes when we created the site.
But since there is not an entry for the parent site in its own top navigation bar, we
will need to manually add it.

Add a new link to the Top Link Bar of the root parent site.

A.

While in the root parent site, Click the Settings icon and select the Site information:

Settings X

SharePoint

Add a page
Add an app

nce
Change the look

Click the View all site settings link on the Site information panel:
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Site Information X

© Versmmpsmr Cme

Site Information Panel

The Site information panel is a quick way to access the Site Settings page.
This is an alternative way to navigate than using the link in Site contents.

P S
Click the EDIT LINKS link at tf;gasj?the Top Link Bar:

i SharePoint

Click the link with the plus icon in the editable Top Link Bar region:

teA X  Acounting X  Draganddroplinkhere | ® link

Site Settings

On the Add a link dialog, enter the full path to the Exercise Team Site root site,
i n m y c a s e t h a ¢t i s
http://webucator.sharepoint.com/teams/ExerciseTeamSite, in the Address
field. In the Text to display field, enter Exercise Root Site. Click the OK button
to save your changes:
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E.  Click the Save button to save the changes to the root site’s Top Link Bar.

G. Verify that you can navigate to the Accounting site and back to the Exercise Root
Site using the shared Top Link Bar by clicking each one:

Conclusion )

In this lesson, you have learned: @s\'b > O Q{‘ )
< <O~
1. 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.

AN A i

How to manage the sites listed in the top link bar.
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LESSON 7

Page Content

EVALUATION COPY: Not to be used in class.

Topics Covered

V1 Site pages.

M Wiki pages.

| Adding content to the Team Site Home page.

| Changing the layout of the Team Site Home page.
S
| Creating a Site page. (5%@

_ (b\ﬁe N\
Introduction <N oSN

SharePoint Online allows users to build dynamic and interactive web pages using web parts and sections.
These elements are essential for organizing and displaying content effectively on SharePoint sites.

** Web Part Pages

Web part pages in SharePoint Online are customizable pages that can host multiple web parts. These
pages are designed to display various types of content and provide users with interactive elements to
enhance collaboration and productivity. Key features include:

1. Customization — Users can add, move, and configure web parts to tailor the page to their
specific needs.

2. Interactivity — Web parts can include interactive features such as forms, media players, and
embedded content.

3. Collaboration — Web part pages facilitate team collaboration by integrating document
libraries, lists, and communication tools.
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+ Sections

Sections are the building blocks of a web part page. They help organize the layout and structure of the
page, making it easier to design and navigate. Sections can be customized in the following ways:

1. Layouts — Sections can have different layout options, such as single column, two columns,
or three columns, to organize content efficiently.

2. Backgrounds — Users can apply background colors or images to sections to enhance visual
appeal and brand consistency.

3. Spacing — Adjusting spacing within sections helps create a clean and readable design.

By combining web part pages and sections, SharePoint Online provides a flexible and powerful platform
for creating content-rich, visually appealing, and interactive web pages that meet the diverse needs of
organizations.

Using web parts and sections, SharePoint Online allows users to create and customize web pages by
adding various types of content. This flexibility helps to meet the needs of different organizational
functions and enhance collaboration. The key content types that can be added to a SharePoint Online

S

S

< Text S S\
~X SR
Users can add and format text using&xt web part. This includes basic formatting like bold, italic,

and underline, as well as more advanced options such as headers, bullet points, and hyperlinks.

web page include:

** Images

Images can be inserted using the Image web part. Users can upload images from their computer, select
from the SharePoint library, or link to images from external sources.

+» Videos

Videos can be added through the Stream or Video web parts. These allow embedding videos from
Microsoft Stream, YouTube, or other video hosting platforms directly into the page.

< Documents

The Document Library web part allows users to display and manage documents stored in SharePoint
libraries. It provides easy access to files and supports features like version control and collaborative
editing.
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+ Lists

Data from SharePoint lists can be displayed using the List web part. This can include tasks, contacts,
events, or any custom list created within SharePoint.

+ Links

The Quick Links web part is used to create a set of hyperlinks to internal or external pages, documents,
or other resources, providing quick navigation options.

+» Calendars

The Calendar web part displays events from SharePoint calendars, helping users to keep track of
important dates and deadlines.

+» Embedded Content .S
S
The Embed web part allows users to embed cg om websites, such as maps, social media

feeds, or interactive tools, enhancin@tlon@e harePoint page.

< Forms

Using the Forms web part, users can embed Microsoft Forms to collect information or feedback from
site visitors directly on the SharePoint page.

¢ Dynamic Content

The News web part displays the latest news posts, and the Highlighted Content web part dynamically
shows content based on filters such as recently added or modified items.
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7.1. Site Pages

% 7.1.1. 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.
2.

Navigate to the team site in your browser.

On the Home page of the team site, click Edit:

Demos Team Site oo Folowng & 1menber
| + New @ Pagecetis D Ansltics Pubished & Share 2| 2

- \V/
Explore the options available fo &c@? @age is divided into sections and each
section may have a web pa@;

A. Note that when you are in edit mode and hover over different sections of the page,
a border and label will appear defining the section, such as News in the following

image:

Quick links

+ Addlinks

© Leamabouta teamsi
@ Leamhow toaddapd

News Whatis a team

Documents

+ New

Activity

B. Click somewhere inside the News section and note the toolbars that let you modify
the section as well as the web parts within:
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News

News

Keep your team engaged by sharing
content and updates T

i=]

[ Save as draft ) Discard changes €3 Page details &3 Analytics
12 7 © © mropsoy - I Web part toolbar
o
IR
W Keep your team updated with
— X :
Section toolbar D ™ i "
a be.

C. Hover over the icons in the web part toolbar to see the options.

i.

ii.

iii.

iv.

Click the + to add a new web part to the section:

3 Save as draft Undo £ Discard changes 3 Page details Analytics
Add 2 new web partin column one
sejiid @ [ Top story Il
4 W p story. 101
News
0 + Add
|

- Ke:
i
[la =

Click the Move icon to mg\z\r\j@% part up or down in the section:
\lfr? ‘b‘ /V/

™ tf Undo X\ Di d ch
: — P ®

¢ |7 © W DBropsoy v >
o >

News

Click the Edit icon to edit the web part:

Click the Duplicate icon to make a copy of the web part:

Save £ Discard changes

Duplicate web part

% 7 W |Eropsoy v |
< News
] + Add

Click the Delete icon to remove the web part from the section:

Bsaveasdrat | . & Discardchanges g3 Page detais
elete web pa
o 2 o) mrwsn -
News
] + Add
W
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vi. Click the Layout options icon to select a different layout for the web part
in the section:

Save as draft £ Discard changes 3 Page details Analytics

Layout options

¢ 7 0w IDETDpstoryq.

o7

(8 Top story
News

© = List

o 88 Side-by-side

K
#0 Hub News D " n
Fr
3 Carousel J
(B Tiles

News w

D. Hover over the icons in the section toolbar to see the options.

i.  Click the + plus icon to add a new section:

ew section 1t £ Discard changes

¢ /7 © W | 08Topstory v

News

ii. Click the Edit icon to edit the section:

-
AT

¢ 27 © W | 08Topstory v

Edit section

News

V

iii. Click the Move icon to move the section up or down on the page:

iv.  Click the Duplicate icon to make a copy of the section:

«z» 7 0 W |Ewpsoy -

News

Duplicate section

«z» 7 0 W |Ewpsoy -

News

Delete section
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4. Explore the options for saving or discarding changes to a site’s page.

A.

Click the Republish button to save your changes and make the changes immediately
visible to visitors:

Click the Save as draft icon 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:

Click the Discard changes icon to discard your changes and return the page to
pre-edit content:

2O
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7.2. Wiki Library Pages

% 7.2.1. 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.  Create a new wiki page in the Marketing subsite.

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

B.

In Pages library, click New and choose Wiki page:
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teA Marketing  ProjectX  Team Site Home

Marketing

® & o

® o o

C. Name the page Sample page and click Create:

Bl New [fem

2. Add an image to the new wiki page.

A. Click the INSERT tab to open the toolbar, then click the Picture drop-down link
and choose From Computer in the list:

i SharePoint

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

Upload Image

Choose s file =

Baddasa

The image will default to upload to the Site Assets library in a team site but
you can pick a different destination.
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C. 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:

D. Note that if the image size is not perfect, you can use the image tab to set the desired
size:

3. Add some text to the new wiki page.

A.  With the Marketing site’s new page stillifivedit mode, click the Format Text tab
to open the toolbar. Click the TextJ Fout rop-down button and select One column

with sideb from the ‘migg.ﬁdon@

B. Add text above the image added earlier by hovering and clicking just to the left of
the image so that the insertion point is located right next to the image and type the

following text to the left of the image Marketing Rules!:

C. 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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[romwarron ez |

Segoeullignt ~ | 235p1 ~

E sssbeeod | AaBH JaBoc

B I Usx x /.A. % paragrepn | | Heading 1 | | Heading 2

B

Marketing Rules!

D. With your insertion point between the new text and the image, use your Return
keyboard key to move the image below the new heading, it should look like the
following:

Marketing Rules!

===

4. Add alink to the Site Assets library. \Q}: > =\
i

A.  Hover and click @ua acrii§ '%ﬁt Tust to the right of the image added
earlier and add a Retiffn to move the insertion point down by a line:

Marketing Rules!

, Insertion point

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

Marketing Rules!
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This is a shortcut way of creating a hyperlink in a wiki page to content on the
same site. You can also use the INSERT tab on the toolbar and the Link
button for both local and external content.

C. From the second menu, select Site Assets/ from the list:

Marketing Rules!

>
S
D. A matching set of ] s@e auto dded to the end of what we entered
in the previous sté compl@)m should look similar to the following image:

Marketing Rules!

5.

i SharePoint

A.  Verify the wiki-style link to Site Assets works by clicking it and verifying it takes
you to the Site Assets library:
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BROWSE  PAGE  PUBLISH

SubSiteA  Marketing  ProjectX  Team Site Home

@l Sample Page

Home A\ Version: 0.2
Notebook A\ Status: Checked in and viewable by authorized users.
Documents
Peges Marketing Rules!
Site contents ——
s~

Recycle Bin

# EDITUINKS

I Site Assets I
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=] Exercise 9: Working with Site Pages
™ 5 to 15 minutes

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

1. From the Exercise Team Site, navigate to the Accounting site:

i SharePoint

@ | Home + New - @ Pagedetails Analytics
b Notebook
News
=] Documen ts
+ Add
@ P

2. Click Edit to enter edit mode:

D> ) Y
o /‘s\/ = QQ
3. Remove the Activity web pag%m he h age.

A.  Click Activity web part to edit it:

News

+ Add

& 20w

Site group is ready

Welcome to the Exercise Team
Site group. Use the group to

B. Click the Delete web part trashcan icon above the selected Activity web part:

Delete web part

+ 2 ofE)

Activity

4. Add a new web part.

A. Locate and click the + by hovering where you want to add the web part and the +
will appear if a web part may be added:
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News

Keep your team updated with news on
your team site

From the site home

M author a news post

e you'll be able to quickly
status update, trip report, o.

5
oJ

B.

o=

o ST

0“} =2
C. From the list of D%@rcme)&ﬁﬁe Documents library:

& 20w

EG Document library

Select a document library to add to this page.

D. Click the pencil icon labeled Edit web part to edit the newly added web part:

Edit web part

+[Ao w

Documents

+ New v T Upload v B Editingridview <a Sync Kl Export to Excel = All Documents ~ (@

[ Name v Modified Modified By

E. In the web part editing panel click the option on to Hide command bar and click

Apply:

114 | LESSON 7: Page Content
EVALUATION COPY: Not to be used in class.



Document library X

utor of items
@H\de command bar

@) Show "See all" button

D)
i
Learn

@ or

E.  Close the Document Library web part editor panel:

5. Click the Republish butt
to the page:

Conclusion

In this lesson, you have learned:

1. What site pages are.
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What wiki pages are.

How to add content to the Team Site Hom P S

>
How to change the layout of the ] eapyS x@%
How to create a Site page. @ C)

hARE I
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LESSON 8

Site Columns And Content Types

EVALUATION COPY: Not to be used in class.

Topics Covered

M Site Columns.

¥ Content Types.

1 Site Columns.

¥ Content Types.

| Creating a document template for a Content T}qgs$$ -
[V Assigning a Content Type to a list or libr%g QQ*

[ Creating new items based on a cus Contentci:'yﬂe.

Introduction

One method of customizing SharePoint, in a way that can be reused throughout the site or site collection,
is to create Site Columns and Content Types.

%+ Site Columns

Site columns in SharePoint Online are reusable columns that can be used across multiple lists and
libraries within a site collection. They ensure consistency and standardization of metadata across various
lists and libraries. By defining a site column once, you can use it in multiple locations without needing
to recreate it.

Key Benefits of Site Columns

1. Consistency — Ensures uniform data entry across lists and libraries.

2. Reusability — Can be reused across multiple lists and libraries.

LESSON 8: Site Columns And Content Types | 117
EVALUATION COPY: Not to be used in class.



3. Centralized Management — Any updates to the site column are automatically reflected
wherever it is used.

++ Content Types

Content types in SharePoint Online are a way to group columns together into reusable sets. They
define the metadata, workflow, and behavior for a category of items or documents. Content types can
be used to manage different types of content consistently across a site collection.

Key Benefits of Content Types

1.  Organization — Helps in categorizing and organizing content effectively.
2. Consistency — Ensures consistent metadata and behavior for similar content types.

3.  Flexibility — Allows for different types of content to be managed within the same list or
library.
4. Workflow Integration — Can include workflows that apply to specific content types.
S
(b\'Q
Content types are created in the Sl%{tﬂ& tent Types. Once created, they can be

added to lists and libraries. This all ou to app standardlzed set of columns and behaviors to
the items or documents within those lists and libraries.

Creating and Using Content Types

EVALUATION COPY: Not to be used in class.
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8.1. Site Column Gallery

% 8.1.1. Explore the Site Column Gallery

This walk-through will explore the columns available in the Site Column Gallery. Please note that
based on your account 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 Demos Team Site or
any site based on the Team Site template.
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Click the Settings menu and select the Site contents option from the list:

Settings X

SharePoint

Tersetings
Site information
Site permissions
Apply a site template
Site usage

Change the look

Click the Site Settings link in the upper right corner of the Site Contents page:

Private group W Following & 1 member

4 Siteusage {3 S\tewurkﬂuws@ Recycle bin (0)

Click the Site columns link in the Web Designer Galleries group on the Site Settings page:

Loak and Feel
Quick launch
Navigation Elements
Change the look

E

nable search configuration export Export Translations
Reset to site definition Import Translations
Site liraries and lists

User alerts

[\

Sites and workspaces

Wor
Term store management

Search

Take a few minutes to browse the list of Site Columns and their groupings. The image below
is a partial list of Site Columns:

Site Settings » Site Columns o

=i create Show Group: [All Groups
Site Column e Source

Base Columns
Append-Only Comments Multiple lines of text Demos Team Site

Categories single line of text Demos Team Site

End Date nd Time Demos Team Site
Language Demos Team Site
Start Date 2te and Time Demos Team Site
erary URL Hyperlink or Picture Demos Team Site
Workflow Name single line of text Demos Team Site

Content Feedback

Number of Likes Number of Likes Demos Team Site
Number of Ratings Number of Ratings Demos Team Site
Rating (0-5 Rating (0-5) Demos Team Site

Core Contact and Calendar Columns

Address Multiple lines of text Demos Team Site
Anniversary Date and Time Demos Team Site
Assistant's Name single line of text Demos Team Site
Assistant's Phone single line of text Demos Team Site
Birthday Date and Time Demos Team Site

Business Phone single line of text Demos Team Site

Leave the Site Columns gallery open for the next walk-through.
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8.2. Creating Site Columns

¢+ 8.2.1. 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:

Bite Settings » Site Columns o

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:

Site Columns » Create Column o

N:

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.
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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:

5. Click the OK button at thgﬁm of thgfgn 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:

Tas

Display Template C

%+ 8.2.2. 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 DemoList that was created in an earlier walk-through but any list or library would work.

1. Click the DemoList link on the Site Contents or Site Quick Launch menu.

2. Click the Settings icon and then click List settings from the menu:
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Settings X

SharePoint

Microsoft 365

3. Scroll down the List Settings page and to the Columns region.

4. Click the Add from existing site columns link under the list of columns:

“ oS ~>
- N& _ SN
5. In the Add Columns from™Site Colummns”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:

5 » Add Columns from Site Columns o

6.  Click the OK button to save our change back to the list’s columns.

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

8. Click the Add new item button in the list to create a new item and test the Site Column.
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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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8.3. Site Content Type Gallery

+» 8.3.1. Explore the Site Content Types Gallery

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

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

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

3. Click the Site Settings link:
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Private group W Following & 1 member

4 Siteusage {3 S\tewurkﬂuws@ Recycle bin (0)

4. Click the Site content types link in the Web Designer Galleries group on the Site Settings
page:

Loak and Feel
Quick launch
Navigation Elements
Change the look

e site features

Enable search configuration export P

Reset to site definition Import Translations
Site liraries and lists
User alerts

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:
P, .

Demos Team ie

Content type gallery Return to classic

s available on this site. Content types visible on this page can be.

ed content types. To add a content type, go to the

O Search content types | = All tems

Site content type T Parent Category
Announcement item List Content Types
Document Document Content Types
tem Group Work Content Types
item List Content Types
item List Content Types
Document Contracts
Folder Folder Content Types
item Document Content Types
Document Document Content Types
item List Content Types
item List Content Types

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

EVALUATION COPY: Not to be used in class.

[

124 | LESSON 8: Site Columns And Content Types

EVALUATION COPY: Not to be used in class.



8.4. Creating Content Types

*+ 8.4.1. 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 DemoTeamSite that extends the Document content type.

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

Content type gallery

es available on this site. Content types visi

B. Inthe New Site Content form, th ing information t lete the form.
n the New Site Content for use‘i@ng ormation to complete the fo

£

Field S>> B
s O
Name: TW Ordé€; »O
Description: Type Demo custom content type for work orders

Select parent content type from: |Select Document Content Types

Parent Content Type:

Select Document

The completed form should look similar to the following image:

Create content type

Category
(®) Use an existing category () Create a new category
Name:

‘ Custom Content Types v

Parent content type
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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 column below the Site Columns region. Choose Add from
existing site columns:

Content type gallery > Work Order

2 Rdit 6 Advanced settings [I] Delete content type

Wor Order
om content type for work orders.

Category
Custom Content Types

Parent

Content Type ID
0x010100B79344016902654B96AD62546993D863

Site columns
Add and manage the site columns that are a part of this content type.

Type Required

Title Single line of text No

B. Inthe Add from existing site colun@ select Core Task and Issue Columns
in the Select columns from@n bog From the Available columns list box,

choose both Due D tc@te Co ;Jand then click the Add button to add
them to the Colu%ﬁ add hsgm!

Add from existing site columns

Update sites and lists

Update all site and list content types inheriting from this content type with the
settings on this page.

Q conee

C. Click the Save button to complete adding the site columns to the Work Order
content type.

4. Assign a document template to the new Work Order content type.
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A.  Click the Advanced settings link:

Content type gallery > Work Order

ings | il Delete content type

Work Order

Demo custom content type for work orders,

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

Advanced settings

Document template

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
to complete the file selection.

< <

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 Save 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.  Manually navigate back to the Home page of the DemosTeamSite by editing your

browser URL field and removing everything after the DemosTeamSite, (or whatever
the URL is for your site):

r.sharepoint.com/teams/DemosTeamsite/ fE/0Uts/ 15/SHEAGMIN. sspx#/contentTypec|

Remove

be gallery > Work Order
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This is necessary because SharePoint removes the site’s Quick launch menu

when you visit the Content type gallery.

Click the Documents document library from the Quick Launch:

M o

Settings X It A?

SharePoint

Site usage
Change the look

Click the More settings link from the Library settings panel:

Click the Advanced Settings link on the Settings page in the General Settings

region:
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Documents » Settings

inerany

E.  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:

Settings » Advanced Settings

The image shows; @at&)%@ing an alternative way of applying

a custom conte

G. You should now see a Content Types region that was not being displayed before
you made the change in the previous step:

General Settings permissions and i Management Communicat tions

H. Click the Add from existing site content types link at the bottom of the Content
Types region:
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[.  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:

b » Add Content Types o

e the new

The image shows a message at the top describing an alternative way of applying
a custom content type.

6. Add a new document to the Documents library based on the Work Order content type.

A. Click the Documents 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:

[ii}]

+ N

Pages

Add template
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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:

O Comments | | “~ Catch up

v B I U av- =v=vTitle [v|av] e~

WORK ORDER

LAME:

TAsK DUE DATE DONE | INmALS

ol o| o| ol o|la| ol of oo

If you were unable to upload a template due to permissions, your page will be

blank.
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=] Exercise 10: Creating and Working with

Content Types
™) 5 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:

Settings X

SharePoint

:‘)Q

C. Click Site Settings:

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 content type link at the top of the list of content types:
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H| = sie
Content type gallery
c e the cont

ntent types available on th

yyyyyyy

G. Inthe New Site Content form, use the following information to complete the form:

Field Data
Name: Type Employee Reviews
Description: Type Custom content type for employee reviews

Select parent content type from: |Select Document Content Types

Parent Content Type: Select Document

Choose group: Type Custom Content Types

SNSS
The completed form should look izl t5the following image. Click the OK button
to complete the new contep creat

A .A‘og'% <£1);@:Ncess:

%

Create content type

Category

(®) Use an existing category () Create a new category
Name:

‘ Custom Content Types v

2. Add columns to the new Employee Reviews content type.

A.  Click the Add site column link and choose Add from existing site columns from
the drop-down menu:
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Content type gallery > Employee Reviews

£ Edit € Advanced settings [i] Delete content type
Employee Reviews
Custom content type for employee reviews.

Category
Custom Content Types

Content Type ID
0+01010056E36AACED699408B64474SFAEESBSD

Site columns
Add and manage the site columns that are a part of this content type.

T Required
File Yes
Titl Sin f text N

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. Chc&he Save button to complete adding the

-

site columns to the Employee Reyiey

Middle Name

Mobile Number
Nickname

Office

Description
None

Category
Core Contact and Calendar Columns

Update sites and lists

Update all site and list content types inheriting from this content type with the
settings on this page.

3. Assign a document template to the new Employee Reviews content type.

A. Click the Advanced settings link under the Settings region on the Employee
Reviews content type information page:
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Content type gallery > Employee Reviews

ings | [l Delete content type

Employee Reviews
Custom content type for employee reviews.

Cate
Custom Content Types

Parent

Content Type ID
0+010100S6E36AACEED99408B6447ASFAEESSSD

Site columns
Add and manage the site columns that are a part of this content type.

Click the Upload a new document te gﬂe option on the Advanced Settings
panel and then click the Upload W 0 find the file:
NSO

Advanced settings

Document template
Specify the document template for this content type:

(O Use an existing template

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.

Click the Save button on the Advanced Settings page to save your changes to the
Employee Reviews content type.
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=] Exercise 11: Adding a Content Type to a
Library

™) 5 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. Manually navigate back to the Home page of the ExerciseTeamSite by editing your browser
URL field and removing everything after the ExerciseTeamSite,(or whatever the URL is
for your site):

v Content type gallery > Employee Reviews

¢ Edit £ Advanced settings [i] Delete content type

..0_

This is necessary because SharePoint removes the site’s Quick launch menu when you

visit the Content type gallery.

2. Click the Documents link in the Quick Launch menu:

Pages

3. Click the Add column link at the end of the library‘s column headers:
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4.

5.

6.

B Editingridview ‘g

Documents 1

[ Name
@Y article summary.docx

@ Documen: tdocx

& sync

Modified

B Add shortcut to OneDrive  *++

Modified By -

= Al

Add column

In the Add column drop-down list, scroll to the bottom and choose Add a content type and

click the Next button:

In the Choose content type drop-down,

button:

Modified Modified By ~

. S

Add content type

Choose content type

| 1 selected

N~ =

P

ioyee Reviews and click the Apply

Add a new document to the Documents library based on the Employee Reviews content

type.

A.  Click the New to open the list and choose the Employee Reviews option:
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[ii}]

B. 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:

O Comments

Conclusion

In this lesson, you have learned:

1. 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.

N Vs

How to create new items based on a custom Content Type.
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LESSON 9

Office Integration

EVALUATION COPY: Not to be used in class.

Topics Covered

V] Excel Integration.

M Outlook Integration.
Introduction

SharePoint Online is a cloud-based service that helps organizations share and manage content,
knowledge, and applications. It enables collaboratlo %s teamwork, and allows for seamless
sharing of information within and outside the rg@o rePoint Online is part of the Microsoft
365 suite, offering robust integration WlthA 1cro 18e applications.

+* Integration with Microsoft Offlce

SharePoint Online integrates seamlessly with Microsoft Office applications, enhancing productivity
and collaboration. This integration includes:

1. Office Online — Users can create, edit, and share Office documents directly within SharePoint
using web-based versions of Word, Excel, PowerPoint, and OneNote.

2.  Co-authoring — Multiple users can work on the same document simultaneously in real-time,
improving collaboration and reducing the need for version control.

3. OneDrive for Business — Provides personal cloud storage that syncs with SharePoint libraries,
enabling access to files from any device.

4. Outlook Integration — Users can save emails and attachments directly to SharePoint, linking
communication with document management.

5. Microsoft Teams — SharePoint sites and document libraries can be added to Teams, creating
a centralized hub for teamwork and file sharing.
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*+ Benefits of SharePoint and Office Integration

1. Enhanced Collaboration — Teams can work together more effectively with shared access
to documents and real-time co-authoring.

2. Improved Productivity — Streamlined workflows and easy access to files and tools boost
overall productivity.

Better Organization — Integrated tools help keep information organized and easily accessible.
4.  Increased Flexibility — Users can access and edit documents from anywhere, on any device.
5.  Strengthened Security — Advanced security features protect sensitive information and ensure

compliance with industry standards.

In this lesson, you'll learn how to import data from Excel into SharePoint, creating organized and
efficient lists, and how to export this data back into Excel for further analysis. You will also learn how

to set up Outlook alerts for SharePoint list changes. <
&S
N> ~N\
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9.1. Excel Integration

% 9.1.1. 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. Open your browser if it is not already open and navigate to the Demos Team Site Home
page.
2. Click the New menu and then choose the List link:
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:  SharePoint

News

engaged by sharing
......... and updates

Click the From Excel template to create the new list:

Create a list
Blank list From existing list From CSV
Templates

A &

i

Sy

2>
Click the Upload file butto/tg.@g@@ﬁor the import:
e > (a S b
/

From Excel

Select an Excel file from your device or this site.

ile)

Choose a file already on this site

Demos Team Site > Documents [t v

[ Name -

Browse to the folder you downloaded the class files to and select the club-specs.x1sx file.
Click the Open button to close the dialog window and complete the selection:

ed Tpe Size
10K
14K
K8

LIRS

Fie e [ct-apscenic 7 msca 5

Open Cancel

Click the Open button on the Customize dialog to open the file in Excel:
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7.

8.

9.

Customize

Select a table from this file.

(@) select the cells to (@) select the data, and @
include click ‘Format as Table'

If the Excel file has data already formatted as a table you would be able to choose that
at this step. In this example, the data has not yet been formatted into a table.

In the Excel tab, click the upper left cell and drag the mouse pointer to the lower right cell
selecting all of the club data and click the Format as Table button in the toolbar:

In the Format as Table drop-down, pick any color scheme you like, the image is showing
the first choice as the one selected:

5 B Y & E zmﬂswv 2 Q| @
o y Clear

In the Format as Table dialog, click the OK button:

Format As Table
The dat

[ my
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10. Switch back to the browser tab of the Team site with the Customize dialog and click the
Refresh button:

Customize

Select a table from this file.

You don't have any tables in this file. You need to define tables to import as a list

(@) select the cells to (@) select the data, and (@ After saving, retum
include click ‘Format as Table' here and click

Refresh

11. Note the options to select the table, if more than one was available, and to set the SharePoint
list column type for each column from the Excel file, in this example the defaults are fine,
and click the Next button:

12. Note the options to name, describe, and add to the site‘s Quick launch. Leaving everything
at the default, click the Create button:

13. Verify the data from Excel has been imported into a new SharePoint list, it should look similar
to the following:
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cA  Market

Team Site Home
- DemosTeamSlte

% 9.1.2. Export List Data to Excel

This walk-through will show you how to export the list data from the club-specs 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 d\‘ ire that you have done the previous
walk-through to create the club-specs list. 0
(b. 'QA/
1. Export the club-specs list @os’oft E@

A.  Open your browser if it is not already open and navigate to the Demos Team Site

Home page.
B.  Click the club-specs link in the Quick Launch menu to navigate to the list:
- Demos Team Slte o
Home 8 ditin grid view @ shore @8 Bport © B rorms Q) 0 Avtomate

C. Click the Export drop-down then choose Export to Excel:
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—u Demos Team Site

O oo -

If you are working on a Mac computer, you will not see the Export to Excel
option. Although you can still export the data using the Export to CSV option,
this will not give you the data syncing feature that the Export to Excel does.
If you don’t have access to a Windows PC to try this you will have to skip the
remaining steps in this walk-through.

= S
N
&
D. The previous step sho@atica@ad a file named query.iqy file. To
open the file from%h‘tome biGwser, Tlick the download icon and then click the

Open icon next to the query.iqy file:

*

n} o Relaunch to update
®

Recent download history &

Click the Enable button on the Microsoft Excel Security Notice dialog window
to enable the data connection back to the SharePoint server:

Microsoft Excel Security Notice LY

\Q\

File Path: | D:\Downloads\kk2023\query.ay

Microsoft Excel will open with the club-specs 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:
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Fle Home Insert Pagelamjout Formulas Data Review View Automate Developer Help Table Design

rrrrrr
3Wood 15 210 230 Item
3Hybrid 18 200 220 tem
4lron 21 175 180 Item
b 5iron 2 165 170 Item
7 6lron 27 155 160 Item

Ziron 31 145 150 ftem

8lron 35 135 140 Item
0 91ron 4 125 130 Item
1/Pitching Wedge 45 115 120 Item
2 [Approach Wedge 50 % 100 Item

2. Update the club-specs list data and sync the updates to the linked Excel spreadsheet.

A.  Go back to your browser window with the club-specs 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 close the dialog to save
your change:

2 Editall

Driver

D. Verify the changes have been recorded in the list:

D club-specs +
 Title v © LoftDegr.. ~ @ Medium.. ~ @ FastSwin.. ~  +
Q@ D [5:] 105 230
3 Wood s 0 230
3 Hybrid 0 0
41 1 175 120
51 165 70

E. Click back in your Excel window to bring it back to the foreground.

F.  Click the Data tab in Excel to open the toolbar. Click the Refresh All button in the
Connections region of the Data tab toolbar:
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250 ltem
230 ltem
220 ltem

b [9iron
[ [Pitching Wedge
l2 | Approach Wedge 50 % 100 ttem ‘teams/DemosTeamSitelLists/clubspecs |

H. Close Microsoft Excel and click Don’t Save when asked if you want to save the
changes to ‘Book1’.

- S
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9.2. Outlook Integration

% 9.2.1. Create an Alert

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

1.  Create an alert for the DemoList list.

A.  Open your browser if it is not already open and navigate to the Exercise Team Site

Home page.

B. Click the DemoList 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 3-ellipse drop-down:
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- [

Widgets

D. Leave all the default options in the Alert me when items change dialog form and
click the OK button to save the new alert:

Alert me when items change x

Change Type

When

Time:

_—~N
> O
N S
2. Add a new DemolList item to“the list to testthe new alert.

YA

A. Click the Add new item link at the top of the list. Enter some sample data and click
the Save button:

@ Copylink v X

New item

@res

Opse

3.  Check for an alert in Microsoft Outlook Online.
A. Launch Microsoft Outlook Online:
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65

[+
[¥5)

Offic

E Word EE Excel

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: @
R N a
Demolist - Alert Test
View  Help Sub Site A <no-reply@sharepointonline.coms
s o @ —

FZCleanUp~ et Archive  Reply
R unk~
Delete

Al Unread

Sub Site A
D, ert Test

It is possible that the email will be in your Junk Email folder. If you do not
see the email in your Inbox check there.
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=] Exercise 12: Excel Integration
™ 5 to 15 minutes

In this exercise, you will learn how to export a SharePoint list to Microsoft Excel.

1. Export the Office Inventory list to Microsoft Excel.

A.  Open your browser if it is not already open and navigate to the Exercise Team Site
Home page.

B. Click the Office Inventory link in the Quick Launch menu to navigate to the list:

News

+ Add

We didn't find an|

Activity
N

E o
Q Recycle bin

N

Desk

If you are working on a Mac computer, you will not see the Export to Excel
option. Although you can still export the data using the Export to CSV option,
this will not give you the data syncing feature that the Export to Excel does.
If you don’t have access to a Windows PC to try this you will have to skip the
remaining steps in this exercise.
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The previous step should automatically download a file named query.iqy file. To
open the file from a Chrome browser, click the download icon and then click the

Open icon next to the query.iqy file:

o [
Recent download history ®

B averyiay

Full download history

0% Automate v P Integrate v

B

Click the Enable button on the Microsoft Excel Security Notice dialog window
to enable the data connection back to the SharePoint server:

Microsoft Excel Security Notice:

@ 5

File Path: [ D:\Downloads\kk2023\query.ay

Microsoft Excel will open with the Office Inventory list data in a linked spreadsheet.
Note that the link is one way. You can onL@gt updates from the SharePoint server;
any changes you make to the spreac}aﬁg@_@ta do not sync back to the list in the site:

o
ntity B item Value.

z :

100§ 125000 $ 125000 ftem
26008 9500 § 247000 fem

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

A.  Go back to your browser window with the Office Inventory list All Items view

B.

showing.

Click an item such as the Desk link to open the item’s details form:

2 Editall

Desk
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C. Change the Qty field of the Desk to 3 and click the X button to close and save your

change:

it © Copylink O (7

© Quantity
SC Item Value — J

D. Click back in your Excel window to bring 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:

File  Home Insert Pagelayout Formulas Review View Automate Developer
[ FomTet/csv B From P & Connections
B romwes DR =
Data~ [ From Table/Range [ Existing Connections Organizatio
Get & Transform Data Queries & Connections o
1 ~ fe Item Name
A 5 c D 3 F

356.00 712.00 It
12.00 125.00 1,500.00 It
25.00 75000 $ 18,750.00 It

100 $ 125000 1,250.00 It
26.00 95.00 2,470.00 It

F.  Verify the Excel spreadsheet reflects the changes made to the list:

File  Home Insert Page Lajout Formulas Data Review View Automate Develo]

2 DofomTovcss  EFom picue- 2, averesa comectons
2 B romwes [ Recent So cerion [ propers

Data [ From Tle/Range [} Bxisting Connections A~ [

a1

125.00

25.00 750.00
100 $ 125000
26.00 95.00

G. Close Microsoft Excel and click Don’t Save when asked if you want to save the
changes to ‘Bookl1’.
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=] Exercise 13: Outlook Integration

™) 5 to 15 minutes

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

1. Create an alert for the Office Inventory list item changes.

A.
B.

Open your browser if it is not already open and navigate to your root team site.

Click the Office Inventory link in the Quick Launch menu to navigate to the list.
You may also open this list from Site Contents.

Click and check field next to the Desk item to select it:

© item Name © item Dese
@ Desk. «o (8 Front entry desf

Chair

Front entry chal

Click the Alert Me in the 3-elli :
ick the Ale e in the elpseili)@m

Ve

pam Site

o Office Inventory #
5 temNome

P -0

,,,,,,,,,,,,,,,,,,,

Leave all the default options in the Alert me when items change dialog form and
click the OK button to save the new alert:

Alert me when items change

Send Alerts for These Changes
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Selecting a single item or multiple items will limit the alerts to just those items

being modified.

2. Add a new Office Inventory item to the list to test the new alert.

A.  Click the Add new item link at the top of the list. Enter sample data and click the

Save button:

New item

3.  Modify the Desk item in Office Inventory.
A. Click the Desk item in the Office Inventory list to edit it:

cccccc

B. Change the Item Value field of the Desk to 425 and click the X button to close and

save your change:
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Desk

4.  Check for an alert in Microsoft Outlook Online.
A. Launch Microsoft Outlook Online:

Office

L=}

5

[¥F)

E Word EE Excel

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:

You should only get an alert for the updated Desk and not the new item if
you selected only the Desk when you created the alert. It is possible that the
email will be in your Junk Email folder. If you do not see the email in your
Inbox check there.
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Conclusion PESS

S

Lo n
In this lesson, you have learned how to impesgdatatro pelo SharePoint and export it back for
analysis and to set up Outlook alert e oi@n es.
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LESSON 10

Managing SharePoint Site Permissions

EVALUATION COPY: Not to be used in class.

Topics Covered

[V SharePoint groups.
] Assigning permissions.
M Site-level permission inheritance.

M List- and library-level permission inheritance.
Introduction .
S

SharePoint Online permissions determ%ﬁ@c ess a ‘aﬁrol users have over content within
SharePoint sites and libraries. Thes@ ons

to manage user access.

¢ sgretured to provide a secure and efficient way

s Permission Levels

SharePoint Online includes several predefined permission levels:

1. Full Control — Users can manage site settings, permissions, and content.
2. Edit — Users can add, edit, and delete lists, libraries, and list items.

3. Contribute — Users can add and edit items in existing lists and libraries.
4

Read — Users can view pages and list items, but cannot make changes.

*» Groups

Permissions are often assigned to groups rather than individual users to simplify management. Common
SharePoint groups include:

1. Owners — Have Full Control permissions.
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2. Members — Typically have Edit permissions.
3. Visitors — Typically have Read permissions.

+ Inheritance

SharePoint Online uses permission inheritance to streamline access management:

1. Inherited Permissions — Subsites, lists, and libraries inherit permissions from their parent

site by default.

2. Unique Permissions — Inheritance can be broken to provide unique permissions for specific
subsites, lists, or libraries.

+»» Best Practices
When managing permissions in SharePoint Online, consider the following best practices:

1. Use groups to assign permissions instead of individual users.
2. Maintain the principle of least privilege, grantlng thexminimum level of access necessary.
3. Regularly review and update perm1ssmn¢_ ~.\Ire they remain appropriate.

o*(b S
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[]

10.1. SharePoint Groups

+ 10.1.1. 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:

rePoint
SubSite A | Marketing | ProjectX  Team Site Home
Demos Team Site
(]
| Home P
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2.

Click the Settings menu link and then select the Site permissions link from the available
options:

Settings X

SharePoint
Add a page

3
Change the look

Microsoft 365
View all

Click the Advanced permissions settings link:

Permissions X

Manage who has access to this site.

¥

e
o

>

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 Demos Team Site appended

to them:

Click the Demo Team Site Members link to view the list of members (it is currently empty):

SubSiteA  Marketing  ProjectX  Team Site Home

@l People and Groups » Demos Team Site Members o

—————
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6. Click the Demo Team Site Visitors link in the Quick Launch menu to view its members
and verify that it is currently empty:

SubSteA  Marketing  ProjectX  Team Site Home

@l People and Groups » Demos Team Site Visitors o

Groups New ~ Actions -  Settings -

Demos Team Site
Members 00 (e About Me

Demos Team Site IThEvezre 0 items to show in this view o the *User Information List" st l
Visi

1

Demos Team Site

More.

7. Create a new SharePoint group.

A. Click the More...link in the Quick launch menu:

SubSteA  Marketing  ProjectX  Team Site Home

@l Marketing » People and Groups o

Groups

New ~  Settings -

Demos Team Site

Members Group Eat ApoutMe
Demos Team Site =]
vt B3 use this group to grant p
Demos feam s 2
B} Use this group to grant p:
Hond® B} use this group to grant p
Notebook Everyone &
Everyone except external users B

Documents

B. Click the New Group link from thg@p—down link:
~% >

SubSteA  Marketing  ProjectX  Team Site Home

@l Marketing » People and Groups o

roups settings -

Demos Team Site
Mt New Group
Create 2 new SharePoint group
Demos Team ite R

visitors

Demos Team Site Members

Use this group to grant
Demos Team Site
Ouners

More.

Home Demos Team Site Visitors Use this group to grant

=]
=]
B} Use this group to grant
=]
2

Everyone

C. Enter Designers in the Name field of the Create Group form:

bSteA  Marketing  Projectx

@l People and Groups » Create Group o
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D. Leave the owner user set to your account.

Only One Owner

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

E. 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.
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[

. .. .
10.2. Assigning Permissions 5352
>
S N
Assigning permissions to SharePoin@& @'geveral different ways. One method is to

assign a user or group account directlyt6 a permissioft level or add them to a SharePoint group. The
recommended method is to grant permissions by adding a user or group account into the SharePoint
groups. The following walk-through will take this recommended approach.

+ 10.2.1. Add a User Account to a SharePoint Group

This walk-through will use the recommended method of adding a 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:

Marketing P
[:]
] Home
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3.  Click the Site permissions link on the Site Settings page:

bSiteA  Marketing  ProjectX  Team Site Home

Ml Site Settings

This shows another way to get to the same PERMISSIONS view from the previous
walk-through.

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:

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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L]

Q)Q

10.3. Permissions Inherltan\%fé-\
S5k

Permissions are initially assigned to{hﬁgot site oip?e 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.

+ 10.3.1. 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 your browser is open on your Class Sample site.

2. Modify the permissions of the Demo List.

A. Click the DemoList link in the Quick Launch menu or in the Site Contents:
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® O o @
o

Settings X

SharePoint

Add an app

Change the look

Microsoft 365
View all

C. Click the Permissions for this list: _ GSQ

Demolist » Settings

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

mission Levels
Edit

Full Control

E. Click the Stop Inheriting Permissions link button to turn off the inheritance for
the DemolList list:
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F. Click the OK button on

the confirmation dialog window notifying you that

permission from the parent will no longer affect this list:

webucator.sharepoint.com says

You are about to creat

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:

sROWSE | peavissons
[ [
a5 e Q

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:

i SharePoint

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:
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C. Click the Site permissions link on the Site Settings page:

SubSite A  Marketing  ProjectX  Team Site Home
DT - -
Site Settings

Home
Notebook
Documents

Pages

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:

BROWSE | PERMISSIONS

Demos Team Site Visitors SharePoint t Read
# EDITLINKS
\Q‘ .

E. Click the Stop In@}ﬁe/f@k button to turn off the inheritance for
te b

the Marketing chil :

BROWSE | PERMISSIONS

A\ This Web site inherits permissions from its parent. (Demos Team Site)

Name

Demos Team Site Members

Demos Team Site Owners

Demos Team Site Visitors

# EDITUINKS

E.  Click the OK button on the dialog window notifying you that permission from the
parent site will no longer affect this site:
webucator.sharepoint.com says
G.

When the inheritance is broken, you are given the option of Use an existing 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 nav1gate)@

%@ger is notifying you that This website

L.

SubSiteA  Marketing

Members of

s of t

Project X Team Site Home

People and Groups » Set Up Groups for this Site o

O Create a new group
Demos Team Site Visitors |
 this Site

O Create a new group

Demos Team Site Members|v

his si
O Create a new group

Demos Team Site Owners v |

® Use an existing group

® Use an existing group

® Use an existing group

Note that now the Slte

has unique pern@

i SharePoint

<

e Site permissions page for Marketing.

BROWSE | PERMISSIONS

Home
Notebook
Documents
Pages

Site contents

Recycle 8in

# EDITUINKS

/A\ This web site has unique permissions.

Name

[m]

[m] Demos Team Site Members
[m] Demos Team Site Owners
[m]

Demos Team Site Visitors

Type ssonL
Sharepoint  Edit

Group

SharePoint  Full Control
Group

SharePoint  Read
Group
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=] Exercise 14: Working with SharePoint

Permissions
™) 5 to 15 minutes

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

1.
2.

Make sure your browser is open to the Accounting site.

Click the Settings link and then select the Site Contents link and then click Site Settings:

. 6\\
3. Click the Site permissions link on t S@tin spage:

SubSiteA  Accounting  Exerci

@l Site Settings

EDITLINKS

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

BROWSE | PR\

S5e
[ %

>
“Q

# EDITUINKS

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:

Conclusion

In this lesson, you have learned:

1. About SharePoint groups.
How to create SharePoint groups.
How to assign permission in SharePoint.

How to manage permission inheritance at the site level.

hANEEA

How to manage permission inheritance at the list or library level.
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