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About this guide

This guide is written for network administrators who are setting up and
managing Microsoft® Office 365° SharePoint® at a school or college
establishment.

It gives instructions for setting up, managing and using a school Team
site. To carry out the tasks in this guide you need to have appropriate
administrator access to your Office 365 account.

SharePoint is a powerful software platform with many features which are
beyond the scope of this guide. Further help is available via the? (Help)
icon on the SharePoint menu.

RM Site Creator provides a simplified way to add additional sites and
pages using templates. If your establishment has RM Site Creator, you
may prefer to refer to the RM Site Creator Quick Start Guide for some
instructions, rather than follow the procedures described here for the
powerful native SharePoint tools. Nevertheless there is much useful
information for all SharePoint users in this guide.

Introduction to SharePoint

SharePoint is a platform that makes it easy for people in an organisation to
make websites, collaborate on work, and simplify administration by
providing a central repository of documents and resources. Because
SharePoint is not an application but a platform — think ‘Office’ instead of
‘Word’ or ‘Excel’ — it isn’t easy to define its purpose briefly. Broadly
speaking, it can offer your school or college establishment these different
kinds of benefits:

e Communication
SharePoint makes it easy to create websites! These can be personal
portfolios or work spaces, shared team or school intranet sites, or
public websites that anyone can see. You can easily create and
maintain consistent style and branding across sites.

e Collaboration
SharePoint helps people to share and collaborate on documents.
Students, teachers, non-teaching staff and governors can each
work on their assignments, plans, reports and other tasks as a
team.



e Storing information
SharePoint libraries provide convenient repositories for all types of
content, in secure areas with access restricted to appropriate groups
and individuals, replacing paper documents and procedures.
Students, teachers, non-teaching staff and governors can access the
resources they need, anywhere and anytime.

e Searching
SharePoint provides flexible searching tools which can be used
across all the establishment’s resources, subject to access and
security controls appropriate to each user.

e Combining information
SharePoint web parts bring together information from different
sources to display customised dashboard summaries, providing
insights for the management team.

e Developing new workflows and applications: SharePoint is very
extensible.

Use SharePoint in the way that best suits your establishment; it gives you
a wide range of choices.

SharePoint sites

SharePoint sites are constructed in hierarchies. A subsite can inherit
permissions, resources and security settings from its parent site, making it
easy to create new sites quickly. If you use a site template created from
the parent site, the subsite can also inherit visual styles and page layouts.
Thus you can maintain consistent styles and policies, and apply any
changes efficiently.

The top level in the hierarchy is the site collection. Each site collection
can have its own database and security model. There is always one top-
level root site in the site collection, under which you can build a hierarchy
of subsites. You could think of the school site collection as a building, and
sites within it as different rooms in the building.

Team sites, Websites and personal sites

When you begin, your SharePoint Online site includes two main site
collections, the Team Site and the Website (also referred to as the Public
Site).

The Team Site is an internal site designed for collaboration — perfect for
your school site. Use it to store and share documents, post internal
announcements, track tasks, store information in lists, and so on. It
includes ready-made templates to create subsites within the Team Site,
for example a team blog or a social workspace for organising events.
When your SharePoint Online site is created, a default site collection
http://tenancyname.sharepoint.com is created for the team site.

The Website is designed for a public Internet presence — good for a school
website aimed at members of the public looking for information, including
prospective parents. When your SharePoint Online site is created, a
default site collection is created automatically for public sites,
http://tenancyname-public.sharepoint.com.



Personal sites are useful work spaces for individuals in your organisation.
They include useful features for organising documents and links, and
networking with other users. When your SharePoint Online site is created,
a default site collection is created automatically for personal sites,
http://tenancyname-my.sharepoint.com, which includes 25GB of
personal storage space on SkyDrive, web apps and a newsfeed.

Site structures

Choosing a site structure
There is no right and wrong way to create sites, but before you create a
school site it's sensible to decide on a basic structure that will be clear to
users and easy to maintain. As a general guideline:
e Don't let the structure get more complicated than it needs to be.
e Don'tlet the structure get too deep. The deeper it gets, the more
potential confusion there will be about inheritance of permissions
from level to level (see ‘Permissions inheritance’ on page 36).

Here are a few examples:

Year, then subject and class

School

Registration group |

For RM Site Creator users, this is one of the default site structures. Each
year is used for both registration groups and subject sites. This gives a
nicely stable structure: the top level is unlikely to change, and if a teaching
subject is added or removed, only the lower level is affected. There are no
subject-wide sites for students, who will find all the resources for all their
different subjects in the same part of the site. Here it doesn’t matter too
much if a subject is given a different name in different years — for example
‘Environmental Science’ or ‘Biology’, rather than ‘Science’.

Additional sites, e.g. for Governors, can be added. These can be created
either within the same site collection or in one of their own.



Subject, then year and class

School

Registration group |

For RM Site Creator users, this is another default site structure. The top
category is the subject: choosing a subject brings up a menu of year
groups in which that subject is taught, and there is also a staff site for that
subject. This organises the information logically, and the site is convenient
for staff that teach a particular subject. The students then visit different
parts of the site to find resources for their different subjects. If there is a
change in the subjects offered, the top level of the site may also have to
change, and perhaps the page layout too. Think carefully about the labels
for subject names, if the subject is not obvious from each of the course
titles.

Additional sites, e.g. for Governors, can be added. These can be created
either within the same site collection or in one of their own.

Simpler structures

School School

Year group Subjects

Staff Staff

Governors Governors

You may prefer to keep the structure very simple. For example, in a
primary school you might use only subsites for each year group/class and
the staffroom (and one for governors if required). In a secondary school
you might use only subsites for subjects and the staffroom (and governors
if required), with different pages in the subject subsites providing areas for
groups or years.



Access and navigation

Admin access to SharePoint in Office 365
SharePoint admin tasks are performed in several different areas:
e Site admin tasks are performed from the Sites menu in Office 365.

e Most other SharePoint admin tasks are performed in the
‘SharePoint admin center’ in Office 365.

e  Security group management tasks are performed in the ‘Office
365 admin center’.

1. Follow the instructions that apply to you:

e If you're not using RM Unify, open a web browser and enter the
URL https://portal.microsoftonline.com

Enter the full email address and password of the global
administrator account for your establishment’s Office 365 tenancy.

e If you are using RM Unify, log in via RM Unify, entering your
RM Unify username* and password.

Note *To access the SharePoint admin center (see step 3), your
user must have been granted the Office 365 Global
Administrator role.

RM Unify administrators are not automatically made
Office 365 Global Admins.

2. If you need to create or manage a site, choose Sites from the
Office 365 menu.

Outloock Calendar People Newsfeed SkDrive Sites ... Admin~ [EISUSHUTE

Followed Sites

Sites I'm following Suggested sites to follow
ark School

Stop following Stop following 7 Follow

0 The top left area lets you enter and share profile information.

0 The right side of the page gives you quick access to sites you
can manage and sites you're following.

o The + new site link can be used to create a new subsite. See
also ‘Adding a subsite’ on page 10.


https://portal.microsoftonline.com/
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3. To access the SharePoint admin center, choose SharePoint from the
Admin menu.

JULTE munifyadminy £ 7

Outlook Calendar People Newsfeed SkyDrive Sites ...

1] Office 365

site collections

B available [ ] 400300 resources available [

STORAGE QUOTA (MB) SERVER RESOURCE QUOTA VERSION

0 v

Website

0 The left-hand pane lists the main admin options.

0 When you choose an option from the left-hand pane, the
centre pane displays the appropriate information and controls
for your selection.

For example, when the site collections option is selected,
you could start creating a new site collection if required, by
clicking New on the Site Collections ribbon.

You would also use this area if you needed to clean the
content from an existing site collection for re-use with RM Site

Creator.

4. Global Admins and User Management Admins can manage Office 365
security groups in the ‘Office 365 admin center’. This is a
recommended approach to managing your SharePoint users (see
‘Permissions and groups’ section starting page 35).

i. From the Admin menu choose Office 365.

ii. From the left panel choose ‘Users and groups’; then select the
‘security groups’ tab.

tn cloud Administrators

(0000002

From here you can manage the Office 365 security groups (see page
40). Alternatively, if you want to manage Exchange security groups,
click the text link to ‘Manage security groups in Exchange’.




Navigating sites

When you have selected a site, the SharePoint ribbon gives you access to
commands and tools. If you can’t see the ribbon, click Edit.

SharePoint ribbon

The tabbed SharePoint ribbon is just below the Office 365 toolbar. The
navigation layout is very similar to that used in recent versions of Word
and Microsoft's other Office applications. What tabs are displayed will
depend on what you have selected. For example, on a site page there are
Browse and Page tabs, but for a Documents list there are tabs for Browse,
File and Library.

Clicking a tab gives you access to a ribbon of controls for that function,
with related controls grouped together on the ribbon. The Browse tab is an
exception to this, as it has no associated ribbon tools.

rmunifyadmin~ £ 2
i

BROWSE | FILES | LIBRARY ) SHARE % Fouow CZsmc O

Mew Document -
. &

D Upload Document

Edit View, Edit Share  Alert P%pu\arit}' Download a Waorkflows Tags &
Mew Folder Document Properties Properties Ve« rends opy - Notes
New Open & Check Qut Manage Share & Track Copies Tags and Motes
o) Home D0 t Recent | * Site Contents # EDIT LINKS Search this site - 0

I B N EETREN i ST LD ST B DESE G K

What controls you see will vary according to the context and what item on
the page is selected. If a user can’t see a particular function or control, that
control might simply not be relevant to the selected page. Alternatively the
user may not have been granted the level of control or permission within
the site to access the control.

In some sites the ribbon may be hidden by default. For example, in an
Enterprise Search site, the ribbon is hidden on the Home page unless you
select the option to show it.

Settings menu

When you are on a SharePoint page, the Settings & icon on the Office
365 toolbar displays an important menu:

e =

rmunifyadmin~  {¥ 2

SHARE  Shared with...

-~
Edit page

Add a page
Add an app

Site contents

o
it | bt

Change the look

Getting started

Office 365 settings

You'll probably choose two of these items a lot:
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e Site contents — for components of the site, and creating subsites

e Site settings — for many management options.

Quick setup tiles

When you create a new subsite, the Home page displays a selection of
default quick setup tiles, which give quick access to common setup tasks
such as setting a site theme, adding a title and logo, adding users, and
adding lists, libraries and other apps.

These tiles can be removed or the selection customised as required.

] Office 365 Qutlook Calendar People Newsfeed SkyDrive Sites ... Admin~ rmunifyadmin- £ ?

BROWSE  PAGE G sHaRe Y Fouow [gsmc s eor H

. Home # EDIT LINKS Search this site - O
.
all Cagles

Home Get started with your site  remove s
Notebook
Documents

Site Contents

# EDITLINKS
What's your style? Your site. Your brand. Keep email in context.
Newsfeed Documents
Start 2 conversation @ new document or drag files here
v O Name
It's pretty quiet here. Invite more people to the site, or start a conversation.
javascript; v

Note Site home pages made by Site Creator do not display quick setup
tiles. Like other web parts they can be added to a page if required
(see page 17): the part is ‘Get started with your site’, in the ‘Media
and Content’ category.

Site Creator button

If your establishment has RM Site Creator, a button above the search box
gives quick access to Site Creator, for adding new sites and pages.

Outlook Calendar People Newsfeed SkyDrive Sites ... Admin~

PAGE € SHARE Yy FOLLOW # EDIT
RM Site Creator
Staff # EDIT LINKS Search this site - D




Setting up and adding SharePoint sites

We recommend RM Site Creator as a simple, time-saving way to set up an
education-focused site collection and create sites. Alternatively it is
possible to do this directly through SharePoint.

Creating a site using RM Site Creator

RM Site Creator is a tool for building education-focused websites based
on Office 365 SharePoint. Its intuitive interface lets you quickly build
professional and easily maintained sites from a range of templates
suitable for schools and colleges.

To use RM Site Creator, you need to be using Office 365 from within RM
Unify. You can obtain RM Site Creator either as an educational
customisation option in your RM Office 365 package, or by purchasing it
from the RM Unify App Library.

See the RM Site Creator Quick Start Guide for instructions on how to build
a school site using RM Site Creator. You can download this either from the
RM Unify Launch Pad, or from Knowledge Library article DWN3354058 on
the RM Education Support website.

Creating sites using SharePoint

It is beyond the scope of this guide to give detailed instructions for the
design and creation of your SharePoint school site. Microsoft provides
comprehensive help and instructions for building corporate sites, which
you can access from the Office 365 toolbar. Choose Sites or Admin,
SharePoint, and then click the ? (Help) icon. A good starting point is ‘Plan
sites and manage users’.

(You may also find some useful information about choosing or creating the
site collection for your school site in the RM Site Creator Quick Start
Guide; see also the ‘Manage site collections and global settings in the
SharePoint admin center’ article in the SharePoint Help.)

Adding a subsite in SharePoint

There can only be one top-level site in a site collection. Therefore any
additional site will be created as a subsite — either a direct subsite of the
top-level site, or a subsite of an existing subsite.

To add a subsite you need to have a permission level at least equal to the
Designers group of that site (for more information, see ‘Permissions and
groups’ on page 35). If the 4+ new subsite link is not displayed, you do not
have permission to create a subsite.

1. Make sure you are at the location in the site where you want to create
the new subsite.

2. From the Office 365 menu, click the Settings o4 icon and choose Site
contents.


http://office.microsoft.com/client/15/help/preview?AssetId=HA102772755&lcid=1033&NS=SPOStandard&Version=15&respos=0&CTT=1&queryid=4a9df609%2De296%2D44e3%2D8fb5%2Dff259a8bb46d
http://office.microsoft.com/client/15/help/preview?AssetId=HA102772755&lcid=1033&NS=SPOStandard&Version=15&respos=0&CTT=1&queryid=4a9df609%2De296%2D44e3%2D8fb5%2Dff259a8bb46d
http://office.microsoft.com/client/15/help/preview?AssetId=HA102844602&lcid=1033&NS=SPOStandard&Version=15&respos=0&CTT=1&queryid=4e338cc0%2D5850%2D482b%2D8195%2D462669340ed2
http://office.microsoft.com/client/15/help/preview?AssetId=HA102844602&lcid=1033&NS=SPOStandard&Version=15&respos=0&CTT=1&queryid=4e338cc0%2D5850%2D482b%2D8195%2D462669340ed2
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3. Atthe bottom of the Site Contents page, click + new subsite.

1) Office365

P

Home # EDIT LINKS

Outlock Calendar People Newsfeed SkyDrive Sites ws  Admin -

) SHARE

"2 Site Contents » New SharePoint Site

Home Title and Description
Notebook
Documents

Site Contents

# EDIT LINKS

Web Site Address

Template Selection

Permissions

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

Mote: If you select Use same
permissions as parent site, ane
set of user permissions is shared

an administrator of this parent
site.

Navigation

Navigation Inheritance

Complete the following information on the New SharePoint Site page:

Title
Parliament
Description:

Website for the Mock Parliament.

URL name:

https://miltonparksch.sharepoint.com/Mack Parliamenty | parliament

Select a language:
English A
Select a template:
Collaboration | Enterprise  Duet Enterprise Custom

Team Site

Blog

Project Site
Community Site

Asite for managing and collaborating on a project. This site template brings all
status, communication, and artifacts relevant to the project into one place

User Permissions:

® Use same permissions as parent site
Use unigue permissions

. Display this site on the Quick Launch of the parent site?
Yes ® No
= . "
Display this site on the top link bar of the parent site?

® Yes No

Use the top link bar from the parent site?

Yes ® No

Create

Y FOLLOwW

Cancel

Enter a title and description for the new subsite, and complete the
URL address with a descriptive folder name, which must not include
any spaces or special characters.

Under Template Selection, select a language and a template. For

example, your new subsite of the School site could be another Team

Site or a Blog.

(See also ‘Using saved templates’ on page 33.)

Under Permissions, choose either to maintain permission inheritance
‘Use same permissions as parent site’ or to break the inheritance and

‘Use unique permissions’.

For ease of management it's best in most cases to maintain the
inheritance (see also ‘Permissions inheritance’ on page 36).

rmunifyadmin « & 9

fim

11



« Under Navigation and Navigation Inheritance, you can make settings
to determine navigation links to, from and within your new subsite.
For most purposes we recommend that you choose Yes.

This displays the links and maintains the navigation inheritance.

5. When you have finished, click Create.

6. If you selected ‘Use unique permissions’, an additional ‘Set up groups
for this site’ window is displayed.

Parliament # EDIT LINKS

People and Groups » Set Up Groups for this Site o

Home

® C W i
n read content in the Create a new group Use an existing group

. Create a group of
visitors or re-use an existing Parliament Visitors
SharePoint group.

Notebook
Documents
Tasks
Calendar

Site Contents L =
&EB

# EDIT LINKS

Mermbers of this Site
Members can contribute @ Create a new group Use an existing group
content to the Web site. Create a

group of site members or re-use Parliament. Members
an existing SharePoint group.

rmunifyadmin:
e
&

Owners of this Site

Owners have full control over ® Create a new group Use an existing group
th Create a group of

an existing Parliament: Owners

owners or
SharePoinf

rmunifyadmin;

&EE

oK

In most cases you can allow SharePoint to create the suggested new
groups (you can choose an existing group instead if you want). Click
OK to finish.

Note You might also want to modify a group’s permissions. For example,
Visitors groups have only Read access by default, but you might
want this Visitors group to be able to contribute to a discussion
board on the subsite, for which they will need the Contribute
permission. For instructions, see ‘Editing permissions’ (page 41).

The new subsite is displayed. Its appearance depends on the site
template you chose. It may include a removable ‘widget’ displaying a set
of shortcut tiles for common setup tasks, as discussed earlier on page 9.
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Outlook Calendar People Newsfeed SkyDrive Sites ... Admin - [EUUIGTERIGTESSE -]
BROWSE  PAGE € SHARE ¥ Fouow Cdsmc &
Parliament # EDITLINKS Search this site > P

.‘.‘{' .
8 Parliament o

UL Project Summary
Notebook
Documents
Tasks Get organized. February, 2014 March, 2014 April, 2014
Calendar Edit tbe ;'4dd tasks with dates to the timeline
Site Contents task list
# EDIT LINKS
Get started with your site  removeis »

Q| Ot

Share your site.

4

Working on a
deadline?

Add lists, libraries, Your site. Your
and other apps. What's your style? brand.

Keep email in
context.

Documents
@ new document or drag files here

SharePoint gives you a very wide range of options for customising your
sites with content, layouts, libraries, lists and other apps. Many of these
are discussed in the following sections of this guide.

Customising sites

To access a site to customise it:

1. Inthe Office 365 menu, browse to the site you want to change.

2. From the Office 365 menu, click the Settings icon and choose Change
the look.

rmunifyadmin - ?

€y SHARE  Shared with... O

Edit page
Add a page
B - Addana
| Search this site i

Site contents

Change the look
ite ‘ll.
Change the look

Getting started

Office 365 settings

A menu of ‘looks’ is displayed.
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Qomas 5

! Site Settings - Change the look

Editing the look and feel, colours, layout and fonts

3. From the menu of style templates, choose either the current one or a
new one.

4. When you've selected a style template, you can customise it in many
ways, for example by changing the colours, layout, fonts and
appearance of each heading level.

1] Office 365 l:%" Calendar People Newsfeed SkyDrive Sites ... Adminw  [EUTITEL o SR o SN

) SHARE ¢ FoLlow [

‘o Milton Park School

Home Documents Recent * Site Contents # EDIT LINKS

IR NEENEFELER] " LT e e

© start over Site Settings » Change the look

Try it out @
I < S | e

- SITE TITLE

CHANGE REMOVE

Colors

Welcome to the preview of your theme!

Site layout

| vou are looking at an example of how the colors will be used in this
| theme for your content. This is an example of a hyperlink. This is haw
a visited hyperlink will look like. For text editing, you will have the
following & colors to play with:

Oslo -

s

Accem 2 Bccent Accent4 Accent § Bocent 6

Fonts

Example of a simple list:

Segoe Ul Light

Nams
Segoe Ul

FistDocument Tice
[ secersvccimentes

“Third Document Tite

5. When you've made the changes you want, click Try it out to preview
the results. You can then confirm the changes or go back to try again.

Editing text and text layout

6. In the Office 365 menu, browse to the site you want to change and click Edit.

rrunifyadmin~ £ 2

Ly SHARE ¥y FOLLow[Dj

~
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The tabbed Office 365 ribbon displays the text layout and editing
controls.

=
\-H- - Fak Bod) 3p A

Check Out  Paste

7. When you've made the required changes click Save.

rmunifyadmin~ £x 2

7 SHARE Y FC!LLC'\‘ =

aasbcendt | A 5B [: —

TR e Text Edit
Paragraph Heading 1 Layout SOUFCe Convert to XHTML

Adding a page

1. Make sure you are at the location in the site where you want to create
the new page.

2. From the Office 365 menu, click the Settings o4 icon and choose
Add a page.

3. Inthe ‘Add a page’ window, enter a name for the page and click
Create.
The new page is displayed ready for editing.

Using web parts and apps

Web parts are modular components for building pages on SharePoint
sites. Users who have editing permissions for a SharePoint page can use
them to display content or establishment data from different sources on
that single page, much faster and more conveniently than by coding. Web
parts can display information from external sources, such as news or RSS
feeds.

With Office 365, SharePoint have shifted their emphasis from web parts to
‘apps’, which can provide similar benefits, but run outside the SharePoint
environment and are browser-based. This makes it easier to add and
remove third-party or custom-made components.

Using an app in a site is often a two-step process. First the app is ‘added’
to a site. Then, if the app includes one or more ‘app parts’, you can add

them to your site pages as required, to display the app’s data or
information.

Built-in apps and web parts

A wide range of built-in apps and web parts are available to display
information. Here are just a few examples:

e Document library

e Picture library

O =
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e Links

e Announcements

e Contacts

e Calendar

e Pictures

e Charts

e Extracts from other Web pages
e Lists of documents

e Custom views of data.

You can use multiple instances of the same app in your site, for example
several document libraries.

Adding an app to a site

1. Inthe Office 365 menu, browse to the site you want to change.

2. From the Office 365 menu, click the Settings o] icon and choose
Add an app.

] Office 365 Outlook Calendar People Newsfeed SkyDrive Sites ... Admin~ rmunifyadmin- {2
=)

A

Site Contents » Your Apps

Find an app o

Noteworthy

Your Apps
Apps You Can Add ke ]
1y =
v =2
Manage Licenses . (11
Your Requests

Document Library Custom List Tasks Site Mailbox

Popular built-in app Popular built-in app Popular built-in app Popular built-in app
SharePoint Store
App Details App Details App Details App Details

Apps you can add  Newest Name

Document Library Form Library ‘Wiki Page Library Picture Library
App Details App Details App Details App Details

2. Click on the app you want to add. (If you can’t see the app you want,
use the search box to find it.)

To buy a third-party app, click the SharePoint Store link, find the app
you want, and follow the on-screen instructions to add it. You'll need to
sign in to your Microsoft account to add a paid-for or free app from the
SharePoint Store.

16
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3. Enter a name for this instance of the app, which users can search or
browse for.

You can also click Advanced Options if required; this allows you to
enter a description and make further settings, depending on the app
chosen.

For example, if you're adding a Calendar app, if it's a team calendar
you will probably want to enable the calendars of team members to be
shared:

ntents » New

Sl

=2

- MName: z
’ sant it &5 eadings and s throughout the site: Type descriptive text that wil
5 ua#t;\::m it to-appear in headings and links throughout the site: Type descriptive text that will Science Dept

Description:

Group Calendsr Options i
Specify whether this calendar list works as group calendar, Use this calendar to share member's

seitedule?
@ i
[
Cancel
i ancel
1
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4. When you have finished, click Create.

Adding web parts and app content to a page

This method can also be used to add a library or list to a page.

1. In the Office 365 menu, browse to the page you want to change and
click Edit.

2. Click in the location on the page where you want to add the Web Part.

3. Onthe Insert tab, choose Web Part.

ores | ou

BROWSE  PAGE | FORMATTEXT | INSERT €) SHARE Yy Folow g save O

Ao aen 8«

Table Picture Video and Link Upload App Web Embed
- - Audio - File Part Part Code

Calendar People MNewsfeed SkyDrive Sites ... Admin~ rmunifyadminy £ ?

Tables Media Links Parts Embed

(If the Web Part control is disabled, you may not have clicked a valid
location in step 2. Try again.)

4. Under Categories, select the category you want (e.g. Community).
A list of available parts for that category is displayed to the right.
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Categories Parts About the part

&3 Apps fDocuments [[ElScience Dept Science Dept
Ca Blog mForm Templates [Site Assets

[ Business Data HFunding @ site links

Ea Community mMNewdocs e Pages

Ea Content Rollup

E3 Document Sets

3 Filters

Uplo: Web -
Upload a Web Part Add part to: Rich Content ¥

Apps are treated here as a sub-category of Web Parts. If you want to
add app content, choose the Apps category.

Alternatively, you can select App Part directly from the Insert tab in
step 3 above (if the App Part control is disabled, you may not have
clicked a valid location in step 2; try again).

5. Select the part you want (e.g. Join) and click Add.

6. When you have finished editing the page, on the Format Text tab click
Save.

Moving web parts and app parts in a page

You can move web and app parts to rearrange them on the page, as
follows:

1. On the page you want to change, click Edit.
2. For the page you are editing, choose the appropriate action:

e On aweb part page, simply select the web or app part and drag it
to the location you want.

If you cannot see the part of the page where it should go, for
example if you need to move a web part to the bottom of a long

page, minimise each of the web or app parts before you start the
move.

To do this, point to the web or app part to reveal the down-arrow in
the top left corner, click it and choose Minimize.

CF
Minimize
x Delete |"u'1II1ImI23

E} Edit Web Part

After the move, you can expand each part to restore the page
appearance in the same way.

e On content pages such as wiki pages, use cut (Ctrl-X) and paste
(Ctrl+V) to move the part to the required location.

5. When you have finished editing the page, on the Format Text tab click
Save.
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Editing web parts and app parts

SharePoint is very flexible and allows a wide range of customisation. A
Settings page lets you configure a web part or app part in all sorts of ways,
to help you display information in the way you want.

You can access this from the Site Settings page. To see what'’s possible,
under Site Administration, choose Site libraries and lists.

Site Settings » Site Libraries and Lists
[ Create new content

Customize "Documents”
Customize "Form Templates”
Customize "Newdocs”
Customize “News"
Customize "November survey”
Customize "Policies”
Customize "School Life"
Customize "Site Assets”
Customize "Site links"
Customize "Site Pages"
Customize "Style Library"

L] T E——

L WL

TR . TOTRAREA L ST T ST

Then choose, for example, Customize “Policies”.

The Settings page, and the dialogues that link from it, seem to offer almost

limitless options!

Policies » Settings

List Information

Name: Policies

Web Address: https://miltonparksch.sharepoint.com/Policies/Forms/Allttems.aspx
Description:

General Settings Permissions and Management Communicatiens

8 List name, description and navigation 5 Delete this document fibrary a RSS settings

8 Versioning settings a Save document library as template
5 Advanced settings = Permissians for this dacument library
= Validation settings a Manage files which have no checked in version
& Column default value settings 5 Warkflow Settings
= Audience targeting settings
q R g B tings

i

© Form settings

a Generate file plan report
5 Enterprise Metadata and Keywords Settings

& [nformation management policy settings

Columns

A column stores information about each document in'the document library. The f

columns are currently available in this document libfary:

Column {click to edit) Type

Title Single line of text
Created Date and Time
Madified Date and Time
Created By Person ar Group

Modified By Person or Graup

Chacked Out To Person or Group
® Create column

B Add from existing site columns

B Column ordering

9 Indexed columns

Views

A view of a document library allows you to see a particular selection of items or to see the items sorted in & particular order. Views currently configured for this
document library:

Wi

R AT W TR |

View (clic edit] Default View Mobile View Default Mobile View
i All Documents v v v
E My submissions ?
¥ .;‘;—;—:pro-.-e,'rej,,A ter Fl
i jo L i
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Deleting an app or web part

Deleting an app or web part from a site
If you want to delete an app or web part from an entire site, do as follows:

1. Ensure that the app or web part’'s Edit window is closed.

2. From the Office 365 menu, click the Settings o4 icon and choose Site
contents.

3. Locate the app or web part you want to remove, select its description
and click Remove.

r Apps & SITE WORKFLOWS £ SETTH

. x
Policies

SETTINGS ~ ABOUT @

Policies

1item
sago ‘ Modified 5 weeks ago

I <itc Panes

4. Click OK to confirm.

Note You can’t use this method to delete a Newsfeed (see page 24) from
a site: see the following section.

Deleting a web part from a page

If you want to delete a web part from a page but not from the site, do as
follows:

Note A Newsfeed cannot be deleted only from a page: deleting it from
the page will delete it from the entire site.

1. On the page you want to change, click Edit.

2. Point to the Web Part to reveal the down-arrow in the top left corner,
click it and choose Delete and click OK to confirm.

Policies [4] 2
Minimize
@ new document or drag files here
Close
v [1 HName Modified
Delete
[El  Homewark »a= December 08, 201} x

policy

[5# Edit Web PR

3. When you have finished editing the page, on the Format Text tab click
Save.

This deletes the web part from the page, but not from the site.



Using libraries

A SharePoint library is a location on a site where you can create and store
files, and update and collaborate on them with other team members.
Different types of library are used for different purposes, and Office 365
SharePoint provides a built-in app for each type. Libraries are highly
configurable.

Document libraries

Use a document library for a wide range of files such as text documents,
spreadsheets and presentation files. Some file types may be blocked for
security reasons. Like other apps, picture libraries can be added to
individual pages. Each new site you create will include a default document
library.

»  To create a new document library

1. Navigate to the site where you want to create the library.

2. From the Office 365 menu, click the Settings o4 icon and choose
Add an app.

3. Select Document Library.
4. Do one of the following:

e If you want to enter a description for this library, or to set up
document versioning in it, or to set a particular document template
for new files created in it, click Advanced Options and go to
step 5.

e Otherwise, just enter a name for this instance of the Document
Library app (which users can search or browse for) and go to
step 6.

5. A Site Contents window for the new library is displayed.

MName:

|Funclmg‘

Description:

Cantains funding applications and
supporting documents.

4

Document Version History Create a version each time you edit a file in this
3 Learn about versions. document library?
@ Yes No

—

Document Template Document Template:
: ool Microsoft Word document

e A e

e Enter a Name and Description for the new library.



e By default, a new version of a file in the library will overwrite the
existing file.
If previous versions could be important — for example, for
particularly important documents, or where multiple authors are
editing the same file — you may want to enable versioning.
To do this, under ‘Create a new version each time you add a
file...” choose Yes.
(See also ‘Using approvals and versioning’ on page 44.)

e By default, new documents created in the library are created in
Word format. You can set a different default template if required.

6. When you have finished, click Create.

You will need to navigate to your new library before you can add files to it;
this is described in the following section.

To add a document to a document library
You need to navigate to a library before you can add documents to it.
There may be a navigation link to Documents, or you can choose

Settings, Site Contents, and then choose the document library you want.

You can add an existing file to a document library by drag and drop, or
create a new document in the document library.

Note Not all browsers support adding files by ‘drag and drop’. It should
work on Chrome or recent versions of Internet Explorer.

1. Navigate to the required document library on your site.

V BROWSE FILES LIBRARY - . : e
o Milton g
.~‘ ocy

Home

..:, I\/h'\top Park School

Recent ~ Site Contg

Home

LN N AN

@ new docu men
o | =y

All Documents ==+ Find a file

L school Prospectus 2013 ... June 28 Chris

&
Documents | @ Pereronorsent
:

v |} u

@5 School Prospect

I

UPLOAD EXISTING FILE
T AN\

2. You can add an existing document to the library either by dragging and
dropping or by browsing:

e Dragging: open an Explorer window, navigate to the file you want,
and drag and drop it across onto the ‘drag files here’ area.

Note Not all browsers support adding files by ‘drag and drop’. It should
work on Chrome or recent versions of Internet Explorer.

e Browsing: click + new document and then Upload Existing File.
When you have selected the file you want, click Open and then OK.



3. If you want to create a new file, click + new document and choose
from the list of available templates.
(You can also add a New Document from the Files tab of the Office
365 ribbon.)
The chosen template opens. As you create your new document, it is
saved automatically.

Picture libraries

Use a picture library to store, organise and view photographs and other
images, and to access them conveniently for use on other pages of the
site. Picture files can also be stored in other types of library, but picture
libraries provide convenient access to useful features such as dynamic
slide shows, picture editing, and setting the size and format in which
image files are downloaded to a computer. Like other apps, picture
libraries can be added to individual pages. Each new site you create will
include a default picture library.

To create a new picture library

1. Navigate to the site where you want to create the library.

2. From the Office 365 menu, click the Settings o icon and choose
Add an app.

3. Select Picture Library.

4. Enter a name for this instance of the app, which users can search or
browse for.

5. When you have finished, click Create.

You will need to navigate to your new library before you can add
documents to it; this is described in the following section.

To upload an image file to a picture library

1. Navigate to the picture library, for example by clicking Site Contents
and then choosing the picture library you want.

FNOLO repository

P TR T T LT e |

® new picture

Thumbnails  All Pictures  Slides ==+ Find a file yel L
w = L T s —
[ Name Ficture Size

B

I @ new picture gr drag files here
izl ThurBRaTs Al Pictures  Slides  re | Findafile 2|
|
‘ Choose File '-Icmachc:an

[#] Ove

0K Cancel

2. You can add a picture file to the library either by dragging and dropping
or by browsing:



o Dragging: open an Explorer window, navigate to the file you want,
and drag and drop it across onto the ‘drag files here’ area.

Note Not all browsers support adding files by ‘drag and drop’.
It should work on recent versions of Internet Explorer and
Chrome.

e Browsing: click + new document and then Choose File.
When you have selected the file you want, click Open, OK.

Other libraries

SharePoint includes built-in apps for other types of library:

Wiki page libraries are used to store and organise a collection of
connected wiki pages, for example a set of tips and tricks pages for a
collaborative project wiki. (Actually, all SharePoint site pages are wiki
pages!) They can contain images tables and navigation links within and
outside the site.

Asset libraries are used to share and manage media assets for the site,
such as audio, photo and video files. Properties such as metadata
keywords are stored, and views for browsing are provided.

Using Newsfeeds

Newsfeeds are a messaging and ‘micro-blogging’ tool, useful for sharing
ideas and engaging in conversations. A newsfeed is included in many site
templates, and so provided automatically when the site is created. The
newsfeed on a personal site can be useful for sharing generally with other
people in the establishment. However newsfeeds on the school site can
be set up for particular user groups, providing specialised club or subject
discussions.

Important If you are considering allowing your students write access to
newsfeeds (i.e. the Full control or Contribute permission level;
see ‘Permission levels’ on page 35), you should first carefully
weigh potential e-safety and safeguarding considerations.

It's easy to hide a newsfeed if desired (see page 26). If you
simply need a way of publishing news announcements on the
site, you could also use an Announcements web part instead,
with permissions set to allow staff to contribute.

If you provide both personal and team newsfeeds, these are tied together,
so that posts to a team site the user is following will appear automatically

in their personal newsfeed. They can also post to any of their groups from
their personal newsfeed.

To visit your personal newsfeed area, from the Office 365 toolbar choose
Newsfeed.
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rmunifyadmin v

1] Office 365 Outlock Calendar People | Newsfeed | SkyDrive Sites ... Admin ~
——
Share with everyone ~
Start a conversation Search conversations
- £ -
Following Everyone Mentions I'm following
% rmunifyadmin is now following Milton Park Schoal. O
MNewsfeed people
A Boriime % rmunifyadmin is now following Delphins.
Elog O
Aris % rmunifyadmin is now following Eagles. documents
Tasks
SHOW MORE POSTS 4
# EDIT LINKS S
tags

e Atthe top of the centre pane is a box in which to post a message
to start a new conversation thread.
Below that is a list of recent posts and alerts to read and respond
to. You can filter the list to show only the newsfeeds you are
Following, or Everyone (all visible newsfeeds), or Mentions
(posts where you are mentioned).

e The left-hand pane gives access to view and edit your user’s

profile information.

e Theright-hand pane gives a summary of what you are following
in your newsfeed, and provides a search box to find newsfeed

posts.

> To start a new conversation

1. Click the Share with ... down-arrow, and from the drop-down list
choose the destination for your post.

) Office 365

rmunifyadmin

MNewsfeed
About me
Recent

EBlog

Outloock Calendar People MNe
Share with everyone ~
| Start a conwi everyone

Following Aentions -

TestSite

% rmunifyad
Eagles

Iton Park Scheool,

ins.

“ rmunifyadmin is now following Eagles.

% rmunifyad Dolphins

2. Type your new post in the message box.
If required, you can include one or more:

« Pictures

(Click the camera icon and browse to the file to upload.)

& ?
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e Hashtags
(These can be used to promote informal discussion of a topic, by
making it easy to find related messages. Enter a descriptive name with
no spaces, e.g. #assemblyideas — note that suggestions will be
displayed as you type, to help you avoid creating new hashtags where
similar ones already exist.)

« Mentions of people
(Enter @username — tagging people in this way helps to ensure
they’ll see your post.)

3. When you have finished, click Post.

»  To hide a newsfeed on a page

If you don’t want users to see a newsfeed on a page, you can easily hide it
from view. On the page click Edit, select the newsfeed web part, and from
the pop-up menu choose Minimize.

Site Feed v
Minimize
Newsfeed
X Delte
Start a conversation
| 5} Edit Web Part
It's pretty quiet here. Invite more people to the site, Export... |

Using lists

Built-in apps are provided for quickly creating various types of list,
including announcements, contacts, and custom lists. Custom lists can
draw from external data sources; for more information see ‘Create and
update an external data column...’ in the SharePoint Help.

Lists are highly configurable.

Using a Links list

One particularly useful type of list can serve as an example: the Links list
for adding navigation to your sites.

» To add a Links list

1. Navigate to the site where you want to create a Links list.

2. From the Office 365 menu, click the Settings o4 icon and choose
Add an app.

3. Select Links.
4. Enter a name for this list, which users can search or browse for.

5. When you have finished, click Create.


http://office.microsoft.com/client/15/help/home?Shownav=true&lcid=1033&ns=SPOSTANDARD&ver=16&services=SHAREPOINTWAC_EDU%2cMCOSTANDARD%2cSHAREPOINTSTANDARD_EDU%2cEXCHANGE_S_STANDARD
http://office.microsoft.com/client/15/help/home?Shownav=true&lcid=1033&ns=SPOSTANDARD&ver=16&services=SHAREPOINTWAC_EDU%2cMCOSTANDARD%2cSHAREPOINTSTANDARD_EDU%2cEXCHANGE_S_STANDARD
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» To add a link to the list
1. Click the tile for the Links list you have created.

2. Click + new link.

Milton Park School _

Docurnen ts Recent ¥ Sde Contents A LDIT UNKS - D

(SRR FEVEE FeEEEr T E-ﬁ

All Links == Finad an it 2

T O T T RO TR A

3. In the list window:
e Enter the URL of the link you want to add.
To check you have entered it correctly, use the Click here to test
link.

e Type a descriptive title for the link, and add any required notes.

L 2 A e TN T s T e I B R

4. When you have finished, click Save.
» To add a Links list to a page

You can add the Links list to a page like any other app.
See ‘Adding web parts and app content to a page’ on page 17.

Using surveys

The built-in Surveys app gives you an easy way to collect information from
site users and view the results in a graph.

Tip  Surveys are very easy to set up, but they can easily be spoiled by
poor design. Be clear about the purpose of the survey, and keep it
short and to the point. To ensure the questions are clear and
unambiguous, get a colleague to review them before use.
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To add a survey

1. Navigate to the site where you want add a survey.

2. From the Office 365 menu, click the Settings & icon and choose
Add an app.

3. Find the Survey app and click it.

4. Enter a name for this survey, which users can search or browse for.
By default, the respondents’ names are not displayed and multiple
responses are allowed. If you want to change these settings or add
further descriptive notes, use Advanced options.

5. When you have finished, click Create.

To add a survey question

1. Point at the tile for the survey you have created, and click ...

2. Click Settings.

a—) add an app I
@ ABOUT  REMOVE
November survey @

3. In the bottom left of the survey Settings window, click Add a question.

4. On the next screen, enter the details of your first question. You can use
a wide variety of open and closed question formats, and each question
can be made optional or compulsory.

-

5. When you have finished click Next Question at the bottom of the
screen.

LD I T T



6. Repeat steps 4-5 to add more questions as required.
When you have finished, click Finish.

»  To add the survey to a page

You can add the survey to a page like any other app. See ‘Adding web
parts and app content to a page’ on page 17.

Note Your site settings may not give students or other users the
Contribute permission they need to respond to the survey. If so, you
need to edit the permissions for this particular survey app: see the
41 section on page 41.

»  To respond to a survey
1. Browse to the page with the survey.

2. Click Respond to the survey.

| =i Respond to this Survey Actions ~ Settings =
- 5 X ¥

Survey Name: Navember survey

3. Complete your survey responses.
When you have finished, click Finish.

o - S T 5 e

Very casy
Easy

Average
Difficult
Very difficutt

Mow much have you learned m this course?

Vary little
et much
Some
Quite a lot
Alat

e

|
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5
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Using Alerts

Users can get email or text notifications when content on a site is changed.
All users can set up their own alerts for content they want to monitor. Site
managers can also follow and cancel alerts for other people.

» To add an alert for a page

1. Browse to the page where you want add an alert and click Edit.

2. Click the Page tab. On the ribbon, click Alert Me and choose Set an
alert on this page.



Office 365 SharePoint

1] Office 365 Outlook
BROWSE PAGE FORMAT TEXT IMSERT

& 8 B

[ Page History —

= e B

&% Page Permissions

Save Check Out Edit Rename E-maila  Alert Pglpularity Make Incaming
- - Properties »  Page Delete Page Link Me ~ rends Homepage  Links 5
Edit Manage Sh Set an alert on this page ctions
Manage My Alerts
A New Alert window is displayed.
x

Alert Title

Enter the title for this alert.
This is included in the
subject of the notification
sent for this alert.

Send Alerts To

You can enter user names or
e-mail addresses. Separate
them with semicalons,

Delivery Method

Specify how you want the
alerts delivered.

Send Alerts for These
Changes

Specify whether to filter
alerts based on specific
criteria. You may also restrict
your alerts to only include
itemns that show in a
particular view.

When to Send Alerts

Specify how frequently you
want to be alerted. (mohbile
alert is only available for
immediately send)

Site Pages: Home.aspx - New Alert

cancel

Site Pages: Home.aspx |

Users:

Send me alerts by:
(@ E-mail
Text Message (SMS)

rmunifyadmin@miltonparkschool.co.uk

Send URL in text message (SMS)

Send me an alert when:
(@ Anything changes
(C)Someone else changes a wiki page
(C)Someone else changes a wiki page created by me
(C)Someone else changes a wiki page last maodified by me

(C)Someone changes an item that appears in the following view:

Created By Me

(® Send nofification immediately

(_)Send a daily summary

(_)Send a weekly summary
Time:

Wednesday

3. Enter the settings you require for this alert.

You must enter the username or email address of one or more

recipients for the alert. You can also set a title and specify the delivery
method, the conditions for triggering it, and the frequency and timing of

notifications.

When you have finished, click OK.

>

To view and manage your alerts

1. At the site on which you want to manage your alerts, click Edit.
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2. Click the Page tab. On the ribbon, click Alert Me and choose Manage
My Alerts.
A My Alerts page lists your current alerts on this site.

(= Add Alert | 3¢ Delete Selected Alerts

| Frequency: Immediate Delivery Method(s)

[ ] Documents E-mail
I ] Newdocs E-mail

2. If you want to cancel any alerts, tick the checkboxes for the alerts you
want to cancel and click Delete Selected Alerts.

3. If you want to add a new alert, click Add Alert.

A My Alerts ... New Alert page displays the pages, lists and document
libraries you can set alerts for.

i. Select the item you want to keep track of and click Next.

ii. Onthe New Alert page, enter the settings you require for this alert.
You can set a title and recipients for the alert, and specify the
delivery method, the conditions for triggering it, and the frequency
and timing of natifications.

iii. When you have finished, click OK.

4. If you want to edit an alert, click its name. In the Edit Alert window,
make the changes you want and then click OK.

To view and cancel another user’s alerts

Only an admin user with site management permissions can do this.

1. From the Office 365 menu, click the Settings o] icon and choose Site
settings.

2. On the Site Settings page, under Site Administration choose
User alerts.

3. Click the ‘Display alerts for* down-arrow, and select from the list the
user whose alerts you want to view.

4. Click Update.
The selected user’s alerts are displayed.

5. If you want to cancel any alerts, tick the checkboxes for the alerts you
want to cancel and click Delete Selected Alerts.




Using templates

SharePoint Online includes a selection of templates — for example site
templates, which you can use when creating a new site. By selecting a site
template that is designed for a specific purpose, you can give users a
head start on their work.

As well as the built-in templates, you can also save a site, list, library or
survey as a reusable template, fine-tuned to your requirements. The
template always includes the structure, and can also include the content
where required.

You can export templates — for sites, web parts and apps — from one
tenancy and import them into another.

We recommend that you make full use of templates throughout your
SharePoint sites. They help to assure consistency, reduce work, and

make it easier for new users to get started. The more collaborating users
you have, the more beneficial templates become.

Saving templates
To save a site as a template

At the site that you want to use as a template:

1. From the Office 365 menu, click the Settings o4 icon and choose Site
settings.

2. On the Site Settings page, under Site Actions choose Save site as
template.

I S NN EE NEEr L EE | L .
Users and Permissions Look and Feel
People and groups Title, description, and logo
| Site permissions Quick launch
Site collection administrators Top link bar
| Site app permissions Tree view

Change the look

Web Designer Galleries

Site columns Site Actions

Site content types M 'e-site-ﬂeamr_g_s\

Web parts Save site as template

List templates Ermableseacchcenfifuration export
Master pages Reset to site definition

Themes

3. Enter a name and description for the template.
By default, the content of the site’s lists and document libraries is
excluded. However if you want your template to apply a custom look to
the new site, you will need to include content.
If you want to include content, tick the Include Content box. Then
before you save the template, ensure you delete any specific content
that you don’t want to be part of it, for example unwanted items in lists.

4. When you have finished, click OK.



The template is saved to the solutions site template gallery of the current
site collection. You can now use it to create another site.

To save a list or library as a template

1. From the Office 365 menu, click the Settings o4 icon and choose Site
contents.

2. On the Site Contents page, point at the tile for the list or library you
want to save, and click ...

3. Click Settings.

4. On the Settings page click Save list (or library) as template.

L o N DY L EE L P

File Name

File name:

Key links cluby

Template name:
Key links
Template description:

standard links list for clubs.

Include Content
[#Include Content

[s1'8 Cancel

SR T e K
5. Enter a name and description for the template.

By default, the content of the site’s lists and document libraries is
excluded. If you want to include it, tick the Include Content box.

6. When you have finished, click OK.

The template is saved to the appropriate template gallery (list or library) of
the current site collection.

Using saved templates
You can share templates across sites, site collections and tenancies.
To use a saved site template

At the location where you want to create a new subsite using the saved
template:

1. From the Office 365 menu, click the Settings o4 icon and choose Site
contents.



2. At the bottom of the Site Contents page, click + new subsite.

Title and Description
Title:

PTA
Description:

Site for PTA group.

Web Site Address

English v

Select a template: @

| 2014 Interest site
I Community Milton 2

3. Onthe New SharePoint Site page, enter the settings you require as for
any other new subsite (see ‘Adding a subsite in SharePoint’ on page
10), but under ‘Select a template’ click the Custom tab and choose the
saved template you want.

If the new site is not a direct child of the site where you saved the
template, you may need to access the template via the top-level Team
site, if your admin permissions allow this.

4. When you have finished, click Create.

5. If you selected ‘Use unique permissions’, an additional ‘Set up groups
for this site’ window is displayed. Enter the settings you require and
click OK.

To use a saved list or library template

Saved templates are used just like the built-in templates.

At the site where you want to create the new list or library from a template:

1. From the Office 365 menu, click the Settings o4 icon and choose Site
settings.

2. Under ‘Apps you can add’, find the list or library template you want to
use, and click on it.

3. Enter a name for the new list or library, and click Create.

You can now insert the new list or library where required on a site page.

Exporting and importing templates

It is worth noting that site and list templates can be exported from one
tenancy for use in another tenancy. On the Site Settings page under Web
Designer Galleries, you can find the list templates and site templates
(under Solutions). These can then be downloaded and uploaded in
another tenancy where required. Please refer to the SharePoint Help for
details.




Permissions and groups

Office 365 SharePoint allows a lot of flexibility in controlling what users are
allowed to do with different sites and pages. Indeed there is so much
flexibility that management and maintenance can easily become
overcomplicated! This is one area where RM Site Creator makes it easier
to set up your SharePoint site.

This section will explain how SharePoint permissions work and how to
manage them. But first it may be useful to outline some good practice
rules.

Keep it simple
We recommend you follow these guidelines:

e Use afixed set of permission levels (see below) across your
Team site.

e Let subsites (and items within them) inherit their permissions from
their parent sites, unless there is a good reason not to.

e Plan your site collection structure to accommodate unique
permissions. Manage permissions and group memberships as high
up the site hierarchy as is practical. For example, you might create
a special subsite for Governors, so you can manage permissions
for all content in that subsite with the same access requirements at
one time. This would be easier than trying to track individual pages
and documents spread across the site collection.

e Use security groups to bulk-manage user access. Add each
security group to the SharePoint Group with the appropriate
permission level for those users.

Permission levels

SharePoint uses permission levels to control users’ access. These are
collections of rights that allow users to perform a set of related tasks. For
example, the Read permission level includes the permissions to Open a
site, View pages and View items. SharePoint provides a limited set of
default permission levels.

You can access descriptions of all the available permission levels for a site
via the Permissions tab on the SharePoint ribbon (see ‘Editing
permissions’ on page 41). If required, you can add custom permission
levels (see page 43).

Permission levels are normally assigned to users via SharePoint Groups.
RM Site Creator uses a slightly different method (see page 37).

SharePoint Groups

Although you could assign permission levels directly to individual users,
such an approach makes management and tracking more difficult. It is far
more practical to assign users to a SharePoint Group associated with the
permission level they need. Then everyone in that group will have the
same access rights.



The core default SharePoint Groups for the Team Site include these
permission levels:

SharePoint Group Permission level

Owners Full control

Visitors Read
(view pages and list items, and download
documents)

Members Edit

(add, edit, update and delete lists; view, add,
update and delete list items and documents)

These default SharePoint Groups help you sort people according to the
way they use the site. Some users (e.g. students) may only need to read
the site content: these belong in the Visitors group. Other users (e.g.
teachers) may need to create content as well as read it: these belong in
the Members group. A few users need to be able to do all this and also
change elements of the site itself: these belong to the Owners group.

(For more detailed information about permission levels in SharePoint
Online, see the ‘Understanding permission levels’ article in the SharePoint
Help.)

Permissions inheritance

Whenever a child site or subsite is created, a new set of SharePoint
Groups is created for that subsite, one group for each permission level.

By default, SharePoint permissions are inherited down the site hierarchy,
so that any permissions set at the top level are copied to all sites, lists and
other items contained in it. SharePoint permissions are ‘granular’ — they
can be set at any level down to individual page components.

A rather complex Team Site example is shown below to illustrate the
concept. Permissions are inherited throughout the sites in the site
collection, except at point A, where Site D is created with unique
permissions, and point B, where unique permissions are set for page X of
Site C.

Top-level site
. Owners
. Members
e  Visitors
I
I I |
Site A Top site page Site B
. Owners . Owners . Owners A
e  Members e  Members e  Members
e  Visitors e  Visitors e  Visitors K
[ ,—I—|
[ ]
Site A page Site C Site B page Site D
. Owners . Owners . Owners . Site D Owners
e  Members e  Members e  Members e  Site D Members
e  Visitors e  Visitors e  Visitors . Site D Visitors
|
/S;:C page X Site E Site F
B . Page X owners . Owners . Site D Owners
. Page X members . Members . Site D Members
. Page X visitors e  Visitors . Site D Visitors
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Note that Site F inherits the altered permissions of its parent site D. This
example illustrates the potential complications that may arise when the
chain of inherited permissions is broken.

Preventing permissions inheritance

When a site or subsite is created, you can choose whether or not to inherit
its parent permissions (see page 11). It is also possible to disable and re-
enable inheritance when you edit permissions.

Giving permission levels to users

Instead of assigning permission levels to individual users, it is usually
more practical to assign users — better still, groups of users —to a
SharePoint Group that is associated with the permission level they need.

Security groups

Most usefully, members of existing Active Directory (Domain) security
groups can be assigned permissions by adding their group to the
appropriate SharePoint Group. Various types of security groups can be
used for this purpose:

e Office 365 security groups
Security groups can be created dynamically or manually in Office 365.
For example, RM Unify creates security groups when it provisions
Office 365 users, for example, Teaching Staff (site number),
Students (site number), Administrators (site number). You can
also create your own custom security groups to fine-tune user access.

e Exchange security groups
Mail Enable Security Groups, created dynamically or manually in
Exchange, can also be used to apply site permission levels.
(Exchange Distribution Groups cannot be used for this purpose.)

If required you can manage security groups from the ‘Office 365 admin
center’ (see page 40).

Domain Groups and RM Site Creator

RM Site Creator assigns site permissions in a slightly different way. It adds
the RM Unify security groups (identified as Domain Groups) to each
subsite, and assigns permissions directly to those groups. SharePoint
Groups do exist for each subsite, but they are not used by RM Site
Creator for permissions assignment.

The Permissions page for an RM Site Creator subsite looks similar to this:



Site Settings » Permissions

Domain Group Full Control

SharePoint View Only
Group

Domain Group Full Control
Domain Group Read
Domain Group Full Control

SharePoint Edit
Group

SharePoint Full Control
Group

SharePoint Read
Group

(Note that this example includes a custom SharePoint Group, ‘Excel
Services Viewers'.)

If you needed to modify these settings so that only Year 7 students could
view a Year 7 Site Creator subsite, you could delete the permissions from
the Students Domain Group (see ‘Editing permissions’), create an Office
365 security group for Year 7 students (see ‘Creating and editing security
groups’), and add the Year 7 group to the ‘Visitors’ SharePoint Group (see
next section).

Using SharePoint Groups
New SharePoint Groups are created automatically during site creation. If

permissions inheritance is broken (see following section), their properties
can be different from those of their parent group.

Note Wherever possible we recommend that you allow group properties
to be inherited, for ease of management.

The site owner can also add or remove individual SharePoint Group
members, and or create new custom groups.

Note In most cases we recommend that you manage SharePoint Group
membership indirectly, via security groups (see ‘Creating and
editing security groups’ on page 40).

To view and edit SharePoint groups

At the site whose group memberships you want to view:

1. From the Office 365 menu, click the Settings & icon and choose Site
settings.

2. Under ‘Users and permissions’, choose People and groups.

3. In the left-hand column, select the group you want.
If you can’t see the group you want, click Groups in the left-hand
column to display all the groups.
The group members are displayed in the right-hand pane.



If required you can now manually add users to the selected group (click
New, Add Users, and enter details) or manually remove users (select
the user(s) and click Actions, Remove Users from Group), or send
emails or messages to its members.

To create a SharePoint group

In most cases we recommend you use security groups to manage users.
However, if you require a new SharePoint group, do as follows:

1. From the Office 365 menu, click the Settings o] icon and choose Site
settings.

2. Under ‘Users and permissions’, choose Site permissions.

3. On the Permissions tab of the SharePoint ribbon, click Create Group.

MName:

About Me:

Click for help about adding HTML formatting.

Owner

Group owner:

rmunifyadmin x

: |
[
| Group Sef
: Who can view the membership of the group?
® Group Members Everyone
Whao can edit the membership of the group?
® Group Owner Group Members
Membership Requests
Allow requests to join/leave this group?
Yes * No
Auto-accept requests?
Yes No
Send membership requests to the following e-mail address:
Choose the permission level group members get on this site: https://miltonparksch.sharepoint.com
Full Control - Has full control. 5

Design - Can view, add, update, delete, approve, and customize.

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

View site permission assignments

Contribute - Can view, add, update, and delete list items and documents.
Read - Can view pages and list tems and download documents.

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

Create new subsites - Can create new subsites

Create Cancel

o O ST T O N

4. The Create Group window lets you set a name, description and owner
for the group. You can specify who can view and edit the membership,
configure membership request settings, and choose the permission
level that group members are given.

5. When you have configured the settings for the new group, click Create.
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Creating and editing security groups

To manage your Office 365 security groups, you must have Global Admin
or User Management Admin rights to access the ‘Office 365 admin center’.

To create a custom security group

1. From the Office 365 Admin menu choose Office 365.

2. From the left panel choose ‘Users and groups’; then select the ‘security

groups’ tab.

@6 and grougs >

People Newsfoed ShiDmwve Ster we  Admin ~ [EEUTEEEEETEENF ]

Mansge dutsibuon groups | Manige secuty gougs o Exchange

+ £ @ P
DISPLAY MAME . TYPE STATUS

W Adeinitres 0006002 Secutity group I eloud Administrators
(DODOD02)

3. Click + (New group).
A New Group window is displayed.

4. Enter a Display name and Description for the new group, and under
Members click + (Add member).

1] Office 365

Year 7

* Display name:

Outlook Calendar People Newsfeed SkyDrive Sites s« Admin »

| Group Member Picker - Google Chrome = B

[Vear7

rmunifyadmin ~

& ?

https://portal.microsoftonline.com/EAdmin/Group/GroupMe

Description :

[‘(Ear 7 students

Members :

DISPLAY NAME

Amber Flack

et VI

p

DISPLAY NAME -
Abhisha Ahuja
Abigail Hayley
ACAdmin
Adam Went
Adeal Ahmed
Aidan Shanahan
ajamunab

Alan Earl

Alan Hodgin
Alex Sonnenberg

Alfie Wilson

»rl

N
C == )

———

save cancel

B Microsoft  ©2014 Microsoft Corporation  Legal | Privacy

Community | Feedback
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In the Group Member Picker window you can select either Users or
Groups, and then select and add the new group members as required.
Click OK when you have finished.
5. Click save to save the new security group.
»  To edit a custom security group

In the Office 365 admin center

1. Inthe Office 365 admin center, choose ‘Users and groups’ and the
‘security groups’ tab.

2. Select the custom security group you want to edit, and click the pen
(Edit group) icon.

) Office365 Outlook Calendar People Newsfeed SkyDrive Sites ... Admin v [EGITGERGIREEINNE o BE]

* Display name:

Year 7

Description :

[Year 7 students

Members :
DISPLAY NAME -

Adam Went
Alfie Wilson

Amber Flack

save cancel

BE Microsoft  ©2014 Microsoft Corporation  Legal | Privacy Community | Feedback

Make the changes you want to the name or description or group
membership.

3. Click save to save the new security group.

Editing permissions

After a site has been created, you can edit its permissions. These edits will
also apply to any subsites and pages that inherit those permissions.

You can even edit permissions for an individual web part or app.

Note Wherever possible we recommend that you allow permissions to be
inherited, for ease of management.

» To edit a site's permissions

At the site whose permissions you want to edit:

1. From the Office 365 menu, click the Settings o4 icon and choose Site
settings.
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2. Under ‘Users and permissions’, choose Site permissions.
A site Permissions page is displayed, listing the groups and users and
their permission levels

3. To edit the permissions for a group or user, tick their checkbox and
click Edit User Permissions.

] Office 365 |, Outlook  Calendar People Mewsfeed SkyDrive Sites .. Admin- WTTECLTESEE o B4

BROWSE | PERM] | ) SHARE ¥y Foltow O

&% Permission Levels

& a8 Q (38 Aceess Request Settings
Grant Check
[ site Collection Administrators
Grant Mogfy Check | _Manage

Milton Park School

Home Documents Recent « Site Contents # EDIT LINKS Search this site > P

e M I I B Y 701

Site Settings » Permissions

O Name Type Permission Levels

O Excel Services Viewers SharePaint View Only
Group

Members sharePoint Edit
Group

| Owners SharePaint Full Control
Group

O Visitors SharePoint Read

Group

Use the checkboxes to edit their permissions as required, and then
click OK.

Permissions » Edit Permissions

Users or Groups

e perinrsds ot dicseitrers or rotss Wil be pach

modified, Members

Choose Pemmissions

B Permissions:

Choose the permissions you want these Users oF graups

to have, [ Full Contral - Has full control.

[] Design - Can view, add, update, delete, approve, and customize.

Edit - Can add, edit and delete lists; can view, add, update and delete list items and documents,
[] Contribute - Can view, add, update, and delete list items and documents.

[ Read - Can view pages and list items and download documents. I

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

[ create new subsites - Can create new subsites

(s}
®

Cancel

Note This is a useful reference page for descriptions of permission levels.
In a typical education setting most users should only have Read
permission on shared sites.

4. You can also use the Permissions ribbon tools to:

0 grant, check or remove permissions
0 check groups’ or users’ permissions
o0 configure the ability of users to request access

0 manage site collection administrators.
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To edit the permissions for a web or app part

You may want to change the individual permissions for some web or app
parts. For example, your students may have only Read access to the site,
but you may want them to contribute to a survey or discussion board on it.

1. From the Office 365 menu, click the Settings o icon and choose Site
contents.

2. Point at the tile for the part whose permissions you want to edit, and
click ...

Sports survey

@ ABOUT  REMOVE

>

Sports survey

0 iterns
Modified 44 minutes ago

3. Under ‘Permissions and Management’, click Permissions for this
(part type).
A Permissions page for the part is displayed, listing the groups and
users and their permission levels

4. On the Permissions tab of the SharePoint ribbon, look for the Stop
Inheriting Permissions icon. If it is present, click it, and click OK to
confirm.

5. To edit the permissions for a group or user, tick their checkbox and
click Edit User Permissions.
Use the checkboxes to edit their permissions as required, and then
click OK.

Creating custom permission levels
If required, you can create custom permission levels and apply them to

groups and users across the site collection. This can only be done from
the top-level site.

1. From the Office 365 menu, click the Settings o] icon and choose Site
settings.

2. Under Users and Permissions, choose Site permissions.

3. Choose Permission Levels.

EEE

BROWSE | PERMISSIONS

[ ] ®
o G

Grant  Create Edit User Remove User
Group

Check
Permissions  [5! Site Collection Administrators
Grant Modify Check Manage
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4. Click Add a Permission Level.

5. Enter a name and description for the new permission level, select the
features to be included, and click Create.

Using approvals and versioning

Office 365 provides configurable approval and versioning for files and
other content items.

An approval system is very useful where a document is refined over
several versions before it is finished. Versioning creates consistently
named copies of the document each time it is edited, so that writers can
revert to an earlier version if necessary. It is particularly useful when
several authors are collaborating and might want to access the same
document at the same time. You can set up versioning to number every
version of a document in a single sequence, or to distinguish major
(approved) versions from minor (draft) ones.

By default versioning is turned off.

Configuring document approvals and versions

You can specify that content in a particular location requires approval
before it can be published, and set up versioning for drafts. You need Full
Control or Design permissions to do this.

> To set up approvals and versions in a document library

Suppose you want to publish a library of policy documents. Members of
staff need to collaborate on drafting and editing the documents, but visitors
should only be able to read final approved versions. SharePoint allows you
to set up a simple and robust process for approvals and versions for this
particular library or list, as follows:

1. Navigate to the site, click the Settings o icon and choose Site
settings.

2. Under ‘Site administration’, choose Site libraries and lists.
A list of available libraries and lists is displayed.

3. Click the ‘Customize’ link for the library you want (for example,
Customize “Policies”).
A Settings window is displayed.
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Policies » Settings

List Information 'i
Name: Palicies
Web Address: https://miltonparksch.sharepoint.com/Policies/Forms/Allitems.aspx

’ Description:
|

General Settings Permissions and Management Communications

a List name, description and navigation o Delete this document library @ RSS settings

e SN i

8 Advanced settings 8 Permissions for this document library

@ Validation settings u Manage files which have no checked in version

5 Column default value settings 5 Workflow Settings |
= Audience targeting settings & Generste file plan report

@ Rating settings o Enterprise Metadata and Keywords Settings

= Form settings & Information management palicy settings

| Celumns

A column stores information about each document in the document library, The following columns are currently

ilable in this document library:

Column (dlick to edit) Type Required
Created Date and Time
Maodified Date and Time

3. Choose Versioning settings.

A et i G
Settings » Versioning Settings
Content Appreval
Specify whether new items ot changes to existing items should remain in a draft state until ,
they have been approved. Learn about requiring approval, Require content approval for submitted items?
® Yes Mo

Document Version History

Specify whethier a version is created ach time you edit a file in this document library Create a version each time you eciit a file in

Learn about versions. this document library?
) No versioning
(8 Create major versions ’

Example: 1,2, 3 4
Create major and minor (draft) versions
Example: 1.0, 1.1, 1.2, 2.0

Cptionally limit the number of versions to
retain:

— Keep the following number of major
 versions

| Keep drafts for the following number of

g 4= ¥ !
major versions: H
i
| | ]
Draft ltem Security
afts are minar versions oritems which have not been approved, Specify which users
shauld be able to view drafts in this document iibrary, Learn about specifying who can Who should see draft items in this document
§  view and edit drats, library?
i (1 Any user who can read items
| Only users who can edit items
Only users who can approve items (and
the author of the item)
Require Check Gut
Specify whether users must check out.documents before making changes in this document
library, Learn about requiring chack out: Require documents to be checked out befare
they can be edited?
@ Yes: ® No
oK | Cancel
i
a8 i -1

4. Enter the settings you require on the Versioning Settings page:

« To enforce content approval, click Yes under ‘Require content
approval for submitted items’.

« Under Document Version History, you can choose to label major
versions automatically, or major and minor (draft) versions, if required.
You can also set a limit to the number of versions retained, which can
help reduce confusion and save storage space.
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5.

Note If the number of versions has reached your set limit, the oldest
version will be deleted automatically when a new version is
added.

Under Draft Item Security, you can choose which users can see draft
versions, if you have selected Yes under ‘Require content approval for
submitted items’.

You can also require documents to be checked out before changes
are made, to avoid possible confusion if two people edit the same file
at the same time.

For more details, please refer to the SharePoint Help topics.

When you have finished, click OK to return to the Settings page.

If you have set content approval as a requirement, draft documents in the
library have a status of Pending. Usually a Pending document can only be
viewed by the user who saved it and people who have permission to
manage the list or library.

Only list or library managers can then change its status to Approved,
which allows anyone with Read permission to read it.

To view, restore or delete versions of a file or item

In a list or library where versioning has been enabled, you can manage
previous versions of a document (or other file or item) as follows:

1.

Navigate to the library or list where the item is saved, and select the
item.

In the list click ‘..." to open the flyout menu, click ‘...", and choose
Version History from the drop-down menu.

Gavernors # EDIT LINKS Search this site

Policies

Home @ new document or drag files

Notebook Al Documents | Find afile Homework policy.tt

Documents Changed by you on 12/6/2013 7:45 AM
v [ name M

Recent ) Shared with [ Company Administrater and
— ¥ [ Homework policy # chris Horne

Site Contents https://mittonparksch.sharepoint.com/gover

EDIT SHARE FOLLOW @

View Properties

# EDIT LINKS

Edit Properties

Check Out

Version History

Workflows
Download a Copy
shared with

Delete

3. The version history for the item is displayed.
Point to the version you want and click the down-arrow.



Version History

Delete All Versions

Mo. + Modified Modified By Size Comments

rmunifyadmin @ KB Updated to include estimated times
for K51

=1

rmunifyadmin < 1 KB

o0 Choose View to view the version content.
0 Choose Restore to make this the current version.

0 Choose Delete to delete this version.
Its number is also deleted.
(A link to Delete All Versions is also available).

Deleted files are sent to the site’s Recycle Bin, where they are kept for a
set number of days and then permanently deleted. To access the Recycle
Bin, click the Settings icon and choose Site contents.

When a user deletes an item from the Recycle Bin, by default it is sent to a
second-stage Recycle Bin, providing you with a second chance for
recovery before it is permanently deleted. For more information, see the
SharePoint Help.

Publishing and public websites

On a public website where your establishment’s public reputation is at
stake, it is important to avoid publishing incorrect or unfinished pages, and
to be able to quickly restore an earlier page version in the event of a
problem. While SharePoint makes it very easy to publish a website, it is
equally easy to save drafts without publication and roll back page versions
when required.

Save and/or publish

When editing a public site page, the SharePoint ribbon offers the option to
Save or to Save and Publish. The Save menu has further options:

] Office 365

BROWSE PAGE FORMAT TEXT INSERT

Cut
EI Body MIREC
(1) Copy
Saveand  Paste B I U ak X, X° -

e Publish (—_, Undo -
Edit poard Font

E) Save

E:j Save and Keep Editing

B stop Editing .
<l \Website

The Stop Editing option allows you the option of discarding your changes.
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Page and version history

Saved versions of pages on the public site are retained, so you can view
successive versions and restore a previous one if necessary.

»  To view page history, and restore or delete page versions
You can manage previous versions of a page:
1. Atthe page you want to view, choose Page from the SharePoint menu.

2. From the SharePoint ribbon choose Page History.

ﬂOfﬁceSES Outlock Calendar People MNewsfeed SkyDrive Sites ... Admin~ 1

BROWSE SITE

e B G o [& @
- T = 4
2 0 e B G o 4
Edit Saveand MNew Preview Edit Page Publish Unpublish View All Tags &
- Publish Properties ~ O Fige Layout Pages Motes

SHARE

&

Edit Manage Page Actions Publishing Page Library Tags and Notes

A Page History window is displayed, comparing the two most recent
page versions.

1 Office 365 Outiock  Calendar  People  Newsfeed SkyDrve  Smes o«

Hoime About us Contact us glag # EDIT LINKS Search. .Q
default » Page History o
versions tem | RAManoge Permisssons | Ly Check Ouf] 241w s | S Alert Mo
Cotou e

Feis-This is the home page of your website and the first thing that visitors will see when they reach your
website on the Internet. Make this page the most engaging part of your site by including text, images, and
interesting content. Describe your business and the products or services that you offer, and provide more
detailed information on the remaining pages of your website:websile,

3. In the left-hand pane you can choose the comparison you want to see.
You can then click Edit Item to make edits to the current version, or
choose Version History for an overview of available versions.

1] Office 365 . Calendar  People  Mewsteed  SiyDrve  Sies .- Admin=

Hoame about ut Contact us Blog # EDIT LINKS
Versions saved for default.aspx o

{J SHARE B MAKE WESSITE ONLINE

rmundyadrmin ex8

Page Content

This is the home page of your website and the first thing that visitors will see when they
reach your website on the Internet. Make this page the most engaging part of your site
by including text, images, and interesting content. Describ...

22 4 System Account 28¥8

UL from

search

Page Content . .
This is the home page of your website and the first thing that visitors will see when they
reach your website on the Internet, Make this page the mest engaging part of your site
by including text, images, and interesting content. Describe...

4. On the Version History page, point to the version you want and click
the down-arrow.
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o0 Choose View to view the version content.
0 Choose Restore to make this the current version.

0 Choose Unpublish this version (latest version only) to stop it
being public-facing.

0 Choose Delete (all versions except the latest) to delete this
version.
Links are also provided to Delete All Versions and Delete
Minor Versions.

Configuring a publishing site

SharePoint also allows you to apply approvals and versions to a site or
page. A publishing site uses a publishing approval workflow to enforce
strict approval rules, to control the publication of new and updated web
pages, which can be useful for a large public website.

You can create a new publishing subsite or convert an existing site. In
either case it's a two-stage process:

e First, create a new site collection based on the Publishing Portal
template. This allows publishing features to be enabled in sites
within the collection.

e Then, create the new publishing subsite.
Alternatively you can create a subsite first and activate its
publishing features later.

For instructions, see the ‘Build a SharePoint publishing site’ article in the
SharePoint Help.
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