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How to Develop a SharePoint Site

These instructions will get you started on creating a SharePoint team site to provide
a location where individuals and teams can work on projects and share information from
anywhere on any device. For detailed information, please view-Discover content with the
SharePoint start page - Microsoft Support

1. Sign into the Microsoft 365 account. Go to the left-hand corner of the screen

l and click on the “waffle” *** button.
)

Home

o Create

Create

(=)

2. Click on the “SharePoint” Icon.

(o3 0 a | |

Microso ft 365 Outlook OneDrive Word Excel

@M 9% & &

PowerPoint OneNote SharePoint Teams Sway

3. Click the “+ Create site” button in the top left corner.

SharePoint

A -+ Createsite + Create news post

N\

With SharePoint in Microsoft 365, creating a SharePoint Communication site is
to share news, reports, status, updates, and other information in a visual
format. With a communication site, typically only a small set of members
contribute content that is consumed by a much larger audience.

A Team site is the better choice to collaborate with other members of a team, a
club, or with others on a specific project. With a team site, typically all or most


https://support.microsoft.com/en-us/office/discover-content-with-the-sharepoint-start-page-6b85097a-87e0-4611-a29a-dfd49b1a1220?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/discover-content-with-the-sharepoint-start-page-6b85097a-87e0-4611-a29a-dfd49b1a1220?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/create-a-team-or-communication-site-551e190a-8fbe-47ae-a88a-798b443c46b1
https://support.microsoft.com/en-us/office/create-a-team-site-in-sharepoint-ef10c1e7-15f3-42a3-98aa-b5972711777d

members can contribute content to the site and the information is limited to only
the members of the team or project.

4. Look through the templates, start with a Standard Team Template.

Select a template

- Standard team Crisis communication team Employee onboarding team Event pl
Manage projects, share content, and stay Centralize crisis communication, Guide new employees through your Coordina
connected with your team. resources, and best practices. team'’s onboarding process. your tean

|- [

IT help desk Project management Retail management team Store co

Manage technical requests, track devices, Collaborate with your team to share Unite retail store managers, emphasize Coordina

and share training materials. project details and resources. store news, and share management current st
resources. training.

- You can change the site template later under Settings.

5. Submit your choice by clicking on the template and then the blue “use template”
at the bottom right-hand corner of the screen.

Back Use template _

5. Once the template has been selected, choose a name for the site in the site description box.
Add a sight description that lets people know the purpose of the site. For example, CSC
(Chadron State College) Campus Activity Board. An email address is available if needed, and a
site address is automatically populated. Click the blue “next” button.



Site name *

Soar Eagles -

The site name is available.

Site description

Learn, engage and prasper -

Group email address *

Soarkagles _

The group alias is available.

Site address *

https://eaglescsc.sharepoint.com/sites/ SoarEagles -

The site address is available.

e N

6. Choose the privacy setting to add members. This limits access from public to private.

Privacy settings

‘ Private - only members can access this site v ‘ _

Select a language

‘ English v ‘

Select the default site language for your site. You can't change this later.

e -

7. Click the blue “Create Site” icon.

8. I recommend adding the other executive members of the group now. Type the name or email
address for each member of the site.

Add members

Start typing a name

Click the blue “Finish” button. =
[ rinish |



Next steps
Learn how to customize the blank communication site and get the most out of it.

1. To customize colors, click on the “settings gear” o in the top right-hand corner of the page,
then click “Change the look”, and “Theme”.

== — Q X

Site theme

ent selection

SharePoint themes

[}
Abc

L
Abc -

2. Clicking the “Change the look™ and then “Header” enables:

e Change the header’s look

e Add asite logo

e Change the user view

e Change the navigation of the home page to dictate access locations.

3. Click the “Save” button to apply it to the site or to revert, click “Cancel” instead. Clicking
“Republish” in the top right-hand corner saves any changes made.

Adding Documents

Store the club or organization constitution, minutes, agenda’s, sign ups, photos, and any other
documents within SharePoint. Among some of the choices are folders, document libraries, photo
libraries, calendars, and subsites.

For more information about how to plan a structure to organize the content on your site, see Plan
the content for your Team Site.

To add a document:



https://support.microsoft.com/en-us/office/plan-the-content-for-your-sharepoint-site-6cfc059e-2c45-46d5-8d7d-507d3dace301
https://support.microsoft.com/en-us/office/plan-the-content-for-your-sharepoint-site-6cfc059e-2c45-46d5-8d7d-507d3dace301

1. From the Home Page menu, scroll down and click on “Documents”.

SharePoint *

- k ' Ror
® Privat
2 \ Home
[ [—
- R
®  Doamens (um

Notebook

5555

Site contents

Recycle bin

Edit

When it opens the options are to create a “ + New” document or “upload”

documents.

T Upload - B editin grid view = Sync £ Add shortcut to OneDrive

Documents [t ~

2. Select “New Document” to create files. Click on “+ New” and choose a format.

B

~_ Folder

B Word document

B3 Excel workbook

B¢ PowerPoint presentation
B} OneNote notebook

B:) Forms for Excel

@] Visio drawing

@ Link

f Edit New menu

+ Add template

When creating a new “Word document”, SharePoint defaults to automatically save your
documents. When you exit, a “general folder ” has been created.



5 editingridview (& Share & Copylink 5 Pinto top

Documents [} v Share

Copy link

> In channels

Manage access

~ In site library Automate

(]
©

Favorite
O Name ~

General _

Add shortcut to OneDrive

B8
P

*  Download

Another option is to select the “Upload” button

Folder

=] Word document
=] Excel workbook

| PowerPaint presentation

OneNote notebook
Forms for Excel

Visio drawing

@ Link

£ Edit New menu

+

Add template

. To upload documents, the files from the computer will app

Another way to access Documents is to go to the Home page and scroll down to the bottom of
your SharePoint page. A Documents section is available here.

Documents Seeall
- + New ¥ T Upload ¥ 5 Editingridview rm Sync Export to Excel — All Documents ~ (@
M Name ~ Modified Modified By
General July 1 Ronda Bokelman

For more information, see Upload, create, or delete files in a library. and Upload files and folders

toa

library - Microsoft Support.



https://support.microsoft.com/en-us/office/upload-files-and-folders-to-a-library-da549fb1-1fcb-4167-87d0-4693e93cb7a0
https://support.microsoft.com/en-us/office/upload-files-and-folders-to-a-library-da549fb1-1fcb-4167-87d0-4693e93cb7a0
https://support.microsoft.com/en-us/office/upload-files-and-folders-to-a-library-da549fb1-1fcb-4167-87d0-4693e93cb7a0

Editing Documents

Making a personal “Library ™ is for sharing a folder or document with other people. Click the
“ellipsis” (...) to the right of a folder or document in the library to edit a document. To share a
folder or a single document with people, click the “Shared with some people icon (2%) ” to invite
people to share the document for or type the name of someone to share the document. To make a
document view only or only available to certain members of the group, change the permissions
of people sharing a folder or document straight from a document library. For more detailed
information go to: Manage access to your Word documents - Microsoft Support

1. On the Home page, Click on Documents to enter the “library”.

Q

LAY Ror
@ - 4 Privat
=)

= ‘ Home
Conversations

0
(=) Teams
®

Documents -

Notebook
Pages

Site contents
Recycle bin

Edit

Notice to the left of the folder, a circle icon appears by hovering over the folder. Click this circle
to edit the folder or the documents in the folder. There is also an “ellipsis (...)” shortcut icon to
the right of the folder to enter a menu to make editing changes.

Documents [} -~

> In channels

~ In site library

(] D Name Modified M

o General & B e July 1 Ro

1


https://support.microsoft.com/en-us/office/share-sharepoint-files-or-folders-1fe37332-0f9a-4719-970e-d2578da4941c
https://support.microsoft.com/en-us/office/manage-access-to-your-word-documents-d4fb6173-20b8-4166-afa8-59cd9af73207

2. Click the ellipsis to open the menu, and then click “Manage access”.

Capy link
B Editin grid view ¢l Open ~ (% Manage access _ i Dele
Delete
Documents > General Automate >
Favorite
D Name lodifie
Add shartcut >
ﬂﬁ Christmas Cats.docx >nda Bc
Download
sl
(] ﬂ'lg “Test Word Document.docx ® -+ Rename >nda Bc

1

Note: Changes to a folder apply to all documents within the folder unless you select a document
and specifically set different permissions for the people with whom the document has been
shared.

Editing the Site

1. Go to “Home” on your menu.

SharePoint *

o " Rond

Private gr

@ & ©

Home -

Conversations
Teams

Documents

® @ @

Notebook
Pages

Site contents
Recycle bin

Edit

2. To customize and edit your site click the “Edit” button in the top right-hand corner.



L = - - ! |
£ " i RondaB # * Following
® P Private group & 3 members
=) Home + New v €83 Page details Analytics Published 7/17/2024 @ Share v /2 Edit
0

Conversations I .
1

IMPORTANT-After each time the site is edited, click the “Republish” button in the upper right-
hand corner to save it to the site.

X m Setupand ma X -+

QA M &= @ %

Your draft has been saved (& Share - (0 Republish P

1

Clicking the + “plus” icon to the left of the page will allow changes to the format of SharePoint.

s Sndy A - m M m. M m = m R m A . o m
SharePoint LI H A search this site 1 mu_
O NBRD ' = ol

Save as draft Undo £\ Discard changes €83 Page details Analytics +/ Your draft has been saved (& Share v

Creating A Calendar

1. Click the “Home” button. Click “+ New” to start a new column for a calendar or to edit a
column already created, select “Edit” at the top right of the page.

10



SharePoint

Q I
H RondaB
@ Private group

‘ Home (g + New v

ﬁ (Conversationg

- B . m A A a = A a A ua . A
L Search this site l x | 4 o ¥4
T T TR S . a Ll

SharePoint

* Follov

®
@
& 3mem

8 Private oLl

‘ Home + New v 3 Page details Analytics Published 7/23/2024 @& Share v /7 Edit

2. Hover the mouse to the middle of the new column at bottom of the column, this plus sign
will appear

O

3. Click on it and another menu will drop down. Scroll down to see all the options. Select
the “Group calendar” pane.

bearch
© All v
' Frequently used
N B

Text Image

4. In the Group calendar property pane, select “Group calendar” from the dropdown menu.

11



Add a title

" m Ronda Bokelman
* ISearch

° All v ©=
Frequently used
- A W 6o & '

Group Text Image Hero Link
calendar

Text, media, and content

TR

Select the Edit button on the left side of the calendar to customize.

SharePoint (4L L search this site xl ¥ o VY B ?
LI NBX =il 2 U

B saveasdraft ) undo ~ £) Discard changes 83 Page details Analytics ~ Your draft has been saved [ Share ~ [0 Republish

¢ 2 0w
. I
L2 TeaM meetings

Upcoming  Past = Sync calendar

H Syt s st

Select “Page Details” to make changes or delete it.

- - - m m - - - a - - - - a
SharePoint L Search this site J l w
s = il
B Page Save as draft | v Undo €83 Page details Vv Your draft has been saved (& Share v [J Publish ;." Page details x

.
-  View and edit the paae descrintion. -

Use “Search” to look for specific groups to add.

12



Team meetings - kearch

~

Upcoming Past Al

Frequently used

f‘o Create a meeting AA @

When you add a meeting, it will < Text Group Image

calendar

Text, media, and content

Meeting title El r] [__]

Meon 12:00 PM % h
MONTH L . Banner Button Call to action
01 ocation

(2 W) )

Meeting title

To create a meeting Click the “Create” button

Create a meeting

Some options under “Scheduling Assistant” are:

e Setting the time

e Changing the meeting location

e Sending email notifications to members

e Reminders for start times and dates

e Linking to teams if it is an online meeting.

oo
(1] mm]

Hero

Divider

&

Link

oo
0o

Hero

+
+

e
~_ Sync cale

When you add a meeting, it will show here where everyone can see it.

13



New event - Calendar

Event Scheduling Assistant -

=7 Response options Busy v (I 15 minutes before ~ () Categorize ~ (=] Private Cii Scheduling poll

e Calendar (rbokelman@csc.edu) < B > Tue, Jul 23,2024 ~
©  7/23/2024 1:00PM  ~ @  Alday @ Time zones o
7/23/2024 1.30PM V7 ) Don't repeat
© @ In-person event I T
- Search for a room or location [ ] m Teams meeting 2 AM
=  Type/toinsertfiles and more ' S A

4 AM

For more information: Create a group calendar and Calendar Events.

Adding a Photo Library

For photos of club members and activities, SharePoint can store and share them. Add them to a
folder in documents or display them on the home screen. Add images from a local computer,
SharePoint media libraries, or links from other locations on the site or the web.

1. To display photos on the home screen, Click the small “plus sign” to add a new web
column.

SharePoint -

i ' RondaB @

@ Private group

Home + New v

l"’l Conversationg I

©-

2. Hover to the middle of the page and click on the circle with the “X”’.

14


https://support.microsoft.com/en-us/office/create-a-group-calendar-event-in-outlook-com-or-outlook-on-the-web-a88408a4-f82b-48b0-89c8-2662d758a407
https://support.microsoft.com/en-us/office/create-a-group-calendar-event-in-outlook-com-or-outlook-on-the-web-a88408a4-f82b-48b0-89c8-2662d758a407

fearch

Made for email

Bing Maps Button Divider File and Media Image r

© & ® T B

Link People Quick links Spacer Stream

n B

Text YouTube

3. Click “image”.
Bearch '

|4

Made for email

[3e
.‘a
I
()
i B

Hing Maps i Divider File and Media '
@ & @ :
-
Link People Chick link: % Stream
ouTube -

This will open a new dropdown menu:

(© Recent

Es Stock images
Q. web search
& OneDrive
© site

O upload

&2 From a link

4. Choose an option to find the photos or images then click “Insert” at the bottom right of the
page.

N o |



For more information: Using Image Gallery

Adding a News Post

News posts can be used instead of emailing club members. This will also be seen on the home
page in SharePoint. While on the home page (not the editing page), add a news post.

5. On the SharePoint site, click on the “+ Create news post” button. Another method is to go to

the ® on the left side, and on the drop-down menu, click “News post”.

§ 7 P A - B - m m A= - B . m
o ) == - =

Q + Create site + Create news post
® | [ |
Following News from sites
Training *
D Student Curriculum Speciali... %
Art Guild 2020-2021 *
=]
RondaB *
- ® News from sites RondaB

Con all | My ciirrente interacte

6. From here pick the template “News post”.

SharePoint * L search

@ Create X
&
News post

SharePoint -
(8 Export to Excel & Power Apps v @ Scheduling 2% Automat

@ Page
D SharePoint
=) m} Document ges

=] Word

7. Choose where to publish the news post. This list will populate if you are following other
members.

16


https://support.microsoft.com/en-us/office/use-the-image-gallery-web-part-bbcbe560-14a7-4369-8ef5-3255845e3bfd

- A - mB A A A a8 a S . - =

i SharePoint

Following News from sites

AGA:

(

Choose where to publish news

Frequent sites

Student Curriculum Specialists

Add the information in the post. Type in the name of the SharePoint group, this will send the

news post in an email format to all members of the group.

8. Click “Post” and “Send”. For more information see: Create A News Post and News post

links

Share by Using Copy Link

?

Choose this option to share items publicly with people. For example, these links can be posted to
Facebook, Twitter, or LinkedIn, or shared in an email or message. Anyone who gets the link can

view or edit the item, depending on the permissions set.

1. On the SharePoint site, go to the documents/library of the files to share.

2. Pick the file or folder to share by selecting its circle icon.

Documents

5 Editin grid view (2 Share G2 Copy link ped Pin to top L Download

1

B Name v Modified Modified By

General = July 1 Ronda Bokelman

Select the circle on the left side of the item.

Select “ & Share” at the top of column.

o
o
3.
4.
5. Control the access for the other person by clicking the eye icon

w
small “checkmark ”” to show permissions.

S There will be a

17


https://support.microsoft.com/en-us/office/add-or-remove-a-news-post-2080ed96-2e53-46cb-b208-5901372e3af5
https://support.microsoft.com/search/results?query=creating+a+news+post&isEnrichedQuery=false
https://support.microsoft.com/search/results?query=creating+a+news+post&isEnrichedQuery=false

Share "General" ® X

& Add a name, group, or email - o v

Vi Can edit
@ Add a message Make any changes

-\/ o Can view
Can't make changes

Can't download

Can view, but not download

) |7c—3 Copy link | & ‘
Shared with '

6. When finished editing, click the “Send” button.

Sharing multiple items at the same time is not available. Add the things to share to a folder and
then share the folder. If the selected file or folder is shared with someone already, there is

a Shared with list at the bottom. If the selected file or folder is not currently shared with
someone, there will not be a Shared with list.

For more information: Share SharePoint files or folders

Adding Members to a Group

1. In the Home menu, Click on the “Members Icon” in the top right corner of the screen.

* Following

- & 3 members

J Edit

The members are shown. Notice the titles under names, Member and Owner. Members
may be added here.

18


https://support.microsoft.com/en-us/office/share-sharepoint-files-or-folders-1fe37332-0f9a-4719-970e-d2578da4941c

Group membership

3 members

&8 Add members -
Brenda Lanphear
w Member V-
Heather Crofutt
Owner
( » Ronda Bokelman
& Owner

2. To change access, click on the “down arrow” next to the title and a drop-down menu
appears.

Brenda Lanphear
w Member - 4

Heather Crofutt

Owner

Ronda Bokelman

Owner ™

3. Changing the members to owners will enable access to hidden documents and privileges
to edit and update the website.

Group membership

3 members

&8 Add members
Brenda Lanphear
w Member
o v Member
Owner _
i b Remove from group
Owner ¥

For more information see: Granting & Customizing Permissions

Sharing Links in SharePoint

Creating a shareable link makes it simple to share a document in an email or document,
or Teams (instant message).

19


https://support.microsoft.com/en-us/office/customize-permissions-for-a-sharepoint-list-or-library-02d770f3-59eb-4910-a608-5f84cc297782

1. In documents library, select the document to share by check marking the circle, then

Select “Share”.

|

£ Editin grid view (& Share &2 Copylink 57 Pintotop L Download

© [ Name v Modified ~ Modified By

- o General

5

July 1 Ronda Bokelman

2. Select “Copy Link”.

Share "General" @ X

9
¢

= lf\dd a name, group, or email

@ Add a message

3. Paste the link to the document
4. or enter the name, group, or email and click “Send”.

5. To change any permissions for the link, select the link settings

Share "General" @ X

-% lf\dd a name, group, or email o v

@ Add a message

For more information visit: Share OneDrive files and folders - Microsoft Support

X 1selected — All Documents

This is a basic overview to getting started with SharePoint, there is much more to learn at:

SharePoint help & learning and Getting started.

20
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https://support.microsoft.com/en-us/office/share-onedrive-files-and-folders-9fcc2f7d-de0c-4cec-93b0-a82024800c07
https://support.microsoft.com/en-us/sharepoint
https://support.microsoft.com/en-us/office/Get-started-with-SharePoint-3a26444b-08c5-46ad-b80a-cda82b11b27b

