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SharePoint Quick Start

Navigating to your project sites

1. Go to mail.csuohio.edu and use your CSU ID and CampusNet password
2. Click on the app drawer on the top left corner and select Sites.

3. Select the desired site under “Following” on the left sidebar

Sites

—+ Create site
Following

I5T Test Development
devsite

Wisix

Messaging & Collaboration

***/**

Enterprise Network

REVISED DATE: 6/17/2016 PAGE 1 OF 13



STATE
i,
3 e &
ke pA W

Information Services
and Technology

Creating a project subsite
1. From the desired site, click on Site Contents on the left sidebar.

T Newsfeed Documents
Naotebook
Start a conversation @ New i Upload s Sync

Documents

. | Find a file o
Projects X . X

It's pretty quiet here. Invite more people to the site, or start a conversation. v 0O
P3 project Mame

Master Plan

Drag files here to upload
I Site Contents

| <
=

2. Click on new subsite at the bottom of the page

Subsites

(® new subsite

B waster plan Modified 8 days ago
3. Enter the desired details of the site and select the “Project Site” template

Site Contents » New SharePoint Site

Title and Description
Title:

Project Mame |

Description:

Project Description

Web Site Address
URL name:

https://csuchio.sharepoint.com/sites/005,/000/Archi../

Template Selection
Select a language:

Er

Select a template:

Collaboration | Enterprise Duet Enterprise

Team Site
Blog
Proje

Community Site

A site for managing and collaborating on a project. This site template brings all
status, communication, and artifacts relevant to the project into one place.
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4. Set the Desired Permissions

Permissions

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

Mote: If you select Use same
permissions as parent site, one
set of user permissions is shared
by both sites. Consequently, you
cannot change user permissicns
on your new site unless you are
an administrator of this parent
site,

User Permissions:

Use same permissions as parent site

() Use unique permissions

NOTE: If you select Use unique permissions, please see the unique permissions section under

“Setting Security Levels”

5. Set Desired Navigation Settings

MNavigation

O Yes (O]}

O Yes ®

Mavigation Inheritance

() Yes O]

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

G
No «

Display this site on the top link bar of the parent site?

Mo

Use the top link bar from the parent site?

No

TIP: You can reorder the navigation on your site, see “Reordering Navigation” to learn more.

6. Click Create!
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How to add a logo to your SharePoint Site
1. Click on the settings icon on the top left of your screen and then click on “Site settings”

Office 365 settings

IKS . Sites settings

ame o Shared with...
Edit page

Add an app

- Site contents

pvember 2015 Decemk
Change the look

=

Add tasks with dates to the timeline

Site settings

Getting started

2. Click on “Title, description, and logo” link under the Look and Feel section.

Test Project Name # EDIT LINKS

Site Settings

Users and Permissions Look and Feel

People and groups Title, description, and logo
Site permissions Quick launch

Site app permissions Top link bar

Mavigation Elements

) . Change the look
Web Designer Galleries
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3. Select the desired logo from your computer by selecting “From Computer” then Click “OK”.

Add a document
Insert Logo:
FROM COVDJTE:{/ Choose afile

Destination Folder

Version Comments

Browse... | Mo file selected.

[¥] Add as a new version to existing files

| Choose Folder...

4. Your logo should now show on your SharePoint Site.
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Setting Security Levels
1. Click on the settings icon on the top left of your screen and then click on “Site settings”

Office 365 settings

IKS _ Sites settings

ame o Shared with...
Edit page

Add an app

- Site contents

pvember 2015 Decemt
Change the look

=

Adg tasks with dates to the timeline

Site settings

Getting started

2. Click on the “Site permissions” link under the Users and Permissions section.

Test Project Name # EDIT LINKS

Site Settings

Users and Permissions Look and Feel

People and groups Title, description, and logo
Site permissions Quick launch

Site app permissions Top link bar

Mavigation Elements

) . Change the look
Web Designer Galleries
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3. Depending on how your SharePoint site was setup, these steps may vary. Feel free to contact
our helpdesk if you have any questions.
a. If you had setup your SharePoint site to inherit permissions from the parent site and want
to have unique permissions:
i. Click on “Stop Inheriting Permissions” under the Permissions tab.

BROWSE PERMISSIONS

Grant Create Check
Permissions Group  Permissions

Inheritance Grant Check

ii. It will prompt you to create new groups with the desired permissions. Read the
descriptions on the left and choose the permissions desired.

People and Groups + Set Up Groups for this Site

Visitors to this Site

Visitors can read content in the (@ Create a new group (C) Use an existing group

te. Create a group of
visitors or re-use an existing Test Project Mame Visitors
SharePoint group.

&EE
Members of this Site
Members can contribute (® Create a new group (J) Use an existing group
content to the Web site, Create a
group of site members or re-use Test Project Name Members
an existing SharePoint group.
Peter R Phillips: ;
& EB
Owners of this Site
Owners have full control over (® Create a new group () Use an existing group
. Create a group of
OWErS O re-use an existing Test Project Name Owners
SharePoint group.
Peter R Phillips: Bruce E Ferguson; /
&EE

IMPORTANT: Please make sure that you define yourself as an owner of the site.
Failure to define yourself as a site owner will cause you to be locked out from changing
important settings later on such as permissions.
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b. If you had setup your SharePoint site with unique permissions from the parent site
and want to inherit permissions from the parent site:
i. Under the permissions tab, click on “Delete unique permissions”

BROWSE PERMISSIONS

| ] .
& Permission Levels

'“'“ q EE Access Request Settings
Delete unigue Grant Create Edit User Remove User Check
pemissions Permissions Group  Pemmissions Permissions | Permissions

Inheritance Grant Modify Check Manage

PLEASE NOTE: Depending on your unique permissions, people who DO NOT have
access to the parent site will lose access.

ii. The site will start using the permissions of the parent site.
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Setting up User Security & Groups
1. Click on the settings icon on the top left of your screen and then click on “Site settings”

Office 365 settings

s _ Sites settings

ame o Shared with...
Edit page

Add an app

- Site contents

pvember 2015 Decemk
Change the look

=

Add tasks with dates to the timeline

Site settings

Getting started
2. Click on the “People and groups” link under the Users and Permissions section

Test Project Name # EDIT LINKS

Site Settings

Users and Permissions Look and Feel

People and groups Title, description, and logo
Site permissians Quick launch

Site app permissions Top link bar

Mavigation Elements

) ) Change the look
Web Designer Galleries
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3. Select the group that you would like from the left sidebar

Groups

Test Project Mame
Members

Office of the
University Architect
Members

Office of the
University Architect
Owners

Office of the
University Architect
Visitors

Test Project Name
Owners

Test Project Name
Visitors

4. This is where you can add or remove site users from a group:
a. Toaddauser:
i. Click on “New” then enter the user’s email address.

Mew ~  Actions -

@ 0N

There are no items tONg

Share ‘devsite’

Shared with

/ Include a personal message with this invitation (Optional).

Invite people B
peop jnter names, email addresses, or 'Everyone’.

SHOW OPTIONS

NOTE: If you are inviting an external user (i.e. a user without a @csuohio.edu or @vikes.csuohio.edu
email), they will be prompted to create/login a Microsoft Account before they can access your site.

ii. Click “Share”.
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b. Toremove a user:
i. Select the user(s) you would like to remove
ii. Click on “Actions” and “Remove Users from Group”

New - Actions - Settings - . )
v o 9 New ~ |Actions = Settings =

L o Mame O I E-Mail Users . Al

Send an e-mail to selected users.
Alexander J Cox

7 carl R Prince Call/Message Selected Users
\ i Call the selected users.
Remove Users from Group
/ Remove selected users from this SharePoint group.

iii. Confirm the Selection, then click OK.
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Creating Document Libraries
1. From the desired site, click on Site Contents on the left sidebar.

T Newsfeed Documents
MNaotebook
Start a conversation @ New 1 Upload s sync

Documents

X ‘ Find a file 0
Projects X X i i

It's pretty quiet here. Invite more people to the site, or start a conversation. v 0
P3 project Hame
Master Plan

Drag files here to upload
I Site Contents

| <
<

2. Click on “add an app” under “Lists, Libraries and other Apps”

Lists, Libraries, and other Apps @ se workFLows ¥ SETTINGS (B RECYCLE BIN ()
Calendar
0 items
add an app Meodified 76 minutes ago
Documents [Lan. d
0 items 2 items

Modified 76 minutes ago Meodified 76 minutes ago

Site Assets Tasks

2 items
Maodified 34 minutes ago

0 items
Meodified 76 minutes ago

3. Click on Document Library and give it a Unique Name.

Site Contents + Your Xpps

IFmdmw p]
Noteworthy
Finn
Adding Document Library x
E
Pick a name MName:

You can add this app multiple times to your site, Give ita
unique name,

Document Library Meeting Minutes| |

Popular built-in app Populer bulk-in spp
App Details App Detaits
Advanced Options
D
Poptie, P r ™ 4y ™ G i
App Details App Details App Details App Details
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Reordering Navigation

1. Click on “Edit Links” on the Left Sidebar Meeting Minutes

Site Contents

2. Dragthe desired link to the location you would like then Click Save.

Ho‘me X Home X
Ngtebook " Budget and Schedule x
X : .
Ddcuments Meeting Minutes x
Tasks x
Correspondence X
Callendar x
Contracts x
Redent X :
Site Photos x
Budget and Schedule X I
Notebook X
Site Photos b4
Documents X
Contracts X
Tasks x
Meeting Minutes X
Calendar X
Correspondence X
: Recent x
Site Contents x
Site Contents X

Drag and drop link here
® link

. , @ link
Save Cancel

Save Cancel

Drag and drop link here

If you have any questions about SharePoint or this guide, feel free to

contact the IS&T Help Desk at (216) 687-5050 or online at http://easy.csuohio.edu
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