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Introduction to the SharePoint Site
Owner’s manual

This manual is designed to help you plan for your department/team site and find out how to use
SharePoint to carry out a range of tasks assigned to you as the Site Owner.
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Section 1 — Planning your SharePoint Site
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Your SharePoint Site

Your SharePoint site will be a department or team site, which will sit within the LSE school site.

Each new site starts as a primary site collection at the top level and additional subsites can be
created within it. The subsites might be for specific projects or confidential information.

Your site will be based on a team site type that you will choose to most closely reflect the
requirements of your team. The team site type will have a ready-made structure of libraries for you
to use and resources such as Calendar or Task list. The site can then be modified to suit your team

requirements.

The layout below is a standard layout for a team SharePoint site:

Example School
SharePoint Site

i

Primary Site TR

r:,r Department Admin Team Media Team
collection— (top . . )

. Top Level Site Top Level Site Top Level Site
level sites)

y

Department Guest
Library - Teachers —>
Primary Site Owner Folder
—Jo Manning Head of
Depar‘tment — Confidential
Ll'brary Documents
Music
Subsite Projects
Subsite
Site.Ownerfo.r Music Project Summer
projects subsite — plans —>| festival —>
Ron Denning Library Folder
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Your role as SharePoint Site Owner

SharePoint is a powerful web based software tool that enables collaborative working across the LSE.

SharePoint is intended to make collaborative working simpler and straight forward, providing a
secure environment to edit, organise and share information with colleagues.

Many people have expressed the need for an effective means of collaborating on shared documents
across departments or divisions within the School. SharePoint will supersede Public Folders and
provide a much more powerful means with which to work together.

Being a site owner is a pivotal role within the SharePoint environment and can often be the
difference between a successful SharePoint site and a failure. The site owner acts as a ‘gatekeeper’
for the departments’ or teams files and is generally responsible for how the site is used, data
management, housekeeping and security. Good planning of your site will help you with these tasks.

Types of Site Owner

There are two types of site owner:

Nominated Primary Site Owner

The Primary Site Owner is responsible for the primary team site and accountable for the entire site
including all subsites.

Nominated Subsite Owner

The Subsite Owner is responsible for the subsite they have created.

The following pages will help you to plan what your site should look like, what features it has
available, the content, and who uses the content and how.
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Introduction to planning your site

This section is divided into the following sections with forms to help you plan your site.
e Planning the content of your SharePoint site
e  Who will use the site and how
e Plan the structure of your site and permissions

e Plan the user groups and permissions for the groups

Why is it important to plan?

The best and in fact possibly the only way to deal with your role as a site owner is to plan in advance.
This will help you to manage the site now and in the future. If a good management practice is in
place, then the benefits will include:

e Ateam or department consensus which is easy to define and manage
e Well managed and effective platform
e Compliance with rules and regulations

Good planning means your site will be well structured and easy to maintain. Navigation will be
straightforward and it will be easy to manage permissions, by giving access to the right people at the
right level. By identifying and grouping the users and how they need to use SharePoint you will
create user groups for each site which will be easy to maintain.

To help with your planning, this manual contains four forms, which you can use to record your
planning. Click the links below to go directly to them.

Planning the content of your site — Form 1
Who will use the SharePoint site and how — Form 2
Plan the user groups — Form 3

Plan the structure of your site and determine permissions — Form 4
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Planning the content of your site— Form 1

Question

Your Answer - See the next page for guidance

Who is the named Site Owner?

What is the purpose of your site?

Will it contain the following?

Documents Y/N File types:
Other types of files Y/N File types:
Emails File types:

SharePoint Contacts Y/N

What will you use this for?

SharePoint Calendars Y/N

What will you use this for?

SharePoint Tasks Y/N

What will you use this for?

Announcements Y/N

Newsfeed Y/N

What department does your team
belong to?

Choose your preferred team site
type

See the next page for guidance

Enter team site type name:
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Planning the content of your site - Guidance

e Purpose of your site

Thinking about the purpose of your site will help you to re-enforce the purpose of SharePoint
and if you have identified the correct application to use. SharePoint is about sharing and
collaborating on current files and documentation. If you want to use it as a storage system
then you definitely have the wrong system.

e File types

The file types should ideally be Microsoft compatible. If you are using other file types, please
check with the support team as these may not integrate with SharePoint.

e SharePoint Contacts

Will you and your team need to share contacts? SharePoint contacts can be exported and
used in Microsoft Outlook as a distribution list.

e SharePoint Calendars

You need to consider if sharing a team calendar would be useful for the site. The events and
appointments in the SharePoint calendar can also integrate with your own Microsoft Outlook
calendar.

e SharePoint Tasks

Tasks are similar to the tasks in Outlook as they can help you to keep track of projects. The
SharePoint tasks can be assigned to different SharePoint users to help keep track of who's
responsible for what aspect of a project. They can also integrate with your Outlook tasks.

¢ Announcements

Use announcements to share news and status and to provide reminders. Announcements
can support enhanced formatting with images, hyperlinks, and formatted text.

e Newsfeed
This can work as a micro blog site for your team.
e Your preferred team site type

Each team site will be based on a particular LSE department team site type. These team site
types will have pre-defined structures and content to help with the type of site you may
need. Please read the description of these team site types below to help you decide which
would be best for you.
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LSE SharePoint team site types

Team Site type name | Area Description Features
Academic Academic This is a site for managing Document libraries for
Department Site Departments and collaborating within sharing documents.

Administrative Site

Research Centre Site

Project Site

Document
Management Site
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Administration

Divisions

Research Centres

All

All

Academic Departments.

This is a site for managing
and collaborating within
Administration Divisions.

This is a site for managing
and collaborating within
Research Centres.

This is a site for managing
and collaborating on
projects. The team site type
conveys all status,
communication, documents,
issues, contacts, and tasks
relevant to a project into a
single repository.

This is a site designed to
centrally manage and share
documents.

Announcements, News
Feed, Calendar,
Contacts, Tasks

Document libraries for
sharing documents.
Announcements, News
Feed, Calendar,
Contacts, Tasks

Document libraries for
sharing documents.
Announcements, News
Feed, Calendar,
Contacts, Tasks

Document libraries for
sharing documents.
Announcements, News
Feed, Calendar,
Contacts, Tasks

Document
management
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Who will use the SharePoint site and how -

Form 2

Use this form to plan for the site users and help you to work out what level of access those site users

will have.

Question

Your Answer — See pages below for guidance

Who will be sharing work
(collaborating) in SharePoint?

Where are they in the LSE?

Will there be LSE remote workers? If
so, who?

How will they collaborate?

Will different groups collaborate in
different ways?

Will access to SharePoint be granted
to all department members, groups,
teams?

How might this change in the future?

Who should have access to what?

For instance, should a particular
team have access to a project library
that no-one else can see or edit?

Would you like to set up alerts for
changes to documents, events etc.?
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Who will use the SharePoint site and how -
Guidance

1. Who will be collaborating in SharePoint?

As SharePoint is a tool for sharing and collaborating on projects, it will be useful to list who
will be involved. Later you can think about how to group them by their requirements.
Remember — SharePoint is not a file storage system so the only people who need to have
access are those currently working on a particular project or ongoing updates.

2. Where will they be in LSE?

Of all the people you have identified above, where do they work? This will help you to work
out the correct user groups and permissions. Is there a chance that some of the people you
are thinking about belong to a different department and might have their own site?

3. Will there be anyone outside of the LSE? If so, who and what will they need?

Will you need to share documents, files, or information with people outside of the LSE? If so,
you should make a list of who they are likely to be and what kind of work you need to share
with them.

4. How will they collaborate? Will different groups collaborate in different ways?

Will your identified users all be editing documents? Will some of them just need to read
documents? Maybe some team members just need to add events to the calendar.

5. Will access to SharePoint be granted to everyone in the department?

Although your team will have its own SharePoint site, will everyone in your team have access
at some level to the content of that site?

6. How might this change in the future?

This is where you can consider how access to the content of your SharePoint site might
change in the future. Perhaps you start by giving just a few team members access to certain
documents with the intention of expanding the number of users later on.

7. Who should have access to what?

Of the potential SharePoint site users you have identified, can you identify which documents
or files they are allowed to see or edit? For instance, do you have confidential documents
that only department managers should see or a project team working on specific documents
but not on others? Try listing the names and what documents and files they will need.

8. Will you like to set up alerts for changes to documents, events etc.

When a Ddocument or file has been edited, you can receive an email notification.
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SharePoint user groups

Enabling access to resources on a site

One of the most important aspects of being a site owner is being able to understand and control
permissions on your SharePoint site. Permissions enable users to access resources on the SharePoint
site in a way appropriate to their role. For instance, some users may only read documents but not
edit them; some users will need full read and edit rights to the content. To control these permissions,
users are allocated to a group where the permissions are set. These groups will apply to the whole
content of the site including libraries, folders, and documents.

Sorting users into the appropriate group will help you easily recognise who will use the site in a way.
You can organize users into any number of groups, depending on the size and complexity of your
department. Typically, the people in a SharePoint group do similar kinds of tasks on a site and need
the same permission level.

The three standard groups are: Visitors, Members and Owners. This table describes the
main permissions these groups have.

P
Visitors ' | & N~
Members
Owners
(Read) This level includes (Edit) This level includes: e (Full Control) This level
these permissions: e Read Add. Editand includes all available
SharePoint permissions
e Open Delete documents
e View Items, Browse e Add and remove
User Information libraries

e Addand remove
folders

e View, Add, Update, and
Delete list Items such
as contacts and tasks

e Restore versions
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Benefits of using groups to manage permissions

e You can assign permission levels to everyone in a group in one go

e Users outside of groups can be difficult to track and manage

e Not using groups can result in more work in managing the site

e You can add and remove users from these groups when required and this will cascade

throughout the site

Reasons not to assign permission to individual users

e The team may grow or change and you will have to then reassign or break permissions

e Existing users may change roles, be promoted, gain more responsibility, leave a project, or

the LSE. You will again have to reassign or change permissions

e It's harder to determine who has what level of access in a long list of users

Plan the user groups — Form 3

Question

Your Answer — See previous pages for guidance

Who belongs to the following groups
in SharePoint:

Are there more than one group in
each category?

Visitors

They can read documents but not
collaborate.

Members

They can collaborate on documents.

Owners

Have full access to all document/files
and can make changes to the site.
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More about permissions and site
management

Permissions strategy/planning

A good permissions strategy from the beginning will enhance the manageability and performance of
your SharePoint site, ensure compliance with the LSE’s data governance policies, and minimise the
amount of work you need to do as a site owner.

Be careful to avoid rushing in to populate your site too quickly. The structure of the site that you
start with often becomes the default structure as your site grows. This growth can result in
permissions-settings chaos, where everyone in the organization has full control over sites,
documents, items and sub sites or every individual requires new permissions for every new site they
need to use. A good permissions strategy can avoid these problems before they get started.

The worst-case scenario for a SharePoint environment is to allow full control for everyone (owner
group). Giving everyone the keys to change and manage your site is a recipe for chaos! It is strongly
advised that you proceed on the basis of limiting control from the beginning. Getting it right makes
all the difference between success and failure.

Some tips to consider when you begin giving users permission to use SharePoint:

e When you give people access, add them to standard default security groups, such as:
Members, Visitors, or Owners. It is advisable to add most people as members or visitors. This
restricts full editing permissions to only those who should have access or control of the site

e Limit the number of people in the Owners group (full site editing capability). Only people you
trust to change the structure, settings, or appearance of the site should be in the Owners
group

e Know who is using your site and what they are using it for. If you allow other people to add
users to your site, check permissions regularly to ensure they have given the appropriate
level of access to the users

e Give people the lowest permission levels they need to perform their assigned tasks. It may
sound like a restrictive policy, but in fact will make management a lot easier and will
significantly reduce the risk of getting permissions wrong. As much as people want full access
permissions, you simply cannot have everyone manage your site

Permissions inheritance

In the SharePoint environment access to files and folders is dependent on the permissions set for the
site. The root of permissions is the primary team site; below that are subsites. A team may for
example, have several subsites for different projects. The permissions for a team site will cascade
down to all libraries and folders within it. If the permissions need to change for a particular reason, a
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subsite or library can be created where the inheritance for the site can be broken and new users can
be added.

In the example below the library, folders and documents have inherited the permissions set at the
primary team site level. The subsite has unique permissions set for the user groups who should have
access to the content within. When there is a need to change the groups who have access to certain
documents, a subsite or library can be created and the inheritance of permissions from the primary
team site can be broken. In the example below, a group of managers have their own subsite where
only they can see and edit particular documents. When the permissions inheritance is broken like
this, and new groups and permissions are created, they are called unique permissions.

At the LSE, SharePoint will use inheritance permissions for the primary site and unique permissions
for subsites and some libraries.

If you create a subsite, the inheritance is automatically selected to be broken. If you reverse this and
keep the sharing permission inheritance for the subsite, any changes to permissions and sharing you
make within the subsite effect the entire site, not just the subsite.

The user groups set for this example are Owner, Members and Visitors

Your SharePoint top level
site

Libraries
Folders
Documents and Files

Subsite for Managers Restrictedto the
Libraries 3 Ownerand a newly

created Members
Folders

group only
Documents and Files
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Confidential or restricted documents and
files

The recommended approach for a department or team is to create a dedicated library or subsite for
files that are confidential or restricted to a particular group or project. This will make it easier to
manage as you will only need to break the inherited permissions occasionally and in a very controlled
way. You can then make new dedicated user groups for those areas.

Library and folder management

Whether you are a site owner or an end user with edit permissions in the members group, it is useful
to be aware of the implications of good planning and easy to use site navigation.

Default libraries

Your site will have two default libraries: Department Documents and Head of Department. These
are ready for you to start using and you may find that there is no need to create any additional ones.

Please note that not all team site types have the above default folder structure . The default libraries
will reflect how teams are likely to work with the type of site they create.

The Head of Department folder could be used for confidential documents where you can break the
permissions from the users groups you have assigned for the rest of the site.

Good practice for the site is to divide your documents into relevant libraries. If further classification is
needed, you can create folders within the libraries. Keep to a flat folder structure for easy navigation
and searching.

When thinking about populating your site, you might want to consider structuring your document
library and folders according to the workflow that your department or team employs. Aspects of
workflow to consider are:
e Is your department or team divided into multiple groups or sub-teams that rarely share or
collaborate on work? If so, then you might want to create unique libraries or subsites.

e If you handle confidential information that is sensitive to your department or the LSE, then
you may want to consider a dedicated document library (Head of Department) that is

restricted to most users, or even a separate site

Several team site types will be made available that are intended to broadly reflect the type of work
that is typical of that department.
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Broken links — changing the location of your
folders

Files that are shared with colleagues (through links sent in an email) are dependent on their specific
location. This is because files are sent using a unique URL that maps their path. If you decide to move
files or rearrange the folder structure of your site at some point in the future, then the ‘links’ to
shared files may be broken and users may no longer be able to access those files. You can move files
once you have already shared them, but you will have to resend the new document link to users.
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Plan the structure of your site and determine
permissions — Form 4

Question

Your Answer -

Will your team site be a primary site
or a subsite of an existing primary
site?

Is there already a site your team
could use?

What permissions will you set on
your site and what items would you
like to inherit these permissions?

How many libraries will you need to
make? What will you place in them
and who should have access to the
content?

How many confidential or project
libraries or subsites will you need?

What will these be for?

Who needs to have access to them?

© London School of Economics & Political Science 16
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Section 2

Instructions on how to carry out Site Owner
tasks in SharePoint
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Introduction to your new SharePoint site

] Office 365

BROWSE PAGE

. Example Academic Department Site # EDIT LINKS
SharePaint

Example Academic Department Site

LSE SharePoint Get started with your site  remove THis
Announcements
Calendar

Contacts

| |
Working on a
deadline?

Document Libraries
Department Documents

Head of Department

Tasks

Site Contents Newsfeed

# EDIT LINKS Start a conversation

Add lists, libraries, and
other apps.

It's pretty quiet here, Invite more people to the site, or start a conversation.

What is available - The Home Page

Outlook Calendar People ... [ENOLIE SRS oSS

) SHARE Yy FOLLOW # EDT O,

Search this site

Your site. Your brand. Keep email in context.

When you get your new SharePoint site, most of the features you need to use will already be there
as part of the team site type. As you will see from the left navigation bar, you have:

e Announcements

e Calendar

e Contacts

e Default document libraries
e Tasks

e Site Contents

These items such as document libraries are ready to use. To see what these look like, just select the

quick link from the left navigation bar. For instance, when you click Calendar the home page will be

replaced by the Calendar. You will learn more about these features later.

On the home page itself, you will see six tiles:

e Share your site, Working on a deadline, Add apps, What’s your style, Your site/brand, Keep

email in context

The tiles are shortcuts to various items you can set-up in SharePoint. The only item you might use is

the ‘Share your site’ shortcut, which will be discussed later. You already have the Calendar and Tasks

and the style and branding tiles are not needed as your team site type is already created and in

accordance with the LSE house style.

© London School of Economics & Political Science
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Navigation around your site

Use the left navigation menu to move through the various screens.

e See the End User Training Guide for more on navigating the menus.

] Office 365

BROWSE PAGE

Example Academic Department Site # EDIT LINKS

EXxample Academic Departr

SharePoint

LSE SharePoint Get started with your site  remove THis
Announcements

Calendar

Contacts

| |
Working on a
deadline?

Document Libraries

Add lists, lib
other apps.

Department Documents

Share your site.

Head of Department

To return to the home page:

1. Click the LSE logo, which is in the top left hand corner
Or

2. Click on The Name of Your Site, which is in the quick links at the top of the screen

To return to the LSE SharePoint page:

1. Click LSE SharePoint, which is in the left navigation menu

SharePoint

L5E SharePoint

Announcements
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Setting up your site

Before you use your site, you will need to create the following:
e Add users to the site and populate user groups — Essential
e Set up additional user groups — only if you need discrete groups for libraries

e Adda Web Part to show who the other site users are — nice to have. This will provide quick
links to the user groups and is an easy way for everyone to see who is using the site and how.

The following sections will show how you can do this.
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Add people to your SharePoint site

To add people to a site:
1. Click the Share your site tile
Or
2. Click Share, which is located at the top right of the page

) Office 365

BROWSE PAGE

. Example Academic Department Site # EDIT
SharePoint

Example Academic

LSE SharePoint Get started with your site  remove THis Calendar People s

One, Test ~ £ P
Announcements

Calendar 7

> FoLow  # EDIT O

Contacts

alle
Document Libraries | V |

Department Documents Working on a Search this site - p
Head of Department Share your site. deadline?
Tasks

Site Contents Newsfeed

The following dialogue box will show who you currently share the site with. At present, it is
probably just you and the site administrator.

Share 'Example Academic Department Site’ x

@ Only shared with you

Invite people
I Enter names, email addresses, or 'Everyone’.
Shared with

Include a personal message with this invitation (Optional).

SHOW OPTIONS

Share Cancel

3. Click Shared with
4. Click Advanced

Share 'Example Academic Department Site' *

8  Only shared with you

One, Test

EMAIL EVERYOME | ADVANCED

Close
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The next screen will show the user groups that are set up by default for your site. You will
probably want to populate the Members group more than any of the others.

5. Click your Site Name Members. This will add users to the members group.

BROWSE PERMISSIONS
&% permission Levels
& o5 o | 2
+ & @ Access Request Settings

Grant Create Edit User Remow

ser Check

Permissions Group  Permissions Permis Permissicns|
Grant Modify Check Manage
LSE SharePoint /A Some content on this site has different permissions from what you see here. Show these items.
Announcements There are limited access users on this site. Users may have limited access if an item or document under the sit
Calendar
|:| - Type Permission Levels
Contacts
S O Example Academic Department Site Members SharePoint Edit
Document Libraries Grou
P
Department Documents O Example Academic Department Site Owners SharePoint Full Control
Head of Department Group
d O Example Academic Department Site Visitors SharePoint Read
Tasks P P
o Group
Cidn Frmbmnde

You will now see a blank screen for the group, with all the other groups showing in the left
navigation bar.

6. Click ™ to the right of New

7. Click Add Users to this group
Office 365

. Example Academic Department Site # oIt
SharePoint

People and Groups

Groups New =+  Actions - Settings -

Example Academic
Department Site
Members

Add Users
Add users to this group.

Trere are no e wostow o uns view of the "User

Excel Services

Viewers

Example Academic
Department Site
Visitors

Example Academic
Department Site
Owners

8. Click Invite people

9. Type the name(s) of the user(s) you wish to add to the group in the Enter names, email
addresses, or ‘Everyone’ box. You will find you can select from a list of suggested users.

10. Click Share
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Share 'Example Academic Department Site'

Invite people

Two, Testx Three Testx |

Shared with

SHOW OPTIONS

Include a personal message with this invitation (Optional).

You will now see the users added to this group.

SharePoint

Groups

Example Academic
Department Site
Members

Excel Services
Viewers

Example Academic
Department Site
Visitors

Example Academic
Department Site
Owners

Example Academic Department

People and

Mew -

L] o

Actions - S

Mame

Three, Test

Twao, Test
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To remove users from a group:
1. Click Settings

2. Click Site settings from the drop down menu

Outlock Calendar People ... ESGERIEASES I B

O SHAR Shared with... )
Edit page
Search this site Add a page o
Add an app

Site contents

Change the lock

[ Site settings ]

Gething started

Office 365 settings

3. Click People and groups, which is under Users and Permissions

. Example Academic Department Site
SharePoint . :
Site Settings

LSE SharePoint Users and Permissions

Announcements [ People and groups ]
Sl PETTTITSSIUTS
Calendar fccess requests and invitations

Site app permissions
Contacts PP

4. Click the Name of Group containing the user(s) you wish to remove from the left
navigation menu

5. Tick in front of the user(s) you wish to remove

. Example Academic Department Site # EDIT LIN
SharePoint

People and Groups »

Groups Mew +  Actions - Settings -
Example Academic
Department Site L w Mame
Members i
] Five, Test

Excel Services
Viewers Four, Test

Example Academic
Department Site
Visitors
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6. Click ™ to the right of Actions

7. Click Remove Users from this group

SharePoint

Groups

Example Academic
Department Site
Members

Excel Services
Viewers
Example Academic

Department Site
Visitors

Example Academic

Danartmant Sitg

Example Academic Department Site # EDIT LINKS

People and Groups » Example

Mew =  Actions - Settings -
O o E-Mail Users
Send an e-mail to selected users.
O
Call/Message Selected Users
] Call the selected users.

Remove Users from Group
Remove selected users from this SharePoint group.

s 1
l REMTIOVE LISETS TTOTT Toup ]
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Create a new user group

A new group will need to be created if you intend to have discreet groups of users working in a
particular library or subsite. By setting up the groups in advance, it will be easy to add these groups
to the particular libraries or subsite as you create them.

To create a new user group:
1. Click Settings

2. Click Site settings from the drop down menu

Outlock Calendar People ... EESHIERESEEY W oM s

) SHAR Shared with... =
Edit page
Search this site Add a page #]
Add an app

Site contents

Change the look

[ Site settings ]

Getting started

Office 365 settings

3. Click People and groups, which is under Users and Permissions

. Example Academic Department Site
SharePoint . )
Site Settings

LSE SharePoint Users and Permissions
Announcements [ People and groups ]

SIS PETTTISSIOT
Calendar Access requests and invitations

Site app permissions
Contacts PP

4. Click Groups, which is on the top of the left navigation menu
5. Click ™ to the right of New
6. Click New Group

. Example Academic Department Site # EDIT
SharePoint

Example Academic

Groups

Mew - Settings -
Example Academic New G
Department Site ew Lroup ) ait A
_ Create a new SharePoint group.

Members
Excel Services ) 5
Viewers Everyone except externzl users =

E ca i Si L5
Example Academic E?aTEI..E.AWdemm Department Site = Us
Department Site Aembers
Visitors Example scademic Department Site B2 Us
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7. Inthe Name: box, type the Name of Your New Group

Tip — Include the name of the permissions level (Owner/Member/Visitor) in the group name.
It will help you to attach the correct group to the library or subsite later on.

Example Academic Department Site # EDIT LINKS

People and Groups » Create Group o

Name and About Me Description

) MName:
Type a name and description for the group.

Department Heads Member Group

About Me:

Cwner
Group owner.

The owner can change anything about the group such as
adding and removing members or deleting the group. One, Test
Only one user or group can be the owner.

8. At the bottom half of the screen, tick the permissions level for this group
Tip — Members will have Edit.

9. Click Create. You will see your new group listed in the left navigation bar with the other
groups.

Choose the permission level group members get on this site: https://lses185.sharepoint.com/sites/academic_dept
[ Full Control - 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.

[ 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 Cancel
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Show the site users on the home page

To add the site user groups to the home page of your site using a Web part. A Web part behaves the

same as an App part but is created within SharePoint rather than being ready made outside of

SharePoint. This only concerns the SharePoint developer. Follow the steps below.

To show the site users:

1. Click the LSE logo, which is in the top left hand corner
2. Click the PAGE tab
3. Inthe Edit group, click Edit

] Office 365

BROWSE PAGE

2 s

[l Page Histary

m

&% Page Permissions

[

Edit | Check Out Edit Rename
- Properties ~ Fage Delete Pags
Edit Manage

4. Click the INSERT tab
5. Inthe Parts group, click Web Part
1] Office 365

BROWSE PAGE FORMAT TEXT INSERT

DEEJ -’DIZI

Table Picture Video and Link  Upload App
- - Audio - File Part

Tables Media Links

6. Click Social Collaboration, which is under Categories

7. Click Site Users, which is under Parts

8. Click Add
] Office 365
BROWSE PAGE FORMAT TEXT INSERT
E g [ <
Table Picture Video and Link  Upload App Web Embed
- Audio » File Part Part Code
Tables Media Links Parts Embed
Categories Parts
3 Content Rollup A [8lcontact Details
[3 Document Sets [Oivote Board
[ Filters 1=pCrganization Browser
3 Forms T ———
[ Media and Content [ Ssite Users
3 search =iE s g eee

. [Euser Tasks
4 Social Collaboration
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9. Click the FORMAT TEXT tab
10. In the Edit group, click Save

] Office 365

BROWSE PAGE FORMAT TEXT

¥ Cut
EJ—-' [E Copy

Save neck Out Paste
- - Undo

dit Cipboard

You will now see the site user groups displayed on your teams home page.

\Jominated Site Qwner
L Title Mame

Mo Title 3¢ w5 Test One

Site Users

Groups

Test.One@lses185.seacuk

Example Academic Department Site Members
Example Academic Department Site Owners
Example Academic Department Site Visitors
Excel Services Viewers

= Add new user

Newsfeed

Start a conversation
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To remove Web and App parts from the home page:

1. Click the LSE logo, which is in the top left hand corner
2. Click the PAGE tab
3. Inthe Edit group, click Edit

] Office 365

BROWSE PAGE

2| Lo

Fage History

& [ ]
.‘!' & Page Permissions
Edit | Check Out Edit Rename
- Properties » Fage Delete Page
Edit Manage

4. Click ™ atthe the top right hand corner of the Web part or App part you wish to edit
5. Click Delete
6. Click OK

([ ]
Working on a Add lists, libraries, and

Share your site. deadline? other apps. ‘What's your style? Your site. Your brand. Keep email in context.

Site Users -
Groups Minimize
Example Academic Department Site Members
Example Academic Department Site Owners
Example Academic Department Site Visitors
Excel Services Viewers

¥ Delete

E# Edit Web Part

& Add new user

7. Click the FORMAT TEXT tab
8. Inthe Edit group, click Save

] Office 365

BROWSE PAGE FORMAT TEXT

Cut
Copy
Faste
Undeo
Cipboard
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Set discrete permissions on a library

Your team or department site will have a couple of default libraries, which currently inherit the
permissions you have set for your site. If you need to break these inherited permissions to connect a
new set of users to one of these libraries or a new library you have created, follow the instructions
below.

Set up different user groups for a library

Please note: Before this process ensure you have already created the user groups you want
to add to the library

To remove set up different user groups for a library:

1. Open the required library (in this example, Head of Department library).
2. Click the LIBRARY tab
3. Inthe Settings group, click Shared With

[ § Office 365 One, Test v £% 9

BROWSE | I LIBRAR € SHARE Y7 FOLLOw O

D !‘MCCIf} View . Current View: =

|i| Create Column | All Documents +

View Quick Creste lew Quick  Library Shared WWorkflow
Edit View Mavigate Up Current Page Step Settings ettings -
View Format Manage Views ry Lettings
4. Click the Shared with link from the Share dialogue box
The next screen will confirm who has access to this library.
5. Click Advanced
Share 'Head of Department' *
8% Shared with [ Twao, Test, [ Three, Test, [| Four, Test, and 1 more
Invite people Five Test
Shared with "
Four, Test
v
One, Test
EMAIL EVERYONE | ADVANCED
Close
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The Permissions screen will show which groups are connected to the library.

6. Inthe Inheritance group, click Stop Inheriting Permissions

] Office 365

BROWSE PERMISSIONS

Check
Permissions
Check
LSE SharePoint /I There are limited access users on this site. Users 1
Announcements This library inherits permissions from its parent. (Exam
Calendar
MName
Contacts
Department Heads Member Group
Document Libraries
Department Documents Example Academic Department Site Members

Head of Department

7. Tick in front of each group that you wish to remove from having access to this library.
Make sure you keep the site owner group to ensure you can continue to work with this
library and make changes to it.

8. Inthe Modify group, click Remove User Permissions. This will remove all the user groups

who should not have access to this library.

BROWSE PERMISSIONS

@ @
a5 (v Q
Jelete unigue Grant Check
permissions  Permissions Permissions
Inheritance Grant Check
LSE SharePoint /I There are limited access users on this site. Users m:
Announcements This library has unigue permissions.
Calendar
] Mame
Contacts
L Department Heads Member Grou
Document Libraries H 7 ’ P
Department Documents Example Academic Department Site Members
Head of Department
Tasks [l Example Academic Department Site Owners
Site Contents : e
Example Academic Depariment Site Visitors

Recent

© London School of Economics & Political Science 32 Ise.ac.uk/IMT/training 02/12/2014



You now see a reduced list of user groups for this library.

] Office 365

BROWSE PERMISSIONS

[ ] [

s a4 Q

Delete unigue Grant Edit User Remaove User Check

permissions = Permissions Permissions Permissions = Permissions

Inheritance Grant Modify Check
LSE SharePoint /I There are limited access users on this site. Users may have limited access if an item or document under th
Announcements This library has unique permissions.
Calendar
I Mame Type Permission Levels
Contacts
SharePoint Edit

] Department Heads Member Group

Document Libraries Group
Department Documents O Example Academic Department Site Owners SharePoint Full Control
Group

Head of Department

To return to the home page:
1. Click the BROWSE tab
2. Click the LSE Logo
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Manage user groups in SharePoint

Change users in the default user groups

The three main user groups, Members, Visitors and Owners should be populated with the minimum
users that would need to have access to the content of the site.

Users can be added and removed from user groups for your team or department site but you must
be aware that this will impact on any part of the site that particular user group has access to. In most
cases this would be everything unless a unique group is set up for a library or subsite.

To add a user to a group:

1. Click Settings

2. Click Site settings

Outlock Calendar People ... ESGERE-EER

) SHAR Shared with...

Edit page

Search this site Add a page
Add an app

Site contents

Change the lock

Site settings

Getting started

Office 365 settings

3. Click People and groups, which is under Users and Permissions

LSE SharePoint
Announcements
Calendar

Contacts

SharePoint

Users and Permissions

Example Academic Department Site

Site Settings

People and groups

Sl PETTnissIons

Access requests and invitations

Site app permissions
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4. Click the Name of Group you wish to add user(s) to from the left navigation menu
5. Click ™ to the right of New
6. Click Add Users to this group

] Office 365

. Example Academic Department Site # EDIT LINKS
SharePoint

People and Groups » Example |

Groups I\evD Actions - Settings -

Example Academic
. Add Users
Department Site : About me
iy Add users to this group
L I e, TEot

Excel Services
Viewers O Two, Test

Example Academic
Department Site
Visitoirs

7. Type the name(s) of the user(s) you wish to add to the group in the Enter names, email
addresses, or ‘Everyone’ box. You will find you can select from a list of suggested users.

8. Click Share

Share 'Example Academic Department Site’ x

Invite people
ey One, Testx |

Shared with

Include a personal message with this invitation (Optional).

SHOW OFTIONS

Share Cancel

You will now see their name added to the list.
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Remove a user from a group

Users can be added and removed from user groups for your team site but you must be aware that
this will have impact on any part of the site the particular user group has access to. In most cases,
this would be everything unless a unique group is set up for a library or subsite.

To remove a user from a group:

1. Click Settings
2. Click Site settings

Outlook Calendar People ... [EUERE=ZRGN IF oM b

3 SHAR Shared with... o
Edit page
Search this site  Add a page o
Add an app

Site contents

Change the look

Site settings

Getting started

Office 365 settings

3. Click People and groups, which is under Users and Permissions

Sh P . t Exai"nple;f-.caclemicDe.partmEpt«3“5.
T Site Settings

ey

LSE SharePoint Users and Permissions

People and groups
STE peeeons
Calendar Access requests and invitations
Site app permissions

Announcements

Contacts

4. Click the Name of Group containing the user(s) you wish to remove from the left navigation
menu

5. Tick in front of the user(s) you wish to remove
6. Click ™ to the right of Actions

7. Click Remove Users from this group
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8. Click OK

1J Office 365

SharePoint

Groups

Example Academic
Department Site
Members

Excel Services
Viewers
Example Academic

Department Site
Visitors

Example Academic
Denardment Site

Example Academic Department Site

People and Groups » Example

# EDIT LINKS

Mew =  Actions - Settings -
Ch @ E-Mail Users
Send an e-mail to selected users.
O
Call/Message Selected Users
¥ Call the selected users.

Remove Users from Group
Remove selected users from this SharePoint group.

Show the Site Owner on the home page

Create an App Part on your site home page to display who the nominated site owner is. An App part

is a component that is already made outside of SharePoint and can be inserted onto a SharePoint

page at any time.

To show the Site Owner:

1. Click the LSE logo, which is in the top left hand corner

2. Click the PAGE tab
3. Inthe Edit group, click Edit

[} Office 365

BROWSE PAGE

2| L=

Page History

&% Page Permissions

Edit J Check Out Edit Rename
- Properties .~  Page Delete Page
Edit Manage

4. Click the INSERT tab

In the Parts group, click App Part
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] Office 365

BROWSE PAGE

= g

Table Picture Video and Link  Upload
- - Audio - File

FORMAT TEXT | IMSERT

Tables Media Links

6. Click Nominated Site Owner
7. Click Add

] Office 365

BROWSE PAGE FORMAT TEXT IMNSERT

F 2 @

3 DEI <>

App Web Embed
Part Part Code

Parts Embed

> DI:I <[>

Table Picture Video and Link Upload App Web Embed
- - Audio ~ Fi Part Part Code
Tables Media Links Parts Embed
Parts
<®Announcements —
Ecalendar [ MMNominated Site Owner ]
[ESlcontacts T
mDepartment Documents @ site Pages

BDepartment Reports ¥ Tasks
Form Templates
mHead of Department

8. Click the FORMAT TEXT tab
9. In the Edit group, click Save

] Office 365

BROWSE PAGE

dit Cipboard

FORMAT TEXT

E—i)j [E Cut

Copy
- Undo

) SHARE Yy FOULOW E§ save O,

Cancel

You will now see the Nominated Site Owner App on your home page.
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P = 9
v

Working on a
Share your site, deadline?

Nominated Site Owner

Start a conversation

v Title Mame Emai
Mo Title £ s Test One  Test.One@lsesl8s.lse.acuk
Newsfeed

Add lists, libraries, and
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Subsites

Create a subsite

A subsite is an additional SharePoint site that is created within your original primary team site and
has its own site owner. It is a useful way to limit users and user groups who have access to the
content.

To create a subsite:

1. Click Site Contents from the left navigation menu
2. Click the Create an LSE Subsite tile

Lists, Libraries, and other Apps
i

Announcements

0 items
Modified 2 weeks ago

. add an app

Contacts

Create an LSE Subsite
0 tems
Medified 2 weeks ago

The next screen will help you to decide which type of subsite to create.

App Home Back To Site

Create a new subsite

This application allows owners of an LSE site to create a new subsite. Please choose one of the LSE Site Types below and click Create to proceed to the next step

Title Description

Academic For team working and document sharing within Academic Depariments. This site comes with two document libraries for Head of Department Create
Depariment confidential working, and another for all-depariment sharing

Administrative For team working and document sharing within Administrative Divisions Create
Division

Document This is a very basic site with just a document library for sharing documents across teams where there is no need for other team working Create
Management

Project For team working and document sharing within projects that may be cross-School and not related to any one department or division. This site comes ~ Create

with a collection of document libraries appropriate for project management

Research Centre For team working and document sharing within Research Centres Create

Click LSE SharePoint team site types for more information to help you choose which team
site type is best for your subsite.

3. Click Create
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Complete the subsite form and make sure you have a Nominated Site Owner to enter into
the required field.

You must tick the box to prove the nominated site owner has completed the Site Owner
Training before this subsite can be created.

Ensure you do not remove the tick next to Break Inheritance.

If you remove this tick there is a strong chance that security of the site in general will be at
risk.

Please note: Although you create a nominated Site Owner for your subsite, and the
permissions inheritance is broken, the Primary Site Owner will still have access to this
subsite.

4. Click Create

App Home Back To Site

Create a new academic department subsite

https://lses 185 sharepoint.com/sites/academic_dept/

Subsite Url (e.g. mysubsite) Summer_projects
Title Summer Projects

Example of ateam A
subsite v

Nominated Site Owner - Name W
Nominated Site Owner - LSE Email  |165LOne@ises185.Ise.a:

Break Inheritance? M

Short Description

Nominated Site Owner Has Completed Site Owner o
Training®

Create

= By checking this box you agree that specifying a Nominated Site Owner who has NOT completed the Site Owner training could result in the termination of the subsite

You will now see the following screen.

App Home Back To Site

Create a new academic department subsite

Creating Your Subsite.___
Please do not click the back button on your browser or close this window

© 2014 - London School of Economics and Political Science

Your new site will now appear and is ready for you to add content and create user groups.

The Primary Site Owner will now get a notification that you have created this subsite. This will
help the primary Site Owner to keep control of the content of the site as a whole.
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] Office 365

BROWSE PAGE

SharePoint riome # EDIT LINKS

Summer Projects

LSE SharePoint Get started with your site =

Example Academic

Department Site
Announcements
Calendar

Contacts

Working on a Add lists, libraries, and
deadline?

Document Libraries

Department Documents
Head of Department i
Newsfeed
Tasks
Site Contents Start a conversation

# EDIT LINKS ) ) ) _
It's pretty quiet here. Invite more people to the site, or start a conversation.

New subsite notification email

When a new subsite has been created, the nominated site owner of the primary team site will receive
an email to show who has created the subsite and when. It will look like the email below:

From: Sharepoint. Admin Sent: Mon11/08/2014 4
To: Marton, S
Cc
Subject: Mew Subsite Created
Dear § Morton

You are the Primary Site Owner for Training Team Primary Site.
N Keleher has created a sub site under your Primary Site.
This new site is called stasubsite and the site owner for this site is Nina Keleher.

As Primary Site Owner you are responsible for ensuring that all sub sites have responsible site owners who have completed the site owner training in Moodle and that the content on all sites is
properly managed and responsibly shared.

You can view the new sub site here: hitps:/Isecloud.sharepoint. com/sites training team/STA Programme/subsite

If you have any questions or concems, please contact it servicedesk/@lse.ac.uk

Regards
The SharePoint team

Please access the attached hyperlink for an important electronic communications disclaimer: http:/1se ac uk/emailDisclaimer
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Share your new subsite

Set up users in the same way as you set them up for the primary site. User groups will be
automatically created ready for you to populate but you can still create your own groups as well.

The new user groups you created will have the name of the default groups preceded with the name
of the subsite as follows:

Summer Project Owners
Summer Project Members

Summer Project Reviewer

Click Add people to the site to return to the instructions you will need.

Warning: You must not remove the Owners group from your subsite. If you do this, you will lock
yourself out of your site and will need to contact support to be included in your site again.

You must not remove the Primary Site Owner from the Owners group. The Primary Site Owner must
have access to all sites within the primary team site.

Navigate between SharePoint site and subsite

To navigate to a subsite:

1. Click Site Contents from the left navigation menu

2. Click on your Subsite Name at the bottom of the page

Subsites

(® new subsite

E‘S’ Summer Projects
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To navigate back to the primary site or previous subsite:

1. Click on The Name of Your Site
Or

2. Click on Subsite Name in the left navigation menu

SharePoint

LSE SharePoint

Example Academic
Department Site

Announcements

Calendar
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Remove a subsite

If you have finished with your subsite and want to remove it, please follow the instructions below to
remove it. The subsite and all its content will be removed at the same time.

Please note: If you have a subsite within the subsite you wish to remove, you will not be able to
delete your subsite.

1. Open Subsite Name you wish to delete
2. Click Settings
3. Click Site Settings

BEC GO One Test = | f% | 1

) SHA Shared with.. i
Edit page

h this site. Add a page ]
Add an app

Site contents

Change the lock

Site settings

Getting started

Office 365 settings

3. Click Delete this site, which is under Site Actions

Site Actions

Manage site features

Save site as template

Enable search configuration export
Reset to site definition

Delete this site
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You will see the following warning message:

Site Settings » Delete This Site

You are about to delete the following Web site: hitps://lses185.sharepoint.comysites/academic_dept/Summer_projects
Deleting the Web site will send all content and user information to the site collection Recycle Bin, including:

» Documents and document libranes

» Lists and list data, including surveys, discussions, announcements, calendar

» Web site settings and configurations

= Permission levels and security information relating to the Web site

To continue, click Delete.

4. Click Delete

Restore a subsite from the SharePoint recycle bin

When a subsite is deleted, it goes to the recycle bin that only IMT can have access to. If you need to
restore a deleted subsite, contact the IMT service desk.

Please send feedback or suggestions for updates to the following email address
IT.Training@Ise.ac.uk
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