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This eBook is designed for people who are involved in rolling out
SharePoint Online within their organisation. It covers the best
use cases for various SharePoint sites, along with managing
access to content on the sites for end users and ‘external’ third

parties.

It also covers the most common approaches to document

libraries and lists including Microsoft lists.




Contents

INEFOAUCTION ..ttt ettt et 3
SN T8 SCENE .. b e be e b e beebeesesaeseebeseesannas 5
What SharePoint site should you start With? ..., 5
TEAM ST ettt ettt ettt sttt ettt b et aee 6
What is an OffiCe 365 SrOUPT ...ttt ss e s s s nees 7
Permissions fOr YOUIr TEAM SItE.....u ittt ettt beenean 8
CoMMUNICALION SITE ...ttt sttt eesenes 11
Creating a Team site without an Office 365 roup .....ccceeeeeereeecececececeeeeeee e, 12
Creating @ SUDSITE ...ttt ettt ettt sa e s s s aeesesneenees 15
Hub sites — the ‘CONNECtiVE LISSUE ... 20
Creating @ NUD SITE.... ettt et et ae bbb s s s seeseenees 20
SANCIING ettt teete e beeseeseese e s e s s e be b e sassasbasessesabasasesesesesensens 24
The SharePoint StArt PAZE ...c.eoveeveeeeeeeeeteteeeteeeetete ettt sb b bbb b b ns 26
AN ettt te et e e e e beebeebesbe e b e e b e ebesbeeseebe b e s e b e b e b e b e b e s aebe b e beebensesesenseesensan 28
SarEPOINT POLICIES ...ttt bbb bbb b e b e s seeaeenenees 28
External sharing - OUIr @XAMPIES .....oueeeeeeereeeecececteeeeeeeeteeeete ettt se s s nas 31
ShariNg — OUI TEAM SITES ...ttt ettt aesbe st besae s e sesaessesresnees 35
LINK SEEEINES c.veteeteeteeteeeeeeeeeeeeeetee ettt ettt s e bbb e be b e b e beesesessebesensensennan 35
DOCUMENT [IDFAri@S ...ttt ettt et a e 37
AdAING COIUMNS. ...ttt ettt sttt e b e beebe b e b b e be b esbessebeeseeseeseeseesesenses 37
ENTErPriSE KEYWOIAS ...ttt ettt e b e es e s b sseaeessenseennens 40
Check in, ChECK OUL ...ttt s e 43

LiSTS @NA MICIOSOTE LISTS ..ottt ettt et se st e ee e e s e st e se et esstesesatesesaessssnesaanens 50




CUSTOM LIS ettt et e et e e e st e e e s e e e este s e st eseseeee s teseneteseseeeesntesenasesesaeeeanesananans 51

VI OSSOt ISES ettt ettt e et e e et e e st e e eseeeeesaesestesenetesesaeseaeesanateseseaeenneesenanasan 57

SNAFING YOUF [IST ..ttt et be et eese st e e se s sessennes 64




Introduction

SharePoint is a powerful intranet and document management platform and is also the
backbone of many features in Microsoft 365. From OneDrive to Teams, SharePoint

plays a dominant role in this ecosystem.

SharePoint has many features, far too many to be explained in a single eBook! With this
in mind, this eBook is for a SharePoint Power User, someone who has a role that sits

between a Microsoft 365 administrator and an end-user of SharePoint.

A Super User would be familiar with SharePoint Online (or an on-premise version such as
SharePoint 2016 - 2019) and have the permissions to create sites. ldeally, have access to

the SharePoint admin center, which is in the Admin portal of Microsoft 365.

SharePoint Super Users are also IT staff who have been tasked with rolling out Microsoft
365 and are new to SharePoint itself. In such cases, this eBook details the various

scenarios that SharePoint can be used in your organization.

However, if you don'’t have access to the SharePoint admin center - don’t worry - we
supply plenty of guidance that will help you to advise your IT Department on how to

implement the suggestions in this eBook.
Also, this book is helpful for:

e People in charge of rolling out SharePoint within an organization and need to
decide what SharePoint sites should be used for different scenarios

e People who have to support the rollout of SharePoint and help end-users become
familiar with it

e People who have to structure libraries and lists in order to make sure files and

data are easily found



How this book is structured

There are four main parts to this eBook.

1. Setting the scene looks at the different types of SharePoint sites and how they
typically work within an organization. Also, we look at how site collections are
related to each other.

2. Sharing covers both internal sharing within your organization and external sharing
with third parties.

3. Document libraries examine the most common approaches to document libraries

in terms of columns and metadata.

4. Lists covers SharePoint lists and the relatively new Microsoft lists.




Setting the scene
What SharePoint site should you start with?

Create a site
Choose the type of site you'd like to create.

— — \ — — _—
Team site Communication site
Share documents, have conversations with your team, keep track Publish dynamic, keautiful content to people in your organization
of events, manage tasks, and mere with a site connected to a to keep them informed and engaged on topics, events, or
Microsoft 365 Group. projects.

There are two main sites that SharePoint offers: a Team site and a Communication site.

e Team sites are for collaborating with colleagues where people tend to work with
similar permissions. According to Microsoft, in a Team site, ‘all members are
content authors where we jointly create and edit content’

e Communication sites are generally used as intranets in large organizations. A few

people would edit the site, while most viewers would have read-only permissions

For more on their use cases, see here: https://docs.microsoft.com/en-us/microsoft-

365/community/team-site-or-communication-site

It's important to take time to consider what site you should use and why. If you don’t

plan your SharePoint rollout carefully, you may run into problems at a later stage.

Take time to consider the following:
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e What departments need a SharePoint site - perhaps some departments might
only need a page

e Who has the authority to create SharePoint sites?

e Should you use Teams instead of a SharePoint site for certain situations?

e And once your SharePoint sites are up and running, who will be their ‘champions’

and encourage their usage?

Team site

Let’s start with the oldest and most fundamental SharePoint site - the Team site.

1. Select the above Team site option and enter the following details:
e Site Name
o Inour example, we're calling it ACME-HR
e Group email address
e Site address
e Site description
e Privacy settings, either:
o Private - only members can access this site
o Public - anyone in the organization can access this site

2. Select Private - only members can access this site.

Note: Private and Public still refer to people within your ‘Organization’; while you can
have third parties access your SharePoint sites, they are not considered public but

‘External’ people.

3. On the next page, you can add additional owners. You don’t have to add members

(this only applies if you have selected the Private option) and select Finish.



Below is the out-of-the-box Team site template. Note: Private group is written here.

ACME-HR
Home New
New: Quick link:
B Les
Keep your team updated with news on your
team site 0 e
From the site hom: be able t .
i s news | tatus update, trip report, or even just..
i\l m Documen ts

- + New ipload ~ = All Document

When you create a Team (private group) site, you are also creating an Office 365 group

which means you'll get the following email:

BY Microsoft 365

AH

Welcome to the
ACME-HR Group

ACME-HR

Private group with 0 members

View group in Outiook

What is an Office 365 group?
Typically, an Office 365 group contains the people who have permission to your

SharePoint site, along with other items and a group email, too.



In Outlook, if you select the email from your group, you will have a Group option in the

ribbon:
File Home Send / Receive Folder View Help
9 £
A - Mew Grou
M| & [ 8 g < ;
~ %f‘ Browse Groups
MNew Email Calendar Files WMotebook Group
Email Settings ~
New ACME-HR Groups
<
> Favorites Al Unread ByDatew T You've joined the ACME-HR group
~ Today -
teri ACME-HR
v mark@writer.ie ACN
ACME-HR @ To @ Mark Collins
? Inbox 1 You've joined the ACME-HR ... 1443 | e,
Drafts Work Brilliantly Ii) If there are problems with how this message is displayed,
rarts Together Welcome
Sent ltems tothe

While in this view, if you select New Email, you'll be emailing from the group’s email and
not your own. Also, the Calendar, Files and Notebook relate to your corresponding

SharePoint Team site that you just created.

Permissions for your Team site

There are two ways to add people to a Team site:

1. Add them to one of three SharePoint groups: Owners, Members, and Visitors.

2. Add them to the Office 365 group, which was created when the Team site was

created.

You come across these options when you go to:

1. Settings — Site Permissions.




Permissions X

Ianage site permissions or invite others to
collaborate

Invite people

Add members to group

Share site only

= Site visitors

Site Sharing

Change how members can share

Advanced permissions settings

2. When you select Invite people, you are given two choices:
a. Add members to group

b. Share site only
If you select ‘Share site only’, you get this warning:

Note that this site is part of a Microsoft 365 Group. If you add users here, they
will be given access to the site, but not to other group resources such as calendars

and conversations. To do that, add members to the group instead.

3. Whereas, if you select ‘Add members to group’, that person will become an Office
365 group member and will get an email like we did when the ACME-HR site was

created in the first place.



If you choose to add people to a SharePoint group, you can add individual users, security

groups or a pre-existing Microsoft 365 group to one of three SharePoint groups.

Note: Microsoft defines a security group as an Active Directory group ‘used to assign

permission to shared resources.’

A SharePoint group only exists within SharePoint, and it’s a ‘Collection of users who all
have the same set of permissions to sites and content. Rather than assign permissions
one person at a time, you can use groups to conveniently assign the same permission
level to many people at once.” For more information on SharePoint site permission, see

here https://docs.microsoft.com/en-us/sharepoint/customize-sharepoint-site-

permissions

Title Default Used for

permission

level

Owner Full control People who must be able to manage site
permissions, settings, and appearance.

Member Edit and People who must be able to edit site content.
contribute Permission level depends on the site template that
was used to create the site.

Visitor Read only People who must be able to see site content, but
not edit it.

Table source: https://support.microsoft.com/en-us/office/overview-site-

governance-permission-and-sharing-for-site-owners-95e83c3d-e1b0-4aae-9d08-
e94dcaa4942e

Note: Office 365 groups have the permission levels Owners and Members; these are the

same as the SharePoint group permissions.
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Communication site
To create a Communication site, there are fewer steps than a Team site. Also, you will

not get an email stating that you have joined an Office 365 group.

In our example below, we've created a communication site and called it ACME-HQ.

ACME-HQ Home Documents Pages  Sitecontents  Edit

Get inspired with the SharePoint look book

Welcome! Select Edit at the top right of the page to start customizing

LEARN MORE - Learn how to use the Hero web part Discover web parts you can add to this page

Now that we have our ACME-HQ Communications site, let’s add the ACME-HR group to
it.

1. Select Share site.
2. Enter and search for ACME-HR Members.

11




Share site w| | Share site %

Add users, Microsoft 365 Groups, or security Add users, Microsoft 365 Groups, or security
groups to give them access to the site. groups to give them access to the site.

ACME-HR Members

ACME-HR Members
ACME-HR Members X

Regd™"

0 T - 5 =
'S LiJ) 1 group will be invited.

*' Search Directory

3. All the members of the ACME-HR Office 365 group will now be able to Read the
Communication site.
4. When you add people to a SharePoint group, they will get the following email. Note:

They are not part of an Office 365 group, just a regular Read-only visitor to the site.

Welcome to the site!

Go to ACME-HQ

Follow this site to get updates in your newsfeed.

Creating a Team site without an Office 365 group

While Microsoft are pushing site owners to create Team sites with Office 365 groups
(the default setting), if you have access to the SharePoint admin center, you can create a

Team site without a group.
You access the SharePoint admin center via the Microsoft 365 Admin portal. Here, you

have a few more options when it comes to creating SharePoint sites.

12



Office

Microsoft 365

ﬁ Qutlook @ OneDrive

m Word I’ Excel

Q PowerPoint u OneNote
Q SharePoint ﬁ Teams

l-! Bookings n Yammer

, Power Autom... n; Admin

1. In the SharePoint admin center, select Create a site.

SharePoint admin center

Active sites

Home - . ) .
o Create a site : L0 sort and filter sites and manage site settings. Learn more

B Sites %
-+ Create ) Export

I Active sites

Deleted sites Site name T ™~ URL Storage u

2. Select Other options.

13




Create a site
Choose the type of site you'd like to create,

£ et 14 _h B
Team site Communication site
Share documents, have conversations with your team, keep track Publish dynamic, beautiful cantent to people in your arganization
of events, manage tasks, and mare with a site connected to a to keep them informed and engaged on topics, events, ar
Microsoft 365 Group. projects.

New crisis communication site template is available in response to COVID-19

Share announcements, build community, and create engaging experiences in SharePaint using the new crisis communication site template. Global
administrator privileges are required to use this template. Learn more

Need to move content or sites to Microsoft 3657 It's easy!

Migrate your on-premises sites and file shares to Microsoft 365 using Migration Manager.

Other options
Create a new team site without 2 Microsoft 365 Group, or 2 Document center, Enterprise wiki, Publishing portal, or
I Praject Web App site.

3. Select Team site from the below options. (See here for more information about the

various SharePoint sites https://support.microsoft.com/en-us/office/using-

templates-to-create-different-kinds-of-sharepoint-sites-449eccec-ff99-4cf3-bé62e-

dcfee37e8da4?ui=en-us&rs=en-us&ad=us.)

Other options

Choose a template

Team site

Team sits
Document Center
Enterprise Wiki
Publishing Portal

More templates

4. Enter the name, address and primary administrator, and select Finish. In our example,

we've called our site ACME-Subcontractors.

14
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5. You will notice that Private group does not appear on the top right-hand side.

i SharePoint

H ACME-Subcontractors

Home

News Quick links
& Leanabout
Keep your team updated with news on your
team site @ Lesnhow o add 2 page
From the site
:l m Documents
> New ad ents
N Modifi

Creating a subsite
Let’s create a subsite to our ACME-HR site.

1. On the homepage, select the ‘gear’ icon — Site content.

2. Select New — Subsite.

ACME-HR

Home T New v

Conversations List

Pa

Documents =
Document library
Notebook
App
Pages Subsite Type Items Modified
Site contents k] Documents Document library 4M Al
Recycle bin B Form Templates Document library 442
Edit O Style Library Document library A4 A
O Site Pages Page library 1 4/11/2021 1:24 AM

3. You'll notice that the default site does not have an Office 365 group. That's because
an Office 365 group already exists for this SharePoint site. In our example, we're

calling our subsite ACME-Contracts.

15




_ Site contents » New SharePoint Site

Title and Description
Title:

ACME-Contracts

Description:
tebo
]
ecycle Bin
Web Site Address
URL name:
# EDIT LINK:

https://bootsy.sharepoint.com/sites/ACME-HR/ | ACME-Contracts

Template Selection
Select a language:

English i

Select a template:
Collaboration | Enterprise  Duet Enterprise
Team site (no Microsoft 365 group)

Team site (classic experience)
Project Site

4. Further down the page, select Use unique permissions while keeping the other

defaults as they are.

16




Permissions

User Permissions:

() Use same permissions as parent site
Use unigue permissions

MNavigation
I} 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
Mavigation Inheritance
Use the top link bar from the parent site?

() Yes @ No

By using unique permissions, the subsite will not inherit the permissions which its
'parent’ site has, i.e. people who have access to ACME-HR do not have access to ACME-

Contracts.

In the below screenshot, you will see that only one person has access. We don’t have to

add anybody at this stage.

17




# EDIT LINKS

People and Groups » Set Up Groups for this Site o

Home Visitars to this Site
@ Create a new group (O Use an existing group
Notebaok

Documents ACME-Contracts Visitors

Pages
Site contents

Recycle Bin &EE
# EDITLINKS

Members of this Site

(@ Create a new group () Use an existing group
ontributy . = - 2s

ACME-Contracts Members

Mark Collins:
&2
winers of this Site
ull control (@ Create a new group () Use an existing group
ACME-Contracts Qwners
Mark Collins:
&2
oK
o ] .
And here is the finished site:
ACME-Contracts % Flow
Home t New Page details. KB Analytics h Edit
i "

News Quick links

Keep your team updated with news on your
team site

® - .

[¢

u e B X
\‘.‘ﬂu m Documents

Y T Upload All Documents

Name Modifi

So far, we have created four SharePoint sites:
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ACME-HQ ACME-HR

Communication site Team site (group)
ACME-Subcontractors ACME-Contracts
Team site (non-group) Team site (subsite)

Technically, we have created three ‘site collections’, and one of the site collections
(ACME-HR) has a subsite. What this means is that if you have permission to see one of

the site collections, you don’t have permission to see any of the other site collections.

And even though we have added a subsite to ACME-HR, as we put unique permissions
on it, if you can see the top-level site, it does not necessarily mean you can see the
ACME-Contracts subsite.

Some points about Site collections:

e They have unique site columns and metadata, navigation, permissions, and
potentially, site templates and branding

e If you create more than one site collection, you will have to recreate the branding
and ensure that your permissions are correct

e Site collections are ideal if you want departments within your organization to have a
standalone collection of sites that are completely independent of each other

e Site collections are great for external sharing as you can turn on external sharing just
for that site collection, thereby ensuring that people don’t accidentally share from an

internal site

What sites and subsites are used for:

19



¢ In small organizations, sites and subsites are a quick and easy way to roll out your
intranet with minimal fuss in terms of permissions. This is especially true if most
people need to have access to most of the content, i.e. you are moving from Dropbox
or an on-premise server and you are ‘dumping’ a lot of files into one SharePoint site

e As a subsite will inherit aspects of its ‘parent’ such as branding, it's easy to keep the

look and feel as you add more subsites

One of the main advantages of site collections over subsites is if you have many subsites
and your organizational structure changes, it’s hard to amputate one subsite and
transplant it to another subsite. However, if you have many site collections and none of
the site collections have subsites, if a department changes its name or ceases to exist,

you can just remove/rename that site collection without affecting your overall structure.

In short, large site collections with multiple subsites are not nimble.

Hub sites - the ‘connective tissue’

While having independent site collections has its advantages, there is a way to have a

connection between them - they are called hub sites.

According to Microsoft, a hub site is used 'When you want to create a shared experience
for a family of related sites—to discover related content by rolling up site activity and
news, organize related sites so that they share a common navigation, and apply a

common look and feel.’ (For more details, see here https://docs.microsoft.com/en-

us/sharepoint/planning-hub-sites.)

Creating a hub site

To turn our ACME-HQ communications site into a hub site, you must have access to the

SharePoint admin center.

1. In the SharePoint admin center, let’s search for the three sites that we've created.

2. Select Active sites.

20
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3. Enter name in the Search box.

i SharePoint admin center
Active sites
" his page to sort and filter sites and manage site settings. Leam mare 93.39 GB used of 1.01 T8
Expo ACHE )
I Act
D s uRL Storage used (GB) /P " Hub Templ Ui v D by

4. Select the site which you want to register as a hub i.e. in our case, it's the ACME-HQ

site.

5. Under Hub — Register as a hub.

Active sites

Use this page to sort and filter sites and manage site settings. Learn more

—|— Create .-Dy Permissions :i: Hub ~ A3 Sharing i Delete

Register as hub site
Site name T Storage used (GB)
Associate with a hub

(] ACME-HQ wfsites/ACME-HO
ACME-HR wfsites/ACME-HR
ACME-Subcontractors wfsites/ACME-Subcontractors

6. Enter the name of the person (i.e. the main administrator for the hub site) that can

associate other SharePoint sites with this hub.

7. ltis now a hub site. However, just because it’s a hub site, we still have to associate

other sites with it.
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Active sites

Use this page to sort and filter sites and manage site settings. Learn more

+ Create =, Permissions :i: Hub ~ A3 Sharing
Site name T URL Storage used (GB) Primary admin
(] ACME-HQ fsites/ACME-HQ 0.00 Mark Collins
ACME-HR w/sites/ACME-HR 0.00 . Group owners

ACME-Subcon

scontractors 0.00 Mark Collins

Hub

ACME-HQ (Hub site)

~y

O ACME

Template
Communication site
Team site

Team site (no Microsof..

8. Let’s associate ACME-HR with the above hub site. Select ACME-HR and choose

Associate with a hub.

Active sites

Use this page to sort and filter sites and manage site settings. Learn mare

—I— Create » Permissions v :i: Hub ~ 3 Sharing [ Delete

Register as hub site
Site name T ) )
Associate with a hub

o

ACME-HQ Jsitas/ACME-HQ

() ACME-HR ~sites/ACME-HR

ACME-Subcentractors w/sites/ACME-Subcontractars

Storage used (GB)

9. Select ACME-HQ.
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Edit hub association

When you associate this site with a hub, it inherits the hub site’s theme and navigation.
Content from the site will roll up to the hub site and be included in searches on the hub
site. Learn more about planning hub sites

Select a hub

ACME-HQ

10.Now, two of our three ACME sites are related to each other as ACME-HQ is a hub
site, and ACME-HR is associated with it.

Active sites

lUse this page to sort and filter sites and manage site settings. Learn more

+ Create - Export

Site name T ~ URL - Storage used (GB) Primary admin ~ Hub ~

ACME-HQ wfsites/ACME-HO 0.00 Mark Collins ACME-HQ (Hub site)
ACME-HR wfsites/ACME-HR 0.00 R Group owners ACME-HQ
ACME-Subcontractors ~/sites/ACME-Subcontractors 0.00 Mark Collins

11.0n each SharePoint site (and subsite whose parent is associated), this is evident in
the navigation. However, by default, the hub site does not list in its navigation menu

what sites are associated with it; hence, the reason you see Add link.
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SharePoint

SharePoint SharePoint

ACME-H(
ACME-HQ | Add link ACME-HQ fevena

ACME-Contracts
ACME-HQ ACME-HR ACME-Contracts

Searching
Traditionally, when you wanted to find a file in SharePoint, you went to the SharePoint
site, and you searched for it. Typically, the search results would bring up items from the

site and its subsites - but nothing more.

This approach still exists. Let's take our ACME-HR site. There’s a contract for Mary
Smith on the ACME-HR subsite (ACME-Contracts), and we want to find it by searching

for her name on the parent site.

— ACME-HR Private group

-+ New 5 Page details Analytics

Here are the results: it brings up the Excel file name and where it is i.e. the ACME-

Contracts subsite — Shared Documents. Share documents is the default document

library that comes with every SharePoint site.




-

. Exit search

Organization ACME-HR

All Files Sites MNews

Filters Last modified ~

ﬁ‘j Mary-Smith-Contract
— ACME-Contracts » Shared Decuments

You modified 5 minutes ago

Gross wage 50000..1 0 {048804D9-CEDG...

If | do the same search from the ACME-HQ hub site, it brings it up, too:

i SharePoint 2 Mary Smith

ACME-HQ  Add link

ACM E'HQ Home Documents Pages Site contents Edit

When the search is returned, it details that the Organization is ACME-HQ (i.e. the hub
site relationship), and then it lists ACME-Contracts — Shared Documents.

25




Organization > ACME-HQ

All Files Sites Mews

Filters Last modified

Mary-Smith-Contract

E3= ACME-Contracts » Shared Documents
You modified 9 minutes ago
Gross wage 50000...1 0 {048804D9-CEDS..

Note: As the ACME-HR site is associated with the ACME-HQ hub site, when you search
in ACME-HQ you will get results from the ACME-HR site. This is one of the benefits of

hub sites and their associated sites.

The SharePoint start page
The above way of searching for content is a mixture of the traditional and 'modern’ way;

however, Microsoft have introduced a third way of searching via the SharePoint start

page.

Not sure what that is? Well, it’s the SharePoint link you see in your 365 online portal

when you select the nine dots or the 'app launcher’.




Office

Microsoft 365

@ Qutlook . OneDrive

ﬂ Word II Excel
m PowerPoint [I OneNote
a SharePoint  * ﬁ Teams

:::  SharePoint O search in SharePoint

+ Createsite -+ Create news post

When you search here, please note:

e Your search results are entirely unique. On the SharePoint start page, your search is
tailored around your permissions

e You are searching all the SharePoint sites, hub sites, subsites that you have access to

e Your OneDirive is searched too

e You can filter items by file type and data range
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Sharing

It goes without saying - SharePoint is all about sharing. Not only can you share many
different items, but you can also do so in many different ways. Also, various SharePoint
sites within an organization tend to have a different approach to sharing which depends

on their audience.
Ultimately, there are two ways of sharing in SharePoint.

You can (if you have the permission level) share an entire SharePoint site by selecting
Share on the top right-hand side of the site. In addition to sharing the entire site, you can

share individual items on a site via a link.

e When you share a site, you share everything on the site while adding that person to a
SharePoint group

e When you share a link, you are just sharing the contents of that link which could be a
file or a folder that contains files

e Also, you can share a blank folder that does not contain any files at the moment, but

when it does, the person who has the link to the folder can access the files

SharePoint policies

To change how SharePoint shares content externally, you must establish it on:

e An organizational level

e An individual site level

Organizational level
To switch it on an organizational level: In the SharePoint admin center select Policies —

Sharing.
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SharePoint admin center

Home

Sites

Policies

Sharing

Access control

Settings

Content services

Migration

More features

OneDrive admin center

Sharing

Use these settings to control sharing at the organization level in SharePoint and OneDrive. Learn more

External sharing

Content can be shared with:
£ SharePoint & OneDrive

Anyone

Most permissive Users can share files and folders using links that don't require sign-in.

New and existing guests
Guests must sign in or provide a verification code,

Existing guests
Only guests already in your organization’s directary.

Only people in your organization

Least permissive No external sharing allowed.

Please be aware of the following:

e You must sign into the SharePoint admin centre with an account that has admin

permissions for your organization

e The default level for both SharePoint and OneDrive is Anyone, which is the more

permissive setting

e SharePoint and OneDrive are intimately related across your entire organization.

You cannot have a OneDrive setting that is more permissive than a SharePoint

setting

e The SharePoint settings also apply to all SharePoint site types, including those

associated with a 365 group

Select this option:

If you want to:

Anyone

Allow users to share files and folders by using links that let
anyone who has the link access the files or folders without
authenticating. This setting also allows users to share sites

with new and existing guests who authenticate. If you select
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Select this option: If you want to:
this setting, you can restrict the Anyone links so that they
must expire within a specific number of days, or so that they

can give only View permission.
File requests requires that OneDrive be set to Anyone and
edit permissions for Anyone links be enabled. OneDrive

settings other than Anyone disable file requests.

See Best practices for sharing files and folders with

unauthenticated users for more information.

New and existing Require people who have received invitations to sign in with
guests their work or school account (if their organization uses
Microsoft 365) or a Microsoft account, or to provide a code
to verify their identity. Users can share with guests already
in your organization'’s directory, and they can send
invitations to people who will be added to the directory if
they sign in. For more info about verification codes,

see Secure external sharing in SharePoint

Invitations to view content can be redeemed only once.
After an invitation has been accepted, it can't be shared or

used by others to gain access.
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Select this option: If you want to:

Existing guests Allow sharing only with guests who are already in your
directory. These guests may exist in your directory because
they previously accepted sharing invitations or because they
were manually added, such as through Azure B2B
collaboration. (To see the guests in your organization, go to

the Guests page in the Microsoft 365 admin center).

Only people in your Turn off external sharing.

organization

Table source: https://docs.microsoft.com/en-us/sharepoint/turn-external-sharing-
on-or-offffchange-the-organization-level-external-sharing-setting

External sharing - our examples

With the above in mind, let’s look at our four different SharePoint sites and see what

type of permissions we want to have in place.

SharePoint site Our use case

ACME-HQ This is for everybody in our organization which they can use
to find out general company information. We don’t want
people who have access to this site to share its content with

external users. However, we are happy for end users to be
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SharePoint site Our use case

able to send links to their colleagues in order to bring

attention to them.

There is no external sharing of links to files/folders.

There is no external sharing of the SharePoint site.

ACME-HR This is just for members of the ACME-HR Office 365 group.
For example, let's imagine that ACME Legal Department has a
SharePoint site; in this case, we would create an ACME-Legal
Office 365 group and SharePoint site and while they could
see their site, they would not have access to ACME-HR. Each

department will be siloed.

There is external sharing of files/folders.

There is external sharing of the SharePoint site.

ACME-HR-Contracts | This is for a subset of the ACME-HR Office 365 group, as it

contains information about staff contracts which is private.

There is external sharing of files/folders.

There is external sharing of the SharePoint site.

ACME- This is a SharePoint site which is just for third parties or
Subcontractors subcontractors. In this site, such users will have access to the
entire SharePoint site, or just content on the site such as files

and folders.

There is external sharing of files/folders.

There is external sharing of the SharePoint site.
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Site level
As mentioned, in order to turn on external sharing, you must do it at the site level, too.

Let’s check out our settings, starting with ACME-HQ.

1. Select ACME-HQ - Sharing and by default Only people in your organization is
selected. This means that external sharing is not allowed. We are happy with this

setting.

Active sites
his page to sort and fiter stes and manage site settings Sharing

Site name URL Storage used (GB) Primary admin Hub

The other options are detailed below:

Select this option: If you want to:

Anyone Allow site owners and others with full control permission to

share the site with people who authenticate. Allow site users
to decide when sharing files and folders to require
authentication or allow unauthenticated people to access
the item. Anyone links to files and folders can be freely

forwarded.
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Select this option: If you want to:

New and existing Allow site owners and others with full control permission to
guests share the site with people outside the organization. These
people will need to sign in and will be added to the
directory. Allow site users to share files and folders with

people who aren't in the organization'’s directory.

Existing guests Allow sharing with only people already in your directory.
These users may exist in your directory because they
previously accepted sharing invitations or because they

were manually added. (You can tell an external user because

they have #EXT# in their user name.)

Only people in your Prevent all site users from sharing any site content

organization externally. (This is the default setting for new classic sites.)

Table source: https://docs.microsoft.com/en-US/sharepoint/change-external-
sharing-site

Also, in the SharePoint admin center, you can control the default sharing link and the

default link permission, which is View or Edit.
The default sharing links for files and folders are:

e People with existing access
e Specific people
e Only people in your organization link

e Anyone with the link
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Sharing - our Team sites

For our ACME-HR and ACME-Subcontractors sites, we want people to be able to

externally share, and so we're selecting the New and existing guests option.

Active sites
e this page to sort 3 Sharing

The sharing settings available for this site depend on your organization-level settings.
Learn more about the external sharing settings

With this option, guests must sign in or provide a verification code which will be sent to

their email.

Link settings

When it comes to the default link setting, it’s best to be conservative and set Specific
people as the first option. This means that if somebody accidentally shares a file, it's only
shared to one person; furthermore, if that person forwards the link, while another

recipient will get the email, they won’t have access to the file.

1. Go to the SharePoint admin center and select Policies — Sharing.

2. Select Specific people (only the people the user specifies).




SharePoint admin center

File and folder links

@ Home
Choose the type of link that's selected by default when users share files and folders in SharePoint and OneDrive.
B sites W
© Specific people (only the people the user specifies)
= Policies & O Only people in your organization
I Sharing O Anyone with the link

Access control

With this option in place, when you select a file to share, by default, it will state specific

people:

. . x
Link settings
Who would you like this link to work for?
Learn more
C People in writer.ie with the link
@ ‘i,EE;I People with existing access
Specific people
Other settings
Allow editing
: A QOpen in review maode only 0] @ seeal
o (O]
0] ~
Maodifi
o @ HR Memo.docx lag 4daysa

Also, because we have allowed external sharing on the ACME-HR site, the ACME-

Contracts site also has external sharing switched on too.

The only difference between ACME-HR and the ACME-Subcontractors’ site is that we

want subcontractors to only be allowed to download items.
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Document libraries
Without a doubt, document libraries are one of the most important features of
SharePoint. Even those with very limited exposure to SharePoint have, at the very least,

come across a document library.

Over the years, while the function of document libraries hasn’t changed - they are
primarily used for uploading and downloading content - certain aspects of libraries have

been encouraged by Microsoft: these days, it's all about adding columns.

Adding columns

SharePoint £ Search this library

o ACME-HQ

ACME-Contracts
o
& LUl ACME-HR

Home T Upload ~ ES Editingridview £3 Sync 2] Add shortcut to OneDrive K3l Export ~ 9% Power Apps v £ Automate ™
S
- Conversations

Documents
Documents
Shared with us D Name Modified Medified By Add column
Mark Collins

Notebock [V HR Memo.docx
Pages

Site contents

Recycle bin

Edit

The above is the default out-of-the-box document library; notice the +Add column
option. With this column, Microsoft are pushing users to add more columns, and

therefore, more ways to filter and find items within a library.

So let’s add some columns to help our end users file, find and control the content which

is added to the library.

1. Select +Add column — Choice.
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T Upload ~ B3 Editin gridview 3 Sync ) Add shortcut to OneDrive KMl Export ~ ¢ Power Apps #3 Automate
Documents
Name Meodified Meodified By - Add column
v} HR. Memo.docx April 20 Mark Collins Single line of text

Multiple lines of text
Location
Number
Yes/No
Person

Date and time
Choice
Hyperlink
Currency
mage

More...

Show/hide columns

2. Name the column and add three choices. We've named the column ACME Dept and

our three options are Legal, Marketing, and Sales.
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Create a column pe

Learn more about column creation.

Name *

‘ ACME Dept ‘

Description

Type

‘ Choice ‘

Choices *

Legal

Marketing

Sales

3. Repeat the above steps and add a column called Location with three options: Dublin,

Dundee, Manchester.

Over time, this document library will amass hundreds of documents. As each document

is added to the library, we can add metadata to each file based on the above selection.

To add the metadata, select the file and choose the Details pane. Scroll down, and you

will see the options pertaining to our new columns.




FH Editin grid view @ Open 12 Share @ Copylink < Download [i] Delete == Pintotop =B Rename #£3 Automate 2] Moveto [ Copyto - 2K “rsefect

v
@
~

@ HRMemo.docx X
Documents
© [1 Name Modified Modified By ACME Dept Location Add column Has access
© @ HRMemo.docx @ Afew seconds ago Mark Collins Legal 0 A

Manzge access

Properties Edital
D) Name*
HR Memo.docx

Title

Enter value here

ACME Dept

Legal

Location

Dublin
Dundee

Manchester

Enterprise keywords
The next column we're going to add is for Enterprise keywords. As defined by Microsoft,

this is for ‘metadata tagging and to develop a system of classifying and organizing online

content into different categories.’

1. While in the library, select Settings — Library settings.
2. Select Enterprise Metadata and Keywords Settings.

Documents » Settings

List Informatian

Name: Documents

Web Address: https://boatsy.sharepoint.com/sites/ACME-HR/Shared Documents/Forms/Allltems.aspx
Description:

General Settings Permissions and Management Communications

@ List name, description and navigation @ Permissions for this document library = RSS settings
8 Versioning settings a Manage files which have no ct
a Advanced settings a Workflow Settings

a Validation settings a Enterprise Metadata and Keywaords Settings

a Column default value settings

@ Audience targeting settings

@ Form settings
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3. Tick the box ‘Add an Enterprise Keywords column to this list and enable Keyword
synchronization’.
This sounds like a mouthful, but it’s really very straight forward! Once we have
enabled it, we just then bring in the column where this metadata will be visible.

4. On our document library, select All Documents and Edit current view.

T Upload B Editingrid view {3 Sync 5] Add shortcut to OneDrive K3l Export & Power Apps £8 Automate = AllDocuments v v |©
v = Lst
Documents = Compact List
0 B Tiles
[ Name Modified Modified By ACME Dept Location Add column

/' All Documents
@ HR Memo.docx 2 minutes ag e Collins Legsl Dundee
Create new view

Save view as

Edit current view

Farmat current view

5. Scroll down to find Enterprise keywords and then select OK.

= Columns

Display Column Name
Type (icon linked to document)
Name (linked to document with edit menu)
Modified
Modified By
ACME Dept
Location

App Created By

App Modified By

Check In Comment

Checked Out To

Comment count

Compliance Asset |d

Content Type

Copy Source

Created

Created By

Description

Edit {link to edit item)

4]

Enterprise Keywords
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6. Now we have our Enterprise keyword column in place.

Documents

Name Modified Modified By ACME Dept Location Enterprise Key... Add column

@ HR Memo.docx T minutes ago ark Collins Legal Dundee

7. Select the file that we want to associate a keyword with and go to the details pane
(same process as above). Once there, we're going to create a new keyword called
CEO by typing in 'CEO;’. You must add a semi-colon after the word in order to create

the keyword.

@ HR Memo.docx X
Documents
Enter value here
© [ Name Modified Modified By ACME Dept Location Enterprise Key... Add column 5 ACME Dept
@Y HR Memo.docx =3 7 minutes ago Mark Callins Legal Dundee Legal
T Location
Dundee

= Enterprise Keywords

CEO % Type termtotag

8. Once the keyword has been saved, it will appear in the column.

Documents

Name Modified Meodified By ACME Dept Location Enterprise Key... Add column

M8 HR Memo.docx A few seconds age ark Collins Legal Dundee CEQ

9. Back on the SharePoint start page, if we search for CEO, up comes the document.
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= shareroint o _
A it search

@

]

Please note the following helpful advice from Microsoft, ‘The keywords you add are
available to others when users access SharePoint lists or libraries. For example, when
users type similar characters in the Enterprise Keywords column of the list, SharePoint
displays the keyword in a suggestion message. And if you add an enterprise keywords
column to a list or library, SharePoint copies any existing document tags into the
enterprise keywords column when the documents are uploaded to the list or library. This

helps synchronize existing keywords with the managed metadata features.’

For more information, see https://support.microsoft.com/en-us/office/add-an-

enterprise-keywords-column-to-a-list-or-library-314ce556-e4bf-4ef7-9939-
b6albedfc434a

Check in, check out

When documents are uploaded to a library there are situations where you'll want to
have complete control over the versioning and iterations of the files. In short, you don't
want people to author documents at the same time; and when people do work on a

document, you want to be able to revert to a previous version.
In SharePoint, this can be achieved by checking out a document.

1. Go to the Library settings for the document library and select Versioning Settings.
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Settings » Versioning Settings

Require content approval for submitted items?
O Yes @ No

Create a version each time you edit a file in this document library?
@ Create major versions

Example: 1,2, 3,4
O Create major and minor (draft) versions

Example: 1.0, 1.1, 1.2, 20

keep the following number of major versions:
500

Keep drafts for the following number of major versions

Who should see draft items in this document library?
Any user who can read items
Only users who can edit items
Only users wha can approve items (and the author of the item)

Require documents to be checked out before they can be edited?
@ ves O No

2. At the bottom of the page, select Yes under ‘Require documents to be checked out

before they can be edited?’

Incidentally, this page also allows you to change the default limit of 500 versions

for each document. For more about versioning, see here

https://docs.microsoft.com/en-us/microsoft-365/community/versioning-basics-

best-practices

3. Next, let’s return to Edit view for our document library and select Check in Comment

and Check Out To.

2 Columns

mber I the Position from left box

Display

[N < B<N<N<NN-]

BOO

[<J<]

Column Name
Type (icon linked to document)
Name (linked to document with edit menu)
Modified
Modified By
ACME Dept
Location
Enterprise Keywords
App Created By
App Modified By
Check In Comment

Checked Out To

Pesition from Left

4. Back in the library, these columns now appear.
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Documents

0 Name Modified Modified By ACME Dept Location Enterprise Key... ChecHin Comm... Checked Out To Add cofumn

@ HR Memodocx 40 minutes aga Legal Dundes

5. What happens next is that when we try to open the document (“Open in app”), it

forces us to check it out.

Documents
i Mame Modified Modified By ACME Dept
= HR Memo.docx = Open > Open in browser
Preview Open in app

6. In Word, a banner appears, and while we can read the document, we must check it

out in order to change its content.

File Home Insert Design Layout References Mailings Review View  Highlights Help  Grammarly = =
Calibri (Body) 11~ =
s s \ = AP A2 T @
B I U~a x ¥ A ", ] B
Paste ° N Paragraph Styles | Editing | Dictate Editar Reuse Open
- F A £ A par A A < - e Files Grammarly
Clipboard [§ Font [P Styles My Waice Editor | Reuse Files| Grammarly
[:;(l:] CHECK-OUT REQUIRED This file cannot be edited because you need to first check it out. Check Out x
L (I SR O IR IR IO AT SO IO IO RSN SRR IR RN I RANACE U DVIRS & RRVIRS PR IES & SRVIRS XN IES ERRN IRV I ORI - 1 -

sheleg 2

il'his is a memao from the ACME-HR department.

It concerns pensicns.

For 2000100

7. While we check out the document and add our content, meanwhile, back in the
document library, one column tells our colleagues that the document is checked out

to a specific person. This means that other people cannot see the changes that we
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are adding to the document while it is checked out; they can only see a previous

version of the document.

T Upload B Editin gridview 3 Sync ) Add shortcut to OneDrive KBl Export & Power Apps #3 Automate . = All Documents v O A
Documents

0 Name Modified Modified By ACME Dept Location Enterprise Key... Check In Comm Checked Out To Add column

@ HR Memodocx © Aminutes oy ark Collins Legal Dundee

8. Once we have added the content, we check it in.

':i:' CHECKED OUT ;I'IT: file has been checked out to you. Check in this file to allow other users to see your changes and edit this Check In... x
L (ISR RO - NP AP TR A I IR O IR NS T IR IO - O B IO T [ CR A S RIS PRI = TS C TN RS R PR IS i B -

i

Z This is @ memao from the ACME-HR department.

E It concerns pensions.

F: From 2021, all pensions will be increased.

T

9. You are prompted to add a check in comment.
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I::'i'::l CHECKED OUT ;I'IT: file has been checked out to you. Check in this file to allow other users to see your changes and edit this Check In..
L (RS B S ST - T TN - - TN KO U R : KRS KIS U TS & TR IS -0 W = 10 W C XS OIS B FA A - 1
A
- This is @ memo from the ACME-HR department.
r': It concerns pensions
J From 2 )
2 CheckIn ? X
; Version Comments
7 | have added the agreed pension update,
~
@
d_\ [ Keep the document checked out after checking in this version.
10.The comment is then added to the column in the SharePoint library
T Upload B Editingridview 72 Sync ) Add shortcut to OneDrive i3l Export & Power Apps #8 Automate . = All Documents Y @
Documents
Name Modified Modified By ACME Dept Location Enterprise Key... Check In Comm (Checked Out To Add column
@ HR Memo.docx A few seconds ago fark Collins Legal Dundes

11.Furthermore, if Version history is selected, you can see how many versions of the

document have been created, and who has created each version.
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Documents

[7 Name

(v} @M= HR Memo.docx

Modified

Copy link
Manage access
Download
Automate
Rename

Pin to top
Move to

Copy to
Version history
Alert me

Maore

Details

Modified By

ark Collins

12.In our example, Check in was only switched on after version 5.0; hence it has the

only comment.
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Version history

Mark Collins
Mark Collins

Mark Collins

Mark Collins

Mark Collins

Mark Collins

224 KB

19.9 KB

19.9 KB

ents

| have added the agreed pension update.

13.1f | wanted to revert to version 5.0, which does not have the above changes, then |

select it and pick Restore. Version 5.0 will be copied and become, in our example,

version 7.0. Why? Because versioning never deletes a version, it always creates

another one!

Version history
Delete All Versions
........ 1 todified
6.0
5.0 Y.
40 View

Restore D
. Delete
ERY e e U

Location Dundee
20 5/8/2021 8:40 AM

E Dept Lega

1.0 4/30/2021 7:29 AM

Mark Collins

Mark Collins

Mark Collins

Mark Collins

Mark Collins

Mark Collins

224 KB

19.9 KB

199 KB

ents

| have added the agreed pension update.

For more information on versioning, click here https://docs.microsoft.com/en-

us/microsoft-365/community/versioning-basics-best-practices
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For more information about the different types of columns that can be used in both
document libraries and lists, see here https://support.microsoft.com/en-us/office/list-

and-library-column-types-and-options-0d8ddb7b-7dc7-414d-a283-ee9dca891df7

Lists and Microsoft Lists

A list is another building block in SharePoint.

The best way to think about a list is to imagine it as an Excel file sitting in the browser,

and when you add an item to the list, you are really adding data into cells.

There are many out-of-the-box lists such as Links, Announcements, Contacts, and

Calendar; however, creating your own Custom list gives you the most options.

Lists allow you to:

e Add columns to capture data which then can be exported to Excel

e Add columns to filter data in order to bring up information quickly and efficiently

e To search using filtering, keywords and other metadata from the list itself or the
SharePoint site where it and/or the SharePoint start page

e Multiple people can work on a list at the same time

e Lists have versioning, and you can also check out a list, too

e Lists can run formula like Excel but to a lesser extent. Lists are not supposed to be a
substitute for Excel

e Like databases, lists can pull data from other lists via 'lookup columns’

e Every item which is saved to a list is, in fact, a data type, i.e. a specific kind of data

such as a number, single line of text, time, date etc.

For more about lists, see here https://support.microsoft.com/en-us/office/introduction-
to-lists-Oalc3ace-def0-44af-b225-cfa8d92c52d7
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Apps you can add  newest  Name

Cu N C= [

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

& I < il

Links Announcements Contacts Calendar
App Details App Details App Details App Details

Custom List

Although you can use the other lists as a starting point or indeed for a specific purpose,

the Custom List is a great option for building out a list from scratch.

The Custom List option appears under Settings — Site contents — Noteworthy:

Noteworthy
akle
i
Document Library Custom List Tasks Site Mailbox
Popular built-in app Popular built-in app Popular built-in app Popular built-in app
App Details App Details App Details App Details

We're going to create a list of our Subcontractors by clicking on our list and giving it a

name.
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Noteworthy

1 ful

Adding Custom List

alln
4

happ
Pick a name Name:
You can add this app multiple times to your site. Give it a unique [SubEDntrEctDrS datzbase ]
name.
Advanced Options Create Cance

= ot i

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

Once we do, it appears in Site contents; click on the list, and you'll see it in its raw form.

New Editin grid view 1 Share Export ~ # Automate Integrate = Allltems
9 P g

Subcontractors database

Title Add column

N

Welcome to your new list
Select the New button to get started.

Notice the + Add column option. It’s similar to the column we saw in the document

library, and we're going to add the below columns.
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Column name Column type

First name Single line of text

Last name Single line of text

Area covers Choice: Dublin, Dundee, Manchester
Skill Choice: Installer, Trainer, Support
Hourly rate Currency

Mobile Single line of text

Misc Multiple lines of text

Transport Choice: Car, Van, Truck




And here is our finished list with some data inserted.

Subcontractors database
First name Last name Moabile Area cov... Transport Skill Hourly rate Misc + Add Column
I John Smith 3434677 ( Dublin Car Installer £21.00 ;”ESC o
I James Johnson 777,654 Dublin Van Installer £22.00 with
I Mary Williams 234234 Dublin Car Installer £1800 Nice all round.
I Robert Brown 634367 Dundee Truck Trainer £19.00 Awvcid if possible,
I Linda Jones 434 567 Manchester Car Trainer £17.00  Nice all round.

Before we look at filtering, a word about the title column.

The Title column
The Title column by default ‘requires information’, i.e. it must contain data before you

can save your row. However, we can switch off this requirement and hide the column.

1. Select the title column, and hide:
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+ New H Editin grid view 1= Share Kl Export v~ £ Automate

Subcontractors database

Title ~ First name ™ Last name Mobile
Ato Z
Zto A
Filter by
Column settings #  Rename
Totals Format this column
Move right

Hide this column
Pin to filters pane
Show/hide columns

Add a column

2. Deselect the column.

Eadit view columns

Select the columns to display in the list view
Toe change ordering, use drag-and-drop or
the "up” and "down" buttons next to each

colurnn

Title

3. However, out of sight isn’t out of mind, and so we have to go to Library settings and

scroll down to Columns and tweak it slightly.
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Columns

Enterprise Keywords

Single line of text
Choice

Chaoice

Currency

Number

Multiple lines of text

Managed Metadata

Ac stores information about each item in the list. The fo g mns are currently availa hig |
Title Single line of text v
rst name Single line of text

4. Once you click on Title, check ‘No’ under ‘Require that this column contains

information’.

ACME-Contracts ra

EDIT LINKS

Settings » Edit

Mame and Type

Additional Column Settings

Column o

Column name:

Title

The type of information in this column is:

Single line of text

Description:

5

Require that this column contains information

() Yes hc:-
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Our finished list:

Subcontractors database

First name Last name Mobile Area cov... Transport Skill Hourly rate
------- Dublin Car Installer
7 Dublin Van Installer
234234 Dublin Car Installer
= Dundee Truck Traine!

ard 1o work

With our list we can:

e Search structured data in Areas covers, Transport and Skill
e Filter first and last names

e Filter hourly rates

e Add free, unstructured data under Misc to capture notes about each subcontractor

Microsoft lists

Microsoft lists are a new product and are essentially SharePoint lists, but you can use

them without actually being in SharePoint.

If you have created a SharePoint list within SharePoint you will see that list once you go

to the App launcher and then select the Microsoft List icon:




' Planner q Project
& Sway B Lsts

+ New list
Favorites
Recent lists
Subcontractors datab Travel Expenses TeavelExpenses  Lessans Leame TravelExpen Listof Approvers

For example, the Subcontractors list above appears in Microsoft Lists, and when we click

on it, here’s the view:

Microsoft Lists L Search
H Edit in grid view 12 Share Bl Export ~  #§ Automate ~ [ Integrate ~ = All ltems Y @
ACME-HR

X

Subcontractors database

First name Last name Mobile - Area cov... Transport Skill Hourly rate ~  Misc + Add column
John Smith 2323332 Dublin Car Installer £21.00 Very good with

clients,
James Jonnsan 777654 Dublin Van Installer £22.00 Hard to

with, b

Mary Williams 234234 Dublin Car Installer £18.00 Nice all round.
Robert Brown 654367 Dundee Truck Trainer £19.00 Avoid if possible,
Linda Jones 434567 Manches... Car Trainer £17.00 Mice all round.

All of the most common features can be performed from this end, and whatever changes

are made, they will appear in the original list on the original SharePoint site.

Lists can also be saved to My lists and will not appear on any SharePoint site.
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Let’s create a list with Microsoft Lists.

1. Select + New list and choose a template.

Create a list %
Blank list From Excel From existing list
Templates
AR n 9 5687156
J. ] 5564512 | |
Issue tracker Employee onboarding Event itinerary Asset manager
- N I B D .
* 9
* g u
- L 4
Recruitment tracker Travel requests Work progress tracker Content scheduler

2. There are a number of choices:
e Blank list - build your list from scratch
e From Excel - base it on an Excel file
e From existing list - base it on an existing list
e Templates - start with an existing template for a specific purpose

3. We're going to select a Blank list. We give it a name, description and a colour. We

save it to My lists and not a SharePoint site.
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Name * X

My Travel Expenses

Description

Keep track of work traveling

Choose a color

Choose an icon

smoef@eov e ldea 0

Saveto *

| mr My lists v

= =

4. Next, we're going to add the following columns.

Column name Column type
Title In this example, we're going to keep the Title column as the
tile of the travel
Destination Single line of text
Distance Number
Milage rate Currency
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Column name Column type

Purpose Multiple lines of text
Date Date and time
Total cost Calculated column

5. All of the columns types have been used in earlier examples, apart from ‘Total cost’
and its data type - the calculated column. To create this, add a column and select

More. As in the screenshot below, add in the following formula: [Distance]*[Mileage

rate].




MName and Type Column name:

T this colummn Total cost
The type of information in this column is:
(") Single line of text
() Multiple lines of text
(") Choice {menu to choose from)
() Mumber (1, 1.0, 100)
() Currency (%, ¥, €
(") Date and Time
(") Lookup {information already on this site)
(") Yes/Mao (check box)
(") Person ar Group
() Hyperlink or Picture
(@ Calculated {calculation based on other columns)
IERE
(") Task Qutcome
Additicnal Colurnn Settings Description:

g
Farmula: Insert Colummn:
Compliance Asset Id
[Distance]*[Mileage rate] Created
Date
Destination
Distance
Mileage rate
Modified
Title

Add to formula
The data type returned from this formula is:
(") Single line of text
o Mumber (1_1.0_100)

@ Currency (%, ¥, €

() Date and Time

) Yes/Mo
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6. Add an item to your list.

B save > Cancel @ Copy link []

New item
= Title *

Trip to Londen

[~ Destination

London

1) Distance

‘ 300

5 Mileage rate

43

= Purpose

Visiting clients in London for the day.

I Attachments

Add attachments

7. Once the list is saved, the item is added as a row, and the calculated column

multiplies Destination and Mileage rate.

My lists
»

My Travel Expenses st

Title Destination Distance Mileage rate Purpose Date Total cost

“Trip to London London 300 £048
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Sharing your list
If we want to share the list, we can do so by selecting the ‘..." three dots and pick a

person or 365 group along with a suitable permission level.

Recent lists Grant access e X

My Travel Expenses

To: Mame, group or emai
w
& Can edit

%? Full control
Can fully configure, edit, and share this list.

j Can edit

My Travel EKPE'“SES Can edit or add items. Can't share this list.
My lists
3 minutes ago 2 Can view
Can't edit or share this list.
Or we can select Share at the top of the screen:
=+ New B Edit in grid view ﬂ Export ~ 8 Automate ~ H Integrate ~ <+ = All ltems Y O
My lists
> My Travel Expenses ¢
Title ~ Destination Distance Mileage rate Purpose Date
“Trip to London ! ©® [ London 300 £0.48 Visiting clients in 11/05/2021
- London for the day.

We can also share an item from a list by selecting the ‘..." and selecting Share.
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& Edit B Editin grid view |2 Share @ Copylink [Z Comment [i] Delete

. x
+ My lists Send link
My Travel Expenses s
I@i}) Anyone with the link can edit &
o Title - Mileage rate
() “Trip to London R 4 rﬂ:: Name, group or email & £0.48
Message

Copy link Outlook

Note: If your list is shared to My lists, you have different sharing options as they are

based on your OneDrive options. If you try to share a list that is saved in SharePoint, the

site permissions in place will govern the list.

For more on lists, see https://resources.techcommunity.microsoft.com/microsoft-lists/

Simoda Limited
Eagle Works
32 Cotton Mill Walk
Kelham Island
Sheffield
S3 8DH

0114 553 3600

simoda.co.uk
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