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With Microsoft SharePoint on your PC,
Mac, or mobile device, you can:
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Use a communication site to broadcast information out to a
broad audience.

With a communication site, typically only a small set of
members contribute content that is consumed by a much
larger audience.

If you want to collaborate with other members of your team
or with others on a specific project, a team site is the better

COMMUNICATION SITE VS. TEAM SITE



A SharePoint communication site is a great place to
broadcast information to others. Share news, reports,
status updates, and more in a visually appealing

format. Use communication sites to engage and
inform broad audiences.

Create portals, department, or project-specific sites

Share company news, announcements, and events

Engage dozens, or thousands, of viewers

borating with your team, use

WHAT IS A
COMMUNICATION SITE



SharePoint

-+ Create site Create a site

Choose the type of site you would like to create or learmn more about team sites and communication sites

e @
J : ;l

Team site Communication site
Create a private space to collaborate with your team. Share information that engages and informs viewers.

B Track and stay updated on project status L/ Create portals, department, or subject-specific sites
£} Share team resources and co-author content Engage dozens or thousands of viewers

S Al site owners and members author site content By Few content authors and many site visitors

CREATING A COMMUNICATION SITE



Create a communication site

Showcase stories, spotlight topics, and broadcast news and
events to audiences your arganization.

Communication sites often have a few site owners and members
that help manage and update site content, and many site visitors
that view content. Learn more

Site name *

test

The site name is available.

Site address *

Site description

Tell people the purpose of this site

Select a language
English

Select the default site language fc

later,

te. You can't change this

CREATING A
COMMUNICATION SITE

You will name your new site and put a
|« -~ = general description in the Site Description
box.

Choose

Open
up

Choose a language for your site

(Important: once you select a
language you cannot change it later —
So make sure you select correctly)

Select next/finish and your new site will

open.
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These next tips will help you find out how to:

1 Customize ) Customize 3 Customize 4 Customize E Customize
logo navigation theme page layout web parts



Customize your logo

You can change the logo for your site.

E Office 365 | SharePoint

KR

Site information|

Click on ﬂ > Site information. Review your updated logo.

The Site information panel will open.
Click Change the look and then choose Header,
Scroll down to Site logo, Select Change

select the image you want to use, then click Open > Save. Recommended logo size is 64px x 64px.



Customize the navigation

You can add, delete, or change the order or position of links on the left-hand
(Quick Launch) nav, top nav, or hub nav bar.

| Office365 | SharePoint H | Office365 | SharePoint

o o T Home -+ Home =+  Addalink
eam )
H ’ Move up Choose an option
Site

Move down Address

Make sub http://
link b |

& Edit Remove Display Name

’ New Menu Item

E Office 365 | SharePoint

Save Cancel Save Cancel
To make changes to the nav, click To edit existing links, click the ellipses (...) To add a new link, click the
Edit. (NOW AT THE TOP in next to the link. + icon that appears when you place
Communication site) your mouse pointer above or below
Edit - Changes the address and/or display name  a link. In the dialog box that
Move up - Moves the link up appears, choose URL to add a
Move down - Moves the link down custom link or choose one of the
Make sub link - Makes the link a sub link of default items associated with your
the link above it site. Then click OK.

Promote sub link - Converts a sub link
to a top-level link
Remove - Deletes the menu item



Customize the theme

Here's how to change the look of your SharePoint Online website.

E Office 365 | SharePoint ‘ ﬁ E Office 365 | SharePoint ‘ ﬂ‘

Team Site
LN Team Site
b 4 ®
o

Change the look

Change the look i EEE Office 365 | SharePoint ‘ ﬁ ‘
- . (®) Current
Abc

SharePoint Themes Team Slte Change the look
..
Abc 9

..
Abc

Dark
H F Yellow

Click on$¥ > Change the look.

Before and after

Here's an example of what happens
when you choose the Dark Yellow
theme for a SharePoint Online

team site.

The background turns to black, the
text switches to white, and the other
elements change from blue to yellow.

The Change the look panel will open.
Select the theme you want to use and
then click Apply. If selecting an out-of-the
box theme, you can further customize the
main and accent colors.



Add pages

You can easily add new pages and content to your site. Here's how:

8 orice365 | sarevoi | K [ | Oficesss | sworam 43 "B R
One Two

i Three
- Team Site j column column column
Page Title . I I .
Office 365 | SharePoint

One-third Qne—third
’ left right

! Team Site
Page Title

Click on New>Page © Click the + icon on the left to
’ add sections and columns
Click the + icon in the center
Publish to add web part

Users on the site won't see the
page until you publish it.

Published pages are viewable by
users who have the appropriate
permissions on the site.

You can add a page title and image




Web parts

When designing a page, you can add different elements to

build unique and impactful web content.

To add web parts, click the + icon that appears
when you hover over the page or within a section
in a page.

e— Here are some commonly used web parts

Text
Add text and tables to your page

Image
Add an image from a library, upload a new one, or search
for one online

Link
Use the Link web part to add a link with a preview to
internal or external content

Embed
Enrich your page by displaying content from other web
sites

Highlighted content
Dynamically display content based on content type,
filtering, or a search string

File viewer
Insert a variety of different file types on your page

Many more web parts are available.
To see the full list, see https://aka.ms/webparts




1 the settings icon on the

« DEEPER LOOK AT CUSTOMIZATION

THERE ARE SEVERAL THINGS YOU CAN DO TO CUSTOMIZE
YOUR SHAREPOINT SITE IN MICROSOFT 365
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Site theme

Current selection
Abc

SharePoint themes

Orange

Purple

Gray

Dark Yellow

THEME

Cancel
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c Contoso Communications

Home Documents Pages Site contents Edit

C

Edit navigation <
>
Home
Documents
>
Pages
) >
Site contents
| 2

>
Add /
Choose an option >
Address
http://

Display name N / \v | G/ \Tl O N
Type the display text

E] Open in a2 new tab

OK Cancel




SharePoint offers you the ability to collaborate on
ocuments at the same tfime. It gives you a

iINng documents so that

COLLABORATE



@ Open ~ = Share @ Copy link

Open in browser
ﬂ Open in app

(% Open in Immersive Reader

Q2 -
GO Contoso Electronics

(#) Global Sales  Global Sale
& Retail #
Motebook

Home

Documents

OPEN A DOCUMENT
FROM THE LIBRARY




Peophe in Contaso with the link can edit »
nd /
Copy ki =
Shared with: ﬂﬂ n &a ’0‘ Q . l- Ll

SHARE A DOCUMENT




@ 12} Share L] Comments

Adele Vance
On page 2
Go to location /

WHO IS WORKING O
THE SAME DOCUMENT?




SharePoint et o ot

Create a

Use this design to collaborate with your team. Share documents,
track events in a shared calendar, and manage project tasks

Team or
Communication
site

TEAMS SHAREPOINT SITE

Site name
Contoso Retail Team
The ste name is avaiabe
Group email address
ContosoRetailTeam
The group ailes s avanable.
Site address
ContosoRetailTeam

osoRetailTeam

Project collaboration and news for the Retail Team.

N

Privacy settings

nly member

Select a language

English

ct the e
tater




SharePoint

Explore your
team site

A MICROSOFT SHAREPOINT TEAM SITE CONNECTS YOU AND
YOUR TEAM TO THE CONTENT, INFORMATION, AND APPS YO
NEED.



Use team sites to
Store and collaborate on files
To create and manage lists of information

Track and stay updated on project status

Organize and co-author shared content

osoft 365 group to access team

WHY USE A TEAMS SITE?




Start by creating a new team
site. By default, you will get @
M collaboration site

CREATE A TEAM SHAREPOINT SITE



At the top of a team site, you'll see the site

logo, the name of the site, and whether the

site Is prlvate (only approved members can
blic (anyone in your organization

REVIEW TEAMS SITE CONTENT




If you have edit or owner
permissions on the site, you can
edit the home page by
clicking Edit in the top right

Public group W Following  ~ 16 members of the page an d then

FPublished 5/20/2022

EDIT THE HOMEPAGE



Settings

SharePoint

Add a page

Add an app

Site contents

Site information

Site permissiong

Apply as : te ”
Site usage

Site performance

Change the look

. /
Permissions
MManage who has access to this site.
Add members

ey R SHARING YOUR SITE

Share site only ~
:ontrol &

~  Sjte visitors - no control ©




AREPOINT VIDEO TEAMS SHAREPOINT
SITES

RESOURCES


https://lookbook.microsoft.com/
https://lookbook.microsoft.com/
https://support.microsoft.com/en-us/office/sharepoint-video-training-cb8ef501-84db-4427-ac77-ec2009fb8e23
https://support.microsoft.com/en-us/office/use-the-sharepoint-team-collaboration-site-template-75545757-36c3-46a7-beed-0aaa74f0401e
https://support.microsoft.com/en-us/office/use-the-sharepoint-team-collaboration-site-template-75545757-36c3-46a7-beed-0aaa74f0401e

» ANY QUESTIONS!
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