SharePoint for Office 365 Site Owner

Duration: 2 Day(s)

Course Overview

Welcome to the SharePoint for Office 365 Site Owner Training course, crafted to elevate your capabilities in managing and
optimizing SharePoint sites within your organization. SharePoint is essential for collaboration and content management, and
mastering it is crucial for enhancing workplace productivity and efficiency.

Throughout this course, you will dive into the core aspects of SharePoint site administration. You will learn how to create
and navigate sites, manage content effectively, and integrate various Microsoft Office applications to streamline workflows
and improve communication among team members. Additionally, these topics will equip you with the knowledge needed to
organize site content strategically and enhance the user experience.

By participating in practical exercises, you will gain valuable hands-on experience. These activities aim to help you leverage
SharePoint’s extensive features, thus enabling you to manage SharePoint sites competently.

Join us to unlock the full potential of SharePoint and become a pivotal resource in your organization’s digital transformation.

Review this course online at https://www.alta3.com/courses/WE-SP365S0O

Objectives

+ Design comprehensive SharePoint site management strategies for optimal performance.
* Implement effective content management and site navigation using SharePoint.

» Understand and apply Office suite integration to enhance collaborative capabilities.

» Manage site permissions and user access efficiently to maintain site security.

Who Should Attend Prerequisites

« Current SharePoint Site Owners Suitable for anyone interested in enhancing their

« IT Administrators SharePoint Online site management skills.

« Office 365 Administrators
» Employees Interested in SharePoint Management

Course Outline
Working with Sites

1. Understanding Site Templates and Creating Sites.
2. Enhancing Site Navigation.

3. Hands-on Exercise: Creating Team Sites.

Managing Page Content

4. Exploring Site Pages and Wiki Library Pages.



5. Practical Exercise: Working with Wiki Pages.

Site Columns and Content Types

6. Utilizing the Site Column Gallery and Creating Site Columns.

7. Managing Site Content Type Gallery and Creating Content Types.

8. Exercises: Creating and Working with Content Types, Adding Content Types to a Library.
Office Integration
9. Integrating SharePoint with Excel and Outlook.
10. Practical Exercises: Excel and Outlook Integration.

Managing SharePoint Site Permissions

11. Understanding SharePoint Groups and Assigning Permissions.

12. Managing Permissions Inheritance.
13. Hands-on Exercise: Working with SharePoint Permissions.
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