
SharePoint 2010 



Introduction 

 TeamSites 
◦ Sites setup for short-term, temporary work 

groups 
◦ Encourage collaboration by setting up: 
 Library for working documents (the product being 

produced by the team) 
 Library for reference documents 
 A task list linked to MS Project 
 Discussion Board 
 Document approval/review workflow 
 Calendar 

 Follow the following procedure to setup 
a TeamSite 



Add a site 

1. Navigate to the “parent site”.  For DNDO we have been placing 
teamsites in the “Administration” site. For 1st Responder we have been 
using “Program Mgmt/Admin” site 

2. Select “More Options” 
 



Select a template 

1. Select “Filter By: Sites” 
2. Select the template you want to use 
3. Name the site 
4. Give the site a file name. Use a shortened version of the site 

name and avoid using spaces or special characters 
5. Select “More Options” 
 



Create permission groups 

1. Select “Use Unique Permissions” – generally the teamsites will want to 
have a unique membership 

2. Select “Use Top Link Bar” 
3. Select “Create” 



Create permission groups 

1. SharePoint will automatically create groups based on site name.  Use 
these or select an existing group 

2. The name of the person creating the site (YOU) will be inserted as a 
site member.  Change if needed 

3. Generally we will use the parent site “Owners” as the teamsite owner 



Customize the site 

1. The site is now created.  You can now start customizing to meet your 
needs. 



Create a link from the Top Menu Bar 

1. Navigate back to the top level site collection (DNDO or 1st Responder) 
and select “Site Settings” 

2. Select “Navigation” 



Create a link from the Top Menu Bar 

1. Select any site under the heading “TeamSites” 
2. Select “Add Link” 
3. Use the “Move up” or “Move down” to relocate the link to where you 

want to see it 
 



Create a link from the Top Menu Bar 

1. Add a title for the link – usually the name of the teamsite 
2. Browse for the new site you want to link 
3. Select OK 



Change the Master Page 

1. If you are using a different Master Page (like the DNDO site), open the 
“Site Settings” 

2. If the “Master Page” option is not available under the “Look and Feel” 
menu you must ask a Site Collection Administrator to help 

3. Select “Master Page” 



Changing the Master Page 

1. Change setting to “Inherit site master page” 
2. That should do it!! 
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