Adding New TeamSites

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
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Training X

Administrati 55t
Administration

Site Actions ~ | @ TS

Edit Page
Modify the web parts on this
page.

New Document Library
Create a place to store and
share documents.

New Site
Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

View All Site Content

View all libraries and lists in
this =ite.

Edit in SharePoint Deszigner

Create or edit lists, pages, and
worlkflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.

Add a site

Navigate to the “parent site”. For DNDO we have been placing
teamsites in the “Administration” site. For 15t Responder we have been

using “Program Mgmt/Admin” site
Select “More Options”



Select a template

Browse From: T T S
Search Installed Items yol

Installed Items >
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Title = Type

X i Type: Site
| Filter By: = T Categories: Web Databases
Il 99,
All Types Qi ﬁf% ¢ __9\ Create an assets database to keep
|J = -—,4) track of assets, including asset details

Library and owners. 3
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All Categories > g |.-_.-z_'- e |
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Collaboration Blank Site Blog Charitable Contacts Web BaLe | More Options |
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Communication

Content
Data ‘%
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. Decision Meeting DNDO_Team3Site3 Document Center Document
Tracking
Workspace Workspace

Web Databases 2
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Enterprise Search Enterprise Wiki EOTA_Worksite Group Work Site
Center

1. Select “Filter By: Sites”
Select the template you want to use
Name the site

Give the site a file name. Use a shorte_ned version of the site
name and avoid using spaces or special characters

5. Select “More Options”
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Create permission groups

O x
Title and Description o Search lled Items p
Type a title and description for your new site. Title:
The title will be displayed on each page in the . .
site. e pag ‘ DNDO TeamSite Template | DNDO_TeamSite3
Description: Type: Site

Categornes: Blank & Custom

Web Site Address

Users can navigate to your site by typing the URL name:

Web site address {URL) into their browser. You https://ecta.ener ov/DNDO/o.../
can enter the last part of the address. You pst ! gy-gevd
should keep it short and easy to remember. TeamSite_Template

For example, https://eota.energy.gov/DNDO/
o.../sitename

Permissions

You can give permission to access your new User Permissions:

site to the same users who have access to this (3) Use unique permissions <
parent site, or you can give permission to a = o .
unigue set of users. () Use same permissions as parent site

Mote: If you select "Use same permissions as
parent site”, one set of user permissions is
shared by both sites. Consequently, you cannot
change user permissions on your new site
unless you are an administrator of this parent

site.

MNavigation Inheritance

Specify whether this site will have its own top Use the top link bar from the parent

link bar or use the one from its parent. site? =

() Yes () No

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

Select “Use Top Link Bar”
Select “Create”



Create permission groups

Visitors to this Site o
@ Create a new group  (7) Use an existing group
Visitors can read content in the Web site, Create a group of visitors or re-use an existing

SharePoint group. DNDO TeamSite Template Visitors e

W
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Members of this Site

@ Create a new group ) Use an existing group 2
Members can contribute content to the Web site. Create a group of site members or re-use an
existing SharePoint group. DMNDO TeamSite Template Members

Stoudenmire, Paul ; k

8 [

Owners of this Site

) Create a new group @ Use an existing group
COwners have full control over the Web site. Create a group of owners or re-use an existing
SharePoint group. Domestic Nuclear Detection Office Owners [~ (

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

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

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



Customize the site

Dromestic Nuclear Detection Office Directorates * TeamSites * Help using SharePoint

Team Calendar

Teamsite Tasks Site Users
Team Discussion )
Board [ @ Title Start Date Due Date % Complete Task Status Priority Predecessors Assigned To Stoudenmire, Paul
Working Documents There are no items to show in this view of the "Teamsite Tasks” list. To add a new item, dick "New". B Add new user
Source Documents
4k Add new item
& Recycle Bin
[Zh ANl site Content
My Workflow Tasks
[ Title Status Cue Date % Complete Cutcome Related Content

There are no items to show in this view of the "Tasks" list. To add a new item, dick New™,

4k Add new item

Working Documents

[ Type Name Maodified Meodified By

There are no items to show in this view of the "Working Documents® document library. To add & new item, dick "Mew™ or "Upload”.

4k Add document

Source Documents

[ Type Name Maodified Meodified By

There are no items to show in this v

of the "Source Documents™ document library. To add a new item, dick Mew™ or "Upload™.

4k Add document

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

Edit Page
Modify the web parts on this
page.

Mew Page
Create a page in this site.

Mew Document Library
Create a place to store and
share documents.

Mew Site
Create a site for a team or
project.

More Options...
Create other types of pages,
lists, libraries, and sites.

Manage Content and Structure
Reorganize content and
structure in this site collection.

View All Site Content
View all libraries and lists in
this site.

Edit in SharePoint Designer
Create or edit lists, pages, and
workflows, or adjust settings.

Site Permissions
Give people access to this site.

Site Settings
Access all settings for this site.
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Navigate back to the top level site collection (DNDO or 15t Responder)

a link from the Top Menu Bar

-

Look and Feel

Welcome Page

Title, description, and icon
Master page

Page layouts and site templates
Tree view

Site theme

Mawvigation \

and select “Site Settings”
Select “Navigation”



Create a link from the Top Menu Bar

Move Move & edit... ¥ Delete i Add 2 Add

Up Down Heading... Link...
/:J Global Navigation \
[J Directorates 2

,._,—‘-E—,, Architecture Directorate
,._,—‘-E—,, Mizsion Management Directorate
,._,—‘-E—,, Mational Technical Muclear Forensics Center
,._,—‘-E—,, Operations Support Directorate
2. product Acquisitions and Depleyment
2. red Team and Net Assessments
8. systems Engineering & Evaluation
2. Transformation & Applied Research
[J Teamsites
="

9, FEMA — 1

& Ilinois APOC/RAPTER
& LANL Spectroscopy
& Train-the-Trainer
& VIPR/RND
% Help using SharePoint
4 Current Navigation
5'1?1 Operations Support Directorate
i Architecture Directorate (Hidden)
Mizsion Management Directorate (Hidden)

Product Acquisitions and Deployment (Hidden)
Transfarmation & Applied Research (Hidden)
Systems Engineering & Evaluation (Hidden)

Mational Technical Nuclear Forensics Center (Hidden)
Red Team and Net Assessments (Hidden)

Select any site under the heading “TeamSites”
Select “Add Link”

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

i

Edit the title, URL, and description of the navigation item. |
— 1

o
ﬂﬂe: | /

' : Browse...
URLE | http:// [ ] &- I — 2
Open link in new window
Description: s
Audience: | @ [E9

o —— el

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
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Change the Master Page

= Look and Feel /

|W Welcome Page
; Title, description, and icon 2
Master page <€
Page layouts and site templates
Tree view
Site theme
MNavigation

Site Actions

% "";'-' I L.
|_:_"£:_§4' Manage =site teatures
k- Reset to site definition

Delete this site
Site Web Analytics reports
Site Collection Web Analytics reports

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

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

Select “Master Page”



Changing the Master Page

Inherit site master page from parent of this site

() Specify a master page to be used by this site and all sites that
inherit from it:

=

Reset all subsites to inherit this site master page =etting

@ Inherit system master page from parent of this site

(7 Specify a systern master page for this site and all sites that inherit
from it:

=

Reset all subsites to inherit this system master page setting

) Inherit Alternate C55 URL from parent of this site
) Use Microsoft SharePoint Foundation default styles

) Specify a CSS file to be used by this publishing site and all sites
that inherit from it:

B

Reset all subsites to inherit this alternate C55 URL

Cancel

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



	Adding New TeamSites
	Introduction
	Add a site
	Select a template
	Create permission groups
	Create permission groups
	Customize the site
	Create a link from the Top Menu Bar
	Create a link from the Top Menu Bar
	Create a link from the Top Menu Bar
	Change the Master Page
	Changing the Master Page

