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About Us

Empowetring Scotland since 2002.

At Etopia Training, our mission is to help individuals and
organisations across Scotland build the skills and
knowledge they need to excel in their careers.

Since 2002, we've offered premium trainer-led courses that
foster personal and professional growth. Through our
commitment to excellence, trust, and community, we aim to
build a brighter future for our clients and contribute to the
prosperity of Scotland’s organisations.

www.etopiatraining.co.uk



Why choose Etopia?

Expert-Led Classes

Our courses are taught by professionals
with years of industry experience. They bring
real-world knowledge that goes beyond the
basics, ensuring you gain a deep
understanding of your software’s
capabilities.

Satisfaction Guarantee

We take pride in our courses and are
committed to providing the best IT &
business training available in Scotland. If
you are not 100% happy with the outcome of
your course, you are entitled to a full refund.
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Hands-On Learning

Our interactive session is filled with
practical exercises and real-life
scenarios. You'll get to learn real uses
for your software based on examples
across various different industries.

Post-Training Support

Your learning doesn't stop after the course.
Each trainee will receive their own digital
learning handbook, and we offer 60 days of
post-training support to help you with any
questions or challenges you encounter.
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Your data, visualised

Microsoft SharePoint is a web-
based platform that enables
organisations to store, organise,

tht is and manage their information.
Integrating seamlessly with

~ Microsoft 365, it offers tools for

ShqrePOI nt? document management, team

collaboration, and workflow
automation. SharePoint can be

Trqnsforming deployed on-premises or in the
cloud, providing flexibility to suit

businesses different business needs.
through
collaboration Organisations can use SharePoint

to create intranet sites, manage
shared documents, and
automate workflows. Teams can
benefit from features like co-
authoring, version control, and
advanced search to collaborate
effectively. It also supports
custom solutions and third-party
integrations, making it a versatile
tool for enhancing productivity
and communication across
organisations.




Benefits of SharePoint

Improved Collaborration: Centralised Documents:

= E——— NPT SharePoint enables teams to work SharePoint provides a secure,

2 semt together more efficiently by allowing organised repository for documents
Sites Frequ them to share documents, track tasks, and files. It includes version control, so
o IF IE— _ F F and communicate seamlessly. It users can track changes, and ensures
wavecuin ok ) MR GRREDE. i B sl <speone My supports real-time co-authoring, that the latest version of a document
el [—ye— s smEm. @nm @ e meaning multiple people can work on  is always available, reducing
x| @ursr | @ e | @ s @ e the same document at once, confusion and duplication of effort.
e % [l @ e | @mmez, @2 @ s improving productivity and teamwork.
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P e I Rl Tt Pt P SharePoint allows businesses to SharePoint offers advanced security
i :vw“il:"-j:‘fi-h- - e g “‘“‘"’M : ek e create customised sites and features, including customisable
g et s workflows tailored to their needs. It access controls, encryption, and audit
_— integrates smoothly with other trails, helping businesses protect

Microsoft 365 tools like Teams, sensitive information. It ensures that

Outlook, and OneDrive, providing a only authorised users can access or
unified platform for collaboration and  modify specific documents or datg,

productivity. supporting compliance with industry
regulations.
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SharePointfor Site
S Administrators

1Day Course | Our Training Centre, Online or On-site

Designed for those responsible for maintaining and creating
company information; this course teaches you how to effectively

(4]
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manage and optimise SharePoint websites. Learn to create and

customise sites, manage user permissions, and handle
document and content management. You’'ll also gain essential

skills for troubleshooting and maintaining a secure,

collaborative environment.

With expert-led instruction and hands-on learning, this course
provides you with the practical skills needed to confidently

administer SharePoint.

Microsoft I
Partner

View Course



https://etopiatraining.co.uk/courses/course/microsoft-sharepoint-site-administrator
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Course Layout

1 Creating a New Site

An introduction to building and designing
a SharePoint site.

2 Adding & Configuring Libraries
Learn how to configure a document library for
a team site. Add a wiki to your site.

3 Adding & Configuring Lists
Learn how to add announcement, contact,
calendar and custom lists and blogs.

4 Configuring Site Settings
Configure site search options and
navigation settings.

5 Permissions & Security

Configure site search options and
navigation settings.




1. Creating a New Site

Over the course of this topic, you will learn how
to create a site, as well as learn how sites fit into
the hierarchy of SharePoint. Additionally, you will
learn how to design and customise styles and
text layout.

e The SharePoint site hierarchy

e Site creation options

e SharePoint site templates

e How to navigate the site settings page

e The Look and Feel group

e How to change the title, description, and logo

How to customise styles & text layout
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Site contents - New ShareFoint Site
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2. Adding & Configuring
Libraries

Over the course of this lesson, you’ll learn about
several of the libraries that you can add to your
site. You will find out how to add and configure
document libraries, site assets libraries, and wiki
page libraries. Additionally, you will learn how the
rating feature works, and how to implement
content approval.

e What are document libraries?
e How to navigate the List and Library Settings

e How to create an asset library

e Configuring asset libraries

D5 000 Produet Dk By L Dm0 i e, Erursng 1o " Ierradeng L e W

e What is a wiki? [ - e R—
{ .-
e How to add a wiki page library ﬂ-m et
o [¢] g 4%

e Ratings and content approval features . R
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3. Adding & Configuring lists

Next, you’'ll learn how to add and work with lists
in SharePoint. You will become familiar with the
processes involved to create and configure i Wicrosofe i
Announcement lists, Tasks lists, Contact lists, BEE & coenore @ oootiocsy @ rovernons 48 e -

Calendar lists, and Custom lists. Additionally, . —_— N\ e ot

you will learn how to add a Blog site to | ¢ inerary - . forence _ | _ -
Lt Session name Session code Session type ~ Description « Speakers ~ Sta
SharePoint.

Session name ~ Session code v Ses

Breakfast meet & greet MLODT Meal Breakifast for all atten... 611/
Breakfast meet & gre... MLOGT Welcome & Introduct... KN321 FKeynote Introduction session .. & Wanda Howard 611/,
e What is an announcement list? _ .
lcebreaker Sessions 1- 4 BR739 Breakout Attendees divide into,.. 3 Allan Munger 611/,
{ W h O t G re tq S k I i S t S ? Welsame Sintiaguctl... NS Coffee/Tea/Rest break MLODZ Meal Transition 671/,
o Become a Person of Influence Ws026 Workshop Explore ways to influe.. a Erika Fuller 671/,
e What are calendar lists? cobreker Sessions .
What should you build next? 1 TK981 Talk Haow can you get over.. & Wanda Howard 611/,
e How to configure and setup lists nich B o cioynhensntt,  QERARIR v
Coffee/Tea/Rest break MLOO2
° A d d N g a b I 0] g Si t e The evolution of emoji usag... K173 Talk What role do emaijis ... Bmtun Munges &1/,
Barua s Parson el TikTok 101: Brands and Influe... PLEAD Panel Learn about creating .. 0 Chris Naidoo 6/1/,
Coffee/Tea/Rest break = mLo04 heal Transition 611/,
What should you buil...  TK261 Fireside chat with Jason = knoes Panel An intimate gathering... a Allan Munger 61/,

Day closing remarks KNO37 Talk A parting note from t... o Eric Ishida 6/1/,
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4. Configuring Site Settings

In section 4, you will learn how to configure site
search settings, site administration settings, #' EDIT LINKS

and site navigation settings. Additionally, you Site Settings

will learn how to change regional settings,

Home Look and Feel Web Designer Galleries

access popularity trends, configure both the S Quick launch Site columns
. . Mavigation Elements Site content types
top link bar and the Quick Launch menu; and Site contents Change the look

Recycle Bin Site Administration

work with a SharePoint Search Center.

Site Actions Regional settings
# EDIT LINKS Manage site features Language settings

Enable search configuration export Export Translations
Reset to site definition Import Translations

e What result sources and pages are Site libraries and lists

User alerts
c c c site Collection Administration RSS

o HOW tO COangUI’e S|te Sequh SettlngS Recycle bin Sites and workspaces
Search Result Sourcas Waorkflow settings

e How to use SharePoint Search Centre et Gy R Term store management

. . . L. . . Search Schema

e Configuring site administration Settings Search Settings search

Search Configuration Import Result Sources
. . Search Configuration Export Result Types

L Q uic k I aunc h o pt IonNns Site collection features Query Rules

Site hierarchy Schema
0 0 2 0 0 Site collection audit settings Search Settings

¢ C on f I g urin g navi g a t Ion O p t Ions Portal site connection Search and offline availability
Site collection app permissions Configuration Import
Storage Metrics Configuration Export

Content type publishing
Site collection health checks
Site collection upgrade



5. Permissions
& Security

Lastly, we will learn about permissions and how
they can be used to control who sees what
content on your site. Additionally, you will learn
about SharePoint groups and how they can be
used to streamline the application of
permissions.

e What are SharePoint permissions?
e Using SharePoint groups

e Configuring permission levels

e Securing site components

e Configuring site security options

Permissions

Manage site permissions or invite others to
collaborate

" Site owners
~  Site members
' Site visitors
Site Sharing

Change how members can share

There are additional groups or people with
permissions on this site. To see them, please
visit Advanced permissions settings.
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