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				About


Course Content


Certification


			

			
				Introduction:

This two day class is designed for information workers or power users who serve as SharePoint Site Owners or Site Collection Administrators. Students should take this course if they need to know how to manage the team collaboration, document management and social features of Microsoft SharePoint 2016 sites. This class compliments the 20339-1 course by providing IT Pros with the foundation of permissions and site collection management.

 

Audience profile:

	SharePoint Site Owners
	SharePoint Power Users
	SharePoint Site Collection Administrators
	SharePoint Administrators and Developers


Job role: Developer

 

Pre-requisites:

Before attending this course, students must have:

	Have strong SharePoint 2010-2016 end user skills or have attended course “55193: Introduction to SharePoint 2016 for Collaboration and Document Management” or similar.
	Good Microsoft Office skills, including Word, Excel, PowerPoint and Outlook.



 Course Objectives:

	Manage Sites and Site Collections
	Add users and groups and manage site, list, folder and item security
	Add and configure web parts
	Configure site options including theme, title, description and icon
	Configure site navigation
	View site activity reports
	Customize lists and libraries
	Configure Check out/in, Content Approval and Versioning
	Create and modify pages and web part pages


 

Course content

	Module 1: The Role of the Site Owner
	This module provides an introduction to the topics covered in the class, introduces SharePoint terminology and the role of the Site Owner
Lessons:

	
	The Role of the Site Owner
	Work Areas for Site Owners
	Browser Support
	Resources



	After completing this module, students will be able to:
	
	Identify who can do what in SharePoint administration.
	Navigate to site collection, site, page and list administration pages typically used to administer SharePoint sites.



	Module 2: Users, Groups and Permissions
	This module covers the management of SharePoint user and content security at the site, list, library, folder and item levels.
Lessons:

	
	SharePoint Security
	Users and Groups
	Permission Levels
	Inheritance
	Adding and Removing Users
	Creating SharePoint Groups
	Creating Custom Permission Levels
	List and Library Permissions
	Checking Permissions
	SharePoint Security Best Practices



	Lab: Users, Groups and Permissions
	
	Quiz!
	Add new users to a site
	Create a permission level for “Add, Edit, but not Delete”
	Create a new group for the site
	Create a new group for granular permissions
	Create a subsite with unique permissions
	Set unique permissions on a library and a folder



	After completing this module, students will be able to:
	
	Manage SharePoint security using best practices.
	Add new users and groups to SharePoint.
	Create custom permission level.



	Module 3: Site and Site Collection Features
	This module covers the use of SharePoint Features to add and remove functionality for sites and site collections.
Lessons:

	
	SharePoint Features
	Features for Site Owners
	Features for Site Collection Administrators



	Lab: Site and Site Collection Features
	
	Quiz!
	Add a Feature to Your Site



	After completing this module, students will be able to:
	
	Describe the use and scopes of SharePoint Features.
	Activate and Deactivate Features for Sites and Site Collections.



	Module 4: Managing Sites and Pages
	This module explores the creation and configuration of subsites and pages.
Lessons:

	
	Creating Subsites
	Deleting Subsites
	Changing the Look and Feel
	Site Navigation
	Save Site as Template
	Search Visibility for the Site
	Creating Pages
	Working with Web Parts



	Lab: Managing Sites and Pages
	
	Quiz!
	Create a subsite and add lists and libraries
	Customize the home page of the site
	Add a web part to the home page



	After completing this module, students will be able to:
	
	Describe the use of subsites and pages.
	Create, configure and delete subsites.
	Create, configure and delete pages.
	Configure site navigation.
	Save a Team Site as a reusable site template.
	Add and configure web part



	Module 5: Working with Lists and Libraries
	This module explains how to create and configure out of the box and custom lists and libraries. It covers how to configure and work with features such as Content Approval, Versioning and Views.
Lessons:

	
	Creating Lists and Libraries
	Deleting Lists and Libraries
	List Settings
	Viewing Files using Office Online Server
	Content Approval
	Folders
	Search Visibility
	List and Library Versioning Options
	Checking Documents Out and In
	Adding and Configuring Columns
	Column and Item Validation
	Creating Lists by Importing Excel Files
	Creating and Modifying Views.



	Lab: Working with Lists and Libraries
	
	Quiz!
	Add Columns to an Existing List
	Add an Alert
	Configure Content Approval
	Configure Versioning
	Create a List from an Excel File
	Add Custom Views to a List



	After completing this module, students will be able to:
	
	Describe the key features of SharePoint Lists and Libraries.
	Create and customize lists and libraries.
	Configure Content Approval, Versioning, Required Check Out and other list and library features.
	Create and use list and library views.



	Module 6: Monitoring Site Activity
	This module explores the Site Activity reports available to Site Owners and Site Collection Administrators.
Lessons:

	
	SharePoint Reporting
	Storage Metrics
	Popularity Trends
	Search Reports



	After completing this module, students will be able to:
	
	Describe the out of the box reports available to Site Owners and Site Collection Administrators.
	Create and save activity reports



	Module 7: SharePoint Apps and Add-ins (Optional)
	This module explores SharePoint Apps and Add-ins.
Lessons:

	
	Describe the out of the box reports available to Site Owners and Site Collection Administrators.
	Create and save activity reports



	Lab: SharePoint Add-ins
	
	Instructor led demo of working with Add-ins.



	After completing this module, students will be able to:
	
	Understand the differences between SharePoint Apps and SharePoint Add-ins.
	Add and configure SharePoint Add-ins.






Associated certifications and exam:

On successful completion of this course students will receive a Torque IT attendance certificate.
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							Skilled Microsoft engineers add significant value to the marketplace by reducing the cost of technology solutions whilst improving efficiency and fuelling innovation. Through authorized Microsoft training, Torque IT empowers engineers, developers and end-users to realise their full potential by providing them with the necessary knowledge and skills to optimise the adoption and use of Microsoft solutions.

Torque IT considers authorised Microsoft training to be an integral part of any Microsoft implementation. Microsoft authorised training, and associated certification, ensures that you get the most from your technology investment and that you are able to operate above the technology curve. Microsoft career certifications are universally recognised as demonstrating a high level of expertise and credibility for individuals and the organisations that employ them.

Authorized Microsoft training and certification is the industry standard for any solution that includes designing, selling, implementing, upgrading, managing, and operating Microsoft solutions.

For 19 years, Torque IT has maintained the status of Gold Learning Partner for Microsoft in South Africa. This is the highest level of accreditation that Microsoft awards to Learning Partners that specialize in technical, product, sales, development, end-user and solutions training.

These achievements reflect our commitment to providing our customers with quality skills development, enablement, training, and certification solutions that demonstrate exceptional depth, breadth, and expertise across Windows Server, Windows Client, Microsoft Virtualization, Microsoft Azure, Office 365, Exchange Server, SharePoint Server, Skype for Business, System Centre Server, Visual Studio and Microsoft Office technologies.

Torque is recognized by Microsoft, and the industry, as having met rigorous standards for educational competency, service, customer satisfaction and investment in Microsoft technologies that will prepare the next generation of IT industry professionals.
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