
Office 365 SharePoint 

Online: End User and Site 

Administration Basics

Workshop

Overview
The SharePoint Online: End User and Site Administration 

Basics workshop addresses the depths of SharePoint Online site 

management, security, collaboration features, and more. Through 

presentations, white-board discussions, and goal-based labs, this 3-

day workshop will provide SharePoint users and site administrators 

the skills to walk away with a firm grasp on the technical concepts 

required to successfully administer and use this world-class 

collaboration infrastructure. 

Key Features and Benefits

Each group of modules is organized by scenario and is designed to 

provide participants with in-depth expertise, tools and hands-on 

experience to administer and work with SharePoint Online sites and 

features.

Technical Highlights 

After completing this course, you will be able to:

• Understand the SharePoint Online site and collaboration features.

• Manage site collections, site templates, security, site features, list 

and libraries, and site data..

• Experience working with web parts, apps, content types, site 

columns, the search interface, object sharing features, and more.

• Learn how to translate the SharePoint Online site collaboration 

features to your everyday business needs. 

Target Audience:

To ensure the high-quality 

knowledge transfer expected 

by the attendees of this 3 -

day workshop, class size is 

limited to a maximum of 16 

students, and recommended 

that students meet the 

following criteria:

• SharePoint users who are 

familiar with the basic 

concepts and features of 

SharePoint.
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This workshop runs for 3 full days. Students should anticipate 

consistent start and end times for each day. Early departure on any 

day is not recommended.

Module 1: Site Administration: Learn the difference between site 

collection and site administration settings and the various 

administration user roles. Also explore the various site templates 

available for use and best practices around site taxonomy and 

structure.

Module 2: Securing Content: Understand site and object security 

options such as permissions, permission levels, groups, the 

inheritance model, and external user sharing

Module 3: Lists and Libraries: Take a deep dive into working with 

lists and libraries, list templates, columns, views, versioning, check 

in/out, and alerts.

Module 4: Working with Content: Explore the powerful content 

management features such as content types, site columns, 

managed metadata, policies, the search interface and more.

Module 5: Web Parts and Apps: Gain insight into working with the 

available Web Parts provided with SharePoint Online products and 

learn how to leverage SharePoint Apps.

Hardware 

Requirements:

NOTE: There is no 

hosted VM or CIAB 

for this workshop. 

Each student is 

required to provide 

their own laptop or 

PC that has Internet 

Explorer 10 or 11 

installed. Each 

student’s machine 

must also have Office 

2013 installed.  
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