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Overview

A SharePoint team site connects you and your team to the content, information, and apps you rely on every day. On a team site home page, you
can view links to important team files, apps, and web pages and see recent site activity feed.

How to Create a OneDrive Team Site

1. Login to Microsoft Office 365 using your Kerberos ID and password. For more information about logging in to OneDrive, visit Logging in to
OneDirive.
Result: You will be brought to the Microsoft Office 365 home page.
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2. Click on the SharePoint icon on the homepage.
Result: You will be brought to the SharePoint page.


http://kb.mit.edu/confluence/display/istcontrib/Logging+in+to+OneDrive
http://kb.mit.edu/confluence/display/istcontrib/Logging+in+to+OneDrive
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3. On the top left corner of the screen, click on Create Site.
Result: A Create a site panel will open on the right side of the screen.

Create a site

Choose the type of site you'd like to create.
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Team site Communication site
Share documents, have conversations with your team, Publish dynamic, beautiful content to people in your
keep track of events, manage tasks, and more with a organization to keep them informed and engaged on
site connected to an Office 365 group. topics, events, or projects.

4. Select Team site from the Create a site panel.
Result: You will be brought to a team site creation page.
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Get a team site connected to
Office 365 Groups Site name

Use this design to collaborate with your team. Share documents, Test Site 101|
track events in a shared calendar, and manage project tasks.

The site name is available.

Group email address

TestSite101 14

The group alias is available.

Site address

https://mitprod.sharepoint.com/sites/TestSite101
The site address is available.

Site description

Tell people the purpose of this site

Privacy settings

’ Private - only members can access this site v ‘

Select a language

’ English v ‘

Select the default site language for your site. You can't change this later.
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5. Fill in the information on the team site creation page, including the site name, the group email address, the site address, the site



description, privacy settings, and language. Once all of the information is filled in, click Next.
Result: A panel will open in which you can add group members.

Add group members

Group members will receive an email welcoming them to the
new site and Office 365 group
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Private group

Who do you want to add?

You can also add more people later

Add additional owners
L |
Add members

6. Add additional site owners and members. Then click Finish.
Result: You will be brought to your new team site.
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OneDrive Test Site group

Welcome to the Arianna

OneDrive Test Site group. Use X §

the group to share ideas, files, OneDrive Test Site

X Drag files here
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Office 365 Group. ©
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Permissions

If you want to change your site's permissions after you create it, follow the steps outlined below.

1. Navigate to the gear icon in the top right corner of the screen and click on it to access Settings.
Result: A dropdown menu will appear.



Settings X

SharePoint
Add a page
Add an app
Site contents
Site information

| |Site permissions |

Site usage
I Change the look
Site designs

Office 365

View all

2. Select Site Permissions from the Settings dropdown menu.
Result: You will be brought to a site permissions panel.

Permissions X

Manage site permissions or invite others to
collaborate

Invite people
~  Site owners
~  Site members

W  Sijte visitors

Site Sharing

Change how members can share

Advanced permissions settings

3. You will have two options, Change how Members can share and Advanced permissions settings. Click on the option that you want to

edit.
Result: You will be brought to the page you select and can make whatever change to permissions that you need to make.



< Site sharing settings X

Control how things in this site can be shared
and how request access works.

Sharing permissions

@ Site owners and members can share
files, folders, and the site. People with
Edit permissions can share files and
folders.

Site owners and members, and people
with Edit permissions can share files and
folders, but only site owners can share
the site.

O Only site owners can share files, folders,
and the site.

Access requests
Allow access requests Q On

Choose who will receive access requests for
this site:

@ OneDrive Test Site Owners

O Specific email

Add a custom message to the request
access page:

For example: Please allow three days for
us to review your request.
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Moira Groups



In addition to managing individual users, you can use Moira groups to control permissions.
® For more information visit Email Lists Landing Page.

Note: The moira group you are using must be a group, rather than just a list, in order to use it for permissions.

Storage

Team sites are granted 5TB of space and can request more information from the IS&T Service Desk up to 25TB. While we cannot grant additional
quota space, if a team needs additional space they can be granted additional Team sites.

® For more information about OneDrive quota checking, visit OneDrive Quota Checking.

See Also

® Data Storage and Collaboration Options
® MIT OneDrive Landing Page

Have Questions or Still Need Help?

® Contact the IS&T Service Desk


http://kb.mit.edu/confluence/display/istcontrib/Email+Lists+Landing+Page
http://kb.mit.edu/confluence/display/istcontrib/OneDrive+Quota+Checking
http://kb.mit.edu/confluence/display/istcontrib/Data+Storage+and+Collaboration+Options
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https://ist.mit.edu/help

