Planning a Communication Site

Advancement Help

Planning your Communication site

To be sure that a Communication site is what you need. Please review: Choosing between a
Communication and a Team site

IMPORTANT NOTE: Although Communication sites can be created as easily as Team sites,
effective Communication sites require some significant planning. If you are considering a
Communication site, we ask that you contact Advancement.Help@Dartmouth.edu, for
approvals, to maintain certain standards, and optionally be connected to the Advancement hub
site.

You may benefit by reading: Plan your Communications Site (From Microsoft)

It will be helpful for you to familiarize yourself with what is needed for a Communication Site and
determine answers the questions below.

Identify the Stakeholders

Who is ultimately responsible and accountable for the existence and the content of this site?

Start and End Dates

Many Communication sites will not have an end date, but it is useful to think of the following
e Creation Date:
e Hub Connection Date
e End Date:

Connection to Advancement Hub Site

There is a central site in Advancement called a "Hub Site" to which you might like to connect your
Communication Site for the users ease of navigation. That site is located here: Advancement Hub
Site. Note: To make it easier for a user to find information, Communication sites that are
connected to the hub site are created and organized around a "Topic" NOT a department. For
examples, look at the names of the sites in the top navigation area of this page.

Are you considering connecting your site to the Advancement Hub Site? Yes or No


https://dartmouth.sharepoint.com/sites/AdvancementSystemsTraining/SitePages/Choosing-the-right-site.aspx
https://dartmouth.sharepoint.com/sites/AdvancementSystemsTraining/SitePages/Choosing-the-right-site.aspx
mailto:Advancement.Help@Dartmouth.edu
https://support.microsoft.com/en-us/office/plan-your-sharepoint-communication-site-35d9adfe-d5cc-462f-a63a-bae7f2529182
https://dartmouth.sharepoint.com/sites/DartmouthAdvancement
https://dartmouth.sharepoint.com/sites/DartmouthAdvancement

Create a Site Description

You should be clear about the purpose of your site and the topics about which you will be
communicating. It is helpful to create a brief description of the site and its purpose.

Decide on a Site URL

While similar to the Site name, this should be an abbreviated version used to access your
site. You will specify the final part of the URL needed to do so.

e |t cannot contain any spaces.

e |t should be short and descriptive in the following format:

Advancement<Purpose>
Example: AdvancementSystemsTraining

The resulting URL would
be: https://dartmouth.sharepoint.com/sites/AdvancementSystemsTraining

Note: When creating your site and entering this URL, you will be told whether or not it is
available. If it is not available, you will need to adjust the Site URL to something that is available.

A site URL may not be available even though the site that previously used this URL has been
deleted. If you want to still use the URL of a previously deleted site, you will need to ask ITC to
"Permanently” delete the previously deleted site and thereby free up the old URL.

Determine the Site Name

This can be a longer and more descriptive version of the URL. This can include spaces. This will be
used on the Home page of the site and users will see it in the SharePoint Ul when browsing Sites.
It will be adjusted by an "Owner" after the site has been created by modifying the site name
under the gear option by selecting: Site information -> Site Name.

Example: "Collaboration Tools Users Group"

Sharing Permissions

You will need to decide who has access to your site and what they can do once they gain access.
Here are the different roles involved:

Site Owner(s)

Best practice - Minimum of 2/Maximum of 3
Owners can modify anything about the site and are typically responsible for
e Granting Access


https://dartmouth.sharepoint.com/sites/AdvancementSystemsTraining

e Removing Access

Typically owners would be:
¢ Site Stakeholder
e 2 others to serve as backup

Site Members:

e These will be the primary contributors to the site and creators and editors of content

Site Visitors:

e Site Visitors have Read Only access to the site
¢ Assigned by the use of AD Groups

Content

Coming to a discussion with Advancement Help, with a knowledge of the types of content people
will be accessing from your site, will be very helpful. What types of content will people be
accessing on your site:

___ Web Page information w/Links

___ Lists of information

___Word Documents

___Meeting Summaries

___Agendas

____ PowerPoint Documents

___PDFs

__Videos

___ Other Please Describe:

Vocabulary

e Content Management - refers to creating and editing pages and placing text, links and
other elements on the pages in the site.

e The "Modern Experience" - The word "Modern" refers to the look, feel, and capabilities of
the current web site and design elements. Prior to the "Modern Experience" there was the
original or "Classic" experience. We no longer use the "Classic" experience. All of our sites



use the "Modern Experience". You will use components and design elements that are
intended for the "Modern" site.

e Web Part - A component, or building block, that you add to web pages. Some examples of
web parts are: Text blocks, images, file viewer, hero, and more.

e Hero web part - A Hero web part contains up to 5 images in a block across your web page.
Each image can have an associated link to some other location in, or outside of you site.
They are used to bring focus and visual interest to your page.

e Edit - If you have permissions to make changes to your site, you will notice various places
where the word "Edit" appears, and/or a pencil icon. Since pages are made up of sections
and sections contain "web parts", the "Edit" you choose will usually be near the section or
web part you want to edit. There is no way to edit everything all at once. You edit various
blocks or components.

Content Management

Content for a communications web site can be as simple or as complex as you want to make it.
You don't need to utilize every bit of functionality!

Web Pages

Check out Create and Use Pages to get an understanding of how pages are created and content
adjusted.

Default Home Page

The default home page has the following components. Each component is configurable. You can
choose to keep or remove any of these.

Hero Web Part

A "Hero" web part contains 5 default graphics and links. These are designed to point you in the
right direction on editing your site. Here are 4 of the links from these images you might find
helpful:

Create and use modern pages on a SharePoint site
Learn more about your communications site

Learn how to use a Hero web part

Discover web parts you can add to your pages

News Web Part
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A News web part provides a place where you can post "News" related to your site

Events Web Part

Provides provides a place where you can post upcoming scheduled events that people visiting
your site might be interested in.

Documents web part

Displays a list of documents from your document library. You can filter this to show only the
documents you want to see.

Best Practices

Home Page

For the home page, don't feel you need to keep the default content. These are just some basic
suggestions of how you might like to communicate you message. We do feel that it may be
helpful to include the following on your home page:

See the Advancement Systems Training site for a simple example of the following:
e Purpose/Mission - include a section describing the purpose/mission of your site. This will
typically be a "Text" web part.
e Contacts - This can be a list of one or more people on your team. This is typically a
"people" web part or possibly a "Text" web part.

Should a link open in a new window?

e Each link to a resource, external website, etc. should open to a new window/tab if possible,
to make navigating easier/prevent users from “losing” the site while browsing resources

e Links to other pages within the SharePoint site can open in the same window

Documents

You can store files and documents you would like to make available to others, in a
Communication Site.

You should be aware of a couple of things:

e There is a 400 Character URL Limit and a Windows 256 Character path limit in
SharePoint. Creating folders/subfolders will quickly exceed these limitations and cause
errors to occur where you will not be able to save the file where you would like. Please
avoid creating a complex hierarchical Folder/Subfolder structure when storing files in
SharePoint. SharePoint has great search features and the ability to filter and display only


https://dartmouth.sharepoint.com/sites/AdvancementSystemsTraining

the files you need, with creating a complex folder structure.

This will be a change of thinking for people who have always used a folder structure to
organize their files on their computers.

e There is a 5000 document display limit for files in a document library. While Document
Libraries can store tens of thousands of files, it can only display a maximum of 5000. If you
are going to store more than 5000 files in a Document Library, you will need to create
various view/filter to list your documents rather than the "All Documents" view.

Videos

SharePoint has a video storage and streaming service called Microsoft Stream which can be used
to present videos from your site. You can also store videos in your document library just as you
can with any other file, and they can be streamed from your site to anyone who has access.
However, Advancement has recently adopted the use of "Panopto” as its video platform. If you
want to make videos accessible from your communication site, you should plan carefully. Please
contact Advancement.Help@Dartmouth.edu for guidance.
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