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Planning your Team (collaboration) site
To be sure that a team site is what you need. Please review: Choosing between a Communication
and a Team site​​​​​​

Identify the Stakeholders
Who will be responsible for administering the site and its members?

Create a Site Description
You should be clear about the purpose of your site. It is helpful to create a brief description of the
site.

Public or Private
Most sites will probably be only accessible to members and not to the entire Dartmouth
Community. When in doubt, create a "Private" group to limit access to only those people you
choose.

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. It cannot contain any spaces.

Example: CollabUsersGroup

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

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 UI when browsing Sites. 
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It can 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"

Determine the Group Email Address
Unless you change it when creating the site, an email address will automatically be created using
the URL. It will be created in the format of: <URL>@Groups.Dartmouth.edu. You can adjust this
during the site creation process, but it cannot be changed after the site has been created.

This is available in Team sites only and serves as a way to email everyone in the group. Any email
sent to this group address will end up in the group inbox. Those who are following the group will
receive any email sent to this address, in their own inboxes as well.

The default setting for "Let people outside the organization email the groups" is unchecked
which means people outside of Dartmouth will not be able to email this group. We recommend
you leave this unchecked.

If you want Only people within the group to be able to email the group, you will need to put in a
ticket with ITC

Site Owners
You are automatically the Owner of the site and can create items, delete items, and
assign/remove permissions for the use of the site. During site creation you will be asked to
specify any additional Owners and Members.

The best practice is to have at least 2 owners and a maximum of 3 owners

Owners can modify anything about the site and are typically responsible for
Granting Access to new member
Removing Access for Member

A Typical owner would be:
Directors
Departmental Admin
Team Lead
Other Support staff as needed

Site Members



Membership in a Team site is managed by the site owners on an individual basis

Members can be anyone within the Dartmouth institution.

Use the "Add Members" option and NOT "Site Permissions" when adding new members to the
group

Members of a Team site will have Read/Write access to all content and tools within the site

People outside of the institution can be added as "Guests", giving them access to some of the
resources within your site including Files and Folders. They will not have access to the Microsoft
Online tools such as Excel, Word, PowerPoint, etc.

Inviting New members

We have not found the "Welcome to" email generated by SharePoint to be particularly helpful.
Consider sending an email to new members BEFORE you add them to the group, telling them
they will be receiving an announcement from SharePoint that they have been added to the
group. This email could also contain the purpose of the group, the link to the main page, and an
explanation of what tools you expect to be using to collaborate.

Setting/Resetting the "Follow in inbox" default for the group
As the one who creates and owns the group, you should set the default for "Follow in inbox"
immediately after you have created the group and added your members. This will be used
when new Owners and members are added to the group. The best practice is to have the default
be: "Members will receive all group conversations and events in their inboxes"

Set the default for "Follow in Inbox"
In Outlook

In Outlook on the Web (https://outlook.office365.com)

1. Go to your Outlook email in Outlook Desktop
2. From the left navigation panel, Select the Group
3. In the ribbon, on the Home tab, in the group with your group name, click the gear labelled

"Group Settings"
4. Choose "Edit Group"
5. You will place a check in the Subscription area to enable: "Members will receive all group

conversations and events in their inboxes. They can stop following this group later if they
want to"

6. Be sure to Click: Save

https://outlook.office365.com/


From then on, any new members added to the group will receive emails sent to the group
address. They can opt out if they so choose.

Resetting the Group's "Follow in inbox" setting

If the owner wants to ensure that all members of the group are receiving email sent to the group,
the "Follow in inbox" can be reset for all members to "Receive all email and events" by following
these steps:

This will reset all members of the group to "Follow in inbox"

1. Go to your Outlook email in your browser
2. Click on the name of the Group in the Navigation panel
3. Click the ellipses (…) in the heading that displays the group name
4. Choose: Settings
5. Note: the initial setting you will see for "Follow in inbox" is your personal setting, not the

group setting. To change the setting for the entire group, be sure to click the link at the
bottom: "Edit Group"

6. Scroll down and select: "Members will receive all group conversations and events in their
inboxes"

7. Click: Save

1. Edit the group settings as shown above
2. UNCHECK the "Members will receive all group conversations and events in their inboxes.

They can stop following this group later if they want to"
3. Click: Save
4. Now, CHECK the "Members will receive all group conversations and events in their inboxes.

They can stop following this group later if they want to"
5. Click: Save

Document storage and sharing
You can store files and documents you would like to make available to others, in a Team site File
Library. As of October 2021, you can choose to share files and folders with people outside of the
organization who have a valid email address. 

You should be aware of a couple of things: 
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



the files you need, without 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.

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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