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Creating a Modern Intranet
Module 1: Teams and SharePoint Site Design
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START WITH A TEAM
Creating and Working With Microsoft Teams
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CREATING A TEAM

• Create 2 Project Teams

• Use the “Manage a Project” Template

• Team 1: Digital Employee Experience Planning

• Team 2: Dynamics 365 Cloud Migration

Walk Thru – 2:16

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EdfvjgWF2bBIliVH-VUBw70BAr_RzLu730Wx-Z4q_r04cQ?e=vpRezP
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ABOUT TEAMS
Team

• A container for channels

• Every team gets a 
“General” channel

Channel

• Every channel gets a 
Posts, Files and Wiki tab

• Posts are where 
conversations take place

• Files tab is SharePoint 
(channels are folders)

• Wiki tab can be deleted
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TAILORING YOUR TEAMS

• Sync channels / folders

• Show hidden channels

• Every team gets a “General” channel

• Team picture

• Setting up a OneNote

• Inverse date sequence to make finding recent 
notes easier

• Adding Tasks by Planner and To Do

Walk Thru – 4:23

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EQLaCVlL9o1Nrx7DnMeL-zwBkwe6gdBcGkTXMBbANXyemA?e=uAeMAy
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PRO TIPS

• Your organization may have turned off ability to create 
Teams – Ask Your Admin

• Use Images

• Teams Pictures

• Emoji’s in channel names

• Windows Key + “.”

• Our brains process images more efficiently than words, so this can 
be really helpful for quickly finding teams and channels



DESIGNING TEAM SITES
Configuring the Sites Behind Your Microsoft Teams
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SHAREPOINT SITE NAVIGATION

• Open the Team in SharePoint

• Navigating the SharePoint Site

• Folder Updates Don’t Sync to Channels

• Outlook Groups and Conversations

• Editing SharePoint Navigation

• Removing Links

• Moving Links

• Creating Sub-Links

• Adding Links (Planner) Walk Thru – 3:46

https://c5insight.sharepoint.com/:v:/s/ShareableContent/ERdmdRURhUJGv-60F2pg4_EBgzkOCl5nOBSqGrHmuxnVCA?e=cMeWEw
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SHAREPOINT PAGE DESIGN

• Working With: Sections, Columns, Web Parts

• Simplifying our Site Home Page

• Adding the Planner Web Part

• News Web Part

• Reformatting

• Creating a News Post

• Creating a News Post Template

Walk Thru – 7:52

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EdvV_CF9165KhpT13ntzORABmdPp6Lj6f3n_jm0IPVq4fQ?e=tbITnD
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SHAREPOINT SITE TEMPLATES

• Previewing Templates

• Selecting and Understanding a Template

Walk Thru – 4:33

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EYza4J2xRFNPvXyJeLATxMcBir3rQf5PxREaOQGwGkWfuQ?e=yoD47H
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SHAREPOINT SITE TEMPLATES

• Our Template Included

• Faux Content

• Hero Web Part

• Microsoft Lists

• News Templates

• Event Calendar

• You can add/remove anything after selecting 
the Template (just like when we designed a 
site from the base template)
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SHAREPOINT SITE HIERARCHY

Pages

Sections

Columns

Web Parts

Content 
(often from 

Libraries and 
Lists)
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PRO TIPS

• Theme colors can be further customized – Ask an Admin



WORKING WITH HUB SITES
Creating Hubs and Associating Child Sites
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HUB SITE LAYOUT
• Creating the Project Management Office Home (PMO)

• Site Branding – color, thumbnail, logo

• Navigation – megamenu or cascading

• Add a Document Library

• Creating a Page Layout

• Delete all and start from scratch 

• Add sections: full width, standard and vertical sections

• Section colors

• Adding web parts

• Images

• Hero

• News

• Events

• Sites

• Highlighted Content
Walk Thru – 6:12

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EYmQIaZo4bVMuCg9xpPS6eMBP5A4obAyOKzd5LQX-R0mGw?e=HHsux5
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DESIGN BEST PRACTICES

• Plan your information architecture
• What information goes where?

• Sites > Libraries > Folders

• Teams vs SharePoint vs OneDrive

• “Site Map” = “WorkSpace Map” (hierarchical listing of sites)

• Design your pages
• At least the home page for each site

• Home

• Templates: Departmental, Team (by Type)

• Sections, Columns, Web Parts
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CONVERT TO HUB SITE

• M365 Admin Center > SharePoint Admin Center

• Active Sites > Find the Site

• Hub > Register as a Hub Site

• Hub Site Association Permissions

Walk Thru – 1:23

https://c5insight.sharepoint.com/:v:/s/ShareableContent/ERM8jpCo2TxBraL4uWlAkmsBT3CTrfuhY-6gvMt_VE58sQ?e=zaC5e9
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ABOUT HUB SITES

• Not a formal part of the Teams/SharePoint Hierarchy

• Binds multiple “associated sites” to a “hub”

• Can share

• Theme/branding

• Navigation

• Search

• Respects security of each associated site

• Not to be confused with legacy “Sub-Sites”
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ASSOCIATING SITES TO THE HUB

• Add some video files to our example Teams

• Site > Gear > Site Information > Hub Site Association

• Associated Sites Impacts

• Branding

• Navigation

• Search

Walk Thru – 2:02

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EcZlnBp1OLtFsG8kTzult7ABxTuNewI3Cwa4xu9hsOQrNA?e=UbxYl2
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CONFIGURING HUB SITE

• Prepare
• Gather some links (PMO library, PMO Mission article, Project 

Management Academy)

• Gear > Hub Site Settings
• Logo, Hub Name, Associated Site Approval

• Configuring Site Navigation vs Hub Site Navigation

• Working with Megamenu Navigation

• Configuring the Web Parts

• Sharing Associated (Child) Site Content: 
• News, Events, Sites, Highlighted Content Walk Thru – 10:18

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EUrI4HpvuSlIn_HIiAnLehEB6ZnnVeTFKvD_zvyp92zS-Q?e=ZzWtHY
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AUDIENCE TARGETING

• Navigating to Associated (Child) Sites

• Audience Targeting

• Enabling

• Audience to Target

Walk Thru – 2:40

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EYMAnkeojGlOtby5Rb0erS4BD2CkWmwPbxWZSOeDbEudhw?e=8evO9N
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PRO TIPS
• A SharePoint Administrator can turn off the ability for a user to create a new Site

• At present there is no option to “display all associated sites” automatically in 
navigation

• Logo Dimensions

• Site Logo - 192x64

• Site Thumbnail - 64x64

• Extended Layout Logo - 300x64

• Types of Sites

• Team Sites

• Communication Sites

• Hub Sites (can be a Team or Communication Site)

• Home Site (only 1 per organization)

• Hub-to-Hub Associations are Now Available



CREATING YOUR HOME SITE
Setting up a Site as Your Organization’s Intranet Home
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CREATING A HOME SITE

• Setting a Site to Home Site

• Copy URL

• M365 Admin Center > SharePoint Admin Center

• Settings (Gear) > Home Site

• Paste URL > Save

• Global Navigation

• Home Site

• Gear > Global Navigation

• The SharePoint App Bar
Walk Thru – 2:31

https://c5insight.sharepoint.com/:v:/s/ShareableContent/EbC9lp03YyFPgwSmeNaM3PQBGberej0wSjWHpjtQv-_98Q?e=dB4w8R
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PRO TIPS

• Home Site Allows You To

• Search content across your intranet

• Official source for organizational news

• Enable global navigation to the SharePoint App Bar

• Use the site for Viva Navigation in Teams

• Making Home your Root Site

• Modernize your root site - SharePoint in Microsoft 365 | Microsoft 
Docs

https://docs.microsoft.com/en-us/sharepoint/modern-root-site
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MODULE 1: HELPFUL LINKS

• https://lookbook.microsoft.com

• Apply and customize SharePoint site templates

• Guided Walkthroughs: Creating sites for your organization

• Get started creating SharePoint site designs and site scripts

• Change the look of your SharePoint site

• SharePoint site theming

• How to create and deploy a Modern SharePoint Theme with PowerShell

• Designing SharePoint sites with beautiful headers

• Target content to a specific audience on a SharePoint site

• Set a site as your home site - SharePoint

• Plan, build, and launch a home site for your organization - SharePoint

• Modernize your root site - SharePoint in Microsoft 365

• Legacy Page Transformation to Modern

https://lookbook.microsoft.com/
https://support.microsoft.com/en-us/office/apply-and-customize-sharepoint-site-templates-39382463-0e45-4d1b-be27-0e96aeec8398
https://support.microsoft.com/en-us/office/guided-walkthroughs-creating-sites-for-your-organization-7cc52ac9-394e-417e-85fe-33070e0cd13c
https://docs.microsoft.com/en-us/sharepoint/dev/declarative-customization/get-started-create-site-design
https://support.microsoft.com/en-us/office/change-the-look-of-your-sharepoint-site-06bbadc3-6b04-4a60-9d14-894f6a170818#:~:text=Use%20a%20theme%20to%20change%20the%20colors%20of,theme%20and%20then%20click%20Customize.%20%20See%20More.
https://docs.microsoft.com/en-us/sharepoint/dev/declarative-customization/site-theming/sharepoint-site-theming-overview#:~:text=SharePoint%20site%20theming%201%20Default%20themes.%20These%20themes,rolled%20out%20to%20classic%20site%20templates%2C%20too.%20
https://wetechcareofyou.com/how-to-create-and-deploy-a-modern-sharepoint-theme-with-powershell/
https://techcommunity.microsoft.com/t5/microsoft-sharepoint-blog/designing-sharepoint-sites-with-beautiful-headers/ba-p/2110172
https://support.microsoft.com/en-us/office/target-content-to-a-specific-audience-on-a-sharepoint-site-68113d1b-be99-4d4c-a61c-73b087f48a81
https://docs.microsoft.com/en-us/sharepoint/home-site
https://docs.microsoft.com/en-US/sharepoint/home-site-plan
https://docs.microsoft.com/en-us/sharepoint/modern-root-site
https://www.youtube.com/playlist?list=PLR9nK3mnD-OXBJr5tcAqxqSn2vwvRYgeZ
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