
Overview
Welcome to the SharePoint for Office 365 Site Owner Training course.

This two-day course is for site owners/managers new to working in a 
SharePoint Office 365 environment.

Job Role: Developer

Features and Benefits
1. This is an authorised Microsoft Official Course (MOC).

2. Learners will gain confidence to use SharePoint more effectively.
3. An additional fee is payable for exam vouchers.
4. Take full advantage of our new Hybrid Learning by attending on campus or  
 virtually. Have all your classes ready to be downloaded and watched,  
 anytime, anywhere.

 
5. Attendees will learn practical skills which can be applied in the work  
 environment.

 
 

Duration
In Class/Virtual Class, Hybrid Learning 
2 Days (08:30 – 16:00) Classes are  
presented via our  Hybrid Learning 
allowing learners the flexibility to 
attend on campus or in the comfort of 
their home or workplace.

 

   

Course Prerequisites
• This course is intended for site owners and managers new to working in a 
 SharePoint Office 365 environment.

Accredited By
Learnfast is a Microsoft Silver 
Learning Partner. This is an 
authorised Microsoft Official 
Course (MOC).

For more information, please contact a student advisor:
JHB: 012 262 2054  l  Cape Town: 021 531 6803  l  info@learnfast.co.za  l  www.learnfast.co.za

JHB: 011 262 2054  |  CTN: 021 531 6803  

Payment Options
Full course fee payable upfront or 
apply for our 3 Month Finance Option 
(Deposit R2000 upfront, 3 Months’ 
payment terms)

An additional fee is payable for exam 
vouchers.
 

   

Course Accreditations

SharePoint for Office 365 Site 
Owner Training (55261AC)  

Course Outline
Module 1: Working with Sites
All SharePoint content is accessed through a site. A SharePoint 
site is the container for lists and libraries and provides a starting point 
for basic administration. The content, lists, libraries, and basic look and 
feel of a site are initially determined by the Site Template used to 
create the site.
• Site Templates
• Creating Sites
• Site Navigation



 

Module 2: Page Content
SharePoint offers a couple of ways to add content to the pages in a site. The latest 
technique and the one implemented by the Team Site template is through wiki style 
pages. Another method that has been part of SharePoint since the beginning is the 
use of Web Parts and Web Part pages. Both techniques are similar in the output 
that can be created, and both Web Part pages and wiki pages share the ability to 
add Web Parts to them. 
• Wiki Library Pages
• Web Part Pages 
• Working with Web Parts

Module 3: Site Columns and Content Types
One method of customizing SharePoint, in a way that can be reused throughout the 
site or site collection or even the whole farm, is to create Site Columns and Content 
Types. Site columns are the simplest element; they are essentially the same as list 
and library columns except that you create them at the site level and then they can 
be used throughout that site and any child site. Content Types are a combination of 
Site Columns as well as additional settings and information such as document 
templates and workflows. Content Types, once created, can then be linked to lists 
and libraries.
• Site Column Gallery
• Creating Site Columns
• Site Content Type Gallery
• Creating Content Types

Module 4: Office Integration
One of the nice features of SharePoint is its ability to integrate with Microsoft Office 
applications. Note that this chapter explores integration with Office Online products, 
a browser-based version of Office that allows you to create and modify office 
documents. There are limits and they do not perform exactly as their locally installed 
counterparts.
• Office Integration

Module 5: Managing SharePoint Site Permissions
Permissions on a SharePoint site are assigned when a site is created. The default is 
that permissions assigned to the root of a site collection are inherited by child sites. 
At any time, permissions inheritance can be turned off at a site, list, library, or even 
at the item level in a list or library. The permissions themselves can be assigned to 
either SharePoint groups, individual users, or groups created outside of SharePoint 
such as Windows groups.
• SharePoint Groups
• Assigning Permissions
• Permission Inheritance

Delivery Methods
• Campus-based  
• On-Site  
• Virtual Live  
  

   

What you get
On completion the learner will earn:
  
• Certificate of Completion from 
 Microsoft

Note: All certificates are electronically 
issued.     

   

Outcomes and 
Objectives
Upon completion of this course, 
learners will have acquired these skills
   
• Learn to navigate a SharePoint 2016 
 Team Site.
• Learn to create and edit web page 
 content.
• Learn to create site columns and content 
 types.
• Learn to integrate Office applications with 
 SharePoint 2016.
• Learn to manage basic permissions of 
 SharePoint 2016 resources.

For more information, please contact a student advisor:
JHB: 012 262 2054  l  Cape Town: 021 531 6803  l  info@learnfast.co.za  l  www.learnfast.co.za


