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Home Page SharePoint Online

Tampilan dibawah ini merupakan tampilan awal di SharePoint, anda dapat melihat Sites-sites
yang di posting di Sharepoint.

I —+ Create snel I+ Create news post I

Following News from sites
Retail

The Landing

Recent
Retail * TheiLanding The Landing The Landing

Washington scheduled update to FlySafe Conference propels Functions of customer service
The Landing drone laws commercial drone industry for...

@ Provisioning User @ Provisioning User @ Provisioning User

1. Create Site, untuk membuat site baru
2. Create new post, site yang telah dibuat
3. Simbol <A« menyatakan Sites yang di follow

Create New Site

1. KIlik button New Site, seperti contoh dibawah ini

+ Create site + Create news post

Following News from sites See all
Retail *
The Landing *
Recent
Retail * The Landing The Landing The Landing
Washington scheduled update to FlySafe Conference propels Functions of customer service
The Landing * drone laws commercial drone industry for...

@ Provisioning User @ Provisioning User @ Provisioning User
8/19/2020 19/202 8/19/2020



2. Pilih site yang akan dibuat, sebagai contoh Team site.

Create a site
Choose the type of site you'd like to create.

_—— — N - S S
Team site Communication site
Share documents, have conversations with your team, keep track Publish dynamic, beautiful content to people in your organization
of events, manage tasks, and more with a site connected to a to keep them informed and engaged on topics, events, or
Microsoft 365 Group. projects.

3. Kemudian isi nama site, secara otomatis Group email address dan Site address mengikuti
nama site. Namun, bisa diubah dengan klik button pensil disampingnya. Setelah itu pilih
Privacy settings, Bahasa yang akan digunakan kemudian klik button Next.

Site name

‘ IT Departement ‘

The site name is available.

Group email address

‘ ITDepartement ‘ &

The group alias is available.

Site address

‘ ITDepartement ‘ &

https://m365x091685.sharepoint.com/sites/ITDepartement
The site address is available.

Site description

Tell people the purpose of this site

e
Privacy settings
‘ Private - only members can access this site ~ ‘
Select a language
‘ English ~ ‘

Select the default site language for your site. You can‘t change this

later.

-



4. Kemudian, akan diminta untuk menambahkan owner dan member dari site yang dibuat.

Add group members
IT Departement

Group members will receive an email welcoming them to the I D )
Private group

new site and Microsoft 365 Group

Who do you want to add?

You can also add more people later

Add additional owners

Enter a name or email address

Add members

I‘ Enter a name or email address

5. Ini adalah tampilan site IT Departement yang sudah dibuat.

K Followin
IT Departement -
e o
| Home + New 3 Page details PLbIshed1L‘4_“£D£

Conversations News Quick links
+ Add
Documents & Learn about a team site
Keep your team updated with news on
Notebook your team site @ Leam how to add a page
Pages From the site home page you'll be able to quickly

author a news post - a status update, trip report, or..

ite contes Documents See all
Site contents

Recycle bin + New . = All Documents

Edit
0 MName Modi

Activity

B
The new IT Departement
group is ready

5 Microsoft Teams
o our

ideas, files, and important dates. IT Departement View and share files



Untuk melihat daftar member dan owner, dapat juga untuk menambahkan member.

Group membership X

3 members

A Add members
'a Adele Vance

MOD Administrator
MAY e

6. Untuk menambahkan content baru di site klik button New, kemudian akan muncul
beberapa pilihan seperti List, Document Library, Page dan lain-lain.

n IT Departement
Private group

@) Microsoft Teams

Page details

* Following

Quick links

@ Learn about a team site
Teamwork

@ Learn how to add a page

Documents

N — | Docu s
MA  MOD Administ -
U Namq Modi

The new IT Departement n
group is ready

elcome to the IT Departement
the group t

7. Sebagai contoh pilih content type Page. Pilih template yang akan digunakan, contoh
Visual kemudian klik button Create Page.

Pages

Templates

Built-in

Visual

Basic text

Blank

Start from scratch. Add columns, text, images, links, video and more.

Blank
@ op simimsusie

Create page Cancel



8. Kemudian berikan nama dari content, dan klik button Publish.

Saveasdraft v 9 Undo Vv 5 Page details & Draft not saved [EIIRCNIEN

Pengumuman Cuti Bersamd

@ MOD Administrator

9. Setelah di Publish maka, tampilannya seperti dibawah ini

Follow
e T Departement * Following
Private group £ 3 members

Home -+ New v [ Sendbyemail =3 Promote (& Page details Published 11/4/2020 ¢ Edit
Conversations
Documents .
Pengumuman Cuti Bersama
Notebook
Pages
IT Departement
Travel requests

Laporan Keuangan

HR

@ oo Administrator

Site contents

@ Microsoft Teams

Pengumuman Libur Bersama.




10. Setelah menambahkan content baru di site, untuk mengubah isi content bisa dilakukan
dengan klik menu edit di pojok kanan atas, kemudian pilih Web Part yang akan diedit.
Klik icon (+) untuk menambahkan feature. Seperti image, link, atau jika ingin mencari
feature lainnya bisa Kklik search. Jika sudah selesai edit pastikan klik button Republish.
Maka content yang diedit akan berubah.

IT Departement * Following
Peivale gro R 3 members

Home & Save as draft £ Discard changes Page details [ Republish

Conversations

Documents

Pengumuman Cuti Bersama
Notebook
Pages

Featured

IT Departement

A

Travel requests

Laporan Keuangan I
D

HR

Site contents AllAtoZ

& Microsoft Teams -~

Document Library
Selain bisa melakukan posting content, di SharePoint juga kita dapat melakukan share
document antara satu divisi atau satu corporate. Untuk membagikan file di SharePoint
dilakukan dengan cara:

1. Navigasi sebelah kiri klik Documents, kemudian jika ingin menambahkan document
baru pilih New atau jika ingin upload file pilih Upload.

* Followink
IT Departement ?
Private group 8 3 members
H Editingridview 3 Sync B Add shortcut to OneDrive @l Export to Excel @ Power Apps #% Automate = All Documents
Conversations
- Documents

Shared with us

1 Name Modified Modified By Add column
Notebook

@] Presentationl.pptx
Pages

IT Departement




2. File yang telah diupload dan di share ke member bisa dimanage untuk permissionnya.
Klik file yang akan di manage permissionnya, kemudia klik button titik tiga (more
options) kemudian pilih manage access.

IT Departement * Following
Private group A 3 members

- B2 Editin grid view @ Open ? Share @ Copy lin - te <= Pintotop =D Rename #§ Automate 1 selected All Documents
Conversations Open
| Documents Preview
Documents hare
Shared with us
© [ Neme lodified By Add column
Notebook
© @ Presentationlpptx oo r
Pages
IT Departement Delete
Travel requests Automate
Rename

Laporan Keuangar

HR
Dokumen IT
te contents
Alert me
e bin ertme
More
£dit
Details

3. Kemudian akan muncul daftar member yang dibagikan file tersebut, jika ingin
melakukan Stop sharing. Klik button Stop Sharing, maka member tidak bisa
mengakses file tersebut.

Manage Access

Stop sharing

‘@ Links giving access © |&” Share

There are no sharing links for this item.

A, Direct access @ —

IT Departement Owners Owner

IT Departement Owners Owner

%
<

IT Departement Visitors

IT Departement Members VA



Create List

1. Pada tampilan awal, klik button New. Kemudian pilih List.

IT Departement
Private group

| Home 32 Page details
Conversations

Document library

Documents
Page
Notebook
News post
Pages News link
IT Departement Plan
App
' T k
&5 Microsoft Teams eamwor|
‘ : Teamwork
MA  MOD Administrator 14 hours ago MA MOD Administrator 21 hours ago
Activity

% Following
8 3 members
Published 11/4/2020 7 Edit
Quick links

@ Learn about a team site

@ Learn how to add a page

Documents See all
= All Documents ®
0 D Name
[ “Present

2. Akan muncul 3 pilihan, Blank list, From Exel, dan From existing list. Atau bisa gunakan
templates yang sudah disediakan SharePoint. Sebagai contoh saya pilih Blank list.

Create a list

+ e =

Blank list From Excel From existing list

Templates

o

<1 B

Issue tracker Employee onboarding Event itinerary

5687156

1649786

A3
]
5564512 A | |

Asset manager



3. Kemudian ketikkan nama dari list dan klik button Create

Name * X

Laporan Keuangan Oktober—202d

Description

What is your list about?

Site navigation

Show in site navigation

=R |

4. Tampilan dari List yang telah dibuat.

* Followi
IT Departement ollowing
Private group 2 3 members

Home fH editingridview 12 Share @ Exportto Excel <& Power Apps #§ Automate = All ltems Yy © 7

Conversations

Laporan Keuangan Oktober-2020
Documents

Shared with us Title + Add column
Notebook
Pages

IT Departement ﬁ
Travel requests
Laporan Keuangan

HR

Welcome to your new list
Dokumen IT Select the New button to get started.



Menambahkan Column

1. Setelah membuat List, kita dapat menambahkan column, caranya klik Add button maka
disamping dan akan muncul beberapa type column.

* Followi
IT Departement ollowing
Private group R 3 members

HR fH Editingrid view 12 Share @l Exportto Excel % Power Apps #8 Automate = All ltems Y © 7
Dokumen IT Single line of text
¢
Laporan Keuangan Oktober-2020 Multiple lines of text
Projek A
Location
Title + Add column
Laporan Keuangan OK...
Number
Site contents Yes/No
Recycle bin Person
Date and time
Edit
Choice
L Hyperlink
N X
W1 Microsoft Teams Currency
Image

Welcome to your r
More.

Select the New button to g
Showyhide columns

2. Kemudian checklist sebagai tanda column yang dipilih, kemudian klik Apply diatas.

n IT Departement

Title

- Laporan Keuangan Oktober-2020 .
Modified

Title Add column \_ odified

Created

Created By
’— Modified By
n Attachments
R [] pocicon
[] ttem Child Count
“ [ Folder Child Count
[7] Label setting

Welcome to your new list
ect the Ne 1o get started [7] Retention label




3. Berikut tampilan setelah column ditambah.

* Foll
IT Departement ollowing
Private group R 3 members

Home fE Editin grid view & Share @l ExporttoBxcel <& Power Apps #% Automate = All ltems Y O 7
Conversations

Laporan Keuangan Oktober-2020

Documents

Shared with us - I D I I Created I I Created By I IAttachmenls I I Add column I

Notebook

Pages

IT Departement n
Travel requests
Laporan Keuangan

HR

Welcome to your new list

Dokumen IT Select the New button to get started.

Add Item List

1. Untuk menambahkan item di list, pertama klik New

% Followi
IT Departement allowing
Private group A 3 members

Home fH Editingrid view £ Share @l Exportto Excel <% Power Apps #5 Automate = Alltems v Y @ S

Conversations
Laporan Keuangan Oktober-2020
Documents

Shared with us Title D Created Created By Attachments + Add column
Notebook

Pages

IT Departement n

Travel requests
Laporan Keuangan

HR

Welcome to your new list

Dokumen IT Select the New button to get started.



2. Kemudian ketikkan title dari list dan jika ada file yang akan di lampirkan. Setelah itu klik
button save.

save > Cancel @ Copylink ¢/ Editform

New item

B Title *

Pengadaan Komputer

GJ Attachments

Nota Pembelian PC.docx ¢

Add attachments

3. Berikut tampilan setelah add item di list. Akan terlihat juga kapan di create dan di create
oleh siapa.

+ New 3 Edit in grid view 122 Share Export to Excel <& Power Apps ~ #& Automate

= Allttems ~ % O
Laporan Keuangan Oktober-2020

Title

Created Created By Attachments + Add column
’\‘Pcngndaan Komputer

A few seconds ago MOD Administrator



List Permission

1. Untuk manage list permission, klik menu setting kemudia pilih list settings.

P, 3 Contoso Electronics SharePoi 2 search this list

IT Departement

Private group 2 3 members

* Following Settings

SharePoint

Add a pa

All ltems v

Home + New Editin gridview & Share &l Exportto Excel @& Power Apps

Conversations

HR

Documents
Shared with us Title Add column

Notebook

Pages

Office 365

IT Departement

Travel requests
Laporan Keuangan

HR

Welcome to your new list
Dokumen IT Select the New button to get started

Projek A

Site contents

2. Kemudian, pilih permission for this list

Home List Information

Name: HR

Web Address: https;//m365x091685 sharepoint.com/sites/ITDepartement/Lists/HR/Allltems.aspx
Description:

Conversations
Documents
Notebook

. General Settings Permissions and Management Communications
ages

Recent

u [List name, description and navigation} 8 Delete this ist 8 RSS settings
HR

o i s
Travel requests Versioning settings Parmissions for this list

IT Departement 8 Advanced settings @ Workflow Settings
IT Departement
8 Validation settings 8 Apply label to items in this list or library
Travel requests
Laporan Keuangan 8 Audience targeting settings 8 Enterprise Metadata and Keywords Settings
HR ® Rating settings
Dokurmen IT
= Form settings
Projek A
Site contents
Columns
Recycle Bin
A column stores information about each item in the list. The following columns are currently available in this list:
# EDIT LINKS Column (click to edit) Type Required
Title Single line of text v
Modified Date and Time
Created Date and Time
Created By Person or Group

Modified By Person or Group



3. Kemudian klik Stop Grant Permission

d i an item or & & under the sitz has been shared with them. Show users.
Shareboint Group  Edit
Sharchos Full Control
Reen

requests
Leporan Keuzngar
HR

Dokumen 7

Projek A

4. Pilih user yang akan di manage, kemudian klik Edit User Permission

ermission Level
. SharePoint Group  Edit
- T Departement SharePoint Group Full Control
asant Departemer ShareFoint Group ~ Read

HR

5. Kemudian manage permission dari user. Jika sudah selesai klik button Ok.

ﬂ Permissions » Edit Permissions

Users or Groups

onversation: sartement Members

Choose Permissions

Permissions

Full Control - Has full control.

Design - Car

iew, add, update, delete, approve, and cust

HR £dit - Can add, edit and del




Site Contents

Di navigasi sebelah kiri pilih Site Contents, maka kita dapat melihat semua contents yang kita

posting di SharePoint

“ IT Departement

Pages Name Type

Dokurmen I 3 S
’ Site contents 3 Syl Horsry

ycle bin

Selain itu didalam Site contents, Kita juga bisa menambahkan Subsites.

Recycle bin

Di SharePoint kita dapat menemukan Recycle bin, dan jika tidak sengaja menghapus file yang
ada di recycle bin maka ada yang yang dinamakana second-stage recycle bin.

n IT Departement
Private group

D search i| Empty recycle bin
Home
Conversations Recycle bin
Documents
Notebook
Pages
IT Departement
Travel requests
Laporan Keuangan
HR
Dokumen IT

Site contents

| Recycle bin

* Following

3 members

= View options

Original location




Site Permission

Untuk mengatur klik di site permissions, kemudian klik button Invite people untuk
menambahkan owner atau member.

+ 23Contnsn Electronics  SharePoint £ search = ? @

" i X
IT Departement * Following Settings
Private group A 3 members

SharePoint

A age

Home + New 4l Siteusage () Site workflows ¢} Site settings [i] Recycle bin (0)

Conversations

Contents  Subsites

Documents
Notebook

Pages Name Type Items Modified

IT Departement 3 Documents Document libra a0 250 A T
Travel requests ©  Dokumen IT ument ibrary e 1t A View al
Laporan Keuangan B Form Templates Document library

HR B Laporan Keuangan Document library

Dokumen IT Projek A Bocunent by

Projek A & Site Assets Document library 5 a0 1T

site contents Style Library ot e

Recycle bin O R List
Permissions X

Manage site permissions or invite others to
collaborate

Invite people
< Site owners
IT Departement Owners
Full control
< Site members

IT Departement Members
Edit

~  |Site visitors
None

Site Sharing

Change how members can share

There are additional groups or people with
permissions on this site. To see them, please
visit Advanced permissions settings.



Create a Communication Site

1. Pada tampilan awal Sharepoint pilih Create News Post, kemudian pilih site yang akan di
post (disebelah kanan)

Following

Recent

News from sites

Washington scheduled update to

FlySafe Conference propels
commercial drone industry for

drone laws

Frequent sites

Choose where to publish news

T Departement

Retail
Hutama Karya

H  Thelanding

Following

o Contoso Works
0 Product support
0 Global Sales

Show more

2. Ketikkan nama Page yang akan di post, kemudian klik button Post news

IT Departement
Private group

Home
Conversations
Documents
Notebook

Pages

IT Departement
Travel requests
Laporan Keuangan
HR

Dokumen IT

& Microsoft Teams

B saveasdraft ¥ D Undo ~ @B Pagedetails

* Following

£ 3 members

1

I’
B
5

ITQgpgﬂmgﬂ

MA  MOD Administrator

Comments @D on

The comments section will be displayed after the page is published.



