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Creating a Private SharePoint team site

1. Login to your MyCalStateLA Portal.
2. Click on the Waffle icon at the top left corner of the page. 
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3. Click on the SharePoint icon. You may need to click on the “All apps ” link if SharePoint is not displayed under Apps. You will then be redirected to SharePoint.
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4. At the top left corner of the page, click on the “+ Create site” button.
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5. The “Create a site” pop-up will show on the right side of the page. Click on “Team Site”.
[image: ]
6. Continue creating the private team site by typing in any site name you prefer, and the following settings will show up. 
[image: ]Ensure that Private is set under Privacy Settings. Setting the site to Public will allow others to search for your site.

7. Click the “Next” button to continue.
8. It will then ask you to add members to the private site. If others need to view the sensitive documents that you put in the site, you may add them here. Otherwise, click “Finish” to have the site private to yourself only.
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9. You have successfully created a Private team site. It will automatically redirect you to the site’s home page.
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10. Upload all the sensitive data files into the Documents section and delete them from your workstation. Any member of the team site can view the documents. 
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By doing this, you are keeping sensitive data off your workstation and into the cloud. Thank you for your cooperation!
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Create a site

Choose the type of site you would like to create or learn more about team sites and communication sites.
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Create a private space to collaborate with your team.
B Track and stay updated on project status

{3 Share team resources and co-author content

% Allsite owners and members publish site content
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Communication site

Share information that engages and informs viewers.
£ Create portals or subject-specific sites

@ Engage dozens or thousands of viewers.

B Few content authors and many site visitors
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Create a team site

Your team site wil be connected to a Microsoft 365 group which
gives your site a shared OneNote notebook, group email Site name
address, and team calendar.

Private

Connect your team site to a Microsoft Team to enable persistent
chat by selecting Next steps =3 in the suite navigation and then
Add real-time chat. Learn more
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https:/csulasharepoint.com/sites/Private.

Site description

Tell people the purpose of this site

Privacy settings
‘ Private - only members can access this site

Select a language
‘ English v

Select the default ste language for your site. You can't change this
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Add site owners and members

Consider assigning one additional site owner to help manage
team site content. Lear more

Site owners have full control of site content, theme, permission
settings, site settings, and hub associations.

Site members can edit and view site content, including files,
pages, lists, and navigation.
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