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Introduction

The staff Personal SharePoint service (https://cp.cpce-polyu.edu.hk) will be phased
out after 31 Dec 2019. The service was provisioned on 2007 and let the staff to store
or share their personal or working files with colleagues via this online platform.

Why the Personal SharePoint service is required to phase out?

Due to the technical issues and the limitations on the current service, the service will
be phased out after 31 Dec 2019 upon the approval by the Information and Education
Technology Committee (IETC) on 20 Jun 2019.

In order to let the staff migration the files or contents to another platforms smoothly,
this user guide is prepared to assist the staff to perform the migration process.

Point to notice

e Staff should migration all the data and files to a suitable platform or storage
location before Dec 2109.

e Validate all the data and files after the migration.

e Check the permission and access right of the data and files one the new
platform.

e [fit need to migrate to the staff Document Management System, please inform
Server Administration team as earliest as you can.


https://cp.cpce-polyu.edu.hk/
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Preparation Before Migration

Review all the content in your site

Login the Personal SharePoint (https://cp.cpce-polyu.edu.hk) in the web browser.

Login name: staff\[Your user name]
Password: [same as your email password]

Microsoft =
Internet Security &
Acceleration Server 2006

Security ( show explanation )

O This is a public or shared computer
@ This is a private computer

Domain\user name:
Password:

© 2006 Microsoft Corporation. All rights reserved.

File Edit View Favorites Tools Help
ShowRoom > Welcome Wiliam Lo [ITU] » | My Site | My Links = | (@)
#2 My site All Sttes v| p
IR " Pt
8 Q _ “ ~ ‘ Set as default My Site | Create Blog
Get Started with My Site v Colleagues b
= Describe yourself and help others find you and know what you do General
View Al Site Content = Identify the people you know and work with to put your personal network to good use Q -
My Profile = Upload your picture to help others easily recognize you at meetings and events Q
= Detak = Customize this page by adding or removing web parts to get more out of your My Site Q
s = Learn more about My Site and see tips on what it can do for you @ -
= Lin o
= Coleagues RSS Viewer - @
. QO —
Sjitembersibs Web part is not bound to a feed. Open the tool pane to set the feed Url. |:]
Documents o @
SharePoint Sites M S
= Personal Documents & -
= Shared Documents TS ”-W_‘ Show 10 a?ddnhonal coleagues
. find all documents by Networking
Q
0 Documents :]
- — Type  Name Last Modified Location Properties ,:—,
- - - 8/20/2012 4:38 PM  Personal 5 @
Documents aQ
i @ - - - 11/17/2010 4:49 PM  Shared =] o
= Shared Pictures Documents -
m - 11/15/2010 2:42 PM  Shared 5 SO -
Lists Documents Q
5 8/2/2010 12:13 PM  General E Q
= TestList1 % i — . & Document ~
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2. Click the ‘Site Action’ and select the ‘Site Settings’

Welcome Willam Lo [ITU] ~ | My Site | My Links ~ | (@)

Al Sites v| P

Site Actions ~

‘ Set as default My Site | Create Blog

-

Colleagues

iow what you do

It your personal network to good use
e you at meetings and events

Jarts to get more out of your My Site
can do for you

General

1e to set the feed Url.

In the Site Settings, record down the setting in the following areas:

Site Settings

Site Collection Administration

Search settings

Search scopes

Search keywords

Recyde bin

Storage space allocation
Site collection features

Site hierarchy

Portal site connection

Site collection audit settings
Site collection polices

Site Information
Site URL: https://cp.cpce-polyu.edu.hk/personal = &
Mobile Site URL: https://cp.cpce-polyu.edu.hk/personall _layouts/mobile/default.aspx
Version: 12.0.0.6219
Users and Permissions Look and Feel Galleries Site Administration
I People and groupl g Title, a Master & Regional settings
B Site collection gﬁgﬁm, pages & Site libraries and
administrators = Site content lists
i Advanced perm'tss‘roni = Tree view types B Site usage report
g Site theme a Egﬁmns = User alerts
o Top link bar e B RSS
8 Quick o
Launch templates 8 Search visibility
) & List o Sites and I
B Save site as
template templates workspaces
& Reset 1o site = Web Parts o Site features
definition Lt Workflows B Delete this site

People and groups
0 People and groups are created in your site
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e Advanced permissions
0 The permission assigned to the people and groups
e Site libraries and lists
0 The libraries and lists were created
e Sites and workspaces
0 The subsites were created
e Workflows
0 The workflows were created

3. Check the permission or workflows setting in all of your document library or list
under ‘Documents’ and ‘Lists’, record down the setting.

e (Click into one of your document library e.g. ‘Shared
Documents’ or list e.g. ‘Test List 1’.

= Describ
View All Site Content | = Identify
My Profile | * Upload
o Dokl = Custon
= Learn n
= Links
= Colleagues RSS Vie
= Memberships Web part
Documents
- SharePq
= Personal Documents T
Sites ~
= Shared Documents
= ITU Shared Document Find all d¢
= Testing Docum
= Server Administration
Team '3
Pictures 'l:ﬂ
= Shared Pictures @
]
Lists l%

e E.g. Clicked into ‘Shared Documents’, then click the ‘Settings’ and click
‘Document Library Settings’. If it is a list, then click ‘List Settings’.
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Shared Documents

Use this document library to store your documents. Documents shared here will be displayed o

i3 Office 2010 Ribbon Guide
i3 outlook_new2

..ll

Q

New ~ Upload ~  Actions = Settings ~
Type Name Create Column

I l Add a column to store additional
3 test information about each item.

Create View

Create a view to select columns,
fiters, and other display settings.

Document Library Settings
Manage settings such as permissions,
columns, views, and policy.

e Under the ‘Permissions and Management’, click into ‘Permissions for this
document library’ and ‘Workflow settings’ to record down the permission and

workflow setting.

General Settings

= Tite, description and navigation

= Versioning settings
8 Advanced settings

8 Audience targeting settings

Permissions and Management

= Delete this document library

= Save document library as template

I @ Permissions for this document library I
2 Manage checked out files
I = Workflow settings I

= Information management policy settings

e Perform the above steps in the list.
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Determine and Select the Platform to Migrate the Document

and Data

Depending on the usage and purpose, 3 platforms will be recommended.

Platform

Details

Office 365 OneDrive

Cloud based

Access from anywhere, anytime and any device

Storage of document

Share the file with internal and external users with the
specific permission

Multiple users can edit the document concurrently online
OneDrive client can be installed on the user PC for file
synchronization

Fully controlled by your own

Office 365 SharePoint | ¢ Cloud based
Online e Access from anywhere, anytime and any device
e Storage of document and other data in the List format,
create a website for information sharing with your team
members
e Share the document and data with others with the
specific permission
e Fully controlled by your own
Staff Document | e Intranet based and only can be accessed within HHB and
Management System WK campus
(DMS) e Storage of document and other data in the List format

Cannot be accessed by external users

Simple e-form and workflow can be created by Nintex
Share the document and data within your units or other
units staff

Fully controlled by unit’s administrator and permission
will be granted to the user by the administrator at the
beginning of setup
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Determine the Migration Plan

Scenario 1: Simple SharePoint Usage

If you are mainly use the Document Libraries in your Personal SharePoint, and other
features to a far lesser extent, like SharePoint calendars and lists, manual copy will be
the simple method to perform migration by yourself.

Manual copy of document and other data

Copying data from your site into targeted location. Setup a network drive to
mount the SharePoint Document Library and then drag and drop files & folders
from the libraries to the folder in your local PC or the default folder which defined
in the 0365 OneDrive Client under your PC.

Similarly you can attach different SharePoint calendars to an Outlook client and
then copy content from one into another. For lists, you can export them into Excel,
then import the list on the new site from there.

Export the Lists into Excel file.
Setup the permission and share the file to let other staff to access.
Inform the user to access and update the file in the new location.

Need to consider when using manual copy of document

e Copying data can be time-consuming

e Past versions of documents will not be kept

e Workflows need to be recreated

e Permissions have to be re-applied

e No data synchronization from your SharePoint site to your destination
platform during migration period

Migration the document or data to the selected platform

Scenario 2: Complex SharePoint Usage
If there are a lot of complex layers to a site — workflows, app integration or
customization, please consult server administration team for further advice.


https://support.office.com/en-us/article/View-and-update-a-SharePoint-calendar-a8dd1eaa-c8c8-47ac-8b48-86fbf460511c
https://support.office.com/en-US/article/Import-data-from-a-SharePoint-list-2F5427B3-1B54-412F-A6C8-6EC6DEFD2536
https://support.office.com/en-us/article/Create-a-list-based-on-a-spreadsheet-380cfeb5-6e14-438e-988a-c2b9bea574fa?CorrelationId=af660a7d-0bd7-4d42-bd13-83074dab9b1b&ui=en-US&rs=en-US&ad=US
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Data Migration Process

1. Mapping SharePoint Document Libraries as Network Drives in Your
Office PC

1.1 In Windows 10 and 8.1:

1. Open File Explorer in your PC

Click on the ‘File Explorer’ shortcut icon in the taskbar at the bottom

0 Type here to search

2. Select ‘This PC’ from the left pane. Then, right click the ‘Add a network location’.

v & This PC e drives (4)
¥ 3D Obje Windows (C:)
a2 Con CP $ Manage [
- Pin to Start 362 GB free of 457
:___-"- Oon CP -

Map network drive...

B Desktop ) ) CVD BW Dirive (E2)
Open in new window

=] Docum Pin to Quick access
< Downloi Disconnect network drive... drives and folde
Jﬂ Music .
I Add a network location I € on CPCEWSPEW
=/ Pictures
B videos Delete
' Rename
= Window
= Recover Properties

K1 i1 Pl
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3. Click ‘Next’

Add Network Location

Welcome to the Add Network Location Wizard

This wizard helps you sign up for a service that offers online storage space. You can use this space
to store, organize, and share your decuments and pictures using only a web browser and Internet
connection.

You can also use this wizard to create a shortcut to a website, an FTP site, or other network location.

T ——

T

4. Click ‘Next’,

PP T AR

<« Add Metwork Location

Where do you want to create this network location?

Choose a custom network location
g Specify the address of a website, network location, or FTP site,
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5. Enter your SharePoint site path in the ‘Internet or network address’ box.
https://cp.cpce-polyu.edu.hk/personal/[user name]/

if your user name is ‘ccwong’, replace the [user name] with ‘ccwong’, the
path will be as follows:

e.g. https://cp.cpce-polyu.edu.hk/personal/ccwong/

“— Add Metwork Location

Specify the location of your website

Type the address of the website, FTP site, or network location that this shortcut will open.

Internet or network address:

https:..".-"cp.cpce-pu:uI},ru.edu.hkfpersu:unal.-"ccwu:ung.l" - Browse...

View exarnples
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6. Click ‘Next’ if you don’t need to change the name for this network location.

<« Add Metwark Location

What do you want to name this location?

Create a name for this shoertcut that will help you easily identify this netwerk location:

https://cp.cpce-pelyu.edu.hk/personal pfwill/.

Type a name for this network location:

| .cpce-polyu.edu.hk

Cancel

7. Click ‘Finish’

Add Netwark Location

Completing the Add Network Location Wizard

You have successfully created this network location:

A shortcut for this location will appear in Computer,

Open this network location when | click Finish,

Finish Cancel
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8. Open the File Explorer, a new network location with the your provided name
e.g. ‘cp.cpce-polyu.edu.hk’ is created. Click on it, the document and list
library in your SharePoint site will be displayed in the right pane.

L[ 1) = | pfwill

Home Share View

T » Metwork (STAFF) » https://cp.cpce-polyu.eduhk » personal »

s

Mame
#F Quick access
images
B Deskto -+
P [TU Shared Document
‘ Downloads A Lists
@ Documents - NewsSite]
=] Pictures - Personal Documents
a1 ITUtest Server Administration Team
Outlock Shared Documents
Power Shell Script 0365 Shared Pictures
Testing
Sweet Home 30
& blog.xsl

# OneDrive - College of Professional and D default.aspx

[ This PC
) 3D Objects
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1.2 In Windows 7 or 8:

1. Click on the ‘Windows Explorer’ shortcut icon in the taskbar at the bottom

2. Right click ‘Computer’ in the left pane and select ‘Add a network location’

| 4 A Computer
b E2 05 (C) |
b <> DATAPART1 % Manage
> &2 DVD RW Driv Open in new window

|

Collapse

P p— Pin to Start
— Map network drive...
_— Disconnect network drive...
‘: Add a network location
Delete
4 % Network Rename

& cpcpce-pola Properties

3. Refer to the steps 3 — 8 in the Windows 10 and 8.1 section above to add a network
location.
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2. Migration the Document Libraries from Personal SharePoint

2.1 Moving the Document to Your Office PC

Move the documents from the folders (e.g. Personal Documents, Shared
Documents, etc.) under the network connection ‘cp.cpce-polyu.edu.hk’ in the
above section 1.1 or 1.2 to the folder in your local drive.

I

Home Share View

s » Metwork (STAFF) » https:y//cp.cpce-polyu.eduhk * personal »

s

Mame
5 Cuick access
images
[ Deskto -
P [TU Shared Docurment
; Downloads - Liste
Documents F 4 MewsSite]
i=| Pictures - Personal Documents
a0 [Tltest Server Administration Team
Outlock Shared Documents
Power Shell Script 0365 Shared Pictures
Testing
Sweet Home 30
52 blog.xsl

% Onelrive - College of Professional and D default.aspx

[ This PC
B 3D Objects
= C on CPCEWSPFWILLZ

I cp.cpce-polyu.edu.hk I

D on CPCEWSPFWILL2

mt
="
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2.2 Migration of the Document to Office 365 OneDrive

If the OneDrive Client was installed in your office PC, the documents can be
moved from your SharePoint folder to the folder in OneDrive — College of
Professional and Continuing Education in File Explorer.

Home Share View

4 .7 Favorites
I Desktop

4 Downloads :
Movell Filr 9
g SharePoint 4
# OneDrive - College of Professional and Contin 9
. o

4 | Libraries Y
> L Documents o

L 45 LA +

= , Cut v ) New item =

- . A = |}

W] Copy path \ ' F :l_'| Easy access ~
Copy Paste _ Move  Copy Delete Rename Mew Pr

2| Paste shortcut to to - folder

Clipboard Organize MNew
@ + 1 #» « backup » Server Admin » OneDrive - College of Professional and
~ MName

After moving the file to folder in OneDrive connection in your PC, re-apply the
permission on the files or folders if you need to share the file to other colleague
to access.
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Right click the selected folder or file which you want to set the share

permission and then click the ‘Share’.
[&] Pictures - & 6/14/201% 3:37 PM Filg
# o ITUtest ] 6/14/201% 5:26 PM Filg
Outlock G A 6/14/201% 3:37 PM Filg
[a} 6/14/201% 3:37 PM Filg
&} B/14/201% 3:37 PM Filg
&) 6/14/201% 3:37 PM Filg
I @, OneDrive - College of Professional andl Open Filg
Open in new window Filg
[ This PC _ 3 :
= Project Pin to Quick access Filg
¢ Slasass itk Lusnsn: a Classify and protect Filg
Browse with FastStone Filg
Filg
@& Share .
Filg
View online .
| Mi
Deskt:
B Desktop Always keep on this device PG
Documents F B
" ree Up space Mi
‘ Downloads )
; 7-Zip > | i
b Music
CRC SHA > PD
[&=] Pictures ™ o N Mi
t
m Videos (e accessto Int:
. Restore previous versions
i Windows (C:) P
— Recovery Image (D) | @ Scan with ESET Endpoint Antivirus Mi
— New Volume (G2 | Advanced options > Mi
- Int:
Include in libra >
¥ Network . i Int:
- Pin to Start
30 ites 1 itern selected Available when online

Select and set the appropriate permission on the file or folder.

# Share "Project”

Link settings

Project

Who would you like this link to work for?
Learn more

People in College of P...ing

Education with the link

People with existing access

Specific people

Other settings

B Ailow editing

Apply Cancel

Anyone with the link v

Set expiration date X

X
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2.2.1 Setup Office OneDrive Client

If you don’t currently have an account signed in to OneDrive, use these instructions to
start OneDrive.

1. Search for ‘OneDrive’, and then open it:

e In Windows 10, search for ‘OneDrive’ in the left bottom search box.

O Type here to search

Select the ‘OneDrive’ desktop app in the searching result.

Best match

OneDrive
Desktop app

e In Windows 7, under Programs, select Microsoft OneDrive.

Programs (1)
& Microsoft Onelrive

Files (7)

e In Windows 8.1, search for OneDrive for Business, then select the OneDrive
for Business app.

(* make sure the latest version of the OneDrive Client was updated or installed
in your PC)
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2. When OneDrive Setup starts, enter your staff email address, and select Sign in.

Set up OneDrive

Put your files in OneDrive to get them from any device.

Enter your email address

Select ‘Work or school’.

& Microsoft OneDrive = X

Set up OneDrive

Put your files in OneDrive to get them from any device.

This email address is used for both OneDrive and OneDrive for Business, Which would
you like to sign in to first?

Personal
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Enter the staff user name and email password.

@ Microsoft OneDrive — *

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
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CPCE Single Sign On

User name: || |

Password: | |

Forget Password

New Student / Staff v

e On the ‘This is your OneDrive folder’ screen, select ‘Next’ to accept the
default folder location for your OneDrive files. If you want to change the folder
location, select ‘Change location’ - this is the best time to make this change.

& Microsoft OneDrive - bt

This is your OneDrive folder

Add files here so you can access them from other devices and still
have them on this PC.
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e On the ‘Choose folders’ screen, choose the folders you want to sync, and
select ‘Next’. This helps control the amount of space OneDrive files take
on your computer and conserves bandwidth during sync processes. You
can change this later in Settings, but this is a good opportunity as well.

@& Microsoft OneDrive X

Choose folders

Choose what you want to be available in your "OneDrive - Contoso” folder.
These files will be available on-demand. Unselected folders will be hidden
from File Explorer,

Make all files available
Or make these folders visible:

|| Files not in a folder (30.0 MB)
Contoso Electronics (22.5 MB)
Desktop (343.3 KB)
Documents (781.9 KB)
Images (242.5 KB)
PFictures (11.4 MB)
Frivate Info (11,8 KB)

W

RIEREEEE

Lecation on your PC: C:\Users\jerrif\OneDrive - Contoso

K |
Selected: 65.3 MB g Eancd

e You're all set. Your OneDrive files will appear in File Explorer in
the OneDrive folder. If you use more than one account, your personal files
appear under OneDrive — Personal and your work or school files appear
under OneDrive — College of Professional and Continuing Education.

Home Share View
i Jd - - — = .
y Cut y MNew item ~
| & e 2 X = b2
M| Copy path ’ ’ A :|_"| Easy access ~
Copy Paste Move Copy Delete Rename MNew Pr
|ﬂ Paste shortaut | 4 to - folder
Clipboard Organize New
@ + 1 @ « backup » Server Admin » OneDrive - College of Professional and
)
4 . Favorites Name
I Desktop 3
4 Downloads J
Novell Filr 2
|§ SharePoint a
@ OneDrive - College of Professional and Continu r
°
4| Libraries da
[» .*. Documents d
L T o P LAt
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2.3 Migration of Document Libraries to Staff Document Management System
(DMS)

1. Assume your unit’s administrator of the DMS had assigned the permission
and created a folder or sub-site for you to store the files.

2. Login the DMS at https://dms.cpce-polyu.edu.hk/[name of unit]. Replace
the [name of unit] with your unit name in the URL link e.g.

https://dms.cpce-polyu.edu.hk/hkcc

3. Login in with your user name and email password.

Q THE HONG KONG
Q'bl’un'['r_(_HNu UNIVERSITY
&/ it T oA
COLLEGE OF PROFESSIONAL AND
CONTINUING EDUCATION
R T 4 W R T BB

CPCE Single Sign On

User name: | | |

Password: | |

Forget Password

New Student / Staff

4. Select the Document Libraries or sub-sites by clicking the library under
the ‘Documents’ or ‘Sites’ in the DMS which you want to upload the files.
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SharePoint Newsfeed OneDrive Site

BROWSE PAGE

f
Documents l Home
b ITU DMS

General Admin

Home

, Announcements
Lists
There are currently no active announcements. To add a
Tasks "Add new announcement”.
Calendar
. . 4 Add new announcement
Discussions

Team Discussion

5. If the folder is not created yet, click the ‘+ New Document’ to create it a
‘New folder’ and then go into that folder.

Home Network Team Create a new file X [ Team

G enera I Ad ﬂ_;L Word document

@ new document ¢ ﬂ-g Excel workbook

All Documents  Approve/r ; ie

v O e ﬂ'b | PowerPoint presentation -
H i tember
[ | OneNote notebook

: o tember
il tember
(I New folder I R
\ tember
£ UPLOAD EXISTING FILE tember
TrRbeing Mamsia ke sl S-S »es  September
L =ss  September
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6. Dragand drop the files from your PC’s File Explorer to the blank area in the
DMS.

BROWSE | FILES LIBRARY |

5

Home MNetwork Team Server Ad

Documents (® new document or drag filg

General Admin All Documents  Approve/reject ltems

Lists
v D MName Maodified Modified By
Tasks
There are no files in the view "All Do
Calendar
Discussions

Team Discussion

Sites

Drag and drop the files in the
blank area

7. Setup the share permission on that folder or file to let other staff to
access. Click the ‘... and ‘SHARFE’.

SharePoint Newsfeed OneDrive Sites
BROWSE | FILES  LIBRARY € SHARE Yoy FOLLOW
Documents (® new document or drag files her¢ X

General Admin All Documents  Approve/reject ltems My sub

Ligts 2:52 PM

v D MName us
Tasks

Shared with lots of people

|
TR |
Calendar
. i 4 https://dms.cpce-polyu.edu.hk/
Discussions
e |
Team Discussion |
. OPEN SHARE S
Sites
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In the Share ‘Inventory’ dialog box, make sure Invite people is
selected, and then type the names of the people or group you
want to grant access to in the Enter names or email addresses...
box.

Click ‘Show Options’ if you want to change the permission level.

Then click ‘Share’.

Share " |
2% Shared with lots of people
Invite people
Enter names, email addresses, or 'Everyone’. Can edit ¥
Include a personal message with this invitation (Optional).
S
SHOW OPTIONS




POLYTECHNIC UNIVERSITY CONTINUING EDUCATION

% THE HONG KONG COLLEGE OF PROFESSIONAL AND
Q o 345 B T A M8 R £ BT IR B

3. Migration of List Libraries from Personal SharePoint

3.1 Moving the List Libraries to Your Local PC
1. Login the Personal SharePoint (https://cp.cpce-polyu.edu.hk).

2. Click on the List which you want to export the data, e.g. Test List 1.

23 .
E My Profile
; 1 Flest st

i_/‘ Test List 1

View All Site Content For testing
|| My Profile New =~  Actions = Settings ~
| : ﬁt:‘ g Tide

Purchase Computer

e o Purchase Notebook

= Memberships
‘ Documents

| = Personal Documents

= Shared Documents

= Shared Pictures
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3. Click ‘Actions’, select ‘Export to SpreadSheet’.

iiomey v Prote
' > Test List 1
l & Test List 1

View Al Site Content For testin

My Profile New Actions ~ Settings ~

* Detais @ Tite EdIt in Datasheet

= Links h E ,/% Bulk edit items using a datasheet

Purc format.
= Colleagues "
= Membershi JLE —  Export to Spreadsheet
ps o Analyze items with a spreadsheet
Documents —W —
= Personal Documents = Open with Access
Lel Works with items in a Microsoft

= Shared Documents S Access database.

- View RSS Feed

n Syndicate items with an RSS reader.

u a Alert Me
Receive e-mail notifications when
items change.

Pictures
Add to My Links

= Shared Pictures Access this list from your 'My Links' at
the top of the page.

- p pag
= Test List 1

4. Click ‘Save’ and then ‘Open Folder’ to view browse the downloaded file
‘owssvr.iqy’

Do you want to open of save owssvrigy (/40 bytes) from cp.opee-polyu.cdu.hk? Open Save |~ Cancel

5. Open the ‘owssvr.igy’ file and login with the staff user name e.g.
‘staff\ccwong’ and password.

6. Then ‘Save As’ the file backup to your designed folder in the ‘xIsx’ format.

7. You could consider to migrate the list to Office 365 SharePoint Online
if you need other staff to access it.
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8. Check the permission of the list, click the ‘Settings’ and select ‘List

Settings’ of the list.

I Test List 1

> Test List 1

View All Site Content For testing

My Profile T o

Actions - Settings -

= Details
= Links
= Colleagues

g Title

Documents.
= Personal Documents
= Sharad Documents

= Shared Pictures
Lists

= TestList 1
Discussions
Surveys

Sites

= MewSitel

|5/ Recyde Bin

Purchase Computer
» Memberships Purchase Notebook

Column
Add a column to store additional
information about each item.

Create View

E Create a view to select columns,

filters. and other display setti
List Settings

Manage settings such as
permissions, columns, views, and
policy.

9. Click ‘Permissions for this list’.

List Information
Name:
Web Address:

Description:

° Versioning settings
? advanced settings
® Audience targeting settings

> Test List 1 > Settings

Customize Test List 1

Test List 1
https://cp.cpce-polyu.edu.hlf/personal/p fLists/Test List 1/Allltems.aspx
For testing

Permissions and Management

® Delete this list
® Save list as template

I permissions for this list ||
" Workflow settings

® Information management policy settings
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10. Mark down the user permission of this list.

> Test List 1 > Settings > Permissions

Permissions: Test List 1

This list inherits permissions from its parent Web site. To manage permissions directly, dick Edit Permissions from the Actions menu.
Actions ~
Users/Groups Type User Name Permissions

User STAFFY Contribute
User STAFFy Read
User STAFF) Contribute
User STAFFy Limited Access
User STAFFy Read
User STAFFy Read
User STAFFy Limited Access
User STAFFy) Contribute
User STAFFy) Contribute
User STAFFy Read
User STAFFy Read
User STAFFy) Contribute
User STAFFy Read
User STAFFy) Read
User STAFF\Lisen. Read
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3.2 Migration of the Downloaded List to Office 365 SharePoint Online

3.2.1 Create a team site on Office 365 SharePoint Online
e Sign in Office 365 at https://email.cpce-polyu.edu.hk

e Inthetop left corner of the page, select the app launchericon ﬁ and then
select the SharePoint tile.

= Office 365 — I
Apps
a] Outlook @, OneDrive e

@ word Excel |
& rowerroint [ OneNote

B sharepoint Iﬂ% Teams i
Class Notebook [ sway
Forms

e At the top of the SharePoint page, click + Create site and choose the Team
site option. A site creation wizard will appear on the right-hand side of the
screen where you input the information to create a team site.

~+ Create site
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Create a site

Chaase the type of site you'd like to create

Team site Communication site

Share documants, have conversations with your team, Pulslish dynamic. beautiful content to people in your
ke track of events. manage tisks, and mone with & site organization to keep them informed and engaged on
connected 1o an Office 365 group topCs, events, oF projects

e If enabled by your admin, select the design you want to use for your site.

Team site

Choose a design

Contoso Travel — Impact Project s

Use this design to collaborate with your team. It configures
custom lists and home page for managing project engagement.

e Give your new team site a name.

e In the Privacy settings section, choose either Public - anyone in the
organization can access this site or Private - only members can access this
site to control who has access to your site.
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e Select a language for your site.
e In SharePoint Online, add the names or email addresses of anyone else you
want to manage the site in the ‘Add additional owners’ box.
e In the Add members box, add the name or email address for everyone you
want to be a member of your site and then click Finish.

Add group members Contoso SW

Group members will receive an email welcoming them 1o the
ey s3te and Office 365 growp

rivate group

Wiho do you want to add?
You can a0 add more pecple later

Agddd additional cwniers

name or email acdress

Add members

Mbembers wall receive growp conversations and events in their inbox
They can urubiscrisg ot any tme by chcking the unsubscrise link in

group ernaals

. Creating e
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3.2.2 Create a List in Office 365 SharePoint Online in the Team Site

1. Go back into the team site which you just created in the Office 365
SharePoint Online e.g. Testing— Team 1

2. Click ‘New’, select ‘List’ to create a list

o [csting - Team 1

Private group

L Search this site £33 Page details

Home List

. Document libra
Conversations Y

Page
Documents

Mews post
Motebook

MNews link
Pages

9 Plan

Site contents

App

Recycle bin
o

Keep your team

rontant
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3. Give the ‘Name’ and ‘Description’ of the list, then click the ‘Create’
button.

Create list

Name ~*

Inventory

Description

Unit Inventor}I

Show in site navigation

4. Under the newly created list e.g. Inventory, click ‘+ Add column’ to add
columns to the list with reference to your Excel file which you exported in
the form section.

Testing - Team 1
Private group

O Search + New Export to Excel & Quick edit  o* PowerApps ~ o/ Flow

Home

Inventory
Conversations

Documents Title + Add column

Shared with us
MNotebook

Pages

Inventor
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5. Select the type of the column.

+ Add column
Single line of text
Multiple lines of text
Location
Number
Yes/Mo

Person
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6. Give the name and other information of the column, click the ‘Save’.

Create a column

Learn more about column creation.

Mame *

‘ User na me{

Description

Type

‘ Single line of text A ‘

Default value

‘ Enter a default value ‘

D Use calculated value ()

More options

Save Cancel

7. Two columns are created ‘User name’ and ‘Purchase date’

ol Testing - Team 1
Private group

O Search + New @ ExporttoExcel ¢ Quickedit ©* PowerApps ~ o Flow

Home
Conversations
Documents
Shared with us
Motebook
Pages

Inventory

Title

Inventory

I User name

Purchase date I
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8. After all the column are created. Open the Excel file and select all the

rows of the data, copy them.

EEH S & B8 -

HOME INSERT PAGE LAYOUT FORMULAS
ﬂ —
E{{’C“t Calibri LY Y
= CD -

Paste @ Y T U~ e HoA- =
- ¥ Format Painter - -
Clipboard [ Font F1
A2 - fr Purchase Computer
A B C

r] —
2 |JPurchase Computer ilte
3 JPurchase Notebook Dr. Wong 2012-05-20 lte
4

—r—

9. Click ‘Quick edit’ in the ‘Inventory’ list.

ol Testing - Team 1
Private group

O Search
Home
Inventory
Conversations
Title

Documents
Shared with us
Notebook
Pages

Inventory

User name *

+ New B Exportto el ¢” Quick edit || o PowerApps o Flow v

Purchase date
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el Testing - Team 1
Private group
O Search ~ Exit quick edit
Home
v Title User name Purchase date +

Conversations

Documents

Shared with us

Notebook

10. Paste the copied data in the related column and then ‘Exit quick edit’.

o Testing - Team 1
Private group

O Search ~ Exit quick edit
Home
. v Title User name Purchase date
Conversations
Purchase Computer % Dr. Chan 2015-11-35
Documents
Purchase Motebook # Dr. Wong 2012-05-20

Shared with us
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3.2.3 Check the permission of the list
1.
e (Click the ‘Site Content’,
e Select the list e.g. Inventory
e Click the 3 dots icon
e Select the ‘Settings’
Sl Testing - Team 1
Private group
O search “+ New v 4 Site usage () Sitew
Home
Contents  Subsites
Conversations
Documents [ Name Type
MNotebook O Documents Document library
Pages & Form Templates -
Remove
inventory [ Site Assets
==
& Style Library Details
Recycle bin
O Site Pages Page library
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2. Select the ‘Permission for this list’

# EDIT LINKS

i

Home
Conversations
Documents
Notebook
Recent

19:18b55f42bb0a4d929
b01978bb7a16298@thr
ead.skype_wiki

Pages

Inventory

Site contents

Recycle Bin

£ EDIT LINKS

Inventory » Settings

List Information

Name: Inventory

Web Address:
Description:

General Settings

:List name, description and navigation:
Versioning settings
Advanced settings
Validation settings
Audience targeting settings

Rating settings

https://cpce.sharepoint.com/sites,/TestingTeam1/Lists/Inventory/Alllt
Unit Inventory

Permissions and Management

= Delete this list

= Permissions for this list I

= |nformation Rights Management

= Workflow Settings

= Enterprise Metadata and Keywords Settings

3. The current permission setting of the list

4.

BROWSE PERMISSIONS

5@ @->
[ %

Manage| Stop Inheriting Check
Parent | Permissions

Inheritance Check

[ V() Q

Permissions

Home
Conversations
Documents
Notebook
Recent

19:18b55f42bb0a4d929
b01978bb7a16298@thr
ead.skype_wiki

Pages

& This list inherits permissions from its parent. {Testing - Team 1)

MName

Testing - Team 1 Members

Testing - Team 1 Owners

Testing - Team 1 Visitors

Type

SharePoint
Group

SharePoint
Group

SharePoint
Group

Permission Levels

Edit

Full Control

Read

If you want to assign the specific staff with the specific permission, select
the ‘Stop Inheriting Permissions’.
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5. Select the ‘Grant Permissions’ to grant the permission to specific staff.

BROWSE PERMISSIONS
@ @
a5 (v Q
Celete unique Grant Edit User Remove User Check
permissions @Permissicns lf Permissions  Permissions  Permissions
Inheritance Grant Madify Check
Home /I This list has unique permissions
Conversations
Documents MName Type Permission Levels
Testing - Tea IV S SharePoint  Edit
Notebook esting - Team 1 Members Gr;up
Recent Testing - Team 1 Owners SharePoint  Full Contral
19:18b55f42bb0a4d929 Group
b01978bb7a16298@thr Testing - Team 1 Visitors SharePoint  Read
ead.skype_wiki Group
Pages
Inventory

6. Type the name or email address of staff, click ‘SHOW OPTIONS’ to select
permission level, then click the ‘Share’.

In the Share... dialog box, make sure Invite people is selected, and then
type the names of the people or group you want to grant access to in the
Enter names or email addresses... box.

Click ‘Show Options’ if you want to change the permission level.

Then click ‘Share’.
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Share 'Inventory'

Shared with lots of people

Invite people

Shared with

Enter names or email addresses...

Include a personal message with this invitation (Optional).

SHOW OPTIONS

Cancel
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3.3 Migration of the Downloaded List to DMS

1. Assume your unit’s administrator of the DMS had assigned the permission
and created a sub-site for you to place back the data in your exported
Excel file.

2. Login the DMS at https://dms.cpce-polyu.edu.hk/[name of unit]. Replace
the [name of unit] with your unit name in the URL link e.g.
https://dms.cpce-polyu.edu.hk/hkcc

3. Login in with your user name and email password.

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
B HE P TR ER
COLLEGE OF PROFESSIONAL AND
CONTINUING EDUCATION
U Fe £ W8 B 1T TR B

CPCE Single Sign On

User name: ‘ ‘ ‘

Password: ‘ ‘

Forget Password

New Student / Staff
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4. Gointo the sub-sites under the ‘Sites’ in the DMS which you want to
upload the list.

BROWSE PAGE

-

Documents Home
ITU DMS

General Admin

) Anno
Lists
There a
Tasks “Add ng
Calendar
DI . 4 Add
iscussions
. .

Sites
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3.3.1 Create a List Library in DMS
1. Create a new List, click the ‘Lists’

SharePoint |

BROWSE

PAGE

5

Surveys
Documents

Shared Documents
Tasks

Calendar

Home

ITU = Sery

Annou

There ars
"Add ne

& Add

2. Click ‘add an app’.

SharePoint

s

Surveys
Documents

Shared Documents
Lists

Tasks

Calendar

Home

Site Contents

Lists, Libraries, and other Apps

3

add an app

Calendar

298 items
Modified 3 years ago
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3. Select ‘Custom List’

SharePoint

E> Site Contents + Your

Your Apps ‘ Find an app ,O‘

Apps You Can Add
Manage Licenses NOtGWOI‘thy

Your Requests

[
SharePoint Store Ei

Document Library Custom List
Popular built-in app Popular built-in app
App Details App Details

4. Input the name of the list and click ‘Create’ e.g. Inventory

. . b4
Adding Custom List

Pick a name MName:

You can add this app multiple times to your site. Give it a unigue name. | Inventoryi |

Advanced Options ‘ Create ‘ ‘ Cancel ‘
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5. Inthe left pane, a ‘Inventory’ list is created.

SharePoint

Doc Center
People and Groups

Recent

6. Click into the ‘Inventory’ list and click the ‘List’ tab in the ribbon and
‘Create Column’ to create the columns of the list with reference to your
Excel file.

SharePoint

BROWSE ITEM3S

D \JHAodify View - Current View: C\ A C
|[_j Create Column [ Al Iltems - [j = ‘-)I

View  Quick Create Tags & E-maila  Alert RSS Connect to E}(E
Edit View Navigate Up Current Page Notes tink ~ Me.  Feed Outlook X
View Format Manage Views Tags and Motes Share & Track Co
Surveys (® new item or edit this list
Documents All ltems == ‘ Find an item 0

Shared Documents
] v Title
Lists

. There are no items to show in this view of the "Inventory" list.
Tasks

Calendar
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7. Create the columns and select the suitable type of information for that

column.

Create Column

Name and Type

in the column.

Type a name for this column, and select | |
the type of information you want to store

Column name:

The type of information in this column is:
(® Single line of text
() Multiple lines of text
() Choice (menu to choose from)
() Number (1, 1.0, 100)
() Currency (3, ¥, €)
() Date and Time
() Lookup (information already on this site)
() Yes/No (check box)
() Person or Group

() Hyperlink or Picture

8. Two columns are created.

BROWSE ITEMS LIST
D;- Modify View . | Current View: '
[l S |l D
Ei] Create Calumn | Al 1tems -
View  Quick Create Tags & E-maila  Alert RSS
Edit View Mavigate Up Current Page Notes Link Me = Feed
View Format Manage Views Tags and Motes Share & Track
Surveys Stop editing this list
Documents All ltems  =«- ‘ Find an item o) |
Shared Documents
. v Title User name Purchase date +
Lists
Tasks
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3.3.2 Migrate the Data in the Excel File to the List
1. Click the ‘Quick Edit” and then copy and paste the data from Excel file to
the DMS list. (* MUST need to perform this step in Internet Explorer 11
or above browser)

View Format

BROWSE ITEMS LIsT
f— [:;- Modify View . [Current View: —~
D ‘O .
= [ create Column 4l items -
View J§ Quick Create Tags & E-maila  Alert RSS
Edit View Mavigate Up Current Page MNotes Link Me = Feed

Manage Views Tags and Motes Share & Track

Surveys Stop editing this list
Documents All Items === ‘ Find an item 0
Shared Documents
. v Title User name Purchase date +
Lists
Tasks

2. After that, click the ‘Stop editing this list’ and the data is imported.

BROWSE ITEMS LIST
raran E'_;- Modify View . Current View: N
222 S = N
E_j Create Column  all ltems -
View  Quick Create Tags & E-maila  Alert RSS Connect {
Edit View Navigate Up Current Page MNotes Link Me ~ Feed Outloold
View Format Manage Views Tags and Notes Share & Track
Surveys (® new item or edit this list
Documents All Items === ‘ Find an item o)
Shared Documents
i v Title User name Purchase date
Lists
Purchase Computer % e« Dr.Chan  2015-11-35
Tasks
Calendar Purchase Notebook #t === Dr.Wong 2012-05-20
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3.3.3 Check the permission of the List

1. Gointothe list e.g. Inventory, click the ‘List’ tab and select the
‘List Settings’ in the ribbon.

SharePoint Newsfeed OneDrive Sites fol
BROWSE | [TEMS| | LIST ) SHARE Yy FoLLOW
r J [ Modify View . Current View: — ) E-mail a Link Connect to Outlook E‘ i
I = 2=
—l [ create Column | All items - N Alert Me « Export to Excel 3*{
View  Quick Create Tags & Nintex List
Edit View Navigate Up Current Page Notes RSS Feed Forms -~ (Sl Settings
View Format Manage Views Tags and Notes Share & Track Connect & Export Customize Lis -
Recent
Inventory

2. Select the ‘Permission for this list’.

List Information

Name: Inventory

Web Address: https://dms.cpce-polyu.edu.hk/| /Lists/Invento
Description:

General Settings Permissions and Management

@ List name, description and navigation a Delete this list

m Versioning settings @ Save list as template

8 Advanced settings Iu Permissions for this list I

o Validation settings o Workflow Settings
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3. To break permissions inheritance from the parent, click ‘Stop
Inheriting Permissions’.

BROWSE

5@
W

PERMISSIONS

@
g Q

Manage |Stop Inheriting Check
Parent | Permissions Permissions

Inheritance Check

4. Click ‘Grant Permissions’ on the Permissions tab to assign unique

permission.

In the Share ‘Inventory’ dialog box, make sure Invite people is
selected, and then type the names of the people or group you
want to grant access to in the Enter names or email addresses...

box.

Click ‘Show Options’ if you want to change the permission level.

Then click ‘Share’.

Share 'Inventory'

Enter names, email addresses, or ‘Everyone’.

SHOW OPTIONS

Include a personal message with this invitation (Optional).

Cancel
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