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SharePoint Online (SPO) ‘Examining’ Sites
Managing the Sections (‘Workspaces’) within a SPO Site

This quick reference guide includes sections from the ‘SPO Examining Sites Administrator Guide’ and
outlines how to manage the sections (workspaces) within a SharePoint Online site.

This quick reference guide covers the following help topics:

e How do | change the name of a workspace / section within a site?

e How do | create a new workspace / section within an examining site?

e How do | change the order of the site sections in the LH site menu?

e How do | delete a workspace / section of a site that my department doesn’t need?
e How do | change the name of an examining site?

For details of how to manage SharePoint Groups (create, rename, move etc.) see the ‘Managing a
Site’s SharePoint Groups’ quick reference guide or the full ‘SPO Examining Sites Administrator
Guide’.

For an overview of what SPO examining sites are and what they include see the ‘SPO Examining Sites
- Getting Started Guide’ or the full ‘SPO Examining Sites Administrator Guide’.

If you prefer to see all guidance in one document, see the ‘SPO Examining Sites Administrator
Guide’ which contains full details of how to set-up, manage and maintain all of the aspects of your
SPO examining site(s).

Getting Support

If you need advice and support in relation to SharePoint Online ‘examining’ sites then please contact
student.systems@admin.ox.ac.uk.
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An Introduction to SPO Examining Site ‘Sections’ / Workspaces

SPO ‘examining’ sites are supplied pre-built with the following ‘sections’:

Section Purpose
Home page A page for welcome / guidance text for all users that can access to the
site via a SharePoint group
Generic text and an image has been added to the Home page but
those can be amended as required by the department
Useful A place to share useful resources relevant to all users of the site e.g.
Resources exam conventions, regulations etc.
You can add links to webpages, if applicable, as well as uploading
documents
Paper Setting A place to share, edit, and securely store documents relating to paper
Workspace setting
This workspace also includes a standard folder ‘Final Copies for Exam
Schools’ that the Exam Schools team have access to and that should be
used for sharing final copies of exam papers with them
XXXX Exam A separate space for each exam board within the ‘examining’ site to
Board view, share and collaborate on documents relating to the exam board
The exam board workspaces in the site should be the exam boards
administered (at the study-level) by your department
Markers A space to share documents for access by markers who are marking
Workspace exams or course work submissions
e.g. mark / feedback sheets, and submissions (if those are not being
viewed on Inspera)
Other A space to share documents with other departments e.g. joint schools
Document departments; Education Policy Support; Information Compliance etc.
Sharing Please note that: completed results templates should continue to be
shared with ARO via the separate ARO-managed site
Please note that: appeals-related documentation should continue to
be shared with the Proctors via links they share with you
Admin A workspace for Administrators within the department who manage
Workspace the exam boards and marking process
e.g. for master documents or templates

You may want to add, rename, delete a site workspace / section or change the order of the sections
in the LH site menu. See the relevant help topic below for details of how to do any of these things
where appropriate.



How do I change the name of a workspace / section within a site?

To change the name of a workspace / section within an examining site:

1. Click on name of the section of the site in Exam Board Workspace - Settings
the LH site menu that you want to change e
the name of AND then click on the
Settings ‘cog’ icon in the top right hand
corner of the site

4. Update the Name as required and click

2. Select ‘Library settings’ from the list
‘Save’

Settings » General Settings

Settings X

Mame and Description

Name:
“3IVLA Exam Board l

SharePoint

=ity ol
Add a page

Add an app

I Display this document library on the Quick L|

Restore this library

@Yes (ONo

3. Within the workspace ‘Settings’ window,
click on ‘List name, description and
navigation’




How do I create a new workspace / section within an examining site?

To create a new workspace / section within an examining site:

1. From the Home page, click on the Settings
‘cog’ icon in the top right hand corner of
the site

2. Select ‘Site contents’ from the list

Settings X

SharePoint

Site information

Site permissions
Site usage

Site performance
Change the look

Connect to new Microsoft 365 Group

Site designs

3. Within the ‘Contents’ page click on ‘New’
and select ‘Document library’

+ New ~

List

Page

Document library

App

MName

4. Inthe ‘Create document library’ side bar:
a. Adda Name

b. Ensure that ‘Show in site
navigation’ is ticked (so the new
workspace appears in the LH site
menu)

c. Click ‘Create’

Create document library X

Name *

MEW Workspac EI

Description

Show in site navigation

Once you have created a new workspace / section within a SPO ‘examining’ site you are likely to
need to manage which of the site’s SharePoint groups have access to the workspace.

See the following topics within the ‘Managing SharePoint Groups’ section of the ‘Managing a Site’s
SharePoint Groups’ quick reference guide, or in the full ‘SPO Examining Sites Administrator Guide’,

for details on how to do that:

e How do | give SharePoint groups access to workspaces within an examining site?
e How do | remove a SharePoint group’s access to a workspace within an examining site?



How do | change the order of the site sections in the LH site menu?
To change the order of the site sections in the LH site menu:

1. Click on ‘Edit’ at the bottom of the LH site

menu

2. Click and drag the workspace / section to
the relevant position in the site menu and

Home

Useful Resources

Paper Setting Werkspace
Markers Workspace
CMLA Exam Board

CELA Exam Board

DMLA Exam Board
Other Document Sharing
Admin Workspace

NEW Workspace

Recycle bin

click ‘Save’

Home

Useful Resources

Paper Setting Workspace

MNEW Workspace

CMLA Exam Board

CELA Exam Board
DMLA Exam Board
Other Document Sharing

Admin Workspace

Enable site navigation
audience targeting (0

@ o

Save Cancel




How do I delete a workspace / section of a site that my department doesn’t need?

To delete a workspace / section within an examining site:

1. Click on name of the section of the site in
the LH site menu that you want to delete
AND then click on the Settings ‘cog’ icon
in the top right hand corner of the site

2. Select ‘Library settings’ from the list

Settings X

SharePoint
Add a page
Add an app
Site contents

betting sta ried

Restore this library

Note that it is possible to restore workspaces and all of the contents within them, if necessary (within

93 days of them being deleted). To do this:
e Navigate to the Recycle bin
e Select the item to restore
e (lick ‘Restore’

3. Within the workspace ‘Settings’ window,
click on ‘Delete this document library’

Exam Board Workspace » Settings

4. Click ‘OK’ when the verification message
appears

Bin?

unioxfordnexus.sharepoint.com says

This document library will be removed and all its files will be deleted.
Are you sure you want to send this document library to the site Recycle

n Ca ncel




How do | change the name of an examining site?

The name of an examining site is displayed at the top left of a site:

Nexus365

SharePoint

C HN ADMN - Oriental Studies UG Examining Site >

Please only change the name of an examining site if strictly necessary as the sites names follow a

common naming convention.
To change the name of an examining site:

1. From the Home page, click on the Settings
‘cog’ icon in the top right hand corner of
the site

2. Select ‘Site information’ from the list

Settings X

SharePoint
Add 3 page
Add an app
Site contents

I Site information I

Site permissions

Site usage

Site perfoarmance

Change the look

Connect to new Microsoft 365 Group
Site designs

3.  Within the ‘Site Information’ sidebar
update the ‘Site name’ field and click

£ 7
Save
Site Information X
Site logo
F# Change [i] Remove
Site name *

| Dept X UG Examining Site (Prototype) |

Site description

Hub site association

| None -

View all site settings

Tl Delete site

ﬂ cancel

Note that the title of the site on the Home page can be separately updated by following the steps
outlined in the ‘How do | edit the TEXT on an examining site Home page?’ section

Home New

m ADMN - Oriental Studies UG Examining Site

Page det.

—

y @ntal Studies UG Examining Site Homepage
: —"

Welcome to the Oriental Studies UG Examining Site




