
Creating a SharePoint Group 

1. Go to mail.hanover.edu, open the apps menu in the upper left corner of the screen, and 

select the SharePoint icon. 

 
2. Once in SharePoint, select the ‘Create site’ button 

 



3. Then select ‘Team site.’ 
4. Enter group information and then click ‘Next’. 

 
5. Enter all group members using the ‘Add members’ search. 

 

 

 

 



6. If you would like to give a user Owner privileges, click the arrow next to the word 

‘Member’ under the user’s name and select ‘Owner’ from the drop down. 

 
7. Once all group members and owners have been added click the finish button. 
8. You now have a new SharePoint group. 


