
1 
 

 

 

 

 
 
Starting February 2018, the Office 365 Project Team will begin a series of contained pilot programs to test the 
usability of various applications. This includes OneDrive, SharePoint Online, Microsoft Teams and Planner, which 
are tentatively scheduled for UHN-wide release in Spring 2018.  
 
This Toolkit has been prepared for SharePoint Online Pilot Participants. It aims to provide participants with an 
introduction to the SharePoint Online tool, privacy considerations and best practices.  
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For additional support, please contact the Office 365 Project Team at office365@uhn.ca.  

 

A. SharePoint Online – General Questions and Pilot Overview  
 

1. What is SharePoint Online? 
 
SharePoint Online is a collection of cloud and web-based technologies that makes it easy to store, share and 
manage digital information within UHN.  Your SharePoint Online Team site is a location where you and your 
team can work on files together from anywhere and on any device.  
 
A Team site often includes a group of related web pages, a document library for files, lists for data 
management, and webparts that you can customize to meet your needs. As part of the latest version of 
SharePoint Online, you will also have access to a team notebook through OneNote Online.  

 
2. How is the new SharePoint Online Team site different from my current SharePoint Team site 

(SharePoint On-Premises)?  
 
Your current SharePoint Team site (“SharePoint On-Premises”) resides on UHN servers and is available 
through the UHN Network only. SharePoint Online is housed online, in the cloud which provides enhanced 
stability, accessibility and collaboration features 
 
Some examples are:   

 SharePoint Online sites are accessible from anywhere and no longer require a VPN token  

 Files are editable through the browser 

 Real-time co-editing with your colleagues 
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3. What’s the difference between SharePoint Team Site and OneDrive? 
 
A SharePoint Team site is a place that users can collaborate on files, documents, and ideas. It is set up to 
facilitate two way communication between team members. SharePoint offers a full range of document 
libraries, task lists, calendars, workflows, wikis, and other features to help a team communicate and 
collaborate. 
 
OneDrive for Business is a place where you can store files from your computer into the cloud, and access 
them from any device. These files are generally personal work documents that you may not need to share 
with others, or are still in draft format. 

 
4. What are my team’s responsibilities 
Teams are composed of Site Owners, Site Trainers and Site Members. 

 
Site Owners: (1-2 per team) 

 Managing access for team members 
 Maintaining and documenting any enhancements or customizations completed on the team’s site.  
 Escalating issues to the Corporate Intranet or Office 365 teams as needed. 
 Ensuring a thorough understanding of SharePoint features by reviewing the Site Owner Manual 
 Establish a support structure and knowledge transfer for additional Site Owners and Trainers. 

Site Trainers: (1-2 per team) 

 Providing training and support for their team 

 Obtain a thorough understanding of SharePoint Features by reviewing the Site Owner Manual 

 Create orientation and training manuals as needed for site members 

Site Members: (all staff who have been granted access to your site) 

 Abiding by the terms of use  

 Sharing knowledge with colleagues  

 Escalating issues to the Site Owner 

 Understand and abide by UHN Policy & Procedures for Management, Retention and Disposal of 
Administrative Records  

 Obtain an understanding of SharePoint features by reviewing the End User Manual  
 
 

5. During the Pilot, will I lose access to my current SharePoint Team site? 
 
No changes will be made to your current Team site. All content (documents, webpages, lists, etc.) and access 
privileges from your current site will be copied to the new SharePoint Online Team site. Once this copy is 
complete you can start using the new site right away.   
 

 
6. What happens to my SharePoint Online access after the Pilot Program? Will I be expected to use 

SharePoint Online instead of my On-Premises site after the Pilot Program?  
 

After the pilot program, your team can decide if you are comfortable proceeding with your SharePoint 
Online access only. To avoid confusion, the On-Premises version of your site will be made “read-only’ and 
you will not be able to make changes to that site.  
If you feel you are not yet ready for the SharePoint Online transition, the Corporate Intranet and O365 
Project team will continue to work with you to ensure your experience is as desired. 

http://documents.uhn.ca/sites/uhn/Policies/administrative/Legal_Affairs/1.30.007-doc.pdf
http://documents.uhn.ca/sites/uhn/Policies/administrative/Legal_Affairs/1.30.007-doc.pdf
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7. Who can I contact for additional information on SharePoint Online? 

 
For additional information on the O365 project, please contact office365@uhn.ca. For technical support 
related to SharePoint or SharePoint Online, please contact corporate.intranet@uhn.ca.    
 

B. Comparison Chart 

 

 Current Team Site  
SharePoint On-Premises 

New Team Site  
SharePoint Online 

Version  SharePoint 2013 SharePoint 2016 

Location Local  – UHN Servers 
http://staff.uhn.ca/teams/xxx 

Microsoft Cloud 
https://universityhealthnetwork.sharepoint.com/teams/xxx 

Storage Space 5 Gb 100 Gb 

File Size 2 Gb 15 Gb 

File Types Video and Application files 
restricted 

No Restrictions 

Browser URL 
Character 
Length 

400 400 

Special 
Characters 
Restrictions 

#%*:?/| *:?/| 
Note: # and % symbols are accepted 

List View 
Threshold 

5000 5000 

Browser 
Support 

IE Fully Supported 
 

Cross Browser Support 

Mobile N/A Mobile-friendly 

Remote 
Access 

VPN Token Required O365 Login with Multi=Factor Authentication 

Patching and 
Upgrades 

Downtimes needed  Seamless  

C. Usage & Privacy Considerations 

 
1. Is my data secure on SharePoint Online? 
 
Yes. Microsoft's data storage facilities comply with our digital security standards, and UHN's contract with 
Microsoft respects Canada's privacy laws and healthcare standards. 

 
2. Can Microsoft, or anyone else, see all my files? 

Data stored in your SharePoint Online library is private. Only you and very specific administrators at UHN 

Digital can access your data. UHN’s Privacy Office has reviewed the Office 365 contract agreements and 

feels confident that data stored by Microsoft is secure and private.  
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3. Are my files encrypted in the SharePoint Online library? 

The data stored within Microsoft's Data Centres are encrypted and physically secured to prevent loss or 
unauthorized access of data. Files that are transmitted using the SharePoint Online service over Internet are 
also encrypted.  

 
 

D. Best Practices 
 

SharePoint Online should be used in a manner that ensures the protection of personal information (PI), personal 

health information (PHI) and other sensitive information owned or observed by UHN.  

Below is a summary of end user guidelines to be observed when using SharePoint Online:  

 All SharePoint sites should be managed by at least two Site Owners and Trainers 

 Do not store personal information, such as login and password credentials, to a SharePoint Online site 

 Share files only with those who are authorized to access or edit the file.  

 To avoid very lengthy SharePoint Online URLs, contributors should keep file names and folders succinct 

and without the use of spaces. Rather than nesting folders you may wish to create new parent folders or 

libraries. Additional naming Microsoft Naming Conventions and Guidelines can be found here: 

https://gallery.technet.microsoft.com/office/SharePoint-Naming-b6297bd8  

 Comply with UHN policies when using all O365 applications, such as SharePoint Online. Compliance for 

all UHN staff members is required whether on, or off, UHN premises.  

 For data protection, avoid accessing the O365 Dashboard from a publicly shared device (e.g. hotel or 

library computer) or public Wi-Fi network (e.g. Starbucks, mall, and hotel Wi-Fi).  

 Never leave a device remotely connected to any O365 applications/tools or unattended in a public 

place, or in any private area in which unauthorized individuals could access the device.  

 

Other O365 Best Practices & Guidelines can be found on the O365 Information Site 

https://gallery.technet.microsoft.com/office/SharePoint-Naming-b6297bd8
http://www.office365uhn.ca/

