
Steps to create a SharePoint Online subsite 
 

1) Click the gear on the upper right corner. 
2) Click Site contents. 
3) Click New and then select Subsite. 

 
 

4) Input the following fields to create a subsite 
- Title 
- URL name 
- Select Team site (classic experience) template 
- Select Use unique permissions 
- Select Yes in “Use the top link bar from the parent site?” 
- Click Create 
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5) Create new groups for subsite and add site owner into owners’ group. Then click OK. 
 

 


