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SOP 

How to create a secured online collaborative space and 
facilitate access to animal records. 
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Introduction 

CCAC guidelines require that experimental records be kept for all animals used under an 
Animal Use Protocol. These records must be easily accessible for the “FACC Oversight 
Group” (FOG) comprised of veterinarians, Quality Assistance Advisors, veterinary or animal 
care personnel, and the Animal Care Committee (ACC), or any other applicable responsible 
party to review to ensure the care, monitoring, and welfare of the animals. 

While the option of using a physical log (paper) is still possible, the alternative of using cloud 
storage oƯers significant advantages over local storage and is the chosen solution to meet 
CCAC requirements. 

Advantages of SharePoint Online 

SharePoint Online provides a central space where you can: 

 Integrates with other Microsoft 365 applications, such as MS Teams, Forms, OƯice 
365 suite. 

 Securely store files of any kind and share with teammates (both within and outside of 
McGill) without a Virtual Private Network (VPN). 

 Have full control over the security and access/permissions of your site. 
 SharePoint Online also provides backup and restoration of deleted documents up to 

93 days from the cloud recycling bin. 
 Animal records are accessible from anywhere as long as you have internet access 

and accessible only to people who have received explicit permissions. 

The animal records become accessible at the room level, but you won’t need to be 
physically in the room to access them. 

If not already done, we encourage all Principal Investigators to start using SharePoint 
Online, a cloud-based service oƯered as part of the Microsoft 365 Suite. It can be used as 
a secure place to store, organize, and access information from almost any device and 
recent web browser. 
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Which Tool and When: 

OneDrive Teams SharePoint 
(PI Only) (PI Lab) (FACC Oversight) 

 

OneDrive – Your private personal storage 

OneDrive is meant for personal storage. Your stuƯ. Work related documents, but 
documents that are personal to you. Personal documents that should not be shared or 
drafts of documents you are not yet ready to move to SharePoint or Teams for collaborative 
input or reviews. 

OneDrive is not recommended to keep experimental records. 

 

Teams – Your laboratory 

Teams is a trick question. Teams does not have storage. Teams uses SharePoint or OneDrive 
for storage. You are just accessing it through a diƯerent place. When you are storing 
documents in a Team, you are already using most of a SharePoint site. Teams are great for 
collaborating making it a good solution for your lab especially if you are holding meetings 
and use applications in Teams. 

 

SharePoint – Anyone outside your laboratory that should have access to 

SharePoint is both a collaboration space for a lab and a communication space for everyone 
to see. The FACC Oversight group only needs to have read permission and quick access to 
the experimental records. SharePoint is also accessible from any web browser. SharePoint 
oƯers the best combination of  

- simplicity 
- security 
- permission control 
- accessibility 
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I already use Teams for my lab. 

 

 

 

Open Microsoft Teams application. 

Go in your main Team, where you keep all your documents. 
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1. Click General under Main Channels 

 
 

2. Click Files 

 
 

3. You are inside the General folder inside Documents. Click Documents to go in the 
site library. 

 
 

4. Click  and select Folder . 
 

The following window will be displayed. Type a name for the folder and you can even 
select a color for the folder. Click Create when ready. 
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You should see the new folder in the site library. 
 

 
 

 

 

Hover the mouse on the new folder and click the three dots (1) to open a context menu. 

There are two options to select, one after the other. 

 Manage access (2) 
This will give READ only permissions to the FACC Oversight group. 
 

 Copy link (3) 
This will create a hyperlink that you will use to create the QR code. 
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Manage Access in Teams 

Open context menu (1) and select Manage access (2). 

 

 

In the Manage Access window, click the icon top right to grant access. (See below.) 
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In the Grant access box, click the pencil to change the type of permissions. 

Click the pencil Select Can View 

  
 

The type of permissions has been changed. 

 

 

Now let’s give the permissions to the FACC Oversight Group. 
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As you begin typing the name of the group, Teams will begin to show close matches. 

1) Begin typing… FACC O 2) Click the group when you see it. 

 

 
 

3) Uncheck Notify people and click 
Grant Access. 

4) The access has been configured. 

 

 
Click the X top right to close the message. 
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If you click again the three dots (1) and select Manage access (2). 

 

And then click Groups, you will see the new group with the selected permissions. 

 

Click the X top right to close the box. 
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While still in Teams, open context menu (1) and select Copy link (2). 

 

A link is created and people who already have access to the folder can use the link. 

 

Click Copy to copy the link. 

 

You will paste the link into Microsoft Edge or Google Chrome to create a QR code. These 
two browsers feature a built-in QR code generator that can easily create QR codes for any 
webpage you’re on. Let’s start with Microsoft Edge. 
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Create a QR code with Microsoft Edge 

Open Microsoft Edge. 

 

If you do not use Microsoft Edge, you should be able to easily find it by typing it in the search 
bar of Windows. 

 

Paste the link in the address bar. 

 

 

Press Enter key. 

 

You will be invited to Sign In if this is not already done. 

 

Once that you are Sign In, you will be in your shared folder in McGill SharePoint. 

Because we just created the folder, it’s empty. 
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Right-click a blank spot to open the context menu. FAR FROM THE FOLDER IMAGE. 

 

 

 

Select Create QR Code for this page. 
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You can either: 

1) Copy the code 

 
And paste it Word for example and be able to print it. 
 
 
 

2) Download the code 
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It will be downloaded and saved as a PNG image in your default Downloads folder 
on your computer. 
 

 
 
 
We recommend to copy-paste-print the QR while you’re there. 
 
Don’t make it too small or we won’t be able to scan it. 
 
Test your code before putting it in room binders. 
 
An example is available at the end of this document. 
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Create a QR code with Google Chrome 

Open Google Chrome. 

 

If you do not use Google Chrome, you should be able to easily find it by typing it in the search 
bar of Windows. 

 

Paste the link in the address bar. 

 

 

Press Enter key. 

 

You will be invited to Sign In if this is not already done. 

 

Once that you are Sign In, you will be in your shared folder in McGill SharePoint. 
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Because we just created the folder, it’s empty. 

 

Click the three dots in the top right corner of Chrome (1), click “Save and Share” (2) and then 
click “Create QR Code” (3).  
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You can either: 
1) Copy the code. 

  
And paste it Word for example and be able 
to print it. 
 

 
 

2) Download the code. 
 

 
 

Downloading the code saves PNG image in your default Downloads folder on your 
computer. 

 

We recommend to copy-paste-print the QR while you’re there. Don’t make it too small or 
we won’t be able to scan it. Test your code before putting it in room binders. An example is 
available at the end of this document. 
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I already use SharePoint. 

If you already use SharePoint, that’s great. You can directly go to your site with Microsoft 
Edge or Google Chrome. These two browsers feature a built-in QR code generator. 

If you already use SharePoint, we assume that you are relatively familiar with adding new 
folders and new files. 

Go to your Documents library (1) and create a new folder (2)(3) for your animal records. 
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Manage Access in SharePoint 

Hover the mouse on the new folder and click the three dots to open a context menu and 
select Manage access. 

 

 

 

In the top right corner, click the following icon to grant access. 
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In the Grant access box, click the pencil to change the type of permissions. 

 

Click the pencil Select Can View 

  
 

The type of permissions has been changed. 

 

 

Now let’s give the permissions to the FACC Oversight Group. 
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As you begin typing the name of the group, Teams will begin to show close matches. 

1) Begin typing… FACC O 2) Click the group when you see it. 

 

 
 

3) Uncheck Notify people and click 
Grant Access. 

4) The access has been configured. 

 

 
Click the X top right to close the message. 
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If you click again the three dots and select Manage access… 

 

And then click Groups, you will see the new group with the selected permissions. 

 

Click the X top right to close the box. 

Go inside your new folder by clicking on it. 
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Create a QR Code with Microsoft Edge 

Because we just created the folder, it’s empty. 

 

 

Right-click a blank spot to bring the context menu. FAR FROM THE FOLDER IMAGE. 

 

 

Select Create QR Code for this page. 
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You can either: 

1) Copy the code 

 
And paste it Word for example and be able to print it. 
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2) Download the code 

 
 
It will be downloaded and saved as a PNG image in your default Downloads folder 
on your computer. 
 

 
 
 
We recommend to copy-paste-print the QR while you’re there. 
 
Don’t make it too small or we won’t be able to scan it. 
 
Test your code before putting it in room binders. 
 
An example is available at the end of this document. 
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Create a QR Code with Google Chrome 

Click the three dots in the top right corner of Chrome (1), click “Save and Share” (2) and then 
click “Create QR Code” (3).  
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You can either: 
1) Copy the code. 

  
And paste it Word for example and be able 
to print it. 
 

 
 

2) Download the code. 
 

 
 

Downloading the code saves PNG image in your default Downloads folder on your 
computer. 

 

We recommend to copy-paste-print the QR while you’re there. Don’t make it too small or 
we won’t be able to scan it. Test your code before putting it in room binders. An example is 
available at the end of this document. 
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I don’t use online storage, SharePoint or Teams. 

You will need to create a SharePoint site. The easiest and simplest way to create a 
SharePoint site is by creating a new team in Teams. 

Creating a new team in teams automatically creates s SharePoint site. 

Open Teams on your computer and sign in with your McGill username and McGill 
Password. 

1) Click Teams on the left. 
2) Click Join or create team on the right. 

 

 

 

Click Create team. 

 

 

You’ll be asked to create your team from a template. 
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Use the Other template. 

 

Confirm by clicking Use this template.  

Select Private to the following question. 

 

 

Finally, give a friendly name to your Team before clicking Create. The Description is 
optional. 
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When the team is ready, you’ll be invited to add members. You can do this anytime. Click 
Skip. 

 

 

Your new team is now ready and you will land inside the General channel. 

 

 

Next steps, follow the instructions I already use Teams for my lab. at the beginning of 
this document. 
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Stay organized: Separate animal records per room. 

While the QR Code will bring the FACC Oversight to your animal records, it is a good idea 
to have your records categorized by room. 

Inside your shared folder, you could create sub-folders, one for each room. 

Example: 
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Example for room binder: 

PI: Stephane Ouimette 
 

 

 

AUP’s: 

MCGL-***** 

MCGL-***** 

MCGL-***** 
 

 

 

 


