Working With a SharePoint Web Site

Editing Existing Secondary Pages
Quick Method for Opening an Existing Secondary Page using the web address:

1. Type http://worcester.edu/yoursitename/pagename.aspx .

For Example: To open a page titled Practice2 from the MultimediaServices Shared Documents folder,
the following would need to be entered:

Note: A %20 must be typed inbetween Shared Documents and after each word of the document title
if you open the site by entering the URL address.

http://www.worcester.edu/MultimediaServices/Shared%20Documents/Practice%202.aspx

Visual Method for Opening an Existing Secondary Page:
1. Use Internet Explorer or Mozilla Firefox to open your Sharepoint web site.

For example: www.worcester.edu/yoursitename .

Your main page displays.

Sign InZ——

Multimedia Services

» Production Services Links of Interest

Announcements

« AV Services o New Sharepoint Sites
e Link Two

sWel Bendoss Jet by e o LinkThree

This is atest. :

* Training Services e LinkFour
e LinkFive

« Projects

» Tutorials

2. If you are not already signed in, click the Sign in button on the top left-hand side of a secondary
page.

Welcome “Your Name” should display in the upper right-hand corner of the window.

R Sibulkin

wrkwspp2b.doc 1
Worcester State College


http://worcester.edu/yoursitename/pagename.aspx
http://www.worcester.edu/MultimediaServices/Shared%20Documents/Practice%202.aspx
http://www.worcester.edu/yoursitename
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Editing Existing Secondary Pages

3. Click the Navigation button on the left that matches the secondary information page you wish to
edit/update. For Example: Production Services.

Existing text displays.

4. From the Site Actions drop-down menu in the upper right-hand corner of the window, select
Edit Page.

Create
Add a new library, list, or web page to

this wel
Edit Page

Add

Yellow bars that enable web parts to be added display in various areas of the window. The center
and right-hand columns can be modified by the user. The left-hand column will be maintianed by the

Webmaster.
Multimedia Services
Production Services Related Links
AV Services =
Web Services = . e
Content Editor Web Part [1] edit + | X >
Training Services Content Editor Web Part [2] ede
PRODUCTION SERVICES S R s s
Projects o UnkT :
Tutoriaks Do you have vid P h g signs of age and x : '_ :t:“
e Link Fr
- Bring them to ua!
2 ng them to us
We can transfer your VHS tapes to DVDs!
Come by our office in Room 323 in the LRC -
of contact Matt at ext. 8930
Vée'll give your old media a new life! 4
3=
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Editing Existing Secondary Pages

5. From the Edit menu in the Center column, the area you wish to modify, select Modify Shared

Web Part.

Dashed yellow borders surround the text area you wish to modify and a Rich Text Editor ...button

appears on the far right-hand side of the page.

Rich Text Editor...buttons are available only in areas where editing by department

personnel is permitted.

Content Editor

Content Editor

click Rich Text Editor.
Rich Text Editor... |

To type HTML source code, click
Source Editor.

Source Editor... I

Content Link
To link to a text file, type a URL.

[]

Test Link

To enter formatted text and graphics,

» M

6. Click the Rich Text Editor... button found on the right-hand side of the screen.
7. Modify the text and click Save when finished.
8. Scroll to the bottom of the screen and click the OK button.

9. |If you are finished editing navigation buttons, scroll to the bottom of the page and

click Exit Edit Mode.

You will be returned to your Sharepoint Home page.
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Working With a SharePoint Web Site
Adding a Brand New Secondary Web Part Page

e When a new secondary page is desired, a new web part page can be added to your site.

1. Open your Sharepoint web site. For example: www.worcester.edu/yoursitename.

2. If you are not already signed in, click the Sign in button on the top left-hand side of a secondary
page.

3. From the Site Actions drop-down menu on the upper right-hand side of the page, select Create.
The Create page displays all of the web page parts that are possible.

4. Under Web Pages, select Web Part Page.

_ Site Actions

| Multimedia Services > Create

Create

| Web Part Page
Create a Web Part Page when you want to add a Web page to this site that displays
one or more Web Parts. Web Parts provide an easy way to build powerful Web pages
that can show you information ranging from a view of a list in the current site to the
latest data from Web Services.

Libraries Communications Tracking Custom Lists Web Pages

ist @ Basic Page

-]

ist in Datasheet

Web Part Page

Sites and Workspaces

]

Spreadshest
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A New Web Part Page screen Appears.

nedia Services

New Web Part Page

5. Type a Name for the new page in the Name box on the upper right-hand side of the page..
6. Inthe Choose a Layout Template area, always select Full Page Vertical for the Layout.
7. Beneath Document Library, use the drop-down menu to select Shared Documents.

8. Click the Create button.

A new page will be created and added to the Shared Documents folder.
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Working With a SharePoint Web Site
Adding a New Web Part to the Secondary Page

1. Access the page you wish to edit by by opening Internet Explorer or Mozilla Firefox and opening your
Sharepoint site’s Admin Pane.htm page.

For Example: http://worcester.edu/yoursitename/adminpanel.htm

The Administrative Panel displays.

Admin Panel

Homepage
- Announcements
- Left Navigation

Shared Documents (Web Pages)
- Upload / Edit

Documents (Specific Documents)
- Upload / Edit

Documents and Lists

2. Beneath Shared Documents (Web Pages), click Upload/Edit.

A page displays pagesffiles contained in your Shared Documents folder.

‘Q Multimedia Services s et =

| =3 Sharéd Documents

AT = s AR Doy

Disoussbons

Sites =~
Pregle ared Growps z

Defomo, Vert:

3. Inthe left column, click the link for the page you wish to open.

If you just created the page, “new” will display to the right of the name.
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Adding a New Web Part to the Secondary Page

1. Aslong as you have been given appropriate permissions and are logged into the WSC network,
clicking Sign in in the upper lefthand corner of the window should sign you into the
Sharepoint web site.

Your name should display in place of the words Sign in.

2. From the Site Actions drop-down menu in the upper right-hand corner of the window, select
Edit Page.

Related Links

S

3. To add a web part to the center column, click the yellow Add a Web Part bar.

4. Scroll down beneath All Web Parts and select Content Editor Web Part. Then,click Add.

Muitimediz Services

\-_‘_i)A:dd Web Parts to Full Page

[ & Shdeshowlest
[ [ Tasks
Use the Tasks list to keep track of work that you or your team needs to comple
[T #85| Team Discussion
Use the Team Discussion list to hold newsgroup-style discussions on topics rele
= All Web Parts

Miscellaneous

v L_]_I Content Editor Web Part

Use for formatted text, tables, and images.

[ QJ Flash SlideShow Plus 1.0

Display a slideshow of the pictures in a picture library.
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Adding a New Web Part to the Secondary Page

5. From the Content Editor Web Part Edit drop-down menu, select Modify Shared Web Part.
Properties for the Content appear on the right-hand side of the window..

6. Click the plus ( +) sign to the left of Appearance to expand and view its options.

Content Editor

>

Content Editor

To enter formatted text and
graphics, click Rich Text Editor.

Rich Text Editor... ]

To type HTML source code, click
Source Editor.

Source Editor... |

Content Link
To link to a text file, type a URL.

[ [-]

Test Link

[l Appearance
Fitle

Content Editor Web Part

Height

Should the Web Part have a fixed i
height?

 Yes | | Pixels R

¥ No. Adjust height to fit zone.

Width

Should the Web Part have a fixed
width?

 ves | | Pixels Ra|

| OK I Cancell Apply |

7. Scroll down to view the Chrome type drop-down menu and select None.
This hides the “Content Editor Web Part” text on the top of the web part.

8. Click OK.

9. Scroll to the bottom of the window and click Exit Edit Mode.

To edit the page, choose Site Actions>Edit Page>Modify Shared Web Part>Rich Text Editor, as
previously described.
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Working With a SharePoint Web Site
Signing Out

1. If you have completed editing your site, from the Welcome menu at the top of the screen,
select Sign Out.

VWelcome St

My Settings
&g Update your user information,

regional settings, and alerts,

Sign in as Different User
Login with a different account.

Request Access
Email the site administrator to request
additional permissions.

Sign Out
Logout of this site.

Add, remove, or update \Web Parts on

L—’j Personalize this Page
2 this page.

2. When the “webpage” you are viewing is trying to close, click Yes when the alert prompt displays.

Windows Internet Explorer |

:/- The webpage you are viewing is trying to dose the window.
-

Do you want to dose this window?

Yes Mo
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