Working With a SharePoint Web Site
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Working With a SharePoint Web Site

Each Sharepoint web site contains a collection of web pages arranged in a hierarchal structure. The
“main” or front page is referred to as the “Home” page and is given a name corresponding to the
Worcester State University department or organization to which the site belongs.

The left- side of the Home page contains a navigation bar or buttons that link to “secondary” web pages

for subgroups within the department or organization. These pages provide information regarding the
selected subgroup.

Only people authorized to modify Sharepoint web sites are allowed to do so. Once signed In, the user is

provided access according to the privileges authorized by the site administrator (usually the head of the
department or organization) and provided by the WSU Webmaster.

Opening and Signing In to an Existing Sharepoint Site:

1. Use Internet Explorer or Mozilla Firefox to open your Sharepoint web site. Type the site’s URL
(web) address in the browser’s address area and Press <Enter>.
For example: www.worcester.edu/yoursitename or www.worcester.edu/multimediaservices
The Home page displays.
-
ST
Announcements:
* Production Services o New Sharepoint Sites
FAV Services Welcome to Multimedia Services e e
Hey why notvisit our IT website. New instructions on *how to” are added on o Microsoft Tech Net
* Web Services aregular basis, notto mention announcements of coming events, service @ Quicktime Movie Trailers
S Traina Services :is?’t:hzrr\snrg:’r(e. Give il'avisil‘ you maly;fnd it helpful.
/I i orcester. i aspx ,,'
* Tutorials
TUlei(‘-.\ll
2.

If you are not already signed in, click the Sign in button on the top of the Sharepoint page.

If you are logged into our WSU network, Welcome “Your Name” should display in place
of “Sign In”.

If you are not logged into our campus network or are accessing the site from off campus, you will be
prompted to enter your Username and Password. Beside Username, you will need to enter your
network domain, (wsc_domain for faculty and staff members or acl for students), followed by a
backslash (\), and WSU Username. In the Password box, just enter your WSU Password.

For Example: wsc_domain\jlancer in the Username box
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Working With a SharePoint Web Site

Editing an Existing Site Secondary Page Containing Text

1. Once the Sharepoint site is opened and the authorized user has “Signed in”, click the navigation
button on the left that matches the secondary page that needs to be edited/updated.

For Example: Production Services or Training Services.

The site’s selected secondary web page displays..

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

select Edit Page.

|~ Site Actions

2= | i

—— Edit Page

e,

4% Site Settings
(o Manage site settings on this site.

library, list, or web page to

or update Web Parts on

Yellow bars display in various areas of the page.

The center and right-hand columns can be modified by the user. The left-hand Navigation

column will be maintained by the Webmaster.

Parts designated as “”Content Editor Web Parts” can be edited by users with
the Rich Text Editor.

Other designated types of web parts must be edited using the site’s admin panel page, which

will be explained later in this document.

Welcome Sibulkin, Roberta ~

Multimedia Services

“ Manager Corner

* Production Services
= AV Services

* Web Services

* Training Services

* Projects

* Tutorials

1, Add a Web Part

Content Editor Web Part
Production Services

Do you have videotapes that are showing signs of age and wear?

Bring them to us! We can transfer your VHS tapes to DVDs!

Come by our office in Room 323 in the LRC or
contact Matt at ext. 8930

We'll give your old media a new life!

Related Links

5, Add a Web Part

Right Links on Home Page | edit ~ | X
o New Sharepoint Sites

o Adobe / Macromedia

o Microsoft Tech Net

@ Quicktime Movie Trailers
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Working With a SharePoint Web Site

Editing Existing Secondary Pages Containing Text

3. From the edit drop-down menu in the Center column or other selected Content Editor Web Part you
wish to modify, select Modify Shared Web Part.

edit v

Minimize
Close
X  Delete
(2 Modify Shared Web Part

Export...

Yellow “Add a Web Part” bars appear along with a dashed border surrounding the selected web part.
Because the part is a Content Editor part that contains text, it can be modified using Rich Text Editor
button that appears on the far right-hand side of the page.

Rich Text Editor buttons are available only in Content Editor Web parts where editing by
authorized department personnel is permitted.

Content Editor A

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

4. Click the Rich Text Editor... button found on the right-hand side of the screen

A window containing the text opens to allow you to modify its contents.

Multimedia Semvices is part of the Information Technologies department. Documentation and instructional step-by-step |=

guides are provided to assist faculty, staff members, and students with technology that is available on campus.
o Links to a multitude of instructional guides are available on the Information Technologies web site
Type http://it. worcester.edu into your web browser to access the site.
New Worcester State College faculty and Staff members can obtain a quick "overview" of widely used software

applications by clicking the Faculty/Staff Technology Information link located on the left-hand side of the page.
This will open the "Getting Started for Faculty/Staff page".

Save Cancel

5. Edit the text as desired (Continue to Next page).
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Working With a SharePoint Web Site

Editing Existing Secondary Pages Containing Text

6. If a hyperlink to another page or website is desired while using the Rich Text Editor, put the
insertion point where you want the link/web address to be placed, and click the Insert Hyperlink

button.

The Insert Hyperlink —

Webpage Dialog box displays.

-
Text Editor -- Webpage Dialog

A9 2
AMBlru ==
Training Services

echnology that is available on campus

Multimedia Semvices is part of the Information Technologies department. Documentation and
instructional step-by-step guides are provided to assist faculty, staff members, and students with

Links to a nj| & | Insert Hyperlink -- Webpage Dialog % = =

M es web site

Type http://i

New Worce Address:
used softwal

the left-hand

Links to colj|

For those h

Technologies web page

Text to display: Type Text Description Here

N
requested by contacting the Helpdesk in LRC-310, by calling 508 929-8856. or by submitting an
IT HelpDesk Support request form found in the Quick Launch banner at the top of the Information

In addition to all of the resources we provide, the link below will take you to a Microsoft site that

m

http://it.worcester.edu

" of widely

o J[ comel ] e
ancel N Ige"

I

a. Inthe Text to display field, type the descriptive text you want to display in place of an actual web
address (i.e. Information Technologies, instead of http://it.worcester.edu) or type the web address
directly into the text that is being edited.

b. In the Address box, type the URL (web) address of the site to which you’d like users to connect.

c. When, finished, click OK, then Save to save the text changes.

You will be returned to the site and page you just edited.

7. Scroll to the bottom right-hand side of the screen and click the OK button,

8. When finished editing, scroll to the very bottom of the web page and click Exit Edit

Exit Edit Mode X

Mode

You will exit Edit Mode and return to the site you just edited.

9. If you are not finished working with the site, continue to the next page.

If you are finished with the site, click the “Welcome Your Name” drop-down menu at the top of
the page and select Sign Out to log out of the site.
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Working With a SharePoint Web Site

Editing a Site’s Related Links Using the Admin Panel

In order to add or modify Related Links (or the Points of Interest area) found on the right-hand column of
a SharePoint web site, it is necessary to access the site’s Admin Panel (adminpanel.htm) page.

1. Type the following, substituting your Sharepoint site’s name for “yoursitename” in the
example below. Then, Press <Enter>.

http://www.worcester.edu/yoursitename/adminpanel.htm

Admin Panel

Homepage
- Announcements
- Left Navigation
- Events
- Related Links

Shared Documents (Web Pages)
- Upload / Edit

All Site Content (Specific Documents)
- Upload / Edit

A screen similar to the one above displays.
2. Under Homepage, click Related Links.

3. Click Sign in the upper left-hand corner the Sharepoint site’s window..

Welcome Sibulkin, Roberta ~

Multimedia Services

* Manager Corner Related Links
. 7 5 New ~  Actions v Settings ~ View: Al Links 52
* Production Services
* AV Services ] 3 New Sharepoint Sites
* Web Services [ G2 | Adobe/Macromedia -
* Training Services 3 B2 Microsoft Tech Net
[3 [ Quicktime Movie Trailers

* Projects

* Tutorials

The Related Links editing area appears in the center of the window. As long as you are signed in,
you should see New, Actions, and Settings drop-down menus above link text.
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Working With a SharePoint Web Site

Editing a Site’s Related Links (Continued)
Itis not necessary to use the Site Actions menu to edit Related Links.. As long as you are "signed

in” to the site and have appropriate permissions, you should be able to click the Edit button and make
necessary changes to the desired Related Link.

4. Click the Edit Button B located to the left of the Related Link you wish to edit.

An Editing area opens, allowing you to Delete or modify the URL (web) address or description..

( OK ][ Cancel ]

X Delete tem * indicates a required field

URL *

Type the description:

New Sharepoint Sites

Notes 5

5. Modify all desired URL addresses and/or descriptions, and click OK.

6. If you have finished modifying and/or viewing your site, select Signh Out from the Welcome
drop-down menu.

Welcome 5.0 S ougiia |
q My Settings
;,,/v‘\ 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.

—— Personalize this Page
;A Add, remove, or update Web Parts on
z this page.

Show Personal View

Displays this page with your

pers eb parts and web part
properti
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Working With a SharePoint Web Site

Adding a Brand New Secondary Web Part Page

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.

Multimedia Services >

Create

@l

Libraries

8 Document Library

@ Form Librar

@ Picture Library

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.

Communications Tracking Custom Lists
@ Announcements a Links 8 Custom List
Yy o Calendar 8 Custom List in Datasheet

View

n Board

]

Import Spreadsheet

Web Pages

]

]

o

Site Actions ~

Basic Page
Web Part Page

Sites and Workspaces
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Working With a SharePoint Web Site

Adding a Brand New Secondary Web Part Page

A New Web Part Page screen Appears.

media Services

Multimedia Services > Create > New Web Part Page

New Web Part Page

Site Actions ~

A Web Part Page is a collection of Web Parts that combines st data, timely information, or useful graphics into a dynamic Web page. The layout and content of a Web

Part Page can be set for all users and optionally personalized by each user.

Name

Type a file name for your Web Part Page. The file name appears in headings and links
throughout the site.

Layout

Select a layout template to arrange Web Parts in zones on the page. Multiple Web
Parts can be added to each zone. Specific zone Web Parts to be stacked
horizontal or vertical direction, which is illustrated by differently colored Web Par
you do not add a Web Part to a zone, the zone collapses (unless it has a fixed width)

and the other zones expand to fill unused space when you browse the Web Part Page.

|

Save Location
Select the document library where you want the Web Part Page to be saved.

Name:

.aspx

"' overwrite if file already exists?

Choose a Layout Template:

Header, Left Column, Body
Header, Right Column, Body

Header, Footer, 3 Columns

Header, Footer, 2 Columns, 4 Rows

Header, Footer, 4 Columns, Top Row

Left Column, Header, Footer, Top Row, 3 Columns
Right Column, Header, Footer, Top Row, 3 Columns

Document Library

Shared Documents ¥

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 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
- Events
- Related Links

Shared Documents (Web Pages)
- Upload / Edit

All Site Content (Specific Documents)
- Upload / Edit

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

A page displays pages/files contained in your Shared Documents folder.

¥ Multimedia Services

] Multimedia Services > Shared Documents
| =8 Shared Documents
| View All Site Content Share a document with the team by adding it to this document library.
| Documents Shared Documents
[« Shared Documents Actions ~
| Lists TR e e
s =1 5/21/2008 2:00 PM
T H w» 5/21/2008 2:00 PM
= Events _QJ lintemplatepg 5/21/2008 2:00 PM
(nes g 2 5/21/2008 2:00 PM
& Home wi] 3 5/21/2008 2:00 PM
| e ‘i] 4 5/21/2008 2:00 PM
People and Groups ‘ ‘3_7 5 5/21/2008 2:00 PM
.i] 6 5/21/2008 2:00 PM
‘2 7 5/21/2008 2:00 PM
g 8 5/21/2008 2:00 PM
i} 9 5/21/2008 2:00 PM
.i] AVServices 5/30/2008 9:16 AM
‘2] copyNpaste 5/21/2008 2:00 PM
E]  Practice 2! new 8/27/2008 3:37PM
.i] ProductionServices 5/30/2008 3:09 AM
i] SlideshowTest 5/28/2008 2:33PM

| This List x|

View:

White, Steven
White, Steven
White, Steven
White, Steven
White, Steven
White, Steven
White, Steven
White, Steven
White, Steven
White, Steven
White, Steven
Dellomo, Matthew
White, Steven
Sibulkin, Roberta
Dellomo, Matthew

White, Steven

All Docy

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

Working With a SharePoint Web Site

1. Aslong as you have been given appropriate permissions and are logged into the WSU network,
clicking Sign in in the upper left-hand 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.

* AV Services
* Web Services

* Projects

* Tutorials

&l Add a Web Part

Multimedia Services

* Production Services

(), Add a Web Part

+ Training Services

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.

9)Ad

diz Serv

Web:EEParts to Full Page

1 i Shdeshowliest
[T | Tasks
Use the Tasks list to keep track of work that you or your team needs to comple

[ &85 Team Discussion

Use the Team Discussion list to hold newsgroup-style discussions on topics rele
= All Web Parts
Miscellaneous

¥ |El| content Editor Web Part

Use for formatted text, tables, and images.

[~ 3| Flash SlideShow Plus 1.0

Display a slideshow of the pictures in a picture library.
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Working With a SharePoint Web Site
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

pod

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... I

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

l [-]

Test Link

-] Appearance

Title

Content Editor Web Part

Height

Should the Web Part have a fixed i
height?

C Yes | [ Pixels x|

& No. Adjust height to fit zone.

Width

Should the Web Part have a fixed
width?

T Yes | [ Pixels |

oK I Cancell Apply I

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.

Welcome xal
D . My Settings
&7 | Update your user information,
& regional settings, and alerts,

Sign in as Different User
Login with a different account.

Request Access
additional permissions.

Sign Out
Logout of this site.

l} Personalize this Page
5

his page.

Email the site administrator to request

Add, remove, or update Web Parts on

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 cose this window?
Yes Mo
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