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Introduction
This guide will show you how to use, edit and manage SharePoint 2010 websites.

Getting Started

In this section you will learn how to sign-in to a SharePoint website, understand the
ribbon and all the available options for managing a SharePoint website and creating a
page to display your information.

Signing In

To sign-in to a website locate the Website Login link in the bottom right section of the
page and click on Website Login. A web prompt will show and request your username
and password. Once you have entered your credentials, click Ok. You may verify that
you are logged in my checking the bottom right section of the page again.

Subscribers Login : Subscribers Login
Website Login — Welcome "Your Name"

Forgot My Password B Change My Password
Subscribe/Register

Note: Some websites do not allow anonymous access and will require you to sign-in before
you can view the site.

Understanding the Ribbon

The area below is called the Ribbon which can be found across the top of the screen of
a website. The Ribbon allows you to create, view and edit SharePoint features such as
Pages, Content and Settings. The default state of the Ribbon is shown below. Browse will
hide the options so that you can see just the site.

Your Name -

Site Actions ~ E Browse Page Fublish

Page
The page options menu shows all available options that correspond to the page itself.
This menu will allow you to Edit, Check Out and Preview your page.

Site Actions ~ B E Browse Page Publich
2 E |5 Page History Q oy ﬂ ﬁ Make Homepage . @
& é | _ i =
.:@ Page Permissions - _ ‘53, Incoming Links - @‘ i
Edlt Check Qut Edit E-mail a Alert Preview Page Library Library  View All
Properties - >( Delete Page Link Me ~ Layout D§=‘| Diraft Check Settings Permissions Pages
Edit Manage Share & Track Page Actions Page Librany

Note: Some options may be unavailable to you based on permission levels.



Publish
The publish options menu allows you to publish the changes made to the page so that
everyone can see.

site Actions - B [E Browse Page Publish

Lﬂ us
\:3 @ ::thasks

[ Unpublish  Start a
- Workflow

Publishing Workflows

Note: Some websites will require publishing approval. If your changes have not been
updated, please contact the helpdesk and create a ticket for the changes to be approved.

Site Actions

By clicking on Site Actions you will see many of the options that are
going to be taught in this guide such as Editing Pages, Creating Pages,
Manage Content and Structure and Site Settings.

Edit Page Enables edit mode.
New Page Creates a new page.
Manage Content & Structure Shows all site information

Creating a Page

To create a page, click on Site Actions and select New Page. A prompt will show and ask
you to enter a name for the page. Enter a name and click Create. The new page will load
in edit mode and you can continue to create the page.

steacions -| ¥ B [N age

\ Edit Page This page will be created in the Pages library.
| / Change the content and Web Parts Wain Websart Zone

on this page. New page name:
[New Page ~]
Blank spaces in e page name wil be converted to ' >

v

Hide Ribbon
T Hide the page status and ribbon for
this page.

Create

New Page
ﬂ Create a page in this site.

Managing Pages

In this section you will learn how edit a page by selecting the page layout that
accommodates your needs and adding web parts to display data such as textbook, links
and pictures. You will also find out how to apply the formatting styles provided to you
with the ribbon which will permit you to fully customize your page using our style guide.



Editing a Page

To edit a page, click on Page in the Ribbon and find the option called Edit Page and
select it. This will then open the page in edit mode and you can continue to edit the
page. If you do not see Page in the Ribbon you may have to select Site Actions and
select the option to Show Ribbon or alternatively select Edit Page from the Site Actions
menu.

site Actions ~ B B Browse Page Publish

—2 E |+ Page History Q W = @ Make Homepage | @ ,_)1
K. é J . = _%é} -
&3 Incoming Links =

.$ Page Permissions

Edit | Check Out Edit E-maila Alet  Preview Page Library  Library  View Al
= - Properties ~ ¢ Delete Page Link Me- Layout - || Draft Check Settings Permissions Pages
Edit Manage Share & Track Page Actions Page Library

Click here to enter some text

l

You may enter content in the dotted area below

Main Webpart Zone

Add a web Part

You will notice in the ribbon now that more options have appeared in edit mode.

! Cctny Tuouks

site Acions ~ B [ prowse Publish | FormatText  Insert
i | E E 5% Page History Q i) Ij j taf] Make Homepage ) @ ,_)1
‘_!A £ Page Permissions = :A = 4, Incoming Links __@ X L=
Save & Close Check In Edit E-mail a  Alert Preview Page Library Library  View All
- - Properties - ¢ pelete Page Link Me - Layout - 3 Draft Check Settings Permissions Pages
Edit Manage Share & Track Page Actions Page Library

Format Text will allow you to edit text on the page similar to using Microsoft Word.

SteAcions - B M Bowse Page  Pubish [ ol

cut
| . Verdana | 7/10f ~

Copy

% <> .P';) -
<> [y Select .

styles  Spelling  Markup
© T Shlese <yl

Edit Clipboard Fant Paragraph Styles  Spelling Markup

Save & Close CheckIn  Paste

- < Undo B 7 U & x, x

Insert will allow you to place objects on the page such as tables, pictures, videos, links,
files and web parts.

site Actions ~ B P Browse Page  Publish

% Q 3 E\
B |ba &a o T = = M (I
Table Picture videoand Lnk  Upload Reusable Web Existing MNew
- - Audio - File Content Part List List
Tables Media Links Content Web Parts



Page Layouts

Ed iting Toals

Site Actions ~ B ’ i Format Tet  Insert
m E e ¥ Page History Q W - j @ Make Homepage | @ j
A & Page Permissions ) L_ 3, Incoming Links __@ ) Lt
Save &du&e Check In Edit E-mail a Alert Preview | Page Library  Library  Wiew All
= Properties~ ¢ pelete Page Lnk  Me~ Layout - | [0 Draft Check Settings Permissions Pages
Edit Manage Share & Track Page Ackions Page Library
= | i v omesace » $ |a Tochange a page layout make sure you are in edit mode. On
— &3, Incoming Links . V AII X .
e moscen i remzes e’ the ribbon, select Page. Once the page menu shows find an

Article Page

~ [ .k .»[ = option called Page Layout and select it. You will see multiple
e oo see— oo options to change the layout. Find which one you would like
. and select it. If you wish to change the layout again, you may
P Qf _§pf §F repeat this step until you find a layout that fits what your
cotmn needs.

Adding a Web Part
To add a web part to a page make sure that are in edit mode. To insert a web part
simply click Add a Web Part in the area you wish to place it. The ribbon will expand and

allow you to select a web part. Once you have selected the web part click Add

Main Webpart Zone

Web Parts About the Web Part
21 Content Query Web Part Content Query Web Part

2 Summary Link Web Part Use to display a dynamic view of content from your site on a web page

Add Web Part to: Main Webpart Zone

Adding Text
To add text to a page make sure that you are in edit mode. Click on Click here to add

new content. This will allow you to start entering text. Remember to use the ribbon to
style and insert objects such as images and links.

You may enter content in the dotted area below

[Click here to add new content

Formatting Styles

Editing Tools
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Adding Links

To add a link to a page make sure that you are in edit mode.
s [l com | You may create links using two different methods, new link
or link using existing text. First click on Click here to add new
content. Link Tips
T Email: mailto:email@address

Phone Number Tel:+19999999999

You may enter content in the dotted area below

| Click here to add new content]|

Adding a new link
N On the ribbon, click on Insert and then select Link.

= [ & @™ E By m Two options will appear, From SharePoint and From
e Utmee U tme &t WP W Address. If your link will go to another page on the

Tables Media Fram SharePoint | Content Web Parts

Status: Checked outz . same site, use From SharePoint and select your

target. If your link will go to another website, use
From Address and enter the text to display and the URL then click OK.

Adding links to existing text
Select the text you would like to link. On the ribbon,

site Actions ~ B M Browse Page Publish

T EH G QN B R mim click on Insert and then select Link. Two options will

Tile e Wdeomd | LN ujed peme o ogmm M appear, From SharePoint and From Address. If your

Tables Media From SharePoint | Content Web Parts . . .

|Status: Checkedout] link will go to another page on the same site, use
From SharePoint and select your target. If your link

will go to another website then use From Address and enter the URL then click OK.

Adding Images

To add an image to a page make sure that you are in edit mode. You may add images
using three different methods, From Computer, From Address and From SharePoint.
First click on Click here to add new content.

You may enter content in the dotted area below

[Click here to add new content]

Editing Toals . . M
L TR Ry .. | e ON the ribbon, click on Insert and then select Picture.
%8 . 3 ] . .
EREIE ) o, N I 'T Three options will appear, From Computer, From
- - Audio - File Content ~ Part List List

s _rmemper e o wer - Address, and From SharePoint. If your image is on your

Status - s and editable.

S computer, use From Computer and upload the image. If
your image is on another website then use From Address and enter the URL then click

OK. If your image is on SharePoint, use From SharePoint and select your image.



Image Sizing

You may enter content in the dotted area below

Select the image you would like to resize. In the ribbon

you will see a new option called Picture Tools. Click on
' Picture Tools and give the Horizontal Size a value 100%.
COUNTY COMMISSIONERS This will ensure that the picture can be viewed properly
Association of Pennsylvania . .
on a mobile device as well.

Editing Tools Picture Tools

steacions ~ ®Y P  Bowse Page  Publish | FormatText Insert
% @, Address http;//ccap.pacounties.org/publis /_ &@| o Horizontal Size: ["IHorizontal Space; 5P
™

Y= Alt Text il vertical size:  S1ex * '=Vertical Space: 5P
gﬂ;ﬂge Image Posiion - -
e Styles- - [JlLock Aspect Ratio
Select Properties Styles  Amrange Size Spacing

LY

Note: Do not load large images as this will affect performance. —See Style Guide

Uploading Files
To add a file to a page make sure that you are in edit mode. First, click on Click here to
add new content.

You may enter content in the dotted area below

[ Click here to add new content]

In the ribbon, select Insert and then chose Upload File. Select Browse and then chose
where you would like the file to be uploaded to and click OK.

Upload Document

Site Actions ~ B i e —

>

EES O B B mim—

Upload to: [Document s <

Overvrite existing files

Table  Pidure videoand Link Upload Reusable  Web Existing MNew
- - Audio - File Content - Part List List
Tables Media Links Content Web Parts ‘ o | o]

Note: Be sure to place only documents in Documents and only images in Images.
Depending on where you chose to store the file, you may be prompted to enter more
information.



Arranging Pages

To arrange a page make sure that you are in edit mode. You may only use Internet
Explorer for this feature. Click on the header of a web part and drag it to the desired
location on the page.

You may enter content in the dotted area below Right Top

Add a Web Part

Drag Here

Right Bottom

Left Bottom Middle Bottom
Add a Web Part Add a Web Part Add a Web Part

Summary Link Web Part

& Mew Link = New Group
=& Configure Styles and Layout =b Reorder

There are no items to show in this view.

Managing a Site
In this section you will learn how you manage site navigation and use Manage Content
and Structure to navigate the site more efficiently while signed-in and making changes.

Navigation

CCAP Forms Human Resources < Technology Services Staff Resources = Training Center Committees Teamsites

To edit navigation, click on Site Actions and select Site Settings. On the Site Settings
page you will see a section called Look and Feel. Nested in the Look and Feel section
you will find a link called Navigation.

Welcome Page

Title, description, and icon
Master page

Page layouts and site templates
Tree view

Site theme

Mavigation

E i Look and Feel Click on Navigation to view the Navigation Settings page.

On the o 5 ote You G ot G X o K]
Navigation page,
find the section

Y@
‘chosseto dsslay or hice pages and ssbates.

titled Navigation

Editing and -

Sorting. You may

now add links

and headings on the right side and move them using the Up and Down buttons to sort
them properly. Headings are used to categorize similar links.




Manage Content and Structure
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To view Manage Content and Structure,
click on Site Actions and select Manage

Content and Structure. A new page will
appear, showing you all contents of the
site and easier navigation based on
where the item is technically located
rather than searching navigation from
site to subsite.




