TUTORIAL @

SHAREPOINT 2010 SITE PAGES

EDITING TEXT

Before you get started, it's a good idea to take screen shots of your site and date them. This is so you can track
your progress.

a) Click the Edit icon to edit your landing page. The Office ribbon is displayed and items can be formatted,

inserted or deleted as required.

Site Actions - g B m Page
N

SharePoint 2010 Traigag -

Editing Tools

Site Actions -~ §I FE Browse Page
. Cut e— i— o - ) £ W -
| i _li Verdana v 1lpx - T iz =i hE &/ |J e
I Copy <> lg select
Save & Close Check Out  Paste = by A A =E=E== Styles Text Markup
= - N Undo B 7 U s x. x ||| | = == = Layout~  Styles » “:j-”"‘»; HTML -
Edit Clipboard Font Paragraph Styles Layout Markup
Libraries I
Site Pages .
Shared Documents Welcome to your site!
. Add a new image, change this welcome text or add new lists to this page by clicking the edit button above. You can click on
Lists Shared Documents to add files or on the calendar to create new team events. Use the links in the getting started section to
Calendar share your site and customize its look
Tasks 9

A

‘\ TIP Delete is the Getting Started section. When you’re rolling SharePoint out to a user base, this is not what
you want them to do first. It is going to distract them completely from managing the site properly.
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b) Select the text and use the normal Office formatting options to edit it.

c) Use Styles and Markup Styles to quick format text and headings.

Site Actions -

Save & Close Check Out  Paste

- -

Edit Clipboard Paragraph | Mbrmal

Site Pages By Line

Lists
Calendar share your site and customize its look.

Tasks
Shared Documents
Discussions

Team Discussion

"Upload".

= :
A |Recycle|Bin dr Add document

All Site Content

S — Welcome to your site! Tag Line

Comment

Shared Documents to add files or on the calendar to create new team events. Use | caption

Texxt
Layoout -

fout

Libraries hlight

Add a new image, change this welcome text or add new lists to this page by clickir] References fiton aH

<> | [+ select~
Markup!
Styles v| <5 HTML +

. Heading 1
Heading 2
Heading 3
Heading 4
Colored Heading 1
Colored Heading 2

1e getl Colored Heading 3 |

] Type MName Modified Modified By

There are no items to show in this view of the "Shared Documents” document library. To add a new |

Colored Heading 4
Haorizontal Rule
Paragraph
Callout 1

Callout 2

Callout 3

Callout 4

TIP save the page regularly to check how the formatting is going. Format text in Word and copy and paste it

into your site page if online formatting gets too tricky.

Save & Close Check Out P

Edit
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INSERTING / EDITING IMAGES

a) Click on the image — as you do so, you'll see the Picture Tools tab become available.

Editing Tools Picture Tools
Veronique Palmer ~
SiteActions ~ @ M Browse Page [ECHNETSENEN|ESGE Design

4 B cut
H ﬁ Bl e Verdana - 1opt -
5 = 3 Copy
undo. B I Usex, x| . A A |

Save & Close Check Out  Paste

Edit Clipboard Font Paragraph

Libraries

Site Pages

Welcome to SharePoint 2010

Lists
Calendar

Tasks

Discussions

Team Discussion

4l Recycle Bin

|2 Al site Content

Shared Documents

b) To replace the image, make sure the image is selected and hit the Delete button on your keyboard.

c) Click Insert on the ribbon, select Picture.

Editing Tools

Site Actions ~ @ M Browse Page [ENUETSEN

Table

=

Picture Link Upload
- File

List’

Wel
Part
Tables  Media Links Web Parts

Libraries

Site Pages

stares Cocuments Welcome to SharePoint 2010

Lists

Calendar
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d) Browse to the library where your image is and select it. Notice where the image is stored by default — Site
Assets. (In SharePoint 2007 you had to have a Picture Library created first). Click OK.

Select Picture

MName: CA\Users\Weronique PalmeﬂDDcumer \é

Upload to: [=]
Overwrite exmging files

—_— J

e) You can rename the image if necessary — practice good document naming standards in order to retrieve your
information on a long term basis. Click OK again.

Site Assets - Avater copy 1000.)pg

HE O X
- 53 Copy
Save  Cancel Paste Delete

ITtem
Commit Clipboard Acdtions

o The document was uploaded successfully, Use this form to update the properties of the document.

Name * _) Logg| .1pg

Title

Created at 2011/05/04 19:08 by Veroni [
Last modified at 2011/05/04 19:08 by Veronique Palmer
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f) Now that image is embedded, the Picture Tools tab editing options is available. Resize the image by either
clicking and dragging the corners of the image, or typing in pixel numbers manually in the toolbar. You can also
add a border using the Image Styles, or change the Position.

Editing Tools Picture Tools Pall
C; s e Veronique Palmer -
Site Actions ~ @ [ Browse Fage Format Text Insert Desian

@, Address /training/SiteAssets/SitePat 4 Horizontal Sizdt | 300 px = |
- ko AltText  Avater copy 1000,jpg @ 4] vertical Size: | 300 px :

Change
Picture - g{;a?g;ev Poslvt\on Lock Aspect Ratio

Select Properties Size
" Mo border

Libraries Thin line border —
o+

Table border

Shared Documents Dark border P I PDS’:[’IDI'I 'i"'J \ S ha re Poi nt 20 1 0

Light border

Site Pages

Lists
| Float
Calendar

Left
Add a new image, change this welcome tg Right ts to this page by clicking the edit button abowve. You can click on Shared

X Documents to add files or on the calendal am events. Use the links in the getting started section to share your site
Discussions and customize its look. Infine
!

Tasks

Team Discussion
Top

Middle

& Recycle Bin
\al
iy Shared Documents Bottom

@ All Site Content
[ Type Name Modified Modified By

There are no items to show in this view of the "Shared Documents" document library. To add a new item, click "Mew" or "Upload".

% Add document

TIP The middle Inline under Position doesn’t always work properly. To centre the image in the zone, click on

the Format Text tab and the centre alignment. Picture Tools
Format Text Design
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INSERTING TABLES

a) Edit the Site Page and click on the Insert tab.

b) Click on Table and select the number of rows and columns required.

Editing Tools
Insert

e Llnk Upload Web Existing Mew
- File Part List List

|| insert Table... Web Parts

Insert a 3x2 Table

N
fEescse
o Welcome {
I I

DDDDDDDDDD Add a new image, change this welcome text or add
CIOOCICCCICCC] pecuments ta add files or on the calendar to create
DDDDDDDDDD and customize its look
I
N

FTIOre dil Frermmg

_ _ Shared Documents
Discussions

Team Discussion Type Mame

There are no items to show in this view of the "Sha
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c) As the table is inserted, the table editing options become available. You can add, remove, split and merge
columns and rows, and change the height of either; the same way it works in Word.

Table Tools

Site Actions - P2 Browse Page Format Text Design

.
E % E?Tabl’eWid‘th 100 % ﬁColumnWidth 255 px Summary:

i'[[ Table Height 37 px &[] Row Height 18 px

Show Grid ~ Merge  Split Insert Insert Insert Insert Delete
Lines Cells» Cells» Above Below  Left Right -

Table Merge Rows & Columns Width & Height Properties

Libraries
Site Pages

Shared Documents

Welcome to SharePoint 2010

Add a new image, change this welcome text or add new lists to this page by clicking the edit button above. You can click en Shared
Documents to add files or on the calendar to create new team events. Use the links in the getting started section to share your site
Tasks and customize its look.

Lists

Calendar

Custom List

Phone Call Memo

Discussions

NOTE vou can’t align text horizontally in cells if you make the row height bigger. You would have

manually enter spaces before and after the text if you don’t know HTML code in order to centre it.

Table Tools
ert Layout

ﬁ é ﬂ} E !:}Table Width 100 % : o2 Column Width 239 px Summary:

4[] Table Height 72 px Z|] row Height 36 px
Insert Insert Insert Insert Delete
Above Below Left Right -

Rows & Columns Width & Height Properties

Services

Products ﬁ Giveaways
—_

Add a new image, change this welcome text or add new lists to this page bygllicking the edit button above. You can click on Shared
Documents to add files or on the calendar to create new team events. Use links in the getting started section to share your site
and customize its look.

Products Services Giveaways
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d) By default the table borders display, but you can have clear borders. Click on Design — Styles — Clear.

e) If you're using Clear, then use Gridlines while in edit mode so you can keep track of the table.

Site Actions ~ [ '|]J;“
Header Row [] Footer Row

First Column [ Last Column

Table Style Options

Browse

Editing Tools Table Tools

Page Format Text Insert Design

T3 Default Table Style - Light

Site Actions -

Browse

Editing Tools Table Tools

Format Text Insert

ﬁ Table Width =~ 100 %

Show Grid| Merge
Cells «

Lines

Table

Split
Ceﬁlls -

Merge

L & [[ Table Height 72 py
Insert
EBelow  Left

Insert Delete
Right -

Rows & Columns

Libraries
Site Pages

Shared Documents

Lists
Calendar
Tasks

Custom List

Table Style 1 - Clear
Table 5tyle 2 - Light Banded

Ad| Table Style 3 - Medium Two Tones  hme text or add new listd
DlocUMTENTs T0 00 TIES oF on the calendar to create new ted
and customize its lock.

Products

Libraries

Site Pages

Shared Documents

Lists
Calendar
Tasks

Custom List

oL L

—>

Add a new image, change this welcome text or add new list
Documents to add files or on the calendar to create new ted
and customize its look.

Products

TIP when you use the clear setting and put on gridlines; every time you add or remove a new column or row,

or cut and paste information to other cells; the gridlines disappear and you have to click them again to view them.

This can get very irritating. Leave the Design setting to light lines while you set up the table, then right at the end

change it to clear.
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f) By default the tables are given a header and footer row and first column. This makes the text in those cells

bold. By unticking them it reverts the text to left aligned, unbold.

Editing Tools Table Tools
Site Actions » @ E’ Browse Page Format Text Insert
Header Row [J] Footer Row
First Column [ Last Column

Table stymgns Table Styles

Libraries

Site Pages

Shared Documents a new image, change this welcome text or add new lists to this page by clickin
ents to add files or on the calendar to create new team events. Use the link
mize its look.

Lists

Calendar

Tasks Products | Services

Custom List " SharePoint 2010 | | Training

Phone Call Memao - - - -
SharePoint 2007 Consulting

Editing Tools Table Tools
Site Actions ~ @B M Browse Page Format Text Insert Design

Header Row [| Footer Row

First Column [] Last Column

Styles

Table Style \gptions Table Styles

Libraries

Site Pages

Shared Documents Add a new image, change this welcome text or add new lists to this page by clicking the edit button abowe.
Diocuments to add files or on the calendar to create new team events. Use the links in the getting started =
and customize its look.

Lists

Calendar

= .
Tasks Products Services Giveaways

. ! . I T
Customn List SharePoint 2010 Training iPad

Phone Call Memo - ] - .
SharePoint 2007 Consulting iPhone

SharePoint 2010 Tutorial — Site Pages —Rev 1.0 © Compiled By: Veronique Palmer Last Updated: 21 May 2011 www.letscollaborate.co.za Page 9 of 26




SHAREPOINT 2010 - SITE PAGES

a) To insert a link, select the text you wish to hyperlink. Make sure the http:// is before the web address if you
write it in manually. Otherwise copy the URL from the site you wish to link to.

Editing Tools

Table Picture L|nk Web Existing Mew
- - Part List List

Tables Media Links Parts

Libraries
Site Pages
Shared Documents

Lets Collaborate

Lists

Calendar

Insert Hyperlink

Tewxt to display: |Lets Collaborate

Address: |http:ffmwv.letacullabnrate_cn_za| "—
ﬁ [
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b) As soon as you click OK the Links tab becomes available. Any link in any page, web part or announcement can
be formatted in this way.

Editing Tools Link Tool
site Actions ~ @ MF  Browse  Page Format Text  Insert Format
\§% % URL: http:/fwnanw.letscollaborats E” in new tab [7] Display Icon

.[g Description: | Click to view LC
Remove
Link

Link Properties

Libraries

Site Pages Lets Collaborate

Shared Documents

TIPS 710 decide whether a link should be opened in a new window or not : if the link goes to a site outside

of the default navigation controls, then open it in a new window. As long as you can use SharePoint navigation to
get back to the site it can be opened in the current window.

Always put in a Description — it’s the tool tip. Software used by the visually impaired reads these tool tips back to
the user so they know there is a hyperlink on the site they can click on.
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SAVING AND EDITING OPTIONS

a) When you want to save your page, click the Save and Close button.
b) If you want to discard all your changes, click Stop Editing.

c) To continue working in edit mode, click Save and Keep Editing.

Site Actions ~

=

|
4 &
Save & Close Check Out P4

- v

Edit

d) To make sure no-one else works on the page while you do, click Check Out. Check it back in again when you're

done.

Editing Tools
Site Actions ~ @2 M  Browse Page |[ETINEIREN

Shared Doc

Save & Close |(Check Out|  Paste el B 7 U ks x. X°
| Edit oboard Font - - ¥} Undo » = *
ﬂ’ Save & Close Edit _‘b Check Out d Font
o s Libraries | Liy Checkn
Edit in SharePoint Designer SLalEr= Piscard Check Out

{ Owerride Check Cut

Editing Tools
Site Actions - @ M®  Browse Page Format Text || Insert
A 2 cut
H ﬁ 4 N Verdana ~ 8pt i Cut
= Copy H ﬁ Werdana *  &pt
Save & Close Check Out  Paste B 7 U abe x. X* j
= *— ~  ¥) Undo ., — :

Editing Tools

Site Actions ~ @ [ Browse Page

Site Actions ~ B9 M Browse Page [SNIEISEN

Cut
Cut | i ﬁ | Verdana - &pt
Copy
Copy Save & Close |CheckIn| Paste . B 7 U ke x, x°
Save & Close CheckIn  Paste - M
- - ¥) Undo - Edit Check Out Fant

Edit Clipboard Status: Ch [ CheckIn <fmm——

Status: Checked out and editable. Libraries | £ Discard Check Out

. . Site Pages { Override Check Out
Libraries

SharePoint 2010 Tutorial — Site Pages —Rev 1.0 © Compiled By: Veronique Palmer Last Updated: 21 May 2011
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CHANGING LAYOUTS

a) Itis very easy to change the default left and right zone page layout. Click on Format Text — Text Layout and
choose a new layout.

b) The content will automatically reshuffle as you choose different layouts to view the outcome. You will have to
fix the content properly after the new layout has been saved.

Editing Tools

Site Actions ~ B ¥ Browse Page

H j o Cut — = ' <. @ -
ﬁ J Verdana T 8pt - —— . E e
L Copy <> lg Select~

Format Text

Save & Close Check Out  Paste z abr A LA === Markup
. - - Undo B I U aex, x LIl |l = == Styles+ <% HTML .
Edit Clipboard Font Paragraph Styles ' One column
Libraries I
Sj One column with sidebar
Site Pages Lets Collaborate

Shared Documents
i Two columns

smams
Lists Add a new image, change this welcome text or add new lists to this page by clicking the .
Calendar Documents to add files or on the calendar to create new team events. Use the links in th Two columns with header
and customize its look:
Tasks
Cust List Two columns with header and footer
ustom Lis
Phane Call Memo Products Services
Three columns
) ) SharePoint 2010 Training
Discussions - | ith head
SharePoint 2007 Consulting ree columns wi cader

Team Discussion

Three columns with header and
i footer

& Recycle Bin

AN

‘ TIP Just discard the changes if the formatting gets out of control.
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INSERTING AND MOVING WEBPAR

a) Click Insert — Web Part.
b) A list of the web parts available is displayed. Click on the applicable item and Add.

Editing Tools

) Veronigue Palmer +
Site Actions ~ @ [  Browse Page [EZNURAENS

E E @ N B ol

= ) = = -
Table Picture  Link Upload  Web Existing New
5 S File Part  List st

Tables  Media Links Web Parts
Categories Web Parts About the Web Part

[l Lists and Libraries ) Announcements Announcements

Content Rollup ] calendar

Custom List

Use thi track upcoming events, status updat

ther team news

nd Content
aboration

er Reporting

Upload a Web Part ¥

Add Web Part to:| Rich Content[=]

—p | Add [ Cancel |

c) Three toolbars become available as you can edit the page, the list or library, as well as the web part itself.

Editing List Tools ‘Web Part Tools
Site Adtions ~ @ M  Browse Page | FormatTest Insert | Items  List

Options
A 2 = g
= =3 A L
Web Part  Insert Related Minimize Restore Delete
Properties List -

Properties _ Relationships State

Libraries
Site Pages
Shared Documents

Announcements - [

s g Title Mod ~ Minimize ‘
Close
Calendar

Get Started with Microsoft SharePoint Foundation 201

o >( Delets
Tasks N =]
gk Add new announcement [5#  Edit Web Part
Customn List

Phaone Call Memo

Shared Documents
Discussions
Type Name Modified Maodified By

There are no items to show in this view of the "

Team Discussion

Shared Documents” document library. To add a new item, click "New"

or "Upload"

) & Add document
A Recycle Bin
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d) To move a web part up or down, or to different zones, click in the space between the heading of the web part
and the drop arrow at the end of it on the right. That selects the web part and inserts a tick in the tickbox. You

can now click and drag that web part to its new position.

Announcements
[
O g Title u Modified

2011/05/04 14:56

Get Started with Microsoft SharePoint Foundation!

40 Add new announcement

Shared Documents

[ Type Name Modified Modified By

There are no items to show in this view of the "Shared Documents” document library. To add a new item, click "New" or "Upload".

4p Add document

Shared Documents

] Type Name Modified Modified By

There are no items to show in this view of the "Shared Documents” document library. To add a new item, click "New" or "Upload”.

a4 Add document

-

Announcements

0 @ Title Modified

Get Started with Microsoft SharePoint Foundation! 2011/05/04 14:56

qF Add new announcement
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e) To edit settings of the web part, click Edit Web Part from the dropdown arrow. Change the settings as

required.

f) To display different view of the list or library, click the dropdown at Current View and choose a new one.

g) Make sure you click the OK button after editing the settings.

Site Actions ~ @l

SR

Mew Upload
Document » Document -

New

Ny y
P Check Out
[

New
Folder

1 CheckIn

Edit
Document &, Discard Check Out

Open & Check Out

! :Versinn Histary
View Edit
Properties Properties % Delete Document

Manage

% Document Permissions

|
E-maila Alert
Link Me ~

Share & Track

Downl
Copy 3y Go To Source

_‘,j Send To -

)

oad a

Copies

24 Manage Copies

. Liy Unpublish

nique Palmer =

] %] Approve/Reject

Workflows Publish

4 Cancel Approval

Workflows

Libraries
Site Pages

Shared Documents

Lists
Calendar
Tasks
Custom List

Phone Call Memo

Discussions

Team Discussion

Z\ Recycle Bin

[ Al site Content

Shared Documents

[ Type Name

item, click "Mew" or "Upload".

4k Add document

There are no items to show in this view of the "Shared Documents” documer

Modified Modifi

Announcements

[ o Tte

Minimize

Delete

E} Edit web Part

Connections

Export...

—
3

Get Started with Microsoft SharePoint Foundation!

4k Add new announcement

Modified

2011/05/04 14:56

4 Shared Documents

iHHHHH

List Views

You can edit the current view or
select another view.

Selected View

<Current view> ||

Edit the current view
Toolbar Type

| Summary Toolbar =]
Appearance
Layout

Advanced

AJAX Options

Miscellaneous

[ 0K ][Canoel][ Applv]
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CREATE NEW PAGE

Site Pages are based on wiki functionality. They are Home pages with embedded pages.

a) Click on All Pages in the ribbon, or Site Pages in Quick Launch.

site Actions ~ @ B Browse Page

Z & b Q@ @ R B B44

Edit Check Out Edit Rename E-maila Alert Make Incomj Library  Wiew All
- - Froperties Fage X Delete Page Link Me - Home Settings Permissions Pages

Edit Manage 3 Page Actions Page Library

Libraries /
Site Pages

Shared Documents

WELCOME

b) First, delete the How To Use This Library — it affects your search results and you don’t need it. (Read it first ©).

Library Tools

Site Actions ~ i [T Documents Library

SharePoint 2010 Training » Site Pages » All Pages

Use this library to create and store pages on this site
Home
Recently Modified Type Name
ERmS :};j Home

How To Use This Library -
ow 1o Use This Libran ﬁ;j How To Use This Library -

View Properties
4r Add new page .

Libraries (5% Edit Properties
Site Pages fy Check out
Shared Documents 3] Version History

Alert Me

Lists Send To 4

Calendar .
Manage Permissions

== -ﬁ X Delete

Custom List
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c) There are two ways to create a new page. Click New Page from the view in the previous page.

d) Give the page and name. You can then edit the page as explained in all the sections above.

Site Actions - i f Browse Page
# Cut

=5 Copy
Save & Close Check Out  Paste
- o - ) Undo -

Edit Clipboard

New Page

This page will be created in the Site Pages library.

New page name:
Products| i:

—_—

Format Text

Verdana Spt
B 7 U ke x, xX°

Font

N

Text

<= o
<= 3 select
Markup

Layout »  Styles - "‘;'. HTML -

Layout

Markup

SHAREPOINT 2010 - SITE PAGES

Recently Modified |
Products
Home

How To Use This Library

Libraries

Site Pages

SharePoint 2010 Tutorial — Site Pages —Rev 1.0 ©
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e) The page is created but ‘hidden’ until you build it into the navigation.
f) Go back to the landing page — click on any of the words Home, or the first hyperlink in the top navigation.

Library Tools

Site Actions ~ B OIS Documents Library

SharePoint 2010 Training » Site Pages » All Pages -

Use t to create and store pages on this site.
Home |

Recently Modified 1 Tv Mame

Home @ Home

PI’DdUCtS . i @ Products 2 HEw

gk Add new page

Libraries

g) Edit the page and type two square brackets [[. A list of all the site pages that’s been created is listed.

Browse Page Format Text

Cut
Verdana - 1llpx -~

Copy
Paste = ab
¥} Undo . B 7 U e x X Jvév

Clipboard Font

Home
Products h
sk List:
View:
|: Mo

There are no items to show in this view of the "Shared Dd
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h) Click on the page to ‘insert’ it and close the brackets.

Browse Page Format Text m

Cut .
Times Mew Ror - 36pt -

Copy

=5 ¥} Unda H e X, X° Eyv

Clipboard Font

[[Praoduct=]] /

i) Save the page to see the link activated.

Site Actions ~ i B Browse

tij SharePoint 2010 Training » Home

Home

Libraries

Site Pages

Shared Documents /
Products

Lists

Calendar
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j) To create a new page from the Home page, go back to edit mode and put any text you like between double

square brackets.

rowse Page Format Text

Cut
Verdana - 1lpx -

Copy

t z ab
B ¥} Undo - B 7 U aex x jvév%

Clipboard Font

Well

[[Froducts]] /

[[Whatewver yvou type between the brackets becomes a page]]
- -

Site Actions = ] Browse

i SharePoint 2010 Training » Home

Home:

Libraries

Site Pages

Welcome

Lists
Products

Calendar
Tasks

Custom List
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k) When prompted, click Create.

New Page

This page will be created in the Site Pages library.

The page 'Whatever you type between the brackets
becomes a page' does not exist. Do you want to create it?

—_— J

[) Your new page is created. Now use the brackets to pull in the other pages to create navigation between the

pages.

Site Actions - Browse Page Format Text

Cut
Verdana
Copy
Save & Close Check Out  Paste : ahr A
- L ¥) Undo . B J U e x, x A A

Edit Clipboard Font Paragraph

Recently Modified Type your text in here - don't forget the navigation between the sites.

Whatever you type |
between the brackets 1l

becomes a page &I
Home Home

Products

Whatever you type between the
brackets becomes a page

List:
Libraries iew:

Products

Site Pages

Shared Documents
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m) To display a different name to the site page name, put a | after the page name, (hold down the shift key and
click the key above the Enter key).

Site Actions ~ @& [  Browse  Page Format Text

Cut
Verdana * 1llp
Copy

Save & Close Check Out Paste a
. K ¥) Undo . B 7 U zke %X, X

Edit Clipboard Font

Recently Modified Type vour text in here - don't forget the

Whatever you type
between the brackets
becomes a page

[[Products]]

[[Home]]
Home

[[Home|Back to Index]]
Products

Site Actions ~ Ez

W SharePoint 2010 Training » Whatq

Home

Recently Modified Type your text in here 1

Whatever yvou type
between the brackets Products
becomes a page

Home

Home
Back to Index

Products

SharePoint 2010 Tutorial — Site Pages —Rev 1.0 © Compiled By: Veronique Palmer Last Updated: 21 May 2011 www.letscollaborate.co.za Page 23 of 26




-
TutoriaL (£ )(@

DEACTIVATING SITE PAGES

a) Site Pages can be deactivated so that the default SharePoint 2007 left and right zone web part page with the
default web parts is displayed. It is a feature that needs to be deactivated.

b) Click on Site Actions — Site Settings — Manage Site Features.

c) Scroll to the Wiki Page Home Page and click Deactivate.

Site Actions ~

= New Page
j Create a page you can Site Settings
customize. N
Mew Document Library
[ Create a place to store and
share documents.

New Sits 's and Permissions Look and Feel
@ Create a site for a team or E and groups 1 4, Title, description, and icon
project. ermissions w Quick launch
More Options... Top link bar
Create other types of pages, Tree view
lists, libraries, and sites. pres Site theme
plumns .
= View All Site Content pntent types .
_j} View all libraries and lists in r pages Site Actions
this site. b Manage site features
Edit in SharePaint Designer Save site as template
Create or edit lists, pages, and edm‘n[Strat‘un Site Web Analytics reports
workflows, or adjust settings. al settings Reset to site definition
age settings

Site Permissions brari Delete this site
;:La?) Give people access to this site.

'S Reporting Services
h and offline availability “ail Manage Shared Schedules

@nd workspaces Reporting Services Site Settings
rerrflow settings

o Site Settings
,\35‘55" Access all settings for this site.

Veronique Palmer «

Site Actions ~

SharePoint 2010 Training » Site Settings » Features Site Actions ~ g

Home SharePoint 2010 Training » Warning
Libraries Name
Site Pages Group Work Lists

&

Deactivate Home
Provides Calendars with added functionality for team and resource scheduling

Report Server File Sync Libraries

Shared Documents

You are about to d

the Wiki Page Home Page feature

tists Ae | i, ] i ) e = G e Ay e e re s T e s 2 eiedle [ awae | s pages 1f you deactivate this feature, any user data or customizations as
Calendar . .
Shared Documents Deactivate this feature 4—
Tasks g Team Collaboration Lists |
eactva
SrEEm U= Provides team collaboration capabilities for a site by making standard lists, such as document libraries and issues, available
Phone Call Memo
Wiki Page Home Page > ———
0 > Deactivate Active
. This site feature will create a wiki page and set it as your site home page.
Discussions
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d) Go back to your landing page and you will see that your page is now based on the SharePoint 2007 with left
and right zones and default web parts inserted. Notice that there is no longer an edit option.

» X Veronique Palmer «
Site Actions -  §f Browse

il SharePoint 2010 Training

Home Search this site

Libraries .
Announcements Links

Site Pages . P .
There are currently no active announcements. To add a new announcement, click "&Add new announcement”. There are currently no favorite links to display. To add a

Shared Documents new link, click "Add new link".

df Add new announcement
Lists & Add new link

Calendar

Calendar
Tasks . .

There are currently no upcoming events. To add a new event, click "Add new event".
Custom List

Phone Call Memo
4k Add new event

e) To edit your page, you need to click Page and Edit Page.

@ Wersions Q
Permissions ;
Edit Page Edit E-maila Ale

Properties Cielete Page Link ke

Edit Manage Share & Trag

Libraries
Announcements

Site Pages
There are currently no
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f) Web Parts can be added to the page, you would need the Content Editor Web Part to make the site pretty.

Site Actions ~ @¥  Browse

Stop Editing

Edit Manage

Libraries

%] — 2 @
Permissions b

Edit E-maila Alet  Approve Reject Workflows EditMobile — Make  Title Bar
Properties Delete Page  Link  Mew Fage

Share & Track Approval

Waorkflow

¥ g

Homepage Froperties
Page Adiions

Left
Site Pages =

Shared Documents

Lists
Calendar
Tasks
Custom List

Phone Call Memo

Announcements

% Add new anncuncement

There are currently no active announcements. To add a new announcement, click "Add new announcement”.

Add a Web Part

™~

Add a Web Part
Links
There are currently no favorite links to display. Te

add a new link, click "Add new link".

4 Add new link

g) By clicking on Add a Web Part, a list of web parts is displayed to add to the page which you can then edit. Click
Stop Editing when your web parts are inserted and completed editing.

site Adions + g

8

Stop Editing

Categories

Browse I

Versions Q@
Permissions 4

Emaila Alert
it Hew

Edit
Properties Delete Page ink

Manage Share & Track
Web Parts

Approve Reject  Workflows | EditMobile | Make = Tile
age -

Approval

Workflow

Veronique Palmer
ar
Homepage Properties
Page Adtions

[ Lists and Libraries.
[ Content Rolup
[ custom

[ Forms

[ Wedia and Content

3 Socil Colaboration

[ QL Server Reporting

8 Announcements.
28 Caisncar

7] custom List

@ Lnis

[&]Phone Calllemo
=

q

a I * || @)sterages
Upoad a ieo Part v

9 Tasts

Libraries
Site Pages

Shared Documents

Lists
Calendar
Task:

Announcements
I .

About the Web Part

Announcements

Use this listto track upcoming events, status updates or other eam news.

Add Web Part to: | Left_[w]

Add a Web Part Add a Web Part

SharePoint 2010 Tutorial — Site Pages —Rev 1.0 ©

To get your site page back, reactivate the feature.

Compiled By: Veronique Palmer

Last Updated: 21 May 2011

www.letscollaborate.co.za

Page 26 of 26



