SharePoint 2010 Content Editing

Follow the steps below to edit existing content on the site or team site you manage or
add content to.

1. From the page that | ESEFEIEEaE™ Browse Documents
content is to be

. ] Edit Page
edited select Site i} Modify the web parts on this
Actions -> Edit % page.
Page.
2. leely a Content ' Page Tools Web Part Too
Editor V\;]eb part will Format Text sert Options
ouse the content
tr;]at ne(zds : - 8pt - = 1= iE 5E D] A&
changed. . _ —
Therefore place Usdex, x ¥-A- 4 [EE=== e
the cursor in the Font Paragraph Styles

text block that
needs changed or
highlight the area
that needs
changed and make
the desired edit(s)
as you would while | Content Editor

using any text This is some test content for the webpage
editor.

n

The page needs to be changed for the new press release

3. Inthe example
here the text
webpage has been
highlighted. The page needs to be changed for the new press release

Content Editor
This is some test content for the m
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4.

In the Font menu
the Bold is then
selected and using
the live preview the
text is shown right
away bolded.

spt - = 4= E £ ] v
B I Usex,x ¥.A. A E===

Font

Verdana v

Paragraph

Bold (Ctrl+B)

Make the selected text bold.

Content Editor

This is some test content for the DTN

The page needs to be changed for the new press release

On the right
the text is
now
bolded.

If this were
the only
change to
be made to
the page an
editor
would then
select the
Page tab
then Save
and Close —
which
would then
essentially
publish the

page.

Content Editor

This is some test content for the page

The page needs to be changed for the new press release

Page
s

Edit
Properties .

Save & Close CheckIn

- g

Edit

If further
edits to the
page were
so desired
other font
elements

Verdana v

I Uabe x, X’ ¥. A. A

Font

8pt -~
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from the
Font menu
could be
selected.
Additionally | .- .- .= .=
other edits | = = i -
to the page E’i EE
could be
done by Paragraph
using the
Paragraph
menu.
Selecting Al
the Styles & S
menu Styles | Spe
allows for % 1
content font |  yormal
Styles to be Highlight
set. -
By Line
Tag Line
- Comment
— References
_| Caption
10.To spell [ o
check a | v <> ?Select
page select | o o warkup ’
the Spelling - Styles» <5 HTML~
selection _| Remove Spelling
and the English - United States
![?g?ltjhaege _ Arabic - Saudi Arabia
content is English - Australia
written in. English - Belize
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11.To add a

<> o}
desired ;j,, %
markup e W Select~
select the | [Stles~ <5 HML.
MarkuD - Heading 1
Styles_ Heading 2
selection |- Heading3
then the - ;
desired Heading 4

Selectlon' | Colored Heading 1

Page _ =
Insent

Tools/ —

Test Image wgumd Wlb r.mmq
Parts

| Text Media Web Party

12.To add
new
sections
or media
type
content
select
from the
Page
Tools tab
-> |nsert.

13.To add a Content Editor (2]
new Text — —_
block to a
page
select that
option.
The
Content
Editor will
appear on
the page —
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to add
content
click the
link that
says ‘Click
here to
add new
content’.

14.To move .
the text Content Editor [2]
editor to a ' Content Editor [2]
different
location on Content Editor [1]
the page This is some test content for the webpage
simply
select the
editor and
move it to
the
desired
area. This
same
process
can be
followed
for any of
the Page
Tools set.

The page needs to be changed for the new press release

15.To add an
image
select

from the AS M ﬁ ‘ E

Page Text Image Vldeoand Web Existing
Tools tab - Audio Part  List

>Insert-> | ;.4 Media Web Parts
Image. i '
Recent Image

Page Tools I

Design Inserts an image web part into the
selected zone.
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16.The part is

added to
the page
as an
Image
Viewer
object.

Image Viewer

To hnk to an image, goan the tool pane and then type a URL in the Image Link text box.

17.In the

Image
web part
box that
appears to
the right
click the

... of the
http:// item
and enter
in the URL
of where
the
desired
image is
located
and click
OK. ltis
then
recommen
ded to
click the
Test Link
link to
make sure
the image
is typed
correctly.
Enter in
other
Alternative
Text and
select
desired
Alignment

Image

Image Link

To link to an image file, type a URL
or path.
Test Link

http://

Alternative Text

Image Vertical Alignment
|Middle [=]
Image Horizontal Alignment

I Center EI

£ | Text Editor -- Webpage Dialog

»

http://www.kmo.name/images/kmo.gif] -

Ok | Cancel
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s before

Image Vertical Alignment

clicking ‘Middle =
Apply -> : ,
OK Image Horizontal Alignment
|Center EI
Web Part Background Color
Transparent )
[+] Appearance
Layout
Advanced
[ ok [ cancel |[ Apply |
18.To add a * Page Tools
_medla Browse Page Insert
item select
from the éa |j
Page Vid d Web r-:xl' ti
1deo an e 15tin
Tools tab - Audio Part List
\>/_:jnsert '; ledia Web Parts
16€0 and | § video and Audio
Audio.
Insert a video or audio file into the
page.
19.The Media Media Web Part
Web Part
is added.
Where it
says ‘Click
here to
continue’
do so. Click here t fi
NOTE 1C ere o configure
This is a
Silverlight
Control.
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20.Select the

desired
Properties,
Player
Styles and
Size.

Title Media Web Part 54 Horizontal Size: 320 px

Styles
Loop until stopped -

Player Styles

4 Fr 4

Start media automatically 3] vertical Size: 240 px

Lock Aspect Ratio

Properties Size

21.Select the

Change
Media
selection
then select
where the
desired
media is
located.

—
&

Change Change
Media+ Image~

_ From Computer

From SharePc[ Eron

From Address

Remove

22.1n this

example
From
Computer
was
selected —
and thus
selecting
Browse
then
selecting
the media
to be
uploaded
and where
it is to be
uploaded
should be
followed
and click
OK when
done.

Name:

Upload to:

[¥] Overwnte exsting files
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23.1f the

media H | @ % Cw x
. . 1 .
item Is Sine (cinoes | e | e
uploaded
Wlth Commat __ Cnpboard _Adtions
success a © The document was uploaded successhly. Use this form to update the properties of the doaument.
message Name * TestMovie WY
as shown Tidle
is
displayed
and at this
point one
can add a
Title for
the media
item and
then click
Save.
24.To add a Page Tools b Part T
web part age Options
item select
from the . m
Page
Web  Existing

Tools tab - Part  List
>Insert-> | ep parts
Web Part. | 1 wep part

Pick a web part to insert from the

full list of available web parts.

Web parts can display data from

other sources, such as list data,

search results, forms or another

web page.

25.Select Categories Web Parts
from the (33 Uists and Librares |/ []]] Content and Structure Reports [y See Assets
i L3 Busness Data S\ Customized Reports (& Ske Cobection Documents
Categories 3 3
menu on Gl Content Rolup iy Documents IS} Ste Colection images
[ Fiters *j Form Templates 1) Ske Pages

the Ieft L3 Forma @ mages o) Workfiow Tasks
hand side G Media and Content [T kuo_Test
then from (33 Outiook Webd App Ly Pages
Web Parts 3 PerformancePont w Reusable Content
on the Upload a Wes Part v =
right hand
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side the
desired
selection.

26.0n the far
right hand
side a
short
description
of the web
part is
given and
if so
desired
where it
says Add
Web Part
to — make
a selection
which in
most
cases will
be Main
which is
the center
of the
page.
Click Add
to add the
web part
to your

page.

About the Web Part
Documents

Thas system Rrary was created by the Pubishing festure 1o store documents that are
used on pages n tha ste

Add Web Part to:/Main[+]

27.The web
part is
added to
the page.

Documents

B Type * Nome Modded Modfied By
There are o fems 10 show N e view of e Tocuments” document brary. To add & new item, ot Yew™ or “Upioad™.

& Add document

28.Common
attributes
of web
parts are

Appearance — the title bar and height and width of the web part
Layout - how the webpart is positioned on the page.
Advanced — how the user interface will be displayed.
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the
following:

Under Appearance there are several items of interest:

Title — the title of the webpart that is displayed.

Height and Width — the actual height and width in pixels of the
webpart.

Chrome State — if selected this indicates if the web part is displayed
minimized or maximized.

Chrome Type (Title and Border) — the default is that there is not a title
bar or border, or a title only, border only and title and border.

Under Advanced there are several of interest:

Allow close — allows for the ability to have users close or not close the
web part — if a check box is checked or not.

Allow editing in Personal View — if checked only site owners and
designers can customize the web part.

Title URL — Adding a URL makes that URL a clickable item that users
will goto when clicked.

Help URL — If a URL is added then a help button is depicted.

Title Icon Image URL — Allows if a URL is added for an image to be
displayed in the title bar.

29.To change
the
properties
of the
added
web part
click in the
upper right
of the web
part the
drop down
arrow and
select Edit
Web Part.
On the
right hand
side make
any
adjustmen
ts then
click Apply
-> OK.

Minimize
Close
X Delete

[ Edit Web Part
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4 Documents X
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

30.To add a
list item
select
from the
Page

Tools tab -

> |nsert ->
Existing
List.

Layout
Advanced
AJAX Options
(+] Miscellaneous
[ ok || cancel |[ Apply |
Page Tools
Insert

Existin
List -

i’arts

Existing List

Insert a list from this site into the
selected zone.

31.Select the
already
existing
list from
the left
hand side
Web Part
menu.
Then on
the right
hand

[l Contacts
[l content and Structure Reports
[ custom SPS Templates
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menu in Contacts
the AbOUt List of Contacts
the Web
Part select
the Add
button and
the list is
added tO Add Web Part 10| Middle Zone EI

the page. [ As ) cemes |

32.1f aweb
part is
added
accidently
it can
easily be
deleted.
Assuming
oneisin
edit mode
select the
web part
properties
and click
Delete.

Media Web Part v

Minimize
Close
X Delete

Edit Welf Delete this Web Part from the page. These chai
Connecti| will apply to all users.

when

prompted

You are about to permanently delete this Web Part. Are you sure you
want to do this?

[ ok | Cancel |

[, ¥

34. Another Media Web Part s
option to
be aware
ofisifa
web part
holds
informatio

Mrumize
Close

|

¥ | Oviete Close this Web Part. You can still find it under closed
L) Edt Web p| Web Parts section in the insert ribbon. These changes
will apply to all users.

Connectio
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n that is
sometimes
needed
(for
example a
message
for new
yearly
benefits or
a holiday
message)
—the web
part and
its
informatio
n can be
closed
from view
for all
users,
assuming
oneisin
edit mode
select the
properties
of the web
part and
select
Close. The
web part is
then
closed.
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35.Tore- add
the web
part to the
page at a
later time
— from edit
mode
select the
Page
Tools tab -
> |nsert ->
Closed
Web
Parts. On
the right
hand side
select the
we part
that was
previously
closed
then on
the right
hand side
select
Add.

Site Actions ~ 2

AT |ba

Text

L. Lo

Categories

Image Vldeo and
dio

(&3 Lists and Libraries
[l Business Data

A Content Rollup

[CJ Fiters

CJ Forms

3 Media and Content
3@ Outlook Web App
(@ PerformancePoint
[C3@ Search

[C3 Social Colaboration
[ Closed Web Parts

Page Tools

Insert

Qil-@

Web Exlstmg
Part List

_ Web Parts
Web Parts
] Media Web Part

-

Cancel

NOTE: It is not recommended to have too many closed web-part on a said page as
resources in loading the closed web parts will be utilized which may slow page

optimization.
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