Sharepoint Basics
1. First things first, Log In (top right-hand corner).
2. For now, most of you will find your page under View All Site Content (upper left corner).
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3. Find your name in the list and click to open your page.
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4. The Site Actions tab is where all the “magic” happens.  Click it to open your options.

5. You’ll see Create, Edit Page, and Site Settings.
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6. The Create tab is where you can add new libraries, lists, and more pages.  Give it a click and explore the options.

7. While you’re in the Create section, let’s go on and create a Picture Library.  Name it what you want but webpics is a good choice…hint, hint.  You will be asked if you want to display your pics on the Quick Launch, select No.
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8. Click home in the upper left.

9. Go back to Site Actions, select Edit Page.  This is how you’ll change what people see!  Your page should look something like the pic below, showing tabs that say Add a Web Part and drop-down edit tabs.  
[image: image5.png](= Home - Mr. C's Class - Microsoft Internet Explorer provided by BCPS: Acceptable Use Only

it bath k12.va.

=3

Welcome Joey Crawford ~ [

ExtEdtM

W, Add a Web Part W, Add a Web Part

edit - [

Content Editor Web Part edit v |58
Welcome to all things history (ok, you'll probably find a little more as the year goes
on)! This page is dedicated to US History 1, US History I, and Civics and Economics.
Notes, study guides, and more will be right at your fingertips through this site. Visit
reqularly as more will be added as we go. Have a super year!

[ S Doamenti M. | (2 Home -, Coc




10. We’re going to add a picture now.  Click View All Site Content.  Remember the webpics folder we made?  Click on it.  You should see something like the image below.  Click Upload.
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11. Now you’re ready to upload pictures.  Click Browse and navigate to Resources on MES1.  Find the Webpage How-To folder (in the staff folder) and select the picture called “MES.”  Now click OK.  You should now have a screen like the one below.  You’re welcome to fill in details about the picture if you’d like.  For now, just click OK.  
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12. Select the picture from your webpics folder.  Right Click and select properties.  You now need to highlight the Address (URL).  Right Click and select Copy.  The URL is now in your clipboard.  Onward…    
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13. Click Home from your top menu bar.  Once Home, select Site Actions > Edit Page.  Where you see a default Sharepoint image, click edit > Modify Shared Web Part.
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14. Where it says Image Link, paste your picture link (select everything, delete, and copy yours in).  Now click OK.    
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15. Pat yourself on the back!  You just learned how to add pictures!  This can be done most anywhere you want on your page.  If the option’s not there yet, simply click Add a Web Part and select Image Web Part.  This is also how you’d add any other type of web part, such as text.   
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16. Let’s look at the last option under Site Actions.  It’s called Site Settings.  This is where you can change the look of your page.  The Look and Feel section is where you can change your Title, description, and Icon, as well as Theme (colors).  
17. Click Site Theme. Play around with the various themes.  A sample is provided.  
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18. There are few expectations of your page, too (quoted from Wes).
Just a reminder about some items I’m looking for in webpages:

-a bit of bio information,

-pics are always good,

-some commentary about your classroom, overall; what you’re workin on, curriculum, etc.

-a calendar…even a listing of upcoming events, assignments, quizzes, etc.

People who visit your page should:

-feel welcome,

-learn more…about you, your class, some relevant interesting information,

-have a better feeling about what we do here than before they opened your page!
You also need to have an email link on your page.

19. To arrange, delete, edit, and more to the left-hand side of your page, click Site Actions > Site Settings > Quick Launch  You could easily insert an email link here (hint, hint). Click New Link, and where it says http://, delete.  Insert the following: mailto:name@bath.k12.va.us.  Description: Something that lets people know it’s how to get in touch with you, like “E-mail Name.”
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20. Please read Web Content Guidelines for Teachers by Paul Lancaster by clicking on the link below (Ctrl + Click).

http://www.bath.k12.va.us/staff/sites/webcontent.aspx
