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| NTRODUCTION

What is SharePoint?

SharePoint is one of the leading software available for

creating web pages.

This manual will serve as a guide for UTB/TSC web
designers to create web pages for the university using
the Microsoft SharePoint Web Content Management

System.

There are two types of web designers classified at

UTB/TSC: Web Contributors and Web Developers.

Web C ontributors

update web pages to a
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InfoPath, create and update databases, scripts (code), forms, and related matters.

Departments will be required to provide a site map before they create their departmental web

accounts.

GETTING STARTED WITH SHARE POINT

How to Log In

Once you have received a confirmation to access a site, you will able to log in by going to
http://www.utb.edu/login.aspx. A dialog box will appear asking for your credentials, which is
the same username and password that you currently use to log in to your WebMail account.

The only difference here is

t hat for

t he
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it. For example, if your username is JD1234567, then you will type scorpion\JD1234567.

Once logged in, you will be taken to the UTB/TSC

Back to ‘Business Affairs'

Site Content and Structure
r e s s b-ar
P-a-1

t

home page. In your browser 6s adqd

—€ o5o
7] Refresh all ?

VD e
gusinE;s A#airs

the URL of the website you have access to modify.

SharePoint
Site Content and Str

Exploring

ucture.

By default, SharePoint creates the following
folders. Documents, Images, Pages, WorkFlow
Tasks.

Documents

Used to store files such as PDFs, text documents,
word documents, etc.
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http://www.utb.edu/login.aspx

Images
Used to store images used in your site.

Pages
Used to store web pages for your site.

Workflow
Used to view the workflow structure of your site.

N AVIGATING WITHIN SHARE POINT

Site Actions

Once logged in to the page, you have access to modify, y ou wi | | see the ASite

on the top right side corner of the page. By clicking on it, you will see a drop down menu that
will allow you to edit the page, create a new page, etc.

Subsites, Folders and Lists

Although they might look the same in SharePoint, what you might think to be a folder might be
a list or a subsite. What is a list? What is a subsite? When can | use folders?

CREATINGA WEB PAGE

In the site where you want to create the page, on the Site Actions menu, click Create Page.

In the URL Name box, type the file name for the page. This name will appear in links
throughout the site.

In the Title box, type a new title for the page. This information is important because it is used
by the major search engines as the most important piece of information available in order to
help them determine the topic of your page, and thus to determine the ranking of your page in
their search results.

In the Description box, type an optional description about the contents of the page.

In the Page Layout section, select a layout for the web page that you want to publish. The
layout that you choose depends on the type of content that you want to publish (see next
section for details).

Click Create.

Selectinga L ayout (template)

There are several layouts to choose from. Your choice depends on how you plan the design of
the web page.

Bl T OB T Em it

inks - Site Actions -
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UTB /TSC Institution Content Editor Webpart Layout Left
Default Layout forContent (Left Zone)

Use to add menus and Web Parts on the left side and con
information on the right.

Header and Footer Zones Layout

Useto add Web Parts on top of the page and below to use
headers and footers.

If userrequires Left and Right Zones only, this will be the
option to use as well, as Content Layout and Footer Zone
ignored (not used).

ChangingalL ayout

To change a layout, go to the fiSite Content and Structure,0 and click once on the page you
want to modify. Then sel ect AEdit Page Settings

What 6s Automatically Addedget o a New Web P

Headers, footers, web parts, breadcrumbs.

EDI TINGA WEB PAGE

Meetthe Web Tool bar

Version: Checked Cut Status: Only yvou can =ee and modify this page.
Page = | Workflow = | Tools ~ | [ EditPage | |[jg CheckIntoShareDraft | | gl Publish

3 Remember to check in so other people can see your changes. (Do not show this message again)
Y 1 =T =T

1 Version lets you knowif the current page is being checked in or checkedamat what version
number is has.

Page contains options such as Save

Workflow:

Edit Pagegives you the abilityo edit the current page

= =4 =4
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The Editing  Toolbar
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Adding and Modifying Text

When copying content or text from another website, make sure to not copy directly to
SharePoint. Copying content will bring extra coding that could negatively affect the look and
feel of the page and will be more difficult to clean up later. What you might want to do is to
copy and paste (unformatted) the text into a simple text editing software, such as Notepad,
and from Notepad, you copy your text to SharePoint. You might need to go back to your text
and add any links, change fonts styles and such, but at least you will have a clean text to work
from after that. This process also gives you the chance to revisit the links you have to make
sure they are accurate. Make sure your body font is Verdana , size 2 .

Using Web Parts

Depending on the layout you selected, there might be at least one Web Part that you can use
when creating a web page. Most Web Parts are designed to display a specific type of data,
such as text, HTML or images. You can create dynamic portals that present information to your
site by adding, configuring and connecting these Web Parts.

Adding L inks

Creating Tables

SAVING VS . PUBLISHING YOUR PAGE

Saving Your Page

Pages are saved in the Pages Library of the site. If they have the appropriate permissions,
multiple authors can collaborate on web pages more easily because the pages are saved to this
central location. There are several options for saving a page, most of which can be accessed on
the Page Editing toolbar.

Check In and Check Out

Minor vs. Major Versions

Each time you check in the page, a minor version is created. You can tell if a page is a minor
version by its number. Major versions of a page, which are pages that have been approved and
published, end in a zero (0).

UTB/TSC SharePoint for Web Designers: BeginnerséEdition 5



SITE MAP T W HAT IS EXPECTED

Each department should strategically plan a site map of the web pages they will manage in
SharePoint. This is a crucial stage since this will affect many factors later on during the web
development such as navigational bars (breadcrumbs). The site map should clearly show the
division, departments and sub-departments or schools for the site(s) that will be created. If
you are working on transferring a web page from an old site, please do not simply follow the
same structure of the old site. Get the approval of your supervisor to work on a good site map
structure.

Example of a site map:

Family Medical
Leave
Benefits Offic Insurance
Compensatio .
_ . Office T Retirement
Business Human )
Affairs Resources .
J ) International
Faculty
Wellness
Program

Creating Menus

Using coding to add links is a recommended option. You can also
6hacdded but this wildl be more work (¢
to make changes to the menus. Here is one recommended way. This
method will allow you to add one menu to many pages, and when
required to make an update to the menu, you only make the change

. . . . R AR ulIBfISL ADMISSIONS
in one location, and the update will be reflected in all the pages linked

. CONTENT EDITOR WEB PART
to that menu file. wameace |
Link 1

How to create the menu )
Link 2

Use a simple word editor such as notepad.

Type the following: Menu sample.

<div id="menu">

<ul>

<li class="menu_header" ><a href="http://www.utb.edu/mainpage ">Main Page </a></li>

<li><a href="http://www.utb.edu/mainpage/pages/link1.aspx/ ">Link 1 </a></li>

<li><a href="http://www.utb.edu/mainpage/pages/link2.aspx/ " target="_blank" >Link 2 </a></li>
</ul>

</div>

UTB/TSC SharePoint for Web Designers: BeginnersdEdition 6
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Here is what the coding will do (you will need to modify only the information in bold).

By typingc | as s =0 me nu _ h asapdr¢ ofdhe <li> tag, it will make the line of text a darker
blue (see menu sample) and will serve as the header for the menu. Use this option to include
the web address and title of the main page.

<li class="menu_header" ><a href:"httlp:llwww.utb.edu/mainpage ">M|ai|n Page </a|></|i>

Use this code to specify it as header Type the web address Title of the link

For regular links, simply type the code below.

<li><a href="http://www.utb.edu/mainpage/pages/link1.aspx/ ">Link 1 </a></li>

Type the web address Title of the link

Sometimes you may want to open the link in a new browser windows (this is recommended
when linking to external websites or files such as PDF). For this, typet ar get =0 _hl anko

<li><a href="http://www.utb.edu/mainpage/pages/link2.aspx/ " tar?etz"_blank" >Link 2</a></li>

Include this code to make the link open in a new browser window

Use above lines at many times as you need for as many menu items needed.

Save the file with a significant name such as main-menu.txt. Make sure to save it with a .txt
extension.

Upload the menu to SharePoint
Upload the file to the Documents folder of your website, by going to Documents , and
selecting New = Item . Browse for your file and press OK to upload.

#] Refresh al Documents - All Documents
= hla Training Up | Mew - Actions - Settings ~ Show Related Resour
Documents C4 Folder Modified
EE = Item gl 8/1/2008 8:07 AM
3] Pages 4

] Workflow Tasks

Browse for your file and press OK to upload. You should now see the menu file. Click on it to
open it, and copy the web address. You will be using the web address in the next section.

UTB/TSC SharePoint for Web Designers: BeginnerséEdition 7



Adding the menu to your web page
Now, go to the webpage you want to add the menu that has the page layout is one with a

WebParton t he | eftside such as AUTB I nstitution Content E
After selecting AEdit Pageod from the fiSite Actionso, cl
ABQUT UTB/TSC ADMISSIONS
N { Content Editor Web Part »
Zone 1 Pﬁge CC'ntEnt B
El Add a Web Part £33 Edit Cor| Content Editor

Content Editor

To enter formatted text and graphics,
click Rich Text Editor.

[ Rich TextEditor... |

edit » X
Minimize
Close

. X Delete

_j Modify Shared Web Part

To type HTML source code, click
Source Editor.

Change properties of this shared Web Pg
Export... will apply ko all us;ars. [ Source Editor... ]

Content Link

. . To link to a text file, type a URL.
On the Content Link, type the URL of the menu text file you hoe/Documents/main-menu.tx| [l

uploaded. Test Link

Click on Test link, you should see a list in bullet format, then click |~ Appearance
on Apply . + Layout

+  Adwvanced

Your menu should be displayed.

0K ] [ Cancel ] [ Apply ]

W ORKING WITH | MAGES

Editing an Image

In your department SharePoint web pages, most graphics are inserted into a table for precise
positioning and easy updates. They are usually confined to a fixed size and resolution, and are
saved in a more web-interface-friendly format such as a .jpg, a .png or a .gif. Sometimes, you
may need to replace your graphics when you want to update the old graphics with new ones.
However, if the new graphics are not of the same dimension as the older ones, it may cause

the table to readjust the pre-s et di mensi on, t hus changes the whol
Therefore, it is recommended that you resize your new graphics prior to replacing the older
ones. of cour se, y ou can also readjust the graphics

graphics in, but this will lead to more work on resizing the table and repositioning the borders
and layouts.

Before you replace anything, make sure you have the information of your original graphics. To

get the these information, especially the information
right click on the graphic, then choose hfapd leglktras i es o0
show in the example below:

UTB/TSC SharePoint for Web Designers: BeginnerséEdition 8



Open Link
Open Link in New Tab
Open Link in New Window
Save Target As...

Print Target

Properties

General l

@ cument_welcome1 jpg

¢ Picture
Save Picture As..,
E-mail Picture...
Print Picture...
Go to My Pictures
Set as Background

Protocol: HyperText Transfer Protocol

Type: JPEG Image

Cuk
Copy
Copy Shortcut

Paste

Address:  http://www.utb.edu/em/Publishingimages/cument_w
(URL) elcome1jpg

Size: 28508 bytes
Dimensions: 344 x 208 pixels

Add to Favorites...
Created:  7/16/2008

Modfied: ~ 7/16/2008

Convert to Adobe PDF
Convert to existing PDF

Properties [ 0K J[ Cancel ] Apply

Adjusting the new graphics dimension to a required width/height value is easy. You can use
any graphic editor to accomplish this task. Take Adobe Photoshop for an example:

Launch your Photoshop first, openyour f il e. Then on the top bar, | ocat
thedrop-d own menu it brings up,.0choose fAl mage Si ze

W) Adobe Photoshop
File Edit BUEGES Layer Select Filker View Window Help

Mode 'O\{:\’?"

Adjustments

Duplicate... me4.jpg @ 100%
Apply Image... ”
Calculations. .. Image Size @
Image Size AlE+CErl+T — Pixel Dimensions: 204.8K C o J
Canvas Siz Alt+Chrl+C

idth: | e5ls i
Pixel Aspect Ratio Width piels I ]
Rotate Canvas 4 Height: | 202 pixels % e

Crop
Trim...

— Document Size:

width: | 4.806 inches v ]
Height: | 2.806 linches v
Resolution: | 72 pixelsfinch

Scale Styles
Constrain Proportions

Reveal all

[“IResample Image: ‘ Bicubic V|

UTB/TSC SharePoint for Web Designers: BeginnersdEdition 9



You can put the desired width and height values in the boxes to resize your image. Notice that
i f you have the fi ¢ o n shok ahenkedp the pvaluet of owidtld or height will
correspondingly change once one of them is reset to a new value. But sometimes, you need to
set the image to a fixed value, then you have to force-change it by un-c hecki ng the fcons
proporti ons &e lecareful Whemgou force change the image because quite often, the
proportion of the original graphic will be distorted after you force-resized it. If you want to
keep the original proportion, you may have to sacrifice some part of the graphic by using the

crop tool B o cut it into a desired dimension while keeping the original proportion of the
graphic.

Sometimes, the graphics are designed in this way that a component of textual information is
embedded within it. It happens that you just need to change the textual information while
keep the image component in the graphic intact. In order to accomplish it, you need the
original .psd files. A .psd file is the editable source file that the graphic developer used to
create the graphic in PhotoShop. In a psd file, textual information is always placed into a text
layer, you can just work on this layer to update the text. The text layer is represented by an
icon with a capitalized T in the layer panel. After you have edited your text, save the new file
as a jpg, gif or png file, then you can upload them into your image folder and insert the
published image into your webpage. Always keep a copy of your .psd files for later use.

= El
i current_welcomed. jpg @ 100% (NEW TE... (= |[B]X] proenrer s
|LNmmal vj Opacily:ll 10096 ¥

Lock: L] &+ @ Fill: | 10096 »

- [ [T

= |3 | Background a

For interactive and animated graphics, a Web Part page template must be used instead of the
basic templates. To edit these files, it may need you to go directly into the source codes or
work with .fla files to change the original content. But same as editing static graphics, it is
highly recommended that you keep your source files in handy for quick and accurate updates.

Not e: New graphics need to be upl oabdferalyoucan raplace thé¢ii mage o
older ones.

Uploading/  Adding an Image to the Web Page

To add an image, you must first have it saved in the Image folder. Once in the Images folder,
you can add it to your web page by clicking on the i ma

Alternate Text for Images (Accessibility Standards)

Alternate text is a requirement by Accessibility Standards for all web pages.

UTB/TSC SharePoint for Web Designers: BeginnersdEdition
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Note: The News and Information Office offers a variety of photos and images for departments
to use for their websites. See the Additional Information section for contact information.

REQUESTING ACCESSTOA SHARE POINT SITE

In order to access any of the UTB/TSC SharePoint sites, you need to contact the Help Desk
882-HELP (882-4357) or HelpDesk@utb.edu.

UTB/TSC PUBLICATION S STYLE GUIDE

The Office of Marketing and Communication developed the UTB/TSC Style Guide to ensure

consistency. The guide helps the university communicate in a comprehensive and coordinated

fashion, creating a unified message to all of our target audiences. Everything we write about

our university affects the way the public perceives UTB/TSC. If we are not consistent in our

message and our i mage, then that can negatively affect

The style guide was created by looking at historical usage at the university, UT System style,

Associated Press style, local media style and examples at other UT System institutions. For
guestions on words and styles not addressed in the gui i
College Dictionary and The Associated Press Stylebook. The UTB/TSC Style Guide is available

on the Publications Office website in an Adobe Acrobat file:

http://www.utb.edu/vpia/publications

TROUBLESHOOTING

| finished my page, but visitors can not access it. The page is asking for username
and password.

Make sure that you published the page.
Make sure that your sub site is set for anonymous access.

Verify that the page has not been checkout. If so, check in.

ADDITIONAL | NFORMATION FOR W EB DESIGNERS

W3C 1 Accessibility

Photo /Images Request

News and Information offers a variety of UTB/TSC related photos for departments to use on
their websites. For requests, call 882-7325 or e-mail NewsAndInfo@utb.edu.

UTB/TSC SharePoint for Web Designers: BeginnerséEdition
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Contact Information

for Web De signers

Purpose Name & Title Phone Email
Create a SharePoint Brian Matthews 882-7443 brian.matthews@utb.edu
*
account Alex Herrera 882-7459 alejandro.herrera@utb.edu
Image/Photo Amy Lynch 882-3809 amy.lynch@utb.edu
Request Assistant Director, News &
Information
Letty Fernandez 882-6535 leticia.fernandez@utb.edu
Director, News & Information
Security Chris Cohen 882-3881 christopher.cohen@utb.edu
Information Security Officer
SharePoint Support Help Desk 882-4357 helpdesk@utb.edu
Web Content Andrew Keese 882-4325 andrew.keese@utb.edu
Reviewer
Senior Editor for Publications
Web Information Norma Rodriguez 882-3840 norma.rodriguez@utb.edu
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