
GENERAL INFORMATION

This sheet is designed to be an aid to you as you are using Microsoft SharePoint for Office XP.  You may also use the on-line help offered in this package by clicking on the word Help that is displayed on the menu bar at the top of the screen.  If you have any additional questions or require further information, it is available in the IT Help Desk (TE113) Teacher Education and Technology Center, (410) 677-5454.
ACCESSING SHAREPOINT 

To open Access, click on Start(Programs(Microsoft Office(Microsoft SharePoint.  You are now at the opening screen for SharePoint.
TOOLBAR SHORTCUTS

At the top of the screen are a series of icons: each one is a shortcut for commonly used actions. Here are some that will simplify creating your SharePoint Document.

	Icon
	Description
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	Creates a blank document
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	Creates a hyperlink for the selected text.
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	Opens an existing document
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	Aligns text to the left, center, or right side.
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	Saves the current document
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	Inserts a picture from a file
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	Copies any selected text to the clipboard
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	Reverses the last change
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	Places Clipboard contents at the insertion point
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	Turns on bold, italic, or underline font


CREATING A NEW WEBPAGE
To create a new page, click on File, then New. On the left side of the page there will be different templates to choose from.  Select blank page to begin a new file and start from scratch.  You may also wish to choose from a variety of templates, which are pages that are already designed but allow you to put in your own information. 

OPENING AN EXISTING PAGE

To open an existing web page, click on File, then Open, or use the Open icon on the toolbar. Select the drive from which you wish to retrieve a file.  Once you select the correct drive, a list of all available files on that drive will appear in the left side of the window. Click on the file you wish to edit and then choose Open.

PAGE VIEWS

There are four different ways to view your page while working on it. At the bottom of your screen you will see four tabs - Design, split, code (HTML-HyperText Markup Language), and Preview. The default view is Design, which is a WYSIWYG (What you see is what you get) format. The major advantage to SharePoint is that you do not need to know HTML to create a web page. HTML is the standard for describing the contents and appearance of web page. In the Normal view, the HTML is generated for you. The HTML view is used if you want to write your own HTML codes, but should be used only if you have adequate knowledge of the language. The last tab is the Preview Tab, which is used when you want to see how your page will look published on the World Wide Web. This tab shows special animations and effects that the normal view does not show.  The split tab shows both code and design view, allowing users to see the code that is put into there web page while using the design features to add new content.  
ADDING TEXT TO A PAGE
To start typing on a page, position your cursor at the point you want to start typing at. To change the style, type the text and highlight it by dragging your mouse over the text area. You can use the toolbar icons to customize your text (ex. bold, underline, align), or use the Format, then Font option. This option allows you to do everything at once. Change the font type, style, size, and color by using the drop down menus. 

INSERTING AN IMAGE    

To insert an image, go to File, then Picture. Choose Clip Art to select from the Office ClipArt selection, or From File if you want to insert a picture that you have saved yourself. This can be a picture you created, saved off the Internet, received from someone else, or scanned. Just use the drop down menu to select the drive and folder your file is in, and find the file. You can then position the image by highlighting it and using the toolbar shortcuts. You can also resize the image by clicking on it once, and dragging one of the outer points.  
PAGE PROPERTIES
Properties let you customize certain aspects of your page such as the background and colors. To do this, go to File, then Properties.  The first tab, General, allows you to create a name to be displayed at the top of the browser for your page. You can also select background music to be played when your page loads up. Click the browse button and select the music file that you want to be played.  The next tab, Formatting, enables you chose your background type and text colors. To use a picture background for your page, check the background picture box and hit the browse button to search for available pictures. To choose colors for your page, go to the color section. To use a solid color for your background, use the drop down menu to select a specific color. You can also choose your text colors for hyperlinks and regular text by using the drop down menus next to the appropriate choices. The next tab, Margins, allows you to choose your top and left margin sizes. Use the arrows to select the number of pixels for your margins.

HYPERLINKS

A hyperlink is a connection from one page to another page, or a different location on the same page. The destination is usually another Web page, but it can also be a picture, e-mail address, file or program. A hyperlink can be text or a picture.  To create a hyperlink, highlight the text or picture you want to direct the hyperlink from. Use the Hyperlink toolbar shortcut or go to Insert then Hyperlink. 

At the bottom, in the box labeled URL, type the address that you want the hyperlink to point to. If you do not know where the object or page is, use the browse icon (third from the right on the bottom) to locate the hyperlink’s destination. Locate the drive and folder that your file is in, and hit ok. This turns your selected area into a hyperlink. 

SAVING AND PUBLISHING YOUR WEBPAGE

You should save your document periodically to avoid losing any changes. When saving your document for the first time, click on Save under the File menu. First, select the correct drive in the top left hand corner of the window by clicking on the down arrow next to the Save in: box. If you wish to save without publishing, chose the drive and folder (A:\ or P:\) that you wish to save to.  If you do wish to publish your page(s) to the Web, scroll down to your P: drive and save your work under the subdirectory named htdocs. If you do not have an htdocs folder, you must create one in Windows Explorer. Save all of your files that you want published, including pages, images, and other files to the htdocs folder. Name your home page file welcome.htm. Once you have saved your work in the correct folder, the Internet address, or URL to your page is as follows: 

If you are a faculty member:
Determine what department you work in, and find the Novell Server that your department runs off of. Determine the first eight(or less) characters of your username  The URL to your homepage will be: 

http://servername.salisbury.edu/~username/welcome.htm

If you are a student:

Determine your username The URL to your homepage will be: 

http://students.salisbury.edu/~username/welcome.htm

EXITING SHAREPOINT
To exit SharePoint, click on Exit under the File menu.  If you have not saved the latest copy of your document, it will ask you if you want to save.  If you do, click Yes.  If not, click No.
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