Creating a website using Microsoft SharePoint Designer
· Organization – Before beginning, plan out the entire website beginning with the homepage (index.html).  For example, the following organizational chart identifies one homepage and three subpages.  Most webpages are organized in this “reverse tree” fashion and can have many levels.  

· After you have planned out the number of webpages (four in the example), create and save blank (empty) HTML files, one for each page.  To do this, click “File” in the menu bar and select “Save”.   If you would like to change the title of the webpage that appears at the top of your broswer, click “change title” just above the save button.  Repeat these steps for each webpage you plan to create.  Again, using the example, you will have four blank files saved with following names: index (homepage), curriculum, grading, and staff.  Save all files into a folder labeled “webpage” on a flash drive.  Your homepage file must be saved as “index” or it will not work on the CCSU servers.  
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· IMPORTANT!!!!!!!! – All of the files (word, picture, text, etc) that support a webapge MUST be in the same folder as the internet file (html).  Therefore, if you want to use a picture in your website and the picture is on your home computer, it must be copied into the folder where the internet file (html) is located.  Otherwise, a red X will appear on the screen for pictures or the link won’t work for word, pdf (adobe), text, and other files.  More advanced websites typically use multiple folders but the idea is the same.   

· Any time you would like to see what your webpage looks like, you may preview it.  Click “File” and then “Preview in Browser.”

Editing Individual Webpages
· Text

· In the normal mode (design tab at bottom), SharePoint operates much like a word processor program.  You can create add text, change font colors, size, and qualities, align text, spell check, and other normal functions.     

· Tables

· Why use tables? – Organize content and permit a standard viewing experience for different web browsers (explorer, firefox, safari, etc).  Tables are the skeleton that hold everything in place (show example from wikiPE). 

· Inserting tables – Click “Table” in the men bar and select “Insert Table.”  Specify the number of rows and columns.  You may also edit the alignment of the table on entire page, edit the width of the table in percent or pixels, add a background color or picture to the table, and change the borders.  

· I recommend changing the cell padding and cell spacing to zero.  
· You may later edit the table by clicking “Table” in the menu bar and then “Table Properties”

· Inserting or deleting rows and columns

· Click “Table” in the menu bar and select “insert” or “delete” and then the appropriate function
· Shortcut: High the column or rows you want removed and click “backspace.” (not delete)

· Adjusting the size of the table, columns, or  rows

· Hover the cursor over the edge of a cell or table until the double-arrow appears, click and drag to the desire size.  
· Merging or splitting cells

· Click “Table on the menu bar and under “modify,” select “merge” or “split” cells.  To merge cells, they must first be highlighted. 
· Cell Properties  – This function allows you to edit individual cells .  Click “Table” then “Table Properties” and then “cell”.  The editable regions are similar to what you would find in the table properties box.  

· Page Colors and Background – Click “Format” in the menu bar, then “Background.”

· Background image – If you prefer an image in the background, first copy the file into the folder where the internet (html) file is located.  Next, click “Browse” and select the appropriate image file.  An image is naturally “tiled” or repeated throughout all viewable space.  
· Background color – This changes the background color for the entire webpage.  Click the pull-down menu to the right of “Background” and select the desired color.

· Links Colors – You may change the color of a non-visited hyperlink or a visited hyperlink to a color besides the automatic one displayed.  

· Hyperlinks – Text or pictures that when clicked, direct the user to another webpage, a file, or an email address.

· Hyperlink to an outside webpage – Highlight the text or picture you want to act as the link.  Click “Insert”in  the menu bar and then “hyperlink”.  Type or paste in the FULL internet address (http://www.PEcentral.edu for example) or the linked location.

· Hyperlink to an existing file – Highlight the text or picture you want to act as the link.  Click “link” (chain icon) in the menu bar.  Click “choose file” and browse for the file located in the same folder as the internet file.  You can select almost any kind of file: word document (*.doc), adobe (*.pdf), movie (*.avi, *.mpeg, etc), text (*.txt), excel (*.xls), audio (*.mp3, *.wma), etc.     

· When viewing the webpage on the internet, certain files such as word and pdf files will open up inside the browser window.  Other files such as movie or music files will start the related program and be viewed in a separate window.  The program which opens a file is determined by the three letters following the period in the file name (*.ppt=powerpoint, *.mov=apple movie file).  

· Hyperlink to an email address – Highlight the text or picture you want to act as the link to the person’s email address.  Click “Insert” in the menu bar, select “hyperlink” and then in the “Insert Hyperlink” window that appears, click “E-mail Address” in the bottom-left corner.  Type the email address into the space provided and click “OK.”  

· Images

· Inserting an Image – First, copy the image file to the folder where the internet (html) file is located.  To insert an image, click “Insert” in the menu bar and then select “Picture”.  Browse for the image and click OK.  You may insert alternate text for text only browsing or for individuals who are visually impaired and thus use a screen reader).  
· Editing an image – The easiest way to change the size of an image is to click on one of the handles and drag it to the desired location.  If you would like to change the appearance of an image, right click on the image and select “Show Pictures Toolbar” where a host of options will appear.  

Posting Your Website Online

· Once your website is complete and you have verified that it works properly on your flash drive, open your M drive.  Open the folder labeled “www” and delete all the files inside.  Then open the “webpage” folder in your flash drive, copy all the files, then paste them into the “www” folder in your M drive.  

· Caution: The index.html file must be inside the “www” folder and not a subfolder.  Also be certain not to change the relationship of the files to one another after editing is complete.  

· Caution: any Microsoft Word file must be saved in 97-03 format.  To change the default for saving word files, click the office emblem (button in the top left corner, click “word options” and then under save, change the “save file sin this format” to word 97-03.
· To view your website Check your website periodically at the following address

· http://www.students.ccsu.edu/~username
· Substitute your username following the ~ sign.  You MUST KEEP the ~ sign. 
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