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Using Sharepoint.

ÅYou can edit your 
sharepointsite from 
anywhere as long as 
you have an Internet 
connection. 

ÅTo start making changes 
to your page, first go to 
your webpage.

To begin making changes to your site, 
first you have to sign in.

ÅOn the upper right hand 
side of your page, you will 
see a sign in tab. Click on 
it. If you are on campus, it 
will automatically sign 
you in.

ÅIf you are off campus, you 
have to put your login 
information. You have to 
type rpcs\ before your 
username.
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How do I create a new webpage for my 
site?

ÅAfter you sign in, you 
have to go to site 
actions. 

ÅClick on the upside 
triangle.

ÅYou will see a menu 
that looks like this.

ÅClick on Create. 

You will see a menu that looks like this:

ÅClick  on Web Part Page.
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Now you will see a menu that looks 
like this:

Once you have established your 
settings, click create.



10/30/2008

4

Now you will see a screen that looks 
like this:

Click on add a web part.

You will see a menu that looks like this:

ÅScroll down until you see 
Content Editor Web part 
and click on it. 


