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[bookmark: _Toc296141954]Sites and site collections overview 
A Microsoft SharePoint Server 2010 site collection is a hierarchical site structure that is made up of one top-level site and any sites below it. This article describes site collections and sites and contains information about the site templates that are used to create sites in SharePoint Server 2010.
[bookmark: _Toc296141955]Site collections overview
The sites in a site collection have shared administration settings, common navigation, and other common features and elements. Each site collection contains a top-level site and (usually) one or more sites below it in a hierarchical structure.
You must group your site's content and features into a site collection. This provides the following benefits:
· For site designers, a site collection's galleries and libraries (such as the master page gallery or the site collection images library) provide a means for creating a unified, branded user experience across all sites in the site collection.
· For site collection administrators, a site collection provides a unified mechanism and scope for administration. For example, security, policies, and features can be managed for a whole site collection; Site Collection Web Analytics Reports, audit log reports, and other data can help administrators track site collection security and performance.
· For farm administrators, site collections provide scalability for growth based on how much content is stored. Because each site collection can use a unique content database, administrators can easily move them to separate servers.
· For site authors, a site collection's shared site columns, content types, Web Parts, authoring resources, workflows, and other features provide a consistent authoring environment.
· For site users, a site collection's unified navigation, branding, and search tools provide a unified Web site experience.
The following list includes some examples of solutions that benefit from being implemented as site collections:
· Team site A site collection to support authoring and collaboration tasks for people in your organization who are working together to produce content useful for your organizational goals. Often, this kind of site includes collaborative content that is not published but only used internally, and content intended for publication to an outside audience.
· Publishing site A site collection configured to let site members view, author, and interact with the site's content. Publishing sites are often implemented as two site collections — a production site collection and an authoring site collection. The production site collection is the published site that the content audience uses. The authoring site collection is a mirror of the production site, and it is used by the authoring team to create and view site content and test site features. SharePoint Server 2010 includes a content deployment feature that copies content from an authoring site collection to a production site collection. 
[bookmark: _Toc296141956]Sites overview
A site collection consists of a top-level site and one or more sites below it. Each top-level site and any sites below it in the site structure are based on a site template and can have other unique settings and unique content. Partition your site collection content into separate sites to obtain finer control of the appearance, content, and features of the various pages in your site collection. The following list includes site features that you can configure uniquely:
· Templates You can make each site have a unique template. 
· Language If language packs have been installed on the Web server, you can select a language-specific site template when you create a new site. Text that appears on the site is displayed in the site template’s language. 
· Security You can define unique user groups and permissions for each site. 
· Navigation You can fine-tune your site's navigation experience by configuring unique navigation links in each part of your site's hierarchy. Site navigation reflects the relationships among the sites in a site collection. Therefore, planning navigation and planning sites structures are closely related activities.
·  Web pages You can make each site have a unique welcome page and other pages. 
· Site layouts You can make unique layouts or master pages available in a site. 
· Themes You can change colors and fonts on a site. 
· Regional settings You can change the regional settings, such as locale, time zone, sort order, time format and calendar type. 
· Search You can make each site have unique search settings. For example, you can specify that a particular site never appears in search results. 
· Content types You can make each site have unique content types and site columns. 
· Workflows You can make each site have unique workflows.
[bookmark: _Toc296141957]Site templates included in SharePoint Server 2010
The following section contains information about the site templates that are included in SharePoint Server 2010. Although you can use a site template with its default configuration, you can also change the site’s default settings by using the site administration pages, and then saving the site as a new template. In addition, you can modify a template's design and features by using Microsoft SharePoint Designer 2010 or Microsoft Visual Studio 2010.
The following table lists every site template, describes the purpose of each, and indicates whether the template is available at the site collection level, site level, or both. The category that is used to group the templates might be different, depending on the level at which a site is created.
	Template 
	Purpose 
	Category in Site Collection 
	Category in Site 

	<Select template later>
	An empty site for which you can select a template later.
	Custom
	N/A

	Assets Web Database
	An assets database to keep track of assets, including asset details and owners.
	N/A
	Web Databases

	Basic Meeting Workspace
	A site on which you can plan, organize, and capture the results of a meeting. It provides lists for managing the agenda, meeting attendees, and documents.
	Meetings
	Meetings

	Basic Search Center
	A site that provides basic search functionality. The site includes pages for search results and advanced searches. Use this template if you do not require people search or publishing features; if you do require these features, we recommend that you use Enterprise Search Center.
	[image: note]Note: 

	Search Centers should be separate site collections because they search for information across a company portal or division. If you create a Search Center as a sub-site, you might have to create some workarounds for a full customization.



	Enterprise
	Search

	Blank Meeting Workspace
	A blank meeting site that you can customize based on your requirements.
	Meetings
	Meetings

	Blank Site
	A blank site that you can customize based on your requirements.
	Collaboration
	Blank & Custom

	Blog
	A site on which a person or team can post ideas, observations, and expertise that site visitors can comment on.
	Collaboration
	Content 

	Business Intelligence Center
	A site for presenting business intelligence data. It provides document libraries for storing documents, images, data connections, and dashboard Web Parts. It also provides lists for linking content from PerformancePoint Services in Microsoft SharePoint Server 2010.
	Enterprise
	N/A

	Charitable Contributions Web Database
	A database to track information about fundraising campaigns including donations made by contributors, campaign-related events, and pending tasks.
	N/A
	Web Databases

	Contacts Web Database
	A contacts database to manage information about people that your team works with, such as customers and partners.
	N/A
	Web Databases

	Decision Meeting Workspace
	A site on which you can track status or make decisions at meetings. It provides lists to create tasks, store documents, and record decisions.
	Meetings
	Meetings

	Document Center
	A site on which you can centrally manage documents in your enterprise.
	Enterprise
	Content

	Document Workspace
	A site on which colleagues can work together on a document. It provides a document library for storing the primary document and supporting files, a tasks list for assigning to-do items, and a links list to point to resources that are related to the document.
	Collaboration
	Collaboration, Content

	Enterprise Search Center
	A site that provides the search functionality. The welcome page includes a search box that has two tabs: one for general searches and another for searches for information about people. You can add and customize tabs to focus on other search scopes or result types.
	[image: note]Note: 

	Search Centers should be separate site collections because they search for information across a company portal or division. If you create a Search Center as a sub-site, you might have to create some workarounds for a full customization..



	Enterprise
	Search

	Enterprise Wiki
	A site on which you can publish knowledge that you capture and want to share across the enterprise. It provides an easy content editing experience in a single location for co-authoring content, for discussions, and for managing projects.
	Publishing
	Content

	FAST Search Center
	A site for delivering the FAST search experience. The welcome page includes a search box with two tabs: one for general searches and another for searches for information about people. You can add and customize tabs to focus on other search scopes or result types. A refinement option provides a count of each query refiner. This template also provides document preview that shows thumbnails of Microsoft Word 2010 and Microsoft PowerPoint 2010 documents. We recommend that you use FAST Search Center if you have the FAST Search Server 2010 for SharePoint SKU.
	Enterprise
	Search

	Group Work Site
	This template provides a groupware solution that teams can use to create, organize, and share information. It includes the Group Calendar, Circulation, Phone-Call Memo, document library and other basic lists.
	Collaboration
	Collaboration

	Issues Web Database
	An issues database to manage a set of issues or problems. You can assign, prioritize, and follow the progress of issues from start to finish.
	N/A
	Web Databases

	Multipage Meeting Workspace
	A site on which you can plan a meeting and capture decisions and other results from the meeting. It provides lists for managing the agenda and meeting attendees. It also provides two blank pages that you can customize based on your requirements.
	Meetings
	Meetings

	My Site Host
	A site that hosts personal sites (My Sites) and the public People Profile page. This template has to be provisioned only once per User Profile Service Application.
This template is available only at the site collection level.
	Enterprise
	N/A

	Personalization Site
	A site for delivering personalized views, data, and navigation from this site collection to My Sites. It includes Web Parts that are specific to personalization and navigation that is optimized for My Sites.
This template is available only at the site level.
	N/A
	Blank & Custom

	Projects Web Database
	A project tracking database to track multiple projects, and assign tasks to different people.
	N/A
	Web Databases

	Publishing Portal
	A starter site hierarchy that you can use for an Internet site or a large intranet portal. You can use distinctive branding to customize this site. It includes a home page, a sample press releases site, a Search Center, and a logon page. Typically, this site has many more readers than contributors, and it is used to publish the Web pages by using approval workflows.
This site enables content approval workflows, by default, for a more formal and controlled publishing process. It also restricts the rights of anonymous users so that they can see only content pages, and they cannot see SharePoint Server 2010 application pages.
This template is available only at the site collection level.
	Publishing
	N/A

	Publishing Site
	A blank site for expanding your Web site and quickly publishing Web pages. Contributors can work on draft versions of pages and publish them to make them visible to readers. This site includes document and image libraries for storing Web publishing assets.
	N/A
	Content

	Publishing Site with Workflow
	A site for publishing Web pages on a schedule by using approval workflows. It includes document and image libraries for storing Web publishing assets. By default, only sites that have this template can be created under this site.
This template is available only at the site level when the Publishing Portal template is used to create the top-level site.
	N/A
	Content

	Records Center
	A site that is designed for records management. Records managers can configure the routing table to direct incoming files to specific locations. The site also enables you to manage whether records can be deleted or modified after they are added to the repository.
	Enterprise
	Data

	Social Meeting Workspace
	A site on which you can plan social occasions. It provides lists for tracking attendees, providing directions, and storing pictures of the event.
	Meetings
	Meetings

	Team Site
	A site on which a team can organize, author, and share information. It provides a document library, and lists for managing announcements, calendar items, tasks, and discussions.
	Collaboration
	Collaboration

	Visio Process Repository
	A site on which teams can view, share, and store Visio process diagrams. It provides a versioned document library for storing process diagrams, and lists for managing announcements, tasks, and review discussions.
	Collaboration
	Content 


Some Microsoft Office SharePoint Server 2007 site templates, such as the site directory, news, and collaboration portal templates, are not available as an option in SharePoint Server 2010. These templates can still be accessed and used programmatically by developers. These templates are also still available as options in the UI if the SharePoint Server 2010 farm is upgraded from Office SharePoint Server 2007. Otherwise, use the social tagging features in SharePoint Server 2010 to get much of the functionality provided in these templates. 
[bookmark: _Toc296141958]What is governance?
An important but often invisible part of any site is its governance model—the set of policies, roles, responsibilities, and processes that you establish to determine how the people in your group use SharePoint. 
Many organizations have a governance model in place for sites at the Central Administration or site collection level, which is created and maintained by an Information Technologies (IT) department or team.
If you’re a site owner for a sub-site in a site collection, such as a team site, it’s a good idea to create your own additional governance model to address your specific issues.
A governance model makes it easier to:
· Let site users know when they should create a new sub-site, as opposed to creating a list or other site content.
· Make sure sub-sites and content are retired when they’re obsolete, rather than using up your storage space and diluting your search results. 
· Ensure that the right people have access to the right content.
· Let sub-site owners know what templates and themes they can use.
· Smoothly transition ownership of a site from one person to another.

[bookmark: _Toc296141959]Elements of a governance model
Your governance model needs to address topics such as: 
· Site creation
· Permissions management
· Information architecture
· Site lifecycle and retirement
· Storage limits
· Classification of information
· Customization
· Data protection
· Navigation
· Search
· Roles and responsibilities for supporting the site
Some of these questions might already be decided for you by the site-collection or organization-level governance model, such as how much storage space you have for your site, and what sorts of customization you can do to the look and feel of the site. Others may not be relevant, depending on how complex your team site is, and how many people you have using it. 
But even if you don’t have to make decisions about these topics, it’s a good idea to know what decisions have been made, so that you can inform your site users and enforce policies appropriately.
Here are some things to consider when you’re setting up a new site.
[bookmark: _Toc259623115][bookmark: _Toc261949819][bookmark: _Toc296141960]Sub-site creation 
You might want your team members to be able to create sub-sites under the team site for use on specific projects. 
Being able to spontaneously create new sub-sites can be a great benefit to the group, but unrestricted site creation can get out of hand. When sub-sites proliferate freely, problems can arise. For example: 
· It’s hard for users to find the right sub-site, or be sure if they have.
· Information can be duplicated in several sub-sites, using up expensive storage space, and requiring duplicated effort to maintain.
· Out-of-date information can reside on sub-sites, potentially for years, showing up in search results. It can be hard to tell what version of information is correct. 
· Managing permissions for a multitude of sub-sites can become a major chore, and users might inadvertently wind up with access to information they really shouldn’t have.
· As employees leave the group, the sub-sites they create may be abandoned, creating confusion and muddying search results for remaining site users. 
You can save time and energy if you set some policies for site creation that address the following areas:
· Who is allowed to create sub-sites? 
· Do new sub-sites need to be approved in advance? If so, what are the criteria for approval, and who grants the approval? 
· Should new sub-sites use established templates and themes?
· How much information may be stored on a site? (That is, how much server disk space can it take up?)
· What are the rules for including navigation strategies on the site?
· How long should information be stored on sub-sites before it is deleted or archived?
[bookmark: _Toc259623116][bookmark: _Toc261949820][bookmark: _Toc296141961]Permissions management
[bookmark: _Toc224978616]The integrity, confidentiality, and privacy of your organization’s mission-critical information rests on how secure you make your site — specifically, to whom you choose to grant access to your site.
Granting and restricting access to your site is called managing permissions, and it’s one of your most important responsibilities as a site owner.
Here are some tips to keep in mind when you’re developing a permissions strategy.
· Follow the Principle of Least Privilege: Give people the lowest permission levels they need to perform their assigned tasks.
· Give people access by adding them to standard, default SharePoint groups (such as Members, Visitors, and Owners). Make most people members of the Members or Visitors groups, and limit the number of people in the Owners group. 
· Use permissions inheritance to create a clean, easy-to-visualize hierarchy. That is, avoid granting permissions to individuals, instead work with SharePoint groups. Where possible, have sub-sites simply inherit permissions from your team site, rather than having unique permissions.
· Organize your content to take advantage of permissions inheritance: Consider segmenting your content by security level – create a site or a library specifically for sensitive documents, rather than having them scattered in a larger library and protected by unique permissions.
[bookmark: _Toc259623117][bookmark: _Toc261949821][bookmark: _Toc296141962]Information architecture
A site’s information architecture is like the table of contents for a book: It determines how the information in that site — its Web pages, documents, lists, and data — is organized and presented to the site’s users. Information architecture is often recorded as a hierarchical list of site content, search keywords, data types, and other concepts.
To create an information architecture, you must analyze the information to be presented in the site. Here are some of the questions you can use to develop an information architecture: 
· What kind of content will you have on the site? How will that translate into sub-sites, lists, libraries, and so on?
· How will information be presented in the site?
· How site users will navigate through the site?
· How will information be targeted at specific audiences?
· How will search will be configured and optimized?
[bookmark: _Toc259623121]Part of your information architecture might include classification of information.
If the information you’re dealing with has high value to the company, requires special security, or is covered by regulatory compliance rules, you might want to set up a classification scheme to identify specific types of content that need to be managed carefully. 
After you’ve organized information into specific lists and libraries, you can use governance features to manage how the content is managed. For example: 
[bookmark: _Toc261949822]Require check-out of files
When you require check-out of a file, you ensure that only one person can edit the file until it is checked in. Requiring documents to be checked out prevents multiple people from making changes at the same time, which can create editing conflicts and lead to confusion. Requiring check-out can also help to remind team members to add a comment when they check a file in, so that you can more easily track what has changed in each version.
[bookmark: _Toc261949823]Track versions
If you need to keep previous versions of files, libraries can help you track, store, and restore the files. You can choose to track all versions in the same way. Or you can choose to designate some versions as major, such as adding a new chapter to a manual, and some versions as minor, such as fixing a spelling error. To help manage storage space, you can choose the number of each type of version that you want to store.
[bookmark: _Toc261949824]Require document approval 
You can specify that approval for a document is required. Documents remain in a pending state until they are approved or rejected by someone who has permission to do so. You can control which groups of users can view a document before it is approved. This feature can be helpful if your library contains important guidelines or procedures that need to be final before others see them.
[bookmark: _Toc261949825]Stay informed about changes 
Libraries in SharePoint 2010 support RSS technology, so that members of your workgroup can automatically receive and view updates, or feeds, of news and information in a consolidated location. You can use RSS technology to alert you of any changes to a library, such as when files that are stored in the library change. RSS feeds enable members of your workgroup to see a consolidated list of files that have changed. You can also create e-mail alerts, so that you are notified when files change.
[bookmark: _Toc261949826]Create workflows
A document library or content type can use workflows that your organization has defined for business processes, such as managing document approval or review. Your group can apply business processes to its documents, known as workflows, which specify actions that need to be taken in a sequence, such as approving or translating documents. 
A SharePoint workflow is an automated way of moving documents or items through a sequence of actions or tasks. Three workflows are available to libraries by default: Approval, which routes a document to a group of people for approval; Collect Feedback, which routes a document to a group of people for feedback and returns the document to the person who initiated the workflow as a compilation; and Collect Signatures, which routes a document to a group of people to collect their digital signatures.
[bookmark: _Toc261949827]Define content types
If your group works with several types of files, such as worksheets, presentations, and documents, you can extend the functionality of your library by enabling and defining multiple content types. Content types add flexibility and consistency across multiple libraries. Each content type can specify a template and even workflow processes. The templates act as a starting point, for formatting and any boilerplate text and for properties that apply to the documents of that type, such as department name or contract number. 
[bookmark: _Toc261949828]Audit Tracking
If you have a group of sensitive files, and it would be helpful to know how the documents were being used, you can define a policy that allows you to enable 'Audit' tracking of events, such as file changes, copies or deletion.
[bookmark: _Toc296141963]Site lifecycle and retirement
Sites such as document worksites and discussion sites tend to hang around after they are no longer useful, using up valuable storage space and muddying search results. It’s a good idea to set a schedule for reviewing sites and their contents (at least once a year) to see if they are worth keeping. (SharePoint Server has features, such as usage reports and information management policies, which can help with this task.)
It’s good to keep in mind, too, that your organization’s larger governance model might also be on the lookout for stale sites. For example, IT professionals at the Server Administrator level might automatically delete sites that have been untouched for 90 days. As a site owner, you would receive an e-mail warning you this was going to happen.
[bookmark: _Toc259623119][bookmark: _Toc261949830][bookmark: _Toc296141964]Storage limits
Your IT department might have set a limit on the amount of disc storage your group can use. You need to find out if there is a limit and, if so, decide how you will apportion it amongst your sites, pages, and libraries. (Your IT department can provide a regular report that shows how much space each of your SharePoint sites is using.)
By default, SharePoint Server imposes a 50 MB limit on the size of a single document that can be uploaded into a document library. Also by default:
· Team site owners receive alerts when storage is at 90% of quota.
· SharePoint administrators can override storage quotas if necessary.
After you know what your limits are, you can use features like version or audit tracking to ensure your site stays within them.
[bookmark: _Toc259623122][bookmark: _Toc261949831][bookmark: _Toc296141965]Customization
Chances are your organization will have some standardized branding, site templates, or site layouts that are preferred or required. How far can users go in customizing the appearance of their sites and pages? 
To control customization, you might decide to lock down who on your team has permission to customize, or you might opt for using standardized page layouts to ensure that certain requirements are met, such as having the site owner displayed in the upper left corner of all sites.
You might also want to set guidelines about the functionality people can use on their sub-sites. For example, you might want to ask that people not use Web Parts that would require any custom coding.
On the other end of the spectrum, you might provide everyone on your team with SharePoint Designer, so they can make all the changes they want. 
[bookmark: _Toc259623124][bookmark: _Toc261949832][bookmark: _Toc296141966]Navigation
Navigation elements help people to browse through the content that they need. Two navigation items that you can customize are the top link bar and the Quick Launch.
By using the settings pages for each list or library, you can choose which lists and libraries appear on the Quick Launch. You can also change the order of links, add or delete links, and add or delete the sections into which the links are organized. For example, if you have too many lists in the List section, you can add a new section for Tasks Lists where you can include links to your tasks lists.
The top link bar provides a way for users of your site to get to other sites in the site collection by displaying a row of tabs at the top of every page in the site. When you create a new site, you can choose whether to include the site on the top link bar of the parent site and whether to use the top link bar from the parent site.
[bookmark: _Toc259623125][bookmark: _Toc261949833][bookmark: _Toc296141967]Search
In SharePoint, content appears in many places including sites, lists, libraries, Web Parts, and columns. By default, when someone searches your site, all the content on the site of any of its sub-sites appear in the Search results.
As a site owner, you can choose whether or not the content on your site appears in search results. When you prevent the content of a site from appearing in search results, the content of all the sub-sites below it also is blocked from appearing in search results.
By default, content with restricted permissions does not appear in search results for users who don’t have the permissions to read it. You can change that so that restricted content does display in search results, but users won’t be able to open content they don’t have permission to. 
[bookmark: _Toc257270349][bookmark: BM4][bookmark: _Toc257270351][bookmark: _Toc259623126][bookmark: _Toc261949834][bookmark: _Toc296141968]Roles and responsibilities for supporting the site
It’s a good idea to define roles and responsibilities to reduce the chaos that can ensue on a SharePoint site when staff members rotate in or out of a team. Here are some of the things it’s good to have spelled out about who does what on your site:
· Training: Basic navigation, search, and document management training can be very useful for people new to SharePoint.
· Support: You might want a designated SharePoint expert on your team to troubleshoot problems and be a liaison to your IT department
· Compliance with legal or organizational guidelines: Sometimes this might just be a matter of maintaining up-to-date links to the appropriate guidelines, but it’s good to have a person responsible.
[bookmark: _Toc259623127][bookmark: _Toc261949835]

[bookmark: _Toc296141969]Site Navigation
[bookmark: _Toc296141970]Top Link Bar
The top link bar helps users of your site navigate to other sites in the site collection by displaying a row of tabs at the top of pages in the site. The top link bar is also referred to as global navigation, because it can be the same across all of the sites in a site collection. However, subsites can be configured to not display in the top link bar of the parent site. The options available to you for configuring your top link bar will vary depending on whether the publishing features are enabled for your site collection (site collection: A set of Web sites on a virtual server that have the same owner and share administration settings. Each site collection contains a top-level Web site and can contain one or more subsites.). 
Following is an example of a top link bar from the fictitious Contoso site. Marketing, Sales, and Finance are subsites (subsite: A named subdirectory of a Web site that is also a complete site. A subsite can have unique administration, authoring, and browsing permissions.) of the Contoso parent site (parent site: A site that is one level up in site hierarchy from a particular subsite. For example, if the site Accounting has a subsite named Accounts_Payable, Accounting is the parent site of Accounts_Payable.). 
[image: Top link bar]
[bookmark: _Toc273444247][bookmark: _Toc273515299][bookmark: _Toc273515470][bookmark: _Toc273515719][bookmark: _Toc273516442][bookmark: BYB][bookmark: _Toc273603758][bookmark: _Toc273603976][bookmark: _Toc273610598][bookmark: _Toc273610860][bookmark: _Toc273611125][bookmark: _Toc273611158][bookmark: _Toc278883931][bookmark: _Toc296141971]Before you begin
[bookmark: _Toc273611127][bookmark: _Toc273515301][bookmark: _Toc278883932]Do you have the necessary permissions to configure navigation?
To manage navigation for a site you must have at least the permissions obtained by being added to the default Designers SharePoint group for the site. You have the necessary permission to configure navigation for your site if Site Settings is an option on the Site actions menu [image: Site Actions Menu]and on the Sites Settings page you see the Navigation command under Look and Feel (on non-publishing sites, you will see the Quick Launch and Top link bar commands under Look and Feel instead of Navigation.
[image: Site Settings Site Menu]
[bookmark: PubSite][bookmark: _Toc273611128][bookmark: _Toc278883933]Is publishing enabled for your site?
Before you start to configure the navigation for your site, you need to determine whether or not the publishing features are enabled for the sites in your site collection. It is important to know whether or not your site is a publishing site because the navigation configuration options for a publishing site are more extensive than those available for a non-publishing site.
Depending on which type of site you have, you will see different navigation options on the Site Settings page. Here's how you can quickly determine which type of site you are working with:
1. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
2. Look at the list of links on the Site Settings page under Look and Feel.
· If you see a link titled Navigation, then you are working with a publishing site and you can configure your site using the Navigation Settings page.
[image: Navigation]
· If you see links titled Top link bar and Quick Launch, then you are working with a non-publishing site and you have a more limited set of navigation configuration options available to you.
[image: Look and Feel]

[bookmark: _Toc273515302][bookmark: _Toc273515722][bookmark: _Toc278883934]Breadcrumb navigation
You cannot configure the breadcrumb navigation. Following is an example of breadcrumb navigation.
[image: Breadcrumb]
[bookmark: _Toc273603766][bookmark: _Toc273603984][bookmark: _Toc273610605][bookmark: _Toc273610865][bookmark: _Toc273611129][bookmark: _Toc273611159][bookmark: ConfigInher][bookmark: _Toc278883935][bookmark: _Toc296141972]Configure inheritance for the top link bar
You can configure the top link bar for a site to use the same top link bar as the parent site. In other words, the subsite inherits the top link bar from the parent site. Alternatively, you can configure the top link bar for a site to be unique to that site 
The options and procedures for configuring inheritance for the top link bar differ between publishing sites and non-publishing sites. 
[bookmark: _Toc273603767][bookmark: _Toc273603985][bookmark: _Toc273610606][bookmark: _Toc273610866][bookmark: _Toc273611130][bookmark: _Toc278883936]Configure inheritance for the top link bar on a non-publishing site
When you create a new site in a site collection for which the publishing features are not enabled, you can choose whether to include the site on the top link bar of the parent site and whether to use the top link bar from the parent site. This provides you with three different configuration options for your site:
· Inherited and included in parent The site is included as a tab on the top link bar of the parent site and uses the same top link bar as the parent site. The top link bar cannot be configured at this level without first breaking the inheritance from the parent site.
· Inherited not included in parent The site uses the same top link bar as the parent site but is not included as a tab on the top link bar of the parent site. The top link bar cannot be configured at this level without first breaking the inheritance from the parent site.
· Unique The site is not included as a tab on the top link bar of the parent site and does not use the same top link bar as the parent site. The top link bar is configurable at this level and is completely separate from the parent site.
Note If a site is renamed from the Title, Description, and Icon page, the site name is not updated on the top link bar. To change the name that appears on the top link bar, you must edit the top link bar.
When you create a subsite (subsite: A named subdirectory of a Web site that is also a complete site. A subsite can have unique administration, authoring, and browsing permissions.), it appears by default on the top link bar of the parent site (parent site: A site that is one level up in site hierarchy from a particular subsite. For example, if the site Accounting has a subsite named Accounts_Payable, Accounting is the parent site of Accounts_Payable.) and has a unique top link bar. You can change these setting at any time. To configure the top link bar settings for a subsite:
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel column, click Top link bar.
[image: Look and Feel]
3. Do one of the following:
· To create custom links for the subsite, click Stop Inheriting Links. The links from the top link bar of the parent site are not retained when you configure the subsite to stop inheriting links.
· To use the same links as the parent site, click Use Links from Parent. The links on the top link bar of the subsite be deleted when you configure the subsite to use the same top link bar as the parent site.
[bookmark: _Toc273603768][bookmark: _Toc273603986][bookmark: _Toc273610607][bookmark: _Toc273610867][bookmark: _Toc273611131][bookmark: _Toc278883937]Configure inheritance for the top link bar on a publishing site
When you create a publishing site, you can choose whether or not to use the top link bar from the parent site. You can change these setting at any time use the Navigation Settings page. To configure the top link bar settings for a subsite:
1. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
2. In the Look and Feel column, click Navigation.
[image: Navigation]
Notes The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Global Navigation section, do one of the following:
· To display the same top link bar as the parent site, select Display the same navigation items as the parent site.
· To display a top link bar that is unique to the current site, select Display the navigation items below the current site.

[image: Globa Navigation Settings]

Note These options will not be available if you are at the top level site in your site collection, because a top level site does not have a parent site.
4. In the Global Navigation section,
· To display the subsites of the current site on the top link bar, select Show subsites.
· To display the pages of the current site on the top link bar, select Show pages.
· To limit the number of links to sites and pages that are automatically displayed on the top link bar, type the number for Maximum number of dynamic items to show within this level of navigation.
5. Click OK.
[bookmark: _Toc273603769][bookmark: _Toc273603987][bookmark: _Toc273610608][bookmark: _Toc273610868][bookmark: _Toc273611132][bookmark: _Toc273611160][bookmark: _Toc278883938][bookmark: _Toc296141973]Add, edit, or remove a link from the top link bar
[bookmark: _Toc273603770][bookmark: _Toc273603988][bookmark: _Toc273610609][bookmark: _Toc273610869][bookmark: _Toc273611133][bookmark: _Toc278883939]The steps you take to add, edit, or remove links from the top link bar differ depending on whether the publishing features are enabled for your site collection. 
Add, edit, or remove links from the top link bar of a non-publishing site
If your site is using a unique top link bar (that is, it is a top-level site or it does not inherit its top link bar from a parent site), you can configure the links that appear on the top link bar for the site. You can also include links to other sites outside of your site collection.
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel column, click Top link bar.
3. Do one of the following:
· To add a new link, click New Navigation Link. Type the URL and a description for the link. The URL can link to any valid path, such as a folder within this site, a share within your organization’s intranet, or a link to a location on the internet.

[image: New Navigation Link]
· To edit a link, click the Edit button beside the link that you want to edit [image: Edit]and make any necessary changes. You can only edit the description for the default links, such as Home.
· To remove a link, click the Edit button beside the link [image: Edit], click Delete, and then click OK.
Important When you delete a heading from the top link bar on a non-publishing site, any links contained under that heading are also deleted.
1. Click OK.
[bookmark: _Toc273603771][bookmark: _Toc273603989][bookmark: _Toc273610610][bookmark: _Toc273610870][bookmark: _Toc273611134][bookmark: _Toc278883940]Add, edit, or remove links from the top link bar of a publishing site
You can use the Navigating Editing and Sorting section of the Navigation Settings page to add a new heading or link or to edit an existing heading or link in the top link bar.
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. Under Look and Feel, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have the at lease the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, click Global Navigation to select the top link bar.

[image: Global Navigation]

Note If you do not see lists of links organized under the headings Global Navigation or Current Navigation, your site might inherit its Global Navigation from its parent site. In this case, you will be limited to adding or editing links in the Quick Launch unless you want to stop inheriting Global Navigation from the parent site.
4. Do one of the following: 
· If you want to edit a heading or link, select a heading or link, and then click Edit.
· If you want to add a new heading, click Add Heading.
· If you want to add a new link, click Add Link. 
Note If you select a heading, the link will be added under that heading. If you select a link, the link you create will be added to the same level as the link you selected.
· If you want to remove a heading or a link, in the Navigation Editing and Sorting section, select the heading or link to remove, and then click Delete.

Note When you delete a heading from the top link bar on a publishing site, the links contained under that heading are not deleted and they will display as headings once their original heading is deleted.
5. In the Web dialog box that appears when you add or edit an item, configure the following:
· Title Type the title of the heading or link as you want it to appear. Title is required.
· URL Type the URL for the heading or link. A URL is required for links but is optional for headings.
If you want the URL to open in a Web browser window different than that used by the site, select the Open link in new window.
· Description Type a description for the heading or link. Description is an optional setting.
· Audience If you want to restrict visibility, enter or browse to an audience for the heading or link. Only the audiences you enter can see the link or heading (and everything under the heading). If you do not enter any audiences, all audiences can see the link. Audience is an optional setting.

[image: Navigation Heading dialog]
6. Click OK.
[bookmark: _Toc273603772][bookmark: _Toc273603990][bookmark: _Toc273610611][bookmark: _Toc273610871][bookmark: _Toc273611135][bookmark: _Toc273611161][bookmark: _Toc278883941][bookmark: _Toc296141974]Change the order of links on the top link bar
[bookmark: _Toc273603773][bookmark: _Toc273603991][bookmark: _Toc273610612][bookmark: _Toc273610872][bookmark: _Toc273611136][bookmark: _Toc278883942]The steps you take to reorder links on the top link bar differ depending on whether the publishing features are enabled for your site collection. 
Change the order of links on the top link bar of a non-publishing site
You can change the order in which the tabs are displayed on the top link bar. Any changes that you make to the order of items on the top link bar are reflected in any sites that inherit top link bar navigation from your site.
2. On the Site actions menu [image: Site Actions Menu], click Site settings.
3. In the Look and Feel section, click Top link Bar.
4. Click Change Order.
5. In the Link Order column, click options in the lists to change the order in which the links appear on the top link bar.
6. Click OK.
[bookmark: _Toc273603774][bookmark: _Toc273603992][bookmark: _Toc273610613][bookmark: _Toc273610873][bookmark: _Toc273611137][bookmark: _Toc278883943]Manually change the order of links on the top link bar of a publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have the at lease the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, under Global Navigation, select the item you want to move, and then do one of the following:
· To move an item to the left on the top link bar, click Move Up 
· To move an item to the right on the top link bar, click Move Down.

[image: Move Global Navigation]
4. Repeat step 3 to change the order of any additional items.
5. When you are finished reordering items, click OK.
[bookmark: _Toc278883944]Automatically sort items on the top link bar on a publishing site
If you are working on a site for which the publishing features are enabled, you can configure navigation items to sort automatically, such as by title. 
Important The Sorting settings apply to both the top link bar and the Quick Launch. Any changes you make are applied to both of these navigation elements.
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have the at lease the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Sorting section, select Sort automatically to sort subsites, navigation links, lists, libraries, and pages automatically in ascending or descending alphabetical or numerical order based on items Titles, Created Dates, or Last Modified Dates.
Note If you want to sort all navigation items manually except for pages, click Sort manually, and then select the Sort pages automatically check box. Only pages will be sorted according to the settings configured in the Automatic Sorting section.
[image: Sorting]
4. In the Automatic Sorting section, in the Sort by list, do one of the following:
· To sort items by title, select Title.
· To sort items by the date they were created, select Created Date.
· To sort items by the date on which they were last modified, select Last Modified Date.
5. Specify the sort order by selecting either in ascending order (A,B,C or 1,2,3) or in descending order (C,B,A or 3,2,1).
6. Click OK.
[bookmark: _Toc273603775][bookmark: _Toc273603993][bookmark: _Toc273610614][bookmark: _Toc273610874][bookmark: _Toc273611138][bookmark: _Toc273611162][bookmark: ShowHideSubSitesPagesTLB][bookmark: _Toc278883945][bookmark: _Toc296141975]Show or hide subsites and pages on the top link bar
If you are working on a site for which the publishing features are enabled, you have the option of showing or hiding pages and subsites on the top link bar.
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have the at lease the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, do one of the following:
· If you want to show a subsite or page that is hidden, select the item, and then click Show.
· If you want to hide a subsite or page that is currently visible on the top link bar, select the item, and then click Hide.

[image: Move Global Navigation]
Notes 
· The Hide and Show commands are available only for navigation items that are subsites or pages. You cannot hide headings or links.
· When you select an item that is currently visible in the Quick Launch, only the Hide option is available. When you select an item that is currently hidden in the Quick Launch, only the Show option is displayed.
[bookmark: _Toc273603776][bookmark: _Toc273603994][bookmark: _Toc273610615][bookmark: _Toc273610875][bookmark: _Toc273611139][bookmark: _Toc273611163][bookmark: _Toc278883946][bookmark: _Toc296141976]Display subsites on drop-down menus in the top link bar
If you are working on a publishing site, you can specify whether you want subsites and pages of your site to be displayed automatically in the top link bar. In the top link bar, subsites and pages of the current site display as new tabs (this assumes the site is not inheriting its navigation from a parent site). If you choose to show subsites and/or pages for all of the sites in your site collection, subsites and pages underneath subsites of the top-level site display as links in drop-down menus from the relevant tabs in the top link bar.
[image: Drop Down Menu]
Note If you decide to display navigation items for subsites or pages, your site may appear cluttered if your site has many subsites or pages. If the structure of your overall site collection is not going to be centrally planned or managed, you might want to configure your site so that subsites and pages do not automatically display.
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Global Navigation section, do one of the following:
· To show links to subsites in the top link bar, select the Show subsites check box.
· To show links to pages in the top link bar, select the Show pages check box.
· To hide links to subsites in the top link bar, clear the Show subsites check box.
· To hide links to pages in the top link bar, clear the Show pages check box.
Notes 
· If you configure your site to show subsites and pages, but your site is set up to display the global navigation (top link bar) for its parent site, you will not see links to these subsites and pages in the navigation for your current site unless the navigation for the parent site is also configured to display subsites and pages.
· If you are configuring navigation for a top-level site, and you want pages or subsites underneath the subsites of the top-level site to appear on drop-down menus from the top link bar, you need to configure the top level site to show subsites and pages, and you also need to configure the individual subsites to show their subsites and pages.
· If you do not want all of the subsites or pages to display, you can hide pages and subsites individually after you have configured them to display. 

[bookmark: _Toc296141977]Quick Launch
The Quick Launch contains links to select lists and libraries of the current site and can optionally contain links to subsites (subsite: A complete Web site stored in a named subdirectory of the top-level Web site. Each subsite can have administration, authoring, and browsing permissions that are independent from the top-level Web site and other subsites.) and pages of the current site. You use the Quick Launch to navigate between different areas of your site, such as between a list and a library or from a parent site to a subsite.
You can edit the Quick Launch by adding, deleting, or changing the order of links. You can also show or hide links to subsites and pages on the Quick Launch, add links to pages outside of the site, and even hide the Quick Launch. The Quick Launch is displayed to the side of most pages of a site.
The Quick Launch is also referred to as current navigation, because you primarily use it to navigate between the features of the current site. The options available to you for configuring the Quick Launch will vary depending on whether the publishing features are enabled for your site collection (site collection: A set of Web sites on a virtual server that have the same owner and share administration settings. Each site collection contains a top-level Web site and can contain one or more subsites.).
Following is an example of the Quick Launch.
[image: Quick Launch]
[bookmark: _Toc296141978]Configure inheritance for the Quick Launch
You can configure the Quick Launch for a publishing subsite (subsite: A complete Web site stored in a named subdirectory of the top-level Web site. Each subsite can have administration, authoring, and browsing permissions that are independent from the top-level Web site and other subsites.) to use the same Quick Launch as the parent site (parent site: A site that is one level up in site hierarchy from a particular subsite. For example, if the site Accounting has a subsite named Accounts_Payable, Accounting is the parent site of Accounts_Payable.). The subsite inherits the Quick Launch from the parent site. Alternatively, you can configure the Quick Launch for a publishing subsite to be unique to that site.
You cannot configure a non-publishing subsite to inherit the Quick Launch of the parent site. A non-publishing subsite will have a unique Quick Launch. 
Configure inheritance for the Quick Launch on a publishing site
When you create a publishing enabled subsite, you cannot configure the subsite to inherit the Quick Launch of the parent site. However, after you have created the subsite, you can configure inheritance options of the Quick Launch on the Navigation Settings page.
1. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
2. On the Site Settings page, under Look and Feel, click Navigation.

Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Current Navigation section, do one of the following:
· If you want to provide site visitors with an easy way to navigate to other sites in the site collection and if you want this site to have a consistent look and feel with other sites in the site collection, click Display the same navigation items as the parent site.
· If you want site visitors to be able to use the Quick Launch both to navigate to items below the current site and to navigate to sibling subsites within the site collection, click Display the current site, the navigation items below the current site, and the current site's siblings.
· If you want the Quick Launch to display only items below the current site, click Display only the navigation items below the current site.
[image: Current Navigation]
4. In the Current Navigation section:
· To display the subsites of the current site on the Quick Launch, select Show subsites.
· To display the pages of the current site on the Quick Launch, select Show pages.
· To limit the number of links to sites and pages displayed on the Quick Launch, type the number for Maximum number of dynamic items to show within this level of navigation.
5. Click OK.
[bookmark: ShowHideQL][bookmark: _Toc275180901][bookmark: _Toc278883998][bookmark: _Toc296141979]Show or hide the Quick Launch
The Quick Launch is configured to display by default when you create most sites. You can choose to show or hide the Quick Launch, according to the needs of your site. For example, you can show the Quick Launch on the top-level site and hide it on subsites. You can change this setting at any time. The procedure for changing this setting is the same for non-publishing and publishing sites.
1. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
2. On the Site Settings page, under Look and Feel, click Tree view.

Note The Tree View command appears under Look and Feel only if you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. Do one of the following:
· To show the Quick Launch, select Enable Quick Launch.
· To hide the Quick Launch, clear Enable Quick Launch.

[image: Show or Hide the Quick Launch]
4. Click OK.
[bookmark: AddEditDelQLHead][bookmark: _Toc275180902][bookmark: AddRemLLFromQL][bookmark: _Toc278883999][bookmark: _Toc296141980]Add, edit, or delete a Quick Launch heading
Headings provide a way for you to group the links in the Quick Launch of your site, such as in the default headings Lists and Libraries. These groups make it easier for the users of your site to find the information they are looking for.
The options for configuring the Quick Launch differ between publishing sites and non-publishing sites. 
[bookmark: _Toc278884000]Add, edit or delete a Quick Launch heading on a non-publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Quick launch.
Note The Quick launch command appears under Look and Feel only if the publishing features are not enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. Do one of the following:
· To add a new heading, click New Heading, type the URL and a description for the heading, and then click OK. The URL can link to any valid path, such as a folder within this site, a share within your organization’s intranet, or a link to a location on the internet. URL is optional for headings.
· To edit a heading, click the Edit button [image: Edit]next to the heading. Make any necessary changes to the URL and description, and then click OK.
· To delete a heading, click the Edit button [image: Edit]next to the heading, click Delete, and then click OK.

Important When you delete a heading from the Quick Launch on a non-publishing site, any links contained under that heading are also deleted.
[bookmark: _Toc278884001]Add, edit, or delete a Quick Launch heading on a publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, click the desired heading under Current Navigation, and do one of the following:
· If you want to add a heading, click Add Heading. 
· If you want to edit a heading, select the heading, and then click Edit.
· If you want to delete a heading, click Delete.

[image: Current Navigation]

Note When you delete a heading from the Quick Launch on a publishing site, the links contained under that heading are not deleted and they will display as headings once their original heading is deleted.
4. In the Web dialog box that appears when you add or edit an item, configure the following:
· Title. Type the title of the navigation item as you want it to appear. Title is required.
· URL. Type the URL for the heading or link. URL is optional for headings.
If you want the URL to open in a Web browser window different than that used by the site, select the Open link in new window.
· Description. Type a description for the heading. Description is optional.
· Audience. If you want to restrict visibility, enter or browse to the audience for the heading. Only the audiences you enter can see the link heading and everything under the heading. If you do not enter any audiences, all audiences can see the link. Audience is optional.

[image: Navigation Heading dialog]
5. Click OK.
[bookmark: _Toc275180903][bookmark: _Toc278884002][bookmark: _Toc296141981]Add or remove a list or library from the Quick Launch
When you create a list or library you can configure the list or library so that a link to it is automatically added to the Quick Launch. You can change this option later by editing the settings for the list or library or by editing the settings of the site.
The options for configuring the Quick Launch differ between publishing sites and non-publishing sites. 
[bookmark: _Toc278884003]Add or remove a list or library from the Quick Launch using list or library settings
Note The following procedure applies to publishing and non-publishing sites.
1. On the Quick Launch, click All Site Content.
2. Click the name of the list or library.
3. In the ribbon, click the List or Library tab, and then click List Settings or Library Settings. 
[image: List Settings]

Note The name of the tab can vary depending on the type of list or library. For example, the Calendar list has a Calendar tab.
4. On the List Settings or Library Settings page, in the General Settings section, click Title, description and navigation.
5. On the General Settings page, in the Navigation section, do one of the following:
· To add the item to the Quick Launch, click Yes.
· To remove the item from the Quick Launch, click No.
· [image: Display list in Quick Launch]
6. Click Save.
[bookmark: _Toc278884004]Remove a list or library from the Quick Launch using site settings for non-publishing sites
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Quick launch.
3. Click the Edit button beside the link [image: Edit], click Delete, and then click OK.

Note When you delete a link, such as a heading, from the Quick Launch, any links contained under that link are also deleted.
[bookmark: _Toc278884005]Remove a list or library from the Quick Launch using site settings for publishing sites
If the publishing features are enabled for your site, you can use the Navigation Settings page to quickly remove a list or library from the Quick Launch.
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, click the item under Current Navigation that you want to remove, and then click Delete.

[image: Current Navigation]
Note If the Navigation Editing and Sorting section displays lists for both Global Navigation and Current Navigation, you must select the items under Current Navigation to remove items from the Quick Launch.
4. Click OK.
[bookmark: AddQLLink][bookmark: _Toc275180904][bookmark: ChangeOrderQL][bookmark: _Toc278884006][bookmark: _Toc296141982]Add a Quick Launch link
In addition to including links to lists and libraries on your site, you can add custom links to the Quick Launch. For example, you can include a link to information that you or members of your organization use frequently, such as a document, a calendar event, another site, or a link to an internet location.
The options for configuring the Quick Launch differ between publishing sites and non-publishing sites. 
[bookmark: _Toc278884007]Add a Quick Launch link on a non-publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Quick launch.

Note The Quick launch command appears under Look and Feel only if the publishing features are not enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. Click New Navigation Link.
4. Type the URL, such as http://contoso/reports, and a description for the link.
5. In the Heading section, select the heading under which you want the link to appear.

[image: New Navigation Link]
6. Click OK.
[bookmark: _Toc278884008]Add a Quick Launch link to a publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, click Current Navigation to configure the Quick Launch.

[image: Current Navigation]
4. Click Add Link. 

Note If you select a heading, the link will be added under that heading. If you select an item, the link will be added to the same level as the selected item.
5. In the Navigation Link dialog:
· Title Type the title of the link as you want it to appear. Title is required.
· URL Type the URL for the link. URL is required.
If you want the URL to open in a Web browser window different than that used by the site, select Open link in new window.
· Description. Type a description for the link. Description is optional.
· Audience. If you want to restrict visibility, enter or browse to an audience for the link. Only the audiences you enter can see the link. If you do not enter any audiences, all audiences can see the link. Audience is optional.

[image: Navigation Link dialog box]
6. Click OK.
[bookmark: EditMoveDelQLLink][bookmark: _Toc275180905][bookmark: _Toc278884009][bookmark: _Toc296141983]Edit, move, or delete a Quick Launch link
The options for configuring the Quick Launch differ between publishing sites and non-publishing sites. For information about how to determine whether or not the publishing features are enabled for the sites in your site collection (site collection: A set of Web sites on a virtual server that have the same owner and share administration settings. Each site collection contains a top-level Web site and can contain one or more subsites.), see Is publishing enabled for your site in this article
[bookmark: _Toc278884010]Edit, move, or delete a Quick Launch link on a non-publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Quick Launch.

Note The Quick launch command appears under Look and Feel only if the publishing features are not enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. Click the Edit button [image: Edit]for the link that you want to edit or delete, and then do one of the following:
· To edit the link, make any necessary changes, and then click OK.
· To move the link to a different location on the Quick Launch, in the Heading list, select the new heading under which you want the link to appear, and then click OK.
· To delete the link, click Delete, and then click OK.
[bookmark: _Toc278884011]Edit, move, or delete a Quick Launch link on a publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. Under Look and Feel, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, under Current Navigation, select the link you want to change, and do one of the following:
· To edit the link, click Edit, make any necessary changes, and then click OK.
· To move the link to a different location on the Quick Launch, click Move Up or Move Down.
· To delete the link, click Delete.

[image: Current Navigation]
4. Click OK.
[bookmark: _Toc275180906][bookmark: HideShowSubsitePagesQL][bookmark: _Toc278884012][bookmark: _Toc296141984]Change the order of items on the Quick Launch
[bookmark: _Toc278884013]You can change the order in which headings and links appear on the Quick Launch. The steps you take to do this differ depending on whether or not the publishing features are enabled for your site. 
Change the order of Quick Launch items on a non-publishing site
On a non-publishing site, you can change the order of the links only under a given heading. For example, you may have a heading called Lists that contains links for Calendar and Tasks. You can move the Lists heading to a different location on the Quick Launch, but you can change the order of Calendar and Tasks only under the Lists heading. To move Calendar or Tasks to a different heading, you first need to edit the link to assign it to a different heading.
1. On the Site Actions menu [image: Site Actions Menu], click Site Settings.
2. On the Site Settings page, under Look and Feel, click Quick Launch.

Note The Quick Launch command appears under Look and Feel only if you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. Click Change Order.
4. Click the options to change the order in which the headings and links are displayed.

[image: Change Order]
5. Click OK.
[bookmark: _Toc278884014]Change the order of Quick Launch items on a publishing site
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. In the Look and Feel section, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, select the item you want to move, and then click Move Up or Move Down until you have moved the item where you want it.

[image: Current Navigation]

Note If the Navigation Editing and Sorting section displays lists for both Global Navigation and Current Navigation, you must select the items under Current Navigation to change the order of items on the Quick Launch.
4. Click OK.
[bookmark: _Toc275180907][bookmark: _Toc278884015]Hide or show individual subsites or pages on a publishing site
If you are working on a publishing site, you can hide subsites and pages to prevent them from displaying on the Quick Launch. One advantage of hiding items from navigation is that you can prevent them from displaying to users while they continue to display in the navigation hierarchy that you use to manage your site on the Navigation Settings page. If you want to show an item again, you can select it and click Show to restore it to the navigation of the site. 
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. Under Look and Feel, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Navigation Editing and Sorting section, under Current Navigation, click the subsite or page that you want to hide or show.
4. Do one of the following: 
· To hide the item click Hide.
· To show an item that was previously hidden, click Show.

[image: Hide]
Notes 
· The Hide and Show commands are available only for navigation items that are subsites or pages. You cannot hide lists, libraries, or links.
· When you select an item that is currently visible in the Quick Launch, only the Hide option is available. When you select an item that is currently hidden in the Quick Launch, only the Show option is displayed.
5. Click OK.
[bookmark: AutoSortQL][bookmark: _Toc275180908][bookmark: _Toc278884016][bookmark: _Toc296141985]Automatically sort items on the Quick launch
If you are working on a site for which the publishing features are enabled, you can configure navigation items to sort automatically, such as by title. 
Important The sorting settings apply to both the Quick Launch and the top link bar. Any changes you make are applied to both of these navigation elements.
1. On the Site actions menu [image: Site Actions Menu], click Site settings.
2. Under Look and Feel, click Navigation.
Note The Navigation command appears under Look and Feel only if the publishing features are enabled for your site and you have at least the permissions obtained by being added to the default Designers SharePoint group for the site.
3. In the Sorting section, select Sort automatically to sort subsites, navigation links, lists, libraries, and pages automatically in ascending or descending alphabetical or numerical order based on items titles, Created Dates, or Last Modified Dates.

Note If you want to sort all navigation items manually except for pages, click Sort manually, and then select the Sort pages automatically check box. Only pages will be sorted according to the settings configured in the Automatic Sorting section.

[image: Sorting]
4. In the Automatic Sorting section, in the Sort by list, select the item - Title, Created Date, or Last Modified Date – that you want to sort by.
5. Specify the sort order by selecting either in ascending order (A,B,C or 1,2,3) or in descending order (C,B,A or 3,2,1).
6. Click OK.


[bookmark: _Toc296141986]Pages
	[bookmark: _Toc296141987]Overview of SharePoint 2010 pages


All SharePoint sites are composed of pages. In this section, we won’t discuss system pages, such as the ones you see when editing list items, or the ones you don’t see, like layout pages that work behind the scenes to provide structure and branding. Instead, we’ll talk about content pages – the pages you use to share information or collaborate with colleagues. 
What is a content page, then?
You’ll find three main types of content pages in SharePoint Server 2010:
· Publishing pages
· Web part pages
· Wiki pages
The type of content page you choose depends on:
· The type of site you’re working in
· The nature of the content you want to share
· Whether you need approval before you can share information
Note that while some items display in the browser, such as InfoPath forms or Office Web App documents, they aren’t considered content pages. However, depending on your needs, you might decide to use one of these other options instead. You’ll find more information about these features later in this article.
[bookmark: _Toc296141988]Types of content pages
With the right permissions – and the right type of page – you can create and edit content in the browser, add graphics or rich media to a page, and even create a list on-the-fly and display its contents on a page. Before you can do these things, however, you must first know what type of page you want and how to create it. In this section, I’ll discuss the types of SharePoint content pages available for your site.
[bookmark: _Toc296141989]Publishing pages
[image: Publishing page]Publishing pages are available only in publishing sites. In publishing sites, authors and approvers use the publishing feature to create content and then make it available for site visitors. Usually, a publishing site has an approval workflow enabled, so content is reviewed and approved prior to being published. 
Publishing pages are created by using page templates called page layouts. The page layouts provide a consistent structure to all publishing pages in a site collection. Page layouts can be customized to contain fields contributors can use to enter their content, such as text, graphics, rich media, and more.
Publishing pages are the most structured of SharePoint content pages, both in terms of their layout and the process for using them. An organization or department uses a publishing site to ensure that authors follow a business process to release content in a consistent manner. Press releases are a good example of a type of content that’s ideal for a publishing site.
Sites that support publishing pages
Publishing site, publishing site with workflow
When to use a publishing page
Does your organization have a business process wherein the creation of each new page uses a specific, structured layout, and requires content approval before it’s published? If so, then you’ll need to use a publishing site. A lot of planning goes into the decision to use a publishing site, and if the inherent process and structure are not a requirement for your organization or department, then you’re probably using a different kind of SharePoint site, such as a Team site. If this is the case, you will be unable to create a publishing page in your current site.
[bookmark: _Toc296141990]Web Part pages
[image: Publishing page]Web Part pages contain Web Parts that display list data, information, graphics, or rich media in a dynamic Web page. The layout and content of a Web Part page can be set for all users and optionally personalized for individual users. A site owner or a site member with the appropriate permissions can create and customize Web Part pages to add, configure, or remove Web Parts. In a SharePoint 2010 blog, a page for a blog post is a Web Part page.
Sites that support Web Part pages
All SharePoint Server 2010 sites support the use of Web Part pages. In some site templates, such as Social Meeting Workspace, Web Part pages are the only available page type. The SharePoint blog site displays posts by using a Web Part page.
Note: Web Parts are not restricted to use on only Web Part pages. They can also be added to wiki pages and publishing pages. 
When to use a Web Part page
Use a Web Part page if you want to use Web Parts to display information or rich media, such as videos, but don’t need the type of collaborative editing experience you find in a wiki page, or the structure and process of a publishing page. The available Web Parts depend on the type of site you’re using and the features that are enabled for your site.
[bookmark: _Toc296141991]Wiki pages
[image: Publishing page]Wiki pages are often edited by multiple people. You might have heard that “wiki” is the Hawaiian word for quick. Speed and flexibility are undeniably the foundation of wiki design. Wiki pages are informal, open for editing by almost anyone in the organization, and, by that token, are often considered works in progress.
Sites that support wiki pages
In SharePoint 2010, wiki pages are everywhere, by default. On many new sites you create, the home page is now a wiki page. On team sites, all new pages that you create are wiki pages by default. Other site templates support the creation of one or more wiki libraries. Enterprise Wiki sites support the creation and use of page layouts with wiki pages. Several default wiki layouts come with the Enterprise Wiki: A basic page, a basic project page, or a redirect page. 
When to use a wiki page
· If you want to share information in a collaborative way that allows others to add content, and you don’t require complete ownership over the page, use a wiki page from a wiki library in your SharePoint site.
· If your organization needs a large, centralized knowledge repository to store and share information on an enterprise scale, use an Enterprise Wiki.
[bookmark: _Toc296141992]Other content that displays in a browser
Content that renders in a browser is usually called a web page. That can make it difficult to discern a content page from another type of page or document. The following list includes items that resemble content pages, but which are instead documents or InfoPath forms rendered in the browser.
· Documents viewed in the browser—By using Microsoft Office Web Apps, you can view and edit a Word document in the browser. This rich document viewing end editing experience is enabled by the Microsoft Word Web App. 
· Forms in the browser—InfoPath browser-enabled forms hosted on a SharePoint site can display in a browser. 
· Other web pages—In addition, by using SharePoint Designer 2010, you can create traditional HTML pages and ASPX pages, as well as custom publishing page layouts. 
Find links to more information about these items at the end of this article.
[bookmark: _Toc296141993]What if you make the wrong choice?
Imagine that you’ve created a page, but you realize it isn’t working quite the way you wanted. Perhaps you created a Web Part page, but now you realize that the flexibility of a wiki would be a better format to capture input from your team. 
It’s easy to create a new page and copy existing content into it, but it’s not possible to easily switch from one page type to another. 
For example, even though Team Sites and Enterprise Wikis each use wiki pages, Enterprise Wiki pages cannot easily be converted or migrated to pages on a Team Site. Enterprise Wikis use the publishing feature, and Team Sites do not, so there are architectural differences between the pages on an Enterprise Wiki site and those on a Team Site.
Note that, with publishing pages, you can switch page layouts when you edit a page. However, if you switch from a page layout that contains page fields or Web parts that are missing in the new layout, the content contained in those elements will not appear on the page after you make the switch.
[bookmark: _Toc296141994]Creating Pages
You can create and edit Web pages by using a browser. Programs such as Microsoft Office SharePoint Designer may offer more options, but for some pages you may find that using a browser suits your needs.
There are only two steps to creating a page,
1. On the Site Actions menu [image: Site Actions Menu], click New Page.
2. In the New Wiki Page dialog box, type the New page name, and click Create. The page is created and opened for editing in the browser.
Note The steps for creating a page can vary, depending on factors such as the type of site and the permissions you have for the site.
[bookmark: _Toc296141995]Edit a page
Editing a page is like working in Microsoft Word 2010. The new ribbon provides context-sensitive commands that enhance the experience of editing pages.
1. From a page, in the ribbon, click the Page tab, and then click Edit. This step is unnecessary if you want to edit a page that you just created, because a newly created page is already opened for editing.
[image: Image: Edit]
Note If the Edit command is disabled you may not have the necessary permissions to edit the page. Contact your administrator.
2. To configure the columns, sidebar, header, and footer for a page, click Text Layout and select the option that you want, such as Two columns with header. You can change the text layout later by repeating this step.
3. Type the text for the page.
4. To apply a style to text in a page, select the text to which you want to apply a style, click the Format Text tab, click Styles, and then select the style that you want to apply, such as Highlight. Repeat this step with other text to which you want to apply styles.
5. You use similar steps for other page editing options, such as choosing the font types and sizes for text, formatting lists, configuring paragraphs, and checking spelling. Many of the Word 2010 keyboard shortcuts you are familiar with, such as CTRL+I to italicize characters, are the same.
6. To add objects to a page, in the ribbon, click the Insert tab, and use the commands to add tables, media, links, and Web Parts to the page.
7. When you have finished editing the page, in the Page tab, click Save.


[bookmark: _Toc296141996]Blogs and Wikis
Blogs and wikis provide ways to quickly share information on a site, without requiring advanced tools or expertise. They are often easier for people to update than a formal document or traditional Web site.
[bookmark: _Toc296141997]Differences between blogs and wikis
Although blogs and wikis can help your team collaborate without advanced tools or specialized knowledge, there are differences in how your team can use them:
Blogs A blog typically has one author or a few authors who write the blog posts and respond to comments from readers. The author, also known as a blogger, offers a unique viewpoint or writing style.
In some blogs, the role of the blogger is important. For example, managers can use a blog post to explain the reason behind some policy changes, team members can describe their experiences on a special project, or technicians can describe best practices or how something works in their own words.
The blog posts and comments are recorded in reverse chronological order. People can scroll through the posts, similar to reading a journal.
Wikis Teams usually write wikis as a collective process. After someone creates a page, another team member might add more content, edit the content, or add supporting links. The community of authors helps to ensure the accuracy and relevance of the content.
Wikis continue to evolve as people add and revise information. Although a version history is collected, and the history is organized in chronological order, the versions aren't displayed in journal style in the default view of a wiki.
Your team might want to use a wiki to build a collective body of knowledge or to facilitate planning, such as for a team project, a publication, or a conference.
[bookmark: _Toc242171480][bookmark: _Toc296141998]Using blogs
Blogs contain posts, sometimes similar to journal entries, from a person or a group. The posts are dated and listed in reverse chronological order. People can comment on posts as well as provide links to related sites, photos, and blogs.
Blogs can enable an organization to quickly share information among employees, partners, or customers. People can add insight to a difficult subject area, provide inspiration and guidance, or explain a new guideline or procedure.
For example, members of a marketing team can use a blog to present and collect feedback on strategic ideas. Or a human resources department can use a blog to recognize employee achievements. By encouraging readers to post comments, people can find out what their readers think about a given subject.
Blogs can be created on a site by using simple formatting tools that are available in Web browsers such as Windows Internet Explorer that support ActiveX controls. You can also use some common authoring tools, such as Microsoft Word. The readers of a blog can subscribe to RSS Feeds so they can stay updated on new posts or comments.
[bookmark: _Toc242171481][bookmark: _Toc296141999]Using wikis
A wiki is a Web site that enables users to collect team knowledge, plan events, or work on projects together. People can easily add new content or edit existing content.
People need only a Web browser and permissions to the wiki site — they don't need special tools or knowledge about creating sites. People can quickly add to existing pages and easily create links to new pages.
Links in a wiki can be created even before the pages that they point to are actually created. For example, a team member might think that a subject needs related information but not have time to create a new page right away. The team member can create a placeholder link that can be turned into an actual page later by following the link and adding content to create the page.
Versions are enabled for wiki pages. The version history for each page captures how the content evolves. You can see who changed the content and when it was changed, and even roll back to a previous version if a mistake is made.


[bookmark: _Toc296142000]Quick Reference Card

[bookmark: _Toc296142001]Can I edit this page?
Check the Site Actions menu for the Edit Page option. If the page has an Edit Page option, it is an editable page. Wiki pages and Web Part pages are editable pages on SharePoint 2010 team sites.
For example, Web Part pages have an Edit Page option.
[image: Edit Page command to modify web parts page]
Wiki pages have both an Edit Page option and an Edit button above the ribbon (just left of the Browse tab).
[image: Edit Page command]
If you don’t see an Edit Page option, it is not an editable page. System pages, such as All Site Content or Site Settings, don’t have an Edit Page option on the Site Actions menu.
[bookmark: _Toc296142002]What kind of page is this?
Wiki pages have an Edit button [image: Edit button in wiki]above the ribbon.
[image: Edit button above ribbon]
Web Part pages don’t have an Edit button.
[image: No Edit button]
[bookmark: _Toc296142003]How do I start editing a page?
On a wiki page, click Edit.
[image: Edit button in wiki]
On a Web Part page, on the Site Actions menu, click Edit Page.
[image: Edit Page command to modify web parts page]
[bookmark: _Toc296142004]How do I format content on a wiki page?
1. To start editing the page, click Edit.
2. On the Edit ribbon, click Format.
[image: Format Text tab selected]
[bookmark: _Toc296142005]How do I insert items on a wiki page?
1. To start editing the page, click Edit.
2. On the Editing ribbon, click Insert.
[image: Insert tab selected]
[bookmark: _Toc296142006]What tools can I use to format content on a wiki page?
The Format tab provides tools to work with the following:
· Edit
· Clipboard
· Font
· Paragraph
· Styles
· Layout
· Markup
[image: Format Text tab on ribbon]
[bookmark: _Toc296142007]What items can I insert on a wiki page?
The Insert tab provides tools to insert and work with the following:
· Tables
· Media
· Links
· Web Parts
[image: Editing Tools tab with Format Text selected]
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