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1 SharePoint Administrative Access  

1.1 Adding Users to SharePoint 
 

 

1.2 Administrator Log In 
Site administrators can sign in to the SharePoint solution to make branding, content, and navigation 

changes through the following steps: 

1. Navigate to the any page of the site.  Note:  if the administrator wishes to make changes to a 
specific page, they can navigate directly to that page, or log in from any page on the site and 
subsequently navigate to the correct page.  The order is dependent on the administrator’s 
preference. 

2. In the URL, delete everything from /Pages onward and replace with 
/_layouts/authenticate.aspx. 
 

 
 

3. Examples of URLs are below.  Note that these can be bookmarked by the administrator for 
future use. 
http://198.238.204.92:8080/county/asotin/en/_layouts/authenticate.aspx 
http://198.238.204.92:8080/county/asotin/en/Elections/_layouts/authenticate.aspx 
http://198.238.204.92:8080/county/skagit/_layouts/authenticate.aspx 
 
 
 
 
 
 
 
 
 

http://198.238.204.92:8080/county/asotin/en/_layouts/authenticate.aspx
http://198.238.204.92:8080/county/asotin/en/Elections/_layouts/authenticate.aspx
http://198.238.204.92:8080/county/skagit/_layouts/authenticate.aspx
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4. Enter the administrator credentials in the dialog box according to the following and click Log In: 
Domain\User name 
Password 
 

 
 

5. When the administrator has been successfully authenticated, the site will display the SharePoint 
Site Actions and System Account drop down boxes. 
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2 Managing Content – the Basics 

2.1 View and Edit Existing Site Content 
1. Navigate to the site or page from which you would like to view the content. 
2. From the Site Actions drop down menu, select View All Site Content. 
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3. All Site Content provides the following: 

 
 

 

 

 

Link to home page 

 

Site structure & 

links  

 

Folders for Documents, Images 

and Pages within the selected site 
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2.2 View Site Pages 
1. From All Site Content, click on Pages 
2. The Pages currently available within the site are displayed 

 

 

3. To see the content of a page, highlight the page and select Edit Properties from the drop down 
menu 
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4. Page details such as name (added to URL), title, and page content are available.  HTML markup is 
also available. 
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2.3 Edit Pages 
1. Pages can be edited within the Page details, as accessed from View All Site Content. 
2. Pages can also be edited directly from the page by selecting Site Actions>Edit Page. 

 

3. The administrator can add content, links, web parts, etc. depending on the page layout of the 
specific page.  
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4. When a page has been edited, the administrator will need to check the page in to ensure it is 
available for viewing.  

 
 

5. If no changes have been made to the page, the administrator can opt to discard the check out. 

 
 

6. The administrator may also opt to schedule publish and un-publish dates for a page. 
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2.4 Create New Sites  
1. The administrator can create a new site by: 

a. Selecting Create New Site from the Site Action menu 
 

 
 

b. Selecting Create from All Site Content 

 
 



  State of Washington  
Office of the Secretary of State 

 

10 

 

2. Options for site creation are available for the administrator

 
 

 

2.5 Create New Pages 
1. The administrator can create a new page from the Site Actions menu. 
2. The administrator can create a new page directly within the site structure by navigating to the 

site pages from View All Site Content and selecting Documents. 
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3. Within the Documents ribbon, select New Document and choose the type of page. 
 

 

4. Enter the page title and a description.  Note that the URL name will be automatically populated 
from the title; this may be changed. 

5. Select from the available page layouts and hit create. 

 

6. Edit the page content as described above. 
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2.6 Manage Navigation 
1. To set the navigation for a particular site, navigate to the site and select the Site Actions menu.  
2. From Site Actions, select Site Settings. 
3. In Site Settings, select Navigation under Look and Feel. 

 

4. Within navigation, the administrator can select whether to display subsites and pages, create 
new navigation links (internal and external), show/hide links, and reorder links. 

 

 

 

 

 

 

 

 


