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How to use the content editor web part in
SharePoint 2010

Content editor web part
The Content Editor Web Part is intended to allow you to place some more advanced custom
HTML in a page. JavaScript and CSS should be placed in subsite.css and local.js files, not in a

Content Editor Web Part.
1. Navigate to the page where you would like a Content Editor Web Part to appear.

2. Select Edit Page under the Site Actions menu.

Site Actions | B4 ! Browse Page Publish

Edit Page
| = Change the content and Web
B Parts on this page.

3. Toinsert a web part, choose Add a Web Part from one of the web part zones on
the page, or place your cursor in a content area.

Zone 5
Page Content
Ity of expert educators
nver Business School faculty members are increasingly finding themselves in the spothight as
aptirters seek them out for expert commentary on today's headlines. The topics cover a wide range,

such as taxes, the economy, health care reform, the global business environment and sustainability

4. Select the Insert tab in the ribbon, select the Web Part button.
Editing Tools
site Actions ~ B8 W Broyee Page Publish Format Text || Insert
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5. The web part gallery will open underneath the ribbon. The web part gallery
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6. Choose the Media and Content category and the Content Editor Web Part. Click

Add.
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7. Once the Content Editor Web Part is placed on your page, click the Click Here to
Add New Content link.

Content Editor Web Part

Editing Tecls

Browse Page Publizh Format Text Insert
= Cut = 1= &= i ] : - @
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9. Select Edit HTML Source from the drop down menu of the HTML button.
<% HTML ~
Edit HTML Source
Conwvert to XHTML
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10. Add or cut and paste any custom HTML code you want to add to the HTML
Source window.

HTML Source

11. Click OK on the HTML Source window

12. Use the web part Edit menu to edit the dimensions and title of the web part.
Hover your mouse over the title of the web part Content Editor Web Part. Select
the drop down arrow to the right side of this title. Choose Edit Web Part.

Zone 5

Content Editor Web Part

Minimize

Close | R—

Page Content

. X Delete
Through research and professional work, UC Denver Business School faculty .

and industry experts to generate new ideas and advance business practices . -:} Edit Web Part
latest faculty insights, in their words, thr ough a selection of editorials and co -
Connechons
» Stefanie Johnson, Emotional Contamination in the Weorkplace, March 20
« Gary Kochenberger, Math is Cool, November 2009 Export...
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13. In the Edit Web Part window located in the upper right of your screen, use the

Appearance section to adjust the title and dimensions of the web part.
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14. Select OK to apply changes.

15. When you are done making adjustments, Check In, Save and Close, or Publish
your page.
16. Your custom HTML should appear in your page.
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