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Edit the Properties of a Page
Each page has standard properties (such as name, title, comments and contact) and may have custom properties (such as the website on which it should appear or the user for whom it is intended). These properties can be changed if needed.
Page properties may vary, depending upon whether the page is on Inside NCDOT or Connect NCDOT or is part of a team or project site.
Note: Properties are also called metadata. Some properties, such as security level or content type, may be required. It is important that you assign properties correctly.
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[bookmark: _Toc418154882]Page Properties – Ribbon
The Edit ribbon at the top of the page properties contains options to work with the page.
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[bookmark: _Toc418154883]Example of Page Properties – Inside
The properties you likely need to edit are at the top of the list (Name, Title, etc.) or the bottom of the list (custom properties). 
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[bookmark: _Toc418154884]Example of Page Properties – Inside (continued)
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[bookmark: _Toc418154885]Example of Page Properties – Connect
The properties you likely need to edit are at the top of the list (Name, Title, etc.) or the bottom of the list (custom properties). 
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[bookmark: _Toc418154886]Example of Page Properties – Connect (continued)
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[bookmark: _Toc418154887]Example of Page Properties – Connect (continued)
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[bookmark: _Toc418154888]Edit Properties – Method 1
1. Navigate to the page.
1. On the ribbon, click the PAGE tab. In the Manage group, click Edit Properties. If prompted, check out the page.
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1. Update the properties as needed.
1. Click Save.
[bookmark: _Toc418154889]Edit Properties – Method 2
1. Navigate to the page.
2. Click the Settings gear and click Edit page. If prompted, check out the page.
[image: ]
3. On the ribbon, click the PAGE tab. In the Manage group, click Edit Properties. 
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4. Update the properties as needed.
5. Click Save.
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Edit Properties – Method 3
1. Click the Settings gear and click Site contents.
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2. Click the Pages library.
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3. [bookmark: _GoBack]Click the ellipsis next to the page name, click the ellipsis in the callout, and click Edit Properties. If prompted, check out the page.
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4. Update the properties as needed.
5. Click Save.
[bookmark: _Toc418154891]Edit Properties – Method 4
1. Click the Settings gear and click Site contents.
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2. Click the Pages library.
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3. Select a page by clicking the checkbox next to the name of the page.
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4. On the ribbon, click the FILES tab. In the Manage group, click Edit Properties.
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5. Update the properties as needed.
6. Click Save.
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Itis the associated content type template for the default page layout used to create welcome
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Contact s a site column created by the Publishing feature. It s used on the Page Content Type
as the person or group who is the contact person for the page.

Contact E-mail Address s a ste column created by the Publishing feature. It i used on the
Page Content Type as the e-mail address of the person or group who is the contact person for
the page.

Contact Name i a site column created by the Publishing feature. It is used on the Page.
Content Type as the name of the person or group who is the contact person for the page.

‘Type the Web address: (Click here to test)
hitp/

‘Type the description:

Contact Picture i a site column created by the Publishing feature. Itis used on the Page.
Content Type as the picture of the user or group who is the contact person for the page.
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Rollup Image is a site column created by the Publishing feature. It s used on the Page:
Content Type s the image for the page shown in content roll-ups such as the Content By
Search web part.
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Click here to insert a picture from SharePoint.

Page Image is asite column created by the Publishing feature. It is used on the Artcle Page:
Content Type s the primary image of the page.

Coming soon!

If you have completed SharePoint 2013 Contributor training, you can
use this site to develop and test your work before making changes on
the Inside NCDOT or Connect NCDOT sites.

Rules:

+ The site is rebuilt regularly. Any work-in-progress is lost during the
rebuild.
+ Never place confidential information on this site.

Page Content i a site column created by the Publishing feature. It s used on the Artice Page
Content Type as the content of the page.

8, New Link ¥ New Group £ Configure Styles and Layout B Reorder

‘There are no items to show in this view.

Summary Links i a site column created by the Publishing feature. It s used on the Welcome
Page Content Type to display a set of links.

8, New Link % New Group £ Configure Styles and Layout E Reorder

‘There are no items to show in this view.

Summary Links 2 a site column created by the Publishing feature. It is used on the Welcome:
Page Content Type to display 2 second setof links.
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I checked,the physical URL of this page will not appear in search resuls. Friendly URLS
assigned to this page will aways appear.

I checked,the physical URL of this page will not appear i search resuls. Friendly URLS
assigned to ths page will always appear.

Open this Web Part Page in maintenance view to delete problem Web Parts and remove personal settings.
Open Web Part Pag intenance view
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Contactis a site column created by the Publishing feature. It s used on the Page Content
Type as the person or group who is the contact person for the page.

‘Contact £-mail Address s a site column created by the Publishing feature. Itis used on
the Page Content Type as the e-mail address of the person or group who is the contact
person for the page.

Contact Name is a site column created by the Publishing feature. It is used on the Page
Content Type as the name of the person or group who is the contact person for the page.

Type the Web address: (Click here to test)
[nitp J

Type the description:

Contact Pictureis a site column created by the Publishing feature. It is used on the Page
Content Type as the picture of the user or group who is the contact person for the page.

Click here to insert a picture from SharePoint.

Rollup Image is a ste column created by the Publishing feature. It is used on the Page
Content Type as the image for the page shown in content roll-ups suich as the Content By
Search web part.

& B et audiences's
2 site column created by the Publishing feature. It is used to specify audiences to which
this page will be targeted.
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Page Image i a site column created by the Publishing feature. It s used on the Article
Page Content Type as the primary image of the page.

Click here to add new content

Page Contentis a site column created by the Publishing feature. It s used on the Article
Page Content Type as the content of the page.
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There are no items to show n this view.

‘Summary Links is  site column created by the Publishing feature. Itis used on the
Welcome Page Content Type to display 2 set of links.

8, New Link & New Group £ Configure Styles and Layout Ep Reorder
There are no items to show n this view.

‘Summary Links 2 a site column created by the Publishing feature. It is used on the
Welcome Page Content Type to display 2 second set of links.

NCDOT Custom Column for adding JS to page.
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A general category for this page.
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Open this Web Part Page in maintenance view to delete problem Web Parts and remove personal settings.
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