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Introduction  
Creating new pages is critical to making your website more 

than just a one page document on a web server. There are 

several options when creating new pages that will be covered 

in this document. In addition, you will learn how to set a page 

title, rename a page, move a page and delete a page.  

Create a new page  
In SharePoint Designer, there are two different ways in which to  

create a new page. The first option creates a new page and opens it 

by default in the main document window. It is not added to the folder 

list until you save the file. The second option creates a blank html 

page in the folder list task pane but does not  by default open it in the 

main document window.  

In the main document window  

1.  Click File  on the menu bar (Fig 1, 1).  

2.  Click Newé (Fig 1, 2).  

3.  Click Pageé (Fig 1, 3).  

4.  The New  dialog box will open (Fig 2).  

5.  Make sure the Page  tab and General  on the left side of the screen are  

selected (Fig 2, 1).  

There are also options here if you are using ASP.NET, CSS layouts, Style  

Sheets and Frames Pages (Fig 2, 2).  
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6.  Select the type of page you want to create from the list. In general, it will usually be HTML   

(Fig 2, 3).  

7.  Click OK (Fig 2, 4).  

8.  A new blank page is opened in the main document window titled Untitled_1.htm  (Fig 3, 1). 

Please note the file is not  in the Folder List until you save the file (Fig 3, 2).  

Figure 2  
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9.  Click the Save  icon on the toolbar.  

10.  The Save As dialog box will open (Fig 4).  

11.  Choose where you would like to save the file in your website structure.  

12.  You can change the File Name : (make sure you keep the file extension at the end) (Fig 4, 1).  

13.  You can also change the page title by clicking the Change titleé button (Fig 4, 2).  

14.  Click Save  (Fig 4, 3).  

15.  The file is now saved and placed in the Folder List task pane (Fig 5, 1).  

Figure 4  
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In the folder list task pane  

1.  In the Folder List task pane, click the root directory  if you want the page on the top level of 

the main site (Fig 6, 1).  

2.  Click the folder of your choice if you want to create a page within an existing folder (Fig 6, 2) in 

the Folder List task pane.  

3.  Click the New Page icon on the Folder List task pane (Fig 7, 1).  

4.  A new blank HTML page is added to the location you designated (Fig 8, 1).  

5.  Start typing to change the name of the page and press Enter on your keyboard.  

 

 

Figure 7  
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The page is not  opened by default in the main document window (Fig 9).  

There are two New Page icons in the same area that function slightly differently. One is on the  

toolbar (Fig 10, 1) and one is in the Folder List task pane (Fig 10, 2). The icon on the toolbar  

functions like the File menu New command so if you click on the icon, it opens a new blank HTML 

page in the main document window (not in the folder list until you save it). To get different types of 

page options, click the arrow next to icon on the toolbar (Fig 11, 1).  

 

 

Figure 9  
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Set a page title  
This is the title the user will see in the browserôs tab to identify the page. This is not the page name 

although they can be the same if you wish. For example, you could have a page named default.html 

but the title could be Home Page.  

1.  Right - click the page where you want to set or change a title.  

2.  Click Propertiesé (Fig 12, 1).  

3.  The Properties dialog box opens  

(Fig 13).  

4.  Make sure the General  tab is  

selected (Fig 13, 1).  

5.  Type in the page title in the text box 

next to Title: (Fig 13, 2).  

6.  Click OK (Fig 13, 3).  

 

 

Figure 12  
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Rename a page  
1.  Right - click on the page you want to rename.  

2.  Click Rename  (Fig 14, 1).  

3.  Type in the new page name (Fig 15, 1).  

4.  Press Enter  on your keyboard and the name has been changed (Fig 16).  

 

Figure 14  
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Move a page  
1.  Click the page you want to move in the Folder List task pane, hold down the left button on the 

mouse and drag the page to the desired location (Fig 17).  

2.  Release the left button on the mouse.  

3.  The page is now moved where you specified (Fig 18, 1).  

SharePoint Designer will automatically compensate for any links you may have set up. If you move 

pages outside of SharePoint Designer you will break your links! Remember, when you move any  

content page, the file path changes and so does the URL. NEVER  put your landing (home) page 

(default.htm(l), welcome.htm(l) or index.htm(l)) in a folder because the browser will not find it.  

Figure 17  
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Delete a page  
1.  Right - click on the page you want to remove.  

2.  Click Delete  (Fig 19, 1).  

3.  The Confirm Delete dialog box will open (Fig 20).  

4.  Click Yes  (Fig 20, 1) and the page will be permanently removed.  

Please note, you cannot ñundoò this action. It is recommended that you back up your site regularly 

and before any major changes to your site.  

 

 

 

Figure 19  
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