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Welcome to Sitecore  

Welcome to the Sitecore How to Create a Page Training Manual. In this document we will cover how to 

create a page within Sitecore. We are going to go over all the necessary steps to successfully create new 

pages.  

Let’s jump right in! 

 

1. First things first, you are going to need to log into your Sitecore site.  

 
 

2. As soon as you are logged in, you are taken to the main Sitecore dashboard for you site. You will 

notice on the left hand side of your screen is what we call your Site-Tree, as it lists everything 

that is on your site.  
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3. Begin by clicking on Home node and expanding this section in your main Sitecore dashboard. 

Once expanded you will see a list of all your current pages within your site. 

 
 

4. You will now need to find the section/folder in your site tree where you want your new page to 

live. Once you find the section of the site for your page to live, right-click on that section in the 

site tree. (If the new page is going to live under the “Home” section and not under any specific 

page, then right click on the “Home” name in the site tree to add the page.) 

 

After right-clicking on the section of the site where you want your page to display, select the 

“Insert” option. Then you will select the template option to start the process of creating your 

new page. 
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5. Now that you have selected the template option, a dialog box will pop-up for you to enter the 

name of the page. This is actually going to be the URL of the page; you will enter the Page Title 

later. (When creating page names, please capitalize the first letter of each word in the name and 

separate the words with spaces to separate words in the name. Try to limit the length as well, 

no more than three words.) Then click “OK”. 

 
 

6.  You are now taken to a page where you will start entering all the content for the new page. 

Because you just created this new page, the item is “checked out” for you.  If you would like to 

edit an existing page, you must check it out before you can make edits, so after you navigate to 

the page you’d like to edit, click on the “Edit” button within the “Home” tab. 
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7. The first section is titled “Page Data.” This is where you enter the headline/H1 text, the 

Intro/teaser text (used only in sitesearch results), and the actual content for the page. To enter 

the Headline, it is as simple as clicking in the provided field and naming the page whatever you 

want it to be.  

 
 

8. The Introduction and content areas are a little more involved. Directly above these areas, you 

will see an option title “Show Editor.” This is what you want to click on to start adding content, 

or just double click in the empty “White” area below the content name, as both will open the 

content editor. When the Content Editor opens, you can enter your content for the page, and 

style it as needed.  
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9. Now you are ready to make additions to the content of your page. In this editor there is what 

we call a “WYSIWYG” (pronounced whizy-wig) editor, which means you have various formatting 

and styling options for your content (similar to Microsoft Word.) We are going to run through 

what each option in the editor does. Hovering over each button will tell you its particular 

function as well. Let’s get started with defining the buttons: 

 
Cut: Will allow you to cut/delete a piece of text you have selected in the content. 

Copy: Using the copy button, it will allow you to copy your selected text and then paste elsewhere with 

the “Paste” button 

Paste: This option will allow you to paste your copied content into the content editor wherever your 

cursor is placed within the page. 

Paste from Word: You can use this first “Paste from Word” option to paste in your text directly from a 

Microsoft Word document. We recommend copying your content form Microsoft Word into Notepad 

first, as Notepad will strip all formatting from your text, and then pasting into Sitecore, as this will 

prevent any weird items brought over from Word. 

Paste from Word – Strip Font: Using this option instead of the previous Paste from Word mentioned 

above, will act in the same way, but this option will actually go in and strip the formatting for you, so 

that you do not have to worry about the formatting form Word being carried over. (Just a quick side 

note: sometimes when pasting from Word, not all the formatting is stripped, so pasting from Word can 

cause your text to display differently than intended with the way the site was set up. We recommend 

copying your content form Microsoft Word into Notepad first, as Notepad will strip all formatting 
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from your text, and then pasting into Sitecore, as this will prevent any weird items brought over from 

Word.) 

Paste as Plain Text: Using this option to paste your content will take the text from your document, no 

matter which word processing program was used, strip all the formatting, and paste it in as your content 

for the page. We recommend ALWAYS using this option when pasting from any source other than 

content already within your Sitecore site. 

Paste as HTML: Opting to use the “Paste as HTML” button will allow you to paste your content for this 

page in HTML format. 

Format Stripper: This option will strip any kind of formatting from your content that is already in place 

and take it back to just plain text (no bold, or italics, etc.) 

Undo: Using this button will undo your last action every time it is clicked. 

Redo: This option will redo your last action every time it is clicked. 

Insert Sitecore Link: When this option is chosen, it will allow you to search for another page within your 

site on Sitecore or a file within the Media Library to link to. It is a very user-friendly action to help you 

link to other pages and files within your site. See APPENDIX II for more information. 

Insert Sitecore Media: This option allows you to inset images, videos, audio files, etc. within the current 

page you are creating/editing. See APPENDIX II for more information. 

Hyperlink Manager: Using this option to add links within the content of your page will allow you to add 

links outside your site (i.e. linking to Google, etc.) as well as manage the link if it opens up within the 

same page, or if they open up in a new window. (Best Practice: If you are linking to a page within your 

site, just leave your link as opening up in the same window, no need to change anything. If you are 

linking to a PDF on your site or off to another site, however, you will want to set the link within the ”Link 

Manager” to open in a new window, as you don’t want users to ever have to actually leave your site and 

then navigate back to it after clicking on a link.)  

Remove Link: This option will allow you to remove your selected link within the content on your page. 

Insert Table: Use this option when adding a table to the page. Clicking on the button will allow you to 

add a table up to 8 columns wide and 8 rows long (additional table columns and rows may be added by 

right-clicking within the table). See APPENDIX I for more information. 

Insert Symbol: This will allow you to insert various symbols on your page, such as a copyright symbol, 

trademark symbol, etc. 

Insert Code Snippet: Using this option will allow you to add extra features to your page, such as a 

content button or widget box (like a callout box) or a stylized table. 
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Horizontal Rule: This option will allow you to insert a horizontal rule onto the page 

Select All: Click this to select all content entered into the WYSIWYG editor. 

Module Manager: Use this option to view and edit modules on the page. 

Bold, Italic, Underline: These 3 options will allow you format the text in Bold, italic or underline in any 

combination you like. It is best practice not to use the underline option, as website viewers associate an 

underlined word/phrase with a link. 

Align Left, Align Center, Align Right, Justify: These options allow you to left align your paragraph of text, 

center align your paragraph of text, right align your paragraph of text, or block justify your paragraph of 

text. Block justify means it is going to make your paragraph of text flush on the left and the right, so it is 

even down both sides. One note about Block justify, if you use this option it WILL add extra space 

between words to make it flush on the left and right, so I would shy away from using the Block Justify 

option. 

Remove Alignment: This option will remove the alignment you have selected previously for your 

paragraph of text. Just a note, as a default, your text is set to automatically left align, so no need to 

select that option if that is how you want your text to display. 

Numbered List: Using this will allow you to create a nice numbered list on your page. 

Bulleted List: This will allow you to create a nice bulleted list for you page. By default it will use a black 

filled in circle for your list, unless you specify that a different type of bullet is created for you to use 

when creating a list. 

Indent/Outdent: These options will allow you to indent or outdent your paragraph of text as much as 

you would like. Remember, if you indent the text too much, it may make your page look funny to a user 

when they navigate your site. 

Strikethrough: This option will allow you to place a line through your selected text. I would stray away 

from using this option, as it can be hard for users to read the text if it has a line through it. 

Subscript: Selecting this option will allow you to drop your text a little and make it smaller to display 

below your main text, but on the same line. This is used a lot, when adding a trademark symbol. 

Superscript: This will allow you to write text a little above the main text you are entering. This option is 

good for you when you are trying to do a numerical version of the word ‘first,’ such as: 1
st

. 
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10. It is very important when adding text that you ensure that each item is within its own set of 

paragraph tags. This applies to paragraphs, subheads, bulleted lists, and all other elements. The 

paragraph tag is what handles formatting. If you try to make an H2 but that text is within the 

same set of paragraph tags as the text following it, the entire section will turn into an H2. 

 
 

11. After you have completed your edits you will want to click the “Accept” button on the bottom 

right hand corner of your content editor. 
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12. After you click the “Accept” button the content editor will close. This is a good time to save your 

changes and click on the “Save” icon in the top left corner of the dashboard. 

 
 

13. Next, select your Navigation Display settings. The name in the Navigation Title field is what will 

appear in your site’s proximity nav (often the nav section located on the left-hand side of the 

page). This same text will appear as your breadcrumbs and in the site tree. Check the boxes 

where you would like the Title to appear, and uncheck the boxes where you would like the Title 

to remain unseen.  

 
 

14. At this point it’s time to think about SEO, or search engine optimization. The first field is the 

Page Title, which is the most important item for SEO. Not only does the Page Title display in the 

top browser window of every page, but it’s also what Google & other search engines use as the 

main heading in the search results pages. The Page Title tells users and search engines what the 

page is about, which makes it a great place to insert keywords. Use the most specific 

information first, as each page should have a unique title. It’s also wise to use geographic terms 

such as city, state in the page title. 

Meta Keywords: These are the keywords that someone might search for when looking for your 

page. 
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Meta Description: This is used by search engines as the two-line snippet below the main 

heading in the search results. Although using a description won’t directly improve rankings, it is 

an important place to use the target term/phrase due to the "bolding" that occurs in the visual 

snippet of the search results. Think of it as a “mini-billboard” to sell the potential visitor to click 

your listing. 

 

“Meta Robots NOINDEX” and “Meta Robots NOFOLLOW”: These fields are helpful when you 

first publish a page but don’t want it to be found. Maybe you need to make a page live for 

someone to review, or maybe you have a landing page that only specific campaign visitors 

should see. 

 
 

15.  The next item to add to your page will be Site Search Settings. You can choose whether you 

want the page to appear in your Site Search results or if you would prefer to have it excluded. 

You can also assign priority keywords, so that the page will appear higher in the results if a user 

searches for the applied keywords. Multiple keywords can be separated by a comma. 
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16. Save the changes you’ve made by pressing “Save.” 

 
 

17. Finally, you will want to preview your changes before you publish them live to the web. At the top of 

the navigation bar on the dashboard, click the “Publish” tab. You will see a preview link. Click the 

“Preview” link to view what your changes will look like. 
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18. To check in the page, click the “Check In” button in the “Review” tab.  

 
 

Or you can choose “Check In” in the “Edit” dropdown on the “Home” tab. 

 
 

You must check in the page after you have finished working on it to allow other users to have 

access to it. You may choose this option when you are finished working a page for a day but it 

isn’t ready to be made public yet, or if someone else needs access to the page. 

 

19. When you have completely finished editing the page and are satisfied with the changes you 

made, you must submit the page into the workflow. Click on the “Review” tab of your Sitecore 

toolbar, then click “Submit.”  

 
 

Or you can choose “Submit” from the “Edit” dropdown on the “Home” tab. 

 
  



 
 

   

 MedTouch ©                                                                     13                                        

 

In the pop-up window, you may choose to enter a comment or leave the field blank, then press 

“OK.” This submits the page to administrators for approval before it is published to your live 

website. 

 

 

When you are finished, log out of Sitecore by clicking the red Sitecore start button in the upper 

left-hand corner, then selecting “Exit.” 
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NOTE: An item must be Locked/Checked Out before any edits can be made. When you create 

a new page, it’s automatically Locked/Checked Out for you, so you can edit the content on it. 

 

A page isn’t automatically locked if you want to edit content on an existing page – you must lock 

the page manually before making edits. To lock and edit a desired item, select the item. In the 

“Home” toolbar, click on the “Edit” dropdown and then click on “Edit”. 

 

 

To check in the page, click the “Check In” button in the “Review” tab.  

 

 

Or you can choose “Check In” in the “Edit” dropdown on the “Home” tab. 
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APPENDIX I: TABLES 

 

Adding a table to a page is slightly more complex than adding regular text to a page. You can’t 

copy/paste all of a table’s information. You must first add the table, and then you can 

copy/paste information into each cell individually. 

 

You have two different types of tables to choose from: stylized and not stylized. 

 

Stylized Tables 

 

1. To add a table which is stylized to a page, place your cursor at the end of the paragraph 

that you want to add a table BELOW and press “Enter” so the table is not created within 

the same set of paragraph tags as the text in that paragraph. 

 
2. Press the “Insert Code Snippet” button and then press “Table.” 
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3. After you’ve added the table, click on the “HTML” view button. 

 
 

4. Delete the paragraph start and end tags that are around the table. The table HTML 

should not be within a set of paragraph tags. After you’ve deleted these tags from 

around the Table, click on the “Design” view button. 
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5. From here, type or copy/paste (using “Insert Plain Text”) into the individual table cells. 

 
 

6. To add another column or row, merge the heading or other columns/rows, or to edit the 

table/cell properties, right click within the table. From here, you can select what you 

would like to do. When editing the table/cell properties, it functions much like editing 

table properties in Word. 
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Not Stylized (Plain) Tables 

 

1. To add a table that’s not stylized to a page, place your cursor at the end of the 

paragraph that you want to add a table BELOW and press “Enter” so the table is not 

created within the same set of paragraph tags as the text in that paragraph. 

 
 

2. Press the “Insert Table” button. From here, select the number of rows and columns you 

would like the table to have (this only goes up to 8x8, you can add more rows or 

columns to the table while working on it). 

 



 
 

   

 MedTouch ©                                                                     19                                        

 

3. After you’ve added the table, click on the “HTML” view button. 

 
 

4. Delete the paragraph start and end tags that are around the table. The table HTML 

should not be within a set of paragraph tags. Also delete the “&nbsp;” tags that are 

within each of the table cells (<td>&nbsp;</td>). After you’ve deleted these elements, 

click on the “Design” view button. 
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5. From here, type or copy/paste (using “Insert Plain Text”) into the individual table cells. 

 
 

6. To add another column or row or to edit the table/cell properties, right click within the 

table. From here, you can select what you would like to do. When editing the table/cell 

properties, it functions much like editing table properties in Word. 
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APPENDIX II: ADDING IMAGES AND INTERNAL LINKS 

 

Before you can add an internal link (to another page or to a file) or an image, the item must be 

on the site. If linking to another page, that page must first be created. If linking to a file or 

adding an image, these items must first be uploaded to the media library. 

 

1. To upload to the media library, click on “Media Library” below your site tree. 
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2. Expand the folder that corresponds to the type of item you would like to add, then click 

on the subfolder that you want to add the item to. If no subfolder exists, you can create 

one using the same method that you use to create a new page. 

 
 

3. Use the uploader to upload your images/files. If uploading only one, use “Upload File.” If 

uploading multiple, use “Upload Files (Advanced).” Both uploaders operate in the same 

way, but the Advanced version allows you to upload multiple files at once (or to upload 

a zip file). 
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4. Press the “Browse” button to find the files on your computer. After you’ve selected the 

file, press “Upload.” After the files have uploaded, press “Close.” NOTE: Images must be 

the correct size before they’re uploaded to the media library – changing the size after 

they’ve been uploaded doesn’t actually change the size of the file, it only changes the 

size that the file will display in (equivalent to cramming a 8x10 picture into a 4x6 frame). 
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5. After you’ve uploaded the items to the Media Library, they must be published before 

they will be visible on the front end of the website. 

 

If you uploaded a single item, make sure that item is selected and then press the 

“Publish” button found in the “Publish” tab.  

 

If you uploaded more than 1 item, it’s easier to publish the whole folder where the 

items are located. To do this, click on the folder that holds all of the items you’ve 

uploaded, then press the “Publish” dropdown arrow and select “Publish Item” from the 

list. 
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6. In the Publishing Wizard window, make sure that “Smart Publish” and “Publish 

Subitems” are selected, then press “Publish” and follow the prompts. 
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7. After your files are uploaded to the Media Library and published, go back to the page 

where you want to insert/link to these items and open the WYSIWYG editor.  

 

8. To add an internal link (to a file or to another page), first highlight the text you would 

like to link and then click on the “Insert Sitecore Media” button.  

 
 

a. Use the “Internal Link” tab (default) to navigate to the page you want to link to 

within the site tree. Use the “Media Items” tab to select the file you want to link 

to in the “Media Library” site tree. 

 

b. After you’ve selected the file, press the “Link” button. If you added an internal 

link to another page, you are done. If you added an internal link to a file in the 

Media Library, you need to make sure the file will open in a new window. 
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c. To make the file open in a new window, right-click on the link in the WYSIWYG 

editor and then click on “Properties.” 

 
 

d. In the Properties box, select “New Window” from the “Target” dropdown. Then 

press “OK.” 
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9. To add an image to a page, place your cursor at the beginning of the paragraph that you 

would like to add the image next to. Then click on the “Insert Sitecore Media” button. 

 
 

a. Using the Media Library site tree, navigate to where the image is located, select 

it, then press “Insert.” 

 



 
 

   

 MedTouch ©                                                                     29                                        

 

b. Next, change the image alignment properties by right-clicking on the image and 

then clicking on “Properties.” 

 
 

c. Use the “Image Alignment” dropdown to select the image alignment properties. 

It is recommended that you select right-aligned so that text is always flush-left 

on the page, allowing the user’s eye-line to easily be drawn down the page. 

Next, use the CSS Class dropdown to select the proper CSS class for the image (if 

the image is right-aligned, choose the class for right-aligned images). Then press 

“OK.”  

  



 
 

   

 MedTouch ©                                                                     30                                        

 

APPENDIX III: ACCORDIONS AND TABS 

 

You have the ability to add a set of Tabs and/or Accordion to your interior pages. These 

elements can ONLY be added above the main page content or below it, they can’t be added in 

the middle of content.  

 

The process is the same to add both of these components to a page. 

 

1. Scroll down to the Accordion Data or Tab Data section in Sitecore. 

 
 

2. Fill out the Accordion Title (or Tab Title) field by clicking in it and typing/pasting text. 

This field is what is visible at the head of the accordion or top of the tab. Click on “Show 

Editor” to bring up the WYSIWYG editor and add content. 
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3. After you’ve added and accepted the content, click on “Page Editor” in the “Publish” tab 

to view and change the placement on the page. 

 
 

4. In Page Editor mode you will note these items are automatically added to the bottom of 

the page, below the main content. To change the location, click on the Tab/Accordion 

you want to move to bring up the component menu. Then press the “Change Position” 

button. 
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5. When you press the “Change Position” button, small “Move to here” buttons will 

appear wherever the component can be moved to (where components can be moved to 

depends on the template type). Press the button in the location you would like to move 

the component to. 

 
 

6. The component will jump to the location you selected. 

 

7. When you’re satisfied with the location of the Tabs/Accordion, press the “Save” button 

and then exit out of the Page Editor. 
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APPENDIX III: ANCHOR LINKS 

 

You have the ability to link to a certain section of a page. When a viewer clicks on a link 

(normally at the top of the page), the anchored section will jump up to the top of the screen. 

This is called using anchor links. 

 

1. In the WYSIWYG editor, scroll down to where you want to link to and click to place your 

cursor (do not highlight the text), this is where you will put the anchor. Then click on the 

“Hyperlink Manager” button.  
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2. When you’re in the “Hyperlink Manager” window, click on the “Anchor” tab. Then type 

in a name for the anchor. The letters should be all lower-case and words should be 

separated with hyphens. Remember to keep the anchor name as short as possible, 

because this will become part of the page’s URL. Then press OK. 

 
 

3. Next, scroll back up to the text you want to link to the anchor (the link a viewer will click 

on to be brought to the anchored section).Highlight this text and click on the “Hyperlink 

Manager” button again.  
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4. From the “Existing Anchor” dropdown menu, select the anchor you would like to link to. 

Then press OK. 

 
 

You can also link to an anchor on another page.  

 

1. First create the anchor on that page using Step 1 and 2 of this Appendix. You may also 

want to copy this anchor name so you can paste it later, ensuring that you’ll have an 

exact match. 
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2. Next, in your Sitetree, go to the page where you would like to create the link to that 

anchor. Open it, highlight the text you would like to link, and create a link to that page 

using the “Sitecore Link” button. 

 
 

3. After you’ve created the link to the page with the anchor, click on the “HTML” button. 
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4. In the HTML view, find the link you created. Then at the end of the link code, directly 

after z=z and before the “, add # and then paste the name of the anchor. Then press 

Accept. 

 

 


