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Introduction

Create a site or workspace when you want to break out topics into Process Summary
their own area.

Create a Subsite

View a Subsite
Create a Subsite

From the Home page click on Sites in the Quick Launch menu.
Click on the Create button.

Select Sites and Workspaces from the Web Pages category.
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4. Give your subsite a name by completing the Title field (Fig 1, 1).

5. If you would like a description for your subsite complete the Description area (Fig 1, 2).
6. In the URL name area type in a name for your subsite (Fig 1, 3).

Note: Do not have spaces in your address.

7. Select the Template for the type of subsite you would like to create.

Figure 1
Title and Description Title:
Type a title and description For your new site, The title will be displayed on each page in |_'

the site,
Description:

Web Site Address URL narne: / E
Users can navigate ko your site by byping the Web site address (URL) into their https:Hcarbon.towson.edu,l’test,l’phalstead.l’|

brawser, You can enter the lask part of the addrass, You should keep it shart and easy
ko remember,
For example, https:/fcarbon,towson, edutest/phalstead) stename
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A site for beams to quickly organize, author, and share information. It provides a
docurient library, and lists For managing announcements, calendar items, tasks, and E

discussions.

8. To use the same permission as your parent site leave Use same permissions
as parent site selected (Fig 2, 1).

Note: If you select Use Unique permissions, (Fig 2, 1) after you create
the site you can set up the permissions. See the permission handout
to set up permissions.
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9. Select Yes for the subsite to be displayed in the quick launch menu of the parent site (Fig 2, 2).
10. Select Yes to have the subsite link in the top link bar of the parent site (Fig 2, 3).

11. Select Yes if you would like the top link bar to be the same as the parent site (Fig 2, 4).

12. Click Create (Fig 2, 5).

Figure 2
Permissions User Permissions:

oL Can givee permission o access your new site to the same users who have access to (%) Use same permissions as parent site
this parent site, or you can give permission ko a unique set of users,

O Use unique permissions

Mote: IF vou select Use same permissions as parent site, one set of user
permissions is shared by both sites, Conseguently, vou cannot change user permissions
on your new site unless you are an administrator of this parent site,
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