
 

 

 

 

 

 

 

 

 

Update Guide for Faculty Member Sites 

Update Guide for Faculty Member Sites 

Version One of the Portal and e-Services Department 

Portal and e-services Department 

King Saud University 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Table of Contents 

 3   .......................................................... Introduction  

 4   .......................................................... Logging in (login) 

 5   .......................................................... Changing the Password  

 6   .......................................................... Changing the URL  

 8   .......................................................... Adding Library 

 12   .......................................................... Adding new pages for your courses.  

15   .......................................................... Controlling the navigation menu  

 18   .......................................................... Deleting Pages  

 19   .......................................................... Editing and modifying pages 

 26   .......................................................... Adding scientific or research papers 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

Introduction 

This brochure will explain how to manage your website using simple steps to lead you to easily create 

pages that reflect your activities and scientific research and help you to communicate with your 

students and improve their educational experience. 

 

 

 

 

 

 

 

 

 

 



 

Logging in (Login) 

First you need to log onto your site by accessing the link http://faculty.ksu.edu.sa/****** where you 

can replace the stars with your employee number (note: we will learn later how to change an employee 

number to your name). 

When you visit the site, you will be treated as a regular visitor and in order to edit and manage your 

pages,  you must be signed in by clicking Sign In button as shown:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter your user ID which is your employee number, preceded by: ksu\ (see above)  

 Then enter your password and click on the (OK) button. 

 

 

 

 

 

http://faculty.ksu.edu.sa/


 

Changing the Password 

In order to maintain your privacy, you should change your password. To do so, follow these steps: 

 

 

 

1. Go to the King Saud University homepage (www.ksu.edu.sa) and log in. Logining in here will be identical 

to the way that you log in to your own site. 

 

2.  In the links at the top of the page, select “Faculty” and then click “Change Account Password”. 

 

 

 

 

 

 

 

 

 

3.  

4. You will see the password change form. Fill it out as follows: 

1. User Name: Enter your employee number here 

2. Old Password: Enter your current password 

3. New Password: Enter a new password 

4. Confirm Password: Re-type your new password 

 

5. Then click on the button “Change password” and the changes will immediately be made in the system. 

 

 

 

 

 

Make sure that the password is not easy to guess; try to 

use a combination of letters, number and symbols 

http://www.ksu.edu.sa/


 

Changing the URL 

We have previously mentioned that the URL of your Web site appears as http://faculty.ksu.edu.sa/****; 

the stars are your employee number, which is unfortunately difficult to remember; it is also somewhat 

unsuitable for display, so here are the steps for changing your URL:  

1. Click on the link “Site Action” button, which is located at the top of each page in your personal site. 

 

  

 

2. From the drop-down menu, select “Site Settings” and then click “Modify All Site Settings”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  3. From the drop-down menu “Look and Feel”, click on the link titled “Title, description, and icon”. 

 

 

 

 

 

 

 
Make sure that you 

choose a suitable title 

for your URL and 

avoid misspellings. 



 

 

  4. Go to the “URL name” box, and type in the title that you want to appear on the URL. 

  5. Click on “OK” to save the changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Adding a library 

You might wonder what a library is, and how to use it. You may use the library for a collection of files 

that you want to display on your Web site. For example, you can create a library for your files, such as a 

collection of lectures of your courses. 

In order to add files to the library, follow these steps: 

 

 Click on the button that says “Site Action" (this is located in the top right of all pages in your 

personal site) and from the drop-down menu, select the “View All Site Content”. 

 

 
 

 

 The “All Site Content” page will appear as follows: 

 

 

 

 

 

 

 

 

 

Click on the “Create”                                button shown in the picture above and move to the next page: 

 

 

 

 



 

On this page, there is a list of Libraries that you can use: For example, a library for Word documents or PDF files, 

or a library for images or other segments. If you select the Document Library, you will see the following page: 

 

Here is a template for preparing documents for the library: 

 In the “Name” box, enter the name of the library. 

 In the “Description” box, enter a description of the contents that you are putting in the library. 

 Next, you will see the question: Display the document library on the Quick Launch? Select “NO” 

 The last box contains the “Document Template” option. Choose the option “None”. 

 Click on the “Create” button. 

 

3. Now, after creating a library, we will add some files to it. To do so, follow these steps: 

      Click on the link “Site Action" at the top of your personal site. Select the “View All Site Content” 

 

 

 



 

 

Select the name of the library that you want to add files to, and you will be sent to the library's page. 

 Now, click on the “Upload Document” button if you want to add only one file, or click on the “Upload 

Multiple Documents” button if you want to add a number of files at once. We will choose the “Upload 

Multiple Documents” option as an example. 

After clicking on “Upload Multiple Documents”, you will see the page similar to the one shown below: 

 The page shown above is divided into two areas: The left area is surrounded by a red box. It lists the 

folders in your system as a tree, and when you choose the folder containing the files you wish to add, 

the files in this folder will appear inside the box surrounded by blue. Select the files you want added, 

and then click on the “OK” button. 

 

 You will now see a confirmation message. Click “Yes”. 

 

 

 



 

 

 

Then you'll see the following window: 

 

 

 

 

 

 

 

This “Upload Progress” window tells you the progress of the uploading of the added files. Wait until the 

end of the process, and when it is finished uploading you will be sent to the library page again. 

Note: The library is not visible to visitors and in order to display it, you must add it to one of the pages; 

this next step is discussed below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Adding new pages for your courses 

Of course, you should have a page created for every course that you teach. If you would like to create a 

page with information regarding a course you are teaching, you should follow these easy steps: 

 

 

1. Click on the link “Site Action" (this appears at the top of all pages in your personal site) and then select 

“Create Page”. 

 

 

 

2. Then you will see the following page:  

 

 

 

 

 

 

 

 

 

 

Fill in the form as follows: 

 In the (Title) Page, choose a title for the course. Please use an English title. 

 Put a description in the (Description) box. 

 In the (URL Name) box, choose a name of the page, and this will appear in the Address bar. 

Next, choose the quality of the page that suits you best, and select “Blank Web Part Page”. 

(Of course, you can choose what suits you best, but we chose this template because it is most 

appropriate for course pages)  Now click on the button “Create”. 

 

 



 

 

You will now see the following page: 

 

 

 

 

 

 

 

 

 

 

 

As you see above, we have divided the page into two parts: In the Red, click on the phrase “Click here” 

to add new content. You will see editing tools such as Microsoft Word tools and other text editing tools, 

and you can use this window to coordinate your own scripts and inmages. 

 

 

 

 Maybe you want to add a library for illustrations, photos, lecture slides, etc.; to do so, create a library 

(as we showed you previously) and then go to the blue area and choose where you wish the contents to 

show within the blue area.  

To do this, after creating the library, click on                                                     "Add a Web Part" and you will 

see the following window: 

 

 

 

 

 

 



 

 

Now in the red area, you can choose from the libraries you have created, to show.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 After you finish editing the page, press "Publish".  

 

 Notice that that the page that you have just created does not appear in your home page's 

navigation menu (shown here). 

 

  

 

 

 

 

 

 

 

 



 

 

Controlling the Navigation Menu 

There is a navigation menu that appears on the left side of the Website. Now that we have added a 

page, we now need to show it properly in the navigation menu. Follow these steps: 

1. Click on the link “Site Action”                                  and you will see the following window. Select  

“Site Settings” and then click the option “Modify Navigation”. 

 

 

 

 

  

2. Now the following page will appear: 

 

 

 

 

 

 

 

We will now focus on the red area shown above, and we will choose the main title for the courses 

pages. 

3. Now to add a main title, such as Current Courses, select the option "Current Navigation" from the 

navigation menu and then click on the button “Add Heading”. 

 

 

 

 

 



 

4. You'll see the following window 

 

 

 

 

 

 

Enter the main title in the “Title” box (we have stated previously that it would be “Current Courses”) and 

then click on the “OK” button. 

 

 

 

 

 

 

 5. Select “Current Courses” after you have added it. 

 6. Click on the button “Add Link”  

 7. You will now see the following screen: 

 

 

 

 

 

 

 

 

Place enter the address/”Title” of the page and then press the “Browse” button (this is next to the (URL) 

field) in order to choose the page that will be linked. You will now see the following screen: 



 

.. 

 

 

 

 

 

 

 

 

 

 

Select the page you are looking for, and then press the “OK” button. You will be redirected 

to previous window. Now press the “OK” button. 

 

 

 

 

 

 

 

 

 

 8.  Notice that the link to the page, which we chose in the previous step, has been added under the 

selected main title "Current courses" (see above). You can change the location of a link page to another 

main title by using the “Move Up” and “Move Down” keys. 

 

 

 

 



 

Deleting Pages 

To do delete any page you create, follow these steps: 

  1. Log in to the page you wish to delete, and then go down to the end of the page. 

  2. Click on the “Page” link  

  3.Now select “Delete Page”   

   

4. You will see a confirmation message. Click on the “OK” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Editing Pages 

Of course, you will sometimes need to modify pages, either to update the information or otherwise. 

Here is how to modify a page in the site, on the home page or in internal pages. 

First: Modifying the Home Page 

1. Access the home page. 

2. Click on the “Site Action” button in the drop-down menu and click on “Edit Page” 

 

 

 

 

 

 

3. On the page that appears, click on the “Edit”                         button and then select “Modify Shared 

Web Part” 

 

 

 

 

 

 

4. You will see a menu on the right side of your screen. Choose “Rich Text Editor” shown below: 

 

 

 

 

 

 

 

 

 

 



 

5. Now you will see the window below: 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Highlight the text you wish to change and make the changes that you want. 

7. To change the image, select it and then click on the image icon            you'll see the following window:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Click on the “Browse” button and you will see the following window: 

 

 

 

 

 

 

 

 

 

Then click on the “Upload” button and you'll get to the next page: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 After that, click on the “Browse” button and select the image you want; then press the “OK” button. 

You will return again to the same page. Then click on the “OK” button.  

 

 

 

 

 

 

 

 

 

 

Wait a bit until the image is loaded. 

 

 

 

 

 

Now click on the "Refresh or reload" button, as shown in the following image, and the image you have 

uploaded will appear on this page. 

 

 

 

 

 

 

 

 



 

Select the picture, and then click on the “OK” button. 

After you have finished editing the page, click on "Exit Edit Mode" found at the bottom of the page.  

Second: Modify the an internal pages.  

To modify any internal pages, other than the home page (for example, a CV or course description page), 

follow these steps: 

1. Log in to the page you wish to modify. 

2. Then click on the button “Site Action”                                       and you will see a drop-down menu. 

3. Click on “Edit Page” 

 

 

  

4. Now you'll see the page you want to edit in the editing mode. All you need to do is modify the 

information you want, and then click “Publish”. 

  



 

Website Content 

 

From this menu you can browse all the website's library. 

Click on "Site Action" and from the drop down menu choose "View All Site Content". 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Then you will see the following page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From this page you can browse all the libraries built within this website. 

 

  



 

People and Groups 

 

From this menu you can select the people you want to allow them to manage the website through 

certain permissions and what they can access and see from menus and libraries. New we're going 

to explain: 

 

 Specify what the visitors will see on the website: 

1. Click on "Site Action" from the drop down menu choose "Site Settings" and then 

choose "People And Groups". 

 

 

 

 

 

 

 

 

 

 

 

2. You'll see the following page: 



 

3. Then click on Site Permission: 

 

 

 

 

 

 

4. From the "Sittings" choose "Anonymous Access". 

 

 

 

 

 

 

5. Then you will see the following page: 

 

 

 

 

 

i. Option one "Entire Web Site": 

1. this will show the all the website content to the visitors.  

ii. Options two "List and  Libraries":  

1. The website owner will choose what to show to the visitors. 

iii. Option three "Nothing": 

1. The website will show nothing to the visitors. 

After your done with options selection then click OK.  

  



 

 Give Permissions to visitors: 

a. Click on "Site Action" then from the drop down menu choose "Site Settings" and then 

choose "People and Groups". 

 

b. Then you'll see the following page: 

 

 

 

 

 

 

 

 

 



 

c. Click on "Site Permission". 

 

 

 

 

 

d. From "New" choose "Add Users". 

 

 

 

 

 

e. Then you'll see the following page. 

 

  



 

f. In "User/Groups" write the username for the person you want to give the permission to. 

g. Click on the Person icon to make sure the user name is correct. 

 

 

 

 

h. Click on "Give users permission directly" and then choose the permissions that you want to 

give to the user. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Recycle Bin 

 

Recycle bin is used to retrieve the deleted information such as Pages and libraries, when we 

delete a page for example then it's stored in the recycle bin for 30 days period, and we can 

retrieve it as following: 

 

1. Click on "Recycle Bin". 

 

 

 

 

 

 

2. Then we'll see the deleted information and data. 

 

 

 

 

 

3. We'll retrieve a deleted page by selecting the page and then clicking on "Retrieve 

Selection". 

4. Then a conformation message will show click OK. 

  



 

5. Then we'll notice that the page disappear from the recycle bin and then appeared 

again in its place.  

 

Note: we can retrieve all the data and information in the recycle bin by clicking on  

and then click on Restore Selection. 

 

 To delete items from the recycle bin choose the wanted item and then click  

then click on OK. 

 

  



 

Create a Survey 

Create Questions 

Anonymous  Surveys ?  

 

First of all we have to check the following settings: 

Site Actions> Site Settings> Modify All Site Settings> Site Features 

 

Create a Survey: 

Site action --site settings -- modify all site settings ----Site Features-- all Features is 

active 

 

 

Site action -- view all site content ---- create ---survey 

 

Then write the survey's name and then click on the button says Next.  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

  

Fill up the previous needed information and then click Next Question if you want to add 

more questions to the survey or click on the button Finish. 

The survey is done but we still need to give a adding permission to the users. 

In the survey page we go to : 

Settings - survey settings - Permissions for this survey -- actions - Edit permissions -

 Then OK  

-- Anonymous --  

Add Items  -  Add items to lists, add documents to document libraries, add Web discussion 

comments 

 

 

 

 

 

 

 



 

Settings  

After finish with survey building make a Blank web part page and then click on add web part 

then we'll find the survey in the menu.  

 

Create A Custom List 

Create An Announcement List 

Create A Contact List 

 

Site actions - view all site content -create - contact - 

 

Add the contact's name and then click on OK. 

Then we need to give permissions for the contact: 

Settings - survey settings - Permissions for this survey -- actions - Edit permissions -

 Then OK  

-- Anonymous --  

Add Items  -  Add items to lists, add documents to document libraries, add Web discussion 

comments 

 



 

After that, we make a new page (Blank web part) then add web part to it, then web part's 

screen will show up, In the first part of the screen the contact name we added before will 

show.  

Now we can communicate with visitors through comments and suggestions.  

Create A Discussion Board 

Site Actions - 

Site action --site settings -- modify all site settings ----Site Features-- all Features is 

active 

 

Write the discussion board's name and then click on make or OK. 

Now it's time to give permissions on the discussion board. 

Settings - survey settings - Permissions for this survey -- actions - Edit permissions -

 Then OK  

-- Anonymous --  

Add Items  -  Add items to lists, add documents to document libraries, add Web discussion 

comments 

 

 

After that, we make a new page (Blank web part) then add web part to it, then web part's 

screen will show up, In the first part of the screen the discussion board's  name we added 

before will show activate it and then click OK.   

Now our visitors can join the discussion topics. 

 

  



 

Create A Links List 

Site actions - view all site Settings -- create -link 

 

 

 

Write the Link name and then create. 

After that, we make a new page (Blank web part) then add web part to it, then web part's 

screen will show up, In the first part of the screen the link's  name we added before will 

show and then choose your links. 

 

  List Management 

Check out/Check In 

If you close the page before you hit the button publish then you need to go through the 

following steps to edit that page:  

Site Action ---- view all site content ----- pages --  

Then click the pointer on unpublished screen and we know that it's not published by the 

green arrow on it.  

 

  



 

 

 

 

  



 

Restore a Closed Web Part 

Site Actions  

Edit Page 

 

 

Add Web Part 

 

 

Advanced Web Part Gallery And Options 

Add 



 

 

 

 

 

Closed Web Part 

Web Part List 

Drag the web part into the place we want to show it in 

 

 

 

 

 

 

 

 

 



 

 

After drag we but in it's place. 

Publish 

 

 


