SharePoint RichText Boost Tutorial

SharePoint RichTex@oost is an extension foruttiple lines of text columns that are usinch text
It changes the user interface of these columnsrbyiding an additional toolbar. This allows the
user to:

1 Increase/decrsa the size of SharePomth textarea, and save these settings;
1 Upload and insert images/flash as specified witleot¢ringa full URL;
1 Upload files and insert them as hyperlinkishout enteringa full URL.

Another feature of SharePoint RichT@&dost is that it allows the user or administrator to configure
therich texttoolbar accating to their preferences. Thian be either done in the List Settings for

each column that hagh textenabled, or globally in the Site Collection Settings. This approach
allows for an easier way to configure and administer the column settings, so the administrator could
turn off features that he recognizes as an issue, e. g. inserting pictfiast atto a list.

Administrating RichTextBoost columns

To change the settings globally, the administrator has to navigateSdaeHheollection Settings
page.

Global Home > Site Settings

Site Settings

Site Information

Site URL: http://vmdevbase/
Mobile Site URL: http://vmdevbase/m/
Version: 12,0.0.6421

Users and Permissions Look and Feel Galleries Site Administration Site Collection Administration

]
[d Rich

Then, by clickinghe RichTextBoost Settings Center butttime usewill be directed to the
RichTextBoost Settings page. This page allows the administrator to set the default settings for each
newly addedich textcolumn, apply the default settings to evach textcolumn,and display each

rich textcolumn in each site to change the settings according to his preferences.

Changing the default settings is accomplished by checking, or unchecking the button icons. After
changes have been made, the administrator should cah&mmby clickingthe Set as default



button Clicking OK will also save the default settings.

Customize the RichText Boost button configuration options for this site collection.

| Default RichText Button Settings |

Configure the default settings for the RichText Boost button layout in this site collection.

Fe@ | s | Of | O | OB | D4 | F& | Fv||7@;a|[ Set As Default |

Maximize size to  Restore to
window borders  normal size

Increase width Decrease width Increase height Decrease height InsertImage  InsertFlash InsertHyperlink

| RichText Boost Button Configuration |

Enable or disable RichText Boost buttons in this site:

[Global Home <] Apply Default Settings To This Site | Apply Default Settings To Site Collection |
List Column RichText Boost Button Configuration

Global Home > Announcements Body Fa| PP 3P 5| PP Fa P& FE FE
Global Home > Calendar Description FelFsal PPl PR P

Global Home > Product Dev Description p9| FE’ v ml ~ m‘ v ®| ™ .m|

Global Home > Reusable Content Comments FEI pal v [:]I ~ [:]l ~ I;_M' 72 -m|

Global Home > Reusable Content Reusable HTML Fea| Fe| P 3| P | F @ P PP # PR
Global Home > Tasks Description P PP QP | P @ P

Global Home > Team Discussion Body F;QI W‘E‘] v mi " [m v @1 P'{’J| p@ﬂ F/'V| F%I
Global Home > Team Discussion E-Mail Sender FelFsalF Pl PR P

Global Home > User Information List About me p@| FEI ~ m] ~ m‘ ~ g":' p-é]| v MI v v| p@|
Global Home > Workflow Tasks Description ,79| Fﬁl v m] v ml o [;hl '7{’]|

Manage license for SharePoint RichText Boost.
You are using a trial license for RichText Boost 1.10.1202.1 (30 days left). Please click here to manage license.

Clicking the'Apply Default SettingsTo Site Collection'button will change the settings for eaath
textcolumn in each site of the site collection to the default settings



(Gibal Home > Settings > RichTe

RichText Boost Settings Center

Customize the RichText Boost button configuration options for this site collection.

Default RichText Button Settings \

Configure the default settings for the RichText Boost button layout in this site collection.
e Fee | 0P | O | MR | ma | P& | FE | PG | St

Maximize size to  Restore to
window borders  normal size

’ RichText Boost Button Configuration ’

Increase width Decrease width Increase height Decrease height InsertImage  InsertFlash InsertHyperlink

Enable or disable RichText Boost buttons in this site:

| Global Home =] Apply Default Settings To This Site [ Apply Default Settings To Site Coftection |]
List Column RichText Boost Button Configuration

Global Home > Announcements Body p{-_'-}{ Wﬁ' ¥ m‘ v m‘ v ?i ~ ‘?4']| v LU_)_J! v M‘ l7 %‘
Global Home > Calendar Description ~ @1 ~ ﬁ} v 'ﬂ‘ v tl‘ v ?1 v ‘?ﬁ'

Global Home > Product Dev Description v 91 W,}) v 1]‘ v ":]‘ v ?] v ml

Global Home > Reusable Content Comments v 91 ~ Sj-’ v m’ v m‘ v r;,},] 72 -d’]|

Global Home > Reusable Content Reusable HTML 991 h—;ﬁl v 1-!‘ v ‘*‘ ~ ‘:%1 v Jqql v @‘Jt v y, v @Ea‘
Global Home > Tasks Description Fg}»% v ﬁ} v “‘ v m‘ ~ }' 7 411'

Global Home > Team Discussion Body '7@1 W&I v r:]‘ ~ W‘ v @‘ v #ﬁ‘ v M! v V‘ '7@;%-}
Global Home > Team Discussion E-Mail Sender v Qi v ﬁ) ~ ‘»&‘ v ‘4\‘ v ‘:%1 v éﬁ’

Global Home > User Information List About me ptﬂ’[ pﬁ’ ~ ‘&‘ ~ x]‘ v '}i ~ ‘?‘h| Vv @_N’ v w‘ |7 %‘
Global Home > Workflow Tasks Description v 1-_3}‘ ~ ﬁ'} v j&‘ ~ V:]‘ ~ :H v *4_,]|

License Management

Manage license for SharePoint RichText Boost.
You are using a trial license for RichText Boost 1.10.1202.1 (30 days left). Please click here to manage license.

The dropdown button on the left allows tlaeiministrator to navigate to each site in the site
collection. For each sitall listsand allrich textcolumns in these lists will be displayed with their
current settingslo only change the settings for one list, click the 'Agpéfault SettingsTo This
Site' button



Global Home > Settings > RichText Boost Settings Center

RichText Boost Settings Center

Customize the RichText Boost button configuration options for this site collection.

ok | cancel |
| Default RichText Button Settings ‘
Configure the default settings for the RichText Boost button layout in this site collection.
Me | Me | M@ | My | M@ | 04 | PR | P¥ | P | SHasss
Increase width Decrease width Increase height Decrease height Maximize size to Restore_to InsertImage  InsertFlash InsertHyperlink
window borders  normal size
: RichText Boost Button Configuration 1
Enable or disable RichText Boost buttons in this site:
(:
| HR Department _._]l Apply Default Settings To This Site l] Apply Default Settings To Site Collection |
WS
List Column RichText Boost Button Configuration
HR Department > Announcements Body pﬁ{ p#ﬁ‘ ~ «::ll v m‘ v }‘ [ {hi v M‘ 7 y‘ v %l
HR Department > Calendar Description v Q:}! v ﬁ“ v r]: v m‘ ~ }i v éﬁ'
HR Department > HR Management Description Vﬁl pﬁ‘ v rl: v :]' v ?‘; 72 "ﬁi v @B‘ 7 “f“ v @;a[
HR Department > Tasks Description 72 ﬁi v 2}‘ Vv fli Vv :]‘ v ?‘\ v *‘hi
HR Department > Tasks test F &3 p?}‘ 7 3]: v m 2 }“ p;ﬁi A j‘ 17@;3!
] - |
HR Department > Tasks rich p'ﬁ_;?l Vs @ *’J Vv :]‘ p’}‘ p’_;f]! F@HJ r.?:x‘f‘ p'@];a&
HR Department > Team Discussion Body pg{ pﬁi v I|| v r:]‘ v }J‘ [ 4ﬁi v \M‘ v V‘ v %\
HR Department > Team Discussion E-Mail Sender Vv “_}[ ~ ﬁ‘ v Ili v :]‘ v ?‘ " ';hi
HR Department > Test16 Feedback pﬁ} [7_)3‘ ~ «I” v m‘ v }‘ [ ‘l:hi
: License Management

Manage license for SharePoint RichText Boost.

You are using a trial license for RichText Boost 1.10.1202.1 (30 days left). Please click here to manage license.

ok | cancel |

Afterwards, he administrator can configure eaath textcolumn individually from the tojevel
settings page, making the sgi process more convenient arfficent.

After changing the settings, click OK to confir@licking Cancel without saving the settings will
open goopupwindow, asking the user if heally wants to leave the settings page.

Message from webpage B 5]

A Your settings have not been saved, Are you sure you want to
) leave this page?

| OK I Cancel

To configurerich textcolumns locally, the administrator can navigate to the List Settings page of
the list that contains th&ch textcolumns he wants to change.



Global Home > HR Department > HR Management > Settings

Customize HR Management

List Information
Name: HR Management
Web Address: http://vmdevbase/HR Department/Lists/HR Documents/Allltems.aspx
Description:
| General Settings ‘ Permissions and Management
@ Title, description and navigation a Delete this list
8 Versioning settings @ Save list as template
8 Advanced settings o Permissions for this list
8 Audience targeting settings o Workflow settings
@ List Item Ranking Settings (Powered by SharePointBoost) @ Information management policy settings
[D RichText Boost Settings (Powered by SharePointBoost) ] o ITtem permission batch settings(Powered by SharePointBoost)

@ Column permission settings (Powered by SharePointBoost)
o View permission settings (Powered by SharePointBoost)

@ Form validation settings (Powered by SharePointBoost)

There, clicking orthe RichTextBoost Settings buttothe administratomwill be directed to the
RichTextBoost Settings page for this list. Evergh textcolumn in this list will be displayed here
with detailsabout which buttons are enableddisabled. The administrator can then change the
settings for each single column according to his preferences.

Global Home > HR Department > HR Management > Settings > RichText Boost Settings

RichText Boost Settings

Customize the RichText Boost button configuration for each rich text column in this list.

| RichText Boost Button Configuration
Customize the RichText Boost button configuration for each rich text column in this list:

Column RichText Boost Button Configuration
Evaluation FalFsFQFHPFRrFyFUlFE PG

License Management

Manage license for SharePoint RichText Boost.

You are using a trial license for RichText Boost 1.10.1202.1 (30 days left). Please click here to manage license.

After changing the settings, click OK ¢onfirm. Clicking &Cancebwithout saving the settings will
open goopupwindow prompting for confirmation before leavitige settings pageithout saving
After saving the changes thesults othe changed settingagre displayeés showrbelow

You are using a trial license for RichText Boost 1.10.1202.1 (30 days
left). Please click here to manage license.
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You are using a trial license for RichText Boost 1.10.1202.1 (30 days
left). Please click here to manage license.
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Using RichText Boost

Atypical example of how SharePoint RichT@&dost improves working withich textcolumns is
illustrated below. Herea user is trying to change the size of the column editing area, amsert
image, and finallynsertaflashmovie

Increasing/decreasing the size of the SharePoint rich text area

In the default SharePointh texteditor, the editor box is very small. This makes editing and
formatting text difficult.

Description You are using a trial license for RichText Boost 1.10.1202.1 (30 days
left). Please click here to manage license.

& P PP W E G

SharePoinRich-Text-Box.jpg
Alt: SharePoint Rich Text bousing the SharePoint web part.
gives the user the option to change the size of the text input area by clicking the

, ::’ , or } .

buttons £



Description You are using a trial license for RichText Boost 1.10.1202.1 (30 days
left). Please click here to manage license.
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The changedettings othe textbox size will be savesd that it will remain the samee the next
time it iseditedby the same user and browser

Inserting images with SharePoint RichText Boost

Click the button, and the "Insert attached image" dialog will ppp u

x
Select image: | L] elete
Upload image: I Browse... | | Upload I

Alternative text: I

¥ Keep original size

Width: I Pixels
Height: I Pixels

OK Cancel

Click theBrowsebutton to select an image from your computer. Then, click "Upload”, so that the
image can be uploaded to the server as an attachment to the itamagkename will be displayed

in the "Select image" field. Next, specify the image width and height, or keep the original size by
checking the "Keep original size" checkbox.



/9 Insert Image -- Webpage Dialog 5]
Select image: | brainstorming-webiste_image. :_I | Delete I

Upload image: I Browse... I Upload |

Alternative text: |RichTextBoost Brainstorming|

IV Keep original size

Width: I Pixels
Height: I Pixels

OK Cancel I

Click OK to confirm, and the picture will be inserted into tioh textediting area.

Inserting flash with SharePoint RichText Boost

Click the button, and the "Insert atthed flash" dialog will pop up:



