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Build an Intranet Home Page: Create a Content Type
Creating a content type is a powerful way to manage data consistently within a site collection.
Prerequisites:

WSS 3.0 or MOSS
Directions:

Create the Content Type:

1. On the site collection, select Site Actions -> Site Settings -> Modify All Site Settings 
2. Under Galleries, select Site content types
3. Select Create
4. Fill in Name and Description.  (Name: ‘Meeting Announcement’)
5. Select a Parent Content Type grouping (Page Layout Content Types)

6. Select a Parent Content Type (Article Page)

7. Create a new group (‘MNSPUG’)
8. You have created a new content type!

9. In the breadcrumb, select Site Content Type Gallery to see your new content type listed.  

Add the Content Type to a Document Library:  

1. Navigate to the document library

2. Select Settings -> Document Library Settings
3. If the document library has not been enabled to use content types:

a. Under General Settings, select Advanced settings
b. Select ‘Yes’ for Allow management of content types
c. Click OK
4. Under Content Types, select Add from existing site content types
5. Filter the list by selecting grouping (‘MNSPUG’)

6. Select the content type and select Add
7. Click OK
Notes:

Check out the Content Query Web Part instructions for a sample of how to use a Content Type to organize content on a home page.
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