
Customizing your Home Page 
A homepage can be customized with various types of web parts according to the site’s needs. Here are the directions, 
essential web parts and the result of how a customized page can look: 

1. Determine what information is needed on the page, Then determine what web parts are needed. 
2. Click Settings (gear icon, located on the top right) and then Edit page. 
3. To add a web part, click Web Part within the Insert tab, in the Parts group. Some web parts to start with are My 

Links, SharePoint Documents, RSS Viewer, Social and People. (Details below) 
4. Choose a web part and click Add. 

Functions of some useful web parts: 

Web Parts Function Thumbnails How to insert 
Documents This system library was created by 

the Publishing feature to store 
documents that are used on pages in 
this site.  

Add a Web Part > Apps > 
Documents > Add 

Images This system library was created by 
the Publishing feature to store images 
that are used on pages in this site. 

 

Add a Web Part > Apps > 
Images > Add 

Calendar Calendar 

 

Add a Web Part > Apps > 
Calendar > Add 

Tasks Tasks 

 

Add a Web Part > Apps > 
Tasks > Add 

Discussions List Use the Discussion list to hold forum-
style conversations, including 
question and answer, on topics 
relevant to your team, project, or 
community. 

 

Add a Web Part > Apps > 
Discussions List > Add 

Content Editor Allows authors to enter rich text 
content.  

Add a Web Part > Media 
and Content > Content 
Editor > Add 
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Site users Use the Site Users Web Part to see a 
list of the site users and their online 
status. 

 

Add a Web Part > Social 
Collaboration > Site 
Users > Add 

 

Here are some examples of a customized homepage: 
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