
 

 

Editing Hosts File 

Your existing web site is the one that is accessible to the general public seeking knowledge 

about your department. In order to work on your new SharePoint site, since it carries the same 

URL as your existing web site, you will need to edit the hosts file on your computer. It is 

important to know that you are going to need to change the host file back to access the existing 

site. 

1. On your Windows 7 computer, open up Windows Explorer from the task bar.  

a. Click on your C drive and navigate to: C:\Windows\System32\drivers\etc 

b. Highlight the hosts file 

 

2. Drag the hosts file to your desktop.  
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3. Click on the Continue button. 

 

4. Click on Yes to allow the program to move the file to your desktop. 

 

5. Click on the hosts file 

a. Double click to open hosts file 

b. Choose Notepad as the application to Open 

c. Click OK to open Notepad 
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6. You will need to add the IP address and the web site name to be able to edit in the new 

SharePoint website. Since you have an existing site using your existing URL and 

website name and the new site will carry the same name, you will need to switch back 

and forth. Changing the host files allows access to the site before it goes public. Add the 

IP and site name as shown below: 

 

7. Save the hosts file and Exit Notepad. 

8. Drag your saved file back to the folder you got it from: 
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9. Close Windows Explorer, you are done. 

10. To set the hosts file back so that you can access the original web site, you will need to 

insert a pound sign (#) in front of the web site as shown below. To do this start at step 

1 above. 

 


