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Introduction

The college website is now transitioning to Microsoft SharePoint. Among other features, SharePoint
enables easy editing of a website through any web browser. To take advantage of this new system, you
must re-create your website using SharePoint. A placeholder for your departments SharePoint website
has already been created and is waiting for your content. If you find that your site does not exist, please
send a new site request to helpdesk@canyons.edu.
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Access Your SharePoint Site

You can use any browser to update a SharePoint web site. Login to your SharePoint web site by clicking
the “login” button, and enter your canyons.edu username and password when prompted. Once logged
in, you will see new links for “Site Actions,” “Page” and “Edit” appear at the top of the page.

1. Launch Browser > got to: www.canyons.edu > find your sub-site

W '6 & http:/ Aoanane canyons.edufdepartments/biology D~a3X

2. Find and click the login icon (small college logo) on the footer of the page. This will reveal the
SharePoint Ribbon.

QUICK LINKS

3. Find and Click System Account > Sign in

My Site

Open your personal homepaae

My Profile
View and manage your profile.

My Settings
:E?y’ Update your user information,

regional settings, and alerts.

Sign in as Different User
Loagin with a different account.

Sign Qut
Logout of this site.

4. Use your canyons.edu login: (lastname_firstinitial)
Note: I.E. will sign in for you when on campus, but off campus you will have to login.
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Edit Your Home Page

Click the “Edit” button near the top of the page to reveal your SharePoint editing ribbon and start
editing the page. The editing tool ribbon functions similar to Microsoft Word and is you main tool for
editing content on a page. Changes do not become live on the site until you click the “publish” button.

1. Click the Edit Button access the Edit Ribbon

Site Actions -
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Site Pages Gears Project Home| )
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Data Connections add a new image, change this welcome text or add new lists to this page
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4. Save & Close your Page - Note: Select “Publish” when you are ready to make your new page live to the
public. Until you publish, only you will see the changes you’ve made.
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Working with Text

The Font and Paragraph tools are located within the middle of the editing tool ribbon. The font tools
can be used to select available typefaces, change font color and font size.

Paragraph tools are also available, next to the font buttons, to change the alignment of text. Above the
paragraph tools are list tools for bulleted or numbered lists.

1. Select Text and change the font size
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2. Find the Font Colors, & Paragraph tools
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Inserting Pictures
From Edit Page Mode, Insert Tab > Picture. This will launch a dialogue box to “Select Picture” and you
can browse for an image on your computer. Then choose to upload to “Site Assets”.

Once your photo is loaded, you can edit size settings under the “Picture Tools” design tab. Options

include position, size, re-link, alt tag and spacing.

1. Click Insert > Picture

Editing Tools

Site Actions ~ @ M Browse Page Farmat Text Insert

=l Y R =N il

Table Ficture “Wideo and Link Upload  Reusable Web  Existing  Mew
- Audia - File Content - Part List List

-

Tables From Computer [:S Links Content Webh Parts

T O T

; iz Fram
Librarie Insert Picture From Computer

. From 1
site Pac Upload and insert a picture from 3“-{)J e Ct H 0 m e

Shared Docul  your camputer onto the page.

Data Connections

2. Find Picture Size Options

Editing Tools Picture Tools

Format Text Insert

om ] E@E . HorizontptSize: 199 py
ﬁj‘ ‘;‘J Wertical Bize: 84 px
Image  Position
Styles - = ¥ Lock Aspect Ratio

Styles  Arrange Size Spacing

orizontal Space: 10 px

4 F 4 b
—
4 F 4 F

‘Jertical Space: 10 px

Note: ADA compliance requires you to enter in ALT tag image descriptions.
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Making Tables

From Edit Page Mode, Insert Tab > Table. Select the cells you want. Add/Remove cells and resize cells
as needed through the “Table Tools” ribbon on the “layout” tab. And next to the “layout” tab is the
“design” tab which offers a few optional “styles” for tables under the “styles” button.

1. Click Insert > Table

Editing Tools
Site Actions - § [  Browse  Page Format Text || Insert

& Q1) By M m

Table Picture Yideo and Link Upload Web Existing Mew
- - Audio - File Part List List

| tnsert Table.., Links Web Parts

Insert Table

I
I
I
I
I
I
I
I
I
I | |

2. Explore the Table Cell Layout Options

Editing Tools Table Tools X )
IT SP Temp7 Site Admin ~

Site Actions - §ff [  Browse  Page | Format Text  Insert | Layout

ﬁ ﬁ Sts ﬁ iiaj E . o Table Width 1003 2 33 Column Width 254 py * Summary:
E_ . ﬁ ﬂ §'[[ Table Height 37 py ¢ I]] RowHeight 13 py .
Mones Coies Cis.  Above Beiow Lem mont e
Table Merge Rows & Columns Width & Height Froperties
Recently Modified Insert Table
Home |
Docs
BioPg2

\4/ Recycle Bin

[E anl site content

3. Click Table Styles to see available styles

Editing Tools Table Tools

Site Actions ~  § [FE  Browse  Page | Format Text  Insert | Design

[#] Header Row [ Foaoter Row ]

5

First Calumn [ Last Column

Styles
Table Style Options T3 Taple Style 1 - Clear
Recently Modified Table Style 2 - Light Banded

Table Style 3 - Medium Two Tones
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How to Create New Pages
Create a new page by selecting Site Action > New Page. New pages are based on pre-made templates.
You are only able to edit the content within the editable region.

1. Site Action > New Page

p— Edit Page
| } Edit the contents of this page.

_J Swnc to SharePoint Workspace

|S-¥_ Create a synchronized copy of
= this site on your computer.

- Mew Page
| | Create a page you can .,\ﬂ‘_n)
customize.
Mew Document Library

_D Create a place to store and
chare documents.

2. Page Name Dialogue Box

New Page 0 x
This page will be created in the Site Pages library.

MNew page name:
|New Media

| Create |-, I Cancel

3. Insert content into your new page using the edit ribbon.
(See section “working for text” and “inserting images.”)

Note: You can alter the page type after the page is created.
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Navigation
The default page template comes with a navigation system. Add & Edits links by going to the “Site

Settings” under the Site Actions menu.

Our Department

SubSite-01 Home About Us Our Programs ~

1. Site Actions > Site Settings >Navigation

55 Site Settings

Access all settings for this site.

& Look and Feel

i.% Welcome Page
Title, descrniption, and icon
Master page
Page layouts and site templates
Tree view
Zite the
Navigation

2. Scroll Down to "Navigation Editing and Sorting"

vt o g ! ety
e thas s = ey W e vgates Lew uner Tut The T T3 Ceabe, Seiets
£ pgeton ks 2 el 1 e S - eupalen Frey adden beades and

oo th 6T o e najes aed noates - Glskal Kavganer

3. Click "Add Link” - Note: add your link under Global Navigation and not Current Navigation

o Add
- HeadiNg..

=4 Global Navigation

&, About Us

3 Our Programs

& Program A

& Program B

4 Current Navigation
[d Libraries

@, Site Pages

Note: if you click “Add Heading” you can create a drop down list.
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4. Give your link a Name at the Dialogue Box, Then Click Browse to find your URL.

a Mavigation Link -- YWebpage Dialog

I% Edit the title, URL, and description of the navigation item. ‘

Tite:  About us| /\

URL:  hitp:// { E O oy )|
|:| Open link in new window \_/
Description: -
Audience: | |Q/ [

OK ] [ Cancel

5. Select the page you want to link to and then click OK

aSe\ectanAsset--Webpage Dialog

% Current Location: Pages at http://www2.canyons.edu/workshop/01/Pages

[} upload All Documents ~

[Ma-z-Links -
Elcantent and Structure Reports
|5 Customized Reports

Mame Modified Modified By Scheduling Start

AboutUs
default

0/2/2013 11:48 PM IT SP COCPub Site Admin
10/2/2013 10:39 PM IT SP COCPub Site Admin

m

[E4Documents
10/2/2013 10:55 PM IT SP COCPub Site Admin

[E}Form Templates A

&)
&,],Images @ Program- 10/2/2013 11:38 PM IT 5P COCPub Site Admin
=}y Pages B

m

[TReusable Content & sSlideShow  10/2/2013 11:08 PM [T 5P COCPub Site Admin .

|E}site Assets

|5} site Collection Documents

|5}y site Collection Images
[} style Library

ElTUpNavigatiUn =
a | [ r

Location (URL): fworkshop/01/Pages

[ 0K ] [ Cancel ]

6. Click “OK” to finish the navigation dialogue box, then Click OK at the navigation menu.
Your new link should now appear in the navigation bar.

Our Department

SubsSite-01 Home About Us Our Programs ~
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Hyperlinks
From Edit Page Mode, Insert Tab> Link. This will launch a dialogue box to “Insert Hyperlink.” Then enter
the text to display and the address of the page you’re linking to.

1. Clink Insert > Link

Editing Tools
Site Actions -~ B M Browse Page Format Text || Insert

= kM & QT 5 m i

Table  Picture Video and Link | Upload  Web Existing Mew
ile

- - Audio - Fil Part List List
Tables Media From SharePoint Web Parts
Recently Modified From Address
Cocs
Home
BioPg2

4 Recycle Bin

2} All Site Content

2. Name your link and Copy Paste URL into dialogue box.

Insert Hyperlink 8 x
Text to display: |Google

Address: |http://www_google.com|

QK ] [ Cancel
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Notes
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