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We are a small group of users who will be maintaining/updating content on the agency’s website and Mircosoft SharePoint is the tool we will be using to get the job done. If you have previous experience with TeamSite/SitePublisher you will find SharePoint offers an easier and more intuitive environment to work in. It really is What You See Is What You Get (WYSIWYG).

SharePoint is a collaboration technology that has been around for awhile but is new (Spring 2012) for the State of Oregon’s web management. For most of us this will be our first experience using it, and as with new technology there is a learning curve. When you first sign in and start making updates there will be some confusion and frustration. With time, practice, and a little basic information, you should be comfortable working in the environment in no time.   

This handbook will cover the basic and most used functions you will use in your day-to-day management of the webpage. If at any time you get stuck or need to do a function that is not listed please contact your web team lead. They will be able to help you or can put in a trouble ticket with the E-Gov Help Desk. 

Welcome to the OMD Web Team!  
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SharePoint offers the ability to create and format webpages that are limited only by your imagination. However, we are restricted by DAS (Department of Administrative Services) to a particular look and feel with pre-set templates, wrappers, and limited access to some options (such as only one type of table). In addition to the limits set by DAS, OMD (Oregon Military Department) also has some guidelines for how the pages are organized.

It is important that the content on the website is relevant and presented in a manner that will keep the interest of visitors. Think of our site as a store, any visitors are customers, and the amount of time they spend on the site is like money they spend in our store. The more customers we have, the longer they stay in our store, then more money we earn. If the customer can’t find what they want quickly, they will become frustrated and leave. So it is our responsibility to ensure that our customers enjoy their visit to our website and come back often.

While working on your page, remember the three-click rule, which is one of the most important principles of web design. The three-click rule suggests that a user of a website should be able to find any information with no more than three mouse clicks. While not being held as a hard rule, it is one to keep in mind when laying out the design of your section/pages of the website.
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Standard layout of
the OMD Homepage:
· Rotating Story
· Left Navigation/
Current Navigation
· Left Content
· Right Content
· Right Navigation



Rotating Story: Any Homepage can have a rotating story. Talk to the Webmaster or a Team Lead if you have interest or need help setting one up.

Left Navigation/Current Navigation: This panel will be visible on all pages and allows quick access to links throughout the page. Each Section should have a link to the main page (in bold) and can be followed by links to programs or other information (offset).

Left Content and Right Content Sections: This is where information or stories can be added which are current, relevent, or newsworthy. While some bits of information will remain for long periods of time, please remember to take them down, once a due date has passed. So keep a suspense record if material is posted with exhaustion dates in them. 

Right Navigation: Contains set links to other State pages as well as the Current Topics menu. You will not modify this section as it will carry through to all sections within OMD. 

[bookmark: _Toc349301690]Logging In

Your website log in is located at: http://authoring-cms.oregon.egov.com


When you go to the link this box will popup. 


[image: ]Sign in with your 

username

and 

password.




This should get you into the Oregon Military Department Homepage.
[bookmark: _Toc349301691]SharePoint, First Things First

When you first log in you will see the webpage as it looks to everyone else except you will have a blue bar with your name in the upper far right corner and a ribbon menu on the left. The ribbon menu options will change depending on what operations and functions you are using. 

The Site Actions and Navigate Up buttons are shown in this ribbon.  Site Actions is a dropdown menu that gives you options to choose from that will allow you to edit and create pages, upload documents and files, and view site content.  Most of your actions will start from this menu.  The Navigate Up button displays the breadcrumb trail of pages that you visited, allowing you to navigate quickly.   
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Chapter 1
Editing/Creating Pages


[bookmark: _Toc349301693]Edits/Links/Documents 

To make edits and add links or documents to a page:

· Find the page you will be editing.
· Go to Site Actions dropdown menu.
· Choose Edit Page.
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The home page is different from most webpages because it contains several webparts and navigation menus that are edited and or changed in other locations. The sections you will be able to change directly on the page will be the Left and Right Content areas.
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Note: These content areas are set up as tables. The grid lines are not visible, unless you turn the grid lines on. You will want to do this when you add or delete sections from these areas so you can have better control of layout and formatting. 






To turn on grid lines: 

· Place your cursor in the content area to allow the Table Tools menu to become available. 
· Click on the Show Grid Lines from the ribbon. This will allow you to add cells above or below to create new sections, or delete the cell to remove them.
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· Go to the page you will be editing.


· Find the Site Actions dropdown menu.
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· Choose Edit Page.





· Scroll down where the changes need to be made, make the edit.

[bookmark: _Toc349301696]What the Editing Ribbons Look Like

Page:
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Publish:
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Editing Tools Tab includes “Format Text” and “Insert” which have options that are similar to options in Microsoft Word. 


Format text:
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Insert:
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Link Tools:
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REMEMBER: When you are done making your edits or changes, be sure to go to the “Page” tab and hit the “Save & Close” button. This will close your editing ribbon. 
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In order for your site page to be visible to the public with the changes that 
you have made, you will need to click on the Publish Tab.
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Then, click the Publish icon. 




[image: ]This window pops up. 
You just need to push the Continue button to confirm your intention to publish the page. 






When the changes have been made it will refresh the page with your changes showing. Be sure to check the website online from the primary website address to ensure that your changes came out the way that you intended.

OMD Website:

http://www.oregon.gov/OMD/Pages/index.aspx





[bookmark: _Toc349301698]Exception to these steps

The first time you have made changes/published a page, you may see the following pop-up boxes:
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What to do:

If this is the first time you have worked on a page you may see these pop up boxes. First hit the “ok” button then because the system is requiring a Description for each page, you will need to add something to this line. Then you will save the information and you will not have to do this step again.
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· Go to the location on the page you will be adding the link or document.  Type out the text you want (name of document or “link to”).
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· Under Editing Tools choose the Insert ribbon.

· Highlight the typed words that will be linked then click on the Link button.

· Decide if the link will be from SharePoint (ex: an existing document) or From Address (if to a webpage or link from outside SharePoint).

[image: ]From SharePoint:
 
· If you are linking from SharePoint this window will appear. 

· Route to the document you want. When you make your choice the link should appear here. 

· Once the correct document has been chosen, click OK.

From Address: 

· If your link is from a web based address then insert the text to display and the address.
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· If linking to an email address, choose From Address and type in mailto:email@address in the address box. Your text to display will automatically pull your highlighted words into the line. 

· Then press OK and it will add the information you requested.

[bookmark: _Toc349301700]Uploading New or Replacing Existing Documents in SharePoint

To upload a new or replace an existing file, document, image, etc.:


[image: ]· Go to Site Actions dropdown menu. 

· Click on View All Site Content option.

This window will pop up:
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            Choose which folder to work in. 







[image: ]This ribbon then becomes visible:









· Under the Library Tools Tab click the Documents subfolder. 

· Choose the Upload Document icon. 











Next, you will see this box appear:
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You will have the option to upload one or multiple documents.

· Click on Browse and find the document you want on your computer. Make sure the “overwrite existing files” option is checked. Then click OK.


The next box that will appear looks like this:
[image: ]Next Steps:

Name - Leave the same.

Title – Fill in with a descriptive name of the document. 

Copy to State Library – Do not check this box, unless the document is a Publication Locale.

Metadata - List any key words that describe
the document or words, which may be used 
in a search engine (like Google).

Retention Period Date – optional, but it is a good rule to keep them for 1-2 years.


Then press the Save button. 

[bookmark: _GoBack]
The document is now saved or replaced.
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Things to know when editing a page: Each time you edit a page, you have it “Checked Out”.  If you don’t Publish the page, it will still be “Checked Out” to you. This means that no one else can make changes to it. 

SAVE OFTEN:  if you will be working in the website for a long period of time, save often and check it back in, if you have to step away. 

If you try to edit a page but can’t: it is probably checked out to someone else. To view who has it checked out, browse to the page in Site Actions -> Site Content & Structure or contact your Webmaster/Team Lead and they can see who has it checked out. The Webmaster/Team Lead can check it back in for you, if needed. 

Warning: by doing this all the work done by the person who had it origionaly checked out will be lost.  

Be safe, not sorry: always check to see if your page is checked “in” or “out” when you are not working on it.  Editing Tools – Format Text – Check In (or Out)

Publishing Pages: ‘Save & Close’ does not publish your content for the world to see. You need to follow the steps for publishing your page.

Copy/Pasting Information: It is not recommended that you copy and paste from Word. Formatting will be brought in that can mess up your webpage. Create or save in a text format first, then you can copy and paste if you choose.  
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