SCC Website User’s Manual

Login Procedure

1. Open Internet Explorer and key the following Web address: sccollege.edu and press Enter.
The “new” SCC Welcome Page will display.
2. Click the Faculty & Staff link in the Quick Links listing in the left column.

The Faculty & Staff welcome page displays as shown below.

Santiago Canyon College em=mmmem

Pathways to Success

8045 E, Chapman a0 » APPLY/RECORDS « SIGNIN « HOME

Faculty & Staff

« Staff Diractory

« H Driva/Wabmail Accass
= Update Your Website
« Employee Intranet

« Administrative Services
« (Calendar of Events

« Accreditstion

« Educational Master Plan
= Academic Senate

= RSCCD

Santiago Canyon College is a part of the

3. Click the Sign In link in the upper right-hand area of the page (see arrow above).

The User Name and Password prompt displays.

Connect t019218945.77 7
==
=

TN

Connecting to 192.1839.45.77.

User name: € rscibusche_dan i

Passward: |

[T Remember my password

ol'q ] | Cancel

4. Enter the following:



e User Name: RSC\your user name (You must key the letters “RSC” and a backslash “\” before your
user name. Your user name is the same as you use to access your district e-mail account.
e Password: password (Use the same password that you use for your district e-mail account)
Note: user names are not case sensitive but passwords are.
5. Navigate the site to the page you wish to edit. You can use the Quick Links in the left column or you can

key the name of the page in the search copy and click Search.

The page you wish to edit should be displayed. All pages that you have permission to edit will have
a blue Site Actions button and a “welcome” line to the left of it as shown below. (Note: Your
display window should show the page to which you have navigated, not the SCC main page as shown

below.)

Welcome R

g Santiago Canyon College S

Pathways to Success

. Chaprman A A 3 S + APPLY/RECORDS

QUICK LINKS
About SCC
Students
Blackboard Access
Cnline Classes
Library
Admissions & Records
Programs and Courses
Athlatics
Continuing Education

6. Click the Site Actions menu and review the options in the menu.

x Create Page
Create s page in thissite.
| =y | CreateSite
iR | Add & new site under this site,

View All Site Content

Viewy all libraries and fi

View Reports

v reports on documents, pages [

Site Settings

Manage site settings on th

ite,

— Manage Content and Structure
== R content and structure in this
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The Site Actions Menu

7. In the Site Actions menu, select the View All Site Content option.

In the All Site Content area, notice you have links to a Documents, Pages, and Images folder. These are

your site’s Document Libraries.

Santiago Canyen College > Students > All Site Content

All Site Content

Il Create yiew:  All Site Content

Name Description Items  Last Modified

r
I Document _IJbra ries
|

5] Documents This system library was created by the Publishing feature to store 0 3weeksago
documents that are used on pages in this site,

3] Images Thiz system library was created by the Publishing feature to store 2  9daysago
images that are used on pages in this site.

[F] Pages Thiz system library was created by the Publishing feature to store 1 &days ago

pages that are created in this site.

| Picture Libraries

There are no picture libraries, To ceate one, dick Create above.

Lists
| 2] Workflow Tasks This system library was created by the Publishing feature to store 7 8daysago
‘ workflow tasks that are created in this site,

Sites and Workspaces

‘ There are no subsites or workspaces. To reate one, dick Create above,

| Recycle Bin

&) Recyde Bin Use this page to restore items that you have deleted from this site, 0
or to empty deleted items.

8. Click the site name to return to the site’s welcome page. The site name is to the left of the “All Site

Content” path name at the top of the pages. In the illustration below, the site name is “Students.”

Santiago Canyon College = Studepts > All Site Content
All Site Content ﬁ

| | i reate A

| MName Description

Document Libraries

(i3] Documents This system library was created by the Publishing featu
documents that are used on pages in this site,

{E3] Images Thiz system library was created by the Publishing featu
images that are used on pages in this site.

\53] Pages This system library was created by the Publishing featu

pages that are created in this site,

s ) Hls e
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Exploring the Page Editing Toolbar

9. Click the Site Action menu and verify that Hide Page Editing Toolbar is listed. If Show Editing Toolbar is
displayed, click it to show the toolbar. Note: This menu item is a toggle which means that you turn on

(show) or turn off (hide) the Editing Toolbar by clicking.

The Page Editing Toolbar now appears at the top of your page.

Version: Published (6.0 Status: Published and visibie to all readers  Publication Start Date: 4/7/200% 3:41 AM

Page * | Workflow » | Tools v | |[53 EditPage

10. Click the Page menu on the Page Editing Toolbar and review the menu items.

Ueri'ion: Published (5.0) Status: FL

PARE. T okl r. L hanls. __j E
R H
h Check Out

.__?.i Page Settings and Schedule
¥ Delete Page

11. Click the Tools menu on the Page Editing Toolbar and review its menu items.

=0

o n N = i L=

Preview in New \Window
| Check for Unpublished Items
'I

Version History
Compare Text Changes
| Wiew Page Status
I
I

Yiew Recyde Bin |
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The Welcome (Default) Page

When a site is created, the first page of the Site, which is called the Welcome Page, is also created. The
Welcome Page is a special page because it is the first page a visitor will see when they visit your site and;
therefore, should not be deleted or renamed. As with all pages, the Welcome Page is stored in the Pages
Document Library, which is accessed via the Site Actions menu View All Site Content option (which you

explored above).

You use the HTML Editor to add and revise content on your pages. The HTML Editor gives you many text
editing tools and is very similar to a word processor. You can also “copy” content from MS Word, Excel, and
other programs and then “paste” the content into the HTML Editor. Most of the time, copy and paste
procedures work well. However, sometimes minor or major reformatting of the pasted content is required in

order for your content to look good.

Creating a New Page

1. Verify that you are in the site where you wish to create a new page.

2. In the Site Actions Menu, click the Create Page option.

Create Page
Create a page in this
O

)
i |

2g

af
-]

l.!'g

5

m

= N

View All Site Conifgnt

LUEs | View all ibraries and s in this site

View Reports
View reports on documents, pages 4

and tasks,

Site Settings

Manage site setbngs on this site.

[am— Manage Content and Structure

antent and structure in this

3. On the Create Page form, key a Title and Description, and select a template type (see sample below.)
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Title:
Sample New Page

Descripton:

This page was created as a training
document and may be deleted.|

URL Name:

Pages/ SampleNewPage 380X

Article Page ] Article page with bod
(Article Page) Article page with image on left
(Article Page) Article page with image on right
{Article Page) Article page with summary links
(Redirect Page) Redirect Page

{Welcome Page) Blank Web Part Page
{Welcome Page) SCC Faculty Fage

{Welcome Page) SCC Library Page

{(Welcome Page) SCC Menu Page

(Welcome Page) SCC Staff Page g

m

4. Click the Create button that appears at the bottom of the form.

The page is created and is checked-out to you. You can verify this by looking at the Page Editing
Toolbar. Version is set to Checked Out and the Status is set to “Only you can see and modify this

page.” The page is in Edit Page mode.

& Sample New Page
| P g

Version: Checked Out Status: Only you can see and modify this page. Publication Start Date: Immediately

Page™~ | Workflow = | Tools = _ﬁ] Chedd Wohare Draft | <] Submit for Approval

E Santia e

Note: When a page is Checked Out, the page cannot be edited by another person until you check the

page in or approve the page for publishing.
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Adding Content to a Page

1. In the Pencil at the bottom of the Page Content area of the page to display the HTML Editor Toolbar.

MNew .I'—‘age

HTML Code

& ¢

The HTML Editor Toolbar (see below) will display the top of the Page Content region.

R == T
B I 0

111
i
11
il
-
4

W

T
4

=

5

[

Ea

Apply €85 Class | Normal - | Times Mew Roma » | 3

2. Add content to the page:

a. Position the cursor so that it is at the starting point of the Page Content area and key the following

text:

This is sample text for this page. Notice that as you type the box expands to fill the space.
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LS L 7]

= =

6 Ba9-0c-R 0 HREEM = E 7

Apply 55 Class = || Mormal ~ || Arial =2 =B F U

e
4
=

il

I
I

Ll

i

4

4

This is sample text for this page. Motice that as you type the bpx expands to fill the space.

Page content

HTML Code

#F 4

P = FONT > RemoveElement

b. After keying the text, click on the Spelling option in the Tools menu of the Page Editing Toolbar.

Run the spell check to ensure that there are no typos in the text that you keyed.
c. After the spell check is complete, click OK to continue.
5. Edit the text as following:

a. Using the mouse, highlight the first sentence, then in the HTML Editor Toolbar, click the font

dropdown list and select Arial.

b. Click the “undo” icon on the HTML Editor Toolbar (the arrow curving to the left) to return the text to

its former style.

c. Click the cursor some place in the first sentence, then in the HTML Editor Toolbar, click the font size

dropdown list box and select the 6 option.

6. Save your changes by clicking the Save and Stop Editing option in the Page menu of the Page Editing

Toolbar.
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Uploading an Image into the Images Library
Before you can place an image on your webpage, you must upload the image into the Images Library.
1. Click the Site Actions menu and select View All Site Content.

2. Click the Images link that appears under Documents Libraries.

Santiage Canyon College > Students > All Site Content
All Site Content

11 Create

Mame

Document Libraries
\iF Documents

(3 Images

\L3] Pages
Picture Libraries

There are no picture libraries. To create one, dick Create above,

Lisks
(] Workflow Tasks

3. In the Images Library window that displays, select Upload Document in the Upload Menu.

New > | Upload [+ Actions » | Setfings'~

Uplozad a document from your computer

I # Upload Document
_!j to this library.

Upload Multiple D it

g !&JJ Upload multiple d i3,

o

computer to this

4. Inthe Upload Document form that appears, click Browse and navigate to a graphic (image) file on your

computer, then click Open.

5. On the Upload Document form that appears, leave everything as it is and click OK to upload your image

to the Images Library.

6. Date set to Immediately and Scheduling End Date set to Never. Click the Check In button. On the

Images Properties form, key a title in the Title field. Leave the Scheduling Start
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The document was uploaded successfully and is checked out to you, You must fill out any required properties and cheds itin before other
users will be able to access it,

-

y Items on this list require content approval, Your submission will not appear in public views untl approved by someone with proper rights,
*  Mare information on content approval.

Check In | | Cancel I
7( Delete Item '? spelling... * indicatas 3 required fisld |
t I
|
Hame * Trees ipg
Title Tress Logo|

Scheduling Start Date @ Immediately

1 on the following date:

Scheduling End Date @ Never

(71 0n the following date;

|
Version: 0.1 | Check In | | Cancel
Created at 4/16,/2009 11:356 &M by R5C'\Busche_Don

Last modified at 4/16/2005 11:356 AM by RSC'Busche_Don 1

You have successfully uploaded your image and checked it in. Now, you need to publish it so other

authors in this site will have access to this image should they wish to use it.

7. In the Images Library, which appears after checking in your image, put your mouse over the name of the
image you just uploaded, click the down arrow, then select Publish a Major Version from the menu that

appears.

‘Wiew Properties
53 | EditProperties
gj Manage Permissions
Li'_:] Edit Document
P Delete

Send To 4
| g Check Out
gl Publish a Major Version Jh
J] Version History =
(= | Warkfiows

Alert Me

8. On the Publish Major Version form, leave the Comments field empty and click the OK button.
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Zantisgo Canyon College > Students > Tmages > Trees = Check In

Publish Major Version

Use this page to publish the current version of this document.

¥ Items on this list require content approval, Your submission will not appear in public views until approved by someons with proper permissiol

Comments Comments;

Type comments describing what has changed in this version,

e J[

9. On the Start Parallel Approval page, click the Start button, which appears at the bottom of the page.

Note: It is not necessary to key in a message and due date on this form during this training session.

However, in the “real world” you may want to do this.

L

Santlago Canyon College = Students =Images > Trees > Workflows > Start Workflow

Start "Parallel Approval": Trees

Reqguest Approval

To request approval for this document, type the names of the people who need to approve it on the Approversiine, Each person will be assigned a task to
approve your document. You will receive an e-mail when the request is sent and once everyone has finished their tasks.
13 Assign a single task to each group entered (Do not expand groups).

&

Type & message to indude with your reguest:

Due Date
If 3 due date i specified and e-mai is enabled an the server, approvers will receive a reminder on that date if their task is not finished,

Tasks are due by:

10. After clicking the Start button, you will be redirected to the Images Library. Notice the status of your

image is now set to Pending.
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MNew - Upload =  Actions = Setings -
Type Mame Modified ! Modified By Approval Status FictureWidth  Rictu
Lzﬂ 446/2005 2:29 PM System Account  Approved 378
ba_mmenu_students “
™
::] 46/2008 2:30 PM System Account  Approved 150
by_title ol

Li:j 4{16/2009 12:01PM RSC'Busc n Pending 2403
L > —
Trees | Hew -
by o5 —
-

11. Next, try to approve the image. Put your mouse over the image name. Select Approve/reject in the

menu that appears.

‘iew Properties
_:j' Edit Properties
'3_,3 Manage Permissions
LIE] Edit Document
K Delete
Gend To L4
Approvefreject
Chedk Out

Cancel Approval

Version History

Workflows

Alert Me

12. If you do not have the necessary permissions, you will get an “Access Denied” error message. If you
have the necessary permissions, you will be able to approve the new image. In this training lesson you
should have the necessary permissions, so an Approve/Reject page will display as shown below.

13. Onthe Approve/Reject page, select Approved. This item will become visible to all users.
and then click on the OK button.

Note: It is not necessary to put any comments in the Comment field during
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14. When prompted about the content approval running, click on the OK button to continue.

Santizgo Canyon College = Students = Images = Trees > Approve/Reject

Images: Trees

Use thiz page ta approve or reject submissions, Note that rejecting anitem does not delete it, and that users who know the exact URL of a
rejected item can still view it. Learn about requiring approval,

Approval Status

Approve, reject, or leave the status of the item az
Pending, If you approve or reject this ftem, any conte
approval workflow that is in progress for it will b
canceled,

@ Approved. This item will become visible to all users,

(7)) Rejected. This item will be returnad to its creator and not appear in
puiblic views.

3 Pending, This item will remain visible to its creator and all users with
the Manage Lists permizsion.

Comment

-
Uze this field to enter any comments about why the item
was approved or rejected.

ok |[ cancel

@ A content approval workflow is currently running to approve this item.,

If you continue this action, you will cancel the workflow.

| ok || Cancel

15. The image is now uploaded, checked-in, and approved.

hew ~

Type

C

flame

Modified ) Madified By Approval Status Picture Width  Picture Height

4f6/2005 2129 PM System Account  Approved

378 440
bg_mmenu_students

HEW ﬁ
4/6{2008 2:30 PM  System Account  Approved 150 27

bg_fitle ! rew IR
1/7/2009 1:13PM RSCYBusdh Approved 2403 1475

Trees ! uew i ——

2= -

13
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Adding an Image to Your Page

1. Return to the training page you created:
a. Click Sites Actions menu.
b. Select View all Site Content option.
c. Click the Pages folder icon to display a list of the pages in this folder.

d. Click the name of the page you are creating (Sample new page in this training session) to display the
page.

2. Click on Edit Page in the Page Editing Toolbar to return to the page editing mode.
3. Click an insertion point after the last sentence in the Edit Content area and press Enter twice.

4. Click the Insert Image icon on the Page Editing Toolbar.

9. -0 @ & EE S 2o @

EEEZIZEE A B

Apply CS5 Class v;'NorrnaI
I

This is sa

Motice that as you ty

le text for this page.

he box expands to fill the space.

5. The Image Manager window will appear. Double click the Publishinglmages folder icon the left window
to display a listing of your published images.

Image Manager x

==| Browse Files

Image URL: Insert

e N RS L B D

4 a= E:-ia = & S~ &~ Ja Close
Ext MName Size

[3 Documents

T8 Pages

23 PublishingImages
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6. Click the name of the image you wish to use. An image of the graphic will display in the area to the right

of the image names as shown below. Notice that the path to the image is shown in the Image URL:
textbox.

e ! moe e o= = =

- Image Manager )
: = | Browse Files t ' Upload image
I Image URL.|/Students/Publishinglmages/Trees.jpg Insert
v EED -~ P = Close
Ext Mame Size

|
|#] bg_mmenu_students.jpg33.52KB

:J bg_title.gif 1.08KB 3

= B Conethseper Garden at
(i1 Scan001img_36.jpg  439.50 KI [Rlas N + 0./ Santiago Canyon College
IH TFEES.ng 0 ME = # N Wou're fuviied 1o fokn as for

& bron planiing eeremony

Sedmnslaf, Sep e |5 ¥ 6 0 =
Bewsrt gy Cgron. Cindogn
[

Image Alt Text: .

7. Click in the Image Alt Text box and key a short description of the image.

8. Click Insert. Your page will display with the image placed on it.

Note: The image will display at the size it was when it was saved. You can now adjust the size.

9. To adjust the size of the image:

a. Click the graphic to display the popup menu and select Set Image Properties.

Lﬁ' set Image Properbe '
ﬂ Image Map Editor i\
L ﬂ =

b. Click Specify Size if you wish to use the image in a size other the size as it was saved. If you select

this option, indicate the size (in pixels) for the width and height or enter one dimension and click
Constrain, then click OK.
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) Image Properties
I
= IMmage Properties

f
Border Width: W
=]
Border Color: : # ,!
Image Alt Text:

Long Description;

Image Alignment: I)-( ,,|

Width; ——= 2403

Height: 1475

‘| Create Thumbnail
oK

Cancel

&

Image Src; hitpidi1 52,185 45 7T7iStude | |
Horizontal Spacing: .
Vertical Spacing:

E]

w Constrain
. \

10. Your image now appears on your page.

- -8 8 [ @ E

| Apply €55 Class +| Normal - arial

FEIETER S AL

-z B F U E =E = i= =

i

This is sample text for this page.

Motice that as you type the box expands to fill the space.

- Constkeeper Garden at

o .. Santiago Canyon College
-a N InwHod 6o fodn i e
i troe planding cerensony

L s LI AT,
Sasiimgin Lanpren Lallrgy
=201 . Chapmai Are., (isaps

B @8

i
FONT | > RemoveFlement

Version 2.1
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Saving and Viewing a Page

1. Click on the Page menu in the Page Editing Toolbar and select the Save.

[HE =) MOCLEL P L LY

Save

TR |

A save top Editing
;E_?_’:_J Digcard Chedg Out

:_3 Page Settings Agd Schedule
| X Delete Page

2. Do the following to preview your page in a browser window.
a. Select Preview in New Window from the Tools menu located in the Page Editing Toolbar.

Note: Ensure that any “pop-up blockers” are not preventing the new window from opening.

Speling. ..

Preview in New Window

Thedk for Unpublished 1

_ij Version History
i J] Compare Text Changes

View Page Status

View Recyde Bin

b. After previewing, close the preview window and return back to your page which is still in Edit Page
mode.

Adding a Link to Your Page
1. Display your training page if it is not displayed.
2. Click an insertion point and press Enter twice.

3. Key the following text:

Welcome to Santiago Canyon College
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4. Highlight the words “Santiago Canyon College.”

5. Click the Link Manager icon on the HMTL Editor toolbar.

T
[Rpply €55 Class = Nowmel

This is sample tex{ for this page.

Motice that as you type the box expands to fill tfre space.

@ Coustkeoper Gardan ol
i A ‘a_ Santi c Call
o Wosa'ro invitod 1o jodn s for
n true plunthbng ceromony

ety Bewvmbns I8, 05 L m
Rl s Cwinyuom Kl
#5-03 B, EBapaan das., CHusgs

Welcome to BERIED ARSE Nl Sl =

6. Complete the Edit Hyperlink Properties box by keying the URL and Tooltip as shown below the click OK.

2  Edit Hyperlink Properties - Webpage Dislag
| B | hitp://192 I8945.77/Students/_layouts/AssetEditHyperlink.aspx?Defaultissetl ocabon=&DefaultAssetimagel oc |

==| Enter a URL and its display properties, ‘

Selected URL

http://=ccollege.edu

[l Open Link In Mew Window

[] cisplay firk with icon [@J filename. doc)

Tooltip

http://sccollege.edy|

Bookmark

Mame

ok | [ cancl

Note: Use the Browse button to navigate your website if the link is a page, document, or image on
your website.
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7. Your page is display with the link in blue as shown below.

g-0- 80 @@ O@RH[=EJI I @

=] 2 JB J UE==i= =&

i
U]

-
4

&

| Apply €55 Cass = Normal

This is sample text for this page.

Motice that as you type the box expands to fill the space.

@ e Constheoper Giurdon at
0/ Santiago Canyon College
o -a Fou'ro invited 1o foln 1e for
n true plunting ceremony

Wemrntay, ewwmbes 18, 863 1 m

Welcome to Santisgo Canyon College

8. Save the page and test the hyperlink:

a. Click the Page menu on the Page Editing Toolbar and select Save

b. Click the Tools menu on the Page Editing Toolbar and select Preview in New Window.

[t o T W8 el MMLLEE P LLLENY Y Ll

Save

Page Settings &gd Schedule
Delete Page

Speling. ..

Preview in Mew Window

Check for Unpublished I
o
|

5] | Version Histary

=-.'.b_] Compare Text Changes
View Page Status

View Recyde Bin

19

9. After previewing the page, close the preview window and return to your page, which is still in Edit Page

mode.
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Publishing a Page
A page must be approved before it can be viewed by others.

1. Click on the Submit for Approval button in the Page Editing Toolbar.

& Sample New Page ?:;} * B + = M= v Pagew Safety+ Tools+ @v

Status: Only 'y s page, Publication Start Date: Immed

Toals = _Rg Check In to Share Draft <% Submit for Approval

E Santiago Canyon College

Pathways to Success

+ HOME

Sample New Page

2. Onthe Start Parallel Approval page, click on the Start button.

Santiago Canyon C-Silege]:\}\ Students > Pages > SampleNewPage > Workflows > Star

Start "Parallel Approval”: SampleNewPage

3 Assign a single task to each group entered (Do not expand groups).

Type a message to include with yvour request:

Due Date

1f & dus dat

d on the server, approvers will receive a

Tasks are due by:

n the CCline

&)

[start] i_CanceI |
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After clicking Start, you will be redirected to your Page. Note that Approve and Reject buttons
appear in the Page Editing Toolbar.

& Sample New Page [

Version: Draft (0.1) Statos: Waiting for approval  Publication Start Date: Immediately

Page * | Workflow = | Tools = __j' Edit Page «" Approve X Reject

B Reminder: Check for Unpublished Items

d Santiago Canyoi Colleg

Pathways to Success

Sample New Page

. Students This is sample text for t

3. Click on the Approve button.

The Workflow Tasks window will display as shown below.

Santiago Canyon College = Students > Workflow Tasks = Please approve SampleMewPage

Workflow Tasks: Please approve SampleNewPage
| claim Task | X Delats tem
(%) This workfiow task applies to SampletlewPage,

Approval Reguested

From: RSC'Busche_Daon
Due by:

Type comments to indude with your response:

W

| Approve | | Reject ‘ | Cancel

4. Click Approve.

Your page is now published and ready for the world to see! You can verify this by selecting to the
Show Page Editing Toolbar from the Site Actions menu and then look at the status of the page.
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