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Sunrise External Website Users Guide
Introduction
This document is an end user guide for content editors managing website content using the Sunrise School Division

Microsoft SharePoint and Scholantis Web Edition based web site. It includes step by step instructions to manage
and create content on your website making it easy to keep your website up to date and looking sharp!
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General Information

Sign In

Before you can edit your website you’ll need to
sign in. Start by opening Internet Explorer and
navigate to the homepage of your district or
school site. You'll also find a list of school sites
on the district site under the Schools section.

Sunrise External Website Users Guide

Scholantis School District

k.,
/j;f“\% Scholantis School District

|_ Se chool D

R

Homg Schools + Programs = = Board of Trustees
District Map
Birch Elementary School
Hemlock High School

Scholantis Online Learning

Once on your site select the Sign In link at the top right. Enter your username and password in the login window
which opens. If you cannot login or do not have permission to edit the site please contact the district IT help desk or

website coordinator.

Search this site... Jel
Publications
Type Mame

= Scholantis School Colors
Scholantis Web Edition 14

r‘lﬁndmﬁenliy‘ W“
|| Connecting to officeschalantis.com.
f— |dnmain‘-.usernma |
:D | (TTTTTTT] ]
Domain: domain
[T Remember my credentials
Lok || Conce |
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The Ribbon

SharePoint 2010 utilizes the Microsoft Ribbon to make editing your sites and libraries easier. First introduced within
Microsoft Office Suite 2007, you have likely worked with a version of this ribbon already. The ribbon gives access to
the Site Actions drop down, as well as Browse Site, Page Editing, and Publishing.

The SharePoint Ribbon knows the status of your location and whether you are currently editing or viewing a site. It
provides only the options that are available for editing from your current location and status. The main view used
for making changes is the Page View as seen below. Browse View minimizes the Ribbon so only the tabs remain.
Publish View gives the options for publishing changes.

Library and List Ribbons have different tabs, and different functionality. The specific function of the ribbon will be
exampled throughout this manual.

Note: If the ribbon is not visible on a page click on the Site Actions drop down, and select Show Ribbon.

Schoimnis School Dssinct = Birch Elementary Sohool

DEVLANTISAomirnstratar =

Site Actigha = ! Bacnwie

= .4 - |3 Page History 1 . o] Maks Homepage pe -
4 |\ =4 S j . i ‘\g <

@-Paqe Permissiony 4 Incoming Links

Edd Check Out Edr E-maila Aler Preview Fage . Liberary Liorary  View Al
L # Propemies = Delete Page Limk Me = Fyoul e Draft Cheetk Settings Permissions  Fages
E4ll kt nage :;'ldl_:'_\f\_\. T_'_:_'.I_ F.i-;_c Aitigns =_‘_1-J_f Letiriry
Birch Elementary School ’
Scholantis Schassl Dastrict et "": tp

Home Abomt~ Programs & Services~ S5afflafo- Swmdems Parems-

Ribbon Introduction Video:
http://office.microsoft.com/en-us/sharepoint-server-help/video-ribbon-highlights-in-sharepoint-2010-
VA101805216.aspx

Navigate Up

Navigate up Button - . ==
g P Site Actions - | gy E Fage Publish

This is a very useful button. It shows you your current ] -
This page location is:

L+ scholantis School District

location on a site, and provides links to each level above
your current location. So you will never be lost in

SharePoint! L+ Birch Elementary School
Home L p B Servi - 5t
Quick Edit Button rograms <L semices
This button will edit the current page you are on, without Birch Elemet L+ Pages
the need to use the full ribbon, or the site actions menu. L+ default
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Editing Your Homepage

Each school site is a separate web site with its own libraries of
images, documents, and other media. To get started editing your
school’s web site, please navigate to your site (usually the easiest
way to do so is to go to the Division site at
http://www2.sunrisesd.ca and select Schools/School List and choose
the link to your school. Then, when you are at the page you wish to
edit, select Edit Page from the Site Actions menu.

This will give you access to the editable regions and Web Parts on a
page. Editing a page also allows you to add more Web Parts to the
page using the Web Part Ribbon Gallery (see page 16).

Alternately, you may select the Show Ribbon option on the Site
Actions menu. The Ribbon provides all of the editing options;
including Edit Page.

Main Content Area

Sunrise External Website Users Guide

Scholantis School District » Birch Elemantary School

Site Actions = o

=2

Edit Page
Change the content and Web
Parts an this page.

Show Ribbon

Display the page status and

ribbon for this page. B
|

MNew Page
Create 5 page in this site.

New Document Library
Create a place to stare and
share documents.

New Site
Create a site for @ team or
project.

More Opltions... 1
Create other types of pages,

lists, libranes, and sites.

You can edit this area by clicking within the Content. A rich text editor toolbar will appear above the content

(within the Ribbon) giving you tools to modify the content. The rich text Editing Tools default to the Format Text
tools as seen below. These tools area similar to the tools found within Microsoft Word. To add items like tables,
images, web links, and files to the site content select the Insert tab within the Editing Tools Ribbon (see below).

Fage Tooly

Steactions~ & PP Browse  Fage  Fublish Fomat Text m Incert Dpteans

= Curt —— ™ >
1 &rial *| 12pa = == R &1

- - = Shyl blaik
BlUdxx ¥.4-4 FEEIW o 5:ﬂe:l?{thMl-

blark IJE

Chipboard Fant Faragraph Styles

L Y

o Seledl-

2 Coirrn Soiit Laft

fdd a Web Fart

II'IL!;-'_I‘ “u-l"".'-"":l

1 Colurnn Sgiit LeM

fidd a Wab Part

Content Editor I - -"

Welcome to Our School

IL|= our aim ko pro .l".'E' the kesl possible

|2@ming ermironment lor our slusenls
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Add Web Parts

Most of the content on your site will be edited using web parts, which Right Calumn

allow you to put content in a “slot” on the page, and gives you the tools

you need to edit and maintain that content quickly and easily. Some - e e
web parts also provide functions like document libraries and lists, or

calenders. Publications

While a page is being edited the Add a Web Part button is displayed at Type bl

the top of each web part zone. These buttons allow you to add Web = sCnolants =chool Lolors
Parts to any zone on the page using the Web Part Ribbon Gallery. L | Scholantis Web Edition 1A
Selecting the Add a Web Part button opens the Web Part Gallery d Add document

directly underneath the page ribbon; displaying a list of all available
web parts for your site.

1. Edit your page
2. Click the Add a Web Part button in the proper zone of the page layout.
3. Navigate through the Categories, provided in the Web Part Ribbon, to find your web part icon and title.
4. Select the icon within the list.
5. Click Add
, j'll.i"‘ 1ary y /¥ Mk HoRepage f
H ._'d .a5' B gt Poreinsion | .-} | W, racomireg Links e} *-\I!’
st & Cloww Chak I Eot E-masl 5 Alewi Previrw 1 | ibirary Libiary Wi Al
Lategones Web Parts About the Web Part
o Lsin and Liomnes
-l 1 ..‘:
3 y Dosoumeriy [
-l | o
- sl
— W
-

Rigiht Colurrn -
&da Canesi

If you require assistance in using a web part please contact ICT and we would be happy to assist. In particular if you
have a requirement that appears to be not covered by the current palette of web parts let us know so we can
configure, procure, or install the required function.

The next sections look at available web parts in detail.
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Previewing Changes

SharePoint 2010 permits you to preview the changes you have made to the site you are currently editing.

1. Locate the Page Ribbon tab, and select it if it is not already selected.
2. Click the Preview button. Make sure popups are enabled within your browser.

sgeacnons - o B Browse

_'} Fage History

=i, 5 =
- e === 2

-5' —] ) 'ﬁ Fage Permissions -t =L .

Edit  Check Out Edrt E-maila Alert Preview Page
= i1 Propertses = 3 Delrte Pags Lank Bl - Lot -

Edit kianage snare & Track Pa

Publish Changes
When a page is being edited it is automatically checked out. If you want to discard your changes instead of saving
them use the Check Out/Check In drop down and select the Discard Check Out.

1. Once you have completed your edits click the Save and Close icon at left end of the ribbon (in the location
of the Edit icon visible when not in edit mode). This will save your work and show the final look of your
page. This action does not publish your work live and the page continues to be checked out to you.

Note: If you wish to keep your changes, but not publish them. Select the Check In button. Authorized users
will be able to view your draft page.

2. When you are ready to publish your changes, select the Publish tab of the Ribbon and click the Publish
Icon. Fill in any comments associated with your work into the pop up and click Continue.

Note: If you do not have permission to publish a page you may also Submit for Approval. The page will then
be available to be published by a designated Approver.

LT oo == ciickfor Pubish Ribbon

it )
Publish

=

Publishing

Cortmuse Cancel

Page 7



Sunrise External Website Users Guide

Web Part Descriptions

Featured Stories Web Part

You may wish to use the The Scholantis Featured Stories web part, which provides rotating images on your site
home pages with easily update information that displays beside, or over, each image. Also, a web link can be added
to direct the user to further information.

Looking to the Future

Labore et dolore magna aliqua. Ut enim ad minim
veniam, quis nostrud exercitation ullamco laboris
nisi ut aliquip ex ea commedo conseguat. Lorem
ipsum dolor sit amet, consectetur adipisicing efit,
sed do eiusmod tempor incididunt ut labore et
dolore magna aligua. Ut enim ad minim veniam,
guis nostrud exercitation ullamco laboris nisi ut
aliguip ex ea commodo conseguat.

Ut labore et dolore magna aligua. Ut enim ad
minim veniam, guis nostrud exercitation ullamco
laboris nisi ut aliguip ex ea commodo consequat.

Adding a new Feature Story

Featured Stories is a picture library that displays your images and information within a web part on your home page.
Each site collection has an independent list that is the engine for the web part on its home page. To add a new
Feature Story to this list follow these instructions.

Navigate to the home page of the site you wish to add a Featured Story.

Sign into the site.

In the Site Actions drop down select View all Site Content

Click on the |53 Featured Storiesk within the Picture Libraries section.

Select the Upload dropdown within the Featured Stories library click the Upload Picture selection from the

e W

dropdown menu. This will deliver a pop up window to browse for you image.
Note: The Featured Stories library items are based on the image document used for the feature story.
Select the Browse button to find the image to be used for your Featured Story.
Select the image within your Windows Explorer box and Click Open.
Click OK within the Select Picture pop up window.
Fill in the details for you Featured Story including

a. Name (the file name you wish your image to be saved as within SharePoint)

Title (see Looking to the Future in the image above)

w N

b

c. Display On (the first day the image will be displayed in the Featured Stories Rotator)

d. Expire By (the first day the image will stop being displayed in the Featured Stories Rotator)

e. Caption (a plain text message that will be shown alongside of the image, or over the image;
depending on the layout you have chosen)
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f.  Link (fill in a url to take the user to a page, or site location you have set up with further
information, when they click anywhere within the featured stories web part.)
10. Click ‘Save’ to publish your Featured Story to your home page.

Featured Stories: splash2

Name = splashz .Jpa

Preview

Title Featured Story

Display On 7/10/2011 1

Expire By 7/31/2011 e

Caption Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aligua. Ut enim ad minim veniam, guis nostrud
exercitation ullamco laboris nisi ut aliqguip ex ea commodo consequat.
Used as caption text for the story.

Link http://www.myschooldistrict/teachers

Created at 6/9/2011 6:37 PM by DEVLANTIS\Administrator [ — ] ’ Cancel

Last modified at 6/9/2011 6:37 PM by DEVLANTIS \Administrator

Editing an Existing Feature Story
All Featured Stories items can be changed at any time. You can change the Title, Description and Link Fields.

Navigate to the Featured Stories Picture Library within View all Site Content.

Click on the thumbnail image of the item you wish to edit to select it.

Click the ‘Edit Item’ icon within the item Ribbon above the page header.

Update your fields that will now be editable on page.

Click Save to publish your changes, or Cancel to discard your editing session without saving.

R W e

Note: To Delete a Featured Story simply select it as above and click the Delete icon X within the same Ribbon.
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Newsletter Subscription

The Scholantis Newsletter Subscriber is a simple to use feature that allows users to subscribe, and unsubscribe to
the mailing list using only their email address. This feature allows administrators to send out Newsletters to a listing

of subscribers at any time.
User Subscriptions

The User subscription form is displayed on each Web Edition school sites home page.

1. The User enters their email address.
2. Then selects their Request: Subscribe/Unsubscribe. Subscribe is the default choice within the drop down.
3. Clicking the Submit button to complete the request.
4. A confirmation email is sent to their email. The email provides a link they must click for activation of their
subscription
On page View:

Newsletter Subscription v

Email John@hotmail.com *

Request  Subscribe v
Submit |

After submit request:

Newsletter Subscription v

Thanks for signing up. You will receive an email with a
verification link.

Confirmation Email Sent to User:

Newsletter Subscription

servicedesk@pvsd.ca
Wed 09/02/2011 1:54 PM
Dharma Mackay

We have recieved your request to subscribe to the newsletter. Please follow the link below to confirm you
subscription:

Confirm Subscription (Reguired)

Thanks for signing up.
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Manage Newsletters Page
To navigate to this page from the home page

Select View all Site Content

Select the Pages document library

Click the ManageNewsletters page

Alternatively, you can use the Link provided on the portal school site under the Staff top level navigation.

PR

The Manage Newsletters Page has one central administration page, with two lists. On this page you can perform
the following functions.

e Review the Subscription members

e Identify members currently receiving emails

e Identify which members are verified to receive emails
e Create New Newsletters

e Send Newsletters

e Delete Old Newsletters

Newsletters List

This list contains the Newsletters available to be sent.

Newsletters
I Email Title Email Body Send To Recipients Mo, Of Sending Requests
1 Test Test MNewsletter
Mewsletter Mewsletter Mailing List
3 HEW Body

g0 Add MNewsletter

Create a new newsletter email

1. Select the Add Newsletter link at the below the Newsletters list.

2. Fill in the Email Title that defines the title of the email that will contain the Newsletter.

3. Fillin the Email Body text. You may either write your whole newsletter in the Email Body or you can attach
a .pdf of your newsletter. (Step 5)
Confirm the correct mailing list is selected within the Send To drop down.

5. To attach a .pdf file, click the Attach File icon within the Edit Ribbon, to attach your newsletter mailing to
the email.
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Gile Actinrg =
Tt
—| G cop
Save  Candgl Faste Spiling
Cammit Clipbioard Sprilng
Lists Newsletters: New [tem
Spedal Annauncemenls
Abaut Our Schoal Exnail Title » I eew Baws lgtiar Email
B=ll Scheauls
Contad nfo & Wap Email Body petie ko .
Hand Boak

MNewsisiars

Principal's Message

Registration

Programs & Services

Estra-Cumicular

Library

Srudents

Exam Infermation Send To
Forms

Gradualion Informafian

Sending a Newsletter

You can send any newsletter email that is available within the Newsletters list.
It is the same process whether it was just created, or it was previously created.

1. Select the drop down of the specific item you wish to send
Select the first option in the drop down. Send Newsletter.

Newshetter Mailing List[w]

3. Please Note: before taking this action you should confirm the Mailing list is up to date for your needs. See

the next section.

Newsletters
ID  Email Title Email Body Send To

1 Test Test Mewsletter

Mewsletter Mewsletter Mailing List
22 HEW Body

2 Mew Mew Mewsletter
Mews|etter » Mewsletter Mailing List
Email =2 new Email Text

Send Newsletter

View Item
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Updating Subscribers
Mailing List

On the Manager List page the subscribers are displayed in the Mailing List to indicate who would currently be sent
an email if a Newsletter was sent.

e Subscribers have a title column with full email that is clickable to edit the subscriber.

o The ReceiveEmails? column can be set to Yes or No. It must be sent to yes for emails to be sent.

e The Verified? column must also be set to Yes for emails to be sent. This column is set to yes once the
Subscriber has responded to the email sent in response to their original sign up. This email confirms that
they are entering their own email into the Mailing List.

Editing Subscribers

If individual subscribers need to be updated or deleted, the settings can be accessed by clicking the Title column
link.

1. Click the email address of the subscriber
2. Click the Edit Item tab within the pop up ribbon.
3. Make your updates and click OK, or click Delete Item

Mailing List
(] Email Address User Reguest Verified? ReceiveEmails?
1 dharma@scholantis.com & kew Subscribe Yes Yes

Pop Up Window:

Mewsletter Mailing List - dharma@scholantis.com

an Ty a' Aleri Me

=1 [H 1o
-":ﬁ $r.1-naq—- PeimiiLions
Edit

ltem % Cielete Bem

Isnage Taiilyst

. dhamai@scholarmtis com
Email Address
[Iser Request

Verified?

RecetveEmails?
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News & Announcements

Each site has a News and Announcements list set up so you can embed a News and Announcements web part in
your site. It is certainly possible to use the News and Announcements web part for more than one thing, or for
multiple different groups within your school. Please contact ICT if you require additional news and announcements
lists for your site.

Create Announcements

1. While logged in: from the home page
select the Add new announcement link _
g Add new announcemeant o display '"" oA . = “}
the New Item Page.
2. Using this page enter the details for
your new announcement and upload
any associated files. PDF format is
recommended for attaching documents.
3.  When you click within the body content
area the ribbon changes to the Content
Editor Ribbon; allowing you to format - -
your body content. This ribbon shifts
back to the edit ribbon once you click outside of the Body area.
4. Add an Expires date to declare the final day the announcement will be visible on the site.
5. Click Save to create the new announcement. The title of your new announcement will now appear on the
home page linked to the new announcement page.

Delete Announcements

1. From the home page view, or from the list view, click on the title of the announcement to be deleted.
2. Select Delete Item on the Ribbon above the announcement.

Site Actions * B Browse BT

z | Version History il Alert Me
- .$ Manage Permissions

Edit

Item X Delete tem

Manage Actions
View All Announcements

1. Click the News & Announcements Web Part title on the home page
2. Or, access the library from View All Site Content on the Site Actions menu.

Lists

" Calendar

News & Announcements

| Conlznt and Struchure Repars

Birch Upcoming Event GI2/2040 213 PM
by System Account wf Mews & Announcemants
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Calendar

Add Events

Delete

select the Add new event link

9 Add new event to display the New

Item Page.

Enter a title (required), location, and

description and select a Category.

You have the option to make events

whole day events, or select a time

range. (required)

To make a repeating event, select the

Recurrence option. This will open up a

selection for recurrence details. You

may select daily, weekly, etc. Also, = —
define a start and end date.

Select the Meeting Workspace option if you require a site to be created for this event. You will provide a
title for the workspace, as well as a url. You may also provide unique permissions for the site.

Events

m #% Delete ltem

Open the calendar entry while logged in and choose the Delete Ite option within the

Ribbon.

View All Events

Select the Calendar List title on the home page. Or select the More Events... link under the listed events on

the home page. :
From the full calendar view, select the change view dropdown Calendar + calendar J Click
to the right of the list title above the calendar. Select All Events CalBriias

& (= Septem Al Evente

Current Events

_‘f" Modefy this View

Sunday uesday

g Creabe View

Page 15



Sunrise External Website Users Guide

Publications
Add Publications

L. While logged in: from the home page select | L

the Add document link % Add document to s Upied juxment |

display the Upload Document: Publications : e
page Y
Multiple Upload f
2. Use the Browse button to select a file from [ Ui P
your computer and press OK to upload the b = ==
document.

Note: all website visitors will need to have Microsoft Office installed to open Word or Excel documents. Ensure the
widest possible audience can open documents by converting them to PDF format where possible.

Upload Multiple Publications (Batch Uploading)

1. Use step 1 from Add Publications (above)
2. Click the blue Upload Multiple Files... link within the Upload Document window. (as seen above)
3. Navigate to your files and select the check box field beside each publication you wish to upload.
4. Click OK
Publcations - Upboad Multiple Documents
B .m - |:! | Hame | Siee | Mocklie =
E-{#8 Comoue= "_]zmn Lisér Ciuche Em Edaer) gaen IMTKE 0205
h ﬁ‘ —ﬂ 1l KE D4/
T O Eag HE b
N T @]kﬂmmmm E L
= A g O ] g ¥E "
..-. = O ‘!:::;_-; ......... KB
::ﬁ = D&-' 2K 1T
b TR Docmer ?ﬂmmam Biawic pell ME5K8 0801
= Pt ] __’:\7.. i ol B2 K 4
i1 oY Homes O £ ey, Meco2 ook '
- Joes 0 .
o |:| | W ]
by 0 é_'l- Tt | = 5 HE =

View All Publications

Navigate to the Publication library and select the All Document view from the library dropdown above the list of
publications. This is likely the default view.
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Delete Publications

Item Dropdown

1. Onthe home page click the Publications web part Publications : a1o
title. Or select the Publication library from the All
Site Content page.

VO Mame Modifigd

2. Place the pointer over the item title and look for - , view Froperties
the item dropdown that is revealed. Click it to open )| By Bexfiioein
the item menu. - .| ™8 Edft in Microsoft Poseroint
By Checdic Dut
3. Select Delete. il i T b

acice Farizaioas
¥ Dalete

Add Multiple Documents (Batch Uploading)

Within each document library in SharePoint you have the ability to upload more than one document at a time.

1. Navigate to your document library and select the

Mame:

Add document link % Add document to display the
Upload Document: Publications page.

| Browss , |

I Uiplmad Muftinle Fiies I
2. Click the blue Upload Multiple Files... link within the V| Add 35 3 NEw verson to exstng fes

Upload Document window.

3. Navigate to your files and select the check box field beside each publication you wish to upload.
Click OK

Versioning

Versions are successive copies of a document that are created each time the file is modified. A version number is
assigned to each copy. The version number, a description of the modification, and the date the file was modified are
all displayed in the document library. Using versions allows a file to be reverted back to an earlier copy or recovered
if it is accidentally deleted.

Create New Versions

1. Locate the document in the document library.
2. Edit the document.

3. Save the document.
4.

A new version is automatically created.

Difference between Major and Minor Versions

Versions are classified as either major or minor. Major versions are indicated by whole numbers (1.0, 2.0, 3.0, etc.),
while minor versions are indicated by decimals (1.1, 1.2, 1.3, etc.)

When major versions are enabled the major version number increments every time a file is saved i.e. 1.0, 2.0 etc.

When minor versions are enabled only the minor version number will increase each time a file is saved i.e. 1.0 to 1.1
etc. In this case a major version is only created when you select Publish a Major Version.
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Version History

1. Navigate to the appropriate list. Version History

2. Place the pointer over the item title and click to open the item

menu. All versions of Bhis menl ars isted halow wilh the ne
3. Choose Version History. Deletz all Versions  Delete Minor Versions
4. This will open the version history window Mo. + Modified
5. The first column shows you the version number. The screen T e e o
. . = . . . ! 2EI20 4 PM
displays “This is the current published major version” *
H : =4 262010 453 PW =
6. To change the current version, place your mouse pointer over i ik
. . . ¥ ¥ iew
the Date and Time of the version you wish to change to the o 321 n' .
Hestore
current version. 10 il

B Del=te

7. Select the drop-down menu

8. Choose Restore. That will set this version to be the newest.
Chedk Out

& b

Publish a Major Version

l&;

Version History

Workflows

@

Alert Me
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Advanced Topics
Creating New Document Libraries or Lists . ‘
I e
Throughout your school site you will likely need, at some point, to add a new fide Ribbar
document library or list that was not created as a default within the site when it was ribbon for this page.
created. S5 Creme s synchvonized copy o
1. Navigate to the site you would like to create your list of library in. Comabe o e b U

From the Site Actions menu select More Options... it Document Lisrary

3. On the Create page select the type of list/library you would like to create. Bty
There are many options here and they can be filtered by selecting a filter Pl e tea
type or category on the left side. Most common items include. HEw Pt
e Document Library Tﬁ_ -'-":; ' i I

e Picture Library

e  Wiki Page Library
e  Links List

e Task List

e Discussion Board

e And many others...

4. Complete the setup of your new list by selecting the proper image icon and filling in the required details
within the right panel. l.e. Library Title
5. Click Create

Inslalled Dlems
Filter By

| Hirary

All s pganies ] =

Page 19



Sunrise External Website Users Guide

Modifying List Views

When you create a list it has a default “view” of what fields it shows and so on. Often this must be changed to
remove some items and add others. For example we might want to remove the “Modified” field from the

announcement list below:

ICT News and Announcements

i Title Modified

Logging off computers 9/23/2011 313 PM

= Add new announcement

To change this view edit the page, and edit the web part of the list you’d like to change. On the right hand side of
the screen a menu will appear that includes “List views” — to change the view items open “Edit the current view”
and make any required changes. Publish the page.

4 ICT News and Announcements *

List Views 2

You can edit the current view or select
another view.

Selected View

| <Current view= [~]
Edit the current view

Toolbar Type
Summary TuulbarEl
[ Appearance

[*] Layout

[+ Advanced

¥ AJAX Options

ht [+ Miscellansous

[ oK ]I Cancel ” Apply

id a Web Part

Editor

Changing Page Layouts

Once a site has been created it is possible to change the chosen page layout at any time.
1. Navigate to the page that requires the page layout change.
2. Edit the page by selecting Edit page in the Site Actions dropdown, or the Edit icon on the page ribbon.
3. Select the Page Layout Icon on the Page Ribbon.

Steacdions > M W Browse Publish

y 9 4 Page History -
I ;I o | : - 1 |
& j P '!
. ‘; ,_ﬁ Page Permissions ! ; L | ]
Save & Close CheckIn Edit E-maila Alert Freview Page
2 - Properties = % Delete Page Link Me - Layout -

Edit Blanage Share & Track Page
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4. From the dropdown provided select the Scholantis Welcome Web Edition layout that meets your needs.
Select from either the 1 Column or 2 Column options.

Modify Navigation

Your school or district site is provided with many sites you might find useful for your content. Initially however you
might wish to hide some of these items from users without deleting the content. You can easily modify the
navigation to remove these items from public view.

1. To hide a page or sub-site in the Site Settines
navigation start by navigating to the
parent site of the site you would like e L_~"~'rl5 and Permussions 5 Ij””!‘ and Feel

. . =t People and groups L Welcome Page
to hide. l.e. the site one level above \P : : Title, description, and icon

the site you wish to hide. PIENIEE. pege

2. Select Site Actions > Site Settings > ly Galleries t;-f-.; :nl i
Navigation. |, Site columns " i
3. The Site Navigation Settings page = Webparts Navigation
contains a section called Navigation Editing and Sorting
which allows you to manage the navigation items.
To hide an item select its name and click Hide. T L 2, dide | 02, ng... v
4. You can also change the order of navigation items L Glabal Navigat
by selecting an item and using the Move Up and ; 3- Home
Move Down buttons. JprLuglram; R
5. When complete select OK to save your changes. L search (Hidden)
Custom links can be added using the Add Link...
button. _L—_ i T Hide [l ',',J Rar,
1y Global Navigation
R Home
a. About

|34 Programs & Services
=X

73 >eanch (Hidden)
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Updating Site Information

Each Web Edition Site Collection contains a ‘Site Information’ list on the top level site. This list contains content
values that make specific information updates throughout the site collection.

Site Title: Updates the browser title, as well as the Home page footer title. The browser uses this value in
conjunction with your location within the site collection. € Home - Prairie Valley School Division

Site Tag Line: Updates the tag line within the site collections banner header. This field is only used if you have the
dynamic header option within your site collections.

Utility Links: This field is used to create links to the left of the user login dropdown at the absolute top right of each
page. ltisintended for ‘My Documents’ and ‘My Email’ on the portal site collections. We recommend it be
restricted to these uses, and the use also be restricted to District Level Site Editors.

See the 2010 User Guide (Portal Edition) for more details.

Address, City, Region, Postal Code, and Country: These values produce the Address field on the home page footer.
Telephone, Fax, Email and Hours: These values make up the contacts area within the home page footer.
Welcome: A welcome message may be used within the right panel of the home page footer, as seen below.

Prairie Valley School Division

Box 1937, 3080 Albert St. N, Email: reception@pvsd.ca Prairie Valley School Division has set goals and cutcomes for
Regina, SK, S4P 3E1 the upcoming three years, and is in a strong and stable
Canada financial position to support those goals.

The Strategic Plan is a product of a series of public and staff
consultations held throughout May and June 2010. The Plan
also incorporates research and work by the Board and senior
administration, aligning with the Ministry of Education’s
Continuous Improvement Framework for school divizions.

Editing Items

To edit a ‘Content Value’ simply navigate to the Site Information list by first ‘Viewing all Site Content’. Within the list
click on the field you wish to edit, and then select the ‘Edit Iltem’ icon within the Items Ribbon.

Each field can be updated with simple text, or with any html functionality as found within the content editor.

Ligt Fools
Memy | List

& d

rie 'm Fem Permsaions '-'h

Wew  MNew | View ro# Atpch el
tem e Folder  Hem | Bem 0 Gelete Rer File T

Site Information » Al Tten

Chiwision

Comienk 1D Cordant Vakse

Far ki i o Gile Téle Prae Walley Schaoi Demign
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Create Sites

To create a new site start by navigating to the site that will contain the new site. For example to create a new site
under Programs & Services start at the Programs & Services site, new sites created here will be added to the
navigation of that section. Likewise to create new ‘top level’ sections in your site start on the site homepage; sites
created here will be added to the top navigation bar.

1. Select New Site from the Site Actions menu.

Site Actiomy = gl

Birch Elementury School
Schadlantis School Dstrct

Home Abomt= Programs & Seraces = Smffinio=- Smdems Paremts =

9 Create & ste for a team or
peropact

Crasia olher typas al phpas,
lists, libranes, and stes

Mauns eu nuila néc guam rulnum Sollicludn. in fkac habilasse plalea diclurmat Mauris

2. The Create page allows you to specify a Title, URL Name and Type.
Note: For new publishing websites you are given 2 options for templates. Both are available under the
‘Publishing’ filter within the Categories Selections: See below. Select either the 1 Column or 2 Column
Templates.

3. If you need to define the site settings further click More Options. The default selections for User
Permissions and Navigation Inheritance are appropriate for almost all publishing sites unless you have
specific security needs.

4. Click Create to initiate the site construction.

Installed Items

Office.coim 1 Colur

b Sl
All Types . v [ 2 ek imrmrolate. e & ik with &
g 5 FicE P o a——
lumn 2 Cabuy Wk pudskabin

Search Gite

rutslishing

SARITH

Wieh Oetabanes
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Blog Sites are set up with the same process as the Publishing Sites.

1. Select New Site from the Site Actions menu.

2. The Create page allows you to specify a Title, URL Name and Type.
Note: Look for the Blog icon that is available under the ‘Content’ filter within the Categories Selections:

See below.

3. To define the site settings further click More Options. Here you can apply unique User Permissions and
Navigation Inheritance for the new blog site. Changes here should only be made if required.

4. Click Create to initiate the site construction.

_

Instaliod oo

Al Types 3 g™ i
; 3

B

Wiki Sites

v

e by

Wiki sites are created very differently within SharePoint 2010. Within a regular publishing site you are able to
convert the content area into Wiki Home Page. To create a Wiki Home Page within a new publishing site follow

these steps.

Follow all the steps for Create Site

2. Navigate to the home page of the new site and
select Site Settings from the Site Actions Drop
Down.

3. Select Manage Site Features from the Site
Actions list

4. Find the Wiki Page Home Page Feature and
click the Activate button.

Wiki Page Home Page

This site feature will create a wikl page and setit as

sers and Permassions
@ ANG grouns

P ok

Galleries

Look and Feel

® S

.......

Activate

our site home page

Note: This feature is now turned on only for the site you are currently working with.
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Special Announcements

The special announcement feature allows you to prominently display important announcements on district or
school home pages.

District staff can create special announcements on the district site and syndicate them to selected school sites. If
you have an internal SharePoint portal site you can syndicate special announcements from your respective internal
district or school site. See Syndication - Publish Items from Your Portal (see page 23)

Create Special Announcements

To create a special announcement navigate to your site home page and select View All Site Content from the Site
Actions menu.

1. Select the Special Announcements under the list section. Linrs

“u| Calendar

2. On the Special Announcements list page click the New button. [ Contart and Struchura Reports

wi  Mews & Announcamands

Site Adions ~ B2 Browse

- version Histor
= | ] Reuzabie Content
i3 Item Permissions

Mew | Mew View  Edil
Ttem -~ Falder teir Hen  Delete Hem
3. Each announcement consists of Title, Category, Summary, Details and Expiry P

fields. The Title and Summary fields are displayed on the home page linked to a
details page which displays the complete announcement. Expiry date is a required field to ensure
announcements are only displayed for a limited duration.

4. After completing the fields select Save to create the new special announcement.

Page 25



Sunrise External Website Users Guide

Special Announcement Examples

Example home page displaying a special announcement
Scholantis School District ¢4 v

Scholantis School Distriet Sleice It 'I']\_i_ie:-
ofes

Home Schools - Programs- District- Board of Trustees - Commumity News & Events - Resources - Search this sile b

Publications
Snow Day
Tvpe Nama

Schoal Closure is in effect for all schools foday. due fo heawy snow conditions. 3 Year Capital Plan 09-12

Class Size Report 08-09

=
=
) Scholantis Wed Eaman 14
=

. . . Schoal Year Calendar
Welcome to Scholantis School

District # Add document

Information
Kindergarten Registration
Registration for Kindergarten ends March 28th.

Alert

Severe Storm Heading for the Region

Due to a severe weather system moving into the region all schools will be closed today.

Warning

Today's Solar Eclipse
. Areminder to students and staffto not stare straight at the event during the zenith.

Snow

Snow Day

School Closure is in effect for all schools today, due to heavy snow conditions.
Hot Weather

Weather Conditions
a Due to today's hot weather, lunch hour will be limited to indoor activities.

Transportation

P :
—— Bus Cancellations

ﬁ Due to snow, buses 23, 17, and 5 will not be running today. Please contact school for further information.
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Search

The 2010 Web Edition has a powerful search function. Search is an extremely useful tool that searches not only your
public facing website but beyond.

Beginning a Search

All Searches are initiated within the standard search box that is found
at the top right of most pages within the sites. Typing your search

here and clicking Enter, or the blue search icon to the right, will bring _
you to the main search page where you will be able to make selections ?

] Like It 305 &

Moles

to further focus the search.

Hesources = SEATTH s it p
1. Enter a word or phrase in the search field located at the top of Pokibcationes
most pages.

2. Press Enter or use the search button to start your search.
Search Results

The search results page displays the first 10 matches of your search. Use the page number links bottom of the
results to navigate through the list of search results. Below is a sample result of a search for the word News.

Scholantis School Dhstrict

Schalantis School Dstnict

Home Schosli =~ Programs- Disitict - Board of Trusiess - Commumity News & Evems - HResources -

sty Set -]
site search Kesull

This Site: Schofantis -"Tl HeEwE o

Try searching again in Al Sies
Result Type 1-10 of about 240 results & ¥
Ay Result Type
i Ly v Mews & Announcements

News B Events _ This is 3 News Title . © 2010 Scholantis School Division Mo, 1| 105 -

Sita 1810 Pendrell St, Vancowver, BC, VG 1T3, Canada | Phone: (604) 629-6620
= Date: 9/21,/201
Arny Sike http:/fwebdemo. scholantis.com: 150/Lists/Mews Announcements/Alltems, 35px

webdemao_scholant
v News & Announcements N
This is 3 New & Announcemeant Tide . © 2010 Scholantis School Division No. 1] 105 - 1819

Maodified Date Pendrell 5t, Vancouver, BC, V&G 173, Canada | Phone: (604) 629-6620
Date: §/10/2010
Any Modified Date hetp:/fwabdema, scholantis.com: 150/ school/online/ Lists/Naws

armouncemeants/Allltems. aspx
Past 24 Hours g e i

RSt Week v News & Announcements

Past Manith This is a New & Announcemant Title . & 2010 Scholantis School Division Ne. 1 ] 105 - 1819
Pt 5t facid Pendrell 5t, Vancouver, BC, V6G 1T3, Canada | Phone; (504) 629-6620

i S ot Date: f/10/2010

hitp: ) webdema. soholantba_com: 1S50/schaolhembodk L ista Mewd
Armouricements/ At ans. asox
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= Office document links open on your computer inside Microsoft Office.
= Results include:

=  Page or document title

=  File type (DOC, XLS, PDF, PDF, ASPX, web page, etc...)

=  File Size (KB)

=  Content Keyword Summary

= Location (Site URL)

= Author Name

=  Date Submitted

Search Refinement
To refine your search you will find 3 choices to bring your search into greater focus.

e  Result Type
e Site
e Modified Date

Result Type: Select Webpage to focus your search to just web pages.

Site: Allows you to select the search results within a specific site. When you select a top-level site within this
refinement, you are given further options to select sub sites within that site.

Modified Date: If you wish to only see results that have been modified within a specific time period this search
refiner will be very useful.

You can use 2, or all 3, of these fining tools at the same time to bring you closer to your searching destination faster.

SharePoint 2010 has many customizations available for Search within your Web Edition. We will be happy to
provide further information about these options.

Security & Permissions

Web Edition security is set up to give anonymous access to anyone that visits the site. That means that anyone in
the world arriving to the site can view all sites and pages. It is ideal to keep this open access throughout the Web
Edition sites. Any content that needs to be secured from the public should be ideally placed within a secured
internal portal.

To give users the ability to edit a Web Edition site there is a SharePoint group within each site called ‘School Site
Administrators’. We recommend that you create an AD group for each school site that can be added to that
SharePoint Group within the site. In this way users can be added to the AD group to give them permission to edit
the specific site. Alternatively users can be added directly to the SharePoint Group itself on the site.

Note: You will find other SharePoint groups defined within the sites security with various levels of site access. You
can use these groups to grant other users different levels of permission; however in most situations anonymous
access and School Site Administrator permissions should be sufficient.
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2010 SharePoint Resources

Online

Ribbon Introduction Video
http://office.microsoft.com/en-us/sharepoint-server-help/video-ribbon-highlights-in-sharepoint-2010-
VA101805216.aspx

SharePoint 2010 Essential Training (Subscription)
http://www.lynda.com/home/DisplayCourse.aspx?lpk2=65720&Ipk67=true&utm source=LDCemail&utm medium=

email&utm content=SA070110 OTL65720 prod text&utm campaign=ReleaseAnnouncements

SharePoint Training Video’s (Subscription)
http://www.sharepoint-videos.com/

Microsoft SharePoint 2010 Site
http://sharepoint.microsoft.com/en-us/Pages/default.aspx

Microsoft SharePoint 2010 Training at your desk (Free Video Training)
http://office.microsoft.com/en-us/sharepoint-server-help/take-sharepoint-server-2010-training-at-your-desk-
HA101859255.aspx

Microsoft SharePoint Server 2010 Help and How-to (Free, Many topics)
http://office.microsoft.com/en-us/sharepoint-server-help/CL010257455.aspx?CTT=97

SharePoint YouTube Channel
http://www.youtube.com/getstartedsharepoint

Print

We recommend the following books, which provide clear and well-written guidance for SharePoint content editors;

SharePoint 2010 How-To
http://www.amazon.com/SharePoint-2010-How-Ishai-
Sagi/dp/067233335X/ref=sr 1 3?ie=UTF8&s=books&qid=1282522226&sr=8-3#treader 067233335X

Microsoft SharePoint 2010: Building Solutions for SharePoint 2010
http://www.amazon.ca/Microsoft-SharePoint-2010-Building-
Solutions/dp/1430228652/ref=sr 1 3?s=books&ie=UTF8&qid=1283202953&sr=1-3

Professional SharePoint 2010 Development
http://www.amazon.ca/Professional-SharePoint-2010-Development-
Rizzo/dp/0470529423/ref=sr 1 2?s=books&ie=UTF8&qid=1283202953&sr=1-2#noop

Page 29



