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SharePoint Login

The SharePoint Login link is found in the website footer. To log in, enter your username and
network password.

Contact Us Compliance Employee Links

é Santa Clara County
Y Office of Education Contact the County Office of Acccessibilty DMS

Education Non-Discrimination Statement Employee Intranet

Santa Clara County Divisions & Departments Privacy & Security Frontline (AESOP)

Office of Education Staff Directory Title IX and Educational Equity SharePoint

1290 Ridder Park Drive Uniform Compliant Procedures Webmail
San Jose, CA 95131

408) 453-6500

After logging in, you are taken to the SCCOE home page. Navigate to and access the sub-
site(s) you have authoring permission for. The editing tools will only appear in sites you are
granted access to.

Exploring the Web Publishing Environment

Site Actions Menu
The Site Actions menu only appears in the site(s) you have authoring permission for.

1. Click on the gear icon on the top right corner.
2. Click on Site contents.

- Q ? Jon CDrnE[ison i

Shared with... SHARE Yy FOLLOW # DT O,

Edit page

Add a page

EDUCATORS
PARENTS
Site contents PARTNERS
STUDENTS

>

Add an app

Design Manager

Site settings
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You are taken to the Site Contents area, which is the main repository for your site content.

Site Contents
Lists, Libraries, and other Apps @ sTEWORKFLOWS  £¥ SETTINGS & RECYCLE BIN (0)

Documents Images

dd \ 0 items 0 items
. add an app . Modified 2 minutes ago Modified 2 minutes ago
Pages Workflow Tasks
i alln
item 0 items
Modified 2 minutes ago « Modified 3 minutes ago

There are three main libraries in each site:

Site Contents

Lists, Libraries, and other Apps @ sTEWORKFLOWS  £¥ SETTINGS & RECYCLE BIN (0)
Documents Images
\ 0 items 0 items
. add an app . Modified 2 minutes ago Modified 2 minutes ago
Pages Workflow Tasks

i alln
L item 0 items
. Modified 2 minutes ago « Modified 3 minutes ago

e Documents - This is where you will upload and store documents (i.e. existing files) that
you link to on web pages.

e Images - This is where you upload and store pictures and graphics that you place on
web pages.

e Pages - This is where web pages are stored. Notice there is an existing page already in
your Pages Library named "default.aspx". This is your home page for the site and is
created automatically when a site is created in SharePoint.

Recycle Bin
Site Contents \
Lists, Libraries, and other Apps @ sITEWORKFLOWS & SETTI

I e fe e

Whenever you delete an item stored in a library (i.e. a document, image, or page) the item is
sent to your site's recycle bin where it stays for 60 days. Use your Recycle Bin to restore an
item to the location where it was deleted from.

Note: Your site's Recycle Bin is a completely separate recycle bin that appears on your
Windows desktop.
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Context Sensitive Ribbon

The ribbon is a dynamic toolbar that appears across the top of each page. It displays different
tools, controls and commands corresponding to the selected tab.

To show editing tools on the ribbon, select Edit Page from the Site Action menu, then click on
each tab on the ribbon to view related controls.

E—

Text editing tools:

EROWSE PAGE PUBLISH FORMAT TEXT MSERT
P Cut
E'J)_-l D Open Sans - | 14px
S Copy
Save ChecklIn Paste I U ake ¥ X°
- - —_— 2
€ Undo ~
Edit Clipboard Font

Page tools:

BROW/SE PAGE PUBLISH FORMAT TEXT MNSERT
l?}_‘| = ] Page History
SRR = N
Tl GO 5% Page Permissions
Save Mew Checkin Edit 33ﬂe
- - Properties »| URLs Delete Page
Edit Manage

Insert tools:

Site contents

Design Manager

Site settings

-

N,
i
E-mail a

Link

Alert

e -

Share & Track

Shared with... SHA
Edit page r
Add a page ||
Add an app 5

11—

= EE MW aBbCeDe AaBt AaB

Paragraph Heading 1 Heading ,

Paragraph Styles

=

Preview

D @ Make Homepage

[ v ri

My
T, Incoming Links '1:1' & q
Library Library  View Al

Page g rar
Settings Permissions Pages

Layout~ |3 Draft Check

Page Actions Page Library
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BROWSE PAGE PUBLISH FORMAT TEXT MNSERT

T .I
Table Picture Video and Li r'k: Up oad Reusable Aop ‘Web Embed
- - Audio ~ File Content - Part Part Code

Tables Media Links Content Parts Embed

Text Editing

Open the page you want to edit in the browser

1. Select Edit Page from the Site Actions dropdown
2. Click on the Page tab in the ribbon toolbar

BROWSE PAGE PUBLISH FORMAT TEXT NSERT

[ — Fage History ~, IMake Homepage
0D (a B e = IE8
B ,J G—" &% Page Permissions Q Incoming Links
Save New Checklin JEﬁe E-maila Alert Preue w Page Library
- - Propert g5 Delete Page Link Me - Layout+ 03 Draft Check Settings Permissions 339&5
Edit Manage Share & Track Page Actions

=

Tags &
Motes

Tegs and Motes

Review the options available on the Page ribbon. This is one of many ribbon toolbars that are

included in Exploring Web Publishing Environment.

Note: if some icons are "grayed out" this means you do not have access to the option.

Copying/Pasting Text
Copy text content from the current site or from a source Word document

1. Place your cursor inside the Page Content area
2. Select Paste > Paste plaintext

Note: The paste plaintext option helps remove inline styles from the original source.

BROWSE PAGE PUBLISH FORMAT TEXT MSERT

¥ D Cut
Open 5 T
E I_-| E pen Sans o

Lopy
Save CheckIn | Paste B I U abe X, X°
- - - :
€ Undo .
Edit Paste Font
M Paste Clean
1 |
'aste Plaintext
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Text Formatting
The standard body text style is applied to the page content by default. You don’t need to change
it.

To be compliant with web accessibility, you should structure your page with headings. To be
compliant to web accessibility guidelines, you should structure your page with headings. Screen
reader users will navigate the page content through headings.

H1 is the page title, already applied when you create a new page.
H2, H3, H4... are used to structure your page content.

To keep the text formatting consistent across the whole site, always use the Markup Styles to
format your text. It is not accessible or recommended that you create your own bold and big text
with different colors to replace headings.

FORMAT TEXT MSERT
Open Sans . 205p T i EEE MM Page Elements
Uy
B I Uaxx,x 7/ A B ==== A Bt A -
o = aaBbcer AA DI |AaBL| AaBbi |AaBbC
Font Paragraph | Paragraph Heading 1 Heading 2 Heading 3 Heading 4
Page Image

~Text Styles

Srrercrrer e ve e T e gTerore e oo s

Uploading and Inserting Images

Uploading Images into the Images Library
Upload your images before using them on your web pages.

1. Select Site Contents from the Site Actions dropdown
2. Open the Images Library

Site Contents

Lists, Libraries, and other Apps & siTEwoF

a—) add an app

3. Click on Upload

Documents Images

0 items 0 items

Modified 75 minutes ago Madified 75 minutes ago
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Images o

@ Mew T upload
Thumbnails  All Assets Find a file
Cantent Type [ MName Modified Maodified By

b4

o

Length (seconds)

4. Click on the Choose File button to browse to a single image file to upload, or drag and
drop into the Drag files here to upload to upload multiple files at the same time.

Add a document

Choose a file

Choose File | Mo file chosen

| Overwrite existing files

x

oK Cance
Images o
@ MNew 1 upload W
Thumbnails  All Assets ... Find a file L0
Content Type [ MName  Modified Modified By  Length (seconds)

Cirag files here to upload W

Creating Image Folders

Images of the same category can be organized in a separate folder created under the Images

Library.

1. Open the Images Library
2. Select New Folder under the Files tab

Page 9



BROWSE FILES LIBRARY

E @E Check Out Version Histony
Check In Shared With

Mew Upload Mew Edit View Edit .
Document ~ Documept Folder | Pocument Discard Check Out ~ Properties Properties Delete Document
MNew Open & Check Out Wanage ]

3. Name the new folder
4. Open the new folder
5. Click on Upload or drag and drop images into the folder

Inserting an Image on a Web Page
1. Place your cursor inside the Page Content area and click on the Insert tab on the

ribbon.
2. Click on the arrow under the Picture icon, and select From SharePoint.

BROWSE PAGE PUBLISH FORMAT TEXT MSERT

DEE) %ﬁ FEI' ang)’

Table Picture | Video and Link Upload Reusable App Web Embed
- Audio- - File Content - Part Part Code

Tables From Computer Links Conftent Parts Embed

& Ch From Address u Only you can see your recent changes. Check it in.

| == P MATION SYSTEMS CENT

3. Inthe Select an Asset window, browse to the location of your image file (uploaded into
your Images Library in previous steps), click on the image file name, and then click the
Insert button.

4. Select the newly inserted image to display the Picture Tools on the ribbon, and add an
Alt Text attribute that is meaningful for the image. See Alt Text section below.

Note: If the image is only for decorative purpose, leave the Alt text field blank.
5. Edit other properties if needed i.e. the Position property can be used to align the image

on the page.
BROWSE PAGE PUBLISH FORMAT TEXT INSERT MAGE
—_ e i - L = | 187 11 dacont 5 pxc :
l% r----! G0 Addrese: Jdepts/tsb/fsc/Publishing D end Horizontal Sizez| 197 PX ~| 0 DHerizontal Space: -
G _| & N <] 4= -
= [:".__I Alt Tewt: A " 3..” Vertical Size: 253 px A Space: 5px -
Change Pick Image  Position
Picture ~ Rendition Siyles - - #/Lock Aspect Ratio
Select Properties shies Float Size Spacing
& Checked out to you Only you can see your recent chanc Lt citin.
Right -
INFORMATION SYST™ 5 CENTER
Top
Page Image
Menu
Click here 1
Bafttom
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Image Placement Requirements

You must use one of the 3 following file formats:

0 JPG - for photos

0 GIF - for graphics with solid colors

0 PNG - graphics with solid colors or with a transparent background (e.g. logo,

buttons, saved from vector graphics)

Your image must be sized -- your image should be resized respective to the intended
use prior too uploading into the Images Library.
Avoid using very big file sizes for page content because this will slow down page loading
time. Less than 200KB file size is recommended.
Do not upload large image file and resize and then resize the image to a small picture on
the web page (for example: 3600px width scaled to 200px)
If you use Photoshop or another image editor software, select the "Save for Web..." or
the "Export" option to optimize your images for web use.
Images must be uploaded to Images Library before inserting them to web pages.
Add Alt text (please read below)
Position as needed (float left/right)

Uploading and Downloading Documents

Before linking to your web pages, documents should be uploaded to the Documents
Library.

PDF file format is recommended for documents used for the web.

Uploading Documents to the Documents Library
1. Goto Site Actions, select Site content and open the Documents Library.

2.
3.

Documents

Click on Upload.
Click on the Choose File button to browse to a single image file to upload, or drag and
drop into the Drag files here to upload to upload multiple files at the same time
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Add a document x

Choose a file

Choose File | Mo file chosen

#|Cverwrite existing files

oK Cance
Documents o
@ Mew 1T upload £ sync v
All Documents ... Find a file ol
¥ [ Name Maodified Maodified By Checked Out To

Drag files here to upload M

Creating Document Folders
Documents of the same category can be organized in a separate folder created under the
Documents Library.

Open the Documents Library

Select New Folder under the Files tab
Name the new folder

Open the new folder and upload documents

L

Downloading Documents from a Documents Library
To download a document from the Documents Library, select the document and then click
"Download a Copy" from the ribbon.
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Check Cut - - Version History ra 2y Send To -
= B B o T Q% B E @
CheckIn = o &+ Shared With Ity Manage Copies
View Edit Share Follow J Download a Workfiows Publish
Copy Go To Source

Properties Properties x Delete Doournent

Waorkfl

Discard Check Out

Copies

Share & Tradk

Manage

sen & Check Out

EDUCATION LEADERSHIP » SERVICES w

ABOUT U5 w ADVOCACY

@ Mew i Upload s Sync F:} Share More w
All Documents ... Find a file o
¥ [ Mame Modified » Modified By Checked Qut To
[# Web-Publishing-Guide 3 =« A few seconds ago Jon Cornelison
< ~
Drag files here to upload

Creating Links

In the page content area you can create 3 types of links: link to another web page, link to a

document, and external link.

Link to another Web Page
1. Highlight the text you wish to make a link.

2. Select the Insert tab.
3. Select Link and then select From SharePoint.

BROWSE PAGE PUBLISH FORMAT TEXT INSERT

DU;‘IE—“'?;j %ﬁ ftrﬂlf -’Dg <>

Reusable Aop Web Embed

Table Picture Video and Link | Upload
- - udio - - File Content Part Part Code
| ]
Tables Media N From SrarsBoipt gontent Parts Embed

& Checked out to y\‘:luI From Address se your recent changes. Check it in.

4. Inthe Select an Asset dialog box, click on the Pages library link on the left bar to

display all web pages.
5. Select the page you want to link and click OK.

Link to a Document
1. Highlight the text you want to make a link

2. Select the Insert tab.
3. Select Link and then select From SharePoint.
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4. Inthe Select an Asset dialog box, click on the Documents library link on the left bar to
display all documents.

5. Select the document you want to link and click OK.

Tip: From the Select an Asset dialog box, you can upload a new file to link to. Select the
appropriate documents library (Documents or Pages) on the left pane to open it, click on the

Upload link, and upload your file to that specific library. Then, you can create a link to the newly
uploaded file.

Note: A link to a document should open a new window:

1. Click inside the text of your newly created link to expose the Link menu in the ribbon.
2. Check Open in new tab under Link Tools /Format on the ribbon.

BROWSE PAGE PUBLISH FORMAT TEXT MSERT LIMNK
fi‘x GS( % URL: Jfdepts/tshy/isc/Documents | #|CPEn in new tab I

k) -
& E.CI Description: Display lcon
Select Remowve
-k e L!:a Bookmark:
Link Properties Behavior

Link to an External Web Page

1. Highlight the text you want to make a link.
2. Select the Insert tab.
3. Select Link and then select From Address.

BROWSE PAGE PUBLISH FORMAT TEXT MSERT
kv
S LB En B 8k <«
- & L @ =
Table Picture Video and Link | Upload Reusable App Web Embed
- - widio - - File Content - Part Part Code
Tables Media From SharsPoint | —ontent Parts Embed

,& Checked out to 2@ your recent changes. Check it in.

From Address

4. Inthe Insert Hyperlink dialog box, enter the URL of the web site or web page you want
to link to.
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Insert Hyperlink

Text to display:

California Department of Education

Address:

https://www.cde.ca.gov/
Try link

OK Cancel

Note: External web page should open in a new window.

1. Place your cursor on the existing link to expose the Link menu in the ribbon.
2. Check Open in new tab under Link Tools /Format on the ribbon.

I
BROWSE PAGE PUBLISH FORMAT TEXT INSERT LINK
st G\ % URL: https:/fwww.cde.ca.gov/ | Dpen in new tab
e A t.‘tl Diescription: Display lcon
Select Remove '
i ik I&‘.;.) Bookmark:
Link Properties Behavior

Removing a Link
1. Place your cursor on the existing link to expose the Link menu in the ribbon.
2. Click on Remove Link on the ribbon.

P

BROWSE PAGE PUBLISH FORMAT TEXT IMSERT LIME
£ Cae ) % URL: Jdepts/tsh/isc/Documents Cpen in new tab
R

= L. iotion: Display lcon
5-.=_-_I-.=-_k RE-Q"?C'.E =] Description: play

-n - L!:_; Bookmark:

Link Properties Behaviar

Note: Deleting an existing link in the URL field does not remove it completely. The link still
remains, but points to the default page. To remove a link completely, click on the Remove Link

icon.

Changing the URL of an Existing Link
1. Place your cursor on the existing link to expose the Link menu in the ribbon.
2. Click Select Link icon.
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BROWSE PAGE PUBLISH

FORMAT TEXT

INSERT

LIME

‘R - URL:

It!é Bookmark:

Link

https:/fwww.cde.ca.gov/

Description:

Properties

[|Display lcon

[#/Open in new tab

Behavior

3. Select a document or web page from the SharePoint site. For external link, enter a URL

in the Location (URL) field and check Open in a New Tab.

Link to an Email Address

1. Highlight the text you wish to make a link.

2. Select the Insert tab.

3. Select Link and then select From Address.

BROWSE PAGE PUBLISH

FORMAT TEXT

HloH QN B2 8

Ernbed
Code

Table Picture Video and Link
- - Audio - -

Tables Media From SharePoint

INSERT

Uploag  Reusable
File Content -

Content

App
Part

Parts

Web
Part

Embed

& Checked out to j’ From Address j_ your recent changes. Check it in.

4. Enter mailto: following by email address (no space between mailto: and the email

address)

Insert Hyperlink

Text to display:

‘ Send an email to Jon

Address:

‘ mailto:jcornelison@sccoe.org

Inserting Tables

Inserting a Table:

1. Select the Insert tab.

Try link

OK

Cance
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2. Select Insert Table
3. Select the number of rows and columns

BROWSE PAGE FUBLISH FORMAT TEXT MSERT

= o9 N B 8

Table Picture Video and Link L.lp pad  Reusable App Web Embed
- - Audio - - File Content - Part Part Code

i Inzart Tzhie. Links Content Parts Embed

su  Only you can see your recent changes. Check it in.

UDRMATION SYSTEMS Ci

Page |

Insert a 4x5 Table
1

L
l
L
l
O

I

I

I

I

I

I
-

ty Board of Education
Table Layout Tools:
Select the Table Layout tab.

e Delete cell, column, row, or whole table:
Select the element you want to delete, and then click on the corresponding option on the
Delete dropdown.

BROWSE PAGE PUBLISH FORMAT T EX, i mtemyieihinimfiii T DESIGM

L o
|"|“| L J 2 L || iens Table Wiate] | 100%
=l X L[ 191 px

Insert  Inse

EE Table Heigh

Merge  Split Insert  Insert Delete
Cells~ Cells~ Above Below Left Righ -
LT,
Ieroe Rows & Columns 7 Delate Cell W
L4 - . -
& Checked out to you Only you can sepy % Delete Column Check it in.

INFORMI-’ATITII;:x SR IMIS CEN

B"( Delete Table

Page Im:

e Insert rows and columns:
Select the row or column you want to insert a row or column next to it, and click on the
corresponding option on the ribbon.
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BROWSE PAGE PUBLISH FORMAT TEXT INSERT TABLE LAYOUT DESIGM

== |’+—| L'J ,:(. _],:, LP_(! o Table Width | 100%

i el 191 px
hWerge Split Insert  Insert Insert Insert | Delete *[ able Height
Cells» Cells Above Below Left Right -

Merge Rows & Colurmns 0

e Split and merge cells:
0 Split: Select the table cell to split and then select the corresponding option on

the ribbon.
0 Merge: Press the Shift key and select the cells to be merged, then select the

corresponding option on the ribbon.

Table Design:

Click on the Design tab, and then select a predefined table style.

BROWSE PAGE PUBLISH FORMAT TEXT INSERT TABLE LAYOUT DESIGM L

4
First Column— Last Column & EHE
Styles Show Grid

Header Row — Footer Row |_

- Lines
Table Style Options 1 Default Table Style - Light STITETD
Table Style 1 - Clear Wind
e Voice
SCCOE Table Style 1 .
valcerl

SCCOE Table Style 2

The Clear table style is used to line up text blocks or graphics in columns and rows (this styles
has no borders).

Options to display column and row headers:

BROWSE PAGE FUBLISH FORMAT TEXT INSERT TABLE LAYOUT DESIGM L

[ |Header Row [~ Footer Row |_ .|J $E
| First Column—Last Column o )
- Styles Show Grid

Lines

Table Sizing:

e Use relative values (percentages) rather than pixels.
o Defining cell height should be avoided so the table cell can expand downward to
accommodate its content.
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Creating New Pages

To create a new page:

1. Go to the site you want to add a new page to.
2. Select Add a Page from the Site Action menu.

- Q ? Jon CDrnEIison ¥

Hide Ribbon SHARE Y% FOLLOW

Shared with...

Add a page

Add an app
Site contents
Design Manager

Site settings oinserta

it ara Frarn ChaeaDiaias

3. Enter the new page name and click Create.
Add a page

Give it a name

Find it at hitps://new.sccoe.org/c

i)
T

Note: see File Naming Conventions section of this guide

4. The new page will open for you to start editing.

a. Edit the page title in the Title field if needed.

b. Edit the page content.

Notes:

e Page Titles are different than page names: page titles appear on top of the web pages,
they should contain spaces. Page names are file names, they should not contain

spaces.

e The link to the newly created page is automatically placed on the current site
navigation bar after you published it. You could disable this feature in the Navigation
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Settings and add links manually to the current site navigation (see Modifying navigation /

Current navigation section of this guide).

o New pages are stored in the site’s Pages library.

Changing Page Layouts

To change the page layout, you need to be in edit mode.

1. Select Edit tab and then select Page tab.

2. Select a page layout from the Page Layout dropdown.

BROWSE PAGE PUBLISH | FORMAT TEXT INSERT ‘

— = [-I-] P2ge Histary P
o & B SO
T &% Page Permissions
CheckIn Edit E-maila Alert Preview
- Link Me ~

Save MNew Z‘Eﬁe
- 7X Delete Page

Properties »

Edit Manage Share & Track

& Checked out to you Only you can see your recent changes. Check it in.

Technology Services / Information Systems Center / Device Support

INFORMATION SYSTEMS CEN

Editing Web Page Properties

D @ Make Homepage

{1 Incoming Links

Lﬁ}'%'g—{v O Draft Check

SOCOE Sub Page

I

i

Audience Page

Department
Content Page

[ A ”
4t & |[Q
Library Library  Wiew Al [Tags &
Settings Permissions Pages Notes
idand Motes
Department Publication
Heme Page Page

You can change the file name, title, and others page elements for an existing web page by

editing its properties.

To open the page properties, select Edit Properties under the Page tab.

BROWSE PAGE EUBLISH
D D = @ Page History N,
7 |j 3 «/—'l & 2% Page Permissions B
Edr Mew Check Inj Edit jE-lHE E-maila Alert
- Properties » | U Delete Page Link e -~
Edit hMan=ns Chara B Trarl-

Saving a Web Page

There are 3 options for saving and closing a web page:

—Q 6] Make
@f rﬂ Ircor
Preview Page

Layout - [0 Draft

Dzps Artisnc
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BROWSE PAGE PUBLISH FORMAT TEXT INSERT

Py [rs. Cut
Open S 1
E IJ E pen Sans

Copy
Save Checkln  Paste . B I U ak X, 3
- " Undo -
d Fomi
Edit

- Only you can see your recent
IE' Save 1

[
% soessioans 2 YMATION SY
E Stop Editing .3

e Save - Save changes to the page and exit edit mode
e Save and Keep Editing - Save changes to the page and continue editing

e Stop Editing - Exit edit mode on this page. You will be prompted to save or discard your
changes.

When you open a web page in edit mode, it is checked out to you. The status bar shows that
the page is "checked out to you" and "only you can see your recent changes".

& Checked out to you Only you can see your recent changes. Check it in.

When a page is checked out to you, other permitted users cannot see your changes, and
cannot edit that page until you check it in.

Check In options

BROWSE PAGE FUBLISH FORMAT TEXT INSERT

3 D Cut
Open 5 .
E IJ E pen Sans

Copy
Sa;.-e EheEk:In Faste B I U abe X,
Undo
Ed Far
Check Out
& C qly you can see your recent
I-TE Check In 1

B piscara check out 2 MATION SY

Crvermride Chedc Qut
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e Check In - Check in the page which is currently checked out to you.
o Discard Check Out - Discard any changes you have made to your checked out version.

While you are working on the update and save your page, your changes are not visible to the
public. You need to publish your page for the update to be viewable by the public.

Select Publish tab and click Publish.

BROWSE PAGE FUBLISH FORMAT TEXT MSERT

Publish

-

Publishing

Add any comments and then click the Continue button. Note: comments are optional, but are
used in the Version History (see Page History section) so it is recommended to add a brief
summary of the changes made.

Publish

Comments:

Spelling;

No spelling errors found

Contin Canc
Lontinue Lance!

A note about page versioning...

SharePoint creates a minor version of a page each time you check it in. A major version is
created each time you publish a page. The current live page is the latest major version.

Major versions are always in whole numbers, such as 1.0, 2.0, and so on. Minor versions are
denoted by decimals following a major version number, such as 1.1, 1.2, 1.3 and so on. For
example, suppose the latest minor version of a page is 4.3, when you publish the page the next
major version will be 5.0. See Page History section below for more information page history.
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Page History

Each web page has a version history. The number of major and minor versions can be set in
Page Library Settings > Versioning Settings. You can use the Page History to restore a

previous version of a page.
To view Page History:

1. Select the Page tab on the ribbon.
2. Select Page History.

3. Onthe Page History page, click on the Version History option.

BROWSE PAGE PUBLISH
[ -
=l B
@ L=
Sawe Mew Checkin Edit
- - Properties

FORMAT TEXT

Page

URLs

MSERT

[+[s] Fage History

&% Page Permissions

/< Delete Page

B5#Edit [temn | 3 Delete Item | @8Manage Permissions |[yCheck rl'{gj‘.-’ersion Historg.*'hf,Workflc'u‘.rs @hAlert Me

To restore a previous version:

For example: Your current published major version is 42.0 and you want to restore the previous

version 40.0.

1. Click on the down arrow on the right hand side of version 35.0 date

2. Select Restore from the dropdown menu

Delete All Versions | Delete Minor Versions

Modified By

421 7/17/2019 5:44 AM 2016 SharePoint Setup Administrator
This is the current published major version

42.0 7/17/2019 5:44 AM 2016 SharePoint Setup Administrator

41.0 4/17/2019 2:41 PM sccoetskao

40.0 | 242002010822 A0 - sccoehskao
View

39.0 2 : Charles Doan

38.0 k& : Charles Doan
Delete

37.0 L—— sccoetskao

36.0 10/8/2018 2:32 PM sccoelskao

35.0 10/8/2018 12113 PM sccoelskao

34.0 10/3/2018 11:52 AM Charles Doan

33.0 10/2/2018 5:30 PM Charles Doan

Size

4.2 KB

4.2 KB

4.2 KB

4.2 KB

4.2 KB

4.2 KB

4.2 KB

4.2 KB

4.2 KB

4.2 KB

4.2 KB

Comments

Page Published Successfully

Page Published Successfully
Phone number format

Removed TSE logo.

Remove Cloudzone links. No longer in use.
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It is important to know how to access the version history for your page should you need to revert
back to a previous version.

Modifying Navigation

To modify the site navigation:

1. Select Site Settings.
2. Under Look and Feel, select Navigation to open the Navigation Settings page.

Look and Feel

Design Manager

Master page

Title, description, and logo
Page layouts and site templates
Welcome Page

Device Channels

Tree view

Change the look

mport Design Package
Navigation
Image Renditions

You can do the following modifications:

Move Add Add
& Edit... % Delete &
Down & X “4 Heading...® Link...

o Showr/hide global and current navigation links

e Sort links automatically or manually

e Move links up and down (links on the current navigation are set to be sorted manually)
e Edit links and headings

¢ Add/Delete links and headings

e The Edit and Delete options are not available for a link that is populated automatically
on the current navigation when you create a new page, or new subsite.

e The Edit and Delete options are available for links that are manually added to the
current navigation.

Current Navigation
The Current Navigation settings allow you to configure options for your site’s navigation menu.
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Current Navigation

Specify the navigation items to display in
current navigation for this Web site. This
navigation is shown on the side of the page
in most Web sites.

Structural Navigation: Sorting

Specify the sorting of subsites, pages,
headings
Structural Navigation.

nd navigation links within

Structural Navigation: Editing and
Sorting

Use this section to reorder and modify
ion items under this site. You

he naw

can create, delete and edit navigation

links and headings. You can also move

Display the same navigation items as the parent site

(Parent is using Structural Navigation.)
Managed Mavigation: The navigation items will be represented using a
Managed Metadata term set.

Structural Navigation: Display the current site, the navigation items
below the current site, and the current site's siblings

# Structural Navigation: Display only the navigation items helow the
current site

¥ Show subsites

¥|Show pages

Maximum number of dynamic items to show within this 20
level of navigation:

Sort automatically

# 5ort manually

Sort pages automatically

Move Add & Add

& Edit... K Delete
Down & X o Heading...® Link...

| &, Information systems Center Home|

|#] Device Support

Current Navigation Settings

BROWSE

é Santa Clara County

PAGE PUBLISH

ABOUT US

Y Office of Education

& Checked out to you Only you can see your recent changes. (

SCCOE Branches / Technology Services / Information Syste

INFORMATION SYSTEI

Menu

Information Systems
Center Home

Device Support

Current (Site) Navigation Menu
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Show Subsites & Show Pages

With the Show Pages option checked, a link to a new page is automatically added to
the current navigation bar when you create it. The corresponding link will be
automatically removed from the left navigation bar when you delete a page.

With the Show Pages option unchecked, links are not populated automatically on the
current navigation menu when you create new pages. You will have to add links
manually using the Add Link... in the Navigation Editing and Sorting section. In this
case, you should add a Home link to go back to the home page.

The Show subsites option works the same way.

Adding Links to the Current Navigation (or Quick Launch)
To add a link manually to the current navigation:

1.

aprwDd

Note:

Click on Add Link.

Enter the link title or page title to the Title field.

Use the Browse button to browse to the page you want to link.
The link will be populated to the URL field.

Click OK.

To create a link to an external website, copy the URL (web address) of that website,
paste it to the URL field and check Open Link in a new window. That is to avoid losing
you main site when the external site opens on top of it.

For link to a document (PDF or Office document), Open Link in a new window must be
checked.

File Naming Conventions

Avoid using spaces for subsite names and file names.

Spaces will be replaced by %20 and display an unfriendly URL.:

https://www.sccoe.org/Training//Documents/QSS%20 Security%20Form%20Guidance.pdf

Replace spaces with dashes (-) or use a no-space compound word with “camel case.”

Web pages:

https://www.sccoe.org/Departments/Testing/Pages/Network-Support-Services.aspx

https://www.sccoe.org/Departments/Testing/Pages/NetworkSupportServices.aspx

Documents:

https://www.sccoe.org/Training/Documents/QSSSecurityFormGuidance.pdf

https://www.sccoe.org/Training/Documents/QSS-Security-Form-Guidance.pdf
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Naming convention for subsites: no-space and camel case

Website: https://www.sccoe.org/Departments/BusinessServices

Accessibility Guidance

Alternative Text

To comply with Web accessibility standards when placing images and graphics on pages,
always remember the alternative text or “Alt Text” needs to be reviewed for every image placed
on a web page.

BROWSE PAGE PUBLISH FORMAT TEXT IMSERT MAGE
" -
l?'rj Address: /depts/tsb/isc/Publishin D %0 Horizontal Sizes| 220 P% -
= \ o J o -
> b= pt Tex: A = % [l vertical size: | 250 % .
Change Image = Position
Picture Siyles « - #Lock Aspect Ratio
Select Properties Shyles Arrange Size

Here are some general guidelines on the use of alt text:

¢ Images that are part of your content. If the image conveys information, then the Alt
Text should convey the same information in the context of the page. Below are
examples of Alt Text for the same image of Winston Churchill used in two different
contexts:

First Context: Web page on hats worn by well-known historical figures

Alt Text: Winston Churchill wearing his signature Homberg hat
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Second Context: Web page on Cuban cigars
Alt Text: Churchill smoking his favorite Cuban cigar, Romeo y Julieta

o Empty Alt Text for Decorative Images. If the purpose of the image/graphic is to
provide "eye candy" (i.e. visually setting a mood) then Alt Text should be blank (alt="").
An image with an empty Alt attribute (Alt="") is ignored by screen readers.
Note: When you insert an image in SharePoint, an empty Alt Text is inserted by default.
Leave it alone if it is a decorative image. Add a descriptive Alt Text if the image is
meaningful or functional.

¢ If the image is redundant or conveys no information, the Alt Text should be blank (alt="").

e Linked Image. If the image is an active link, it must have a meaningful Alt Text attribute,
which specifies the function of the image (i.e. what the target of the link is).

View our event |‘
calendar for .
current coursc offerings
and registration >>

The Alt Text of the about image should be “View our event calendar for
current course offerings and registration” as this is the function of the link.

¢ Inall instances of Alt Text, avoid entering “picture of...” or “image of...” or “link to...” etc.
as screen reading software already informs the user of this when they encounter an
image or link.

e Complex images that require lengthy text descriptions (e.g. graphs and charts) also
need brief alt text to describe its basic function and then provided with longer text
descriptions within the web page or a linked web page.

e Additional resources:
o https://webaim.org/technigues/alttext/.

Headings

Your webpages need to be organized using headings and lists found under the Paragraph and
Styles sections. Use Paragraph, Heading 2, and Heading 3. This is a great opportunity to
update your webpages and restructure your navigation.
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Links

Correct reading order: Organize and structure your page content with headings.
Screen reading programs provide a mechanism to allowing people who are visually
impaired to navigate through a list of headings.

A first level heading (h1) should be present. In the SCCOE website, H1 is present by
default as the page title.

A good heading hierarchy is required. If you have a page content structured with
headings, they should be nested properly and heading levels should not be skipped.
Keep in mind that your page title is an H1.. To avoid skipping heading levels, do not start
your page content with h3 or lower level headings (h4, h5, h6). You can start your page
content with h1 or h2. If you pages is very short, additional headings are not required.

Heading tag should not be empty. Empty heading is an accessibility issue and should
be avoided.

Note: If you want to add a space on top of a heading, put your insertion point at the
beginning of the heading, press the SHIFT key and hit ENTER to insert a line break.
Avoid hitting ENTER without pressing the SHIFT key, because this will add an empty
heading tags.

A hyperlink is a call to action. Using links like “click here" or "learn more," are confusing for
screen reading technology, as they provide no context. Ensure all links identify what content is
provided when clicked.

Color

Provide meaningful link text. Screen reader let users know the presence of a link and
typically do not use a mouse, so avoid using "Link to...", "Click here", or "Click on this
link" to indicate a link. Other non-informative link phrases to avoid are: "Here", "More",
"Read more", "Learn more”, "Info"...

Avoid repetitive links of the same exact text. For example, if you had a pad with a list
of meeting dates and associated links to agendas, do not repeat “View Agenda” over
and over again for each meeting. Instead, create the link in context and use “07-15-19
Meeting Agenda” or some other method of distinguishing the link.

Image Link must have a meaningful Alt text. Alt text of an image link is read by
screen readers, so it should be meaningful link text. See Alt Text section.

Empty link should be removed. Usually, empty links are left-over links in the code.
Since an empty link has no link text, it is invisible on the page and can only be removed
in the HTML code view. The site auditing service “Site Improve” will flag empty links and
publishers will need to remove them.

Make sure the contrast of text and background colors are high enough. Use the Styles section
and you’ll be good to go!
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Never use color alone to communicate. People who are color blind or severely visually
impaired cannot visually discriminate on the basis of color.

For example, the following instructions would not be accessible: “Please see red text below for
instructions on how to register.”

Color contrast is required. Text and background colors should have enough contrast to pass
accessibility validation.

Below is a result of the Contrast Checker Tool (http://webaim.org/resources/contrastchecker/).

Note: Hexadecimal color codes (i.e. #FOFOFO0) should be used to check color contrast.

Color contrast passed Color contrast passed

Colored and highlighted text should not be used as visual indicator to convey the
meaning of content.

Reason: People who are blind, colorblind, or have low-vision are not able to differentiate which
text part you want to emphasize by using a different color or highlighted text.

For example, the following instructions would not be accessible: “Please see red text below for
instructions on how to register.”

Changing Text Color and Checking Color Contrast

The SCCOE website has standard colors for text, headings and hyperlinks. To keep the color
scheme consistent throughout the whole site, changing text color is not recommended.
However, if color changes are needed for unique publishing needs, the below guidance is
provided.

To change text color in the page content:

1. Highlight the text you wish to change color.
2. Select More Colors... from the text color dropdown to display the color picker.
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BROWSE PAGE FUBLISH FORMAT TEXT INSERT

@ [E z:;r Open Sans - Mpx =iz e= 3=
save  (heckin | Paste B I Uakx.x / A e ====
Undo
Edit Clipboard Fort Lo 5E LH h
& Checked out to you Only you can uE EEESEE h
|
iINFORMAT dRREERREENLY
Standard Colors
M eny mm HE EEE

i an Ll " el

Old Color:

Mew Color:

rgh(34, 34, 3.

3. Get the hexadecimal color code:
a. Select a color swatch and copy the hexadecimal color code in the New Color
field. For example: #66CCFF for text color and #FFFFFF for background color.
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Old Color:

Mew Colaor:

[

#GBCCFF

4. Check Color Contrast:

a.

b.

Open the WebAIM Color Contrast Checker web page
(http://webaim.org/resources/contrastchecker/).
Paste the color code #66CCFF to the foreground color field (text color field), and

#FFFFFF to the background color field.
Note, in this example, this color is too light on a white background. The color
contrast fails for both normal text and large text.

Color Contrast Checker

Home = Resources > Color Contrast Checker

Foreground Color Background Color
Contrast Ratio
I L ] 1 .8:1
Lightness Lightness
link
H H permalin
Normal Text
WCAG AA: Fail
WCAG AAA:  Fail
Large Text

WCAG AA: Fail
WCAG AAA:  Fail

Graphical Objects and User Interface Components
WCAG AA: Fail

Text Input
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5. Modify Color Contrast:
a. Toincrease the color contrast, slide the Lightness control to darken the
foreground color until it passes color contrast validation, depending on your use
of color for normal text (e.g. body text, text box, quotation) or for large text (e.g.
heading, title bar, banner).

Color Contrast Checker

Home > Resources > Color Contrast Checker

Foreground Color Background Color
_ Contrast Ratio
| L 1 7.01 :1
Lightness Lightness
; Bl permalink
e
Normal Text
WXV Pass ] . - . .
WCAG AAA: @ The five boxing wizards jump quickly.
Large Text
WCAG AA:

The five boxing wizards jump quickly.

WCAG AAA:

Graphical Objects and User Interface Components

XYY Pass ] y

[Text Input |

6. Changing Text Color on your SharePoint web page:
a. Copy the new color code (#005e8e) for a foreground color that passes color
contrast validation.
b. Go back to your web page in SharePoint, highlight the text part, open the color
picker, and paste the new color code to the New Color field.
c. Scroll to the bottom right of the color picker window and click OK.
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Old Color:

Mew Colaor:

#005e8e

Using WebAIM Color Contrast Checker Tool

The WebAIM Color Contrast Checker tool can be used to check and select a background and
foreground colors that meets the color contrast requirement. You could use your own
hexadecimal color codes or pick the foreground and background colors from the color picker
that appears when clicking on the color fields. If the color contrast fails, Use the Lightness
slider to adjust your preferred colors until they pass the color contrast validation.
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