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mySMC Portal Quick Start Guide

This document is intended for Portal site owners to quickly start setting up or editing their site.

1 EDITING YOUR SITE
1. Navigate to the page you would like to edit.
Click on the gear icon and select Edit page.

——ttertritare-py £ |

| Sites
Show Ribbon
' Lg s Shared with.. | °
: — Edit page i
search this site J
Add a page
Add an app

Site contents
Design Manager

Site settings
Make any change like editing Contact Us by clicking in the text box
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3. When done making changes, be sure to Check In the page.
Checked out to you Only you can see your recent changes. Check it in. 4

A\
[ & ]

Enter a comment about the change and click Continue.

NOTE: It is important to remember to check in the page when you are done. No one else can edit the page

while you have it checked out!
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4. When you are ready to make the changes visible to all site visitors, click Publish.
@ Recent draft not published Visitors can't see recent changes. Publish this draft i
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5. If you don’t want to save a change you can Discard Check-Out. This is useful if you’ve checked out a page
accidentally or made a mistake you don’t want to save.

In the edit bar, click the triangle below Check-In and select Discard Check Out.
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2. CONTENT
A. ADDING CONTENT

1. Underneath the web-part’s section header, locate the + new link. This is how you add new content
such as a document, link, announcement, or FAQ.

Announcements SMC Team Site Template

@ new announcement or edit tis list

o @ M link or edit this list

There are no items to show in this view of the "Announcements" list.

v TmE

v [) EDT URL NOTES
Tiere are no items to show in this view of the "Links” ist
Team Discussion
new discussion Calendar

Recent My discussions  Unanswered questions @ new event or edit this list

There are no items to show in this viey of the "Team Discussion" discussion board.
v O & TTIE LOCATION STARTTME ENDTIME AL
There are no tems to show in this view of the *Calendar* it
Tasks

@ (® new tasK or edit his list
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TY DUEDATE %COMPLETE PREDECESSORS

There are no ftems to Show in this view
DMUV
@® new dodifent or drag fles here
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v Do

There are no doc

ents in this view

B. DELETING DOCUMENTS
1. Click on header of Documents
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& new document or drag files here

v [ NAME MODIFIED MODIFIED BY

2. Select the document you want to delete
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3. Delete the document
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C. EDITING SITE QUICK LINKS
Note: The site must be in Edit Mode to edit Quick Links. (See top of this document.)

To Add a New Link:

1. Click the New Link icon.

Site Quig

Mew — Maw Group <L C Styles anc - -~ srder
?.4_ Maw Link == Mew Group gL Configure Styles and Layout [Sh Reordes

2 \ork Orders
if you are asked for an account number use 956608146, Your user name is your SMC e-mail address. The password should be
*RedSax”. If you cannct log in, please call Laura Wolf @<2330 or Rick @ %2425,

5 ctaff Directory

4 Trip Direct - Van Reservations
Ml reservations for college vehicles must be submitted through the Trip Direct system, which is part of the work order system. I you
are asked for an account numbser use "BBEE08146". Your user name is your SMC e-mail address. The password is "Stelers”. If you

cannt log in, plesse call Laurs Woif @<2330 or Rick @+2425
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2. Enter the link information. At a minimum you must enter a title and URL. Description and
other fields are optional.

s the link text

ary link displays

ak to a person
Title:
Text
Description
Description here!
Check Spelling
£
Link URL: {Test link]
httpe// Brovse..
O Open link in naw window
Toaltip:
Image URL: [Test link
Browse
Image description
Used as alvernativ he image
Sroup
Image on left v 52
oK Cancel

To edit or delete a link:
1. Click the paper & pencil icon next to the link you want to edit

Site Quick Links

w Link = New Group ;‘L! Configure Styles and Layout (S Reorder

rders
e asked for an account number use "256608148°. Your user name is your SMC e-mail address. The password should be
Scec”. If you cannat log in, please call Laura Woilf @x2330 or Rick @ x2425.
Staff Directory
Trip Direct - Van Reservations

Al reservations for college vehicles must be submitted through the Trip Direct system, which is part of the work order system. If you
are asked for an account number use "258608148". Your user name is your SMC e-mail address. The password is "Steelers'

! If you
cannot log in, please call Lsura Woif (@p2330 or Rick @p2425.

2. To Delete, click delete. To edit the text or change the link, click edit.

Site Quick Links =

-

B MNew Link == New Group ;'é! Configure Styles and Layout [5h Reorder
E Woark Orders

- =2r2 asked for an sccount number use “253808148°. Your user name is your SMC e-ma’l addrass. The password should be
| Gk Edit 3ou<”. If you cannot log in, please call Laura Wolf @p<2320 or Rick @ »x2425.
x Delste Staff Directory
i 3

Trip Direct - Wan Reservations

Al reservations for college vehicles must be submitted through the Trip Direct system, which = part of the work order system
are asked for an account number use "856608148". Your user name is your SMC e-mail address. The password is "Steelers
cannot log in, please call Laura Wolf @x2330 or Rick [@x2425.

If you
. If you
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This will open up the details for editing. Click OK to save changes.

Edit Link x

nk to an item
nk to 3 person
Title:

Work Orders

Description:

If you are asked for an account number use
"06E608146". Your user name is your SMC P

- Check Spelling

e-mail address. The password should be
“Rs ¢ If you cannot log in, please call e
Limk URL: (Test link)
https:/fwww.myschoolbuilding.com/myschoolbL Brows=...

M Cpen link in new window

Tooltip:

sked for an account number use "96¢

Image URL: (Test link;
Browsa...
Image description:
Used as alternative text for the image
Group:
Style
Image on left v i
oK Cancel

3. To reorder links, click reorder here:

Site Quick Links

Maw L Mew Group =L C Styles and Layout |= wrder
?d_ Mew Link s= New Group g Configure Styles and Layout [Sh Reorde:

A new window will open.

Highlight the link you would like to move and then click Move Up or Move Down. Click OK

when done.
@ Reorder Links - Google Chrame = O *
8 my.smevt.edu/campusservices/facilityservices/_layouts/15/CmsSlwp... &

5  Sort the summary links and group headers.

Mowve Up * Move Down

&, Work Orders
| Staff Directo ]

&, Trip Direct - Van Reservations

oK Cancel
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