


Main Topics We'll Cover Today

General formatting
Hyperlinks
Photos and images

Document management

I'LL EMAIL YOU THAT
DOCUMENT

J JUST UPLOAD TO
J/ SHAREPOINT

OKAY, | PUT IT ON THE
SHAREPOINT THING.
I'

|III

Y DOLECMENT-DOCX
HAS BEEN ADDER

YOU WALKED
OWVER HERE TO
TELL ME THAT?




First things first!
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Uintitieel - Hetepad

ymmand Prompt
nnect to a Metwork Projector R . HETEN

ynnect to a Projector

i 1 Getting Started S ot ler Corchuie]
Math Input Panel : m—;—;
Pictures .
| Motepad
Paint R
Remote Desktop Connection
Run Computer

Snipping Tool

Sound Recorder Control Panel

Devices and Printers

Notepad is
your friend!

Default Programs

Help and Support

Editing Tools
Site Actions ~ @5 ¥  Browse  Page Publish Format Tex

7 NI . : s
Trebuchet M: (| 13px -~ H BT —
H e |0 I BHe & V %
Ma
Siples

B 7 U e x, x* . é- Ay Styles  Spelling

Save & C CheckIn | Paste

Undo
t p ling

Programs of Study

Paste plaintext

Paste the contents of the -

clipboard as plain text. Academic Programs
We pride ourselves on preparing students for careers of the 21
technology, new media, early childhood education, business, g




Spell Checlcis
also your
friend!

Editing Tools
Site Actions - @2 ¥  Browse Page  Publish Format Te

TrebuchetMS = 13px -

se CheckIn  Past ) ; * |7, 2 f
e ( 155 n aste T B 7 Uazex, x* . A. A
Edit C 0 Font
Programs of Study

Academic Departments

g Select~
Sty@s |Spelling M@rkup
- Sles + <3 HTML~

Paragraph el Markup
Spelling

Check the
the page.

Academic Programs
We pride ourselves on preparing students for careers of the 2
technology, new media, early childhood education, business,

campuses.




Use Built-In “Markup Styles”

Publish

* | makes consistent e w0

B 7 U ke Spelling <5
o & - % HTML -

Spelling | Heading 1

formatting easier and — =

Heading 4
Colored Heading 1

Resume Writing and C

lored Heading 2

o - 2 -
U I C e r - : - Colored Heading 3
sume Writing and Cover Letter| cojqred Heading 4

Horizontal Rule
Paragraph

ou beg Callout1 re a stellar, well-written resume and cover letter. Thi n
on of YOU! caliout 2 st it can be especially since employers spend no more than one

: - . p
. — : - 't let that short length of time fool you — they are able to decide
5 looking for: strong communication, good presentation, no

Even if you do not have work experience, you CAN create a resume based on your skills, your education, club
involvement, and volunteer experience. Here is ALL the information that you need to create an award winning cover

° PYS e .
letter and resume. And YES you need a cover letter! It gives you that professionalism and follove-through that other
candidates may not have!

[) 1- ° ° I ° 1.. ! .
with disabilities
h

forb:

Career Coach
Career Coach will enable you to build a resume, search for current job openings, and research educational programs
offered at Santa Monica College.

Resume Writing Guide
Come and take look at our resume writing guide: it has all that you need to write a resume that gets noticed. Samples
of resumes even by industry!

Cover Letters and Why They are Important

We know, we know! 1t is just ONE more thing for you to do in your job search —write a cover letter. But thi




Editing Tools

Site Actions ~ B [ Browse Page  Publish Format Text
o |EE ? @1
C5)]

Table Picture Video and Link Upload leusable Ve Existing MNew
Audi File ( : s List

- - Audio - 15

Links Content

I_:: Insert Table...

Insert a 4x3 Table
| Student s

OoOOO0 ‘ !
Status: Checked out

" M;

U
O
O
O
O
O

Planning

Choosing Your Major|

I O
I O
I
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I O
I O
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I O [
I O
I O

Create simple
tables within
SharePoint

sy
il Editing Toals Table Tools
/ Site Actions ~ @& ¥  Browse Page  Publish Format Text  Insert
—I8 Header Row [T Footer Row
First Column [7] Last Column
T3| Default Table Style - Light
Table Style 1 - Clear
Table Style 2 - Light Banded
Table 5tyle 3 - Medium Two Tones
Editing Tools Table Tools
Site Actions -~ @ M Browse Page Publish Format Text  Insert @

+__1+| Table Width 10 j Column Width 345 px Summary:

}Eﬂ T:ﬂ —¥ §] Table Height 55 px 4[] Row Height 27 px

Show Grid  Merge  Split Insert Insert Insert Insert Delete
Lines Cells » Cells~  Above Below  Left Right -

olumns Width & Height Properties

Table Merge



Create Tables with Fancier Formatting

* |f your table needs fancy
background colors or
borders, make it in Word

first

* Do only the formatting and
text in Word — add links
and images in SharePoint

* This is one of the few
instances where |
recommend copying from a

Word doc! ;-)

* Please keep accessibility in

mind

Visit SMC

Not sure if SMC is
right for you? We
invite you to stop by
and give us a try!

Apply Now!

Why wait? Applying is
free, and easy.

Visit SMC. > Apply now. >>

Table created & formatted in Word Document

Prepare for SMC

Follow the Steps to
Success to ensure
your spot at SMC.

Prepare. >>

Apply Now!

Why wait? Start your
application now. It's free
and easy.

Apply now. >>

Schedule a Tour

Not sure if SMC is right for
you? We invite you to stop
by and give us a try!

Find a Counselor

Our team of counselors is

excited to meet you! Learn

how & where to find us.

Meet the team. >>

Finished table with images and links added

SMC Near U!

Find out if we're
coming to a high
school or college fair
near you!

Calendar. >>




Clear Out Funky Formatting

Editing Tools
site Adions - @ P  Browse Page  Publish

H‘ —% 3 Trebuchet MS = 13px ~

P
Save & Close CheckIn  Paste B I U zex, x %, A ’e
= 5 - J

Edit Clipboard Font
Programs of Study | Clear Format (Ctrl+Space)

Clear all formatting from the
selection, leaving only plain

Academic Departments

= Art

= Business

* |f a section of your page
is exhibiting formatting
quirks:

* Highlight the “messed up”
section

* Click the “Clear Format”
button

* This should leave the
section as plaintext only



Did you mess
up youlr
webpage?

Editing Tools
PORTER_HELEN ~
Page Publish rmat
! Trebuchet M5 = ARG
CheckIn| Paste B J U zhe X, Spelling N
< . u 2 - HTML »
Font 3 n

Marku|

Changing Lives in the Global Community through Excellence in Education

Status: Checked out and editable.




PORTER_HELEN =
Bublish

epage

Incoming Links

ng Lives in the Global Community through Excellence in Education

Corsair Connect | Library | SMC Online | Class Schedule | College C g | District Calendar | Maps | Directory

But what if | MONICA —

already
published?
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e Links on the left side of

Editing Your Navigation Menu

About Assessment

your department’s web

Location & Directions

Testing Requirements

pages are your
navigation menu

ncurrent Enrellment
Students

* To edit them, go to Site
Actions > Site Settings >
Navigation.

= Tests and Services

Prepare Before Testing

English Assessment & Prep
L Assessment & Prep
assessment & Prep
llenge Exam

allenge & Prep

to-Benefit & Prep

* Keep your end users in

Test Results

Waivers and Exemptions

mind! ver

Your Results

ment

mmendations

fer and modify the n

Navigation Editing and Sorting

Down
4 General In
& about Assessment.
2, Location & Directions
& Testing Requirements
enu controls @, Academic Integrity

3 Testing Policies
@ New Students
2 Continuing Students
# Concurrent Enrollment Students
@, Retesting Policies
# Out-of-Area California Students
& Out-of-State Students
(23 Tests and Services
@, Prepare Before Testing
& English Assessment & Prep
& ESL Assessment & Prep
& Math Assessment & Prep
& Math Challenge Exam
& Chemistry Challenge & Prep
ciency & Prep
o-Benefit & Prep

@ Proctoring Services
@ Waivers and Exemp
[Z3 Testing Results
& Interpreting Your Results
&, View Your Placement Eligibility
& Placement Recommendatio
23 Documents
& Forms
. Placement Charts and Brochures
% ABC

d

o MOVe g Fiit... X Delete B A
Head




* A vanity URL makes this:
hitp: / /www.smc.edu/Enrollmen
iDevelopment /IEC /Pages/Cont
act-the-International-

Education-Counseling-
Vanity URLs Center.aspx

* Become this:
www.smc.edu /asklECC



http://www.smc.edu/EnrollmentDevelopment/IEC/Pages/Contact-the-International-Education-Counseling-Center.aspx
http://www.smc.edu/EnrollmentDevelopment/IEC/Pages/Contact-the-International-Education-Counseling-Center.aspx
http://www.smc.edu/EnrollmentDevelopment/IEC/Pages/Contact-the-International-Education-Counseling-Center.aspx
http://www.smc.edu/EnrollmentDevelopment/IEC/Pages/Contact-the-International-Education-Counseling-Center.aspx
http://www.smc.edu/EnrollmentDevelopment/IEC/Pages/Contact-the-International-Education-Counseling-Center.aspx
http://www.smc.edu/askIECC

Make Document & External Links Open in o
New Tab

* You'll provide a better
user experience by

. o7 o - . . . . ° °
revie e vigealpe | TR Vet g W S U8 making links to
Tables Media W

and external

sifes open in @

* All you have to do is

o @ URL /EnrolimentDevel tal [ Open i tab [ Display 1 CheCk “Open in new Tqb”
AP L et in the Link Tools tab

“Link A& Bookmark:
2=




Add Description Text to Links

* Adding description text
for a hyperlink increases Bk

Link Link
Link

accessibility and gives

visitors more info about
the link

* It’s imperative to include
a description for linked
images

Link Tools Table Tools

Format layout  Design

Welcome fo Study Abroad!

This summer, SMC is returning to China for an enriching
and educational study abroad experience. Learn more at
our info session on:

Monday, March 11 from 11 a.m. - 12:30 p.m in
HSS 301!

To support global citizenship at SMC, IEC offers Study
Abroad opportunities that allow you to live in and learn
about a different culture and its people while participating
in service learning projects and earning academic credit.
Successful completion of the program and both courses
offered satisfies the Global Citizenship A.A. Degree
requirements. Questions? Ei Us or 310-434-4044.

0 O
Click above to watch a video from our 2012 SMC in China
Program.



’\!

e |
il

ooooooooooooooo

T



PORTER HELEN
Documents
Pictures
Music licrosoft Office 2010

File Edit View Picture Tools Help
ft Office 2010 Tools gl shorteuts... o G 2 # Sa n X 7 N 4l Auto Correct _
al C for VBA Projec

ft Clip Organ Devices and Printers J j

Computer

Control Panel

Default Programs

Help and Support

Before you
upload:
compress!

Compress Pictures

Edit Pictures

1 files d
Correct pictures automatically

To automatically corr and

Estimated total size



Get to Know Your Picture Tools

* Manually adjust horizontal
or vertical size to make an
image fit on your page
(keep aspect ratio locked!)

* SharePoint automatically

SREe Caﬁ?f- e’WLEe_? Center adds 5 pier.s of space

= ‘5“" ok around your image, but
e R you can reduce this

areer Services

* The “Position” menu gives
you control over how text
flows around your picture



Editing Tools Picture Tools

PORTER_HELEN

site Actions - Browse Page Publish Format Text  Insert Design
—1 Horizontal Size: ¥ JHJ Horizontal Space: 0 px

o

Ij Vertical Space:

Select

Admissions Programs of Study
s | Career 5 ¢

1ecked out and editable.

Welcome to Career Services
Title

Welcome to Career Senvices

ALWAYS add
“Alt Text”

-

rvices Center

o s
H -

Etiquette Tip
= Internship P




Editing Tools Picture Tools
site Actions ~ @ [ Browse Page  Publish

Format Text Insert Design

Try built-in
phioto borders

\g!) Addre ! ‘T.] Haorizontal Size: 690 px

A= Alt Text

2 [ Horizontal Space: 0 px
: x:: Vertical Space: 0 px
Change

Picture ~ / 7| Lock Aspect Ratio

d Mo border

Thin line border

.| Dark border

Light border
Status:

219n2:




Need clickable buttons?

* Check out
dabuttonfactory.com

Da Button Factory
Create pretty butions onliine, quickiy!

Your text here

* This free online tool lets
you create & download
custom “button” images

* You can then add these
to pages and link them
to Con‘l'en‘l', qppsl eTC. Back to New Students Home Find a Job or Internship

Out of State Students Dack 1o Fashion Homepage

Counselors High S5chool Students
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e Adtions - g PORTER_HELEN ~

Corsair Connect | Library | SMC Online | Class Schedule | College Catalog | District Calendar | Maps | Directory

Search SMC [O)

Changing Lives in the Global Community through Excellence in Education

All Site Content

View: All Site Content -

ment Libraries

Documents

Take stoclk of
your website!

Job Search Resources
Interviewing Tips

Calendar of Events

Santa Menica College = 1900 Pico Boulevard Santa Monica, CA 90405 USA « (310) 434-4000
@ Santa Monica Community College District - A bilit:

ement = Contact Us




How to Replace a Document

* Do you have a document
that’s updated every
semester?

* Avoid having to update all
links to the document by
replacing it instead of
uploading a new version

* Simply give the updated
doc the as the
one

, then upload it



Library Tools

Site Actions ~ Browse

PORTER_HELEN ~

Current View:

All Documents =

4 -
— Edit Library

E-maila  Alert ’ Libra
Current Page Me - Offi New Quick Step Settings

u can drag and drop files
ry, create folder
i delete

Changing Lives in the Global Community through Exce]

multiple files at o

Bulk Document
Management

] HoME
] HoME

PDF File
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Online Forms: You Have Options
* |f you need a simple | R —
form that emails you

submissions, contact me

* You can also use Google
Drive to create online
forms, which will collect
submissions in a
spreadsheet
* Short Google forms can be

embedded on your page
(ask me for help)




al \m&ﬂgﬁé&a Community through Excellence Eduémn
ttp: v sme. edu/EnrollmentDevelC: MONICA
EZF 1o stves | conast @ LSJE
al

SUMMARY

4 WAVE has detected the following
‘—] 1 erroRs

4 » [*Santa Monica College#|

18 ALERTS
| l13Features
[|19 STRUCTURAL ELEMENTS
1 HTMLS/ARIA ELEMENTS
J|1 conTRAST ERRORS » SMC International Main Page

Faculty & Staff
SMC | Enrollment Development | International Education Center | How to Apply to SMC

How to Apply to SMC

« International Student
Information

Panel Options

4 DETAILS: A listing of all the WAVE
icons in your page.

Once you submit your online application, you will be issued an ber (Application ID#). You
will also be matched with an Admissions Officer who will help you through the rest of !hs admlssluns process.

@ DOSUMENTATION. Explanation of How to apply to SMC Please upload all support documents listed below to your on-line application. Do notf U | mail any documents to

the WAVE icons and how you can N
make your page more accessible. International Student Peer Santa Monica College as paper documents will not be accepted.

Mentors
OUTLINE: The heading structure of Tuition & Fees + [E=JFinancial Statement - sponsor's Official Bank Statement showing a minimunm of 526,000 USD to demonstrate
= the web page. Application Deadline applicant can meet SMC's estimated tuition and living expenses. Further financial information may be required.

Orientation Information . 5) fdadsample Bank Stateme

Education USA | 1-134 Affidav Support

« Intensive English Program + Copy of Passport information and expiration page.
+ Transcript of records from last school attended. If the school was a college, university or high school within the
us, official transcripts must be sent directly from the awarding institution to the International Admission Office
IEP Information at SMC.

+ Application Fee -The fee is 575.00 USD and is non-refundable
o ono ol + Proof of English Proficiency - &
Spring 2013 = SC_Englisn_P EEISMC_ISC_English_Proficiency.pd - NOT required for admission to
Summer 2013 Intensive English Program. Applicants with TOEFL score of 500+ or the equivalent will be given preference.
Fall 2013 « Essay - One page on why you wish to attend SMC.
« Transfer-in-form (required only for student transferring from U.S. language institutes, colleges or
« Important Information universities)

- NOTE: All students must be 18 years old at the time of initial atlendance@

Academic Counseling
F1 Regulations Once you have the above information you can click the following link to apply online!
Health Care & Insurance

Frequently Asked Questions

http: / /wave.webadim.org

(FAQs)
Payment Deadlines Online Application Form
Housing & U.S. Life | J\PPLY NO“"

Housing
Transporation
City of Santa Monica

How to apply for a Secial
rity Number

How to apply for California
Driver's License Contact Us

If you have general questions about the admission process or student visas, please
contact us at intled@smc.edu.

Foreign Consulates in Los
Ang

= Student Life



http://wave.webaim.org/

A Plug for Social Media ©

* We want to hear from

Stay ¢ ted with these official SMC channels:

. - ‘@ you! What would you

like to share with
students?

* Visit
to submit post ideas, visit
departmental channels,
and get your

a
a
a
a
a
a
a
a
~
a
a
ter ﬂ
a
a
a

department listed



http://www.smc.edu/social
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