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1 SharePoint Administrative Access

1.1 Adding Users to SharePoint

1.2 Administrator Log In
Site administrators can sign in to the SharePoint solution to make branding, content, and navigation

changes through the following steps:

1. Navigate to the any page of the site. Note: if the administrator wishes to make changes to a
specific page, they can navigate directly to that page, or log in from any page on the site and
subsequently navigate to the correct page. The order is dependent on the administrator’s
preference.

2. Inthe URL, delete everything from /Pages onward and replace with
/_layouts/authenticate.aspx.

County ==

Auditor | Mailing Address: PO Box 129, Asotin, WA 99402-0069 | Phone: (509) 243-2084 | Fax: (509) 243-2087

tor > English

! Welcome to the Asotin County Auditor's
Auditor's Office H
Website Monday through Friday
7:30A.M. to 5:30 P.M.
Darla McKay, Asotin Auditor
Friday (vehicle licensing
135 Second St. only)
PO Box 129 7:30AM to 1:00PM

Asotin, WA 99402 Closed on legal holidays

3. Examples of URLs are below. Note that these can be bookmarked by the administrator for
future use.
http://198.238.204.92:8080/county/asotin/en/ layouts/authenticate.aspx
http://198.238.204.92:8080/county/asotin/en/Elections/ layouts/authenticate.aspx
http://198.238.204.92:8080/county/skagit/ layouts/authenticate.aspx



http://198.238.204.92:8080/county/asotin/en/_layouts/authenticate.aspx
http://198.238.204.92:8080/county/asotin/en/Elections/_layouts/authenticate.aspx
http://198.238.204.92:8080/county/skagit/_layouts/authenticate.aspx

State of Washington
Office of the Secretary of State

4. Enter the administrator credentials in the dialog box according to the following and click Log In:
Domain\User name
Password

Authentication Required

The server 198.238.204.92:8080 requires a username and
password.

User Mame:

Password:

Cancel

5. When the administrator has been successfully authenticated, the site will display the SharePoint
Site Actions and System Account drop down boxes.

Site Actions System Account -
A s -

Auditor = Election Information

Auditor | Mailing Address: PO Box 129, Asotin, WA 99402-0069 | Phone: (509) 243-2084 | Fax: (509) 243-2087
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2.1

Managing Content - the Basics

View and Edit Existing Site Content

Navigate to the site or page from which you would like to view the content.
From the Site Actions drop down menu, select View All Site Content.

»

Edit Page
| / Change the content and T

Web Parts on this page.
Show Ribbon

Display the page status and
ribbon for this page.

MNew Page
J Create a page in this site.

Mew Document Library
_"I Create a place to store an
share documents.

New Site
Q@ Create a site for a tea
project.

or

More Options...
Create other types of pages.
lists, libraries, and si

. Manage Content an
. L% Structure
Reorganize conteny and

structure in this si
collection.

=k View All Site Content
-F View all libraries and lists in
this site.

m

Edit in SharePaoint Desianer
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3. All Site Content provides the following:

Link to hom{e page

English » All Site Content

isplays all sites, lists, and libraries in this site.
Asctin County Auditor | English = Search this site... P (7]

Elections || Create (@ Sit= Workflows View: | All Site Content «

Current Election

Register to Vote Items Last Modified

Dacument Libraries

This system library was created by the Publishing feature to store documents that

Inf ti -
mrermeten M3 Bocuments are used on paages in this site, D Ar=sam
i r r = . e v ishing f store images
Site structure & | € tmages K Folders for DOCUmentS, Images |__tr:lated by the Publishing feature to store images that are 1 4 days 2a0
links cp . . e . B,
B Pages and Pages Wlthln the selected site  's created by the Publishing feature to store pages that are 8 Debys e
it

Recording Picture Libraries

About the Auditor's | There are no picture libraries. To create one, dlick Create above.

Office

. . Lists

Licensing

arror WEI Branding Content This list masters graphical and textual content elements used on WEL master page. 12 11 days ago

This system library was created by the Publishing feature to store workflow tasks that
are created in this site.

& Workflow Tasks 0 2 weeks ago

|4 Recycle Bin

2 Discussion Boards
2)) All Site Content

There are ne discussion beards. Teo create one, click Create above.
Surveys

There are no surveys. To create ane, click Create above.

Sites and Workspaces

|T| Elactions 22 minutes ago

Recycle Bin

Use this page to restore items that you have deleted from this site, or to empty o

& Recycle Bin deleted items.
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2.2 View Site Pages

1. From All Site Content, click on Pages
2. The Pages currently available within the site are displayed

English » Pages » All Documents

This system library vas created by the Publishing feature to store pages that are created in this site.

Asotin County Auditer | English - Search this site... » 7]
Elections [[] Type  Hame Modified Modified By Scheduling Start Date  Scheduling End Date Checked Out To Contact Page Layout Approval Status
CunentlClection &  sbouttheauditorsoffics  4/3/2012 7:23 PM System Account General use page with Approved
Register to Vote summary links
Vater Information &  CountyBudget 5/8/2008 9:24 PM  System Account General use page vith Approved
summary links
E! o & default 4/3/2012 7:40 PM System Account General use page with Approved
Archived Elections summary linkes
Elactions Calendar €& error 4/20/2009 3:54 PM  System Account General use page with Approved
summary links
&  icensing 4/3/2012 7:20 PM System Account General use pags vith Approved
County Budget summary links
Recording &  Recording 8/3/2009 8:39 AM  System Account General use page with Approved
: summary links
About the Auditor's v

Office % Add new item

3. To see the content of a page, highlight the page and select Edit Properties from the drop down
menu

ﬁ Licensing !

View Properties
Edit Properties

Edit in Microsoft SharePoint Designer

Check In
Discard Check Cut

e B

Version History
Send To ¥

Compliance Details

Manage Permissions

Xa

Daleta
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4. Page details such as name (added to URL), title, and page content are available. HTML markup is

also available.

Clipboard

Paragraph Styles

A %

Styles  Speling Markup

Speliing

Page Content

Vehicle Licensing

wn'smucw_u
~InternetTabs....
- Eimsose m" e .

Intreduction

The Auditors office has been
appointed by the Governor's
|Office as an agent of the
Washington State
Department of Licensing.
This responsibility

ENCompsa:

Sale of motor vehicle and

vessel licenses

» Colledion of license

m one

e changes to add
r delete 3 legal
er other than the

Contact Information

Asotin County Auto License
Office

135 2nd St
(Click on picture for | PO Box 129 (mailing
Internet Tabs) address)

Asotin, WA 99402

Phone Number
(509) 243-2084

Mon - Thurs 7:30 AM - 5:30
PM
Fri 7:30AM - 1:00PM

Licensing Etc
914 6th St
Clarkston, WA 99203

Phone Number
(509) 758-7611

Mon - Fri 9:00 AM - 5:00 PM

vehicles and vessels
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2.3 EditPages

1. Pages can be edited within the Page details, as accessed from View All Site Content.
2. Pages can also be edited directly from the page by selecting Site Actions>Edit Page.

Edit Page -
[ / Change the content §ad b
- Web Parts on this page.

Show Ribbon
Display the page status and
ribbon for this page.

New Page
J Create a page in this site.

3. The administrator can add content, links, web parts, etc. depending on the page layout of the
specific page.

Elections

The Elections Departiment administers all federal, state and local elections in Asotin County, registers voters,
maintains voter registration records, and provides voters information. Currently, there are approximately
12,732 registered voters in Asotin County.

Asotin County is a Vote By Mail County.

All voters will receive their ballots in the mail. The courthouse will remain open for ballot drop-off and use of
disability voting equipment between 7:00 AM. and 8:00 P.M. on Election Day.

Asotin County Courthouse
135 2nd Street
Asotin , WA 99402

Summary Links Summary Links 2
Qa New Link == Mew Group E‘d New Link = New Group
g% Configure Styles and Layout = Reorder =4 Configure Styles and Leyout 59 Reorder
Thare are no tems to show in this view, There are no tems to show in this view,
Top
Left Column Right Column
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4. When a page has been edited, the administrator will need to check the page in to ensure it is
available for viewing.

System Account -

Ste Actions -~  Browse  Page  Publsh

Cut =rr= <% " -
M _ﬁ Verdans - 13w - F iE [ru| & ‘gf = “
5 l5|. Close Check I £ Sy Markup S 22
ave & Close CheckIn | paste - 2| s == s Spelf arkup
- - unde . B I Uabex, % A A == - PN Styles . <BHTML.
Eat Ciipboard Font Parzgraph Styles  Speling Markup

5. If no changes have been made to the page, the administrator can opt to discard the check out.

[, i

z [CheckIn| paste

t Check Cut
_f4 CheckIn
Lﬂ, Discard Check Out

Orverride Check Out

6. The administrator may also opt to schedule publish and un-publish dates for a page.

Site ACtioNs ~  Browse

[, ‘ Approve Q’
_d \_l-} Reiect _jkl _'ll

Publish Schedule . Update Creste

Pubilishing Variations

Schedule Page

Schedula

Start Date:
Specify when you want )
this page to appear and @ Immediately
end. () On the folloving date:
Note: In environments with J 12 AM {a]u]
separate authoring and
production sites, pages End Date:
must also be deployed to _
go live on the preduction (@ Never
site, []send a content review request mail to the

Page Contact
avery Day(s)
@) On the folloving date:
B[ 12 am 00
MNotify Page Contact
Day(s) prior to the end
date.

[ oK ] [ Cancel ]
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2.4

Create New Sites

1. The administrator can create a new site by:
Selecting Create New Site from the Site Action menu

a.

A

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

Hide Ribbon
Hide the page status and
ribbon for this page.

ew Page
eate a page in this site.

NewN\D'ocument Library
Creade = place to store and
ocuments.

MNew Sit
Create a site for 2 team or
project.

More Options...

Create other types of pages,
lists, libraries, and sites.

b. Selecting Create from All Site Content

Elections
Displays all sit

Asotin County Auditor

Current Election
Elaction Results
Online Voters' Guide
Wideo Voter Guide

Candidates Who Have
Filed

Election Documents
Archived Elections

Offices Open For
Election

All Site Content

¢ lists, and libraries in this site.

i Create

Cocument Libraries

1=y Documents

{.;.; Images

=y Pages

C{l Site Workfloves

| 3
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2. Options for site creation are available for the administrator

2.5

Browse From: = -
Select Language: [ English - Search Inst:
Installed Ttems > o, | .
Office.com = Announcements
Type: List

Filter By Chtegories: Communication
All Types > w @r)' @ Alist of news items, statuses and other

Library shart bits of information.

e Announcements Asset Library Basic Meeting Basic Search Canter

Workspace Name
Page
site More Options |

All Categories > éa%" j u m:EI

Blank & Custom

Collaboration Blank Meeting Elank Site Bleg. Calendar
Workspace
—
Content
Data F - e
Mastings = | i %
Search
. Contacts Custom List Custom Ustin  Deciion Mesting
T Datashest View Workspace.

| 9 8y
Discussion Board Decument Center Document Library Document
Warkspace

Create New Pages

The administrator can create a new page from the Site Actions menu.
The administrator can create a new page directly within the site structure by navigating to the

site pages from View All Site Content and selecting Documents.

Library

Site Actions = i [T Documents

Elections » Pages » All Documents -

Modified By Scheduling

System Account

- This system library was created by the Publishing feature to store pages that are created in this site.
Asotin County Auditor | English =

Current Election [] Type Mame Madified

Election Results ﬁ default 4/8/2012 2:45 BM

Online Voters' Guide

Video Voter Guide {l ElectionCalendarState 2/21/2009 5:09 PM
Candidates Who Have
Eiled| % Add new item

System Account

10
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3. Within the Documents ribbon, select New Document and choose the type of page.

New

]

4.

Upload
Document -| Document o

Edit
Document

MNew
Folder

Page

Page is 3 systern content type template
crested by the Publishing Resources r
feature. The celumn templates from A
Page will be added to all Pages libraries  Fi
crested by the Publishing feature.

Article Page C
Article Page is 3 systern content type
template crested by the Publishing
Resources feature. It is the associsted
content type template for the defaul
page layouts used to create article
pages in sites that have the Publishing
feature enabled.

Welcome Page

‘Welcome Page is 2 systemn content type
template created by the Publishing
Resources feature. It is the associsted
content type template for the defaul
page layout used to creste welcome
pages in sites that have the Publishing
feature enabled.

Redirect Page

Redirect Page is 2 systemn content type
template created by the Publishing
Resources festure It is the associsted
content type template for the redirect
page layout

Enter the page title and a description. Note that the URL name will be automatically populated

from the title; this may be changed.
5. Select from the available page layouts and hit create.

English -
Page Title and Description
Enter 2 URL name, tit, and description for this page.

Page Layout
Select 2 page leyout to control how the page vil be displayed.

Page layout for creating web part pages

Search this site... » 2]
Title
Description:
4
URL Name:
Pages/ asex
(Article Page) Body only A

(Article Page) Imags on right

(Article Page) Summary links

(Enterprise Wiki Page) Basic Page

(Page) WEI/ApplatPage.aspx

oject Page) Basic Project Page

=t Page) Redirsct

ome Page) Blank Web Bart page
]

(Article Page) Image on left ‘*

[ Check Speling )0 Create ] Cancel

6. Edit the page content as described above.

11



State of Washington
Office of the Secretary of State

2.6 Manage Navigation

1. To set the navigation for a particular site, navigate to the site and select the Site Actions menu.
2. From Site Actions, select Site Settings.
3. InSite Settings, select Navigation under Look and Feel.

Elections » Site Settings

Asotin County Auditor | English =

Look and Feel
welcome Page
Title, description
Master pags

Site Information

Current Election Users and Permissions
Elaction Results Q People and groups

Site permis

nd icon

Online Voters' Guide Sit= URL:

Video Voter Guide Gallerios Page layouts ghd site templates 6,238,204 /52:B080/ countyfasotin =n/ Elections/
Trae view A

Candidstes Who Have \ﬁ Site columns Site them

Files Site content types

Navigstion 204:52:E080 countyfasctin/en/Elections/ Mobile=1
N Master pages and page layouts
Site Actions
Manage site features
Reset to site definition
Delete this site
Site Web Analytics reports

Site Collection Web Analytics reports

Archived Elections

Site Administration
Regional settings

Offices Open For
Election

Register to Vote
Register to Vote Search and offline availability

Reporting Services
Manage Shared Schedules
Reporting Services Site Settings

(Home

[4

Workflow sattings
Site output cache

Term stors managemant
Content and structure
Searchable columns

Registar to Vote

Voter Information
Current Elections Content and structurs lags
College Student

Site Collection Administration

Felons and Voting 6o to top lavel

Rights

settings

Mantal Competency

4. Within navigation, the administrator can select whether to display subsites and pages, create
new navigation links (internal and external), show/hide links, and reorder links.

Election Results L J L J

Online Voters' Guide  Global Navigation
Video veter Guide =" @ Display the same navigation items as the parent sita
Specfy the navigation fems to diplay in global navigation for this Wb ste, This navigation & = e
- shown st the top of the page in most Web sites. ) Display the navigation items below the current site

Show subsites

Elaction Documents

Show pages
Archived Elections

Qffices Open Far Maximum number of dynamic items to show ithin [20
Election this level of navigation:

Register to Vote Current Navigation oty N " -
Register to Vote Specy the navigstion ems to display in current navigstion for this Web ste. This navigstion i i] ixplay the same navigation items = the parent site
(Home) v on the 5o of the page in mos Web skes, isplay the curent site, the navigation items below the

current ite, and the currant site's siblings
Register to Vote Eopr o el (i e s L e o o
voter Information Shew subsit=s

R
Currant Elastians

College Student Maximum number of dynamic items to show vithin 20

R this laval of navigation:
Right
Mental Competency  Sorting i
and veting Rights @ Sort automatically
Specify how substes, pages, hasdings snd navigation inks should be sorted wihen dispisyed n @ Sort manuslly
Military and Oversess  navigaton -
=y 9 [F]sort pages automatically
New Washington
Residant Navigation Editing and Sorting
Political Parties Use this section to reorder and modify the navigation fems under this site, You can create, Yave Ahide A, g Add
fesidency dekete and edit navigation finks and headings. You can akso move navigation ems under onm eading... = Link...

Requiramants headings and choose to display o hide poges and substes,

3, Current Election
a

Seasonal Resident v
Vete by Mail 3, Voter Infarmation

lity 2, Candidate Information
ved Elactions

Voters with Disabilities
ons Calendar

&

®) Elec
2, Online Candidate Filing (Hiddan)
Candidate <

12



