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1 Reusable Content

The new SharePoint 2010 solution has been configured so that each county and the state site are a site
collection with language variations enabled. Because the site architecture is different than the previous
solution, in which all county sites were created and maintained in a single site collection, a custom
solution for distributing reusable content across all site collections was developed.

All Reusable Content is managed by authenticated site administrators at the OSOS state site collection:

/agency/osos/ReusableContent/Allltems.aspx

1.1 Adding New Reusable Content
1. From the site above, select Add a New Item.
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http://198.238.204.92:8080/agency/osos/ReusableContent/AllItems.aspx
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Enter a descriptive Title. Note that this Title will be particularly important for selecting Reusable

Content items that are created in languages other than English.
Add and format the desired content. Checking the Automatic Update and Show in Drop-Down

Menu checkboxes is recommended.

Reusable Content - New Ttem

Editing Tools
Format Text

Verdana - gpt +* = iz % <>
B 7 U ke x, ° == <>
Paste = Styles  Spelling Markup
c . WAL A o] me ¢ = s
Clipboard Font Paragraph Styles Spelling

o Items on this list require content approval. Your submission will not appear in public views until approved by someone
with proper rights. More information on content approval.

Title *

Comments
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Content Category English E|

Automatic Update
If this option is selected, the content of this list item will be inserted
into web pages as a read-only reference. New versions of this item
will automatically appear in the web pages. If the option is not
selected, the content of this list item will be inserted into web pages
as a copy that page authors can then modify. New versions of this
itemn will not appear in the web pages. Any change to this setting will
not affect existing web pages that are using this item.

Show in drop-down menu B

Select this option if you want this reusable content item to appear in
a drop-down menu available during page editing. This will offer
authors a quick way to add this item to a page.

Reusable HTML [ |

Save ] [ Cancel ]

4, Select Save.
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5. To approve the new item and make it available for use across site collections, open the item and
select Approve or select Approve from the drop down menu on the right.

Reusable Content - test

E ._Sﬂ‘u‘ersion History i Alert Me
:-' . .$ Manage Permissions ﬁ] Approve/Reject
I%ETIIFI W Delete Item
Manage Actions
Title test
Comments
Content Category English
Automatic Update Yes
Show in drop-down menu Yes

Reusable HTML

Approval Status Pending

Content Type: Reusable HTML

Version: 1.0

Created at 4/26/2012 12:54 PM by System Account

Last modified at 4/26/2012 12:54 PM by System Account

Close

6. Reusable Content will be available when creating/editing pages on the county and state sites.
For additional information about adding Reusable Content items to page content, refer to the
SharePoint Knowledge Transfer — Content document.
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1.2 Deleting Reusable Content

1. From the list of reusable content items, select the reusable content item to be deleted.
From the drop down menu on the right, select Delete Item.
3. To delete the item, select Ok on the warning message that appears.

English

r B
Meszage from webpage M

N

:I Are you sure you want to send the itemi(s) to the site Recycle Bin?

| Ok | ’ Cancel

1.3 Editing Reusable Content

1. From the list of reusable content items, select the reusable content item to be updated.
2. From the drop down menu on the right, select Edit Item.

] test mEHEw .
] Top-Two Primary Litigation View Item
B Vote by Mail [+ Edit item
B Vater Eligibility &1 version History
] Voter Registration Challenge ¥ Approve/Reject
a Voter Registration Drives Compliance Details
] Voter with a disability & Manage Permissions
X Delete Item

3. Make desired changes to the item’s content and select Save.

4. To approve the changes, open the item and select Approve or select Approve from the drop
down menu on the right.
5. Approve the changes by selecting the Approve option and selecting OK.
Approve/Reject

Approval Status

Approve, reject, or leave g pproved. This item will become visible to all

the status as Pending for users.

o_ﬂwers W'Lﬁ ﬂwe Manage ) Rejected. This item will be returned to its
Lists permission to evaluate

the item. creator and enly be visible to its creator and all
users who can see draft items.
() Pending. This itemn will remain visible to its
creator and all users who can see draft items.

Comment

Use this field to enter any

comments about why the

item was approved or

rejected. e

OK ] [ Cancel




