
 

 

Catalog Editing Quick Guide 

Purpose: You have been designated as an editor for a SharePoint site. You need to be able to 

check content and make corrections or additions to content. You are now responsible for the 

correctness of your content. 

Basic Workflow: 

1. You will need to check all content by doing one of the following: 

a. If correct and no changes are needed, you will start the approval process.  

b. If changes or additions are needed, you will do the following: 

1) Edit which automatically Checks Out the page 

2) Save the Page 

3) Check In the Page 

4) Start the approval process 

Getting Started  

1. Open up a web browser. If you are working with the Windows operating system, Internet 

Explorer is the preferred browser. If you are working on an Apple Mac product, please use 

Mozilla Firefox. 

2. Type the URL of your site in your browser. You will need to authenticate using your 

Campus Connection User ID and Password. 

3. You will see a dark blue navigation and a yellow status bar at the top of the page as below 

to verify that you are ready to edit. A white "Browse” tab will be open. 

 
4. Navigate to the page where you need to do your editing.  

a. Click on the Page tab to open up the Ribbon Bar.  

b. Then click on “Edit” to start your work. This automatically checks out the page so 

only you can work on it. 
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5. The page will open up in the Standard Content template. This SharePoint site has been 

branded by DePaul University for readability and optimal viewing, your only task is to 

correct and add content. You do not need to be worried about font style or size. You can 

create bulleted lists. If you need to create headings or other paragraphs you need to use the 

Markup Styles drop down. Also use the Spelling icon to check your spelling before saving 

your work. 

a. Warning: Do not paste content directly from Microsoft Word or Outlook Email. 

You need to use Notepad. 

i. Copy the text from MS Word or Outlook 

ii. Paste it into Notepad 

iii. Copy text from Notepad 

iv. Paste it into the Main Content box  

6.  To verify you are ready to edit, check for the following: 

a. You will see Navigation Title and Heading at the top of the page.  

b. Click inside of the Main Page Content box to start editing.  

c. You will notice an orange context sensitive tab, “Editing Tools” with the Format 

Text label in white. 

d. You may now make corrections and add text. 
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7. Use the Markup Styles drop down to create headings and subheadings. See the catalog-

style-guide.pdf for guidelines. 

 
8. Saving 

a. If you have a lot of corrections, use the Save and Keep Editing. 

b. If you want to keep the page checked out to you, but still need to finish some edits, 

use the Stop Editing icon.  

c. If you have completed you work, use Save and Close. 

9. Checked content 

a. For any reason if you choose not to edit the content or wish to return the content to 

the way it was before you decided to edit, click on Discard Check Out. 

b. Otherwise, you want to Check In the page. 
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c. Fill out the dialog box and click on Continue. 

 
d. You have now created a minor version, in order for your content to display to the 

general public; the page must be a major version. 

10. Now that you have completed your edits and additions, you need to submit your content 

for approval. 

a. To start the process, click on the Publish tab to open up the Ribbon Bar 

b. Click on Submit to start the workflow. 

  
c. Click on Submit, a dialog box opens. Note your changes and click Continue. 
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d. You need to fill out the Request text box. This entry will be included in the Email to 

the Approver. Then click on Start and let the process run. Go on to the next page to 

edit.

 
11. Special Instructions for Unique Pages. Before editing the Degree Requirements page, 

you need to check the information bar at the top of the page. You need to make sure that 

the #Unconfirmed box is zero (0). 
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12. If you find that #Unconfirmed is not zero, you need to correct. The first step is to click on 

the Edit icon to check the page out. You will find that the unconfirmed course has a 

warning sign. Put your cursor over the course and click. Note that fixing one unconfirmed 

course will confirm or remove all instances of that course on the page. 

 
13. To verify or remove, put your cursor on the course and click. It will open up a large 

dialog box. The old and new descriptions will appear side by side. To keep the course 

click OK, to remove the course click Remove. 

 
14. After you finish editing a page, you need to complete the workflow process: Save It, 

Check In, Publish and Submit. Be sure to fill in all the dialog boxes. 


