
 

 

Editing Content  

With DePaul’s implementation of SharePoint, users are now in charge of the content on their 

site and have the ability to make changes or corrections. Navigate to the page where you need 

to change or modify content. Click on the “Editor Login” link at the bottom of the page in the 

footer. You will be asked to authenticate using your Campus Connection user ID and 

password.  The blue Navigation and yellow Status bars that open at the top of the page will 

verify that you are in edit mode. You will also see Site Actions with a drop down arrow along 

with navigation shortcuts in the blue Navigation bar (NAV bar) as shown below. 

It is important to observe the status bar as it tells you the progress of a page through the 

editing and approval process. If a page is “Checked Out” and you need to make changes, you 

will need to contact the person holding the page. 

 

1. SharePoint is set up with a ribbon bar, the same as Microsoft Office 2010 applications. You 

should see a ribbon bar with icons. If the ribbon bar is not shown click on the Page link in 

the Navigation bar to expose. All actions you can perform are shown as icons. If an action is 
available the icon will be highlighted, or in focus. If the icon is greyed out there is no 

action that can be taken or you do not have permissions for that action. As shown below 

you can click on “Edit” but cannot use “Delete Page.” 

 

2. Click on Edit to start. 

3. Click in the content area to make your edits. You will find an “Editing Tools” tab has 

opened. This contextual toolbar is one of many available as you work with your pages. The 
left side of the tab is used to “Format Text” and the right side is used to “Insert” objects. 
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4. Make any changes and add any text, images, links, or table that you need to complete 

the page.  

1) If you look at the ribbon bar, you will see that the icon has changed to “Save & 

Close”. Edit is now greyed out and there are other save and editing options for you 

to use. In addition, with Edit chosen, you have automatically “Checked Out” the 

page. You can use Save and Keep Editing if you are making extension additions or 

changes. Use Stop Editing to keep the page checked out to you. If you have 

completed your work click on “Save & Close”. 

2) Notice the options under the “Checked In” icon drop down has also changed. If you 

want to revert to the page without making any edits, click on “Discard Check Out”.  

If you are happy with your changes, click on “Save & Close”. Finally you must 

“Check In” you page, so that all authorized users can see your changes. 

 

 

5. After you click on the “Check In” icon, the following dialog box opens. Please enter a 

comment about the actions you performed on the page you just finished editing. This will be 

used in the approval process. Click on “Continue” 
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6. SharePoint is driven by a Workflow process. You have just completed the middle part of 

the workflow in Editing, Checking Out, Saving and then Check In the page. This page is only 

viewable by those authorized editors or approvers. You need to send it to an Approver, 

to look over and approve your work. To start this process click on the Publish link at the top 

of the blue tool bar.

 
7. Click on Publish and then click on Submit to start the approval process. 

 

8. The following dialog box opens. Add a note about the additions/changes you have made on 

the page in the Request box and then click on Start. You do not need to fill out anything 

else. The Workflow process starts and an Email message is sent to the authorized approver 

for the page. 
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9. Let the Workflow complete.  The process may take up to 90 seconds. Then you will return 

to the page. Notice that the Status has changed.. 

 

10. Once the page is approved, it becomes published. It is now is viewable by any user visiting 

you site. As an editor or approver you will have a different view of the page depending if you 

are in edit mode or just viewing the site without logging in. 


