Class Team 5Site _,
Datatel .

USING MYECC PORTAL SITE TO POST
CLASS MATERIALS

The MyECC Portal (powered by Microsoft SharePoint 2007) has several features available for
faculty. A Class Team Site is available for each course section. Faculty can post syllabi,
assignments, class discussions and links to other web pages on this site. Only students
registered in the course can view the Class Team Site in the MyECC Portal. Students are
automatically populated into this course site once a faculty member requests this site. This
document will illustrate some of the basic steps in organizing the site, uploading course
materials, posting announcements and events and linking to other web sites on the Class Team
Site.
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Get connected with MyECC!

Return Home | Areas = Compton Center - Help | TestPage - | Staff Home [RECEGTLERN

Returm Home = Test Page /02-Fa . f .
Bocuments Section Information
Shared Documents. SD2-Fac
Assignments
Pictures (Announcements | - Class Team Site _,
Pictures Library There are currently no active announcements. To add a new click "Add new 1t below. Datatel o
L B A uncement
Announcements Site Links |
Tors (“Events | There are currently no favorite links to display. To add a
new link, click "Add new link" below.
Sites There are currently no upcoming events. To add a new event, click "Add new event” belowr.
B Add new link
People arfi Groups 1\ & Add new event N '
W Recycle Bin
Shared Documents | -
I Type Hame Modified By
cI ass There are no itel ‘to show in this view of the "Shared Documents’ nent library. To create a new item, click "Add new document" below. Slte LI n ks
. @ Add new document
Information \

Shared Documents Events

(This is a screenshot of the standard Class Team Site shell that is obtained upon request.)

There are three main features in the middle of the page - Announcements, Events, and Shared
Documents.

The Announcements area allows the instructor to post announcements for students in the
course. These announcements can include information about tests, quizzes, assignments, etc.

To ADD an Announcement — click “Add a new announcement.”

o
Announcements |

There are currently no active announcements.
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The Events area will contain information about any events related to the course. This could
include assignment due dates, quiz or exam dates, or other significant dates for course
management. To ADD an Event — click “Add a new event.”

s Y
Events | M

There are currently no upcoming events. To add a new event, click "Add new event" below.

The Shared Documents area allows the instructor to post important documents for students to
download. These documents could include lecture notes, PowerPoint presentations, sound files,
or other course materials. To ADD a Document — click “Add a new document.”

(" shared Documents |
Type Mame Modified By

There are no items to show in this view of the "Shared Documents™ document library.

The Site Links area is located on the right-hand side of the section page. Site Links is an excellent
tool for providing students with helpful website links pertaining to the course subject. By
selecting the “add new link” icon, all you need to do is type in a URL and a description of the site.
To ADD a Link —click “Add a new link.”

(" site Links

There are currently no favorite links to display.

On the left side of the page is the Quick Launch menu. This menu is used

View All Site Content

T to navigate to various site areas. This default menu will contain

Documents, Pictures, Lists, Sites, People and Groups. New sections can be

* Shared Documents

Pictures created such as a Class Discussion or a Survey section, which can be

* Pictures Library controlled by the instructor.

Lists

* Announcements

* Events

Sites

People and Groups

“ Recycle Bin

Key terms that SharePoint 2007 uses: Libraries, Lists and Web Parts.
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Libraries are designed to manage documents such as shared documents, Pictures, InfoPath
forms, and wiki pages. We are only concerned with shared documents and pictures here at El
Camino College.

Lists are available to facilitate communication and track information such as discussions and
announcements.

Web Parts are application components that can be displayed and managed through the web
part page, known as the Main page. We will cover these further in the Edit Page section of the
training.

SITE ACTIONS

Feturn Home | Areas - | Compton Center Help | TestPage - StaﬁHnmem

To bring up the Site Actions menu, click on Site Actions as seen above.
TestPage ~  Staff Home

Create

— ¢ . :

Add a new library, list, or web page to
\ = this website.

Edit Page

| / Add, remove, or update Web Parts on

There will be three options:

this page.

L | Site Settings
B -@’ Manage site settings on this site.

CREATE - Add a new library, list, or web page to this website.

EDIT PAGE - Add, remove, or update Web Parts on this page.

SITE SETTINGS - Manage site settings on this site.

CREATE

To add a new library, list, or web page to this website, click on Site Actions, TestPage « | Staff Home

Create

then select the Create option. 2 e
‘ﬂ_l Add a new library, list, or web page to

this website,
Libraries are designed to manage documents such as shared document and —— | Edit Page
. | f Add, remove, or update Web Farts on
pictures. 7 this page.
Site Settings
. . . . . . . 40 M; it ti this site.
Lists are available to facilitate communication and track information such as QRGN 5ot e e

discussions and announcements.
Web pages to this website are stored as documents in a document library. Not commonly used.

The next screen includes a list of items you can add to the area page.
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Hover the mouse cursor over an item to learn about its usage and features.

Click on an item to proceed to the next step.

Select an item to create a gw list, library, discussion board, survey, page or site.
Hover over an item to view deiNls

Libraries ommunications Tracking Custom Lists Web Pages
@ Document Library @ Announcements @ Links @ Datatel RSS Reader Template © Basic Page
@ Form Library @ Contacts @ Calendar @ Datatel Portal News List @ Web Part Page
©® Wiki Page Library © Digcussion Beard @ Tasks @ Datatel My Bookmarks Template o Sites and Workspaces
© Picture Library @ Project Tasks @ Datatel Application Template
@ Issue Tracking @ Custom List
@ Survey @ Custom List in Datasheet View
@ DocFormsLinks @ |mport Spreadsheet
o stats

The example below shows the creation of a new “Announcements” section. Fill out the required form
fields, then click the “Create” button.

Name and Description

Name:
Type & new name as you want it to appear in headings and links throughout the site., Type descriptive text that will help site visitors use this list. E
Description:
Navigation
Display this list on the Quick Ls h?
Spedify whether a link to this list appears in the Quick Launch. . Gt ARck Satncs
® ves QO no /

The Quick Launch is located on the left side of the Main page. If you select No, then the item you are
creating will not appear on the Quick Launch. However, if you want to view that item you can click the
View All Site Content button located on the top of the Quick Launch.

TestPage »  Staff Home

Upon doing this, you will have successfully added the new item to the Main

\ | Create
- | Add a new library, list, or web page to
page. S this website.
—— | Edit Page
Note: There is another way to add Web Parts to your page that will be covered || 7 4 e, o updsie s parison
in the Edit Page section of this document. Site Settings
Manage site settings on this site,
o t

EDIT PAGE

To edit the existing page, click on Site Actions, then select the Edit Page option.

Doing this will display the components of your page in Edit Mode.

To add a Web Part to a specific section, click S

“Trainers Blog | e
The New Portal MYECC - Version 31 rew 61 15000 519 P
by Trea

Add a Web Part at the top of the section.

e New MyECC portal fast approaching there will be many questions from Stalf and Faculty. As the Traines/instructio
itis my function to help assist all Staff and Faculty in this transition phase. Followin:
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&)

A large list of Web Parts will appear in a new window.
Check the box(es) to the left of the Web Part(s) you wish to
add.

O & site Links
Use the Links

[ ) staft Develop

Staff Developm

Then click the Add button to complete the add process.

The Web Part will now appear on the Main page.

To Exit Edit MOde, click the Exit Edit Exit Edit Mode X
Mode button located underneath

the Site Actions button.

MODIFYING AREAS

[ &5 Announcements
(e e

[ (4] ivision Only Doc

[ ) site 1mage Library

[ s Team Discussions

To modify a Web Part, enter Edit Mode by clicking on Site Actions, then
select the Edit Page option.

Click the Edit button of the desired Web Part.

= Lists and Libraries

s lst for lrks In Web pages that your beam membe

=i All Web Parts
Business Dala

Advanced Web Part qallery and options

—

Add

TestPage -  Staff Home

Create

g
2
2

this website,
Edit Page
this page.

Site Settings
Manage site settings on this site.

J [ caneel ]

Add a new library, list, or web page to

Add, remove, or update Web Farts on

(site Links | edt = x (site Links | edit = x
o Staff Development o Staff Development Miriimize
o Instructional Technology : o Instructional Techr Close
@ Programs and Training Schedules s Programs and Trai| X | Delete
o Training Materials o Training Materials | (33 | Modify Shared Web Part
= Innovation Center o Innovation Center ErreetE »
= Register Online o Register Online

[ Add new link

From the Edit pull-down menu, select the option to Modify Shared Web
Part.

On the right side of the window, the Web Part task pane will appear.

The List Views menu contains the options for Selected View and Toolbar
Type. These options can be played with, but | would advise people to stick
to the default settings of Current View and Summary Toolbar.

There are three other categories in which you can edit the characteristics of
the Web Part. They are Appearance, Layout and Advanced. Click the
expansion box next to the category name to access its options.

The Appearance category (below) contains the options for Title, Height,
Width, Chrome State and Chrome type. The most commonly used features

You can edit the current view or select another
view

Selected View

[v]

<Current view>
Edit the current view
Toolbar Type
Summary Toolbar [

+ Appearance
+ Layout

[# Advanced

lll

oK__|[ cancel ][ Applv ]

5|Page


mailto:fvasilomanolakis@elcamino.edu

in this category will be the Title and Height and Width. The Chrome State option determines whether
the contents of the Web Part will appear (as Normal) or be hidden (Minimized). The Chrome Type
options are Default, None, Title and Border, Title Only, and Border Only.

The Layout category contains the Hidden, Direction, Zone and Zone Index options. The most important
option in this category is for Direction. This determines the alignment of the Web Part. The options are
None, Left to Right, or Right to Left. My advice would be to leave the direction at none unless you have a
desired look for the page.

The Advanced category contains various other options for the page. The single most important option is
for Description. The Description is very useful when a user places their cursor over the Web Part you are
editing. By providing a description you are detailing the use of the section of the page even further.

These are the three main categories of Modify Shared Web Part options.

Appearance Layout Advanced (Continued)
N\
v \ £
—-| Appearance =l Layout =| Advanced
Title Catalog Icon Image URL
—— L] igen Allow Minimize
Site Links R
Direction
Allow Close Title Ico e
Height None itle Icon Image URL
Should the Web Part have a fixed height? i Allow Hide
Zone
e Pixels Right Allow Zone Change Import Error Message
® No. Adjust height to fit zone. Allow Connections Cannot import this Web Part.
Zone Index AL S LSBT
Width T S T T
3 Allow Editing in Personal View AT RS
Should the Web Part have a fixed width? @/ ]
= Title U
Cves Pixels itle URL
@ No. Adjust width to it zone. /divisions/hr/StaffDev/Lists/Li
Chrome State Description
© Minimized Use the Links list for links to V
N |
© Norma : Help URL
Chrome Type
Default
Help Mode
Modeless
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SITE SETTINGS - Modifying the Main Page

TestPage »  Staff Home

To edit the overall settings of the page, click on Site Actions, then select
the Site Settings option.

v | Create
Add a new library, list, or web page to
'LLH—I this website.
—— | Edit Page
| / Add, remove, or update Web Parts on
? this page.

i | Site Settings
' Manage site settings on this site,

The Site Settings screen is where you can edit countless features pertaining to the Main page in general.

There are three separated categories of functions for the entire Main page: Look and Feel, Galleries,

Site Information

Site URL: httpe:/fecc-portal.elcamine.edusdivisions/hriStaffDev/
Mobile Site URL: https:/fecc-portal elcamino.edu/divisionsshriSta ffDevim/
Version 12.0.06219
Users and Permissions Look and Feel Galleries Site Administration
©@ People and groups @ Title, description, and icon © Master pages © Regienal settings
@ Advanced permissions @ Master page E Site content types @ Site libraries and listz
@ Navigation © Site coelumng @ Site uzage report
a Tree view 8 User alerts
@ Site theme @ RSS
@ Reset to site definition @ Search visibility
@ Searchable columns © Sitez and workspaces

o Site features
8 Delete this site

@ Content and structure

and Site Administration. The most important section for the site is Look and Feel.

The Look and Feel menu allows the user to configure the way the page is presented on the Portal.
Navigation and Site Theme are two areas which you can change the look of your Main Page.

Adjusting the Navigation on the Quick Launch Menu

This section helps to navigate students to the correct sections of your Class Team Site.
Site Actions, click Site Settings, click Look and Feel, click Navigation

TestPage ~ Staff Home gear: i ema

Create
| Add a new library, list, or web page to

this wehsite

Edit Page *this o edit the min body of page

| Add, remove, or update Web Parts on
7 this page.

»: Site Settings . . P
P e s e s s o s u Y Moy

\l’( Look and Feel

a Title, description, and icon

@ Master page

a Tree view

@ Site theme

@ Reset to site defintion

© Searchable columns
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Quick Launch view

2009/SP Writing the College Essay (ENGL A 6213) Writing the College Essay P. Marcoux, P. Marcoux, P.
Marcoux 02/14/2009-06/1212009 Lecture Tuesday 08:00AM - 10:05AM, Humanities, Room 309 (more)...

| M Class Team Site ,
There are currntly no acive announcements. To add a new announcemen, ick Datatel mpusportal 4
Add new announcement”below,
@ Add new announcement ("site Links | -
There are currntly no favortte
(Events ). - 1inks o display. To add a new lnk,
ik Add new I b

below

There are currently no upcoming events. To add a new event, click "Add new event ‘

B Adgan

Type Name Modiied By

There are no items to show in this view of the “Shared Documents* document library
To create a new item, click "Add new document” below.

You can adjust your Navigation items in this section. You can move, edit or delete the items on the
Quick Launch menu.

. Q Display the same navigation items as the parent site
@ Dizplay the current site, the navigation items below the current site,
and the current site’s siblings
Q Dizplay only the navigation items below the current site
. Eg::n HEE IElEEED I :Zidmg... . Eldﬂt:( -
- Class Discussion
- Quiz#

- Shared Documents
- Announcements

- Assignment Cropbox
- Sites

[Selected ltem |

Click OK and the Quick Launch menu on the main page is edited.

Site Actions, click Site Settings, click Look and Feel, click Site Theme

Return Home = Test Pag SD02-Fac = Sit. ings = Site Theme

Site Theme

Use this page to change the fonts and color scheme for your site. Applying a theme does not affect your site's layout, and will not change any pages that have been individually themed.

Select a Theme

Belltown
Breeze
Cardinal
Citrus
Classic
Granite
Jet
Lacquer
Lichen
Obsidian
Petal
Plastic
Reflector
Simple
Verdant
Vintsge
Wheat

Select the theme you would like and click Apply.

Help is the best resource while working on Class Team Site, click the “in the upper right hand corner
of any page. Type in your question and search for your answer!

If you have technical questions/problems with MyECC contact (x6571) networkservices@elcamino.edu.
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