SiteBuilder Toolkit 2.91 Reference Sheet
How do I login to the system?

To login to SiteBuilder Toolkit go to http://www.sanjuancollege.edu/login 

Login using your SJC Account
How do I locate the pages I have access to?
There are several ways to locate your pages, but the easiest way is listed.

Once you’re logged in you can navigate the website normally until you reach the page you want to edit. You should see an edit icon[image: image1.jpg]


 just below the header or just above the footer of any page. Click this icon to enter edit mode. If you don’t see the icon, you may not have edit permissions for that page or you may not be logged in.
Also go to the toolkit [image: image2.jpg]


and you will see an alphabetical list of all the pages you have access to. 

How do I save/publish my work?

When you first enter edit mode you will see a screen like this.
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To save your changes, click on Save & Lock. Then your buttons will look like this.
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As you make further changes, periodically click save to save your changes. Once you are finished making your changes and are ready for it to go live click on Submit for Approval. Your changes will then be sent to the administrator for approval and you will not be able to make any more changes on that page until the administrator approves or rejects your submission. You will receive an email when that happens with information about why it was rejected or that it was approved. 

How do I clean up the HTML when pasting from a Word document?
Usually, the editor will automatically detect that you are pasting from word and ask you if you want to clean it up. Click ok on the pop-up.

Click on the text box with in the dialog box and press Ctrl+v to paste in your text.

Go ahead and check the boxes to remove font and style definitions and then click ok. 

Your cleaned text will then be copied onto the page.

If it still doesn’t look correct, select the text you copied and select Normal from the Format drop down box.

You may need to correct some of the spacing after it is cleaned up.

Need more Information?
For more tutorials go to http://sitebuilder.collegis.com/ keep in mind this site is underdevelopment, but it does have some good tutorials you may find useful.
