
Hello, there!
Looks like you have some responsibilities.

As A website editor, you are 

responsible for updating and 

maintaining Your assigned website 

at ky.gov.*

*With Great Power comes 

great responsibility--Spidey

First things first...

you will need to sign up for 
the Sharepoint Training 
Course.

Talk to your Kii 
project manager 
to sign up 
immediately!

Next, you are only approved to work 

on your website at ky.gov.

It is your primary responsibility to 

become familiar with it. 

Go to yourAgency.ky.gov* to check 

it out!

It’s over 

there on 

the web!**

**the web was not invented until 1989--eD.

Let’s get going!

*change ‘youragency’ to your actual agency. 
don’t type ‘youragency.’ that’s just silly--eD.



after you have been 

trained, head over to:

youragency-edit.ky.gov*

Use your 

sharepoint Login 

to access the 

website.

You are only allowed to edit the 

main “content” of the page.

It’s for your own good. I promise!

To edit a page...

Click on the pencil and paper icon at 
the top of the page, and then add Text 
to the page’s “content” area.

If you’ve used microsoft word 
before, then these tools will look 
and act similar to each other.

Hey approver, i checked 
the page in. In the 
future I’ll be able to  
                  email you...

email?!*

*email was not invented until 1972--eD.

Once you’ve added text to 
the “content,” click “check 
In” So it can be approved.

So, edit and add Text...

check in and alert your approver...

It will be looked over and feedback given. 

edit the page as requested, and repeat.

when all edits 

are made, select 

the publish tab, 

and click “submit 
for approval.”
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*please change ‘youragency’ 
to your actual agency--eD.



-Size your image’s dimensions before uploading
-Make sure to use “Save for Web” to optimize your images
-add “ALt” text for images that are inserted in content 

-note file sizes for documents
---when putting a document on a page, add formatted size i.e. [PDF, 252kb]
-keep uploads as small as possible

---under 50kb for an image, and 5MB for a document

Always

Next, Hover over your 
item, and click the blue 
down arrow to the right.

Browse 
for your

item & 

click ok.

when it prompts you, Add the 
name/title for the item and 
click save.

Then, click the documents 
tab at the top of the page, and 
choose “upload document.”*

Next, select either the “images” or “documents” folder.

image document

find your item in the list 
by selecting modified, and 
choose descending.

Choose “Publish a major 
version.” This will notify 

someone to approve your 

upload, and will display 

“pending” until it is approved.

Now--you have your text on the page, but you need 

images and documents too. The upload process is 

the same for both, so we’ll walk you through it.

First...go to the site actions menu at the top left of 

the page, and choose “view all site content” from 

  the dropdown menu.

also...

*sharepoint uses the same wording for 
both images and documents--eD.
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Once your item is uploaded to sharepoint, you can add 

it to a page you are editing.

go to the page...

and edit the page...

by Clicking on the 
pencil and paper icon 
at the top of the 
page. Good Work!

Select the Insert tab...

choose the “picture” icon for 
an image, or the “link” icon for a 
document.

Next, when you click in the “content” 
area, a new set of tabs appear at the 
top called “Editing Tools.”

For an image...

browse for yours in the 
popup, and click OK. 

a new tab appears 
called “Design.” 
Add your image 
“alt text” here.

I would like 

to add some 

“alt text,” 
please.*

*Alt text is necessary for section 508 
compliance--eD.

For a document...

begin by adding some text you want 
to link in the “Content.” make it 
meaningful, like “2017 job report.*”

Highlight your chosen 
text, and click the “link” 
icon. find your document 
and click ok.

next, add the file 
size next to the 
linked document, 
like [pdf, 24kb].

Then...

repeat the process of 
submitting the page.

My 

helicopter 

bow tie 
is just 

incredible*!

*From Latin incrEdibilis (“that cannot 
be believed”)--ED.

*do not use ‘Download’ or 
‘click here’...bad human!--ED.
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Now some pro tips!
from professionals who are professional 
  professors in their chosen profession.

Pro tip #3.14159265359

Always wash copied text prior to pasting it in 
sharepoint. This removes any extra coding 
browsers do not understand. 

This is done by first copying text into a Notepad 
document, and then copying from notepad before 
pasting into sharepoint.

Pro tip #324

Most everyone knows that underlined text on a 
web site means a hyperlink. Avoid adding confusing 
underlining...and possibly multiple words in a row 
that end in -ing.

Pro tip #512

Bold and italics are best used sparingly to 
emphasize a portion of your text. Overuse lessens 
their impact. 

Rule of thumb: Bold or italics might be fine for 
one or two words, but should be avoided in long 
strings of text.

Pro tip #2,015,243

Another very common misconception pertains to 
ALL CAPS. Generally, this is used in hopes the reader 
will notice the text. While they may notice it, they will 
generally find it more difficult to read.*

Rule of thumb: All caps might be fine for ONE OR 
TWO words, for emphasis, but should be avoided in 
long strings of text.

*don’t judge me. this is written in a comic book style--ED.
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Pro tip #967

Pro tip #305
Avoid the use of colored text. This is an ADA compliance issue. 
Those with vision impairments will have difficulty reading 
light text on a light background and vice versa. 

Rule of thumb: There must be a high contrast. To avoid 
these issues, all font coloration will take place in the 
portal CSS.

Pro tip #436

You can help maintain a consistent look and feel 
throughout the site by following simple practices such as:

- keeping all text justified left;

- keeping all text flush (no indention);

- separating paragraphs with just one space; and

- keeping the paragraphs short and to the point.

Pro tip #43,654

Always be sure to use Spell Check (located in the ribbon bar 
while in Edit mode), and while you check for errors, be sure to 
scan the page for consistency (spacing, indention, paragraphs, 
font faces and sizes, etc.).

Pro tip #1313.5

If you are not ready to submit or publish yet, you 
can always save or check-in. Saving keeps the page 
checked out to you so you can keep editing the page. 
Checking-in allows you to share the page with a 
peer so it can be looked over before submission.

More tips...

It is important for readability that sites use consistent 
font faces and font sizes across their pages. This creates a 
common look and feel, which builds confidence in users and 
unifies your brand.

These font faces and sizes are set as defaults in the portal 
CSS, and no other fonts or sizes will be permitted.

the 

end
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