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Permissions

Once IMPACT members gain access 
to SharePoint, they are Visitors. 

Each Core has at least two Editors
to maintain content and 
documents.

The IMPACT SharePoint site has two 
Members, Elaine Bergman and Erin 
Luers, who direct and maintain its 
structure and contents.
The IMPACT SharePoint site is 
supported by a Duke.

Visitors
View all pages and download 
documents everywhere. Add 

items to lists.

[Core name] Editors
Full control at Core subsite 

only. Add, edit, delete 
documents, pages, and 

calendar items.

Members
Full control. Add,

edit, delete 
documents,
pages, and 
calendar 

items.



Editing a Page

1. Click the Cog to open the menu.

2. Click Edit page. Notice that the 
formatting Ribbon appears. 

3. Place your cursor on the page 
where you need to make an edit.

4. After you have completed your 
edit, click Save in the upper right 
corner. 

5. If prompted, click Check it in, 
Continue, and then Publish this 
draft. 

1. Cog

2. Edit Page

2. Formatting Ribbon
4. Save

5. Check it in

5. Continue
5. Publish this draft



Uploading a 
Document
1. Click the Tab where you want to 

upload the document.
2. You can add documents in three 

ways: 
1) You can Drag and Drop an existing 

document to the location
2) Click + new document to UPLOAD 

EXISTING FILE.
3) Click + new document to create a 

new document.

3. If you choose to upload a file, 
click Choose File to select your file. 

4. Next, give your file a Title and if 
your documents are sorted into 
folders or types, you can select the 
document type.

5. Click Save.3. Choose File

4. Title

4. Document Type

5. Save

1. Tab

2) UPLOAD EXISTING FILE

Use one of these 
if you want to 
create a new 
document online.

1) Drag and Drop

2) and 3) +new document



Editing a Document

1. Click on the Ellipses to the right 
of the document you want to 
edit.

2. A menu will open. Click the 
Ellipses once more to open a 
second menu. Click Check Out. 
This prevents other Members 
or Editors from attempting to 
edit the document at the same 
time.

3. After you click Check Out, you 
will see a small green arrow at 
the bottom right of the 
document and your name will 
be in the Checked Out To 
column.

4. Next, click the Document 
Name.

1. Ellipses

2. Check Out

Circles indicate how you 
can tell that the document 
is now checked out to you.

4. Document Name

2. Ellipses

3. 

3. 



Editing a Document
(continued)
5. Clicking on the document name 

opens the document and begin 
online editing.

6. When you are finished, close 
the document and again click 
the Ellipses. This time, Click 
Check In.

7. A ”check in” pop up box will 
give you an option of saving a 
draft (retain your check out) or 
just select No and OK to Check 
In the new document with your 
revisions.

Clicking the document name 
enables you to pull the 

document up for online editing.

“Check in” pop up box

6. Check In6. Ellipses

7. OK

7. No



Deleting a 
Document

1. Click on the Ellipses to the 
right of the document you 
want to delete.

2. Click the second set of 
Ellipses next to EDIT and 
SHARE. A second menu will 
open.

3. Click the Delete option at the 
bottom of this menu.

4. A delete confirmation box 
will appear. Click OK to delete 
the document. 

3. Delete

Delete confirmation box

1. Ellipses

4. OK

2. 2nd set Ellipses 
under here



Creating a Calendar 
Event
1. Click the hyperlinked word 

Calendar on your Core subsite.
2. A Calendar view will open.
3. Click on the day when you 

want to add your meeting.
4. Click the bottom right corner of 

the day box and +Add will appear. 
Click +Add.

5. A Calendar New Item box will 
appear. Complete the details for 
your meeting including at 
minimum, Title, Start Date and 
End Time.

6. Click Save.

Save

Calendar

+Add

Title
Start Date
End Time

Calendar items entered on Core Subsites 
automatically roll up to the global calendar



• Save often
• Check-in or Discard your Check-out

• When you click Edit, you have Checked Out the 
page. Other Editors are prevented from editing that 
page.

•Match destination formatting
• If you paste content into the page, click the little 

icon that enables you to match the formatting or 
“paste clean”

• If you really get in trouble, contact your 
Duke Support team,

Jodi Snare at jodi.snare@duke.edu
Paula Lanning at paula.lanning@duke.edu

Click to open menu

Enables you to edit content 
on your page

Opens your Folders view where you 
access Documents and Calendar

You can also click on the 
ellipses to manage documents 
or go to the calendar and click 

to add a calendar item.
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