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Region Sharepoint Website

I. Navigating

a. Browsing only: www.armasouthwest.org
b. Adding contenting and managing site: armasouthwest.commercestreet.com 
II. Logging In

a. If you are chapter communications contact, I can get you a login to post events

b. If you have or would like a subsite for your chapter, I can get you a login to manage the site (same login will work for posting events to region site)

c. Always log in to the commercestreet.com address.
d. Verify you are logged in by looking in the top right corner for it to say “Welcome, [Your Name].” If this is not there, Sharepoint doesn’t recognize you and you will not be able to post or manage your subsite (if applicable).

III. Please remember to send information about your new boards (all positions) to Everis and it will help to copy me on that so I can post it (tomwilson64@yahoo.com) 
IV. Post Events & Posting Documents

a. Use the Chapter Event Calendar from the left side of the home page
b. Click the New button

c. Complete as much of the form as possible, at least a Title, Start and End Date/Time are required

d. In the Description field you have many edit functions which will allow you to do more than just type text, you can create links, color your text, use other fonts, etc.
e. Attach a document if helpful using the “Attach Document” at the top of the form
V. Subsites
a. Subsites are provided at no cost to your chapter and will be accessible for managing at armasouthwest.commercestreet.com/[Name Chosen for your chapter]

b. Your chapter’s main domain name can be made to point to your sharepoint site, which makes it easy for your members, but you will always manage it by logging into the commercestreet.com/[Name Chosen for your chapter]. Note:  You will have to work through your current domain registrar to have them repoint the site to the sharepoint site if this is your preference.

c. To manager your subsite, you will likely need to set up a time with me when I can review the basics, which take longer than we have in today’s general session.

d. You will be able to centralize chapter documents and make libraries to store chapter documents in.

VI. Questions
VII. Please write questions and give to me today or e-mail directly to tomwilson64@yahoo.com
