ST ML IEN Editing Your Site: Navigation Column

1. To edit your site click on CREATE/ MODIFY SITE CONTENT located on the WEBSITE EDITOR’S
DASHBOARD.
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At the top of the screen, you will see a link titled BACK TO DASHBOARD. Clicking on the link will send you to
the dashboard section of the chapter site. To the right you will see a PUBLISH SITE button. Click on this

button to publish your edits and make changes visible. Next you will see two columns; NAVIGATION and
CONTENT.

NOTE: The following tips we will cover editing the NAVIGATION side of the website. For tips on editing the CONTENT section
please refer to Tip Sheet Part Four.
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3. The NAVIGATION column contains the navigation tabs that will appear on your chapter site. As you can see
below, the folders under NAVIGATION mimics the left side tabs of the chapter site.
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4. At the top of the NAVIGATION column you will see an editing tool bar.
Below we will cover the symbols in the navigation editing tool bar.
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5. To highlight or select a folder always click on the name of the folder NOT the folder icon.
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6. - MNEW - click on the NEW tab to create a new NAVIGATION folder.
To create a new folder click on the name of a folder NOT the folder icon. Next click the NEW tab at the top of
the NAVIGATION column. The new folder will appear below the highlighted folder and will be titled NEW ITEM.
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Mew child
7. e — Click on NEW CHILD in order to create a new sub folder.

To create a new child folder click on the name of the folder in which the “child” folder will appear in. Then click

the NEW CHILD tab at the top of the NAVIGATION column. Your new child folder will now appear within TEST
PAGE folder and will be titled NEW ITEM.
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8. =" = Will allow you to edit the properties of the NAVIGATION folder.
Once you click on EDIT the following screen will appear. The image below shows the default setting for all
folders.
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9. | b =This is the DELETE tab. This tab will allow you to delete a folder and a child folder including all of its
content. Note: The HOME folder cannot be deleted. Please send requests to delete the HOME folder to

chapterservices@rims.org.
To delete a folder, click on the name of the folder that is to be deleted. Click on the DELETE icon at the top of the

NAVIGATION column. You will be asked to confirm the folder you are deleting. Once you select OK, your folder

will be deleted and any information contained within that folder will be lost.
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10. i = This is the CUT tab. This tab will allows you to cut a folder and move it to a new location using the

PASTE tab explained below.
To cut a folder click on the name of the folder that is to be cut. Click on the CUT icon at the top of the

NAVIGATION column.
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11. SEN This is the COPY tab. This tab allows you to copy a folder and its content and duplicate it in another
location using the PASTE tab below.
To copy a folder click on the name of the folder that is to be copied. Click on the COPY icon at the top of the
NAVIGATION column.
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12. B = This is the PASTE tab. This tab allows you to paste a copied or cut folder and its content in another
location.
a. To paste a folder click on the name of the folder that is to be cut or copied.
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c. Click on the name of the folder which will appear above the newly moved folder. Then click on the
PASTE icon.
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d. Inthe example below the NEW ITEM folder was pasted under the CHAPTER OFFICERS tab.
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13. = = This is the PASTE CHILD tab. This tab allows you to paste a copied or cut folder as a sub folder.
To paste a folder as a child follow STEP 10 for pasting a folder. The folder that is highlighted is the folder the
moved/ copied folder will be placed within.
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