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Standard icons are used in the hands-on exercises to illustrate various phases of
each exercise.

Checkpoint Question

A

" Information Warning

Hint Congratulations

ul Bonus Information
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Lesson 1

Objectives

In this exercise, you will

* Log into your branch
* Create a webpage using the PageSmith CMS Module



Content Management System — Level 1

Lesson 1.1:

Log into your branch

1.

2.

3.

Use a web browser and navigate to:

www.actx.edu/yourbranch/admin

& S Live chat | (80)

Amarillo College

APPLY PROGRAMS STUDENT SERVICES CATALOG CONTINUING EDUCATION AC CONNECT

get started & departments resources for SUccess degrees & courses lifelong learning portal

= N I I 3
rgjgg'/gjj /44“,4 4"/,47/

Financial Aid Login Page

Username
Financial Aid Home

= Spring Disbursement Schedule
Password

Scholarships

Contact/Office Hrs
Frequently Asked Questions
How to Apply

Forms

Verification Information
e 4

Log into the CMS system. Your Username and Password are the same ones used in AC
Connect.

.
Left — click on the button.

Once you have successfully logged into your CMS branch, you will see an administrative tool
bar across the top of the page.

L8 Amarillo College Financiz x Y\

€« C i 8 httpsy//www.actxedu/fin,
i Apps [ NewTab (&) 8WaystoFind Great.. (&) How to Analyze You...

AC Control Panel
Attide - Layout -
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Lesson 1.2
Create a webpage using the PageSmith CMS Module

1. Create a new page by clicking on the “PageSmith” link located in the administrative tool
bar.

&« C ff O https//www.actx.edu/fin/
i Apps [ NewTab (8) 8 Waysto Find Great... (&) How to Analyze You...

AC Control Panel
Article - Layout -

2. Then click on “Create New Page”.

L Amarillo College Financiz' x W
&« C A 8 httpsy//www.actx.edu/fin/
i Apps [ NewTab (8) 8 Waysto Find Great.. (&) How to Analyze You...

AC Control Panel

Artide ~ Layout - PageSmith ~

[3) Create New Web Page

APPLY PROGRAMS STUDEWJ SER CONTINUING EDUCATIO
get started & departments grre - lifelong learning
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3. A content dialog box will open up.

Click on “Page Title (click to edit)”

Content Administration My Page

Page Title (click to edlt)

it amet.consecte

ntesqueadipiscing. Nulla tincidunt lacus at lorem. Sed et quam.
Praesentfaucibus ulum dignissim, neque fermentummolestie convallis, nisl arcu interdum diam, nec euismo
odio ante necsapien. Fusce commodo Curabitur sed felis vitae orci mollisfaucibus. Donec placerat. Curabitur posuere elit sit amet
sem. Nullaat metus et dolor interdum pharetra. Aliquam eu lacus pellentesquevelit tristique suscipit. Mauris turpis. Nam a leo pulvin
quamvenenatis aliquet.

Etiam quis orci nec magna condimentum mollis. Etiam justo. Aliquamauctor arcu sit amet tortor. Etiam id erat mollis leo
laoreetadipiscing. Curabitur pede sem, hendrerit a, venenatis quis, elementumac, elit. Praesent vitae magna. Integer quis est. Aen
aliquet.massa nec viverra iaculis, tortor enim nonummy purus, eu semper nisllibero elementum justo. Donec sed eros eget metus
nonummypellentesque. Aenean volutpat mauris. Etiam eget tellus. Phaselluscommodo. mi quis dignissim convallis, leo nisl mollis
ligula, etscelerisque metus orci ut nisi. Pellentesque habitant morbi tristiquesenectus et netus et malesuada fames ac turpis egesta.
Vestibulumsollicitudin venenatis quam. Pellentesque aliquam pellentesquesem. Suspendisse venenatis, est vel ullamcorper fringilla.
leo odiomolestie est, nec accumsan nulla dolor sit amet velit. Pellentesquetempus. Integer eros odio, pharetra eleifend, varius a,
rutrumtincidunt, sem. Fusce at sapien id mauris consequat scelerisque. Inornare libero a risus.

Save
In the “Edit page title” dialog box, type in “My First Page”. Then click the -
button. This will be the title of your page, and also the title that will be used within in the

menu.

Edit page title

My First Page
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4. Click anywhere in the text area (body) of the page to add text.

Content Administration My Page

List Settings

.

My Flrst Page Click on text to edit

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Pellentesqueadipiscing. Nulla tincidunt lacus at lorem. Sed et quam.

Praesentfaucibus diam eget dolor. Vestibulum diggjgsim. giie convallis. nisl arcu interdum diam, nec euismod

ollis leo
laoreetadipiscing. Integer quis est. Aenean

aliquet. massa nec

itur pede sem, hendrerit a, venenatis quis, elementumac, elit. Praesent vitae ma
a iaculis, tortor enim nonummy purus, eu semper nisllibero elementum justo. O

rutrumtincidunt, sem. Fusce at sapien id maur Juarseerensque. are libero a risus.

The “Edit text area” dialog box will appear.

Edit text area

@ Source |[=He @ Blesrzooma|tamnmntms|B1sxxL|[sve |[rm -Jim :xnesss
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In the “Edit text area” dialog box, type the following in the top block:

This is my first page.

Edit text area é

[ Source el @ @ «

B I § x, x* T, Styles ~ || Normal

:
This is my first page |

By default, Block View is turned on within the editor.
What is Block View?

Block View adds the command to visualize all block level elements by surrounding them
with a border and displaying their element name in the top-left corner. In the above
example, the block you type in is a paragraph block as indicated with the ‘p’ in the top-
left corner.

This feature visually helps you when there are large blocks of content within a page.
However, some content administrators feel that showing blocks is too cumbersome.

You can easily turn off this feature by clicking on the toggle “Show Blocks” icon in
the editor tool ribbon.
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Save
5. Click the - button to save the “Edit text area” block.

x| [

s oug vy e | I T CX TT || = 36 ¢ WO emj|ed Vv U v N WL o e e

s
This is my first page. |

You will now see a preview of your new page.

Content Administration My Page

List Settings

My First Page

This is my first page.

Hide title on display
Save page|

Show page after this date and time{02/19/2015 03:21:37 PM

Text Only v |[Change template|

ALTNRGALN ARG A

10
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6. Click on the S2“€P3% L4101 to publish your page.

Content Administration My Page

List Settings

My First Page

This is my first page

Save page

Show page after this date and time{02/19/2015 04:32:54 PM

Remember, you will always have two save buttons to click when publishing a page.

You must click on the m button to save and close your editing dialog box, and click on

the S2€P3%€ bt10n to save and publish your page.

Some content administrators are forgetting to click on the Save pagel b tton to save and

publish their pages. When you forgot to click on the S2“€P3% bytton all your content is
reverted back to it’s last time it was saved and published.

You’ll forget this procedure, but you’ll only forget once.

11
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You can set the page to publish in the future by adding a future date within the “Show page
after this date and time” text box.

'Save page|

Show page after this date and time|02/19/2015 04:32:54 PM

7. You will now see the live view of your published page.

Ls My First Page - Amarillo © x |
€« C M & https//www.actx.edu/fin/pagesmith/2 O 0 &
i Apps [ NewTab () 8WaystoFind Great.. (&) How to Analyze You..

AC Control Panel
Layout ~ PageSmith ~

APPLY PROGRAMS STUDENT SERVICES CATALOG CONTINUING EDUCATION AAC CONNECT EVENTS
get started & departments resources for success degrees & courses lifelong learning portal what's going on

= Block Options

D VA

FINANCIAL AID

My First Page

This is my first page
Financial Aid Home

= Spring Disbursement Schedule -

Scholarships
Contact/Office Hrs
Frequently Asked Questions

How to Apply

i ol ™ et~ NIPE . —

12
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Congratulations!

You have created your first webpage within your website branch!

You may or may not see a menu item in your left menu set of your website pointing
to your new page. This all depends on how your branch was set up. Don’t worry
about it now. We’ll tackle menu items in another lesson.

How many save buttons to you have to click on before your page is published?

What is “Block View”? Can it be turned off?

What do you click on within the “Edit text area” dialog box to create/edit content of
the page?

N e g
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Lesson 2
Objectives

In this exercise, you will

* Create hyperlinks.

14 -
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Using the Editor Tool Ribbon

The Editor Tool Ribbon is a powerful ribbon that allows you to quickly and easily edit and
format text fields much like using a word processor. Using the Editor Tool Ribbon, you can
use a wide variety of features for viewing the text field, editing the text with in it, spell
checking and many other features. The Editor Tool Ribbon allows you to edit almost every

feature of text in the text field.

Edit text area
B Source 20 @ @) « e M= 0o @[ ey m g
B I § x, ¥ T, Styles ~ || Format = o9 = = = E

In the next couple of lessons, we’re going to learn how to use the most common features of
the Editor Tool Ribbon:

* Create Hyperlinks
* Insert Images

Remember that website visitors love to see pretty images and love to be able to click on links.
These items are basic elements and are expected by the website visitor.

I
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Lesson 2.1 Hyperlinks
1. We first need to locate your new page in order to edit it. You may or may not have a
menu link to the new page. Some branches are set up to automatically create a menu link
for each page.

We are going to assume that there is not a menu item pointing to the new page.

If you are not already logged into your branch, please do so. Instructions are found within
Lesson 1.

In the administrative tool bar, click on “AC Control Panel”

L% Welcome to Financial Aid x § |

€« C' A | G https://www.actx.edu/fin/index.php?module=article&id=8

P2 Apps [ NewTab (Sl.3 Weysns gat.. (8] How to Analyze You...

AC Control Panel
Layout ~ Art PageSmith ~

2. Make sure the “Content” tab is selected.

Content Administ

n My Page

nager

Go here to post articles, information & web pages

""Iﬂock

Create blocks of content

_1A
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3. Click on the “PageSmith” module.

W Creates online forms. Email, CSV reporting available.

Menu

Controls the layout and positioning of your menus.
% PageSmith
Template based pag

Photo Albums

The Photo Albunga

fo manage setgof image gal

4. Click on the edit action button to edit your new page.

List Settings

Pages

A sid s Title
W= 2 My First Page
o 1 test

1-2 of 2 Page

1

17

Sea
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5. Click anywhere in the text area (body) of the page to edit.

Content Administration My Page

List = Settings

My F | I‘St Pag e Click on te?(t to edit

This is my first page

Hide title on display

|Save page|

Show page after this date and time|02/19/2015 04:32:54 PM

6. The “Edit text area” dialog box opens and we are now ready to add our links to the
content area.

Edit text area

B source 0 e & « ® - M= Q0B E 4% e a Y @B

B I § x. x| T, Styles ~ || Format ~ [l = 5= E 99 E E E E

P
This is my first page

1R
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7. We’ll need to create a new paragraph block. Place your cursor at the end of your sentence
and then press enter on your keyboard. This will create a new paragraph block.

Edit text area f

@ Source ;:@ ® B[« ) [ e m[= 0 o @ @4y aa an ma vy m@- B %

B I & x. x* T, Styles ~ || Normal ~ = s

:
This is my first page ;
:

|

[
M
@
I
lin
1]

8. Let’s create a link to the homepage of actx.edu.

In the new paragraph block, type in Amarillo College.

Edit text area

[@ Source @ | « .| | e = Q < | |A3 aa aa Aa vy

E§
BRI S e X a7 Styles - Normal ~ = = 9 =E E =E E
s
This is my first page
B
Amarillo College

10 ._
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Avoid the term “click here” when creating a link.

To avoid user confusion, use link labels that clearly differentiate one link from another. Users
should be able to look at each link and learn something about the link destination. Using terms

like “click here” can be counterproductive.

Link text is frequently read out of context by users of assistive technology. So, a link that reads
“click here” in the body of the page, appears as only “click here” in a link list. Multiple “click

here” phrases on a page will make the process even more confusing.

Choose link text that makes sense out of content and describes where the link leads. Instead of

“click here for more information,” try using “Get more information about us.”

9. Using your mouse, highlight the words Amarillo College. You will always highlight the

word(s) you want to hyperlink.

Edit text area
L - o |
[ source Hlall @ @ « 5 | e M= Q < Ed|[A% aa aa A3 ¢
B I & x, x T, Styles ~ || Normal == »I==E = E
".'his is my first page

%
]

[==)
10. Click on the —— button within the editor tool ribbon.

-0 _
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11. The Link dialog box will open. Type in www.actx.edu within the URL text box.

~.

Link X

LinkInfo || Target || Advanced

Link Type
URL v

Protocol URL
hitp:// v www.act.edu

12. Click the ﬁ button.

13. You will now see that your text is blue and underlined. You won’t be able to click on it at
this point to see if it’s working, because we are still in the editing dialog box of the page.

21
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14. Let’s test the new link!

ek onthe 22
Click on the button to save your page.

Edit text area

[ Source :: @ @ « ©® g M2 OO B | A5 aaan A Y [ BB I S x x|I||stes - | | Normal
pam:s » 2] =

“This is my first page.

i

Amarillo College

Then click the 52€P3%€/ button to publish the page.

List Settings

My First Page
This is my first page

Amarillo College

Hide title on display

< {Save pagel »

Show page after this date and time{02/19/2015 04:32:54 PM

Text Only v | |Change template|

o lo
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A

Remember, you will always have two save buttons to click when publishing a page.

If you don’t click the m button to close your edit dialog box and then click on the

S3VE P3G hytton to publish your page, you will lose all changes to the page.

You’ll forget this procedure, but you’ll only forget once.

15. Now that you have saved and published the page, click on the Amarillo College link and
make sure that it opens up the homepage of actx.edu.

o Je S
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Congratulations!

You have created your first link within a page!

It’s a website best practice tip to avoid using the term when creating
hyperlinks.

How many save buttons to you have to click on before your page is published?

-4 _
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Lesson 2.2 Images
Objectives

In this exercise, you will

* Upload an image into your branch.
* Insert an image into a PageSmith page.

S L
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Lesson 2.2 Images
1. We first need to locate your new page in order to edit it. You may or may not have a
menu link to the new page. Some branches are set up to automatically create a menu link
for each page.

We are going to assume that there is not a menu item pointing to the new page.

If you are not already logged into your branch, please do so. Instructions are found within
Lesson 1.

In the administrative tool bar, click on “AC Control Panel”

L% Welcome to Financial Aid x § |

€« C' A | G https://www.actx.edu/fin/index.php?module=article&id=8

P2 Apps [ NewTab (Sl.3 Weysns gat.. (8] How to Analyze You...

AC Control Panel
Layout ~ Art PageSmith ~

2. Make sure the “Content” tab is selected.

Content Administ

n My Page

nager

Go here to post articles, information & web pages

""Iﬂock

Create blocks of content

_0A
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3. Click on the “PageSmith” module.

W Creates online forms. Email, CSV reporting available.

Menu

Controls the layout and positioning of your menus.

% PageSmith

Template based pag

Photo Albums

> Photo Albunga

T

fo manage setgof image gal

4. Click on the edit action button to edit your new page.

List Settings

Pages

A sid s Title
W= 2 My First Page
W= 1 test

1-2 of 2 Page

1

o le

Sea
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Click anywhere in the text area (body) of the page to edit.

T PN

Content Administration My Page

List Settings

My F | rSt Pag e Click on text to edit

This is my first page

Hide title on display

Save page|

Show page after this date and time|02/19/2015 04:32:54 PM

5. We’ll need to create a new paragraph block. Place your cursor at the end of your

Amarillo College link and then press enter on your keyboard. This will create a new
paragraph block.

Edit text area

[ Source @ @ « ® Rll= Q< @M

= o= A€ | 2

This is my first page /

Amarillo College

R
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Images added to any webpage should not be larger than 400 wide and 400 high pixels.

If an image is added to a webpage and is larger than 400 x 400 pixels, the image file size will be
too large for some computers to download over the internet. There is an option to adjust the size
of the image within the image galley, but it is suggested not to use this feature. This feature will
simply resize the picture after it downloaded on the webpage defeating the purpose of tying to
optimize image file size. For best results, simply resize the picture to the exact size needed for
the webpage before uploading the image to the image gallery.

6. We are now ready to upload an image we will use within our page.

Ed
Click on the File Cabinet button in the editor toolbar.

Edit text area

=/ - - = | A oog
[ Source 221all @ @ <« 5| e W | = Q (i | |43)ea aa Aa Yy OF- -

o= 99

['I'ﬂ

This is my first page

70 _
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The Filecabinet Images dialog box will open up.

Filecabinet Images

LAVGEGEN (O New folder

N
Banner Images @ (o]

Name

Images Q[ campus04d.jpg

Q[ Financial Aid

7. Click on an image folder on the left of the screen. This will open up the image folder.

Once you have the Image folder open, you should see all the images contained in the

folder.

20
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Filecabinet Images
4 Upload [ New folder Search
Banner Images (0] Name a

Images @ Q[ askAC

Q& BadgerHead
Q& Campus FAFSA event

Q& Constitution
Q@ Estimated Cost

Q@ Financial

8. Upload Image.

Once you have opened the folder you want to upload your image to, click on the
“Upload” button in the left column.

O

Filecabinet Images

Ider Search...

Banner Images (0] Name

Images 4 Q[ askAC

Q (£ BadgerHead

Q (& Campus FAFSA event
Q& Constitution

Q (& Estimated Cost

Q¢ Financial

21 .
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9. An dialog box will appear.

You can either drag an image into this area or click anywhere within this area to open up
an image upload dialog box.

You should have already received a sample image to use for this lesson and have placed
in within a folder on your computer or network drive.

Filecabinet Images X

Drop files here to upload

i, T W . T W P S W VIO PP P

C | OK
ance < B

A o At ot TN At ot Bttt sl e s AN ANt n 8t T ol BN ottt

e

For this lesson, let’s click within this area to manually upload an image.
Once you locate your image, click “Open” within the dialog box.

(see image next page)

e Yo
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1 Il Desktop v ¢ Search Desktop p

e Organize v New folder =y B @
a ¢ Favorites - Name ‘s
B Desktop E BadgerHead
| Recent places & CreativeMind2015
& Downloads I3 2-20-20159-20-32 AM
& Google Drive | &8 CMS Manual 022015
I3 10962352_10153550698368332_00912936262934...
=" 4@ OneDrive & John-Quifiones
E:C . Factors-Walk
<] ™ ThisPC & Red-Bluff
imat| ju Desktop X 02242015
[prea | Documents  7: | Law-Enforcement-Academy

& Downloads
[® FBI Surveillance \
& Music

R 1382025960c)

File name: | BadgerHead

Cancel

10. Once you have selected your image, you should now see an icon of the image in the

Filecabinet Images upload dialog box.

Filecabinet Images

’
1
1
1
] )/
I 03
1
1
: Remove file
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
~

Finished uploading

e e S

R o L

Cancel ﬁ 4
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11. Click on “Finished uploading”.

12. You should now see your image within the Filecabinet Images dialog box.

Filecabinet

Images v

13. Click on the image to select the image for use on your page. Then click on the
button.

o] Name a
€ Q@ askac
Q[ BadgerHead —
Q& Campus FAFSA event
Q (& Constitution
Q& Estimated Cost

Q@ Financial

Car{el ﬁ 4 -*»7

R4 .
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14. You should now see the image within your page. However, it’s not exactly where we
want it to appear on the page. We’ll need to access the image properties.

Left-Click on image and then click on the Image Properties option.

Edit text area

[@ Source o~

lx2 66 &« |Be-mza0

o
| nad

dmppss 9 | =

This is my first page

X Cut
Iy Copy
[ Paste

ia Image Properties

The Image Properties dialog box appears with options to edit the image properties.

e S
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Image Properties X

Image Info Link Advanced

URL

images/filecabinet/folder1/BadgerHead.jpg

Alternstive Text

Width Preview

Height

>

Border

HSpace

VSpsace

Alignment

<not set> | v

Alternative Text : Insert text that describes image.
Width: The width of the image.
Height: The height of the image.

Border: Add a border around your image. Ex. 1 = one pixel border, 2 = two pixel border,
0 =no border.

HSpace: Specifies the whitespace on left and right side of the image.
Ex. 5 = five pixel white space on left and right side of the image.

VSpace: Specifies the whitespace on top and bottom of an image.
Ex. 5 = five pixel white space on top and bottom of image.

Alignment: Aligns the image.

_RA
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15. For this lesson, let’s set the image properties to the following:
Alternative Text: Amarillo College Badger
HSpace: 5

Alignment: Right

Image Properties X = -
Image Info Link || Advanced
URL

images/filecabinet/folder1/BadgerHesad.jpg

Alternative Text
Amarillo College Badger

Width Preview
Lorem A
a cC ipsum
Height d,°|°f
sit
amet,
Border
HSpace v
5
VSpacs
Alignment
Right v

W Cancel

[ P Ry N o

e o
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16. Your edit text area dialog box should look like the following:

Edittext area

B sowee = @6« B mEoos@|[bemmnrm B IUSsxx kl[ss -|[wm -|= »[H= =

is is my first page.

Save ————
17. Click the - button to save the dialog box, then click on the Save Page| by tton to
publish the page.

You page should now look similar to the following:

h My First Page

Amarille College

R
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Congratulations!

You have uploaded an image into your branch and added the image within a page!

What is the largest width in pixels of an image that is suggested to use for webpages within
PageSmith?

R0 _
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Lesson 3
Objectives
In this exercise, you will
* Create a menu item for a PageSmith page.

e Reorder menu items within the website branch menu set.
* Create an external menu item.

_4n -
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Lesson 3.1 Create Internal Menu Item

Now that we have a lovely webpage that’s ready for our website visitors to view, we need to add
it to the branch website menu set located in the left column.

1.

Financial Aid

Spring Disbursement Schedule
Scholarships

Contact/Office Hrs

Frequently Asked Questions
How to Apply

Forms

Verification Information

IRS Retrieval/Tax Transcripts
Student Loans

**LOAN ANNOUNCEMENT**

atisfactory Academic Progress

Navigate to your new page.

\b@.m.m&m.Einancial Aid

What is Financial Aid?

Finangial aid is a means of reducing a student's educational ¢
in&'mmes, such as tuition, fees, books and sup,

expenses, such as room and board, transportation and perso
available to students through state, federal and local govern

private sources, such as industrial, service, civic and fraterna
directly through colleges and universities. Federal (Title IV) Fi.

GraWeral Work-Study.

Awards at Amarillo College are made on the basis of financial need, academic progress, achievement, or,
the donors of the funds.

Please check your AC connect email account
for all correspondence concerning your financial aid.

If you are not already logged into your branch, please do so. Instructions are found within

Lesson 1.

In the administrative tool bar, click on “AC Control Panel”

Ls Welcome to Financial Aid %

€« C A 8 https//www.actx.edu/fin/index.php?module=article&id=8

35 Apps [ NewTab _(SL.2 \Veymmuni

AC Control Panel
Art:

Layout ~

aat.. (&) How to Analyze You...

PageSmith ~
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2. Make sure the “Content” tab is selected.

Content Administ n My Page

nager

Go here to post articles, information & web pages.

r"”lmock
Create blocks of content.

3. Click on the “PageSmith” module.

W Creates online forms. Email, CSV reporting available.

Menu

Controls the layout and positioning of your menus.

@ PageSmith

Template based pag

Photo Albums

The Photo Albunga

f image gal
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4. Click on the title of your page.

Content Administration My Page

List Settings

Pages
Action sid s Title
W= 2 My First Page
ERml= 1 test

5. You should now see your new page.

1 -2 of 2 Page

Search

O

23
Je

16

Once you have your page pulled up in the browser, it’s a very simple process to add a menu

item to your branch website menu set.

Click on Menu in your administrative toolbar.

AC Control Panel
Layout - Article ~

APPLY PROGRAMS STUDENT SERVICES CATALOG

get started & departments resources for success degrees & courses

A4

CONTINUING EDUCATION AC CONNECT EVENTS
lifelong learning portal what's going on
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6. Click on Add link to menu.

£ Administrate menus
CONTINUING EDUCA i EVENTS

lifelong learning what'’s going on

c

i= Block Options

7. Choose the menu set you want to add the page to. In this example, we would choose the
Financial Aid menu set simply because that is the only menu set.

- Menu ~ QR Code -~ dwwhite -

£ Administrate menus
IG EDUCA w

EVENTS

Iy learning what'’s going on
Add link to menu v

Add link to menu — <
Financial Aid i= Block Optig

C\

e
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You may have more than one menu set. The menu sets in this list are defined by the title of

the menu set.

This is

Financial Aid

Spring Disbursement Schedule

Amarillo

Scholarships

Contact/Office Hrs
Frequently Asked Questions
How to Apply

Forms

Verification Information

8. You should now see a menu link pointing to your page at the bottom of the website branch
menu set.

Gdlntul cmployment b\'

Direct Deposit
Links

Work Study Job Lists

Hazlewood Act

My First Page

Title: My First
Page
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Lesson 3.2 Reorder Menu Items

Now that we have the menu item created within our website branch menu set, let’s reorder the
list so that our new menu item is near the top of the website branch menu set.

1. In the administrative toolbar, click on Menu.

AC Control Panel

Layout ~ PageSmith ~

-y v

2. Click on Administrate menus.

£ Administrate menus
INUING EDUCA EVENTS

s lmr = ir y ot e fr r
lifelong learning what’s going on

% Remove from Financial Aid

i= Block Opj

3. Left-click on the menu item, hold the left-click and drag menu item to the top of the
menu set. When you are ready to place the menu item near the top of the menu set,
simply release the left-click.

Gainful Employment [(# Edit @ Move under
Direct Deposit [# Edit = © Move under
Links (# Edit @ Move under
Work Study Job Lists (# Edit ~ © Move under

(# Edit = © Move under
|

CETE

Tty

ded Act — s
Hazlewded-Aet = tut——COhvove umdeT
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4. You should now see your menu item near the top of the menu set.

| B

\ Edit menu Delete menu

Financial Aid Home

My First Page b

Spring Disbursement Schedule

Scholarships

Contact/Office Hrs

5. Refresh your browser screen (F5 key on your keyboard) to view changes to your menu
set.

- - - Content
Financial Aid

Menus

—

Financial Aid Home

PV’[‘)” First Page @

Spring Disbursement Schedule l Finandal Aid

Scholarships

Contact/Office Hrs
Frequently Asked Questions
How to Apply

Forms

Verification Information
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Lesson 3.3 Create External Menu Item

In this lesson, let’s create a link to the Advising website branch within your website branch
menu set.

1. In the administrative toolbar, click on Menu.

AC Control Panel
Layout ~ PageSmith -

-y v

2. Click on Administrate menus.

£ Administrate menus
INUING EDUCA EVENTS

lifelong learning what'’s going on

% Remove from Financial Aid

i= Block Opj

3. Make sure that you select the correct menu set you want to add to. (Some branches have
more than one menu set)

Menus &

‘ Financial Aid ’ Edit menu m

Financial Aid Home }

I Spring Disbursement Schedule

Scholarships

Contact/Office Hrs

Frequently Asked Questions

Pl
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4. Click on the m button.

Menus £
o
‘ Financial Aid ] Edit menu Add link Delete menu
Financial Aid Home )

Spring Disbursement Schedule

Scholarships

Contact/Office Hrs

Frequently Asked Questions

pl

5. A dialog box will open asking for information for your new menu link.

Title: Advising

Url: http://www.actx.edu/advising

Title

Advising

Url

http://wwy

-0r -
PageSmith page

* Page already associated to a menu

Click on the m button.
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6. You should now see your new menu item at the bottom of your administrative menu set.

Net Price Calculator

Gainful Employment v

Direct Deposit

Links
Work Study Job Lists i
Hazlewood A '
Advising

ho

7. Refresh your browser screen (F5 key on your keyboard) to view changes to your menu

set.
lypes of Aid }
Cost of Attendance

Net Price Calculator

Gainful Employment
Direct Deposit

Links

Work Study Job Lists
Hazlewoo

Advising

= Block Options

- &N _



Content Management System — Level 1

Play around with the other administrative menu options to become familiar with all the options.

A

Be very careful with the button. This button will delete the selected menu set.
The entire set! This cannot be undone. The menu set will have to be recreated.

Menus £

[ Financial Aid l Edit menu m

Financial Aid Home

Sprin ement Schedule

Published pages within PageSmith are always searchable with any online search engine,
including the search engine used with the actx.edu website (search box).

You cannot simply delete a menu link to the page to hide a page from the website visitor.

All PageSmith pages that are not being used should be deleted.

N
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Congratulations!

You have created a menu item for your new PageSmith page, reordered your website
branch menu set and created an external menu item.

What page should be in view within the browser when you are ready to create a menu item
to a page.

o



