Adding Pages

Add Content X
Highlight the folder you want to add a page to
Filter... then click Add Content > Page
[ Default >
[ Folder ?
[ News and Events >
|| [ Page >
B Image
P POF

Then Choose type of page

Add Content X

< Page
P& PDFor DOC
& Content Page MOST COMMON
—
[ External Link
K Navigation Index Page USE ONLY WHEN CREATING A SUBFOLDER

a Right Sidebar Page - Main Index Page only DO NOT USE

a Single Column Page USE SPARINGLY

a Staff Listing Page USED WITH A STAFF LISTING BLOCK
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The Content Page is the most common page. An example is below:

| |
WESEURES Popular Links @

Q Schulich .
A, Communications

BRANDING = PUBLICATIONS MEDIA RELATIONS - : OL SWAG « SERVI ABOUTUS =
Home : AboutUs : Content Page Example R e | Gol |
About Us Content Page Example
Our People

Basic Page Content area

Communications,
Marketing & Events
Team

The "Content Page" is the type of page you will use most of the time. Although it has four (4) content sections
(Basic Page Content, Left Column, Right Column, and Basic Page Content Below Columns) the majority of the
time, only the this section (Basic Page Content) is populated.

Test
You can add content to this section or leave it blank.  You can add content to this section or leave it blank.

Content Page Example
The “left eolumn” and “right column” areas should The “left column” and “right eelumn” areas should be
be used together. If you choose fo use only one you  used together. If you choose o use only one you will
will have white space on your page which will make have white space on your page which will make your
your page look unbalanced. page look unbalanced.

You can add content in this section or leave it blank.

- 2017 Western University Key Topics: Popular Resources:

ions School News
Building, Rm. 2 : -atio Branded Templates

The Pulze
Alumni eNewsletter
Branding Guidelines

Western

About Us

Longer page names will create a longer URL making it difficult to link from on
publications and to share with others. It is always recommended to keep the
name of your pages short and easy to read. There are two ways to create a
shorter page title:
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1. Alternative Page Title:

Add the shortened version of the page name under title and use the “Alternative Page Title” to capture
the full title you require. The alternative page title will appear on the page but your URL will remain
short.

Draft saved Close

Placement Folder *

about_us

Schulich Information Services: /about_us

Display Name

Information Services

FAQs

Include in Top & Footer Navigation

@ ves No
Include in Side Navigation
@ ves No
Basic
v Alternative Title

Alternative Page Title I

Freqently asked questions

Basic Page Content

ABOUTUS = SERVICES = FUTURE STUDENTS =

Home > AboutUs > Faas Title (short) - keeping url short.

Department Search | Go! |

About Us Fregently asked questions aiternative Page Title - more detail.

News

Test

FAQs
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2. Editing a Page Name to an Existing Page:

Once a page is created, adding an alternative page title will not change the actual page URL. To change a
page name once the page has been created, click on the 'move/rename’' tab. Change the name of your
page in the system name field.

Spaces and special characters should not be used in page names as they may
result in an error when a viewer tries to view your page. To separate between
words the underscore character (_) should be used.

nancy_test
e index ~
E this_is_a_really_lﬂng_page_nan(rg)il |_result_in_a_long_url
news
test View To change the page name alternate

a index Edit mouse click on the page, and then
click on "Rename".

docs Publish

future students Move The name for this page is:

_ B Rename This is a really long page name & will

Img — result in a long url”. Notice the

is Copy double underscore [__) where the
Delete ampersand "&" was used. Refer to the

SErVICEs _ NOTE above regarding spaces and

tests Unpublish special characters.
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