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How to Add a New Image

To add the new APICS image, edit the Home Page:
1. Go to Content > Page Manager > Page Content > Home Page

2. Click the Content & Layout button

[ content
Filter by
» Dates
Page Content
» Status
» Type

1 record selected

Publish v Go Recycle Bin HOME PAGE search
B Name Last Updated Type Nav Menus Actions
Home Page (Edit) System Main Nav Content & Lavout
Page Published =0T
ipdated by StarChapter Make a Copy

3. Click the blue + in the left column

Content Layout
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Main Content
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Vertical page nav Hide + education news Edit
+# Meeting List Module Edit

Quick Links Hide + welcome message Edit

« RSS Feed Edit + Education info Edit

- Script Edit

Add a Page Legend
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4. Select a Blank content section
Add a Content Section

General Members  Multimedia

——

Meetings

Blank
A WYSIWYG editor for general text entries.

‘ Select ‘

Calendar Box

Add a small format calendar.

Catalog Page

Display an individual catalog. This short cuts the
general catalog page that shows all your current
catalogs.

‘ Select ‘

Empty Box

An empty box that is typically used in a left or right
column.

News  Social  Sponsors/Ads

Public Announcements

Alist of public announcements with links to the full
content.

Select

Quick Navigation

Left column navigation box

Select

Search Box

A form to search the site.

Static Navigation

A static navigation list that will display a navigation
menu without regard to the current page. This is
typically used in the footer to product a 'fat footer'

5. Give the section a title and then click the Insert/Edit Image button in the WYSIWYG Editor

Content Section : Blank

Title:

New APICS image
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6. Click the folder icon to select the image

Insert/edit image

General | Advanced

Source

Image description

Dimensions

« Constrain proportions

o
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7. Click the Upload button, click the add files button, select the image from your local network, and click
upload.

8. Select the correct image and insert the image in the WYSIWYG
9. Click OK after you upload the image

10. Click Save at the bottom of the page

Content:

Content Section Restrictions

Content Section Restrictions: Restrict Edits to Full Admins:

Restrict Access

Delete  Cance Publish ‘

11. Drag/drop this new content section into the preferred spot in your left column

12. Click Publish

Main Content

Vertical page nav Hide z + education news
< Meeting List Module Edit

Quick Links Hide 4 welcome message Edit

+ RSS Feed Edit + Education info Edi

3o Script Edit

<+ New APICS image Edit

Add a Page Legend
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How to Edit Your Footer

To add the new text in the website footer, you will need to edit the Default page:

1. Go to Content > Page Manager > Page Content > Default

|: Content -

Save this filter for reuse Toggle Panels  Clear

1record selected

Page Content

Publish v Go Recycle Bin default Search
B  Name Last Updated Type Nav Menus Actions
Default (Edit) 12/05/2018 System Content & Layout
03:54 PM
Updated by StarChapter

Rows per page:| 20 v | Showing1to 1 of 1 entries

2. Click the Content & Layout button

3. Click Page View and select Footer Top

Page View « Recycl Bin
View:
Content  Layout
_— Header Bottom

¥ Footer Top

Main Content ¥ Hidden Sections
+]
+ Vertical page nav Ed + Horizontal page nav
4 Quick Links Edit + Page Title
Footer
+] &
+ contact Ed + Blank Edit + mailing list E + apics logo
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4. Click Edit in the container that holds the logo

5. Change/Add the required text

Content:
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AN APICS CHAPTER PARTNER PART OF THE ASCM NETWORK

DIV » DIV » H2 » SPAN
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Content Section Restrictions

Content Section Restrictions: Restrict Edits to Full Admins:
Restrict Access

6. Click Publish
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