
How to add a new page: 
 

Creating new page using “Clone Content” 
 
The easiest way to add a new page to a current program area is to go to one of the current pages in that program area and select “Clone content”  (there is a 
later step where you have to assign the Editorial Section, which sets who has editing rights to it). It eliminates this step, b/c when you clone it, Editorial rights are 
already set! 

 

 

 

Change the title appropriately and then remove all content from the Body area.  Then begin adding your content to the new page. 



 

Creating New Page Using Content  - Add Page 

 
Go to Content – Add content – Basic Page (Panelized) 

Add a Title, then begin creating your content in the Body area. 
 

Before you save, you will also assign it an “Editorial Section”. The editorial sections are how you control who edits or publishes on particular portions of the site 
(similar to how we lock down permissions in Contribute) It’s a list of offices and their associated programs. Some smaller office areas will simply have the Office 
name listed. Some larger office areas have been broken down into various program areas. Pick the most appropriate option. 

 



 

 

Assigning a page to a Program’s Menu 
 
One other step we will get into in a separate document is assigning the Menu Settings for the page. The Menu Settings will basically associate the page with a 
certain section of the site (for example Curriculum) and then with adjusting the menu settings, you can have it display or not display in that programs sidebar 
menu. 
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