How to add a new page:

Creating new page using “Clone Content”

The easiest way to add a new page to a current programarea is to go to one of the current pages in that program area and select “Clone content” (thereisa

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!

How to clear cache for updated downloadable documents and images on dese.mo.gov |;| Webinars
Please submit a helpdesk ticket using the following categories:

« Cab : Web - .
e . k Web Applications
» Subcategory: Website - Update Existing

Note: The documents/images will update within four or less hours (without a ticket submitted) so you do not Editorial Section

need to submit a ticket if the update is not urgent. .
Communications

IN CASE OF AN EXTREMELY URGENT UPDATE NEEDED AFTER 5 p.m. - please contact 573-526-7385 and let them
know that they need to contact the Web Team te do a Cleudflare cache update, including details.

Change the title appropriately and then remove all content from the Body area. Then begin adding your content to the new page.
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This will be our Web Communications and Training spot for our web publisher and web maintainers.
Drupal login page: hitps://dese. mo.goviuser

How to clear cache for updated downloadable documents and images on dese.mo.gov

Flease submit a helpdesk ticket using the following categories:

« Category:
« Subcategory:

b
Wehbsite - Update Existing

Switch to plain text editor

Text format | Full HTML v Mare information about text formats
# Web page addresses and e-mail addresses turn into links automatically.
# Images with a data-picture-mapping attribute will be responsive, with a file size appropriate for the browser width.

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.
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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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