CMS Left Navigation Training

Editing the left navigation
e Log into my.scranton.edu and select the pencil icon to access the CMS system
e Under your main folders in CMS, you will find a new block called left-nav-setup. Your left
navigation block will no longer reside in your assets folder.
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e Double click the block you need to edit
e Select to edit the block
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e Make links (see purple arrows in sample above)and add copy for links (red arrows —
these will default to page name if left blank)
o Forinternal links: click on the link icon and browse for the intended page
o For external links: you will need to create these as separate items before being
able to link them accordingly (see instructions below)

e Submit
e Your entire folder will need to get published for your navigation to be adjusted on your
website

Creating External Links
e Click on your “external-links” folder

o If you do not have that folder, please add it under your main folder by following
the steps below:

» Select your main folder where you will be creating an “external-links” folder

» Select New > your department folder> New Folder

» In the System Name box, add “external-links”

—~| New Folder

Create

System  Metadata

System Name |E=¢ternal—|ink5| |

Parent Folder [academics/fpcps]

>  Submit

e Select New > Default > External Link
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e Complete the following information: @ New Link

- System name (preview |

- Link (copy paste the link) Content| Metadata | System
e Submit

System Name |cnllege—art5-hnd-53ien:>e

Parent Folder B [academics/pcps/external-links]

*{ Inline Metadata

Dizplay Name |

(you do not need to publish these links)

Title |

Keywords |

Description |

SEQ Title |

Link | hitp:/fwaw. scranton.edu/academics/casfindex.shim|

First version.
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