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once you're logged in, you can access pages here
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quickly search by page name
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OR thru the page manager, which is a little more user friendly
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the setup is similar to a sitemap
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clicking on offices and services expands to show the pages that live in this section
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this bar shows actions like delete or add page

we're going to choose EDIT to add page content to Campus Safety & Security
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PAGE NAME
this will be the visible title of the page (H1)
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this is for SEO management, not page content
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this is where we will add content
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preview your page at any time without saving the content 
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once the page is ready you will click UPDATE to save and publish the content
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paste content in to get started
by default it will be formatted as paragraph text
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this button expands the WYSIWYG menu to include more options
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formatting fun begins!

- select a line to format as a CALLOUT
- select 'Callout' from the Formats dropdown
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callout formatting success!
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to add a bulleted list, select text and click bullet button

button directly to the right will create a numbered list
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to add an image, place your cursor in the text below where you want to insert the image and click Add Media
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cursor is here becasue we want to add an image before the Callout
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- click Upload Files
- drag/ drop files to add
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once file is uploaded it will appear in the Media Library
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checked images will be inserted into page
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name of file will automatically be inserted here

you can also re-title your image
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click to insert the badge into the page
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it's good to size images before importing, but you can also edit the size here
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once you've sized the image how you want it to appear in the layout you can align it to the page

text will automatically flow around based on which alignment you choose
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to add a link, select text to link in content below and click Insert/edit link button
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add the url you want the text to link out to
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if the link is going to a microsite or separate website you can check the 'Open link in a new tab' box

if the link is going to another page in the website, it's best to leave this box unchecked so you stay in one screen throughout navigation
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add your link!
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open this dropdown to link to existing documents or other pages in the site
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links will automatically be formatted
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to add a button, first create a link
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ready for button formatting!
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select linked text and choose Button or Button Border from the dropdown Formats menu
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button success!
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select title of forms list
and choose HEADING 2 from dropdown
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- add titles of documents
- to create a formatted document list, we first need to add a link for each document
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add links to documents
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select linked text and create a bulleted list
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with bulleted list selected below, select Downloads List from the Formats dropdown menu
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fully formatted list!
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