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Creating and editing navigation menus

IRT Home The navigation menu — every page has one, and this
A cnderie T oot document will explore how menus are created, named, and
B ordered, and deployed.
Broadcast, Production and Support
Items that can appear on a menu include:

Media Services

e HTML files
Student Technology Consultants e PDFfiles
Faculty Workshops * Folders

e Links
Liaisons

Topics covered in this document:

l. Overview of the files and folders interface, with emphasis on menu order
. Designate a file, folder, or link item to appear on the menu using Edit
Il. File: On the Advanced Properties tab of a file select Show on Menu and Sort Order

V. Links: The menu options appear at the bottom of the Properties tab of the Edit interface
V. Folder: Menu options are available on the Properties tab of the Edit interface

VI Sub-menus are created by creating a menu within a child folder

VII. The Navigation Widget is used to deploy menus on a page



. See below for a generic illustration of the files and folders interface. The second column

indicates which files or folders are displayed on the menu, and in what order.

.| reguest-forms 5
|| student-blackboard-support 4.
T
|| resources-students MenU Order
|| student-technology-consultants 3
. stec 5
= index.dot *® = Instruction & Research Technology
£ contact-us.dot @ Contact Us
|=| practice-page.dot 11 2 Fractice Page
|Z| bb-upgrade.dat = Bb-upgrade
|Z| cirt.dot : Center for Instruction & Research Tech.
: academics-edit-page.dot : Academics Edit Page -do not publish page
£ harris.dot : Harris -- Directory of Services

Robert Harris
Housen Maratouk
Craig Marcane
Housen Maratouk
Jaehyun Kim
Yuri Marder

Robert Harris

The navigation widget will review a level of files and folders and will bring in all the files designated to

appear in the menu.

1. Designate a file, folder, or link item to appear on the menu.

To edit afile, folder, or link for display on the menu navigate to the files and folders

interface and double click the items designated for display.

. request-forms 5
|| student-blackboard-support B
| resources-students
|| student-technology-consultants 3
| stc 5
= ~__ ® = Instruction & Research Technology
- H-h_““"--.
=| contact-us.dot DDUbIe C"Ckﬁ Contact Us
: practice-page.dot 11 - Practice Page
: bb-upgrade.dot =] Bb-upgrade
cirt.dot : Center for Instruction & Research Tech.
: academics-edit-page.dot . Academics Edit Page -do not publish page
= harris.dot - Harris -- Directory of Services

Robert Harris
Housen Maratouk
Craig Marcone
Housen Maratouk
Jaehyun Kim
Yuri Marder

Robert Harris
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HTML file: On the Advanced Properties tab of a file select Show on Menu and Sort Order

On the Edit Page, select the 1) Page Properties menu item and
then 2) Advanced Properties tab. 3) Select the Show on Menu
box, and 3) select the place in the menu for which the item is
destined. In the example below the Menu Sort Order is 1,
indicating that this file will appear on the first place in the menu.

Basic Properties

Advanced Properties

Versions

2

Identity: 260974

Show on Menu:

Menu Sort Order: -*“‘”f

Friendly Name:

3

I

Instruction & Research Technoloay

Basic Properties Advanced Properties Versions
) PDF file
1 Publish Date | 3/232/2012
2 — To the left is an illustration of the
using- - : — Author: Show on Menu and Sort Order
@ Open (Preview) . .
= teach — options on the Advanced
= teachi 7 edit . )
3 Show on Menu: Properties tab of a PDF file.
| contac @ Republish H\x‘“m q_—'_————_______
—
= index. & Unpublish Sort Order:
= flash.e L COPY
&9 Cut
= FTCW
Q Close
= FTC / =
® Repu:h Identity: 260150
¢ Unpublish Title: | Fre Workshops
IV- LinkS _;" Copy
% cut Folder:  /irtfacademic-technology
€ Close Type: (@ Internal Link (O External Link (O) Code Link
The Show on Menu and
Sort Order options | Browse...
appear at the bottom of
Target: | Same Window -

the Properties tab of the
Edit interface for links.

Sort Order: 3

Show on Menu:




V. Folder: The same menu options are available on the default folder interface.

The menu interface for a folder is very similar. Select the item in question from the files and
folders interface, right-click and select Edit Folder. The Show on Menu and Sort Order
options are on the default folder edit interface.

L aca | Edit Folder
|| aca | Delete
& bbi @ Publish (all)
Copy
|| blac =
#& Cut
| bl
- 2= New
[ blac & Close
IRT Home

Academic Technology
Bladdoard
FTC Wotksheps

Instructional Design

Academic Technologist Availability

Broadcast, Production and Support

Media Services

Path To Folder: firt/facademic-technology

Title: Academic Technology

# Name (URL): academic-technology

Sort Order:

0///>
Show on Menu:

VI. Sub-menus are created by creating a menu
within a child folder (a folder subsumed
within the original one).

The illustration to the left depicts a
sub-menu.

The folder for the menu above is
illustrated to the right. All the
ordered menu items are folders.

In order to spawn a sub-menu the
root file of the child folder must be
named index.dot.

Name Menu Status Description

NN

o academic-technologist-avail. ..
(3 blackboard

I ftc-workshops

o instructional-desian

2 liaison

I3 request-forms

@) flash.dot @ | flash
@] index.dot @ |0 index
@) template-1col.dot @ |9 drt

W N




VII. The Navigation Widget is used to deploy menus on a page

On a newly-created page select the Add Content area in the upper left.

3] 4 AddContent

example

3] 4 AddContent

i) 4 AddContent

II] #s Add Content

] ,
MNew Content

1% |
l2%] Reuse Content

fag Add Widget

._?5 Add Form

® Close

Select Add Content, then Add New Widget

From the roster of widgets select Navigation builder. After selecting the
Navigation Builder a Search area will appear to the right of the interface. Search
for the department or college in question and select the appropriate menu.

¢oy Add Widget

Select the type of widget you would
like to insert or create from the list

below.

Department Feature it

Dept Slide Show Select

Embed Video —

Navigation Builder Select

Pop Menu

Web Page Settings Select
Select
Select
Select
Select
Select
Select
[l P

'y, Search

== Create New Navigation Builder

{ Copy ) COSH Department Level

{ Copy ) the Women's Center Menu

2-4-500-no

ACADEMIC Department Navigation (use this one)

AceNet - Navigation

Administration nav

»

m

Administrative Department Menu - 1 Sub Menu

Administrative Department Menu - 1 Sub Menu Expanded

Administrative Department Menu - No Sub Menu

a Learn how to create new widget types.




The system will scan the folder you’ve selected and will pull down the menu designated by
following steps I-VI above.

(i} +p AddContent

[Rpedcwidest] GGG
example

L
: QG | (3 4 Add Content

Academic Technology

Broadcast, Production and Support
Media Semvices

Student Technology Consultants

Faculty Workshops

Liaisons

Questions or feedback can be sent to Jae Kim
7KimJ@wpunj.edu — Atrium 109- 973.720.2937
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