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WHAT IS ARCHIVING!

. The ability to hide an element without having to delete it

. Provides access to the component or page on the back-end of
the website but does not allow the website visitor to see the
component or page

. You can hide any component!

. You can hide any page!




ARCHIVING A TEXT WINDOW COMPONENT

Edit Text Window Content

[ Make Window Collapsible

Date Visible:
TW Title:

Text: B Expiration Date:

=0
SN
S

& Cancel

- 1.Click into the component you want to hide.
2.Delete the Component Title (if there is one). Click Save.
3.Click "Text Window Options" farther down the page, under the text box.
4 Expire your component by choosing a day before today. Click "Save".




ARCHIVING A YDt IN A DOWNLOADS COMPONENT

Manage Existing Downloads Manage Existing Downloads

Edit 'How to Edit a Page & Intro to Components'

© Add A New Download

Download Title: How to Edit a Page & Intro to Components

_E Short Description:

250 character li ikt
Dplpr= S=t=rvay] 77t characters left.

cHon oo Webmastenngs. pdf]

T

How to Edit a Page & Intro to Components (How te Edit a Page_Intro to Components.pdf

How to Edit a Page_Intro to Components.pdf
Choose File | Mo file chosen

[ Owverwrite File

1.Click into the component you want to hide. ety [
2.Click the title of the file you want to hide. 0 ectenege

MOTE: Thiz anly agplies to fewly uploaded imapes.

~ 3.Expire your download by choosing a day before today. o RS o e o

4. Cth Save [ Use icon as download link
- If you want the PDF and RTF to both be hidden, oo T

—— — 1 = e —— e —— — — —_—— e \ﬁ’CI"EEIEHTFVEI"EDﬁ

you must expire them each separately. *




ARCHIVING A LINK IN A LINKS COMPONENT

Manage Existing Links
© Add A New Link

Edit 'CUSD App Info!"

Link Title: CUSD App Info!

Link URL: https://www.cusd.com/CUSDApp.aspx

Short Description:
250 character limit
stos - hvweew cusd, com/CUSDADo asoxd 777 characters left.

(J Display Link In New Window

1.Click into the component you want to hide.

Max Image Width: 50

2.Click the title of the link you want to hide.
3.Expire your link by choosing a date before today.

Upload Image: | Choose File | No file chosen

Required Photo ALT text:

4 Click "Save".




ARCHIVING A PHOTO GALLERY
LOMPONENT

1.Click into the component you want to

nide. @

2. Delete the Component Title (if thereis
one). Click Save.

3.Click "Gallery Options" farther down the
page, under the text box.

4 Expire your component by choosing a
day before today. Click "Save”.




WHERE DO ARCHIVED COMPONENTS GO!

 The component will still be present on the page.

. You will see it in the black bar on the page (that only
you can see).

. The contentinside the component will be hidden.

. You can only archive the entire component, not parts
of the component.

« Toreactivate the component; just remove the
expiration date.

- Remember to delete component titles. They will still
show if they are not deleted.




ARCHIVING AN ENTIRE PAGE —

~1.Click "Edit Page"onthe top black bar-of the page -
you want to hide.
~2.Click the General Settings tab. - |
3.UNCHECK the "active" Cheekbox to deaetwate
thepage.
a.You will NOT be abIe to see the page
components to edit.
b.Pages will NOT be discoverable on a site
search.

4.UNCHECK the "Show in Dynam|e NaV|gat|on" box.
a.Only those with a direct link will be able to

access it.
b.The page will NOT show in the right navigation

menus across the site. S
c.Pages WILL be discoverable on a site eeareh
d.Thisis the best way to hide apage.

b.Click "Save Changes”.

ten Move Content Move Page
Page Settmge & Options
Page Title: Ligital Communications Training Porta
Friendly URL: DigitalCommunicationsTrainingPortal.aspx
Meta Keywords

Meta Description:

Search Terms:

Tout Group Display:

Link to File:

External URL:

?77? characters

|eft,

Mo file chosen




ARCHIVING AN ENTIRE PAGE

Section Management

6. If the page is linked in
| your custom dropdown -

Content Pages Homepage Slideshow

it |
menu, delete it! = Y

Event Calendar Staff Management

“See Dropdown Menu @
Survey/Form/Quiz Management
| tutorial for more
information.” — * custom rop Dow eno

N~/

CUSD Snapshot [Ti7Lg] Y ( " =

Annual Report to the Community /annuslReportazps

Attendance Boundaries /AmendanceBoundaries.aspx

Awards /awardz.asps

CUSD History /cusDHistary.aspx

Demugraphics /Demographics.aspx

Foundation for Clovis Schools nup:itwww foundationforclovisschools.com/ - [NEW WINDOW] # Edit % Delete

LCAP /capasp:

Strategic Plan /SwategicPlan.aspx

Superintendent's Message /Superintendentaspx

Test Results /TesResulsasps

Vision & Values /v

onValues.aspx




| | Interior Pages:
Your page name will appear red in the

Drag and drop pages to reorder how they will appear in navigation.

backend to indicate it has been archived.
> open all € close all

Page Count: 599

~Want toedit your hidden page? Try one of — & About tboutusaspd

these' (vl Parents [Parents.aspx]

LVl Students [Students.aspx]

m Schools [Schools.aspx]

. Typein the exact link to access the
page in the URL bar of your browser.

. Click "Add Page" in the black bar and
finditinthe view above that shows

Community [Community.aspx]

Departments [Departments.aspx]

vour backend web structure.




10 REACTIVATE YOUR PAGE:

1.Access the page by clicking "Edit Page”in the top
black bar.

2.Click the General Settings Tab.

3.Check the "Show in Dynamic Navigation" box.

4 To add it back into the dropdown menu, go to the
Custom Dropdown Menu section to re-create the
menu link to the page.

=




Kendra Burt
Digital Media Specialist

\ F KendraBurt(@cusd.com
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