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The purpose of this document is to explain how to link the Case Status Number (MST) of a project in an Environmental Document: Approved or Drafts page. 
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1. Login to the Civica CMS Administration Site.

2. Hover over Civica and choose:  Go-to Website
Here is also where you would logout when you are done as well.
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3. Navigate to your page: Environmental Documents > Drafts or Adopted.

4. Choose the page where you  wish to edit your link

5. Hover over your HTML editor pencil, and choose the HTML editor.
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6. While inside your HTML editing module, you will see the text: “View the Case Status for MSTXXXX-XXXX”. Insert the appropriate MST number, e.g. MST2007-04013.

7. Select the text: “View the Case Status for MST2007-04013

8. Open your Hyperlink Module using: Ctrl+K, it will open as the screenshot below.

9. Insert the following MST URL string for your project without any spaces:
e.g.
/services/licenses/casestatus/status.asp?Case=MST2011-00315

10. Choose: “Target: New Window, and add the MST number as your tooltip.
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11. Press OK, and your hyperlink window will close.

12. Save your document when you are finished editing by pressing the “Floppy Disk” icon on the upper left of your editing bar:

[image: ]

Congratulations! You have completed this process!
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