Changing Explore Menu Text
April 4, 2014
The Civica CMS allows the text in the Explore menu, associated with any page, to be changed independently of the page title.
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This procedure will take you through the process of changing the Explore menu text for a web page.
Changing Explore Menu Text
1) Login to the Civica CMS Administration website. The URL is http://civicaweb.santabarbaraca.gov/civica/admin/login.asp

2) Hover over the Civica menu at the top-left of the Administration page, and then select Go to Website from the menu.

[image: ]

3) Browse to the web page you wish to change the title, hover over the Editing pencil, and select NavBuilder from the menu.
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If you do not see the NavBuilder menu item, then you do not have permissions to change the Explore menu.

4) Very important: make sure the File Name field matches the file name in the link field (to the left of the Preview button). You ignore the .asp file name extension. In this example, the File Name is sweep and the link is sweep.asp. This is a match. If there is no File Name defined (the field is blank), enter the filename (without the .asp) into the File Name field.
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If you do not change the File Name as instructed here, the link may change when you change the Name and that will break any links to this page that we not in the Explore menu.

5) Enter the new Name into the Name field, and then click on the Save button.
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This updated the page in the web page database.

6) Click on the Refresh button in the Menus section of the page.
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7) To close NavBuilder, click on the close window button at the top-right of the browser window. You will be prompted to check-in your files. Click on the OK button.
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8) Refresh the page and you should see the new menu text for the page.
Congratulations, you have successfully completed the procedure!

http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Explore_Menu_Text_Changing.docx
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