NavBuilder - Moving Pages and Folders
January 8, 2015
[bookmark: _GoBack]In order to move pages and folders to another section of the website, you must use NavBuilder. You also need to make sure that the folders are “checked out” in NavBuilder for both your source and destination folders.
1) Login to the Civica CMS admin site.
http://civicaweb.santabarbaraca.gov/civica/admin/

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

[image: ]

2) Open NavBuilder on the page or folder you wish to move.

3) Using the plus [+] and minus [-] signs to the left of the folders, navigate to the folder you wish to move to (your destination folder).

[image: ]
4) When you get to the folder, click on the folder name to select it.
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5) Click on the Tree button in the Check Out section.
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6) You will notice that the entire folder “tree” will go green.
[image: ]
7) Navigate back to your source folder.

8) Click on a page at the same level as the page of folder you wish to move.
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9) Click to the left of the icon associated with the page or folder. The line will be highlighted in a soft green.

[image: ]

10) Click on the Move Out button at the bottom of the page.
[image: ]

11) Select the Destination Folder from the folder you currently have checked out, and then click on the Move button.
[image: ]
12) Be sure to refresh menus in both the source and target areas.

13) Once you have moved your page, you must complete this process for every page you have moved: 
1) Click on the Save button, and then on the Create/Modify button.
2) If you have moved a folder, then you must open the folder, and do the same procedure for every page within that folder.
3) Click on the Save button, and then on the Create/Modify button.
4)  After you have finished all pages, click on the Refresh button.[image: ]
5) Click on the Refresh All button and then the Check In All button.
  [image: ]
Congratulations, you have successfully completed the process!
http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/NavBuilder_-_Moving_Pages_and_Folders.docx
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