Page Creation - HTML Page
April 4, 2014
The purpose of this document is to create a simple HTML page in the Civica CMS. The vast majority of pages on the City web site are HTML layout pages.
1) Login to the Civica CMS Administration site.
http://civicaweb.santabarbaraca.gov/civica/admin/

2) Hover over the Civica menu at the top-left of the Administration page, and then select Go to Website from the menu.
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3) Browse to the section home page where you wish to create (add) a page, hover-over the Editing Pencil and then select NavBuilder from the menu.

[image: ]

4) In NavBuilder, make sure the Folder icon is open. If the folder icon is not an open folder, or there is a child page highlighted in yellow, click on the Parent Folder.
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5) In the New Pages section, click on the Child Page button.
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6) In the pop-up window, enter a name for the page. This is the name that will appear in the Explore menu. Click on the Submit button.
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7) On the NavBuilder page, enter a short File Name. Spaces are not allowed in the file name.
Search Engine Optimization (SEO)
a) Description - enter 2 or 3 sentences describing the page, its contents and purpose.
b) Keywords - enter up to 10 words separated by spaces that are word you believe visitors might type in a search engine to get to the page. Do not include determiners and conjunctions.
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8) Click on the Save button (this saves the page information into the database) and then click on the Create/Modify button (this saves a page to the file system).

[image: ]

9) In the Page Layout window, confirm the layout selector is HTML and then click on the Submit button.
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10) In the Menus section of the NavBuilder page, click on the Refresh button. This will add the new page to the Explore menu.
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11) Close the NavBuilder tab (or window).
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12) Confirm the check-in of the pages you have been working on by clicking on the OK button.
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13) Refresh the web page. You should see the new page in the Explore menu. Click on the new page link.
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14) Open HTML Editor to add a title and content to the page.
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Congratulations, you have successfully created an HTML page in the Civica CMS.

http://moss/Departments/Administrative_Services/Information_Systems/Computer_Training_Library/Civica CMS/Page_Creation_-_HTML_Page.docx
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