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Menu Template Instructions (Navigation Bar)
Overview: 
The Menu Template (Navigation Bar) is an excel spreadsheet that details instructions for the navigation bar for your website. The spreadsheet has three columns that represent the main navigation, the sub-menu items and the destinations. It will look something like this: 
[image: ]
Column A: Main Navigation: This is the text that will be displayed in your main menu.

Column B: Sub Menus: This column represents all of your submenu items. The submenu is displayed as a drop down from the main navigation. The sub menu consists of links to additional pages on your site. For example, when you roll your cursor over the membership menu, you will see Join, Member Directory, etc.

Column C: Destination: The third column instructs the website on where the menu items will point to when a user clicks on the link. The destination of the sub menu items in your navigation bar need to include articles numbers that you have created in “Manage Articles”. AlumniMagnet also has a set of articles that they have added to the site called “pre-created articles”*. For articles that you have created, add in the article number in column c. For pre-created articles*, add the page name of the pre-created article (e.g. “about.html”) 

[bookmark: _GoBack]How to implement Menu changes:
1. On the excel document, highlight and copy only the first 3 columns. Do not highlight any columns past column C – the destination column. It will look something like this:

[image: ]

2. Go to http://hcsanfrancisco.clubs.harvard.edu/user.html?admin_menu 

[image: ]


3.  Paste the copied content 
* important note: Make sure that there are no extra spaces or paragraphs beyond the     pasted data.


[image: ]

4. Choose if the menu items should be left or right justified.

5. Click “Process”. The navigation bar should have changed according to your directions.

6. Hover over the menu items to make sure the changes took.  If anything looks strange, click undo.

7. You are now free to continue with other admin functions.

8. Upload the new excel spreadsheet to Manage Files & Images. When you would like to make another change – just edit the most recent spreadsheet.

9. If you run into any issues – please call 800-654-6494 or email alumni_magnet@harvard.edu.
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4. Paste the copied content
* Important note: Make sure that there are no extra spaces or paragraphs beyond the
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Click “Process”. The navigation bar should have changed according to your directions.
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Upload the new excel spreadsheet of the Nav Bar to your File Vault. You can upload the spreadsheet via
hesanfrancisco.clubs.harvard.edu/admin files.htmP?sub_op=upload files
Now, when you need to make changes to the Nay Bar in the future, you will have your previous Nav Bar
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1. In the "Precreated articles” spreadsheet tab included with this excel
workbook, we have provided a list of articles that have already been
|created with your website. For articles you would like to attach to menus or
lsubmenus where the article does not yet exist:

1. Create the article;
2. Note the article ID # that the system created for your new article;

3. and then put that article ID # into the appropriate cell in Column C of this
lspreadsheet tab ("YourMenuTemplate'

2. Note that you do not have to use all of the precreated articles if you
|don't want to. Use whichever ones make sense for your organization—it's all up to
lyou.

3. For the precreated articles that you _do_ use, in this case don't put the article 1D
# into the cells in Column C. For these precreated articles, use their page
names. For example, if you want a sub-menu for Job Listings, use "jobs.html"
instead of putting "15" (the ID #) into the appropriate cell.

Note: The file you submit goes through a tool which reads.
lcolumns a-c and automatically builds the menu, so please
follow the instructions strictly (i.e. do not add column or
lempty rows).

3. Paste the copied content |Overview:
* Important note: Make sure that there are no extra spaces or paragraphs beyond the
pasted data.
4. Click “Process”. The navigation bar should have changed according to your directions.
5. Upload the new excel spreadsheet of the Nay Bar to your File Vault. You can upload the
spreadsheet via the following link:
http://hesanfrancisco.clubs.harvard.edu/admin files.html2sub_op=upload
Now, when you need to make changes to the Nay Bar in the future, you will have your <
previous Nay Bar template for reference YourMenuTemplate | Precreated articles | Sheet3 < v
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The Menu Template (Nay Bar) is an excel spreadsheet that details instructions for the
navigation bar for your website.

The spreadsheet has three columns that represent the main navigation, the sub-menu items
and the destinations. It will look something like this:
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Column A: Main Nav: This is the text that will be displayed in your main menu.

Column B: Sub Menus: This column represents all of your submenu items. The submenu is
displayed as a drop down from the main navigation. The sub menu consists of links to
additional pages on your site. For example, when you roll your cursor over the membership

menu, you'll see Join, Member Directory, etc.

: Destination: The third column instructs the website on where the menu items will
point to when a user clicks on the link. The destination of the sub menu items in your nay bar
need toinclude a
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How to implement Nay Bar change:

1. On the excel document, highlight and copy only the first 3 columns. Do not highlight any
columns past column C the destination column. It will look something like thi

Site Name: harvardciubst.org
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1. In the "Precreated articles” spreadsheet tab included with this excel
workbook, we have provided a list of articles that have already been
|created with your website. For articles you would like to attach to menus or
lsubmenus where the article does not yet exist:

1. Create the article;
2. Note the article ID # that the system created for your new article;

3. and then put that article ID # into the appropriate cell in Column C of this
lspreadsheet tab ("YourMenuTemplate'

2. Note that you do not have to use all of the precreated articles if you
|don't want to. Use whichever ones make sense for your organization—it's all up to
lyou.

3. For the precreated articles that you _do_ use, in this case don't put the article 1D
# into the cells in Column C. For these precreated articles, use their page
names. For example, if you want a sub-menu for Job Listings, use "jobs.html"
instead of putting "15" (the ID #) into the appropriate cell.

Note: The file you submit goes through a tool which reads.
lcolumns a-c and automatically builds the menu, so please
follow the instructions strictly (i.e. do not add column or
lempty rows).
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4. “and paste the copied content
* Important note: Make sure that there are no extra spaces or paragraphs beyond the
pasted data. Extra spaces/paragraphs compromises the Nay Bar upload
5. Click “Process”, and click through the next page so that the website updates with your
new Nay Bar.
6. Upload the new excel spreadsheet of the Nav Bar to your File Vault. You can upload the Left-Justiied e
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