e MCPS Web Publishing System (Tron) Training

weEB sSERVICES  Working with Content — Basics of Menus

Basics of Menus (Navigation)
In this document:
A. Menu controls
B. Adding a link to a menu
C. Changing the order of the links on a menu
D. Removing a link from a menu
E. Editing a link on a menu

A. Menu controls

When you are logged into Tron, you will see the words "Add" and "Edit Menu" below or next to
the links on your site’s menu(s). When you are not logged in, these words do not appear.

Please see How to Edit a Web Page for the basics on logging in and editing a web page in Tron.

B. How do | add a link to a menu?

1. After you have logged into Tron, click
on the word "Add" on the menu.

2. The add item window opens. Add New [tem

Select External Hyperlink to link to _
another web page (whether on your L

school's site or another site). ;
) Content ltem

Click Next. © MNew Content Block
0 Library Asset

@ External Hyperlink
) Sub Menu

Mext..
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3. Type in the title of the link as you

want it to appear on your men.

) £ | SAVE (=]
Important: Whatever you type in for _ _
a title will appear on the menu e Medslan _
exactly as yOU enter It here Link: /schools/rollinges/mediacenter
Examples:

Type or paste in the web address External Link: http:iwww.ektron.com
Root of the web site: iInews/praspx

(URL) of the page you want to link R i
to in the "link" field.

H . SAVE Add Mew ltem
4. Click the Save icon.
< s i

Title: Media Center
Link: /schoolsfrollinges/mediacenter
Examples:

External Link: hitp:/hwww. ektron.com
Root of the web site: inews/praspx
Relative: praspx

5. The item will now appear in your menu. It will automatically be added at the bottom.

C. How do | change the order of the links on my school's menu?

1. Click on "Edit
Menu" on the
menu.
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2. The menu work
area will open.

i %3 Folders
il Sthgradechatunge
il about
actmbies
alteenatheprograms
boe
Bullitin2009
bulletinArchives2008
community
community-engagement
cusriculum
cybeechity
#. Daa
4 depaniments
educationaliundations
# . smargancy
athics
il globalContant
H o hemepageCantent

w1 il
Ianguages

Wl manstory
maps
D

Languags. Dngheh (U5}
%= Waicome om Ous Prncipal 1033 18178
= anout UsMiuestra Esousta 033 e
= Contact Us and Mag 1033 T
™ Shudend Leadrhin Chib 1033 Tresr
= Wecia Center 1033 17895
% ClassrcomarSpecialists 1033 w0193
% pnsrumantsl Wusic 1033 18445
- Linikages th Laaming 1033 17829

v Add SelectLaguage ~ e

FECROOISNOTINGH B oRS EAREIDAL 0
Nt msetgomarysehaglama sriss
ISChORORINGe s BcUIs/CONtaLL AspE
Isehoolsr RGeS ptateadenshp a5
ICnootsroNNgE e/ mediacaNtanmEdia 55
hitp e misetgemerrachoslsimd ergles
hitpHwww montgemanschoolsmd crglec

it N TIORAGOMAT DUt GowHI

3. Click the Reorder
icon.

View Menu "CQuickli

s - - —
i — | ADmEMS | @ & ® Language: English (US) - Add: €
e E
Title Language D URL Link
ns & welcome fro incipal 1033 18178 fschoolsirollin
008 S phout Us/Nue 1033 17924 hitp:ifwww. mor
Jement ® contact Us and Map 1033 18177 Ischools/rolling
& gtudent Leadership Club 1033 17837 Ischoolsirollin
ations @ pyedia Center 1033 17895 fschoaolsirolling
= Classrooms/Specialists 1033 20193 hitp:ifwww.mor
it
= |nstrumental Music 1033 19445 hitpilwww.mor
4. Select the menu
item you want to —
eorder ltem:
move and use the B ,
d d =| € || uPDATE =]
up an own R Welcome from Our Principal Ji8
arrows to place |t AboutUs/MNuestra Escuela
_ . ContactUs and Map
Student Leadership Club
in the desired SuudentLeac
1 1 Classrooms/Specialists
Iocatlon In the Instrumental Music o
H Linkages to Learning
menu IISt' Character Education (PEIS) -
PTA
SupportUs
Judy Center
Counselor's Comner
Parent Resources
Media Center -
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5. Click the Update

. UPDATE
icon.

ns

s/Specialists

108 Instrumental Music

Linkages to Learning
Character Education (PBIS)
jement PTA

Support Us

Judy Center

Counselor's Comer

Parent Resources

Media Center -

a“»

stions

6. You menu item has now been moved. Close the menu work area to see your web site
with the updated menu.

D. How do I remove a link from my school's menu?
1 -

1. Click on "Edit
Menu."

RN NEYTLA BSUELR

@

2. The menu work
area will open.

< 5 Folders ApoimEM: @ kDX Language. Dngeh (US]  + Add Seectlangusge ~ Ll

il Sthgradechatunge

L kot
actmabes
alteenath prograns 9 Waicome fom Ow Principal 1033 THITE SChOOISROIINGS B SoRSENRCIDALEIEK
boe

fl Bullotin2009

w . bulletinArchives2008 % Anout Usmuesira Esousta 03 1hE2a hitndiWwiemoskpimanschoolsmd o
community
community-gngagement = Contact Us and Mag 033 18177 fschootskolingediatoulusicontact asp
cuniculum
cybeechity
Dsa @ 5asard Leadership Shb 1033 83T mchoolshomngesptateatenhie dspe
sspamants
educationaliundations
smargancy
athics

i globalCentent B ClansreomaISpeciaises 103 01| hitp Mwwen rerigemenachelsmd erglse

= Wgdia Canter L=] 17895 menocisrolingas/mediscentanmedia &5

heenepags Cantant
infa
Ianguages

Wl manwtory

g rumantsl Music 1033 19445 hiipwwamontgomanschoolsmd crgie

maps = Linkages o Laaming

D

1033 ATRED DD AW TORRGOMANCOUNT GovHR
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Click the Remove

icon. @

0 stane montgomenschankme.

apomems | @ § 0 X Language: Ergleh(U.5] + AQD Seledt Language - A

Important: Do not e —
click the Delete icon. T '
This will delete the e

entire menu.

m v

allemalreprograms @ \elcome from Our Principal 1033 18178 aspx
boe

bulletin2009
bulletmArchraes 008 . about UsMuesira Escuela 1033 17924 hittpciwiws. montgomeryschocts mad.orgisc

community F
community-engagernent 8 Contact Us and Map 1023 18177 ischoalshallingeskaboubusicontd asp
curmiculum

cybercivlity

Dida g dent Leadinship Club 1023 17837 ischoalskollingesiplaleadesship aspx

BEEEBEBB

8

departments Ll
SLin I T ok Center 1033 17895 as|
@ emergency
. efthics

gobalContenl & ~agarpomaiSpeciaists 1033 20193 hilpohwwwmontgomeryschootsmaLargisc

E

L
1 homepageContent
@G info ® jngsumental Music 1033 18445 hipwawmonigemerysehoctsmd. orgise
L lnguages
@ [ mainstory
= mags ® | inkages to Leaming 1023 17020 Wipswwwmontgomenycountyma.gouig
myll) 5 |

ems from Menu "Quickli

. L2
3. Check the item ] Reror
E|

you want to r
€ || REMOVE | Language: English {U.5) ~ Add: Select Language
delete. H !
Title Language (1] URL Link
& wWelcome from Our Principal 1033 18178 Ischools:
& Ahout Us/Muestra Escuela 1033 17924 http:/iww
© Contact Us and Map 1033 18177 Jschools,
@ siydent Leadership Club 1033 17837 Ischools.
D 11adia Center 1033 17895  Ischools.
= B~ - . A4N22 aN4A07 b Thamar

4. Click on the
remove text icon.

REMOVE

A warning box
pops up. Click

OK if you want
to delete. ok ] [[oance

Are you sure you want to remove selected items from this menu?

5. Close the menu work area

6. Your menu will be updated on your site. If not, refresh the page.
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E. How do | edit a link on my school's menu?

1. Click on "Edit
Menu."

2. The menu work
area will open.

3. Click the item you
want to edit. The
edit menu item pop-
up will appear.

i #a Folders

. Sthgradechatinge

L abm
actoalies
alteenatroprograms
e
BullotinZ009

o bullotinfrchies2008
community
Community-angagement
curficulum
cybsechility
Data
apmimanms
educationaloundations
smergency
wthics

il globalCentent

3 homupage Contunt
it
languagst

W[ manstory
maps
]

aormens @ ¥ O X

Walcome from Ous Frincipal
ADOUL USMuestr Escusta
Contact Us and b

= Shuderd Luadershin Chib
@ Ugcia Cenler

S CiassromarSpecialit

& e prumantsl Wusic

= Linkages o Laaming

SOAE NJESTLA ESUEL

Language. Dnghth V5]  » Add Selectlaguage ~ L
1033 TN ISehoolsNOINGRS ISR BrnCDAL SN
1033 7R g manOmAschoolama orpies
1033 11T fschootsromngesistoutsicontact aspx

a3 T8I mchostsvomngesiptateadenship asps

1003 17805 MmchootsroNNGHa/mEdECantaNmECE 53
1033 20191 hitpiewwmentgemenchoolsmd erglsc
1033 18445 piipdwww menigomanmchoolsmd erglsc
1033 ATRED RPN TORRGOMANCOUNT AT GovHI

_ Edit Menu ltem

1allenge

rograms

9

hives2008

i
-engagement

¥

ts
ifoundations
f

€| SAVE

m | »

Title:

Image Link:

URL Link:

Description:

Target:

4. Type in the new title and/or URL link.
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Welcome from Qur Principal

f

D Use Image Instead of a Title

/schools/rollinges/aboutus/principal.aspx

) Popup @ Self © Parent

© Top
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5. Whenfinished |
typing in changes, M=l | o
click the Save icon.  iallenge -

SAVE

(I

e Welcome from Qur Principal

Ima 2 0

Jrograms
°g I:lL,se Image Instead of a Title

g URIgRRK:  [schools/rollinges/aboutus/principal.aspx

hives2008 Description:

i
-engagement

y

ts
ifoundations

'
Target:  © popup @ Self © Parent © Top

6. Close the menu work area.

7. Your menu will be updated on your site. If not, refresh the page.
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