Every page has
an Edit tab
(when you are
logged in).

Click Edit to
make changes
on the page

This is the Title
of the page.

NOTE: If the
page is
contained in a
folder, it may be
used as the
default page for
the folder.

Use the Body
Text tool bar to
format content
like you would in
Microsoft Word

Click Save when
you're done
making changes.

Or, click Cancel
if you don't want
to edit the page.

NOTE: Don't
forget to click
Cancel if you
change your
mind or the page
might get
“locked.”

To edit or create
News & Events,
go to these
sections of the
site.

This is where
you login and
logout.
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Click Dates if you
want to change the
publish date for a
page. This is useful if
you're working on
content organized by
time such as News.
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want to hide this
page from the top
navigation or left-
hand navigation.
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A Description is like
a subheader for the
page. It is not
necessary for regular
pages but is required
for News & Events

Use the Styles box
to apply styles to
your page.

1. Highlight the text
you want to style.

2. Then, select a
style from the drop-
down list.

Create Links in two
ways.

1. Click — to link
to another page on
the DNM site
(“internal link”)

2.Click ' tolink
to another page on

the internet
(“external link”)

Explore the realworld impact on New Mexico of



Editing Page Characteristics

Use the State drop-down (shown below) to publish
something by changing the state from Private to
Publish.

The View tab is used

to change page
characteristics (not
page content like the
Edit tab)
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Read more at

Events

Use the Actions drop-down to:

*Delete a page

*Cut & Paste a page to a new location
*Copy a page

*Rename the page or its URL (see below)

Rename item
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Each iterm has & Short Hame and a Title, which you can change by entenng the new details below.
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