How Move Menu Items
The following steps will address how to move a menu item to another area of the menu structure, and also how to add an existing page to an additional section of the Menu.

How to move a menu item to another area of the menu structure

· From the Dashboard, go to Appearance > Menus.
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· The Menus page will appear. 
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· Locate the page you want to move. For this example, we want to move the Documents page under the Help Page.
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· Hover over the page you want to move. The four-arrow symbol will appear. Hold the left mouse button down and move the page where you want it to go, and release the left mouse button to release the page. 
[image: M:\Working Folder\NCCSD\A- New Site\Move Menu Items\Menu3.JPG]




· To activate the changes, click the Save Menu button.
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How to add an existing page to an additional section of the Menu

· From the Dashboard, go to Appearance > Menus.
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· Annual Meetings is an existing page. For this example, we’re also going to add Annual Meetings as a subpage under the Administrators Help Page. 

From the Menu page, on the left-hand side in the Pages section, click the check box of the page you want to add and then click Add to Menu. 
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· The page will appear at the bottom of the Menu Structure.
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· Hover over Annual Meetings. The four-arrow symbol will appear. Hold the left mouse button down and move the tab over Administrators Help Page, and release the left mouse button to release the page. 
[image: ]

· [bookmark: _GoBack]Click Save Menu to activate the changes.
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