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Content Management System Tutorial 
Part 6: Adding content 

Introduction  
 
By this stage you should be fairly confident with adding content to your pages after 
following the previous two tutorials. 
 
In this tutorial we cover more aspects of adding content, and also take some time to discuss 
the hierarchy of the content pages and the menu system. 
 
 
 

Menu and non-menu pages 
 

So far all the pages you have dealt with have been outside of the main menu navigation part 
of the site. We have chosen this format as it gives a good introduction to what is possible 
with this system. 
 
However, we appreciate that this may not suit everyone, if your site is going to be fairly 
small, you may wish to have the ‘About Us’, ‘Contact Page’ and ‘Site Map’ within the main 
menu navigation of your site – this is a simple matter that is demonstrated below: 
 
First login to your control panel and navigate to the content pages: 
 
 
 

Content > Pages 
 
 
 
Now click on the ‘About Us’ page to open for editing. In the editor, click on the options tab 
to display the options page: 
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Options tab in page editor 

 
 

 
You will notice that the ‘Show in menu’ option is de-selected, click the check box to select 
this option and save the changes. Repeat this operation for your ‘Contact’ page and after 
saving refresh your site. You will now see that these two pages are included in the main 
menu structure. 
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About and contact page shown in menu structure 

 
 
If you feel this arrangement is more suited to your site you can keep it as such, if you want, 
the links in the header and footer can be deleted. Alternatively, if you feel the initial layout 
is more appropriate, the two pages can be removed from the main menu by reversing the 
above procedure. 

 
Menu hierarchy 
 

The above section showed you how to include and exclude pages from the main menu, now 
we will consider page order and hierarchy in the menu structure. 
 
The default site contains several dummy pages, which demonstrate the type of structure, to 
take this one stage further we can add another section. 
 
As you can see from the dummy site, the top level pages are called content page 1 and 
content page 2 (Home and gallery can be ignored for the moment). Each of these top level 
pages has a sub page. The top level pages are called parents, the sub-level pages are known 
as Childs. 
 
In the fictitious world of our builder, the site may have top level pages for new-build homes, 
renovation work and other projects. Under each of these pages maybe a child page detailing 
specific projects or areas of work. 
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To demonstrate this we will add a top level parent page called ‘New Build’ and then add 
some child pages detailing some example homes. 
 
First we need to access the main content pages screen 
 

Content > Pages 
 

If you click on the arrows adjacent to content page 1 and 2, it will expand to show the child 
pages. 
 
 

 
Content pages main screen showing child pages 

 
 
To add a new page, click on ‘add new content’ at the bottom left of the screen, this will open 
the page editor with a blank page ready for editing. 
 
At this stage, we will just enter ‘New Build’ as the title and menu text. Parent is set to 
‘None’ as this is a top level page. We also need to add some text to the content panel, 
otherwise the system will not save the page. We have just entered ‘New Build’ for now. You 
also need to ensure that the template for this page is set to match your chosen set-up. 
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Now you need to switch to the options tab and enter a page alias. This is the name that will 
appear in the address bar – we have used ‘new_build’ so the page name for this page will be 
‘new_build.htm’. You do not need to add the file extension (.htm) the system will do this 
automatically. 
 
Whilst in the options tag, ensure that the ‘show in menu’ box is ticked. 
 
Once this is done, click ‘submit’ to save the changes. 
 
You will now see the ‘New Build’ page appear on the main content pages screen: 
 
 

 
 

 
 
The page will also now appear in the site menu structure and can be directly accessed by 
typing ‘http://www.proserveuk.co.uk/bodgeit/new-build.htm’ into the address bar of your 
web browser. 
 
Note that the new page has been added at the bottom of the pages list – this is where it will 
appear in the menu list. As this is going to be one of our main pages, we will move it to the 
number two position. This is achieved by clicking on the blue ‘up’ arrow on the right hand 
side of the page. 
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Clicking the appropriate button will either shift that field up or down, you will need to click 
the arrow several times for the bottom page to reach the number two position. 
 
We will now add several child pages to the ‘new build’ parent. Repeat the above process, 
but instead of selecting  ‘none’ as the parent, select ‘new build’ from the drop down as 
shown below. 
 
 

 
Selecting ‘new build’ as parent 

 
 
For demonstration purposes, we have repeated this operation several times to add the 
following child pages (Named after the roads that the imaginary house were built in) to the 
‘new build’ parent. Remember, you must add some content to each page before saving. 
 
 

Cheltenham Gardens 

Sandown Close 

Ascot Avenue 

Newmarket Road 
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Although we have not added any ‘proper’ content yet, the way in which the menu structure 
is being developed can be clearly seen. 
 
 
Below the structure is shown in the content pages screen of the admin area: 
 

 
 

 
New build structure in admin area 

 
 
 
 
And as seen on site: 

 
 



 

Page 8 of 9 

© 2007 ProserveUK 

Content Management System Tutorial 
Part 6: Adding content 

 
New build structure in as seen on site 

 
 

 
We have gone one stage further and added an imaginary conservatory to the Cheltenham 
Gardens property – maybe some work that the builders added at a later date. We have used 
this example to demonstrate another level of hierarchy. 
 
 
The page was added in the same fashion as the others, except that the ‘Cheltenham Gardens’ 
page was chosen as the parent. We have also gone back and added some pictures and 
content for each page. 
 
 
The Conservatory page for Cheltenham Gardens is shown below, from this you can see the 
menu structure on the left. 
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Conservatory page showing menu structure 

 
 
 
There is no right or wrong way to setup your site hierarchy, it should be based on personal 
preference and what best suits your content. Some sites have only top level pages whilst 
others have relatively few parent pages but have multiple levels of child pages. When trying 
to decide on the optimum layout it is best to consider how a visitor would navigate through 
your site. 
 
 

About us 
 
This tutorial has been produced by ProserveUK. A professional hosting company that 
provides affordable web hosting solutions. Large selection of plans available, one-month 
free trial offered on all plans. 

 
 

For more information, please visit www.proserveuk.com  
Or contact us as sales@proserveuk.com. 

 
 


