How To Create And Publish Year and Month
Pages for Events

Learn the process of setting up new event subpages while configuring them to
remain hidden from site navigation. This guide helps you manage organized event
structures and streamline your publishing workflow.

Creating a Year Folder

1  Click "Home Page"

@ (5 x | @ Affilite X | R SHRMH X | F X X x x x Email R

25 author-p115810-e1156419.adobeaemcloud.

B My Apps cMAS M) Data se [J Tracking [ Links SHAW  [3 NorCal [ SharcPoint [ Contacts/res:

- TestSite ~
Campaigns — . Language Master a Home Pae
O W mpaigns " langusge-masters 2 L - [ v
[ g Outbound Marketing o . Acchie 5 Chapter Gonfiguration
outbound-marketing archive chapter-coftiguration
SHRM Site Chapters Login
O o L S i
O Shop % General Chapter Configuration
shop = general-chapter-configuration
[ . SHRMSklsFirst s ] . SHRM Hosted Affliste Websit...,
skillsfirstfuture = shaw
SHRM Common L TestSite
(] shrmcommon 2 of testsite 2
SHRM Chapters Aberdzen Area Human Resou..
U haw > I %
[ . HRTech Markeiplace 5 7 . AndersonAreaSHRM
techmarketplace andersonarea
- . BigHom Mountain Chapter
bighornmountain
= . Berks County PA Chapter
berkspa
Branson Tri-Lakes Human Re. .
- bransen >
5 Sraharrus RegionalSHRM
- . CedarValley SHRM N
= cedarvalley
- . Central Garolina SHRM )

centralcarolina

Made with Scribe - https://scribehow.com



2

Click "Events"

use [ Tracking

[ Links [3J SHAW [J NorCal [ SharePoint [ Contactsf aaey

HomePage +

. Language Master , * g Home Page 5 o 403 Unauthorized
= language-masters ! en 403
Archive Chapter Configuration 404 error page
Sl = > R e U " s
Chapters Login Search Results
> saml_login = searchresults
3] General Chapter Configuration o Thark You Page
general-chapter-configuration = thank-you-page
SHRM Hosted Affiliste Websi About Us
> shaw = about-us 1
Test Site AnnggfCements’
2 - testsite 2 a angbuncements 2
s 7 Aberdeen Area Human Resou..., =) Elents 5
= ashra = events
= Anderson Ares SHRM ; Menthgrship
> andersonarea 2 0 memberSitip
H Big, Hom Mountain Chapter o 2027 Annual Conference
= bighommountain test-embed
Berks County PA Chapter = Form Test
3 berkspa % = form-test
Branson Tri-Lakes Human Re... = testform
= branson 2 H testtorm
Cabarrus Regional SHRM Test URL Redirect
afls ? B s
5 Cedar Valley SHRM 5 O Galifornia Resources
= cedarvalley resources
- Central Carclina SHRM ) O Community
= centralcarolina = community
9 Central South Dakota SHRM O Test Documentation
= central = test-documentation
3 Central Wyoming SHRM o o test content page

centralwy test-content-page

3

Select the check box for "Events"

CMAS

M0 Datawarehouse

[3 Tracking [ Links LI sHAW [ ¢

hrasnj

Events v
ssigns Language Master a Home Page 403 Unauthorized Current Events
»aigns .| language-masters 2 u en 2 u 403 u current-events
ound Marketing — . Arhive . Chapter Configuraticn O . dosemorpape o . PastBent
und-marketing i archive chapter-configuration 202 past-event
Asite — . ChaptersLogin Search Results
[ et L R 0 - 20 2
—_ General Chapter Configuration - Thank You Page
> " peneral-chapter-configuration 1) & R e U - oom b
ASkills First — . SHRM Hosted Affliste Websit.__ - About Us Meeting Evaluation
firstfuture b B 2 1) = § e g RN R e
A Common o TestSite = Announcements
‘common 2 - testsite 2 = gnnouncements 2
A Chapters s ) . Aberdeen AreaHumen Resou.., I 5
sshra efents
=ch Marketplace 5 ] . Anderson Ares SHRM S — _Membership
narketplace = andersonarea = membership
— . BigHom Mountain Chapter O] . 2027 Annual Conference
bighornmountain = test-embed
- . BedsCountyPAChapter O . FomTest
berkspa G form-test
= Branson Tri-Lskes Human Re. . testform
- bransen 2 U test-form
-~ . CabamusReonalSHRM o [ . TestURLRedrect
= (-4 test-url-redirect
& Cedar Valley SHRM California Resources
) = P e 2 L] = pesiay
—  Central Carolina SHRM > o . Community
= centralcaralina community
- . CentralSouth DakotaSHRM ) . TestDocumentation
= central test-documentation
Central Wyoming SHRM . O] . testcontentpaze

centrabwy

Made with Scribe - https://scribehow.com

test-content-page



4

Click "Create"

H SHRM

W SHAW

[ Share Point [J Conta

@ Create M Edit(e) @ Properties (p)

g Compoiens
campaigns

Outbound Marketing

outbound-marketing

SHRM Site
shrm

Shop
shop

SHRM Skills First
skillsfirstiuture

SHRM Common
shrmcommon

SHRM Chapters

shaw

HR Tech Marketplace
techmarketplace

O/0 0 OO0 O O O

(I T O A 6 1 6 53 R

5 Click "Page"

@ Lok L! Copy (et < Move(m) &3 QuickPublish

Langusge Master > = Home Page
language-masters en

Archive " Chapter Configuration
archive <hepter-configuration

Chapters Login
saml_login

General Chapter Configuration
general-chapter-configuration

SHRM Hosted Affiliate Websit =
shaw

Test Site
testsite

Aberdeen Area Human Resou >
aahra

Anderson Area SHRM

>
andersonarea

Big Hom Mountain Chapter
bighornmountain

Berks County PA Chapter

berkspa &

Branson Tri-Lakes Human Re
branson

Cabarrus Regjonal SHRM
a

>

Cedar Valley SHRM
cedarvalley

Central Carolina SHRM

centralcarolina 2

@ Afiliate R

author-p115810-e1156419.adobeaemcloud.

O Tra 3 Link

&% Manage Publication

B 0000 0 O

TR T A [ [

™ Restore I Delete (backspace)

Home Page

403 Unauthorized
403

404 error page
404

Search Results
search-results

Thank You Page
thank-you-page

About Us >
about-us
Anncuncements

>
announcements

>

membership

2027 Annual Conference
test-embed

Form Test
form-test

test form
test-form

Test URL Redirect
test-url-redirect

California Resources
resources

Community
community

[ Share Point [

Title

MName
Template
Modified
WModified By

Language
Published
Published By
Preview

Events
events
Contant Page
Aug, 2026
Jaime.camarena@shrm.
4 IS
English
5 hours 30
Skyla Butler
Not previewed

1 o

D CGeste  # Edit() @ Properties ()

#E Workflow

& version

= -

=/ B S

3 Live Copy

o SV Report ' :

oS -

O - e T

e > o

- ir}éR\:/IChaDtel‘S o )

0 T o
o
]
]
g
3
&

8 lock I Copy(cr+) +F Move (m) &8 QuickPublish
Language Master 5 b = Home Page
language-masters en
Archive 5 Chapter Configuration
archive chapter-configuration

Chapters Login
sami_login

General Chapter Configuration
general-chapter-configuration

SHRM Hosted Affiliate Websit.. =4
shaw

Test Site
testsite
Aberdzen Area Human Resou...
sshra

Anderson Area SHRM
andersonarea

Big Hom Mountain Chapter
bighornmountain

Berks County PA Chapter
berkspa

Bransen Tri-Lakes Human Re._ N
bransen

>

Cabarrus Regional SHRM
a

¥

Cedar Valley SHRM
cedarvalley

Central Carolina SHRM

centralcarolina %

Made with Scribe - https://scribehow.com

& Manage Publication

8 0O O O 0O O O

LIS T A A T[]

> Restore [l Delete (backspace)

Home Page v

403 Unauthorized
403

404 error page
404

Search Results
search-results

Thank You Page
thank-you-page
About Us
about-us

Announcements
announcements

Events
events

Memb
membership

2027 Annual Conference
test-embed

Form Test
form-test

test form
test-form

Test URL Redirect
test-url-redirect

California Resources
reseurces

Community
community

Title

MName
Template
Modified
Wodified By

Language
Published
Published By
Preview

Events
events

Content Page

AugT1, 2026
jaime.camarena@shrm.

English

5 hours 3g0
Skyla Butler
Not previewed




6  Click "Content Page"

@ Affiliate X R SHRM ashbos X ] Off X W SHAWP X W SHAWP X Email R

25 author-p115810-e1156419.adobeaemcloud.com, cm/core/content/s atepagewizard.html/content/

5 My Apps CMAS W] Datawarehouse [J Tracking [3J Links [ Operations VIRC [3J SHAW [3 NorCal [J SharePoint [3J Conta

Create Pa ge Tam:\ace P'u:ce)m%s

Content Page Event Page

7  Click "Next"

x

d.html/content;/

| [ SharePoint [ Contact:

Template
[]

Made with Scribe - https://scribehow.com



8 Fillin the year in the title field.

B (25)5HA X @ Affliste X IR SHRM oz X BE X af Off X sHAWP. X [@ EmailRe X v X A AEMSit

author-p115810-e1156419.adobeaemcloud.com/ /content/sites/createpagewizard.html/content/shz

[ Tracking [3 Li o VIRC [J SHAW [3J NorCal [ SharePoint [3 Contact

Template Properties
. .
Basic Advanced Images Preview User Access Control

Title and Tags
Title *

2028

Name

[ Hide in Navigation

Branding
Brand slug

O Override:

HTML ID

D

9  Click "Create"

EmailRe X X St X : IR Human

.html/content/s efen,

| [ SharePoint [ Conta

.
. L]

Basic Advanced Images Preview User Access Control

Title and Tags
Title

2028

Name

[ Hide in Navigation

Branding
Brand Slug.

[ Override

HTML ID

D

Made with Scribe - https://scribehow.com



10 Click "Done"

Success

Your page has been created.

Tip! Year and Month folders should be hidden in navigation. You can do this
during creation (as seen below when we create the month folder) or you can do
this after creation (see below).
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30 You can now select the month page that the event is occurring in, and add the
event page under it!
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