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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"



Made with Scribe - https://scribehow.com 2

2 Click "Events"

3 Select the check box for "Events"
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4 Click "Create"

5 Click "Page"
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6 Click "Content Page"

7 Click "Next"
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8 Fill in the year in the title field.

9 Click "Create"
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10 Click "Done"

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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11 Select the check box for the year (ex. "2028")

Hide 2028 Page

12 Click "Properties"
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13 Select "Hide in Navigation"

14 Click "Save & Close"
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Create a Month Page

15 Click the check box for the year page (ex. "2028")
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16 Click "Create"

17 Click "Page"
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18 Click "Select Content Page"

19 Click "Next"
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20 Fill in the title field with the month (ex. January).

21 Select Hide in Navigation
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22 Click "Create"

23 Click "Done"

Publish Pages
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24 Click the check box for the month (ex. January)

25 Click "Quick Publish"
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26 Click "Publish"

27 Click the check box for the year (ex. "2028")
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28 Click "Quick Publish"

29 Click "Publish"
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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!


