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How To Nest Your Events Page Under The Events
Tab
Learn how to efficiently set up a new content page within your events directory. This
guide covers the steps to configure metadata, set up redirects, and publish your page
to the live site.

Creating the Current Events Page

1 Once you have navigated to your home page for your site, click "Events"
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2 Select the check mark for "Events"

3 Click "Create"
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4 Click "Page"

5 Click "Content Page"
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6 Click "Next"

7 Click the Title field and title it "Current Events" (or something similar)

Redirect Configuration
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8 Click the Advanced tab.

9 Click the Redirect field.
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10 Click "Open Selection Dialog"

11 Click "SHRM Chapters"
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12 Click on your chapter (ex. Test Site)

13 Click Home Page under your site.
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14 Click on the check box for Events under the Home Page.

15 Click "Select"
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16 This has now created a link for your new Current Events page that redirects to
the existing Current Events page you see when you click Events in the ribbon.

This means that when you hover over the Events tab, you will now also see a
Current Events option underneath it. Clicking this will take visitors directly to the
existing page displaying your upcoming events.

17 Click "Create"

Publishing + Reordering
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18 Click "Events"

19 Open the display format menu.



Made with Scribe - https://scribehow.com 11

20 Click "List View"

21 Select Current Events.
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22 Click "drag handle" and move your new Current Events tab to the desired position

23 Leave the check box selected, and click "Quick Publish"
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24 Click "Publish"

25 Click the check box for "Events"
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26 Click "Quick Publish"

Tip! Publishing the events page that is under your home page solidifies the
reordering of your tabs. You can also publish the home page at this time to ensure
the order of your tabs reflects on your live site.
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27 Click "Publish"

Verify Published Page

28 Open your affiliates live SHAW site



Made with Scribe - https://scribehow.com 16

Tip! Changes take up to an hour to publish - patience is key! You can always "View
as Published" in edit mode under the Page Information tab where you would
publish the page.

29 Open the Events menu by hovering over it.
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30 Test the new Events tab to make sure it redirects to your current events!


