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Horizontal Submenus allow you to add a 5-7 submenu navigation items which can be added and
configured at a page level.

Add a submenu to a page
1. Go to the page you would like to add the menu. Click the gear icon on the top right of
the ribbon bar next to your sign-in name and click “Edit Page.”
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Figure 1 Edit Page

2. Place the cursor within the content area where you would like to add the menu.
3. Click on the “Insert” tab in the SharePoint ribbon and select “Reusable Content”.
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Figure 2 Selecting “Reusable Content”

4. Select “More Choices” in the dropdown menu and then select “Horizontal Submenu.”
Click “OK” button at the bottom right to add menu to the page. This will add the
submenu to the content area that you have selected.
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Figure 3 Selecting “More Choices...” from the Reusable Content Menu

Chaose an item 1o insert into the web page. An item with automatic update will be inserted as a read-only reference to the original item and will be automatically updated whenever a new version of the original it
published. An item without automatic updates is inserted as a copy which you can then macify.
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Figure 4 Selecting “Horizontal Submenu” from Reusable Content

5. Adding links to submenu items. Highlight the text you would like to add a link to, then
navigate to the “Insert” tab in the ribbon. Click “From Address.” Type in URL of link and
click “OK.” Link will then be added to the text. Repeat for as many items as needed.
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Figure 5 Adding links to submenus
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Figure 6 Inserting a link

6. Check in and submit page for approval. When page is approved, submenu will look like
below.

Page Title Location - Style Example
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#1:
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean

massa. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec
quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim.
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Menu item 23 Heading 3<h3>
section heading text Donec pede justo, fringilla vel, aliquet nec, vulputate eget, arcu. In enim justo, i
#2: rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis eu pede e
mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi. Image flost fight with caption.
Menu item =1 Aenean vulputate eleifend tellus,
Menu item #2 Heading 4 <hg>
Menu item =3 Aenean leo ligula, porttitor eu, consequat vitae, eleifend ac, enim. Aliguam lorem ante, dapibus in,

viverra quis, feugiat a, tellus. Phasellus viverra nulla ut metus varius laoreet. Quisque rutrum. Aenean
imperdiet. Etiam ultricies nisi vel augue. Curabitur ullamcorper ultricies nisi

Left-side menu - no heading...
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Menu item 22
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aenean commodo ligula eget dolor. Aenean
Menu item =3 massa. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Donec

Menu item 24 quam felis, ultricies nec, pellentesque eu, pretium quis, sem. Nulla consequat massa quis enim.
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Figure 7 Final Result of Submenu
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