
How to Create a Page and Manage Left Side Navigation 

 

1. Click the Actions button on the Section (parent) where you want the new page (child) to be located inside. 
Then, select Create Section. In the example below, the new page would appear in the top level in the 
Department of Physiology. 

 
 

2. A blank section with the General tab open will open. Enter the page title, then check or uncheck Shows in 
Navigation. If Shows in navigation is unchecked, the page will not appear in the left navigation. If it is checked, it 
will appear inside the Section of the Actions button you selected. By default, the new page will display as the last 
page of the Section (the bottom). When done, click the blue Save Changes button at the bottom of the page. 
You must first save the page before you can add content. 

 

3. If you want to move the new page from the bottom of the navigation to somewhere else in the navigation, click 
the click the same Actions button you selected in step 1 (the parent). Then choose Edit Section. The Section will 
open with the General tab open by default. Mouse over the More tab, then click Subsections. 

 
 



4. The order subsections appear in T4 are how they will appear in the left navigation. The new page we just 
created will appear at the bottom. Click and drag the “handlebar” to the left of the name of the new Section. 
Drag the new page where you want it to reside. 

 



5. Publish the Branch.  
 
Note: Since the left navigation changed and the left navigation appears on every page, every page needs to be 
published. The branch is the entire site/section. Publishing the branch is publishing every page. 

 


