
mamboSchools Tutorial
Content/Web Page Series (jv3.x)

2:  Creating a New Web Page and Adding the 
Page to a Menu Item

This web application print manual will educate and introduce web managers 
to the content component within your mamboSchools™ site. 

The content component allows you to add and edit web pages within your 
site.  You use the content component to update the scrolling billboard or an-
nouncement areas within your site.
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Step 1:  Creating a New Web Page

Soon after opening your new site, you will need 
to create a new web page, and not just edit 
one that already exists.

You learned about editing web pages in the 
first of three manuals.  In this exercise, we will 
be creating a new web page.

There are two major parts to creating a new 
web page:

a.  The creation and authoring of the page.

b.  Defining a link on your main menu naviga-
tion that when clicked opens your new 
page.

Our first of two steps is to create the page.

1.  Move to the admin side of your site.  At the 
control panel, select the ‘Content’ menu > 
Article Manager.  Again, a list of all of the 
site web pages appear.

2.  We are not editing an existing page, so we 
need to create a new one.  In the upper-
right toolbar, select the ‘New’ button.  The 
‘New’ button is a green circle with a plus 
on it.

Creating a New Web Page
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Step 1:  Creating a New Web Page (cont.)

Creating a New Web Page (cont.)

5a.

After clicking the “New” button, you are ready 
to prepare your article:

1.  Click into the Title area.  Type the title you 
wish the public to view.   In our example, 
we are creating a page called ‘2016 Blue 
Ribbon School’.  

2.  Click at the (web page) category dropdown.  
You can use the default category that ap-
pears (Uncategorized) OR click at the cat-
egory dropdown menu and select a category. 

NOTE:  Categories are used to organize and 
store your web pages.  They become impor-
tant searching tools as your collection of web 
pages grow larger.  It is recommended that 
you select a storage category other than the 
‘Uncategorized’ default.

3. Click into the text area.  Type your article. 

4.  If desired, use text formatting menus and 
button commands.  (See Content Manual 1 
of 3, page 6).

5.  After authoring your article, click the ‘Save 
& Close’ button (a.) in the upper right but-
ton bar.  You will return to the Article Man-
ager. Remember, clicking the ‘Save’ button 
(b.) will also save, but keep you within the 
web page editor.

4.

5b.
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Step 2a:  Adding a Main Menu Link
Adding a Main Menu Link

Figure 2

Figure 1
Figure 1

1.  In our example, we would like to add the 
“About Our Schools” content (web) page 
under main menu ‘Info’ link.

Figure 2

Access the admin side of your web site.

2.  Select the ‘Menus’ menu ‘Main Menu’ (This 
link will have a home icon beside it.).  The 
menu item manager (main menu) will ap-
pear.

NOTE:  The main menu manager displays a 
vertical representation of your horizontal main 
menu.

3.  Locate the button bar and click the ‘New’ 
button.  The menu item type screen will 
appear.
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Step 2b:  Defining a Main Menu Link
Defining a Main Menu Link (cont.)

Figure 1

For our example, we are going to create a menu 
link called ‘A Blue-Ribbon School!’ that links to 
our article/web page in the Article Manager.

Figure 1

1.  Add the title in the ‘Menu Title’ area:  A 
Blue-Ribbon School!.  This short title will be 
seen by the public within your main menu. 
You can title the link the same as the title of 
your web page.  However, if you web page 
title is long it may not fit the width of your 
menu.

2.  Let’s first select the ‘Menu Item Type’.  Click 
the blue ‘Select’ button.

Figure 2

3.  From the list, select ‘Articles’.  Note:  Seven 
(7) other article menu items types appear.

4.  Select ‘Single Article’.  This item type cre-
ates a link to a single article in the Article 
Manager.

Figure 2
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Step 2b:  Defining a Main Menu Link (cont.)

Defining a Main Menu Link (cont.)

Now, we will tie our article/web page to this 
link.

Figure 3

5.  After the menu item type was selected, lo-
cate the ‘Select Article’ area below it.  Click 
the ‘Select’ button.

Figure 4

6. Your article manager list will appear.  Scroll 
through the list (or use the search area) to 
locate your web page title.  Click the title.  
In our example, we will click the ‘A Blue-
Ribbon School’ article. The title of the web 
page will now appear before the select but-
ton.  NOTE:  This article manager list does 
not allow you to edit the web page, only 
define the title.  Edit web pages outside 
the menu area, using the ‘Content’ menu > 
Article Manager.

Now let’s actually assign our new menu item 
under one of the current ones.

Figure 3

7.  Click into the ‘Parent Item’ area and use 
the side scroll bar to move through the main 
menu links.  Select the link you want the 
‘Single Article’ link to appear below. (In our 
example, we clicked the ‘Info’ link.)

8. From the button bar, click the ‘Save & Close’ 
button.

You can return to the public side. Be sure to 
select the ‘Home’ link or refresh your browser.  
Your new link will appear within your chosen 
menu item.  When selected, the web page will 
appear.

5.

Figure 3

Figure 4
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