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Creating a Main Menu

Application administrators of Menu Builder can create, edit and manage the Main menu.

The main menu bar is a crucial area of navigation for users in the Intranet and an additional way for your administrators to provide them with useful links

they need to perform tasks or are being promoted.
Administrators and editors should be confident in making changes to the menu to keep it up to date and relevant.

Multiple menus can be created as they can suit different purposes, but only one can be set to appear at a time (and per theme).

Creating a Menu
Application administrators of Menu Builder can create Menus and will create the first one ever on your site during onboarding.

A new Menu can be created in Applications > Menu Builder at any time by an administrator:

e Menu list [+ @
&
Add a new menu

Manage and create links & menu items for top level navigation

£ w

charity-menu

compliance-menu P @,

Compliance Menu

eform-menu p @I

E-form and Workflow Menu

Fill out the properties on the next screen:

=) Menu list > Add menu

@ Edit menu properties Edit menu items

Menu key
The menu key should only contain letters, numbers and symbols '-' and '_". You can associate which menu to be displayed when
editing Themes in Design Panel.

Menu name

Depth limit Unlimited v

Set how many levels of this menu should be displayed
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e Menu key: Used to distinguish the menu in the database
e Menu name: Name of the menu for administrators to distinguish, if more than one exist in the system
e Depth limit: Number of levels (sub-menu items) the menu can display

Click 'update' to create the menu.
Now you are ready to add items to the menu.

Make sure to update which other users/roles/groups you wish to be able to edit the menu using the tab that now appears for this:

=] Menu list > Edit menu (+] 8-3\3

@ Edit menu properties i= Edit menu items ﬁ Edit permissions

Select users who can edit this menu.

Menu key test

Permissions Start typing to add... Browse

Role: Administrators
Group: Support

View matching users...

Apply permissions Close

Please note: Users with edit permission can add, edit, and delete items in that menu, so ensure they are trusted/appropriate users.

Updating who can edit the menu

After a menu is created, there are two ways to update who can edit it.

1. By application administrators of Menu Builder from Admin > Menu Builder> Menu List

Click the key symbol in line with the Menu you wish to update the edit permissions for.

£ Admin Admin > Menu Builder )
I i= Menu list Menu I|St
GD Company Links Menu name

BB Applications i= charity-menu P @

i= compliance-menu L w

i= eform-menu p @

i= Franchise_menu P @

i= Learning-menu P @

i= main_menu 2o

Ensure all appropriate users/roles/groups who will need to edit a menu are entered into its permission box, and this is saved.

* Admin Admin > Menu list > Edit menu permissions =)
| = Menulist Rights to edit menu "main_menu"
© Company Links Permissions Start typing to add... Browse

Role: Administrators

oo icati
Applications
oo APP Group: Support

View matching users...

Apply permissions e[
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2. Any user with edit rights already can update the menu permissions from the front end.

Applications > Menu Builder> key symbol or 'edit permissions' tab:

©  Menulist > Edit menu

@ Edit menu properties

Menu key

Permissions

i= Edit menu items ﬁ Edit permissions

Select users who can edit this menu.

main_menu

Browse WG]

Start typing to add...

Group: Support
Role: Administrators

View matching users...

Apply permissions Close

Setting a Menu to appear

An application administrator of the Design panel can edit which menu appears in which theme.
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Menu options

Main menu @

Edit 'main_menu' menu®

Menu layout €2

main_menu, Digital Workplace Menu

I:l Side bar

App Name > Page Name

Item 1

Lorem ipsum dolor sit amet
eros risus tortor incididunt
porttitor.

m Link

| item 1
Item 2

Item 3

Nullam risus metus, luctus
non molestie sed, aliquam
non erat.

m Link

Menu Background @

H#FEEEE

Gradient

Menu ltem €2

#4c5566

Q, What are you looking for?

Q ——

10:00 G

Morbi sit amet dolor vitae
purus consectetur fringilla at
sed justo.

Cras at felis lacinia,
bibendum diam a, rutrum
lorem maximus.

They can also choose its configuration and whether this appears on the side or the top, as shown in the video below.
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