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Getting Started 

To begin, log into the site and navigate to a page where you have edit permissions.  Select Edit Page. 

Deleting Segments 

1. To delete a segment navigate to the segment and press the X next to the Edit button.  Press Ok when it 
asks for confirmation. 

 

Moving Segments within a Region 

1. Navigate to the segment you want to move. 
2. Select the Up Arrow or the Down Arrow next to the Edit button for the Segment.  This will move the 

segment up or down within the region.  In the example below, by clicking on the Up Arrow on the Rev.  
Bloom segment, it will move it above the segment for Rev. Morales. 
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Moving Segments to a different region 

1. In this example we will move an image from the right region to the left region.  To do this you, you must 
edit the segment.   

 
2. In the segment properties editing window, select the advanced tab and select a different region.   

 
3. Now it is displaying in the Left Sidebar. 
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