Changing items in the drop-down menu

One of they key navigation elements on many websites is the drop down menu at the top — this, like
the header, is usually persistent across all your website pages — but how on earth do you change the
info in there?

Like most things with WordPress, it's pretty easy, and hard at the same time.
This worksheet will cover 3 things:

1. Accessing and identifying menus your website may have.
. ldentifying the types of items that can be linked in a menu.
3. Arranging and organizing the menu items. (“Jump to recipe” and skip the lecture)

1. Accessing and identifying menus

Menus are accessed through the dashboard menu under “Appearance.”
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This opens the Menus editor page.

IMenus | Manage with Live Preview

Note: there is a “Manage with Live Preview” editor option as well as a standard
editor option. This tutorial will focus on the standard editor — my advice is to have your live website
open in a second tab so you can manipulate the menu on one tab and refresh to see changes on the
other. Once you are comfortable with how the menu structure works, you can try the “Live Preview”
version.

Identifying menus:

Select “Manage Locations” tab.

Edit Menus Manage Locations
Your theme supports 3 menus. Select which menu appears in each location.

Theme Location Assigned Menu

Primary Menu ‘ Main v ‘ Edit | Use new menu

Secondary Menu Use new menu

Footer Menu ‘ Footer Menu v ‘ Edit | Use new menu
,

There are three locations possible for a menu: A “primary” menu at the top of the page, a
“secondary” menu usually at one side or the other, and a “footer” menu for the bottom.
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Changing items in the drop-down menu

Secondary menus have generally fallen out of fashion and are rarely used today. Here’s a
screenshot of a 2013 version of the www.demmerlibrary.org website with a primary and secondary
menu, before drop-down menus became a thing:

HoMe FREE WEB-BASED COMPUTER TRAINING LIBRARY ADMINISTRATION

-—
Books-THE-OTHER-CHANNEL LocaAL History ConTacT Us

Primary menu

Demmer Memorial Got Legos?

Library

SSeiw schoalst | | In anticipation of starting a Lego club at the library...is there 8 Jan 8th 2013

POBOXTE0 | ises anyone who would like to donate Legos, andjor clear plastic I§E:';m;5“"
Telephone + (715)546-3391 covered totes to store the Legos? Please contact the Library for e

Fax: (715) 546-2930 more information - 715-546-3391

demmer@wvls.lib.wi.us

Library Hours
Monday 9 - 8
Tuesday 9 - 5
Wednesday 9 - 8 Se Comments =
Thursday S - 5
Friday 9- 5
Saturday 9 - 2

A Virtual Catalog

Search the Catalog

Secondary menu

eReader Workshop

‘Wednesday, January 9th, 2013 = Dec 28th 2012
2 Demmer Staff
& Library News

Your Library Account Login

3:00 p.m. OR 6:30 p.m.
About Us Library Lower Level
Friends of the Library Bring your tablet PC or eReader device for this hands-on-workshop presented by Todd
Mountjoy, Library Director at Nicolet College. This free workshop will teach you the

basics of using your new eReader or tablet PC, learn how to download free eBooks from
Overdrive and other resources, and ask questions about eReaders.

Library Administration
Library Board of Trustees

Library Events N . . N -
No registration is required for this free event. For more information visit the Demmer

Library at 6961 W. School St., Three Lakes, call us at 715-546-3391, find us on
Library Services Facebook at http://www.facebook.com/demmeriibrary.org

Library Statistics
Story Hour Program
TL Public Library Foundaton

(Image credit: https://web.archive.org/, aka Wayback Machine)

Library Newsletter

Some websites utilize the footer menu; many use a Divi module as part of the theme template that
appears on each webpage. Your webpage may only use the primary menu.

WordPress does give you the option to create a new menu, but unless you’re redesigning your
webpage completely, you shouldn’t need this. And if you are redesigning, please let me know!

I Edit your menu below, or create a nex@‘ menu. Do not forget to save your changes!
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Changing items in the drop-down menu

2. ldentifying the types of items that can be linked in a menu.

The Primary (header/dropdown) menu is not limited to linking just to other pages on your website.
On the right side of the “Edit Menus” screen, under “Add menu items” there is a toggle with the
different items that can be linked:

Add menu items

Pages -

Most Recent | View All  Search

() Tax Resources — Divi

I:\ Job Seeker Resources — Divi
:\ Summer Program — Divi
() Picnic Shelter — Divi

[O) Adventure Corner — Divi
O Storytime — Divi

|| Tumblebooks — Divi

() explore From Home — Divi =

) select all Add to Menu

Posts v

.

Categories v

95+% of the time we will be linking to other website pages. However, you can create a link to an
outside website by filling in that website under “Custom Links” (example, linking to the discovery
catalog):

Custom Links -
URL | riblakepl.catalog.wvl
Link Text | ‘

Or even create a link to all blog posts in a category:

Categories a

Most Used  View All  Search

) Featured Post Slider
[ Blog Post
[_J continuing Education

|_J Uncategorized

Technolog
Yauth Blog
|l Inclusive Services

(] OverDrive -

() select Al Adto Menu

Options abound!
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Changing items in the drop-down menu

3. Arranging and organizing the menu items
Okay, okay, cut to the chase. How do | change the things in my website menu?
Now that you know where you’re going, it's pretty easy.
To add an item:

Select item from “Add menu items,” and click “Add to Menu.” The item you selected will be added to
the bottom of the list of menu items on the right.

Add menu items

Pages a
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[_J Tumblebooks — Divi

[ Explore From Home — Divi -

(] select All Add tMenu

Youth sub item Divi ¥
Adventure Corner sub item Divi ¥
Reading Challenges sub item Divi ¥
Storytime sub item Divi ¥
Summer Program Page ¥
ke

To organize where it appears in your menu, simply click and drag the item. You can drop it in order,
and then every indent indicates a subitem on the menu. Example: placing “Summer Program” under
“Youth” which is already a subitem for Programs:

Programs Divi ¥

Reading Challenges sub item Divi ¥

Adults sub item Divi ¥

Youth sub item Dwi ¥
Adventure Corner sub ttem Divi ¥
Summer Program @ Page ¥
Reading Challenges sub item Divi v
storytime sub item Divi ¥

Click “Save menu” on the lower right.
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Changing items in the drop-down menu

Now when you refresh your homepage, the “Summer Program” will appear under Youth in the
Programs menu header:

ails Programs ~

Reading
Challenges

Adults

Youth Adventure
Corner

Summer
Progrym

Reading
Challenges

Storytime

To remove an item from the menu:

Click the arrow toggle to open the menu item:

summer Program sub item Divi

Click the red “Remove” and item will disappear from the menu.

Summer Program sub item Divi &

Mavigation Label

Summer Program

() open link in a new tab

Move Up one Down one Out from under Youth

Under Adventurs Corner

Original: Summer Program

Reaﬁve | Cancel

Be sure to click “Save Menu.”
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Changing items in the drop-down menu

Items can also be renamed/reorganized manually by toggling open the item and then renaming, or
moving by selecting the links in the box:

Summer Program sub item Divi &

Mavigation Label

lSummer Program

) Open link In a fyew tab

Move Up one Downons Qut from under Youth
Under Adventure Corner

Qriginal: Sumrmer Program

Remaove | Cancel

Notes: be warned of adding too many items to the Primary menu as there is only so much space at
the top, and different screens with different sizes may wind up filled with menu items. Also, too many

layers of subitems can make navigation challenging. Be sure to be mindful of different screen sizes
(desktop, tablet, phone) and skill level with using a mouse, efc.

In this example on a phone, the menu appears as a three-line “hamburger” menu and drops down
neatly with all subitems displayed:

ol Extended Network & 10:44 AM @ 8 91% @m
AA @ riblakepl.org (&)

%, 715-427-5769 | Mon & Tues 10-6pm, Wed 12-8pm,
Thurs & Fri 10-6pm, Sat & Sun Closed
&= director@riblakepl.org

Home

About

About the Library

Contact Us
Picnic Shelter
Resources
Explore From Home
Job Seeker Resources

Online Resources
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