
 
 

If you can’t see the item you want to edit, click the icon with four corners to expand the page 
 

 
 

Highlight any link by left clicking once 
 

 
When you have the link highlighted, the link button in the toolbar should be gray, click there. 

 

That will bring up the link editor, and here is where you will update the URL. 
• Make sure the “open link in” drop down is set to “New Window” (should already be that way, but not a 

bad idea to do a double check) 
• Click “Save” to apply the change. 

 
 



You can continue, updating links individually, but occasionally you will want to click the save button in the toolbar 
to save your work. 

 

 
Then you will click the expand icon again to go back to the page editor screen 

 

 
Click Save Changes & Continue if you are not totally finished, or Save Changes and Exit, if you’re ready to take 
a break or move on to another page in the editor. 

 
 

 
If you are experienced with HTML code, and would like to make some changes to the HTML code for 
your page, click this button, and you will see a screen for editing code. PLEASE only use this, if you are 
proficient in HTML. 
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