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Learning Objectives

The learner will be able to:

1. Log on and navigate the Confluence Dashboard including creating favorite spaces
and a network of people.

2. Update their profile including adding a photo and contact information.

3. Create and customize a Confluence page using formatting, inserting images, adding
macros and creating child pages.

4. Create a blog including a splash page that houses archived blogs.

5. Customize the space and the sidebars using Space Tools.

© Copyright 2017, Rowan University, all rights reserved.

Confluence and the Confluence logo are trademarks or registered trademarks of
Atlassian or its affiliates in the U.S. and other countries. Other brand and product
names are trademarks or registered trademarks of their respective companies.
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What is Confluence?

Confluence is a web-based wiki that can be used to collect, organize and display
information. The wiki pages can be private to just one person, available to just a certain
group of people, or completely public.

Some uses could include a department intranet with a news blog or pages with how-to
articles and policies. Pages can be shared with a group of people with permissions for
everyone (or no one) to make changes and updates. The administrator of the page sets
the viewing and editing permissions for each space.

Rowan employees are able to create a personal space where notes from meetings and
conferences can be stored, or information about a class.

Each Rowan employee already has a personal space. To request a confluence space for
your department or group, email support@rowan.edu with the following information:

o) Who is the Administrator?
o) What is the reason for this space?
o What is the name of this space?

An email will be sent to you when your site has been created.

Rowan University currently uses Confluence 6.0.5. How-to articles and videos for this
application can be found on:

https://confluence.atlassian.com/display/CONF58/Confluence+Documentation+tHome

= XcConfluence spaces~ People - a @~
Dashboard

Welcome to Confluence Popular =~ All Updates = Favourite Spaces = Network = Space Categories
Confluence combines powerful online authoring EEEE  Miller Kevin

capabilities, deep Office integration and an ’

extensive plugin catalogue to help people work -— S

better together and share information

effortlessly B

Spaces | Pages = Network
Hegel, Mary Elizabeth

Favourite Spaces

0 nformation

[ Confluence Practice
e about rs af

es & Technology *
Wilson, John R.

O D

0 RT Tra [ Re: John Wilson
e Marybeth Hegel * NDC Servers save 57 were deleted last week. Recruiter patching - come up with a
strategy. Pedrick Home Drive Citrix Patc
Commented about 2 hours ago
Site Spaces
\t, Giovanisci, Daniel J.
8 CardSystem w @ [ Update 11 to the latest patch version
Updated about 3 hours ago (v
€ ccea e
= A ConfluenceAPIProxy
& change Management ¥
(3 Deleted Accounts List
W Upd at11:04 PM (view change;
lasses Y o
- —
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Log On to Confluence

Go to confluence.rowan.edu

Select Log in from the top right corner and log in with your Rowan network username
and password.

Dashboard - Confluence X%

€« C' | @ https://confluence.rowan.edu/dashboard.action#all-updates Qs @ G] ﬂ =

52 Apps Banner Admin Page... X Banner 9 Issues - An... o ServiceNow X, ServiceNow - Infor... 3 001 Have Your Addr... 0 ITIL Homepage | IRT... ¥, NewTab [" GoSignMeUp! » (O] Other bookmarks

X Confluence Spaces -

DISCOVER

All updates Welcome to Confluence
8= All updates
Confluence combines powerful online autiring
" Popular O'Neill, Erin E. pabil deep Office ir 1 andflih extensive
@ Analytics, Systems and Applications plugin catalogue to help people work biiiter together
SPACES All Reverted from v. 54 and share information effortlessly.
Updated 14 minutes ago (view change)
@ Office of Research e il - i
(= CallXpress Voicemail
Electrical & Computer Enginee Updated 20 minutes ago (view change)

(1) VoicemailQRC. pdf
University Policies Attached 20 minutes ago
Information Resources & Tech &) Access from Anywhere k
Updated about an hour ago (view change)

eSS
)

Assessment @ Institutional Reporting & Special Publications

Updated about 5 hours ago (view change)

Hegel, Mary Elizabeth
(@ Training Services

I

negel

Remember me
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Dashboard

The Dashboard is the home page of the application. Here you can set up favorites and
get updates about all the spaces you are following. It also gives you a quick view of all
the activity on your pages and your favorite pages. To get back to the Dashboard from
any page, select the Confluence logo on the top left side.

On the left side you have three tabs -
Discover - All updates, or the most popular.
My Work Pages you worked on, visited or saved.

My Spaces Spaces you indicated as favorites.

XConfluence Spaces -

DISCOVER

A Recently visited e Welcome to Confluence
= updates
Confluence combines powerful online authoring
~”" Popular TODAY capabilities, deep Office integration and an
extensive plugin catalogue to help people work

MY WORK @ Training

(& Recently worked on %
Training W

Veekly Updates

g Weekly Update 05/26/17 better together and share information effortlessly

@ Recently visited

<t Saved for later @ RT Technical Trainers Home Page

MY SPACES All

% YESTERDAY
0 Analytics, Systems, and Applications

a Finance Conference Presentations

€) Service Now Documentation =

€) Change Management 9 Training Services
T Training San 3 9

0 IE1 Hraining: Ssndbox 9 Addressing Banner 9 Issues

o IRT Training Services
@ Training Resources
e Marybeth Hegel

€) !nformation Resources & Technology @ Home

a Analytics, Systems and Applications

[3) Submit a Request to ASA

IN THE LAST WEEK

@ Banner Finance Resources
@ ncomplete Requisition Video
@ ncomplete Receiving Video
@ Banner 9 Receiving

[% Banner 9 Training

M Tmallme T =l sl A T & T 5 I | NN
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Dashboard

From the top menu, select Spaces, and then Space Directory. Select the tar to the right
of the space to make it a favorite.

X Confluence People --

RECENT SPACES
DISCOVER

e © IRT Training Services
o=

a— All updates i . .
© Information Resources & Technology

5

¢~ Popular © Analytics, Systems, and Applications
© Service Now Documentation

MY WORK

@ Office of the University Registrar

® Marybeth Hegel

(© Recently visited @ IRT Training Sandbox

€ Maggie Fennal

(& Recently worket

<y Saved for later
© Information Security Office

MY SPACES o
Space directory P

All Spaces Site Spaces r

Site Spaces Space Description Categories

Personal Spaces

Affordability Task Force ®
My Spaces
Archived Spaces Analytics, Systems, and Applications documentation ® *
CATEGORIES ASA Data Dictionary documentation ® %
Affiliate

Assessment

l

Documentation
Faculty_center CardSystem

Knowledge-bases CCCA

4
PSSO e®

Law_justice
Nss Change Management documentation *
Project Clinical Systems documentation

Rowancard
Coastal Resilience
Services
Teams College of Science & Mathematics documentation
Training =
Computer Science - Dr. Kay's Classes

Electrical & Computer Engineering documentation

@ @|ie| el © @|ie e

Facilities Spatial Support project
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Profile

In the top right corner you will see a little person icon with a
drop down arrow

Update Status...

Select the drop down, and then select Profile. Add Personal Space.__

Recently Viewed

On the profile page you can edit information about yourself,

Task
add a photo, look at your tasks, etc. ases

Favourites
Watches
Drafts

Status updates
Metwork
Settings

Atlassian Marketplace

Log Out

O - @ & | X Mikkelson, Rolf Joseph - Pr...

People
i # Edit profile
Mikkelson, Rolf Joseph E
Profile Tasks Favourites Watches Drafis Status Updates Network Settings
PROFILE ACtIVIty
Picture Personal
@ Banner Finance Resources
updated Sep 28, 2015 « view change Full Name  Mikkelson, Rolf Joseph
Email mikkelson@rowan.edu
Phone
M
Website
Company
Position
Depanment
Location
Powered by Atlassian Confluence 5.8.9, Team Collaboration Software - Report a bug Atlassian News
WAtlassian
< >
#100% ¥
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Personal Space

All employees have a personal Confluence Space that you can

add pages to as you need them.

In the top right corner of the page, select the drop down arrow

next to little person icon.
Select Add Personal Space.

Select Create.

Your personal Confluence space will open.

Update Status...

Recently Viewed

Profile

Tasks
Favourtes
Watches
Drafts

Status updates
Network

Create a personal space

Keep your notes, task lists, files
and other personal content
organised

With a personal space, you can...

1 Stay organised 2 Share news 3 Introduce yourself
Use your blog fo make
announcements, capture ideas
and share leamings.

Settings

Log Out

Atlassian Marketplace

Customise your personal
homepage and introduce yourself
to the team

FEm5e)

= XEDI'IﬂLIEI'ICE Spaces ~  People -

Q Mikkelson, Rolf Joseph

& Profile

(3 Pages

3\ Blog

SPACE SHORTCUTS

Here you can add shortcut links to the
most important content for your team
or project. Configure sidebar.

PAGE TREE

Get started by adding some pages to
this space. Create page

Pages # Edit 2 Share e

Mikkelson, Rolf Joseph’s Home

Created by Mikkelson, Rolf Joseph just a moment ago

© \Watch

About Me (Mikkelson, Rolf Joseph)
‘You may edit this page to include additional information about yourself.
E-mail: mikkelson@rowan edu

Navigate space
Recently Updated

As you and your team create content this area will fill up
and display the latest updates. Search

@ Like  Bethe first to like this No labels #
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Edit a Confluence Page

Each Confluence Space is a collection of Pages. Pages can be created from a Blank Page
or from many different templates such as How-To Articles, Blog Posts or Meeting Notes.

Once a page is created, it can be edited by selecting Edit from the top right side of the
page to change the content of the page.

Select Edit from the top of your home page in your personal space.

= XConfluence spaces -

Q Mikkeison, Rolf Joseph Pages R Watch [ Share
- Mikkelson, Rolf Joseph’s Home
Profile

Created by Mikkelson, Rolf Joseph just a moment ago

(& Pages

o About Me (Mikkelson, Rolf Joseph)
g

‘You may edit this page to include additional information about yourself.
SPACE SHORTCUTS

E-mail: mikkelson@rowan_edu
Here you can add shortcut links to the
most important content for your team
or project. Configure sidebar.

Navigate space
Recently Updated

As you and your team create content this area will ill up
FEEETIEE and display the latest updates. Search

Get started by adding some pages to
this space. Create page.

@ Like  Bethe first to like this No labels ¢

Select the title to change the name of the page.

You will see various boxes with dotted lines. These are sections used to organize your
information.

Select the first section and type information about yourself (department, title, phone,
email).

People / Mikkelson, Rolf Joseph / Pages / Mikkelson, Rolf Joseph's Home %  of

Mikkelson, Rolf Joseph’s Home _
About Me (Mikkelson, Rolf Joseph)

You may edit this page to include additional information about yourself. _

E-mail: mikkelson@rowan.edu
") Recemtly Updated Navigate space

. Page Tree Search
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Insert Macros

Macros add additional functionality to your page. For instance, the Widget macro allows
you to add YouTube videos. The Children Display macro lists all the child pages of a
page. For more information and descriptions of Macros see

http://tinyurl.com/jsjojy7

The second section contains a macro called “Recently Updated”. This will automatically
show all the updates on your page.

The Navigate Space section on the right shows the macros “Page Tree Search” (allows
you to search the space) and “Page Tree” (shows you the layout of the space) macros.

Macros can also be moved around to different spaces, or deleted as needed.

Recently Updated ? Navigate space
# . Page Tree Search

= Page Tree

What did you change? I Notify watchers Preview m Close
H100% -

Link E3Table v | +lInsert~ | < (Y Draft

& Files and images

Select the third bottom section of your page (it 57 ;‘ka |
ShOU|d be empty) OE;‘notmon

{} Marku
From the menu bar, select +Insert. ,HO,.izoita, i

%= Task list

Select Other macros.

@ User mention
=1 ¥ JIRA Issue/Filter
@® Info
&9 Add Lucidchart Diagram
== Status
@ Gallery
= Table of Contents

=% 1] Other macros
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Insert Macros

Select the Panel macro.

Customize Colors, border type
etc..

Hint: Rowan Official colors are
#330000 (brown) and
H#FFCCOO (yellow)

Practice with these border types
to see what you like:

none, hidden, dotted, dashed,
solid, double, groove, ridge, in-
set, outset, initial, inherit

Select inside the panel macro,
the go to Insert Macro and select
the Favourite Pages

macro.

Select macro

Al
Administration
Communication
Confluence content
Development
External content
Formatting
Media
Navigation
Reporting

Visuals & images

€ Find more macros

Sed ut pel Draw a panel with an optional title
unde omn and border

Renders a page tree. =

Panel

Popular Labels
List the most popular labels

N\

o)

Recently Updated
Lists updated content within
Confluence

Search Help

Provides a search box that

searches a hierarchy of pages ~
(Page Tree) from a specified root

vace.

PDF
Inserts a PDF document into the
page as an interactive presentation

Profile picture
Displays a users profile picture.

Recently Updated

Dashboard

Displays recent updates with

filtering options. Used on the

dashboard v

Cancel

Edit ‘Panel’ Macro
Panel Title

IRT Training Services Confluence F

Border Style

groove

Border Colour h

Border Pixel Width (Value Only)

Background Colour

Title Background Colour

#330000

Select macro

IRT Training Services Confluence Page

Select macro

Al

Administration
Communication
Confluence content
Development
External content
Formatting

Media

Navigation
Reporting

Visuals & images

@ Find more macros.

= content from any pre-efined
template.

Excerpt
7 Mark a section of a page as an
|| excemtiorpae summares

7

=

B E

Expand
Embeds an ex
into your page.

;

ndable text box

Gallery

Create a thumbnail gallery from a 9
| pages attachments

Hide page title
a This marra shaiild he used when (= pumy |

Help

Excerpt Include
Include the excerpt from one page
within another page

Favourite Pages
Listthe pages in your favourites
list

Global Reports
Displays a list of links to global
reports.

Hide table borders

This marra shaid he nsad when

Cancel
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Insert Macros

It will give a preview of what it will

contain.

Select Insert.

Panel | Favorites

' Favourite Pages

Select Save.

Insert ‘Favourite Pages’ Macro

List the pages in your favourites st
Documentation

Select macro

‘G Preview

Favourite Pages

Displaying pages recently added to your f

* % % % %

(@ Banner Student and Faculty (inform:

Insert | Cancel

Favorite pages will show inside the

Panel

- Favorites.

¥/ Notify watchers

Favorites

(3 lynda.com (information Resources & Tec
@ Banner Student and Faculty (Information Resources & Technology

Favourite Pages

Displaying pages recently added to your favourites list
@ Technopalooza (Information Re

* % % % %

Your page now lists all your favorite pages (that you

chose on the Dashboard page).

@ Marybeth Hegel

& Profile
® Pages
Blog
SPACE SHORTCUTS
Meeting notes
IRT Training Services Wiki
PAGE TREE
Meeting notes

Testing

Training Meeting Notes 12/15/15

&# Space tools +

Pages
Marybeth Hegel

Hegel, Mary Elizabeth, last modified just

Coordinator, Technical Training
Information Resources and Technology
Rowan University
rowan.edu/irt-training

E-mail: hegel@rowan edu
Recently Updated

[ Marybeth Hegel
1 0  update

[ Testing
De

(@ Training Meeting Notes 12/1

+ updated by H

[ Meeting
Dec 15

+created by Hegel, Mary Elizabetn

Favourite Pages
Displaying pages recently added to your favourites list.
[ Technopalooza
[ About IRT Training
® Microsoft Office Resources (
B tynda.com (infor on R
(® Banner Student and Fac

) Like  Be the first to like this

e

Navigate space
Search

Meeting notes

Testing

Training Meeting Notes 12/15/15

* % % % %

No labels #
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Format Sections

Select Edit to edit your page again.

Select the section that has the Favorite Spaces.

Select the Page layout icon from the top menu.

9 o

¥ 2= 5 = = |0 & ¢ =2~ +-~

Paragraph - B I U A~ *A~ = = | ™ k= 3=
Page layout

[+ ]

(=) =y L bt Lol Daae [ Al ol Ll ol

From the Page layout icon you can create columns within the section. You can also add

or remove sections.

Select the layout with three columns.

Draft autosaved at 10:58 AM

m & @& By +~ 9

i
I

\

Il
|
1]
il

Paragraph  ~ B I U

A+ Moveup ¥ Move down lNimEEmm

‘ + Add section ‘ @ Remove section

Peghble / Marybeth Hegel / Pages / Marybeth Hegel ® of

arybeth Hegel

Coordinator, Technical Training
: Information Resources and Technology

! Rowan University
| rowan.edu/irt-training

: E-mail: hegel@rowan.edu
‘Navigate space

') Recently Updated
. ‘%, Page Tree Search

= Page Tree

[ Favourite Pages
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Insert Images

You can insert images and files on your page.

Select one of the empty sections

e TIe

[ Favourite Pages

From the top menu, select the icon Insert files and images.

= XU Confluence spaces~ People m

Paagraph v | B I U A v %A~ —@ &F| o m~ +

+ Add section @ Remove section 2 nmoveup ¥ Movedown [ D e )

Select Upload files.

Choose a file from your computer to upload .

Insert the image.

Insert files and images Help

Attached to this page 4 Upload files

Images from the web

Search on other pages g
e e

brown owlpng
Filefolder
o
100315 Group 1
1 e  docx o |} Tip: Drop files straight into your page to insert them directly

B8 Libraies @ g Oune L1398 M Ok, gotitt

§ g Outline 1223 15.docx

&

18 Computer
& 0sDisk (C)
G2 hegel (\rowana
5 DFS Open Area

¥ Confluencehandoutpub.

[]
[
“la

€ Network

File name: brown owl.png

Hint: type "1" in the Editor to insert attached images on the page. * Insert | Close

250px s 8 Original Border & Link Properties SeleCt the image (On the
page) to see the formatting
menu underneath it.
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Insert Links

Links that lead to other pages in the space, or to other pages on the Internet, can also
be entered on a page.

Select the last empty section on your
page.

»
1
1
2
n
,
n
0

ﬂ Thiiez S My

Select Web link from the dialog box side bar.
Type in the web address.

You can replace the link text with something else, if you wish (like the name of the
page).

Select Insert Insert lnk
Search
Addre:
Recently viewed
Files SRR
Web link Link text
Advanced
Hint: type "["in the editor to see a list of suggested pages and insert a link Insert | Cancel

Link text | Information Resources and Technology Training Services

ages and insert a link Insert | Cancel
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Format and Label

Using the menu bar at the top of the page, you can format the alignment, color and size
of the text, and many other elements of the page to make it more readable for your
audience.

You can also move items around to different spaces, by dragging or copy and paste.

X Confluence spaces~ People m

Paragraph E . : £ 2 o Files & Link BT

People / Marybeth Hegel / Pages / Marybeth Hegel %\
Marybeth Hegel

Coordinator, Technical Training
Information Resources and Technology
Rowan University
rowan.edu/irt-training

E-mail: hegel@rowan.edu

Recently Updated

It is also a good practice to label your pages with keywords, to allow people to search
for information on your page, and to filter it (to be covered later).

Select the little tag next to the title of the page.

Enter a keyword in the dialog box.

Labels Help
Select Add.

training| Add h
When finished select Close. training

Shortcut tip: In page view, pressing | also opens this dialog box Close
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Create a New Page

To create a new page in your space, select the Create button at the top of your page.
The page you are working on will become the parent page of the new page.

X,Confluence Spaces ¥  People m

= Pages [
@ Marybeth Hegel =

Marybeth Hegel

Al Created by Hegel, Mary Elizabeth, last modified about 4 hours ago

o
a
(D Pages

If you only see the Blank page template in the dialog box, you can select “show more” to
reveal other available templates.

Create Filter Help
Select space IRT Training Services - Parent: IRT Training Procedures
Blank page
Start with a blank page.
Show more

\

Create Fitter Help
Select space IRT Training Services - Parent: IRT Training Procedures
8  Blank page 8  Blog post
Start with a blank page. | share news and announcements with your
team

Decision File list
Record important project decisions and Upload, preview and share files with your team
communicate them with your team

. How-to article .. JIRA report
= Provide step-by-step guidance for completing a Y Communicate JIRA information in easy to read

task reports

Meeting notes ﬁ Product requirements
Ot e | T
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Create a Parent Page with Child Pages

Some departments use Confluence to store policies and procedures. The information is
entered on a blank page and may be the child of a main (parent) page.

For example, you could create a parent page called Banner Finance. Then you could
create detail pages that branch off of that page (called child pages) that describe how
to do receiving, requisitions and budgets.

1. Create a blank page. Make the title “Banner Finance”. /
People / Marybeth Hegel / Pages / Marybeth Hegel / Banner Finance -

Banner Finance

breadcrumbs

2. While you are on the parent page, create three more blank pages. Make sure you use
the breadcrumbs at the top of the page to navigate back to the parent page, after you
create each child page. Label each page with the keyword banner_finance.

Child page 1 - How to do a requisition in INB and SS
Child page 2 - How to do receiving in INB
Child page 3 - How to check your budget

3. Edit the parent page (Banner Finance).

4. Add a section to the parent page describe what these policies or instructions are
about.

5. Add another section. Add a macro to that section called Children display. Select your
options and insert.

People / Marybeth Hegel / Pages / Marybeth Hegel / Banner Finance % o

Banner Finance

The pages below will describe what needs to be done in order to buy things or pay for services rendered for your department

* Children Display | style = h4 | excerpt = true...
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Create a Parent Page with Child Pages

Your main page will now have links to its child pages.

Pages / Marybeth Hegel

Banner Finance

Created by Hegel, Mary Elizabeth, last modified just a moment ago

The pages below will describe what needs to be done in order to buy things or pay for services rendered for your department.

How to Check your Budget
How to Create a Requisition

How to Do Receiving

@y Like Be the first to like this

= X UConfluence spaces~ People m

Pages / Marybeth Hegel
@ Marybeth Hegel 9 " g

Banner Finance

:‘ Profile Created by Hegel, Mary Elizabeth, last m«
& Pages
You will also see the page tree 3\ Biog The pages below will describe what
in your side bar. SPACE SHORTCUTS How to Check your Budget
[z Meeting notes How to Create a Requisition
HR=Freining-Oerrieesririd How to Do Receiving
PAGE TREE
~ BannerFinance ) Like  Be the first to like this

M » How to Check your Budget @

* How to Create a Requisition

* How to Do Receiving

m.og ruUStS
* Meeting notes
* Testing

= Training Meeting Notes 12/15/15
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Create a Parent Page with Child Pages

To add information to any of the pages, select the page either from the sidebar

or parent page.

Pages / Marybeth Hegel

Banner Finance

Created by Hegel, Mary Elizabeth, last modified just a moment ago

The pages below will describe what needs to be done in order to buy thi

’ How to Check your Budget

How to Create a Requisition

How to Do Receiving

@ Like Be the first to like this

Select Edit from the top of the page (right side).

Pages / Marybeth Hegel / Banner Finance ‘ # Edit © Watch 2 Share
How to Check your Budget
Created by Hegel, Mary Elizabeth 26 minutes ago

) Like  Be the first to like this

e

banner_finance | #

Start adding information to your page. Format by using sections, macros, files, images
and more.

Paragraph - B I U A~ ‘A~

1]
Il
1\
i
i
|
1]
il

(1]

&l
Q

People / Marybeth Hegel / Pages / Marybeth Hegel / Banner Finance / How to Check your Budget % of

How to Check your Budget
|
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Other options - Delete, Watch, Link

At the top right of each page there are four items (Edit, Watch, Share and ...)

Select
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