Migrating content to the new Biology website.
1. Copy text from the current site:
a. Open the current biology website at http://www.bio.unc.edu
b. Navigate to the page you want to copy.
c. Highlight the text you want and use Ctrl-C to copy.  
2. Paste text into the new site:
a. In a separate window, open the new biology website at http://biology.web.unc.edu
b. Navigate to the page you want to paste into.
c. Scroll to the bottom and click ‘Edit this page’.
d. A new window will open.  Log in with your onyen.
e. This will take you into a Content Management page that looks like the image below:
[image: ]
f. [image: ]You will only ever need to paste into the content editor on this page.  Let’s take a closer look at it.  First, click the ‘Kitchen Sink’ tool, indicated with the red arrow.  This will generate a second set of useful tools. 
g. Now your content editor should look like the picture below.  We’re going to use the the ‘Paste Text’ tool indicated with the red arrow EVERY time we paste into this website.  That ensures that we do not copy any strange formatting together with our text.
[image: ]
h. [image: ]When you click the Paste Text button, this window will open, simply click inside the window to move your cursor there, use CTRL+V to paste text into the window, and click Insert to close the window. 

i. Now the text you pasted will appear in the content editor as plain text.  You may want to add styles like bold headings back, and you can do that with the style tools just as you would in Word.
j. When you finish editing this page, DO NOT FORGET to click the blue ‘Update’ button in the top right corner to Save your changes.  After you Update, you can close this window to get back to the live page.  Click ‘Refresh’ to see the changes you made! 
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