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Accordion 

 

The Accordion component can be created two ways, either in the Experience Editor or the Content 
Editor.  

Pros and cons of each method: 
Creating via the Experience Editor places the component directly into the page Data folder, making it 
easier to find, but it can be a little tricky when adding, editing, and sorting new accordion items. 

Creating via the Content Editor means creating the component in the site Data folder, and for 
reusable accordions this is where they need to be.  However, if the accordion is only going to appear 
on one page, you may wish to move it to that page’s Data folder for easy access in the future. Moving 
the component to the page’s Data folder is simple, but to add a pre-existing accordion to the page 
means first adding a temporary accordion before swapping it for the saved accordion. 

It may appear that adding it via the Experience Editor is the best, quickest solution, and for simple 
small accordions it is, but where there are many accordion items, or the accordion is going to be used 
across multiple pages, then the Content Editor is quicker and easier to use.  

Another option is to combine the two methods by adding the Accordion component to the page via 
the Experience Editor, before saving the page and editing it in the Content Editor. 

Note:  
Whichever method you use it is important to point out that once the accordion is added to the 
page, any changes to the accordion node name or child items can result in errors, including the 
accordion disappearing from the page. There is no issue with changing the item content, (Header 
and Content), it is just the node names. If you do want to change these names, first remove the 
component from the page, make your changes in the Content Editor, before adding it back onto 
the page. 
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Adding and editing Accordion via Experience Editor 
Add a component to the page via the Add a new component icon in the top ribbon (see below left). 
Select an Add here button to place it in the correct location on the page. 

 
 

 

The Select a Rending window is displayed. The Accordion component is found under Composites. 
Select Accordion, and then the Select button (see below). The Accordion is added to the page’s Data 
folder. 

 

 

When you add an accordion to the page, the system will add an accordion container with two 
accordion items to the page. Save the page before editing.  

Edit the accordion item’s Heading by selecting the text. To edit the accordion item Content, click on 
the arrow to the right of the heading, this will reveal the Content field (currently empty). Click on the 
[No text in field] text, and from the Content window displayed, select the pencil icon which will open 
the Rich Text Editor window. Save these changes before adding a new Accordion Item. 
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To add a new Accordion Item, select the item the new one will sit below, and from the Accordion 
window select the addition icon + (see below). The Insert Item window will open, select CBH 
Accordion Item and give it a name. Click OK and the new Accordion Item will be displayed. 

 

 
Select an Accordion Item to delete or to move the item up or down within the accordion container.   

 

Once an accordion is added to the page, it may be easier to edit in the Content Editor. Save the page 
and open the Content Editor. If the Content Editor was already open in another browser window, then 
ensure that you refresh the page, otherwise your latest edits may be lost. Navigate to the current 
page’s Data folder to find the Accordion. 
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Create and edit Accordion via Content Editor 
The Accordion component is created in the site Data folder (see below). Select Accordions, and from 
the right content area, select CBH Accordion and give it a name. 

 

 

An accordion is created containing two accordion items. 

 
 

To add additional accordion items, right-click the parent accordion (CBH Accordion Test), select Insert, 
then CBH Accordion Item. Give it a name and select OK. 

 
 

  

Note:  
The name you give each item is not displayed on the page, only the heading and content. With 
large accordions it may be useful to give each item a meaningful name, purely to help with sorting 
and finding correct item to edit. 
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To rename, sort or delete an accordion item, right-click on it and choose from the displayed menu. 

 

Click on an accordion item to edit its content and heading. The Heading and Content fields are 
displayed in the right content area. Select the Show editor link to open the Rich Text Editor. 
Remember to Save your changes. 

 

Moving Accordion to Page Data folder 
If the accordion is going to be used across various pages in the site, then leave it in the site Data 
folder. If the accordion is only going to be used on one page, then it can be moved to the pages Data 
folder, making it easier to find. 

Right-click the accordion, select Copying, and Move To (see left image). From the Move Item To 
window, navigate to your page (under the Home folder), select the Data folder, then select the Move 
button.  
 

   

Note:  
The accordion item Heading is specifically styled, so do not use heading styles (i.e., Heading 3, 
Heading 4 etc) as they will not be applied.  
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Adding pre-existing Accordion to the page 
There is no way to add a previously created accordion straight onto the page, instead you will need to 
add a temporary accordion before swapping it for the saved accordion. 

To add a pre-existing accordion to a page, open the page in Experience Editor and add an accordion as 
previously described. Select the accordion; you will know the whole accordion has been selected and 
not just one of the accordion items when you have access to the Change associated content drop-
down link (see below). Select Change associated content. 

 

 

The Select the Associated Content window is displayed 
showing where the current item has been created.  

The image on the right shows the page data folder, 
Data (Current site) which contains the Previously 
created accordion. To swap the accordion on the page, 
select the pre-existing accordion and the OK button.  

The image also shows the site Data folder where 
reusable site content is stored; Accordions (Current 
site). 

Once the temporary accordion (CBH Accordion 1) has 
been swapped out and the page saved, it can be  
deleted from the Data folder. 

 

 

Note:  
If a new page has been created it will not have a Data folder. To resolve this, simply add a Rich 
Text component (not a reusable one) to the page. This will by default create a local Data folder. 
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