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Introduction

Templates control the look and feel of your end-user website. If you have a Passport with the extended
privilege to manage templates, you can access the Templates Workspace in Site Manager. Here you find

tabs to access the Template Library and Custom Templates.

On the Template Library tab
you see Licensed Templates
and Available Templates.
Licensed Templates lists
templates you have
downloaded and licensed for
use on your website. Available
Templates lists all the

Templates

Workspace

Template Library

Licensed Templates
This is the list of templates you have downloaded and ficensed. These templates can be applied to your site or subsite(s).

STATUS  TEMPLATE ACTIONS

S Channel Bar: Allows for single fine School Logo: 121px x 121px Rotating Images: Photo
368px

templates available for you to
download and license. You can i 732 1 o Ao el Skl 15 15 et
choose from MyWay @ ) (e
Premium, MyWay, Express and
[xcrve ) g TL - Express - Colorology

Standard templates. By ‘ : i Sl R ¢ s SRR A i Pt I——
default, you have a Standard
Subscription, which means you — Creatively Captured
can download and license all T | sacutn || e w
templates on the Standard
tab. The remaining templates = E TL‘MYWQY‘Dyn?"f:easwi"ff s S st Crans or oo Opersr ottt

ks und Dimension: X Set Defaults More ¥

you see are available on a by
subscription or by individual
license basis.

On the Custom Templates tab
you find all of your non-
subscription templates, if you

Available Templates

This is a list of templates available for download. Once downloaded, you can ficense them for se by clicking License. Templates with green indic ator are avaiable for free with your current

subscription.

MyWay Premium MyWay Express Standard All Downloaded

have any. These are templates i
MyWay Premium - Athletic Inspiration
other than those you B e e e g R e —
ownload & Preview
download from the Template
Library, for example, a custom MyWay Promium - Atlas
: o sy B e
built template created for you e B o Oerasi

by Blackboard. You can use ===
™ d' h T
Styler to edit these M ve Template | S monsuwnuwnr‘ annel Bar | Logo Dimensions: vmmgr 116px | Supports a
| lcon Dimensions: 30j 30 Background Photo Dimensions: 1500, 15px | Photo
I Gallery Dm-en ions: Download & Preview
templates. e
2=
= = MyWay Prermum Carouse\
- Last Upd: al} ’ %ars'v ve T e\;p\?e <uppms gmm line Ch:mre\Eav\Lo :DmGAr‘ msD Recommended ne»gh ofr px |
h- d h h Supports a log oomapproa Max width of 700px | Icon Dimension: Photo Gallery Dimensions: 650p» TR
This guide shows you how to -
H
download, license and manage —at
H o —— Mvha\ Prem«um Clearview
your Template Library and LUt 02 1 Ao T et ine sl Logo Orsrs Ry et 1205
%pponsa}o o only applaa r« Ha uur of 285px | lcon Dimensions: p \Prm Gallery Exrrenswsrs 5 Spx 3_4py T
Custom templates.
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The Templates Workspace

You use the Templates Workspace, specifically the Template Library tab, to download and preview any
templates that are available for licensing. Once you download, preview and license a template, you can
apply it to your sites.

In this workspace you can set template defaults and sharing rights for a template as well as delete
licensed subscription templates from Licensed Templates and remove templates from Available
Templates. You can also access the Template Workspace Files & Folders where you upload images for
school logos and global icons. You use these images when you configure templates with options for
School Logo and Global Icons.

Here’s how you access the Templates Workspace.

1. In Site Manager, expand CONFIGURE in the Content Browser.
2. Click Templates. The Templates Workspace displays.

Templates

Workspace

& Stes fs Template Library
@i Channel Library

Licensed Templates
i!’ Section Assets This is the list of templates you have downloaded and licensed. These templates can be applied to your site or subsite(s).
pal Calendar Assets

,

STATUS  TEMPLATE AETONE
[ ] S=SIER TL - Express - Bright Future

B8 Acps Last Updat Channel Bar: Allows for single line School Logo: 121px x 121px Rotating Images: Photo
- Gallery App - 7 368px
- SetDefaults  More v
[ Passkeys
Universal Connector
[scmve ] TL - Expri College Bound
@] Last Updat Channel Bar: Allows for mutiple nes School Logo: 115px x 115px Rotating Images: Photo
2 Mobie Communications App B ¥| Gallery App - 481px x 247px
Set Defaults More v
EXPRESS
& System Settings -
[acmve ] TL - Express - Colorology
Last Updat: u-arrel Bar: Allows for single line School Logo: 100px x 115px Rotating Images: Photo
Gallery App 05
Set Defaults More w
=3 EXPRESS
& Happy Valey School Dis.
B Aboutus
macve ) TL - Express - Creatively Captured
- Last Updat Channel Bar: Allows for single line School Logo: 100px x 105px Rotating Images: Photo
B Academics [ Gallery App On 96X
a2 | SetDefaults  More v
—
B Aumni -
B Athietics 2 [cnve ]
orts @ Mt ne ChannelBar | Logo Dimensions: i height of
50 | Icon Dimensions: 23px X 23px | Photo Gallery Dimensions
B Departments X 478px Set Defaults More w
B curricuim
B our District
B:2:3»
B Parents
Staff -
& Available Templates
This is a st of templates available for download. Once downloaded, you can ficense them for use by clicking License. Templates with green indic ator are available for free with your current
B communiy subscription
MyWay Premium MyWay Express Standard Al Downloaded
B Clessrooms
TEMPLATE ACTIONS

<3, Change Site .
2 B MyWay Premium - Athletic Inspiration

Last Updated: 11.07.16 | Responsive Tem p\am Lpp:)r‘l & Muti-ine Channel Bar | Logo Dimensions: Recommended heig m :>H 0px |
Supports a logo only approach: Max width of 555px | Icon Dimensions: 30px X 30px | Photo Gallery Dimensions: 980px

MYWAY PREMIUM

Download & Preview

MyWay Premium - Atlas

Last Updated: 11.21.16 | Res Tl Template | Supports 3 Mutiine Charrel Bar | Max Logo Dimensions: 20 |Supports &
logo orly 2pproa: : Max width of 450px | Icon Dimensions: 37px X 37px | Photo Gallery Dimensions: Full widt S00px - Inset
s 30px Download & Preview
-
¥
—
a:-
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The Template Library Tab

The Template Library tab is divided into Licensed Templates and Available Templates.

Templates

Custom Templates

Lloensed Templates

have downloaded and fizensed. These templates can be applied to your site or subsite(s)

[acrve ] TL - Express - Bright Future

Last Updated: 07.26.15 Channel Bar: Allows for single line School Logo: 121px x 121px Rotating Images: Photo
Gallery App - 726px x 368px

EXPRESS

TL - Express - College Bound
Last Updated: 07.26.15 Channel Bar: Allows for multiple lines School Logo: 115px x 115px Rotating Images: Photo
Gallery App - 481px x 247px

EXPRESS

TL - Express - Colorology
Last Updated: 07.26.15 Channel Bar: Allows for single line School Logo: 100px x 115px Rotating Images: Photo
Gallery App - 538px x 400px

EXPRESS

INACTIVE TL - Express - Creatively Captured

Last Updated: 07.26.15 Channel Bar: Alows for single ne School Logos 100 x 105px Rotating Images: Photo
Gallery App One - 542px x

EXPRESS

TL - MyWay - Dynamically Branded

Last Updated: 08.26.15 | Responsive Template | Supports a Mutti-ine Channel Bar | Logo Dimensions: Max height of
130px | Supports a logo only approach: Max width of 650 | Icon Dimensions: 23px X 23px | Photo Gallery Dimensions:
572px X 381px | Background Dimensions: 1450px x 4

MY WAY

Available Templates
hig js a list of templates aver
SUbSCIpHoM

MyWay Premium MyWay Express Standard All Downloaded

TEMPLATE

MyWay Premium - Athletic Inspiration

Lest Updated: 11.07.16 | Responsive Template | Suppors & lukiine Channel Bar | Logo Dimensions: Recommended height of 120px |
Supports a logo only approach: Max width of 555px | Icon Dimensions: 30px X 30px | Photo Gallery Dimensions: 980px X S00p

MYWAY PREMIUM

MyWay Premium - Atlas
Last Updated: 11.21.16 | Responsive Template | Supports a Mutti-ne Channel Bar | Max Logo Dimensions: 200px X 120px | Supports a

MYWAY PREMIUM

MyWay Premium - Canopy

Last Updated: 12.05.16 | Responsive Template | Supports a Mutti-line Channel Bar | Logo Dimensions: Max height of 116px | Supports a
Iago orly approsch s width of S11px | 16on Dimensions: 20pi X 30px | Background Photo Dimensions: 15005 x 915px | Fhoto
Galery Dimensions: 1070px x 5

MYWAY PREMIUM

MyWay Premium - Carousel

Last Updated: 11.11.16 | Responsive Template | Supports a Muti-ne Channel Bar | Logo Dimensions: Recommended height of 120px |
Supports a logo only approach: Max width of 700px | Icon Dimensions: 30px X 30px | Photo Gallery Dimensions: 650px X 350px

MYWAY PREMIUM

MyWay Premium - Clearview

Last Updated: 08.26.16 | Responsive Template | Supports a Mutt-ine Channel Bar | Logo Dimensions: Recommended height of 120px |
Supports a logo only approach: Max width of 285px | Icon Dimensions: 30px X 30px | Photo Gallery Dimensions: S05px X 324px

MYWAY PREMIUM

logo orly appraach' Max width of 450px | Icon Dimensions: 37px X 37px | Photo Gallery Dimensions: Full width - 1200px x 500px - Inset:
930px x 50!

STATUS  TEMPLATE ACTIONS

Set Defaults More ¥
Set Defaults More v
Set Defaults More v
Set Defaults More v
Set Defaults More v

Able for download. Once downloaded, you can license them for use by clicking License. Templates with green indicator are available for free with your current

ACTIONS

Download & Preview

Download & Preview

Download & Preview

Download & Preview

Download & Preview
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Available Templates

In Available Templates, you see lists of templates that are available for you to download. Click one of the
tabs and choose from MyWay Premium, MyWay, Express and Standard templates. By default, you have
a Standard Subscription, which means you can download and license all templates on the Standard tab.
Click the All Downloaded tab to see a list of the templates you have downloaded for review.

Available Templates
This is a list of templates available for download. Once downloaded, you can license them for use by clicking License. Templates with green indicator are available for free with your current
subscription.

MyWay Premium | MyWay Express Standard All Downloaded
ACTIONS
TL - MyWay - Angled Perspective

Last Updated: 1.16.13 uploaded: 2.14.13
MYWAY Download & Preview

Download and Preview a Template
Here’'s how you download and preview a template.

1. In Available Templates, locate the template you wish to download.

FR— TL - Express - Perfect Pods

Note that a green indicator flags templates that fall within your subscription level. Templates
flagged with a gold indicator are ones that are outside of your subscription level and require an
individual template license.

Regardless of your subscription level, you can download and preview any of the available
templates. However, you must have an Individual template license for each template you wish
to license that is outside of your subscription level.

2. Click Download & Preview. The button label changes to Working... indicating that the download
is in progress.

3. When the download is complete, the template displays within the Template Configuration
window. The preview you see pulls content from your District Site and displays it in real time
within the window.
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Template Configuration

TL - MyWay Premium - Pinnacle

Last Updated: 12.05.16 | Responsive Template | Supports a Muli-ine Channel Bar | Max Logo Dimensions: 200px X 170p | Supports a logo only approach: Mex width of S00px | Icon Dimensions: 40px X 40px | Photo Gallery Dimensions
1435px X 800px

[ save & prevew | Save&Ext | | rm Done

HOME ACADEMICS ALUMNI ATHLETICS DEPARTMENTS CURRICULUM PARENTS STAFF CALENDAR

. Happy Va[ley School_ Passkeys | Account v TRANSLATE v SELECTASITE v
v General Template Options A DiStriCt
. Achieving Excellence <
Font Family r
Sans Serif v

» MysStart Bar Options

» School Information

» Global icons

» Social lcons 2
» Channel Bar Options

BUS EVENT STAFF
» Slideshow Options [ |
Q search... P roures | 552 caEnpar @ MEALS \(9 PR E DIRECTORY

Homepage Content
Colors

» Subpage Options

» Footer Options Site ShOrtCUtS

» Disclaimer Options

» Editor Styles

Configure the template in the preview window using the Configuration Browser located at the
left of the window.

4. Click Save & Preview to see the changes in the Preview window.

5. Click Save & Exit to retain your changes and exit the Template Configuration window. A
confirmation dialog displays asking you if you are sure. Note that changes you make become
default values for the template.

6. Click I’'m Done to exit the Template Configuration window without saving your changes. A
confirmation dialog displays asking you if you are sure.

Always click the I’'m Done button to exit the Template Configuration window.

Preview a Downloaded Template ===mm—i TL - MyWay - Rustic Charm

After the initial download and preview of a e —

template, click Preview to display it again in the
Template Configuration window.
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License a Template
Here’s how you license a template that you have downloaded and previewed.

1. In Available Templates, click More.

TL - Express - Spacey Clean

Last Updated: 12.20.12 Uploaded: 2.14.13

——— T
Remove

2. Select License from the drop-down list.
o |[f the template is included with your subscription, it moves to Licensed Templates and is
removed from Available Templates.
e If the template is not included with your subscription, but you have an individual template
license, a dialog displays asking you if you are sure that you want to purchase the template.

Are you sure you want to purchase
TL-MyWay Premium Editorial Enhancement
custom off canvas with your individual
template license? This action cannot be
undone.

Yes A

3. Click Yes. The template moves from Available Templates to Licensed Templates.

Remember, once you license a template using an Individual template license, you cannot undo
it. If you license a template by mistake, contact Blackboard Support.

If the template you are trying to license is not part of your subscription and you have no
Individual template license, you are provided with information on how to obtain one.
Remove a Template
Here’s how you remove a template you have downloaded and previewed.

1. In Available Templates, click More.
2. Select Remove from the drop-down list. A dialog displays asking if you are sure. Note that you
can Download & Preview the template again.

Note that if you download and preview a template and change and save its settings, you must
remove the template and download and preview it again in order to restore the original
template settings.
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Licensed Templates
In Licensed Templates, you see a list of templates you licensed for use. These templates can be applied
to your sites.

Licensed Templates

This is the list of templates you have downloaded and licensed. These templates can be applied to your site or subsite(s).

STATUS TEMPLATE ACTIONS

INACTIVE

& TL - MyWay - Rustic Charm

Last Updated: 11.29.12 Channel Bar: Allows for multiple lines School Logo: 100px x 100px Rotating images: Photo
Gallery App - 565px x 305px

Set Defaults More w
MYWAY

= TL - MyWay Premium - Editorial Enhancement

Last Updated: 2.27.13 Responsive Template — conforms to every device Channel Bar: Allows for single line School
Logo: 71px x 71px Rotating Images: Photo Gallery App - 637px x 304px
Set Defaults More w
MYWAY PREMIUM

INACTIVE

TL - Standard - Curvy Clean

Last Updated: 04.17.13 Channel Bar: Allows for multiple lines School Logo: 100px x 100px Rotating Images: Photo
Gallery App- 480px x 260px

STANDARD

Set Defaults More w

TL - Standard - Stacked Paper

Last Updated: 05.15.13 Channel Bar: Allows for multiple lines School Logo: 150px x 110px Rotating images: Photo
Gallery App - 650px x 320px

s; STANDARD

Set Defaults More w

Status
When you initially license a template, its status is INACTIVE. Click on ACTIVE or INACTIVE to toggle the
template status. You can only apply an ACTIVE template to your site.

Set Defaults

Templates contain configurable options. Click Set Defaults to change the
original default values.

For example, your template has the default option setting to show the

District Home button. For any site using this template, the District Home b q
button displays. You decide that you never want it to display when it is

applied to any of your sites. You would click Set Defaults to launch the =

Template Configuration window and uncheck the Show District check box. S -

Then click Save & Exit to retain your modifications and exit the Template

Configuration window. ¥ General Options

(V| pistrict Button
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To learn more about General Options and the Template Configuration window, read the Template
Configuration Guide.

Template Configuration

| eencesemm—— e, 2w
] TL - MyWay Premium - Editorial Enh: t
g aanlRES Last Updated: 2.27.12 Responsive Template — conforms o every device Channel Bar: Alows for single ine School Logo: 71pxx 71px Rotating Images: Photo Gallry App - 637px x 304px

®
8 m Save s Ext | | fmDone
»

= LL

ﬁ @ Happy Valley School District = Ad @ a =
* = Building the Road to Success EMAIL GRADES CALENDAR  DIRECTORY

» General Options

aimot coky= m OURDISTRICT | STAFF | DEPARTMENTS | ACADEMICS | ACTIVITIES | ALUMNI | CALENDAR

Primary Color
[] | #oeesse 3

Secondary Color

I | #cezr?

» Channel Bar Colors &
» Content Region Colors '

» School Name .4 \ 1
» School Tagline = A \ ; i b/ [

more captions more captions more captions more captions more captions more captions
more captions more captions more captions more captions

Welcome to the Happy Valley School District!

Happy Valley School District serves the educational
needs of over 5,000 students in grades K-12. Our
professional staffis committed to providing the
knowledge, skills and opportunities for our students
to compete in an ever-changing global community.
The community takes great pride in our schools and
through its financial support, provides opportunities
for all students to experience success andto
prepare for the future.

» School Logo

» Global icons

Update

An Update button displays when revisions for a template are available. Click Update. The button label

changes to Working... indicating that updates are being applied. When complete, the button disappears
and you have the current version of the template.

T = TL-MyWay Premium - Editorial Enhancement

L x Last Updated: 2.27.13 Responsive Template — conforms to every device Channel Bar: Allows for single j o0
Logo: 71px x 71px Rotating Images: Photo Gallery App - 637px x 304px
bt 5 Set Defaults More w
e MYWAY PREMIUM
= ﬁ

Note that these updates only apply to template code. There are no modifications made to your content
or the appearance of your end-user website.

More—Sharing Rights

By default all Site Directors and Subsite Directors can apply all templates to their sites. You can set
Sharing Rights for a template and limit which users and groups can apply it.

*TL - MyWay Premium - Editorial Enhancement Template

Sharng Regnts

Learn more about this area.
Access our library of video tutorials, help
articles, and other resources.

All Editors
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Add Sharing Rights
Here’s how you add sharing rights for individuals to a licensed template.

1. In Licensed Templates, click More and from the drop-down list select Sharing Rights. The
Sharing Rights dialog displays.

s = TL - MyWay Premium - Editorial Enhancement
A: Last Updated: 2.27.13 Responsive Template — conforms to every device Channel Bar: Allows for single line School
- H
H

Logo: 71px x 71px Rotating Images: Photo Gallery App - 637px x 304px
Set Defaults More w

= MYWAY PREMIUM 5
= ﬁ Sharing Rights

Click Assign User and in the Search box enter all or part of a user’s first, last or user name.
Click Search. Matching records display.

Click Select to move a user to the Selected Users list.

Click Add when you have finished selecting users. The Sharing Rights tab displays.

6. Click I’'m Done.

ik wnN

Here’s how you apply sharing rights for a group to a licensed template.

1. In Licensed Templates, click More and from the drop-down list select Sharing Rights. The
Sharing Rights dialog displays.

2. Click Assign Group and in the Search box enter all or part of a group name. Note that you can
display a list of groups by category if you select a category from the drop-down list.

3. Click Search. Matching records display.
4. Click Select to move a group to the Selected Groups list.
5. Click Add when you have finished selecting groups. The Sharing Rights tab displays.
6. Click I’'m Done.
Remove Sharing Rights

Here’s how you remove sharing rights applied to a licensed template.

1. In Licensed Templates, click More and from the drop-down list select Sharing Rights. The
Sharing Rights tab displays.

"TL - MyWay Premium - Editorial Enhancement’ Template
Sharing Rights

By default, all Site Administrators and Site directors can apply this template to their sites. To limit who can
apply this template, add specific users or groups.

Assign Group Assign User

48, HVHS Administrators

2. Click Remove. A dialog displays asking if you are sure.
3. Click Yes. The Sharing Rights tab displays.
4. Click ’'m Done.
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More—Delete

Here’'s how you delete a template from the Licensed Templates list. Note that you can only delete
templates that are associated with your subscription level. You cannot delete templates that you have
individually licensed.

1. In Licensed Templates, click More and from the drop-down list select Delete. A confirmation
dialog displays asking you if you are sure.

2. Click Yes. The template is removed from Downloaded Templates and reappears in Available
Templates.

Note that you cannot delete a template in use by a site. If you try, you receive a warning message.

Manage Licenses
You use Manage Licenses to license templates available with your subscription or an individual template
license. You can only license downloaded templates.

Licensed Templates

WUE"‘P‘S(ES you have downloaded and licensed. These templates can be applied to your site or subsite(s).
\ Manage Files & Folders
S

Note again that once you license a template using an individual template license, you cannot undo it. If
you license a template by mistake, contact Blackboard Support.

Here’s how you use Manage Licenses to license a template through your subscription.

1. In License Templates, click Manage Licenses. The Template Licenses dialog displays.
2. Click Choose Template under Subscription. The Templates dialog displays.

3. Click a template image on the dialog. The border around the image turns green.

4

Click Choose. The Template

Licenses dialog displays. Template Licenses &
5. Click I’'m Done. The template

displays in Licensed Templates. Subscription

Select a template to license through your subscription. You can only license templates you've
downloaded that are at your Express subscription level or lower.

Here’s how you use Manage Licenses to
license a template using an individual Express Subscription S

template license.
Individual Template Licenses

1. In L|Cense Tem plates, C||Ck Select a template to purchase with each individual license. You can only use downloaded templates
that match your license type. Once you've applied an individual template license, the action can not be
Manage Licenses. The Template undone and that license will be spent
Licenses dialog displays. _
K MyWay Premium Choose Template
2. Click Choose Template under
Individual Template Licenses. The MyWay ke
Templates dialog displays.
3. Click a template image on the w

dialog. The border around the
image turns green.

4. Click Choose. A confirmation dialog displays asking you if you are sure.

5. Click Yes. The Template Licenses dialog display. Note that the date that the individual template
license was applied displays.

6. Click I’'m Done. The template displays in Licensed Templates.

10
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Files & Folders

Click Files & Folders to upload custom Global Icon or School Logo images for your templates. Here,

Files & Folders is associated with the entire Templates Workspace so you access the same

Files & Folders by clicking Files & Folders on the Template Library tab or the Custom Templates tab. You
can also upload any files related to your templates.

Template Library Custom Templates How do l..?

Licensed Templates
This is the list of templates you have downloaded a Templates

ace

= ~3
f Template Library Custom Templates How do .2

Custom Templates

Manage your custom templates. Templates control the look and feel of your website.

Manage Licenses

[EURC Sl | mport Template | | View Recycle Bin

Upload custom Global Icon images to the icons folder. For School Logo images, upload images to the
images folder or any subfolders you may have created below it. For best results, images should be in
PNG format.

Files & Folders

v y Ste Files

District
Cons Upload Refresh Delete Selected Folder Actions w
v images FILE NAME SIZE MODIFIED ACTIONS
E logo.png -

District S75KB  11/21/2012 10:29:49 AM Move More w

y Elementary

Middle

Once uploaded, you can choose from these custom images as well as default image sets when you are
configuring a template with School Logo and Global Icon options.

For additional information about setting Global Icons and School Logo elements, read the Template
Configuration Guide.
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Custom Templates

If you have any custom templates, you will find them on the Custom Templates tab. Here you can create
new templates, edit templates, import templates, access the Custom Templates Recycle Bin, access
Files & Folders and manage your custom templates.

Custom Templates

Custom Templates

Manage your custom templates. Templates control the look and

STATUS TEMPLATE ACTIONS

INACTIVE

Happy Valley Template 1

Options

INACTIVE q Happy Valley Template 2

Create New Template

d by Mike Kuzniar on November 8, 2012 Options More w

We recommend that you do not attempt to create or edit a custom template unless you have attended
Advanced Styler Training. As templates control the look, feel and behavior of a site, you could render
your end-user website unusable with an improperly coded template.

Here’s how you create a custom template.

1. Click Custom Templates.

Click New Template. The New Template dialog displays.

Enter a name for the template and an optional description.

Click Save. The Custom Template tab displays.

Click on the name of the template to edit it.

Click Save to retain your changes. Click Save & Publish to retain your changes and push them to
the template.

7. Close the window by clicking ® in the window title bar.

ounkwnN

Import Template
Here’s how you import a template. The import file has a .zip file extension.

1. Click Custom Templates.

2. Click Import Template. An upload dialog displays.

3. Locate and select your import file.

4. Click Open. The Import Template button displays the label Working... and returns to Import
Template text when the import is complete.

12
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View Recycle Bin
When you remove a template from the Custom Templates tab, it is placed into the Recycle Bin. To
access the Recycle Bin, click View Recycle Bin.

Template Recycle Bin

Restore or permanently delete your templates.

Eric Sparks Test Template
L—“‘ Eric Sparks Test Template Restore Delete
Deleted by Eric Sparks on about 3 minutes ago

PD - Elegant Wave
= Joel 3.28.2011 Restore Delete

Deleted by Eric Sparks on about a minute ago

Click Restore to return the template to the Custom Templates tab. Click Delete to permanently remove
the template. For both Restore and Delete, you are asked if you are sure.

Files & Folders

Click Files & Folders to upload files associated with your templates. Note that Files & Folders is
associated with the entire Templates Workspace so you access the same Files & Folders by clicking
Files & Folders on the Template Library tab or the Custom Templates tab.

Templates

Vorkspace

Template Library Custom Templates How do 1.7

Licensed Templates
This is the list of templates you have downloaded g Templates
W space

Manage Licenses

P> ~3
Template Library Custom Templates How dol..?

Custom Templates

Manage your custom templates. Templates control the look and fee! of your website

[EORCl | import Template | | View Recycle Bin

Options—General Tab

For each template, you see an Options button. Clicking Options places you on the General tab where
you edit the name and the description of the template. Click Select an Image to upload a Preview Image
that serves as a thumbnail for the template on the Custom Template tab. You also see this image in the
Template Configuration window when selecting a template to apply to a site.

Once uploaded, you see the name of the Preview Image file and the ® symbol to the right of its name.
Click the ® to remove the image. Note that the image is deleted without a confirmation message.

INACTIVE

Happy Valley Template 1

emplate ID: 1242

yet published More w
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Options—Sharing Rights Tab

By default, all Site Administrators and Site Directors can apply templates to their sites. You can set
Sharing Rights for a template so that only the users and groups of users you specify may apply the
template to a site.

Add Sharing Rights
Here’s how you apply sharing rights for individuals to a custom template.

1. Click Custom Templates.

2. Click Options and click Sharing Rights.

3. Click Assign User and in the Search box, enter all or part of a user’s first, last or user name.
4. Click Search. Matching records display.

5. Click Select to move a user to the Selected Users list.

6. Click Add when you have finished selecting users. The Sharing Rights tab displays.

7. Click Save.

Here’s how you apply sharing rights for a group to a custom template.

1. Click Custom Templates.

2. Click Options and click Sharing Rights.

3. Click Assign Group and in the Search box, enter all or part of a group name. Note that you may
display a list of groups by category if you select a category from the drop-down list.

4. Click Search. Matching records display.
5. Click Select to move a group to the Selected Groups list.
6. Click Add when you have finished selecting groups. The Sharing Rights tab displays.
7. Click Save.
Remove Sharing Rights

Here’'s how you remove sharing rights applied to a custom template.

1. Click Custom Templates

Click Options and click Sharing Rights.

Click Remove. A dialog displays asking if you are sure.
Click Yes. The Sharing Rights tab displays.

Click Save.

ik wnN

More Actions
When you click More you see a drop-down list with the actions Copy, Publish, Export, Releases and
Remove.

INACTIVE

Happy Valley Template 1

emplate ID: 1242
Not yet published Options

Copy
Publish
Export

Releases

Remove

14
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Copy
Before making changes to a custom template, you might want to make a copy of the template and then

modify the copy.
Here’s how you copy a template.

1. Click Custom Templates.
2. Click More and select Copy from the drop-down list. A dialog displays asking if you are sure.
3. Click Yes. The Custom Templates tab displays.

Note that — copy is appended to the name of the template.

Publish
When you make changes to a template, you must publish it before you can apply it to a website.

Here’s how you publish a template.

1. Click Custom Templates.
2. Click More and select Publish from the drop-down list. A dialog displays asking if you are sure.
3. Click Yes. The Custom Templates tab displays.

Export
You may want to save a copy of a template. To do this you export it.

Here’s how you export a template.

1. Click Custom Templates.
2. Click More and select Export from the drop-down list.
3. Save the file.

Note that the file is named the same as the template name with a .zip extension.

Releases
You may wish to restore a template ©
to a preVious release or delete a \fe'ewg:rs]ttuveDrde\elereleasesofyullr\e’\\u\ate
release version. Web Community T S

H . shed by Chris Gallagher on 7/18/2012 11:44:21 AM Restore | Delete
Manager retains copies of the ’ =

7/2/2012 3:17:42 PM —_—
current template and the last ten Last blshed by Schootvies Adinsiatr o 272012 T2
releases. Each time you publish a

template a release is created.

Click Restore or Delete. For both options, you are asked if you are sure.

Remove
If you are no longer using a custom template, you might want to remove it.

Here’s how you remove a template.

1. Click Custom Templates.
2. Click More. A dialog displays asking if you are sure.
3. Click Yes. The template is moved to the Recycle Bin.

Note that you cannot remove a template that is in use by a site. If you try you receive a warning
message.
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Working with Files & Folders within the Template Workspace

If a template you configure has an option to select a School Logo, you can create folders and upload
your own custom School Logo images to those folders using Files & Folders in the Templates
Workspace. Once you have uploaded your School Logo images, you see them in and select them from
the Choose Image dialog in the Template Configuration window.

Template Library Custom Templates How dol.?

Licensed Templates

This is the list of templatgsaorTavedewploaded and licensed. These templates can be applied to your site or subsite(s).
Manage Licenses’ &

STATUS TEMPLATE ACTIONS

wacTve  SSEERERERS TL - MyWay - Rustic Charm
m Last Updated: 11.29.12 Channel Bar: Allows for multiple lines School Logo: 100px x 100px Rotating Images: Photo
Gallery App - 565px x 305px

Set Defaults More w
MYWAY

If a template you configure has an option to select Global Icons, you can upload your own custom Global
Icon images to the icons folder using Files & Folders in the Templates workspace. Once you have
uploaded your Global Icon images, you see them in and select them from the Custom category of the
Choose Image dialog in the Template Configuration window.

Custom Global Icons and School Logo images should be in PNG format.

To learn more about General Options and the Template Configuration window, read the Template
Configuration Guide.

Global Icon Images and Files & Folders

Here’s how you add custom Global Icon images.

1. Click Files & Folders on the Template Library or the Custom Templates tab in the Template
Workspace. Files & Folders displays.
2. Expand Site Files in the Navigation Pane by clicking the arrow.

Files & Folders

v

Q=D

» N FILE NAME uzr wixeen ACTIONS

icons

3. Click on the icons folder in the Navigation Pane to select it.
4. Click Upload and complete the Upload Files dialog.
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School Logo Images and Files & Folders

Before you can upload images for School Logo, you must create at least one subfolder in Files & Folders
of the Templates workspace. Create the subfolder within the images folder. Each subfolder you create

within the images folder is seen as a category in the School Logo Choose Image dialog in the Template
Configuration window.

Here’'s how you create a subfolder to the images folder in Templates workspace Files & Folders.

1. Click Files & Folders on the Template Library or the Custom Templates tab in the Template
Workspace. Files & Folders displays.

Expand Site Files in the Navigation Pane by clicking the arrow.

Click on the images folder to select it.

Click Folder Actions and select New Subfolder. The New Folder dialog displays.

Enter a name for your folder and click Save.

ukhwn

New Folder
Enter a name for your folder.

Folder Name:

| h

Save Cancel

6. The subfolder is created and you are returned to Files & Folders.

Remember that each subfolder you create as a child to the images folder becomes a category you see in
the School Logo Choose Image dialog of the Template Configuration window. Here you see District,
Elementary and High as subfolders to the images folder in Files & Folders and as categories in the School
Logo Choose Image dialog.

Files & Folders

v P (X ]
Choose mage
District >t
(F
v Elementary { J
: ;.,// /
Hgh ._/
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Here’s how you add custom School Logo images.

1. Click Files & Folders on the Template Library or the Custom Templates tab. Files & Folders
displays.

2. Expand Site Files in the Navigation Pane by clicking the arrow.

3. Click on the images folder or a subfolder below it to select it.

| Files & Folders '

v

G=>

> FILE NAME wr wooe D ACTIONS

cons

4. Click Upload and complete the Upload Files dialog.
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Settings Workspace

Within the Settings Workspace, there are two global options related to templates. You can apply the
District template to all subsites and you can specify Head Content that displays for each of your
templates.

Settings

R, Users Workspace

2
Settings "
- System Settings
Manage the system settings for your site.
General MyStart Alerts Integration Mobile Template
-, Sites
; Apply District Template Globally
TR Appl to all of your subsites.
] Section Assets
[ Allow subsite directors to customize templates
s Calendar Assets
Head Content
Templates Enter head content you wish to include globally in every template.
~
& Apps
v
= -‘;‘ PassKeys
Universal Connector m

Bl Mobile Communications App

Apply District Template Globally

To apply the District template to all of your subsites, select the Active radio button. The template
assigned to the District Site is also applied to each subsite. If you select the Inactive radio button,
different templates can be assigned to different sites.

If the Allow subsite directors to customize templates check box is activated, Subsite Directors can modify
template General Options for sites to which they are assigned.

Here’s how you apply the District template globally.

1. InSite Manager, expand CONFIGURE in the Content Browser and select System Settings. The
Settings Workspace displays.

2. Click Template.

Locate the Apply District Template Globally option and click the Active radio button.

4. Click the Enable Subsite Template Customization check box to allow Subsite Directors to
customize the District template at each subsite to which they are assigned subsite director
privileges.

5. Click Save.

w

Here’s how you allow different templates at different sites.

1. InSite Manager, expand CONFIGURE in the Content Browser and select System Settings. The
Settings Workspace displays.

2. Click Template.

Locate the Apply District Template Globally option and click the Inactive radio button.

4. Click the Enable Subsite Template Customization check box to allow Subsite Directors to
customize the template at each subsite to which they are assigned subsite director privileges.

5. Click Save.

w
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Head Content

To add content to any template applied to a site, update the Head Content option.

Here’s how you specify head content.

1.

2.
3.
4.

In Site Manager, expand CONFIGURE in the Content Browser and select System Settings. The
Settings Workspace displays.

Click Template.

Locate and enter content into the Head Content field.

Click Save. A dialog displays asking if you are sure.

Here is an example of head content. With this code, visitors who navigate to the end-user website see
the School is Closed Today dialog box.

ScHOOL CLOSING ALERT

<script type="text/javascript">
S(document).ready(function(){
alert("School Is Closed Today");

W

</script>

School is Closed Today

School Is Closed Today

.
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