USING NOTICE THEMED TEMPLATES

| f you have permission to set up templates for vy
library of themes to match yourneeds. fy ou don’t see a yooreeoqueremertisiyolh me
may wish to create your own custom templates, and save them as your own theme. See instructions

at www.learnjbf.com for creating your own collection.

Objectives:

In this document you will learn the simple basics of selecting a themed template for your notice, this
will include the following:

1 How to select standard theme template for your notices
1 How to change from one template to another
1 How to add your group logo and colors to the theme

Summary:

Log into Administrator DashboardC Click on -2 in the mini navigation bar top left of

pageé Select type of notice to send/posté Select template from dropdowné Then move to the
“ Ac ¢ andCusstom Elements sectionC Add and Upload | ogo “Group Na

Primary & Secondary Acéé:htacl@ol‘ﬁasé €el oequlLogd f
desired

Detailed Instructions:

To use standard templates follow the directions below:
1. Log into the Administrator Dashboard

2. Clickonthewand ~Z~ on the mini navigation bar

justbetweenfriends

E _{/
o JBF @al PTA #00198546 V
3. Thenclickon: *“ Spr éeMod dT PAédbout ...”
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http://www.learnjbf.com/

[ ‘t justbetweenfriends”™

Spread The Word About...

Create III \up Activi

Sign up »g Hours for 4 ORGANIZE v

Volunteers '

YOUR
i PEOPLE
* View or Modify Your Groups * Invite/Enter Somebody * Sprez
* Create New Sub-Group or * Manage Their Information *Ar
Committee « View Your People *A

4. Select the type of notice you wish to send. You may conveniently change your notice type

later in this process. We have s el ec tfoetdisekatple Event ”

;k )*Q justbetweenfriends”

Spread The Word About...

Create a Group Activity , e
Sln o orLogHams for | - A ( 3[endar R \

Volunteers Announcement /

View Past Notices

View Template Gallery s
* Sprea
(BETA) ik

* View or Modify Your Groups

* Create New Sub-Group or G
Committee Manage Notice Templates AL
« Create Printed School Directory (BETA) sAl
¢ Approve Somebody vl

* Send Registration Reminders :\gz

* Manage Administrators

5. You will get a page where you will set and input all the parameters for your notice. At the top
youwillseet wo notabl e areas, the “Send thki $ uNotigc &
Templ at (8& entouragk ybu to utilize one of the standard templates, whenever

possible, before creating your own under  Manage Notice Templates (BETA) link.)

Page 2 Using Notice Templates.docx
g Revised2 June 28,2011




g O W

JBF  National PTA #00198546

Send this Notice on behalf of | national PTA [+ ] using the | JBF Colorful Short (Default) [+ ] template.

TYPE OF NOTICE WHEN IS THE EVENT?

o Everit Begin Event = End Event =
Deadline r kel
Begin has time ] End has time
Announcement
Look for the words “ Se n droushouldseayour grounamerstatede h a |

In most cases, because the majority of admins manage only one group, it will not have a
dropdown arrow. Remember your name will still be on the notice. If you manage only one

group, please go to the next step.
a. If you manage more than one group (where you have administrative permissions to

send notices) you will see a dropdown arrow to the rightof* Send t hi s Notic
of " . I n this case c hndselecthegrouphyeu wshto pd own a

represent. Remember your name will still be on the notice.
@ o 7
’ JBF  Mational PTA #00198546

Send this Notice on behalf of | national PTA| » | using the | JBF Colorful Short (Default) | » | template.

G

TYPE OF NOTICE WHEN IS THE EVENT?

@ Event Begin Event o End Event o
© Deadline | S os = TR &2
© Announcement 71 Begin has time 71 End has time
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b. Then select the group you will be sending the notice on behalf of.

] :,-‘/7

z JBF National #00198546 VvV

Send this Notice on behalf of

JBF
national PTA

TyrPe OF NOTICE

7 Event
Deadline
@ Announcement

7. Once you choose your group, a selection box will appear. Click on the dropdown arrow, to
the right of this field, to see available selections. These selections will include any
templates you or other admins have created, to this point, in the group you are current
managing, the groups above yours (such as council), groups below you (such as volunteer)

usingt h « Manage Notice Templates (BETA]L " functionality.

We encourage you to become familiarized with the current selection of themed templates in
the system before moving on to creating your own.

The default template is names “J B F Col orfu
®@ O 7
& JBF  National PTA #00198546 v

Send this Notice on behalf of | national PTA E] using the | JBF Colorful Short (Default) E] template.

8 By clicking on the or doge cwdr gou WYl éwrs8amph
template chosen. In this case J B F Colorful Short
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"BECE. )

)« JBF | National PTA ' natonzl PTA #00198546

Send this Notice on behalf of | national PTA j using the | JBF Colorful Short (Default) [~ | template.

Manage Notice Templ

View Sample Notice

TYPE OF NOTICE WHEN IS THE EVENT?

@ Event Begin Event End Event

-

© Deadiine L B | _
Begin has time End has time

© Announcement

The preview will pop up in a dialog box, use the scroll bar to move down the template to

see a complete picture

J B F Colorful Short:

smle Shaittiar HMama A

Sample Notice : JBF Colorful Short

Your Group

Lorem ipsum dolor sit amet

Thursday, April 28 5:07 PM - Friday, April 29 5:07 PM

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat
volutpat.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

This was sent to you by your group administrator.

information on how to add your logo and school colors)

>

10.Below you will find the samples of the other standard templates. (Move on to step 11 for
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Fancy Stationary (1)

Sample Notice : Fancy Stationary (1)

Your Group

@ event

Lorem ipsum dolor sit amet

Thursday, April 28 5:09 PM - Friday, April 29 5:09 PM
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

This was sent to you by your group administrator.

>

m

PTA Connect for Respect

Sample Notice : PTA Connect for Respect

Event

e

Lorem ipsum dolor sit amet

Thursday, April 28 5:10 PM - Friday, April 29 5:10 PM
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy

nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

This was sent to you by your group administrator.

PTA Desk Blotter

Sample Notice : PTA Desk Blotter

everychild.onevoice®

Lorem ipsum dolor sit amet

Thursday, April 28 5:10 PM - Friday, April 29 5:10 PM
Lorem Ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliguam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

This was sent to you by your group administrator.
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Ribbon Banner

Sr= -] .IP-W
7

A

Your Group

Lorem ipsum dolor sit amet

Thursday, April 28 5:10 PM - Friday, April 29 5:10 PM
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat
volutpat.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in
hendre: vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi

Standard Notice

7

Sample Notice : Standard Notice

Your Group

Event Notice

Lorem ipsum dolor sit amet

Thursday, April 28 5:11 PM - Friday, April 29 5:11 PM

Lorem ipsum dolor sit amet, consectetuer adipiscing elif, sed diam
nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat
volutpat.

Lorem ipsum dolor sit amet. consectetuer adipiscing elit. sed diam nonummy

Watercolor

Sample Notice : Watercolor

Your Group

Lorem ipsum dolor sit amet

Thursday, April 28 5:11 PM - Friday, April 29 5:11 PM
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy
nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut wisi
enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis
nisl ut aliquip ex ea commodo consequat. Duis autem vel eum iriure dolor in
hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat
nulla facilisis at vero eros et accumsan et iusto odio dignissim qui blandit
praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.

This was sent to you by your group administrator.

m

11. TO ADD YOUR LOGO AND SCHOOL COLORS SCROLL DOWN To “ACCENTS ANDCUSTOM

ELEMENTS’

Page 7
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12.

13.

14.

Enter your *“Group Name” in the available fiel

ACCENTS AND CUSTOM ELEMENTS

ou may upload a logo image and group name to appear at the top of your notice, and may decorate and brand your notice wit
olors related to your group. The logo, name and colors will also appear in your reminder messages.

he logo may be a gif, jpg or png file no larger than 25KB, with a pixel size of no larger than 200 wide x 60 high

sroup Name Logo Image
Upload
’rimary Accent Color Image will not be saved unless you click [Upload]

v

secondary Accent Color

v

[] Save Colors/Logo for future use?

Next, select your hélhgomay belamgifjggeof png file Nodarger thian

25KB, with a pixel size of no larger than 200 wide x 60 high. If your logo does not match these
parameters you may use programs such as Paint
to save the resized logo under a different file name. Otherwise you will copy over your original

file

a. Click on the button to locate your file.
b.Once the file name appears in 909 fupongo | m

CCENTS AND CUSTOM ELEMENTS

u may upload a logo image and group name to appear at the top of your notice, and may decorate and brand your notice with
lors related to your group. The logo, name and colors will also appear in your reminder messages.

e logo may be a gif, jpg or png file no larger than 25KB, with a pixel size of no larger than 200 wide x 60 high.
roup Name Logo Image

C:\Users\jsheffler\Pictures) Uplopf‘;
‘imary Accent Color Image will not be saved unless you click [Upicﬁ‘ﬁv

v

ecadary Accent Color

v

1 Save Colors/Logo for future use?

I f you do not see your | ogo under tnbtbeemupload s -
yet.

ACCENTS AND CUSTOM ELEMENTS

You may upload a logo image and group name to appear at the top of your notice, and may decorate and brand your notice with
colors related to your group. The logo, name and colors will also appear in your reminder messages.

The logo may be a gif, jpg or png file no larger than 25KB, with a pixel size of no larger than 200 wide x 60 high.

Group Name Logo Image

9 ; hatweenfriande
/ petweenitriendas
Primary Accent Color ‘“ IUS( i )
| -Clear

v

Secondary Accent Color

v
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15.1f your file is too big (in KB) you will get the following error message:

'Message from webpage 5| bor fut

o JA Max file size 25 KB.

er

16.1f you file is too big (in Pixels) you will get the following error message:

'Message from webpage x5

/1), Logo images must be no larger the 200px wide and 60px high.

17.To add accent colors
a. First c¢click on the dropdown arrow under *“P

ACCENTS AND CUSTOM ELEMENTS

You may upload a logo image and group name to appear at the top of your notice, and may decorate and brand your notice with
colors related to your group. The logo, name and colors will also appear in your reminder messages.

The logo may be a gif, jpg or png file no larger than 25KB, with a pixel size of no larger than 200 wide x 60 high.

Group Name Logo Image
7 justbetweenfriends
Primary Accent Color ’ll -7 Clear

[7] Save Colors/Logo for future use?

NOTICE DESCRIPTION

250 characters remaining.

MAIL)

tlicks on the notice on their personal StartPage and Calendar.
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b. Andthen® Secondary Accent Col or and select yo

ACCENTS AND CUSTOM ELEMENTS

‘ou may upload a logo image and group name to appear at the top of your notice, and may decorate and brand your notice with
olors related to your group. The logo, name and colors will also appear in your reminder messages.

he logo may be a gif, jpg or png file no larger than 25KB, with a pixel size of no larger than 200 wide x 60 high.

Sroup Name Logo Image
) justbetweenfriends”
“rimary Accent Color
| B4
)
Secondary Accent Color

[T Save Colors/Logo for future use?

NOTICE DESCRIPTION

250 characters remaining.

MAIL)

licks on the notice on their personal StartPage and Calendar.

c. You may select your colors by Web colors or RGB

18.Here is an example using the default notice template of howthe® Accent and Cust o
El ements” might | ook

Preview : Test Group Notice for Template .

%1 justbetweenfriends” 1o gt Group Name

Using Notice Templates.docx

Page 10 ¢ vised2 June 28, 2011



19.To usd OIOB¢gGA | yR / dzaldrSchemetySuyustysaved the next time you create
a notice: Cl i ck Loanl Savdid €olo $cherhgAadialegdoxdvish alf your
v

saved schemes will appear. Click on the green circle “

Xﬁx

" to use or if you click on the red

o it will delete the whole scheme

Select Color Scheme

Test Group Name

o

20.1f you wish to close the box and not delete or use any of the schemes simply click on the x in
the right corner of the dialog box

Select Color Scheme
R —— ()

| Test Group Name

21.Be sure to complete your notice by filling in all required fields
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