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USING NOTICE THEMED TEMPLATES 

If you have permission to set up templates for your email messages, you’ll be able to choose from a 

library of themes to match your needs.  If you don’t see a theme which meets your requirements, you 

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: 

¶ How to select standard theme template for your notices 

¶ How to change from one template to another 

¶ How to add your group logo and colors to the theme 

Summary: 

Log into Administrator DashboardČClick on  in the mini navigation bar top left of 

pageČSelect type of notice to send/postČSelect template from dropdownČThen move to the 

“Accents and Custom Elements sectionČAdd and Upload logo “Group Name”, “Logo Image” and 

Primary & Secondary Accent Colors” as requiredČCheck “Save Colors/Logo for future use?” if 

desired 

Detailed Instructions: 

To use standard templates follow the directions below: 

1. Log into the Administrator Dashboard 

2. Click on the wand    on the mini navigation bar 

 

 
 

3. Then click on: “Spread The Word About…” 

 

http://www.learnjbf.com/
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4. Select the type of notice you wish to send.  You may conveniently change your notice type 

later in this process. We have selected “An Event” for this example 

 

 
 

5. You will get a page where you will set and input all the parameters for your notice.  At the top 

you will see two notable areas, the “Send this Notice on behalf of…” field and the “using the 

….Template” field.  (We encourage you to utilize one of the standard templates, whenever 

possible, before creating your own under link.) 

 



  
Page 3 

Using Notice Templates.docx 
 Revised2 June 28, 2011 

 
 

 

6. Look for the words “Send this notice on behalf of….” You should see your group name stated.  

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 right of “Send this Notice on behalf 

of”.  In this case click on the dropdown arrow and select the group you wish to 

represent. Remember your name will still be on the notice.   
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b. Then select the group you will be sending the notice on behalf of. 

 

 
 

 

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) 

using the “ ” 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 Colorful Short (Default)” 

 

 
 

8. By clicking on the orange words: “View Sample Notice” you will receive a preview of the 

template chosen.  In this case J B F Colorful Short 
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9. 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: 

 
 

 

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

information on how to add your logo and school colors) 
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Fancy Stationary (1) 

 
PTA Connect for Respect 

 
PTA Desk Blotter 
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Ribbon Banner 

 
Standard Notice 

 
Watercolor 

 
 

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

ELEMENTS” 
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12.  Enter your “Group Name” in the available field   
 

 
 
 

13. Next, select your “Logo Image”.  Note 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.  If your logo does not match these 
parameters you may use programs such as Paint to resize.  Important:  Always do a “Save As” 
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 the “Logo Image” field, click on the  button 
 

 
 
 

14.  If you do not see your logo under the words “Logo Image” then your logo has not been upload 
yet.   
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15. If your file is too big (in KB) you will get the following error message: 
 

 
16. If you file is too big (in Pixels) you will get the following error message: 

 

 
17. To add accent colors  

a. First click on the dropdown arrow under “Primary Accent Color” and select your color  
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b. And then “Secondary Accent Color” and select your color 
 

 
 

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

18. Here is an example using the default notice template of how the “Accent and Custom 
Elements” might look 
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19. To use the “!ŎŎŜƴǘǎ ŀƴŘ /ǳǎǘƻƳ 9ƭŜƳŜƴǘǎέ  Color Scheme you just saved the next time you create 
a notice:  Click on the orange words “Load Saved Color Scheme”.  A dialog box with all your 

saved schemes will appear.  Click on the green circle  “ ” to use or if you click on the red 

X ñ ò it will delete the whole scheme  
 

 

20. If 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 
 

 

 

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