
 

Creating Template Bulletins 
 

Creating a new bulletin from a 
template is a quick, easy way 
to add content to your display. 
The first step is to always 
ensure you are in the correct 
zone, so that your bulletin will 
be displayed in the correct 
area on your channel.  

Click the NEW BULLETIN 
button on the screen.  

 

You can now see your 3 
options for creating bulletins 
on the left side. Templates are 
the first option and all of the 
available templates in this 
zone are displayed on the 
screen. Select the template of 
your choice. and then you will 
be taken to the bulletin editor.  

Along the top you will see tabs 
for the steps available in the 
bulletin creation process. Since 
you have already chosen a 
template as our layout, the 
first screen you see is the 
content screen. You can just 
go down the line and edit each 
of the available areas to 
customize this template. 



 

First, type a title for this 
bulletin. This will help you 
remember what it is as well as 
help you locate it after 
creation. 

Next, you can choose a 
background by clicking on the 
magnifying glass icon.  

 

This will open a screen which 
will allow you to choose a 
background image for this 
bulletin. You can choose from 
the available backgrounds 
shown, or you can upload one 
from our computer, by either 
clicking on the browse text or 
dragging and dropping an 
image file into the grey area. 

 

Next, You will fill in all text 
fields with your information. 
After entering text, you can 
click on the image magnifying 
glass and that will open a 
screen which will allow you to 
choose an image for this 
bulletin, just like the 
background selector. You will 
see that it adds it on to your 
bulletin in the same area that 
the template picture was. 



Now that you have customized 
the content, you can decide 
whether you want to change 
the layout of this bulletin. 
Clicking on the layout tab will 
give you the opportunity to 
change the way the bulletin 
contents look. 

Clicking any area of text or 
images, which are called 
“blocks”, will allow you to 
change the format of them.  

As you can see, there are 
many customizable elements 
in a text block, such as font, 
color, shadow, etc. Clicking on 
an image file brings a different 
set of options for 
customization. 

Another thing you can do in the layout area is move blocks around. By simply clicking and 
dragging the block, you can easily move it to any part of the screen. The yellow dotted lines 
that appear help you center and arrange the blocks inline with each other and the bulletin. 
When you are satisfied with the way it looks, you can move on. 

There are two more tabs to 
edit, which are schedule and 
extras. We will go over these 
in the next two documents.  

When you are finished, just 
click the publish button and 
you will see that your bulletin 
has been added to the list of 
active bulletins playing in this 
zone. 
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