
Dark Site

This is a walkthrough on how to edit and enable a dark site.

1. To begin, you will select Dark Site at the top left of your Admin Tools. 

2. This will take you into the Dark Site tools. Here, you will have 
options to create Dark Site Templates, edit those templates, or 
enable those templates. You may delete the templates as well 
by selecting the trash can icon.

3. To create a new template, select 
the Create Dark Site Template 
button. This will populate the 
options for a new template. 

The Dark Site is used to post emergency updates to parents and the community for our School Districts. Enabling 
this will remove the homepage information besides the chosen emergency message
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4. Anything highlighted in yellow will be required. The first 
box is for the Label. This will be the title of your template.

5. We will have all the typical text block options for our Main 
Message. The Main Message is the message that will be seen 
when the dark site is enabled.

6. Next, you will have the option to create media. You can 
choose to have none OR to have an image. If you decide to 
have an image, the image options will appear.
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7. To upload an image, select Upload Image. Then, you can decide if the image size should be 
standard or full. Lastly, be sure to input Alt Text. This is usually a brief descrioption of what is 
happening in your image. The purpose of Alt Text is to be ADA compliant. If someone is using a 
screen reader because they are visually impaired, they will be able to understand your image. 
Alt Text is required since it is highlighted in yellow. 

8. Lastly, you have the option to have an Updates Header. This will be the message that will 
appear above your Main Message. Here, we have all the same options as a normal text block. 

9. Once you are finished editing your Dark Site Template, 
select the save button to save your changes.
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10. You will then see your new template highlighted in green in your list of Dark Site Templates. 

11. To edit a template, select the pencil icon. This will populate 
the same options that you had when creating the template. When 
you are ready to enable a Dark Site, select the enable button. 

12. When a Dark Site is enabled, you will see a preview 
of the Dark Site. To enable this, select Enable.
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13. You will now see that the enable button is now disable and the other enable buttons have 
become greyed out. 

14. When you return to the homepage, you will see that everything besides the navigation bar 
and footer bar have been removed to display the emergency update. We will also see a black bar 
at the top of the screen letting us know when the dark site was enabled. From here, we can add 
updates and disable the dark site.
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15. To add emergency updates with time stamps, select the Manage Emergency Updates button. 
This will take you into the template.

16. You will then select the 
second tab that says 
Update Message.

17. Then select Add Update Message. This will populate a text block where you can add in an 
update. Once you have created your message, you will select Add Message.
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18. To see your update, go back to the homepage of your 
website. You will see your message now displaying here. 

19. You will see a section for emergency updates, as well as an updates header if you have 
created one. You will also see your emergency updates posted with a time stamp. 

20. When you are completed with your Dark Site, select Disable Dark Site. The site will 
revert back to its orginal state.


