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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to create and apply flags to particular pages within the site. A ‘flag’ is a visual indicator (usually a small graphic) that shows that a page is – for example – ‘child-friendly’ or a ‘pick of the site’.   
If you want to use flags on the site, follow the steps below.  Each step is described in more detail in the sections that follow.  The example assumes you’re creating a flag for ‘child-friendly’ pages.
1. Create a new category called ‘Child-friendly’. If you wish, it’s possible to hide this category from the main navigation of the site so that users can only get to it via the flag.
2. Create a flag. This involves uploading a small graphic, giving the flag the same name as the new category, and then applying the flag to the new category.
3. Publish any pages which you want to be marked with the flag into the new ‘child-friendly’ category, in addition to publishing the pages into any other categories of the site in which you want them to appear. 
There are instructions on how to follow these steps below.

	1. CREATE A NEW CATEGORY AND CHECK ITS REFERENCE


4. Create a new category and give it the same name you wish to give to your new flag. If you’d like this ‘flag’ category to remain hidden from the normal site navigation, then on the Publish tab publish the category into the Top Level and tick the box marked ‘Hide from the site navigation?’.

5. The new category should then be listed in the LH column of the categories tab.  Click on it as if to edit it and make a note of the reference number of the category.  You can find this out from the address bar.  
6. For example, if the address bar says: http://testing.communitysites.co.uk/categoryedit_edit__106.aspx, 
then the reference number is 106. Having made a note of the reference number, exit back to the categories tab without saving.

	2. CREATE A FLAG


Having created the flag category, the next step is to create the flag itself. 
1. Go to the Flags tab and click on New. 
2. In the form that appears:

· Add the rollover text to identify the flag (e.g. Child-friendly)

· Upload the icon for the flag (usually a very small graphic)

· Add the reference number of the master category (106, in the example above) 
· Enter an order number if you have more than one flag on the site. This will mean that, when a page is marked with more than one flag, you can determine which order the flags will appear in.For example, if you’ve got two flags already, and you want the mini-icon for this new flag to appear after the two flags, type the number 3.
3. Click on Save.
	3. APPLY THE FLAG TO THE NEW CATEGORY


Go back to the Categories tab and edit the new category you’ve just created.

1. On the Publish tab, select your new flag from the drop-down list.  

2. Click on Republish.  

	4. PUBLISH PAGES INTO THE NEW CATEGORY


You can now publish any pages which you want to be marked with the flag into the new category, in addition to publishing the pages into any other categories of the site in which you want them to appear. 

For example, if you want a page to be published into a category of the site called ‘Places’, but you also want that page to be marked with the ‘Child-friendly’ flag, then publish the page into both the Places category and the Child-friendly category. 

	5. CREATING SUB-CATEGORIES OF FLAGGED CATEGORIES (OPTIONAL)


It is possible, though unusual, that you might want to sub-divide a flagged category. For example, you might want to create two sub-categories within the ‘Child-friendly’ category – one for ‘Older children’ and one for ‘Younger children’.  You would like pages published into either of these sub-categories to be marked with the ‘Child-friendly’ flag.

To achieve this, create the ‘Older children’ and ‘Younger children’ categories in the usual way.  When you get to the Publish tab, place the categories inside the ‘Child-friendly’ category and choose the ‘Child-friendly’ flag from the drop-down list.   

If you publish pages into either of these sub-categories, the pages will now be flagged with the ‘child-friendly’ flag.  If the user clicks on the flag, they will still be routed to the ‘Child-friendly’ category, but will then see the two sub-categories of ‘Older children’ and ‘Younger children’ within that category.
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