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BlueSpice

What is a template?

Templates

A template provides reusable content in the wiki. This content is then integrated into numerous
pages. The template can be content-based (text template) or structure-based (layout template),

or a combination of both.

A typical example is an infobox that is formatted to look identical on all pages.

A template can also be integrated into a page template.

Closing a customer account

@ Last edited 2 days ago by WikiSysop

/ edit

Document type: Woerk instruction Approval state: Approved (Version: 8)
Document ID: 123 Approval by: Cynthia McMillan
Assigned standards: - Approval date: 15:38:38, 20 July 2021~
Process owner: Andrew Hayes Valid from: May 26, 2018
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Purpose / Goals

Why does this process exist? What is the expected outcome?

Assigned process

Which overall process produces this work instruction?

Work instruction

Responsible Step Procedure Needed tools
systems, checklists,
who completes this step? step title activities performed during this step physical tools
Document control box at the beginning of a document
Characteristics of a template
A template:
® allows you to insert reusable content with a placeholder (transclusion)
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is usually located in the "Template" namespace
can have parameters

often contains logic

is used to maintain a "look and feel".

Create and embed a template

A new template is always created in the Template namespace.

A template is inserted into a page by enclosing the name of the template in the source code in
two curly brackets: {{NotificationBox}}. Templates are inserted by users via:

® the Insert menu item of the editor toolbar
® as a Content droplet

Edit a template

Changes to a template affect all pages that contain that template. Before modifying existing
templates, you should check which pages use the template. To find these pages, click ...All
actions > links to this page in the page actions menu.

Built-in variables

Each MediaWiki has a set of built-in variables that are not pages in the "Template" namespace,
but are still used as templates.

For example, the variable { { CURRENTTI ME} } returns the current UTC time.

Describe parameters via TemplateData

The MediaWiki extension TemplateData allows template parameters to be described in such a
way that they can be easily edited by users in the Visual Editor via a form.

Format template

If a template needs to be specially formatted, e.g. with background color, text spacing or special
font formatting, this can be achieved using MediaWiki:Common.css. The formatting can therefore
be used multiple times for other templates. If the formatting is specifically limited to this
template, it will be created on a subpage of the template using the TemplateStyles tag. The
advantage of this is that the style specifications can be easily exported together with the
template and imported into another wiki.

Further information

® Using a template is essentially a transclusion. It is also possible to use pages as templates that are not
in the "Template" namespace. However, this should be done carefully as some features require the
pages to be in the template namespace.

® Templates can also be used to define the output of semantic query. For more information, see Semantic
MediaWiki. (This is an example where the pages absolutely must be in the template namespace.)
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® The complete list of all wiki pages that are in this namespace can be found on the Special:Templates
page.

Related info

® https://meta.wikimedia.org/wiki/Help:Template
® https://www.mediawiki.org/wiki/Help:Templates

Insert tags and magic words

The extension InsertMagic provides a dialog for inserting Magic Words in the visual editor.

Contents
IR Lo tt=T au T g e M o at=To T ol o] o L= PRSPPI 6
B2 U= =Y = Te [N oo T TP 6

01.05.2024 This document was created with BlueSpice Page 5 of 34


https://meta.wikimedia.org/wiki/Help:Template
https://www.mediawiki.org/wiki/Help:Templates

B|UeSpr6 Templates

Inserting magic words

In edit mode, click on /nsertin the editor toolbar and select Magic word from the dropdown menu.

i=v  nseiv | () ?
M vedia

e Template
ER Teble
o Comment

P Callar
P _Gallery

Magic word @

Yoursignaiee

Insert Magic words

Once the magic word is selected in the list on the left, a description, including usage examples,
will appear on the right.

Cancel Insert magic word or tag m
1. Chaase tag of magic word Description

catégoryines “  Adds a button 1o sign this page

chagkdist Se0 also

countartiches

countusers

Enuntfiles

counicharactens

Page access

Tag cleud

tagsearch

signhere

select a tag or Magic Word

After saving the dialog, further parameters can be set for the selected magic word or tag.

Related info

Category tree
Checklists
Count things
Drawio

Page access
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Smartlist

Tag cloud

Tag search
Reference:BlueSpicelnsertMagic

O Technical Reference: BlueSpicelnsertMagic

Page templates
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Characteristics of a page template

A page template applies a predefined content structure and layout to new pages. Page templates
are useful for frequently used content formats such as meeting minutes, reference pages or
process descriptions, for example.

The following characteristics are typical for a page template:

® it can only be activated by administrators

® the underlying content itself can be created by any editor in the template namespace
® it can only be used for the initial creation of a page

® it can also contain (standard) templates

® it creates a prefilled page

® it can be restricted to certain namespaces

® it can be grouped ("tagged") with other templates

® it can contain categories

[ ]

it can be applied using different page creation mechanisms, such as the New-button, an inputbox, or a
page form.

Standard page templates

is available from BlueSpice 4.2.

Page templates that are installed by default can be deleted (1) from the page template manager

" . -
Page templates administration -
I:‘ Label Description MNamespace Template Tags Actions
I:‘ Request for Comments Ask for feedback about ani... (all) Template:PT Request for Co... | 2 L\\) 0\ Q1
I:‘ Decision Matrix Make aninformed decision b... (all) Template:PT Decision matrix

Page template manager

Alternatively, the templates can be adapted directly in the template namespace. To do this, click
on the template link in the column 7empl/ate (2).

List of standard templates

Page template Edition Description

Decision Matrix pro Make an informed decision by comparing your options
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Page template Edition Description
Event pro Plan an event from beginning to end
Guideline pro Create a code of conduct or other guideline
How-to Article :)r;eoe, Step-by-step instructions for completing a task

Management Meeting

, pro Create minutes for a regular management meeting
Minutes
Meeting Agenda free Create a generic meeting agenda with minutes
Ask for feedback about an important decision that needs to be
Request for Comments pro
made
Stakeholder Uber den derzeitigen Stand eines Projekts
Status Report pro . .
informieren
. free,
To-do List oro Track and update your to-dos

Creating a page template

Administrators can create new page templates, as well as edit and remove existing ones in the
Page templates manager, located under G/oba/ actions.

IO R

Management

About BlueSpice Namespaces
Assignments Page templates
Books Permissions
Categories Privacy
Configuration Quality assurance
Groups Reminders
Interwiki links Skin

Namespace CSS Users

Page template manager
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Page templates administration

< I

g ogdoo

Label

Request for Comments

Decision Matrix

Guideline

Management Meeting Minu...

How-to Article

To-do List

Status Report

Event

Meeting Agenda

Page 1 of 1

Description

Ask for feedback aboutan i...

Make an informed decision b...

Create a code of conduct or ...

Create minutes for a regular ...

Step-by-step instructions fo...

Track and update your to-dos

Informstakeholders about t..

Plan an event from beginnin...

Create a generic meeting ag...

Page templates administration

MNamespace

(all)

(all)

Training

(all)

(all)

Info

(all)

(all)

Training

Template

Template:PT Request for Co...

Template:PT Decision matrix

Template:PT Guideline

Template:PT Meeting minut...

Template:PT How-to article

Template:PT To-do List

Template:PT Status report

Template:PT Event planning

Template:PT Meeting minut...

Tags

training

meetings

general

meetings

Templates

Actions

A0

Displaying1-%of 9

Note: Every page template depends on an actual page in the namespace Template. This template
must exist before creating a page template.

When a page template is selected, it can be edited by clicking the "wrench" icon or deleted by

clicking the "X" icon.

New page templates can be added via the "Plus" button above the templates list.

When creating or editing a page template, all fields are required:

01.05.2024

Name - the name of the page template
Description - a short description of the page template

Tags- allows the grouping of similar templates. (If no classification is desired, you can enter Untagged
as a value here, for example).

Namespace - a list of the namespace where the template is active. If the template should be available
on all pages, select (a//) from the list.

Template - page in the 7emp/ate namespace from which to pull the content. Important! The

namespace prefix Template:

must be explicitly provided in the field.

This document was created with BlueSpice
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Cancel Edit template m

Template name: = Guideline

Description: | Create a code of conduct or other guideline

Tags: fraining < tech
Namespace: | Reference

Template: | Template:PT Guideline

Creating a page template

Applying a page template

(1) Blank page: When creating a new page, the page templates are displayed for selection. A
blank page can be created by default. This option can be deactivated in the configuration
manager.

(2) Filter field: The templates can be filtered here. This field is independent of the Tags
/Namespaces toggles.

(3) Tags/namespaces toggle: Here you can switch between tag-based and namespace-based
sorting.

(4) Sort title: The sort titles show the grouping by tags or by namespaces, depending on the
toggle setting.

(5) Assignment to tag/namespace: Depending on the setting of the toggle, the tags (when
sorted by namespaces) or namespaces (when sorted by tags) are displayed here as additional
possible filter criteria.
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This page doesn't exist yet. You can create a new page. If you don't want to do that, click the back button of your browser to return to the last page visited.

(Y Empty page

Start with an empty page.

3
Q Find page template 2 Namespaces

management ' 4

[ Decision Matrix [ Guideline
Make an informed decision by comparing your Create a code of conduct or other guideline
options
5 L info J
meetings
[ Meeting Agenda

Create a generic meeting agenda with minutes

Applying a page template

Namespace manager

The PageTemplates option for a namespace must be activated in the Namespace manager so
that the associated templates are automatically displayed when a new page is created in that
namespace (e.g., if the "+" button is used to create the page).

Configuration

In the Config manager, you can change the following settings:

® Force target namespace: The page is always created in the target namespace that is associated with
the template, even if the user provided a different namespace prefix. In the screenshot below, the user
wants to create the page "NewPage" and then selects a template for the QM namespace. The page is,
therefore, created as "QM:NewPage" if this setting is activated.
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Q Cancel Create new page m

Page name

R To-do List NewPage
Track and update your to-dos ——

force the namespace of the template

Hide default templates: Hides the default Empty page template.

Hide template if the page is not to be created in the target namespace: Depending on the
namespace prefix of the page to be created, templates that are associated with other namespaces will
not be shown to the user for selection.

e Technical Reference: BlueSpicePageTemplates

Content Droplets

ContentDroplets is available from BlueSpice 4.3.2.

Contents

1 AddiNg @ Aroplel T0 @ PAgE iieiiiiiiii it et 14
P B =] o) e [ fo] o] 1= T PSPPSR 14
SR (Y [o] £ 1o {0 RSP UPP P SPPT 24
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To insert additional functionality in a wiki page, you can use Content droplets. Content droplets
include tags that were previously accessed from /nsert > Magic word in the editor toolbar. They
also provide access to some templates that are preconfigured in the wiki, such as message
boxes.

Adding a droplet to a page

To add a droplet to a page:

1. Click the Content droplets icon in the editor toolbar or type <<.
2. Search for a droplet name in the search bar of the droplets menu or browse the droplets by category.

iragraph v Av @® Ctev =v Insetv Q) ?2 = S+ 0
X Content droplets
Q, Searchfor content droplets

Featured

Categorytree

All Gallery o

Content

Data

e o Circled number

Export

Lists
Map

Subpages

Media

Navigation

. e Button Creat
Visualization —s Link that is styled 25 a B ) reate Page

3. Select a droplet
4. Click /nsert.

Note: Some droplets open an inspector menu which contains another /nsert button. Be sure to confirm
that button as well.

Based on the type of droplet, you can continue with configuring the droplet as needed.

List of droplets

® View examples of droplets outputs.
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Heading
Message text

Message of type "success"

Tag cloud

Task list

» [1 Find charts and new product version presentation
va4.4+

Task list output

Task report

Task Assignee Appears on page Duedate State
V44+ Improve accessory sales Monique Williams Mentions 2023-12-11 X

Find charts and images for new product version presentation Monique Williams Mentions 2023-12-21 X

Find distributor in Spain Monique Williams Mentions 2023-12-17 v

Task report

Tip Message
Heading
Message text
Message of type "tip"
User profile
. -
“;“ WikiSysop
\\a¢
User profile of type "Short"
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MediaWiki

BlueSpice uses a slightly customized version of the MediaWiki extension VisualEditor as editing
tool. This editor supports all common edit tasks that are useful in a wiki environment. You can
refer to the official documentation for basic help. Here in the BlueSpice Helpdesk, we only give
some hints and tips for using the editor.

Contents

1 What is the Visual @diTOr? ... e e et e e e e e e en e e e e n e e aee 26
B2 =) = To L] o T PP 26
3 Pasting content from your ClPboard ... 26
Y el o o U1 =TT 27
5 INSErTiNG Ot eI CONTENE Loeiii i e e e e e e e e e e et e e aaes 27
B WiKi-SPECITIC CONEENT oot et e e e e et e e e b e e et e e et e e aans 28
7 Switching between €dit MOTES ... e et e e e e neaes 28
8 HINES @A LIPS ciiiiiiiiii ettt 28
8.1 TeXt fOrMAttiNg oo e 28
8.2 INsert speCial CONEENT ... ettt e e e e 30
TG I o= Te TR ] oY o] o F= PP 32
9 Troubleshooting: Visual editing is disabled ... 34
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What is the visual editor?

“ Paragraph v Av @ citev i=v nstv 2 A = £ 0
1 2 3 4 5
VisualEditor

The visual editor is optimized for editing wiki pages. Important characteristics and functions are:

Page structuring with headings.

Consistent text formatting.

Linking of contents.

Inserting special content (files/media, tables, templates, magic words)
Adjusting page options.

o A W N -

Text editing

Typical text formatting options such as bold, /¢a/ics, or text color are available as a context
menu. When you highlight text, a menu with common formatting elements appears. For example,
you can apply a different text color.

The application BlueSpice is tested by Hallo Welt! for
B I A & U

A

Applying text color

Pasting content from your clipboard

If you paste content from your clipboard (e.g., copied from MS Word or MS

Excel), you usually also paste many unnecessary formatting tags from the

original application. To avoid, this you should paste the content as ha
plaintext.

Undo
If you already pasted text which resulted in undesirable formatting, you can

use the undo function in VisualEditor to remove the content again if you
have not yet saved the page or switched between visual and source editing mode.

To paste content as plain text instead, use the shortcut Ctrl+Shift+v .
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Shortcuts

If you want to apply multiple formatting options at the same time, shortcuts are often the
quickest way. For example, to show text in bold and italic, highlight the text and press Ctrl+b
(for "bold") and Ctrl+i (for "/talics"). Even a link can be quickly inserted by pressing Ctrl+k .
Pressing Ctrl+b again will cancel the bold. Multiple formats can be removed after text selection
with Ctrl+m .

All available keyboard shortcuts are marked accordingly in VisualEditor next to each menu item.

Paragraph v A~ @ citev i=v  Insentv
B Bold Ctri+B '
I ltalic Ctrl+
Clear styling  Ctrl+\, Ctrl+M
N More

Menu items with shortcuts

Note: For a list of all available shortcuts, click on "Keyboard shortcuts" in the Visual Editor help menu
(the question mark menu item).

Inserting other content

Many typical page elements such as images, files and tables can be integrated into your page
from the /nsert menu.

® File formats with a preview option: jpg/jpeg, png, gif, pdf
® File formats without preview option are always inserted as links (e.g., Microsoft Office formats)

If you want to learn more about inserting these elements, go to the following help pages:

® |mages
® Files (PDF, xls, doc, ...)
® Tables
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® Templates

Wiki-specific content

Some functions in the /nsert menu are little known from traditional word processing, but are quite
typical for working with a wiki. Therefore, they are briefly introduced here. Find more information
on the help pages here in the helpdesk or at mediawiki.org:

Comment: Add comments to the page. These are only visible in the source code.
Gallery: A simple picture gallery can support many process flows.
Magic word: Wiki features such as signature, word counter, category tree or even process diagrams
with draw.io can be integrated as a "magic word".
® Your signature: Only works on pages that allow signatures. Pages in the Namespace "Pages" are not
included.
Codeblock: Programming code is displayed here in clean code blocks, optionally with line numbers.
References list: Creates footnote references.
Chemical formula: The formula rendering uses an external service via Wikimedia's REST API.
Math formula: An editor opens for entering a mathematical formula.

Switching between edit modes

When creating or editing a page, the page usually loads in visual editing mode. If you are familiar
with the formatting language of MediaWiki ("Wikitext"), you can easily switch to source editing
mode using the "Switch editor" menu item and edit your page content there:

s~
(&) visual editing

[[1] source editing

Hints and tips

VisualEditor is optimized for editing web pages. That's why it has exactly the features that are
often needed to create a wiki page. The consistent formatting of content supports the readability
of your wiki content.

Text formatting

In the text formatting menu, the following additional options are available when a text passage
has been selected:

Text color: different text colors can be selected via an inspector menu.
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Templates

Center align: Text can be selected and centered paragraph by paragraph.

/ndent. Text can be indented once (note: multiple indentation is only possible via the source

text).

Undo function

ha

Format Paragraph

Paragraph

Style text

01.05.2024

Av @ Citev =v I

B Bold Ctrl+B
I ltalic Ctri+
X! Superscript Ctrl+.
X; Subscript Ctrl+,
A Text color

= Centeralign

*= Indent

| S Strikethrough Ctri+Shift+5

{} Computercode Ctrl+Shift+6

Text formatting options

Text formatting

Left arrow: Undo last action (greyed out: there is no last action yet)

Right arrow: Restore last action (greyed out: there's nothing to
restore yet)

Here text can be defined as heading or specific paragraph type. Mote: If you
work in a table, the options will change accordingly (content cell and header
cell):

Content cell w

If no text has been selected before clicking on the " 4" button and on a
button, the text will be formatted from the current position of the cursor.
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Text formatting

A~ (More Info at mediawiki.org/wiki/Help:VisualEditor/User_guide
/en#Getting_Started: The_VisualEditor-Toolbar])

If no text was selected before the hyperlink dialog was opened, the link will

Insert hyperlink be generated with a number:

] [1] To subsequently change the hyperlink description, just click on
the link to open the edit menu. In a table, you may need to double-
click the cell first and then click the hyperlink again.

Cite
ci The citation menu is used to insert footnote references within the text.
ite ~
Formats ordered and unordered lists. If paragraph breaks or images need to
S be inserted within a bullet point, use Shift+Enter to avoid creating a new
list item.
=V If you want to style numbered lists like 1, 1.1, 1.1.1, etc., you need

to add some additional CSS instructions to the page MedialWiki:
Common.css.

Insert special content

Insert special content

Insert menu
Use the "insert" menu to insert various media (images, videos) and
Insert text formats:
el Inserting pictures and videos
P Images and media (Details on MediaWiki])
Templates
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Templates

Insert special content

Include a template in the page.

Tables are an important tool for formatting tabular page content.

Comments are not visible to readers, but only in edit mode. A
comment can be inserted anywhere on a page. It is text-based and
cannot be formatted.

With a "magic word" you can insert certain wiki tags in your page.

More about Magic words

Allows to display a set of images as a gallery. Formatting examples
for the different settings can be found at

mediawiki.org/wiki/Help:Images#Gallery syntax

This option allows to add your wiki signature (User name and
timestamp) at any location in the page.

With code block various code examples can be entered, like e.g. in

HTML syntax. The code is then displayed properly formatted:
<span style="color: red">red text</span>

This menu item creates a <references /> tag at the location where

it is inserted. The footnote references up to this point are then

displayed at that location instead of the end of the page. Remaining
footnotes in the page are still shown at the end of the page.

The formula rendering uses an external service via Wikimedia's
REST API.

It opens an editor for entering a mathematical formula.
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Page options
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Options
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Categories

‘ Categories

Page Settings
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This document was created with BlueSpice

Templates

Insert special content

[[on MediaWiki]]

Opens a panel to select special characters that are not available on
your keyboard. To close the panel, click the menu item again.

Page options

The options menu allows editing of all page settings. It is not

This button allows the page settings and page information to be
updated simultaneously within a dialog box. To change any page
options on the page, you need to be in visual editing mode.

Here, you assign the page to one or more categories while in edit
mode.

Page redirection: When the page is redirected, the content of the pac
is no longer displayed, but the target page is loaded directly.

Show Table of Contents: By default, a table of contents is shov
if a page has more than three headings. You can use this
setting to always force or suppress the table of contents.

® et this page be indexed by search engines: Only applies to publi
search engines. The wiki's internal search is not affected.

®  Show a tab on this page to add a new section: Not supported in
BlueSpice 4 Discovery skin.

® Display title: Sets a title that is shown as page heading. It can be
found by the search and is used in page lists created by Semanti
MediaWiki inline queries.
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| view as rightto-left  Cirl+Shift+x
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Templates

Page options

® 7itle visibility: This setting hides the entire title section of a page
and is often applied on the main page or other portal pages of th
wiki. If the title is not visible, the edit button is also not available.
this case, you can click on all actions... > Edit in the page

Move

Protect

Unwatch

Refresh

Add to book

Insert category

Set page assignments
Set reminder

Set expiry

Translate and transfer
New file

Import Word file
Copy

What links here
Related changes
Upload file

Special pages
Printable version
Copy URL

Page information
Browse properties
Cite this page
Export pages
Display readers
QR code
Workflows related to this page

tools.
X All actions ACTIONS
Views Namespaces Rlove
Copy
View Manual
Edit Discussion Delete
Edit source New page Rene
+ New subpage Sk tha
Page history New section
New file pingtt Translate and trar
h Start a workflow
Content actions Toolbox Set expiry
Set reminder
Delete E-Mail

Set page assignme

Add to book

D <

DETAILS

Page history
Page information

Browse propertie
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Start a workflow ... all actions

"all actions" Menu

Shows wiki pages
on different wikis
that are connected
via Interlanguage
links. Depending on
the wiki's skin, the
links are shown in a specific location. In the BlueSpice 4 Discovery sk
the interlanguage links are shown in the top menu.

.ﬂ?AML'J

Menu item to access interlanguage links

mediawiki.org/wiki/Help:Links#Interwiki_links

List the templates that are embedded on the page.

Support for languages that are read from right to left. Clicking this
button right-side formats the page text. Click again to set the text flu
left.
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Page options
Find and replace

Words or characters can be searched and replaced directly on the
@ Find and replace Cirl+F page. The "Undo" button can be used to cancel the change.

Troubleshooting: Visual editing is disabled

If you only have the source editing option in your editor toolbar, please contact an administrator
of your wiki. The following settings must be checked in this case:

® Global settings via the configuration manager
® Namespace manager settings

e Technical Reference: VisualEditor

01.05.2024 This document was created with BlueSpice Page 34 of 34


https://en.wiki.bluespice.com/wiki/File:Manual:VE_find_and_replace.png
https://en.wiki.bluespice.com/wiki/Manual:Extension/BlueSpiceConfigManager
https://en.wiki.bluespice.com/wiki/Manual:Extension/BlueSpiceNamespaceManager
https://en.wiki.bluespice.com/wiki/Reference:VisualEditor

	6.3 Templates
	What is a template?
	Characteristics of a template
	Create and embed a template
	Edit a template
	Built-in variables
	Describe parameters via TemplateData
	Format template
	Further information
	Related info

	Insert tags and magic words
	Inserting magic words
	Related info

	Page templates
	Characteristics of a page template
	Standard page templates
	List of standard templates

	Creating a page template
	Applying a page template
	Namespace manager
	Configuration

	Content Droplets
	Adding a droplet to a page
	List of droplets
	More info

	Edit
	What is the visual editor?
	Text editing
	Pasting content from your clipboard
	Shortcuts
	Inserting other content
	Wiki-specific content
	Switching between edit modes
	Hints and tips
	Text formatting
	Insert special content
	Page options

	Troubleshooting: Visual editing is disabled


