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How to enter or modify templates in Sedona at the College, Department, or Faculty 
level: 
 

1. The process works the same way for all levels. 
2. Remember that templates filter down.  That is, a template created at the university 

level will be available at the College, Department, or Faculty levels.  However, 
templates do not filter up automatically and do not show up across departments or 
colleges (unless they are copied at a higher level and made available). 

3. When you work with a template created at a higher level (for example, a 
university level template that you want to modify or use at the college level), you 
must first copy the template.  You can produce a report without copying the 
template but you cannot modify the template.  However, if you copy the template, 
you can the modify it. 

Templates are colored coded (shaded) so that university level templates are shaded in 
white, college templates are shaded in green, department templates are shaded in 
yellow, and faculty level templates are shaded in red.  
 
Step 1:  Log into Sedona at the appropriate level.  In this example, I will be working at 
the college level but the process is the same at all levels. 
 
 

 
 
Step 2:  Select the template button. Note there are two template buttons.  Select the 
template button on the lower right hand side.  This button is pink.  Do not click on the 
grey template button to modify or copy templates.  
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Note that I am using the College of Education in these examples.  I am actually logged in 
at the university level, but you should see the exact same screens at the College level. If 
you select the correct template button, you will get a screen that looks like the following: 
 

 
 
Note that default templates (built into Sedona) are purple, university level templates 
are shaded in white, college templates are shaded in green, department templates 
are shaded in yellow, and faculty level templates are shaded in red.  
 
  
Note if you click the other (in this case the wrong grey) template button then you will 
see the following screen: 
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We won’t do anymore with the above screen in this lesson. 
 
Step 3:  To modify your template, again click on the pink template button and select the 
template you want to modify and click on the copy button at the top of the page. 
 

 
 
Once you click on the copy button, you will have a screen showing the new (copy) of the 
template.  You can now modify the copy.  This takes much longer to explain than to 
do! 
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The screen below shows the copy template button: 
 

 
 
 
Step 4: Next step is to edit the copy of the template. 
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Next we will change the name of the template.  You will just type in the name you 
want to use.  Make sure you hit the save button after every change you make to the 

template by clicking on the save button the blue floppy disc icon  which is at the top 
of the screen below. 
 

 
 
Step 5: our next step is to insert a new component.  You will click on the insert new 
component key.  Note that the name of the template has been changed. 
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We continue by selecting where we want to insert the new component. 
 

 
 
When you click on the insert button you will get a drop down box which allows you to 
select the component to insert.  You may have to experiment to find the component you 
want.  If something is not in SEDONA then you may want to insert two lines and title for 
the component to be entered in WORD.  This is how we are handling the summary of 
teaching evaluations. 
 
Some of the components are shown below: 
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I am going to add IC-PapersProgress because the College of Education wants to include 
this information for the College and department level evaluation of faculty.  Other 
colleges do not want this information and it is not on the standard annual report.  The IC 
prefix stands for intellectual contribution.  Notice that inserting a new component 
requires three steps. 
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You can also delete components! 
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Step 7: Last, I will show you how to edit the template settings.  You probably don’t want 
to do this for the annual report because they should be correct!  But you need to know 
how to make changes.  You start by clicking on the edit the template settings button. 
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Once you click on the edit settings button, you will see a screen like this.  I have 
maximized the view so you can more easily see what you can do on this screen. 
 

 
 
After you finish editing the settings and clicking finish you will return to the template 

builder screen.  Remember to click on the save icon  before clicking on home or 
EXIT.  Exit will take you out of SEDONA.  Home will take you back to your main 
page. 


