Corporate University (CU) Setup Checklist 

This document explains the setup options available to customize your corporate university. Each option is described and if necessary, illustrated with an image to clarify the option. These are options and not all are required to setup your corporate university.

	☐	CU Name - this is your E-Learning platform name, and will appear on the browser's tabs and top bar of the page
[image: ]

	☐	Homepage tag line - this is message or description that appears below the CU name. It is not required.
[image: ]

	☐	CU branding logo – your logo will appear on the top left corner of your Online Training webpage. 
· Dimensions: Max. image size is 380x72 px 
· Format: JPG, PNG, JPEG and GIF
· Maximum file size: 2MB
Tip: it is best if you have a logo with a transparent background
[image: ]

	☐	CU browser favicon – your website's favicon is the small icon that appears on the browser window tab.
· Dimensions: 16x16 px
· Format:  PNG image
Tip: this is a very small image, the simpler the image is the better it will look. Think a simplified version of your logo or maybe an icon that identify your logo.
[image: ]

	
☐
	Sign up page background image - when designing the image keep in mind the sign in box is centered and it is semi-transparent. If you have a busy background, it will make the Sign In box less readable. The sign in box will be shown on top of your background image, any text or graphic in that area will not be clearly visible.
· Dimensions: 1280x720 px. 
· Maximum file size: 10MB
Tip: try to keep your images towards the edges, leaving a clean area around the Sign In box, to ensure that if the users increase the size of the screen the images will not interfere with the area where the enter their login.
[image: ]

	☐	CU URL – the domain that you would like us to use for your CU login page. Choose one of the options below.
· Standard - https://igaecs.docebosaas.com/cuname [name of your corporate university ie jmh, jmh-cu, companytraining]
· Custom URL – we can use any URL that you have in your domain or that you have purchased. For this, the company from which you purchase the URL must provide you with a Certificate (a code) that we need to connect the sign-up page to the URL. 

	☐	Do you want to use the user’s email address as their username: 
☐ yes 
☐ no

	☐	Color/Theme options: the standard template uses a blue color scheme. It can be changed to any color scheme that matches your company colors. Please send two hexadecimal colors:
☐ Color #1: ____________________
☐ Color #2: ____________________

	☐	New User Account Confirmation Email – you can tailor the email your users will receive. See sample below.
[COMPANY LOGO]
Dear [first_name] [last_name],
Welcome to the [CU NAME]!
You will find your store login information below.
To start training your team login to [CU NAME] using the following credentials:
· Username: [username]
· Password: [user_password]
If you have any questions, please reach out to our [CU NAME] Administrator via email at [ADMIN EMAIL]
Best regards,
Administrator
[CU NAME]
___________________________________________________________________________________
Estimado [nombre] [apellido]:
¡Bienvenido/a a la [CU NAME]!
A continuación, encontrará la información para acceder la cuenta asignada a su tienda. 
· Página web: [CU NAME]
· Nombre de usuario: [nombre de usuario]
· Contraseña: [contraseña de usuario]
Comuníquese con el administrador de la [CU NAME] vía correo electrónico para aclarar cualquier pregunta o duda.
Atentamente,
Administrador
[CU NAME]


	☐	Learning Plan Certificate – you can brand your learning plan’s certificate. Create a unique certificate background with a border, your company logo and your leaders signature:
· Max. image size: 2560x1810px or 1810x2560px
· [image: ][image: ]Orientation: 
☐ Landscape
☐ Portrait 
· Sample Text: 
This is to certify that
[firstname] [lastname]
successfully completed
[learning_plan_name]
on [learning_plan_complete]



	☐	Interface page – both the user and the administrator pages can be modified and its layout adjusted. These pages work as a table grid, with a max of 20 widgets (cells). The table can be build with rows of the following format.
[image: ]
1/1 Full Page Width:  ie Top banner - 1390x(height can be adjusted)

1/2 Half Width (both images equal width): ie mobile app images - 690x(height can be adjusted)  

1/3 Three Columns (three columns equal size): ie the profile, my training, news row - each image 444x(height can be adjusted)

2/3 + 1/3 Two columns with one image that is a third and the other two thirds. The one that is a third is 444x(height can be adjusted), the one that is two thirds 914x(height can be adjusted),
Note: 
Images in the same row should have the same height.
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