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UAS Mosaic - reusable content 

1. Overview 
Reusable content is content which, once created, can be used on multiple pages. Reusable 

content can only be created or amended by Editors, but Contributors can select it for use on 

pages. Any changes to this content need only be made in one place, with the changes being 

shown automatically on the pages where the reusable content is being displayed.  

Although it could be used in numerous places, the templates which have been created use 

the reusable content widget only in Region 3, and only on some types of page. Editors 

needing to use reusable content in other places on their pages will need to request a new 

template – see the guidance on this page about templates.   

1a. Multiple pieces of reusable content 
When creating reusable content note that the widget into which it is inserted only allows you to 

insert one piece of content. You therefore can’t insert both reusable content A and reusable content 

B – if that is what you want to show through the reusable content option you need to create a third 

piece of reusable content which includes both content A and content B.  

2. Creating reusable content (functionality not available to website contributors) 

 To create reusable content, go to Manage Content, and choose the ‘Reusable content’ 

tab.  

 This will take you to a page that shows any reusable content that has already been 

created on your website.  The message ‘no reusable content’ is visible when your 

website has pages containing a reusable content widget that is not displaying any 

content in it.  DO NOT DELETE THIS 

 To create new reusable content, click the green button.  

 

 

https://communications.admin.ox.ac.uk/templates
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Add a title. This is what will 

be displayed in the drop 

down menu when you 

select reusable content 

display on a page.  Ensure it 

is meaningful and 

identifiable for other users. 

The description is optional, 

and is only shown on the 

menu screen (see 

screenshot on page 1), but 

gives context for future 

editors. 

 

 

 

 To create content you can choose from the dropdown list of available widgets by 

selecting the appropriate one and clicking ‘Add new widget’. The option to ‘Share this 

with other sites’ should be left unchecked unless you specifically know otherwise.  

 

 

 

 The reusable content widget can be used on any page but is most likely to be used in 

Region 3 (the right column) for example for a ‘call to action’, contact details or related 

links that you want to appear on multiple pages on your website.  Reusable content in 

Region 3 should use a WYSIWYG widget.   The guidance below specifically relates to 

creating reusable content for Region 3. 
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Leave the title blank 

(optional in reusable content 

for use in Region 2) and do 

not enable the widget 

background colour. 

A heading using the style 

‘heading 2’ from the format 

options (optional in reusable 

content for use in Region 2).  

A horizontal line, added 

using the ‘insert horizontal 

line’ option, to separate the 

heading and the text below 

it (optional in reusable 

content for use in Region 2). 

Normal text. 

If required, a call to action 

button, with text in upper 

case.   

 

 

 

 If you copy and paste content from other sources it should be stripped of formatting 

either via the shortkey (ctrl+shift+v) or the button in the toolbar (labelled as A above). 

 

 Refer to the UAS web style guide and ‘Writing for UAS websites’ guidance to ensure the 

style and content of your writing is consistent with UAS standards. 

 

 In the layout options select the alternative WYSIWYG style if your reusable content is for 

Region 3, otherwise leave layout options as they are. 

 

https://communications.admin.ox.ac.uk/uas-web-style-guide
https://communications.admin.ox.ac.uk/writing-content-for-uas-websites
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 You can add multiple widgets to one reusable content item so, in the example above, 

the call to action would be the first WYSIWYG widget, the contact details second and the 

related links third.  

 The templates are set up to only include only one reusable content area, as it is likely 

that you can create as single pieces of content all the versions which you will need. It is 

possible, however, to display more than one reusable content item in a specific region of 

your page. If you require that your templates be changed to give this option, see the 

guidance on this page about templates for more information. 

 When you have added all the content you need, click Save.  

 To display reusable content on your page you select in the reusable content widget 

when editing Region 3 – see that guide for more details.  
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