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Introduction

While Injio is designed with best practice information architecture and user experience interface,
every organisation is different, and you may wish to adjust the design or structure of your intranet

over time.

This guide is designed to assist Intranet Admins to configure their Injio site including menus,
modules, colors and content. You will need to have edit access to be able to make these updates. If

you wish to make any changes not included in this guide, please contact WebVine.

This guide starts by giving you an overview of the Home Page where these modules appear and will

continue to describe how to create and maintain your new intranet in a professional manner.
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Homepage
The homepage contains the most important elements of the intranet - the inform

functionality that people will use the most.
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Recent Documents
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Glossary

Root Site

Default site in the SharePoint tenant (https://<TENANT>.sharepoint.com/)

Data Source

List / Document library that holds the data

Settings

Site settings in the top right corner of the intranet site (gear symbol)

Ellipses

Three vertical dots seen beside items in the lists or next to the list / document
library. Clicking on it would display additional options.
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Site configurations

How to navigate to Site Contents

How to rename a URL/make homepage
How to add a logo

How to add a favicon and mobile icon
How to change the theme of the intranet
How to check user access

How to grant site access

How to remove site access

How to navigate to Site Contents
Many configurations in this manual will require you to navigate to Site Contents. Here is how to do
this:

1. Navigate and click on Settings symbol in the top-right corner of the Intranet

U < B

2. Select ‘Site Contents’ to be redirect to the page

Settings X

SharePoint

Add a page

Add an app

Global navigation
Site information

Site permissions
Apply a site template
Site usage

Site performance
Schedule site launch
Change the look
Manage Viva Connections

Office 365

View all

How to rename a URL/make homepage
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1.

2. Find the page > click on the ellipses

Navigate to Site Settings > Site Contents > Site Pages

Site Pages

v B

Name

Created By: Webvine1(7)

) a

a)

&

&; S

test.aspx

Announcing-SharePoint-page-...

The-Future-of-Work---Place-vs-...

Helping-customers-accelerate-t...

Wolf-Lock-Safety-Container---R...

Home.aspx

'Image-GaIIery.aspx

Modified By

Webvine1
Preview
Share
Copy link
Delete
Flow
Pin to top

Copy to

Rename

3. User can Rename the page or make it as the homepage of the current site/subsite

How to add a site logo
1. Select a logo

Note:

2. Navigate to Settings > ‘Change the look’
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Dimension: 92px*64px

File size: < 500kb;
File format: .png preferred

Settings

SharePoint
Add a page

Add an app

Site contents

List settings
Global navigation
Site information

Site permissions

Apply a site template

Site usage

Change the look 2

Manage Viva Con

nections




3. Select ‘Header’

Change the look X

Header

Navigation

Footer

4. Navigate to the bottom of the menu to find ‘Site logo thumbnail’ and ‘Site logo’

Use the change option to select the logo from the local computer files

Note: Please make sure to change both logos

Site logo thumbnail (i)

F#Z Change | [I] Remove

P+ Change I Remove

How to add a favicon and mobile icon

1. Use an online tool to make favicon and mobile icon e.g., https://favicon.io/favicon-
converter/

Note: Dimension ratio: 1 to 1
Dimension- favicon: 48px*48px
Dimension- mobile icon: 32px*32px
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https://favicon.io/favicon-converter/
https://favicon.io/favicon-converter/

File size: < 500kb
File format: .png preferred

2. Upload the images to Site Assets folder (Settings > Site Contents > Site Assets). You can create
a folder for logos (optional)

3. Copy path of the image
a. Click on the ellipses beside the image

b. Navigate through the menu to find ‘Details’

() favicon.ico = 1D Preview
e

4. Scroll to the bottom of the menu opened on the right to find ‘Path’ > copy the path using the
option

Path| 1Y

Discover > Site Assets > favicon.ico

5. Navigate to the ‘Injio Configuration’ list in Site Contents
6. Copy paste the data in the ‘Data’ column in a notepad to make changes

7. Navigate through the data to find ‘faviconUrl’ and ‘mobileBookmarklconUrl’ and paste the

respective URL in inverted comas (“ ”’) and finish with a comma (,)
Note: Please make sure the inverted commas and comma is placed and no other changes are made to the data

8. Copy-paste the modified data back to the ‘Data’ column and Save

How to change the theme of the intranet
SharePoint has a collection of themes. You can choose the one which is more to your liking.

1. Navigate to ‘Settings’ > ‘Change the look’ > ‘Theme’
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Change the look X

Theme

Header

Navigation

oo

Footer

2. Choose from the multitude of themes and click on ‘Save’ at the end of the menu

“ Theme X

Site theme.

(o Current selection
- Abc

Company themes

Contoso Electronics HR

Contoso Electronics
Marketing

>
g

Contoso Electronics.
Abc Sales

Contoso Electronics
Abc Technologies

v BAl Theme

) = BritishSchoalTheme
Abc

=
3

-~ Abc
AccoladeWinesTheme

nspireFCUTheme

)
:l :
5

GraceTheme

)
I :
-

DSATheme

- >
7

OCIMFTheme

 Abc

SharePoint themes

Ab

" Abc

Note:

1. Please make sure the chosen theme is selected in the ‘Site theme- Current selection’
Please contact WebVine if you want a customized colour

How to check user access
The default SharePoint groups have three levels of access

1. Owners group: Full control
2. Members group: Edit
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3. Visitors group: Read

For permissions granted by SharePoint Group:
1. Go to ‘Settings’ > ‘Site permissions’ > ‘Advanced permissions settings’
‘Under Permissions tab’ > ‘Check Permissions’

2
3. Input user’s email
4

Click ‘Check Now’

How to grant site access
Select the group to whom admin would like to grant user access

New > Add Users

Search for users by email > select user

Show options > check/uncheck to send email invitation
Click ‘Share’

g N W N =

How to remove site access
1) Select the group from whom admin would like to remove user access

2) Select the user(s)
3) Actions > Remove Users from Group
a) For permissions granted by SP Group:

b) For permissions granted by AD Group:

Note: Please contact your IT team to remove the user from AD Group

Page authoring and configurations

How to create a page and add content
How to add sections to the page
How to add web parts to the page
How to edit a page

How to hyperlink text in a page
What are comments, likes and views
How to remove page comments
How to delete a page

How to save a page as a draft copy
How to publish a page

How to create a page templates

How to create a page and add content
Method 01: Creating a page from the Homepage
1. Navigate to ‘+New’ option on the Homepage under the Mega Menu
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SharePoint

Discover

People and Culture Produ

+ New % Page details Analytics

2. Select ‘Page’ from the drop-down menu

+ New ~ I8¢ Page detai
List

Document library

Space
MNews post
MNews link

Video news link

App

3. Select a template from the existing templates or select “Blank” to make your own

page > click on ‘Create page’ to finish.
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Pages Balanced Template

Templates  Apps

Saved on this site

Balanced Template

Text Hoavy k& WHAT IS LOREM IPSUM?

Lorem Ipsum is simply du

WHERE DOES IT COME FROM?

View templates folder

Note: Refer to “How to create a page template” to create a page template

Method 02: Creating a page from Site Contents
Data Source: Settings > Site contents > Site Pages

Settings

SharePoint
Add an app
1
Library settings
Site information
Site permissions
Site usage
Change the lock
Site designs

‘Promoted State’

3 mame Type

Documents Document library

2 Form Templates Docu

D Site Assets

& Style Library Document library
M Contacts List
@  Location List
T web Links List
I Events Frenks It

[

column helps to distinguish between pages and news as follow:

Promoted State

0

Page (Draft, Pending approval or Approved)

1

News (Draft or Pending approval)

News (Approved)
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Site Pages

O - Name Page Category News Category Region Business Unit Approval Status ~~  Promoted State
|y 102 Altemative-Home-Pageaspx . Approv d 0

[ ERRCS Ideation.aspx m Draft )

[ ERmCE Local-buyers-are-out-in-force-on-the-Suns... Prestige News Australia Approved

How to add sections to the page
1. Click the ‘ + “ icon on the left to create a new section with preferred layout

® Section layout I
“I O 0o 000

One column Two columns  Three columns
D
& 00 0o 18]
} One-third left  One-third right  Full-width

column column section

¥l

Vertical section

-
a. Click within the section or use the "© button on the right to update the layout

options or to add a background colour of the entire section

o !
Injio 10 Mader i * Followin Section .
Yo inj Hi, Emma 2 ~ 9
Layout options
Home News & Announcen Collzboration Frployee Fesentials  Business Support Search Centre
®
B Swessdmt ~ 9 Undo ~ 63 Page detais  Your page has been saved TN R O o m
One Twe Three
e || e || S

N 0a
ame your page )
S mmmmmy '

.
* "

2. Clickthe ™ button of a section to drag and drop the section across the page and

rearrange the order of the sections

14|Page



”Name your page

o [EmmE
| R

n

[ |

How to add web parts to the page
SharePoint provides a wide range of web parts for building pages. The following are some of

the commonly used web parts.

When making changes to your site, such as adding or modifying web parts, you can undo or

redo the changes by selecting Undo, and from the dropdown, select Undo or Redo as needed.

Note: Keyboard shortcuts such as Ctrl+Z or Ctrl+Y, can be used respectively

Saveasdraft ) Undo | v £ Discard changes

) Undo (Ctrl + 2)

¢ Redo (Ctrl +Y)

i L L | 1

1. Hover the mouse above or below an existing web part, there is a line with a circled +,

like this:
\_G—L

2. Click ‘+’ and there is a list of web parts to choose from. To quickly find the webpart,

start typing in the Search box
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Search Ve

Featured
A ~d O
Text Image File viewer

@ < b

Highlighted

3. Or, click Expand to show a larger view of web parts by category

J2 Search
< All by category ~

L All by category

AllAs Z D @ (Jllr

Featured

File viewar Link Emb
Text. media. and content

Diseovery
Text,

Communication and collaboration

Business and intefligence
JARY </> 0O

Bing maps Divider Embad Filg vigwer Ima

Popular Web Parts
e Text
e |mages
¢ Image Gallery
o Tiles

e Quick Links

Text

Text web part can only contain text and links. Modern SharePoint site does not
support rich text
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Bearch e
Featured =

P A M

Text Image File viewer

Add and format text
@ 8
Link Embed Highlighted
content

All A to Z

Create a Text web part, copy and paste the entire content from Word document to the text

web part. All the content including text and images will be pasted to the page easily.

Saveasdraft £ Discard changes & Page details

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the

en an unknown printer took a

Text can be formatted using the toolbox

1. To add a link, click on the link icon in the toolbox

Normal text

2. Click the ellipses for more formatting options such as text size and colour. However,
font style cannot be changed
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Text and table formatting

7 C e

Font style
Normal text
Font size

17

B / U = ¥
. Font color «

|:| Highlight color +

Paragraph

Hyperlink

[']
]

Table

Images

The Image web part shows one single image only.

Drag and drop an image from a local computer to the page, and an image web part will be
created automatically.

Page Title
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Image Gallery

Use Image Gallery for displaying multiple images

S

User can choose existing images in the site or upload new images when prompted:

Recent images

D) Recent

: ol &~

DO Web search

¢ D
~ v

>4° -fitness-trac Faccbook rev Loled 3 675-AAIM Ig~5 -l 3631- wsge

M. T

m;o &ocem!or Bannel Mcd announcements \rm odem for L

1. Click ‘Open’ after selecting all images.

2. After uploading the images, user can edit the web part layout

Tiles

1. Click ‘Edit web part’

PZ8l| it web part |
I \ e |©

~+ Add
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2. Change the Image Gallery layout.

Image gallery

[]

Carousel

! Add a title

Quick Links

User can create tiles to show links

Quick links

+ Add links

Documents D) RWT Policies [Ez{ RWT Forms
Calendar EL 1T Announcements gq HR Announcements

1. Click edit Web Part to change the Layout
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Quick links

How to edit a page
Navigate to the page user need to edit, click Edit at the top right of the page

Published 12/12/2018

1. Edit the page title on the top (This does not change the URL)

Save asdraft £ Discard changes £33 Page details

z
=]

?

TESTING PAGE

@ Webvine Consultant

2. Click the button on the left to change the layout of a section

3. Click the ™ button of a webpart to drag and drop it across different sessions
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Page Title < } links

Move web part

W — s I
= Qb services Dicectory

B Employment Opportunities

© Viceo Gasery

o

4. Add documents or new content to an existing Highlighted content web part

In the page with a highlighted content webpart, edit the webpart

Most recent documents

.
4

DA ARTR 57 7L ST

e T
i i Amats” DA 5813 P T

E &
7
{

@ e i et et ot
ourPlace ourPlace
_41d135¢d802645228ba338ac5d52e9d0 23fc97c314de45508695595ea5a9954b

2021-01-27T15-59-25 2021-01-27T15-59-25

Emma Suen Emma Suen
Edited 27 Jan. 2021 Edited 27 Jan. 2021

Note: Refer to the web part properties to check where to map the document/content
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Highlighted content X

@ Filter

(O custom query

Content ~
Source
|Adotumenl library on this site v|

Document library

Documats 7]

Document type

o 7]

-+ Add decument type

Filter and sort ~
Filter
Column name ~

Enter a word to narrow down the list of
column names, and then select a column
from the dropdown list

Find a column

|

Column name

| Page_x0020_Location e |

7]

| Certificate of Currency

e.g., to have the document to show in this webpart, tag the document in ‘Documents’

library with ‘Certificate of Currency’ under Page Location column

Documents

Nane Decument Category Page Location 7

3 Marsh insurance Col Industrial Special Risks.pdf

How to hyperlink text in a page
1. Navigate to a page and go to edit mode

2. Select the text you want to hyperlink

3. Click on the ellipses to open more styles

More styles

4 @0 W MNormaltext ~ 18 v A v Y « B T

IC
Il
i1
il
il
11

4. Select ‘Hyperlink’
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1= Numbered list
»= Increase indent
<= Decrease indent
@ Insert table

' & Insert image

S Strikethrough

IIC—] Hyperlink |I

X Superscript

Xa Subscript
g Clear all formatting

D More options
I

5. Enter the URL in ‘Address’ and edit other fields if needed

Insert link X

Address

‘ https://www.google.com ‘

Text to display

‘ containing ‘

Search

containing ‘

Pages on this site that match your search

Title Modified

testing 14 Apr 2022

D Open link in a new tab

m Cancel

6. Click ‘Save’

Note: The save button will remain hidden until a link is added

What are comments, likes and views
Users can leave comments and likes at the bottom of the page. User can also see how many

views the page has. Hover over Likes to see some of the people who liked the page. Click on
Likes and you can see a list of all the people who liked the page
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How to remove page comments

1. Click on

How to delete a page

SharePoint site owners and administrators can easily delete modern pages from a

SharePoint site.

the ellipses on the bottom right of the comment > ‘Delete’

E Justin Andersen

14 January

@Belinda - Seems you were right about Gold Coast.
S Reply Y Like

1. Navigate to Site Settings > Site Contents > Site Pages

2. Select the page

> click on the ellipses to the right of the selected page

Site

3. Click ‘Delete’
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Pages
D MName Mod
@ Meet the team.aspx Lore
@ Project Report.aspx

Show actions
@ Regional Sales Update.aspx = - Lore




5] Meet the team.aspx

g Project Report.aspx

g Regional Sales Update.aspx 1= Preview
5] vzdawigx.aspx ‘- Share
Copy link
a8 News Test.aspx ‘,
‘ Delet@}
a ndvip7by.aspx

Deopn—ee

How to save a page as a draft copy
If user wants to make changes to a page but does not want it to be visible to the audience
yet. User can click ‘Save as draft’ on the top bar. Only users with edit access can view this.

B] Save as draft J£&3 Discard changes £33 Page details

TESTING PAGE

How to publish a page

For all users to view the page, the editor must publish the page (Submit for Approval- if set
up)

Pzl 2\ Submit for approval Ve |

How to create a page template
1. Navigate to ‘+New’ > ‘Page’
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-+ New ~ 0% Page details
List

Dacument library

Mews post

Mews link

App

2. Select an existing template or “Blank” to start with

3. Add a page name in the title area. A page name is required to save the page

4. Add an image to the banner area or use the existing image from the template
Note: Dimension: 1800px*326px
File size: < 500k

File format: .png preferred

5. Selecting an image-

i. Click on the image icon to upload a picture

B Saveasdraft | v 9 Undo | v & Page details

You can select images from any of the options listed
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(%) Recent

B3 Stock images
Q. Web search
& OneDrive
& site

0 Upload

& From a link

ii. Click the icon to reposition the image

& Save as draft

Drag the cursor to set a focal point

iii. Edit the Title Region- select the pencil icon on the banner to open the menu

6. Add webparts (text, images, etc.) to the page

7. Select ‘Save as template’ from the drop-down menu beside ‘Save as draft’
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B Saveasdraft | ~ %) Undo | ~

Save as draft

5ave as template

8. Give a title to the template and click on “Save page template” on the top-right corner

of the page to finish

Save page template
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Injio Configurations

Injio Configuration list allows users to customise the intranet look & feel.

Date Source: Site contents > ‘Injio Configuration’

Configuration for custom look & feel
1. In the list, click on the ellipses next to Injio Core and select ‘Edit’ from the menu

(V] Injio Core & @ Open

Edit

Share

2. Highlight and copy the text in Data field

Data

“rootSiteUrl":"https:/fwebvine.sharepoint.com/sites/InjioModern”,
"topSuiteBarColour:"#333333",

Paste it in a notepad for easier editing
Refer values to the following table

Replace the values to customise look & feel for the intranet

o U1 N W

Paste the text back to the Data field > ‘Save’

Value reference list:

Title Description Value

rootSiteUrl URL start with https://
(This needs to be
updated after the site
URL change)

Top bar Properties
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topSuiteBarColour Color of the top Hex code, rgb, text etc
(SharePoint) bar
SPSearch Show default SharePoint True/False

search box in the top bar

or not

Header properties:

SPMenu Show SharePoint default True/False
menu or not

SPActionMenu Show SharePoint action True/False

menu or not (e.g.
following, share button)
SPHamburgerMenu Show default SharePoint  True/False

menu in mobile view or

not

Greeting Greeting shown before the There will be no greeting
staff name if left empty

Search properties

injioSearch Show Injio search box in  True/False

header or not

searchOptionPrompt Prompt search options True/False
after enter

staffDirectory Show people option in InjioTrue/False

search box or not

Logo/Icon properties

faviconUrl Favicon location. Icon file  URL starts with https://

must be named as

‘favicon.ico’

mobileBookmarklconUrl Mobile bookmark icon URL starts with https://
location

logoUrl Int URL starts with https://

ranet logo redirect link (leave blank if not
redirecting to homepage

only)
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logoBigger

Mega Menu
properties

megaMenu
megaMenuUnderline
megaMenuAlignment
megaMenuColumnMax
Width
megaMenuColumnWidt
h

megaMenuColumnSpaci

ng

Magic links column
properties

feedbackButton

magicLinks

magicDocs

magicContacts

magicLinksSquare
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Show logo in large size or

not

Show mega menu or not

Show grey border line
under mega menu or not
Control alignment of the

drop down menu item

Maximum width for
dropdown columns
Minimum width for
dropdown columns
Padding left for dropdown

columns

Show feedback button in
magic links or not

Show magic links column
or not

Show magic docs in magic
links slideout or not

Show magic contacts in

magic links slideout or not

True/False

True/False

True/False

- leave blank to align left
- ‘center’ to align center
- ‘flex-end’ to align right
Number with px, e.g.
‘300px’

Number with px, e.g.
‘300px’

Number with px, e.g.
‘45px’

True/False

True/False

True/False

True/False

True: Square shaped items True/False

False: Round shaped items (magicLinksLabellnlcon

also must be ‘true’ to
show square icon, vice

versa)



magicLinksLabellnlcon True: show title within the True/False
icon

False: show title under the

icon
magicLinksColumnWidt Width of magic links bar  Number with px, e.g.
h ‘40px’
magicLinksColumnShad Show shadow on the right True/False
ow of the magic links or not
magicLinksColumnColo Color of the magic links  Hex code, rgb, text
ur bar
magicLinksButtonlcons Remove any of the

following sections to hide

from magic links

Personal Fabric ui icon for ‘My Fabric ui name (Available
stuff’ icons)

AddLink Fabric ui icon for ‘Add a  Fabric ui name (Available
link’ icons)

System Fabric ui icon for ‘System Fabric ui name (Available
links’ icons)

Quick Fabric ui icon for ‘Quick  Fabric ui name (Available
links’ icons)

Additional Fabric ui icon for Fabric ui name (Available
‘Additional’ icons)

Font

contentEditorFontType Default font style for text Font style, e.g. ‘Arial’
web part

contentEditorFontColo Default font colour for Hex code, rgb, text, e.g.

ur text web part, ‘Navy’

contentEditorFontSize Default font size for text Number with px, e.g.
web part ‘20px’

contentEditorFontWeig Default font weight for Number, e.g. ‘500’

ht text web part

contentEditorFontType Default font style for text Font style, e.g. ‘Arial’

web part
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https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons

Map Properties

contentEditorFontType Default font style for text Font style, e.g. ‘Arial’

contentEditorFontColo
ur

contentEditorFontSize

Others
googleAnalyticsCode
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web part

Default font colour for
text web part,

Default font size for text

web part

Connect SharePoint Usage

with Google Analytics

Hex code, rgb, text, e.g.
‘Navy’

Number with px, e.g.
20px’

Place google tracking ID

here



Injio Modules

Mega Menu

The Mega Menu is where all the top menu items reside across the entire intranet. A menu item that
has one or more Region tags (if these have been added) is only visible to the local users. It can have
up to 3 tiers with a maximum of-

For tier 1 - Maximum 8 Tabs

For tier 2 - Maximum 5 Columns

For tier 3 - Maximum 8 Items

People and Culture Communications Locations Departments My Workspace

social Hub People.

Social Hub Opportunities

Top Posts

My Likes and Comments Achievements

Social Events Employee Recognition
Our Gumtree

Features

e This is the main menu containing navigation items
e Can be linked to different pages on/outside the Intranet

e Can be customised as required, including background images as pictured

Configurations

Data Source: Site contents > ‘Mega Menu’

How to add menu items

How to config menu colors

How to add Ul Fabric Icons (Icons from Microsoft)

How to add a custom image as an icon

How to rename mega menu items
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How to add menu items

1. Go to Site Contents > Mega Menu. The top-level folders contain the first-level menu items

Mega Menu

2. To add a new folder, click ‘ + New * > ‘MegaFolder’

+ New v | & Quick edit

= ltem

i MegaFolder

3. Enter all the details

New item

Content Type
MegaFolder

4. Click the first level folder to go to the second level menu items. Use the same approach as

above to add new folders
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Mega Menu > Civil

O Title Order Icon URL

Government law 1

Combined specialist teams 2

Specialist services 3

5. Click the second level folder to go to the third level menu items. Click ‘New’ > ‘Item’ to add

a new link to the menu. If it is a document, a corresponding icon is shown on the mega menu

Mega Menu > Civil > Government Law

Title Order lesn URL

B  Immigration 1

B! Sodal security

@) nNDis

How to config Menu colours

1. Go to Home Page > Settings > Site contents > ‘Mega Menu’ list

M Mega Menu List '

2. Controlling colours of top-level individual item

Mega Menu
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Columns Options Examples
Background - Text Orange
color - hex code
- RGBA
Font size Text 16px
Font Color - Text #HEFFFff
- hex code
- RGBA
Font Weight Values between - *leave blank* -default
400(default, normal) to - 600
700(bold)
Font Shadow Text 1px 1px
#bdbdbd

3. Controlling colours for drop down menu items

Mega Menu
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Options Examples

Cascading Style Yes Yes

1. (with menu color, font

color, font weight columns

empty) inherit color settings

FEEEREAE

from top level

2. assigning different
colors/background to
dropdown items

No (default)

NOTE: No stylings will apply to the

dropdown items

No
..... [ — [P w—— I m
Menu Color Background colors rgba(255,165,0,0.82)
- Text
- hex code
- RGB
- RGBA

Background image- url("https://webvine.sharepoint.com/sit

Replace image URL and paste es/InjioModern/SiteAssets/20Npris.jpg”)
it in the center/cover no-repeat

cell
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Menu Font Color - Text

- hex code

- RGB

- RGBA
Menu Font Value between 400 (default,
Weight normal) to 700 (bold)

How to add Ul Fabric Icons (Icons from Microsoft)

Microsoft provides a wide range of icons that can be used as icons for mega menu items (only for

second-level mega menu items: sub-folders, and mega menu items)

The icons can be accessed from the Office Ul Fabric Icon website -

https://developer.microsoft.com/en-us/fluentui#/styles/web/icons#available-icons

1. Select the icon you’d like to add to the Mega menu item.

For example, if you’d like to use the below selected icon as the logo, note the name of the
icon. In this case, it is ‘6PointStar’

Available icons

Fluent Ul React (font)  Fabric Core  SVGicons  SVGicons (branded)

fJ Searchicons ‘

W2 L O & ©

¥ X = —
./_I\G o o S= = @ 5

/QA = = ( | ) ﬂ @ ECZ

2. Select the Megamenu sub-folder/ item that you’d like to add the icon to and click ’Edit’.
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https://uifabricicons.azurewebsites.net/
https://developer.microsoft.com/en-us/fluentui#/styles/web/icons

B dtingidview & share - X 1 s

Mega Menu ¢

O Title v~ Order T URL v

©

©  Policies
Operational
B Staff Safety

People and Culture

Knowledge Hub

3. Type the name of the chosen icon under the ’Fabric icon' column then click on ’Save' at the

bottom.
Mega Menu % Palicies
0 Title ~ Order T URL ™ I Fabric Icon

6PointStar

o

(/] ~ Policies

@ lcon

Operational

4. Refresh the page, and the logo will appear on the Megamenu.

People and Culture  Products / Services  Communications Locations
Policies & Formss v Forms
Annual Leave Policy Leave Request Form
Dress Code Policy Education Support
Training Policy Travel Request Form
Policy Library

Training Request Form
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How to add a custom image as an icon
Note: only images with a ’.svg‘ file type can be added as logos for the mega menu

1. Upload an ’.svg’ file to Site Contents > Site Assets > ’Logos’ folder

2. After the file has been uploaded > click on the ellipses > click on ’Details’

eople and Culture Commu . ons
+ New v
A Ma:
te Assets  Logos
[
Name olote lodified By
J
1 f

Pin to tog
(] ;¥ homer-simpson svg O

2 [0 ]

3. ’Details’ pane > locate the ’Path’ field > and click on the copy symbol. This will copy the

image’s relative URL to your clipboard.

Logos

More details

Activity

There is no recent activity for this item.

Type
Folder

Modified
November 25, 2021

path[ D]

dev_mansi > Site Assets > Logos

Size
205 MB

4. ’Site Contents’ > ’"Mega Menu' list > select the item/sub-folder of choice and click on ’Edit’
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Who We Are Open

Edit
j Edit E Editin grid vie Edit in grid view
Share
Mega Menu > Copy link
O Title v Copy field to clipboar

Manage access
(] ~ Who We Are

Delete
Working With Us

Automate

5. Paste the copied link in the ’lcon’ column and click to the side to Save

URL

https://webvine.sharepoint.com/sites/dev_mansi/SitePages/testing.aspx

Fabric Icon

Enter value here

@ Icon

https://webvine.sharepoint.com/sites/dev_mansi/SiteAssets/Logos|

Alternative text

Background Colour

Enter value here

Font Colour

#1C9BC7

6. Refresh the page, and the image will be added as logo for the Megamenu item/sub-folder
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People and Culture Communications Locations

$ Policies & Formss E oy

Annual Leave Policy
Dress Code Policy
Training Policy
Policy Library

Training Request Form

How to rename menu items

1. Navigate to ’Site Contents' > ’Mega Menu' list > select the item/sub-folder of choice and click

on ’Edit’ in either places

Who We Are Open
Edit
B3 Editin grid vie Edit in grid view
Share
Mega Menu ¢ Copy link
O Title v Copy field to clipboar

Manage access
®  WhoWeAre

Delete
Working With Us

Automate

2. Edit the item name in the “Title” space and click on “Save” to finish

2 K Cancel @ Copy link

People and Culture

Content Type

MegaFolder
1

[=] Title

People and Culture
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News

This section is for news articles and in most cases this module is featured on the homepage. Articles
are usually accompanied by a photo or illustration. The module can be displayed in different styles.
The news title eg “Launch Your Intranet Site With a Bang” will display on the home page. Clicking on
this will deliver the user to the full news article.

Launch ye@fifeWiiRtranct with 3bang

‘ember 132019

Homepage News option

Android Wear 2.0 is finally

Shooting in y City
set to arrive

leaves 6 dead, including

R Legal Aid Intranet iy Legal Aid Intranet
Why is everyone choosing Microsoft adds Office 365
anintranet in a box onnectors to Qutlook
T ———
Features

1. Show customised numbers of published news items
2. Show the news category, title, author, published date

3. Click on the news title to go to the news details page
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4. Click on ‘See all’ to go to the All-News page

News landing page

Features

1. The News landing page shows by default all the published news- sorted by published date in

descending order

2. ‘Email a news digest’ enables users to share multiple news in one email

Note: ‘News Digest’ must be toggled on in News webpart settings

3. Filter button with customisable filter values, e.g., Created date

4. On each News card, you can view the Title, Author, Published date, Number of likes and

comments
5. Click the News card to navigate directly to the news details page

6. Click Show More to load more news cards
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News Detail page

new intranet with a bang

© vnm

Recent News

-~

EL) ch your new tranet with a bang
Y
Androd

« Celebrate launch day

Comments

Features

1. Shows the details of the selected News in the left section and recent News in the right

section
2. Shows the number of likes, comments, and shares of the news

3. User can like, comment, or share the news and like or reply to the comments
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Configurations

Data Source: Site contents > ‘Site Pages’ > Promoted State ‘2’

How to create News

How to edit a News page

How to delete a News page

How to config the News web part
How to schedule a News ltem

How to create News

1. Click on ‘+New’ on any site page > ‘News post’

4+ New | &8 Page details

List

Document library
Page

Mews post

MNews link

App

2. Select ‘News’ template if available > ‘Create Post’

News News

Templates

Saved on this site 1

Recent news

Template

Built-in

3. Fillin all the details- ‘Title’, ‘Author’ (optional), ‘Body’ and assign a banner image (optional)
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Please do the following when creating a news Recent news
* Input a page name

& ext
dding a new image

s category” in the right panel
ady

view approval to publish

« Check homepage news webpart showing the new news

4. If no image is provided, the default image can be chosen from the news template

5. Click on ‘Save as draft’ in the upper left to save
Note: The page will not show up on the All-News page or Homepage until published.

6. News Authors will not see the ‘Publish’ button, only the ‘Submit for Approval’ button will be

visible. An email will be sent to all members in the News Approvers group to review.

Note: Members in the News Approvers group can publish the post directly.

How to edit a News page

1. Navigate to ‘Site pages’ library
2. Settings > Site Contents > Site pages
3. Navigate through the library to find the post and click to open the page

4. Click on the ‘Edit’ button to edit the news page.
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News article

5. Edit the fields as required and ‘Submit for Approval’ or ‘Publish’ the page

How to delete a News page

1. Navigate to the ‘Site pages’ library

2. Select the News item to delete > click on the ellipses > ‘Delete’

(] @ 30 How-To-Download-Samsung-G... O Preview
@ Climate-change-is-fueling-a-second-chanc... Share
Copy link
@ Facebook's-mysterious-hardware-division-i...
Delete

How to config the News web part

1. Navigate to the page containing the news webpart > Click ‘Edit’

2. Select the webpart and click on the pencil icon to edit
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{ Legal Aid Intranet

g officer and three civilians

Legal Aid Intranet

Android Wear 2.0 is finally set to arrive

Liu, Ares Dec 11,2019

Shooting in Jersey City leaves 6 dead, including police
Liu, Ares Dec 11,2019

Legal Aid Intranet

Why is everyone choosing an intranet in a box

Liu, Ares

Legal Aid Intranet

Microsoft adds Office 365 Connectors to Outlook
Groups, enabling Slack-like integrations

Liu, Ares Nov 29,2019

3. Edit the properties in the menu on the right

Title
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Injio News X
Group Name
Title of web part
Mews
Web part style
Homepage News
News style
Grid

Number of items
=0 4
Filter settings

Filters

Edit filters

Title of the web
part

User can name the title

Title of web part

News .



Web part
Web part style  User can choose the
Style Web part style
Style from the drop— Homepage News

All News
. Homepage News
down list. E.g., All News, o
Homepage News?,
Recent News
Display style User can choose which
News style
News style
Style tO have. E.g. Slideshow Panel Transparent
Carousel
Carousel, Vertical, Grid .
Grid
Card Slider
Slideshow

Slideshow Panel

Slideshow Panel Transparent

Note: Web part style for homepage must be ‘Homepage News’

4. Enable audience targeting - Toggle to ‘On’ to select the category from SP admin or AD admin

Audience Settings

Enable audience targeting
@ o

Source List Property

Target User Property

General Category Name

Choose a list field to match with
Source list Property . .
SharePoint user profile property

Target User Property Choose a SharePoint user profile
property to match with the

selected list field
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General Category Name The category that show for all

users, e.g. General

5. Edit refiner to filter the News items to show

Note: Please refer to section 1.17 Refiner in this document to configure Refiner

How to schedule a News Item
Method 01: Using the Scheduled Publish Date column in the Site Pages list

1. Click on ‘Edit’ on the page that contains the Injio News webpart

2. Click on the pencil icon on the webpart to configure the webpart settings

News Category Page Category

Sorted by Scheduled Publish Date

3. Go to Site contents > Site pages

4. Click on Edit in grid view > Select Site page > edit ‘Scheduled Publish date’ column and enter

the date that you want the page to be published.
Note: Please note that the news page should be approved after scheduling a date to publish. Also, the Injio News

web part does not currently support scheduling by time, but the pages go live on a scheduled date at 12 AM

Method 02: Using the Publish Start Date column

Note: This method can only be used for Site pages and News Items but not for Announcement Items, and eliminates a

drawback of method 01, where pages cannot be scheduled to go live at a particular time.

1. Site Contents > Site Pages

2. From the menu option, turn on ‘Scheduling’

+ New v BE Editin grid view @ ExporttoExcel % Power Apps £1 Automate ™
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Toggle ‘Enable
Enable Scheduling

Scheduling’ on in the Scheduling )

Turn on scheduling to enable page authors on
pOpUp men U this site to select a future time to publish

pages and new posts. Learn more

Enable scheduling

@ on
From the ‘Show/Hide
Add column
columns’ settings under 1
‘+ Add Column’ menu

Date and time
Choice

Hyperlink

Currency

image

Managed metadata
Lookup

Mare

Content type

3. Hide (uncheck) ‘Scheduled Publish Date’ column and add (check) ‘Publish Start Date’

4. Site settings > Library settings

Settings x

SharePoint
Add a page
Add an app
Site contents

Library settings

Global navigation
Site information

Site permissions
Apply a site template

Site usage

Change the look

Set up Viva Connections

5. Under the ‘Content Types settings’, click on ‘Site pages’ and remove ‘Scheduled Publish Date’

column and add ‘Publish Start Date’ if not present already
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Scheduling a News Item/Site page with Method 02
1. Create a News item (refer to ‘How to Create News’)

2. After making required changes to the News/Site page and before publishing the changes,
under ‘Edit’ mode, click on ‘Page details’ from the top menu bar and turn Scheduling ‘ON’

and enter a date & time for publishing the page

Scheduling

@ o

E51 Publish at this time

| 29/01/2022 02:00 an|

January 2022

T
M T W T F s 5§
27 28 29 30 31 1 2
3 4 5 & 7 8 9

1]

0011 12 13 14 15 1

17 18 19 20 21 22 23

4 25 2% 2?@29 30

31 2 3 4 5 6

09:00 AM o]

v

ped

Note:
i. If Scheduling is not turned on the page will go live right away

ii. If a page is published right away by mistake, under edit mode, follow the above steps to
schedule the page.

3. To post a new page as a News item, after scheduling and publishing the page, select the

’

‘Promote’ option from the top menu bar for the page, and select ‘Post as News on this site

option.

. Help others find your page
dev_mansi

testing

@ =i

4. The page will be posted as a News item at the scheduled time.
Note: Method 2 only works for News Items and Site Pages NOT for Announcements
. The column ‘Scheduled Publish Date’ should only be deleted for Content Type- Site Pages and NOT in

Columns
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News Ticker

This module is a scrolling view of important messages to be shown on the Intranet. These can be

News, Announcements or other items

Homepage News Ticker

I:Hiﬁu,iv wrmey- investingin Employees’ oles and creerprogrss wnes ourvero con

Features
1. Show customised number of items
2. Customisable color and text for the webpart title
3. Able to show item title and one line summary for each item
4. Hover on the item to stop the news ticker scrolling
5. Click to open a pop up to show the details

6. Show in different category colors

News Ticker detail page

Welcame to MyJourney- Investing in Employees’ roles and
career progression

Y (]
L r'r?gJoumeg

2 2 capability framework as part of this concsy
d capability requirements for all job rales ot Ability

it and transparent framewark that underpins al people management

oA rarmmaranian <rieTise snd

Features
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1. Show the title, description and created date of the selected item

Data source: Site contents > ‘Newsticker’
Category source: Site contents > ‘Newsticker_categories’

How to create a News Ticker item

How to edit a News Ticker item

How to delete a News Ticker item

How to config the News Ticker web part
How to upload an image for the tile

How to create a News Ticker item
For News

1. User can set ‘Show On News ticker’ to “Yes” through page details when
creating the news
Or
1. ‘Site Content’ > ‘Site Pages’
2. Select the news that you would like to show in the news ticker
3. Click on the ellipses > ‘More’ > ‘Properties’
4. In the right panel, under ‘Show On Newsticker’ > select ‘Yes’

5. Open the news and publish it again

For Announcements or News ticker list
1. ‘Site contents’ > choose the list you want to use e.g. announcements
2. Click to open the form to create a new item

3. Fill in the required fields and ‘Save’

How to edit a News Ticker item
For News

1. ‘Site Contents’ > ‘Site Pages’ to edit the news item

For Announcements or News Ticker list
1. ‘Site Content’ > Navigate to the list
2. Select the item you want to edit
3. Click on the ellipses button > ‘Edit’
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Title

(V] The Future of Work - Place vs P... O Open
Edit 2

Published Date

4., Edit the item and Save

How to delete a News Ticker item
For News

1. Go to ‘Site Content’ > ‘Site Pages’

2. Select the news that you would like to remove from the news ticker
3. Click on the ellipses > ‘More’ > ‘Properties’

4. In the right panel, under ‘Show On Newsticker’, select ‘No’

5. Open the news and publish it again.

For Announcements or News Ticker list
1. Go to ‘Site Content’ > Navigate to the list
2. Select the post you want to edit

3. Click on the ellipses button > ‘Delete’

Note: For announcements, the items will also be deleted from announcements web part

@  The Future of Work - Place vs P...

OI—\

Don't miss the StyleOut stall at this year's... Copy link
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How to config the News Ticker web part
1. Navigate to a page with the Newsticker webpart and edit the page

2. Click on the News web part > click on the pencil icon to edit

+,
“* W I

3. A property panel will appear on the right. User can edit the properties here to change

the News Ticker layout

Title Title User can choose a title
Title
of their choice [upote
Title Title Background User can choose a
Title background
Background colour of their choice — s
Font Size Font Size Use slider to select font
size F_'o 14
Font Weight Font Weight Use slider to select Font
Font weight
weight g—C) 700

Show News Show News Items Toggle ‘On’ to show

Items News items @ O or

—
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Show List

Items

List

Enable
Category

Color

Maximum

items

Distance
between

items

Show List Items

Select a list

Enable Category

Color

Maximum items

to show

Distance between

items

Toggle ‘On’ to show List

items

Select the list from the

drop-down menu

Toggle ‘On’ to enable

color from Category list

Use slider to select
maximum number of

items to show

Use slider to select

distance between items

4. Close the panel and publish the page to save

How to upload an image for the tile
This section uploads the image as a background for the tile

1. ‘Site Content’ > ‘Site Assets’

2. Create a folder in the list and name it E.g. Tile_Images for easy access

O Site Assets

3. Click ‘Upload’ > ‘Files’
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Select a list

Announcements

Enable Category Colour

@ o

Maximum items to show

—0

Distance between items

-0



L2 Search Site Assets + New T Upload v | & Quick eg

Files

Site Assets Folder

Template

4. Choose the File to upload > ‘OK’

5. Click on the ellipses next to image title > Details

O Name Modified Mc
© ] AdobeStock 104058748 jpeg | O Preview It
[  Adobestock 52791679 jpeg Share
copy link
(5]  AdobeStock_59705378.jpeg
Manage access
[Z]  Adobestock 66986344 jpeg
Download
B cardsvg Delete
B contact-form.svg Automate
B flesg Rename
. pin to top
E3  foldersvg
Move to
i folder-2svg
Copyto
&) keyboardjpg Version history
[£)  lodcon.png Alert me
[E)  officeconference-room-workspace-piumb... More
Details
[£]  pic3png —

6. In the right panel, scroll down to find ‘Path’ section

7. Click the ‘Copy’ button to copy the image link

Path

Intranet » Site Assets » Tiles » AdobeStoc
k_104058748,jpeg

8. Paste the link to the Background URL as a background image for the tile
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Events Calendar

This module is a collection of all Calendar events. The module can be displayed in different styles.

Homepage Events

Calendar

In this week

November 2019
26 Planning session =
M T w T F s s Tue 1600 - 17.00

29 Review meeting =
4 5 6 7 8 9 10 Fii 08:00 - 10:00

+ Add event Daily view  Weekly view

Features

1. Show daily/weekly events in an ascending order of event time

2.  Click on a date on the calendar to show a list of events for the day/week on the
right (depending on the current view)

3.  Click on the date of an event to show more information of the event, e.g. Location
and organiser

4.  Calendar icon button allows user to add the event to their outlook.

5. Click ‘+ Add event’ to open a new event form

6. Click ‘See all’ to go to the calendar view
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Calendar view page

—_—

Events

® (% December 2019

s Ma Jon sunpay MONDAY TuEsCAY WEDNESDAY THURSDAY
1 2 3 s

5

Teelay s Menday
w

[l catentars in view

Features

1. This page can be accessed in two ways

e ‘See all’ button on the Calendar webpart

Calendar Sew all
A this week
November 2019
26 PLIANNG SEEI0N =
] T w T F ] L Tt 1600 - 1700 -
1 H 1
29 Ratvitw M) F
4 L] & T L] 3 L] o DB - 10200 :
" 1 L] 1 L] L] 7
13 ™ n n Fr n el

+ Add event Dady view  Weekly view

e Site Contents > Events list

2 Events Events list I

2. Shows the events in a monthly calendar view

3. Click from the small calendar to pick the month to view

4. Click on the event name in the calendar to open the detail page of the event
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Event details page

BROWSE VIEW CUSTOM COMMANDS
— A W Hists Alert M
%l E?, fersion History ert Me
- = Shared With & workflows
Edit Edit
tem o Series B Delete ltem
Manage Actions
Home . .
Title Flanning session
Documents
Location
Recent
. Start Time 12/3/2019 5:00 PM
Events_Categories
End Time 12/3/201% &:00 PM
Carousel A3t
Employment Description
Opportunities All Day Event
Norl W
Workflow Tasks Recurrence Every 1 week(s) on: Tuesday
Service Locations
- Category Meeting

Site contents
Content Type: Event
X _ Created at 12/16/2019 421 PM by [ Liu, Ares
# EDIT LINKS Last modified at 12/16/2019 4:21 PM by [ Liu, Ares

Close

Features
1. Shows all the details of an event
2. From top ribbon menu bar
o Click ‘Edit Item’ to edit the individual event
o Click ‘Edit Series’ to edit the event series

e C(Click ‘Delete Item’ to delete the event
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Configurations

Data source: Site contents > ‘Events’

How to create an Event from Events page
How to config the Calendar web part

How to add a new category to the existing list
How to add an Event to Outlook Calendar
How to sync a SharePoint Calendar to Outlook
How to create a new Calendar

How to create a new Event Category list

How to create an Event from Events page
1. Navigate to Calendar page (can be accessed using ‘See all’ button on the events wepart)

2. From the calendar view, on a specific date, click ‘+ Add’ to open a new event form

+ add

3. Fillin all the necessary fields

Title Title Users can give a title of
their choice
Location Location User can give a location

of their choice

Time Start Time Start time of the event

Time End Time End time of the event
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Description  Description Description of the event

All Day All Day Event Check the box if the
Event event is a full-day event
Recurrence Recurrence Set recurrence using
this option S
Category Category Select a category from

Category (Mone)

the drop-down menu

4. Click ‘Save’ to save event

How to Edit one single Event

1. On the calendar view page, click on the ‘EVENTS’ block (not on the title) from top ribbon bar
> ‘Edit Event’

G/)
1 £ e |-

2

5:00 pm - 6:00 pm
Planning session

How to Edit Recurring Events
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1. On the calendar view page, click on the ‘EVENTS’ block (not on the title) from top
ribbon bar > ‘Edit Event’

2. In the pop up window, click ‘Edit Series’

3. Edit the necessary fields and click ‘Save’

L1

How to Delete one single Event
1. On the calendar view page, click on the ‘EVENTS’ block (not on the title) from top

ribbon bar > ‘Edit Event’

5:00 pm - 6:00 pm
Planning session

How to Delete Recurring Events
1. On the calendar view page, click on the ‘EVENTS’ block (not on the title) from top

ribbon bar > ‘Edit Event’

2. In the pop-up window, click ‘Edit Series’
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3. Click ‘Delete Item’

Events - Sales meeting

EDIT

., 3 cut 1] ABC
HB 5o XD ¥
Save Cancel  Paste Dne:r:e “E?f” Spevhng

Commit Clipboard Actions Spelling

Title ~ Sales meeting |

How to Delete Events in Bulk
1. On the calender view page click on any date to reveal top menu

SharePoint

BROWEE EVENTS  CALENDAR

# EDIT LINKS

Events

’

2. Click on ‘Calendar’ > select ‘All Events’ under ‘Current View

3. Click on the ‘«’ symbol to select all events

# EDIT LINKS

FEvents

® new event or edit this list

calendar  All Events  Calendar

Oy e

4. Click on ‘Items’ in the top bar > ‘Delete Item’
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= e

Mew  Mew Wi Ediit -
tem. Folder tem tem
MNews

Manage

Home @ new evI
Recent calendzr Al

South East Region Root

SocizlHub \

- &
SocizlHub Pictures
Prestige Home Event

mages

How to config the Calendar web part
1. Go to the page that contains your Calendar web part (likely the home page) > Edit

page
2. Edit Calendar webpart using the pencil icon

Calendar Seeall
December 2019 In this week
3 Planning session =
™ Tow T F s s Tee 16.00-17-00
1
2 o 4 5 6 7 8
9 00 1M 12 13 1415
% 17 18 19 20 21 2
2 w2 2% 2 B 0B
U
=+ Add event Daily view  Weekly view

3. A property panel will appear on the right

Title Title of web part User can give a title of

their choice

Title of web part

Calendar

Site URL Site URL URL of the intranet
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Site Url

https://legalaidnsw sharepoint.com .

Calendar list Calendar list Select the ‘Events’ list

Calendar list

'_l

from the drop-down

menu

Category list Category list Select the
‘Events_Category’ list

from the drop-down Category st

menu _-'I

Category Category style User can select the

style style in which their
categories can appear Category stye
Indicators
Indicators
E.g., Indicators*, Tabs** .

Note: *Indicators: Event types show under the calendar view and the indicators show under individual dates

In this week

December 2019

3 Planning session
M T w T F s s Tue 1600 17.00

~+ Add event Daily view  Weekly view

® Meeting e GetTogsther e Holiday
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**Tabs: Event types show as tabs above the event list

In this week

December 2019

|Au Meeting Gel Together  Holiday

3 Planning session -
1 Toe 16:00 - 17:00

Dally view Weekly view

How to add a new category to the existing list
1. Navigate to ‘Settings’ > ‘Site Contents’

2. ‘Events’ > click on the ellipses and select ‘Settings’

Events @ 2Events list

1 Image Gallery Delete
3 Settings
> Injio Page Mavigation Menu

Details

3. Click ‘Category’ under Columns

Columns

A column stores information about each item in the list. Because this list allows multiple content types, some colum

Calumn (click to edit) Type
Attendees Person or Group
Banner URL Hyperlink or Picture

Check Double Booking Check Double Booking
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4. Add new category to choice

# EDIT UNKS

Settings » Edit Column e

Harme s0d Type

ype each choice on 2 separate ine:

Click ‘OK’ to save
‘Settings’ > ‘Site Contents’

Click ‘Events_Categories’ to open the list

M Events_Categories List

8. Click ‘+New’ to add new Category

Title Title User can give title of
(= Title ™
their choice '
Enter value here
Color Color User must give hex code
= Colour

of color .
Enter value here

Order Order User can give order of

the categories

(1) OrderQ

Enter a number
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Attachments  Attachments User can add images to

the categor]es Il Attachments

Add attachments

Note: The category for ‘Events’ and ‘Events_Categories’ must be exactly the same (case-sensitive) in order to

have it show as an option for a new event

How to add an Event to Outlook Calendar

1. Click ‘Add to my calendar’ icon next to an event

Events Seeall
. In this week
April 2021
6  Tradies Picnic -
M T w T F s s Tue 0g:00 - 12:00
ddio Jaogi
1 2 3 4
. 7 SystemsTraining
| ed 10:00 - 11.0C =
5 ) 7 8 9 0 n
T S VR R T A | 7 ExcelExperts Training -
. i 1600-1700
19 20 Ll 22 23 24 25
8 Fairview Community Living
Work n Progess

26 27 28 28 30 ™ o0-1800

 Holidays ® Company e Traning e Team - TP e

Daily view  Weekly view

2. There will be a message showing on the bottom right corner to indicate an event is

successfully added to the calendar

arkar lniras avna

Event Added

Event has been added in your calendar.

How to sync a SharePoint Calendar to Outlook

Note: It can only be synced to the desktop Outlook app, not to Outlook online

1. In the Calendar view page, click on the background of an event to show the top ribbon
2. From top ribbon, choose the ‘CALENDAR’ tab > ‘Connect to Outlook’
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BROWSE | EVENTS | CALE\DAQI 1 2
{IT) Create View  Curmrent View: o~ P¥| Export to Exce:
BB =B B = 03]

[T Modify View +  calendar - Open with Access

Day Week Menth Expand Collapse Calendars Tags & E-maila  Alert RES Connect to
Al Al Oueriay [ Create Column Notes Unk Me- Feed Qutlook
Scope Expand Manage Views Tags and Notes Share & Track Connect & Export

4 2023 3

Jan b iar Global Sydney Brisbane Victoria

Apr May Jun

Jul Aug Sep

oct Nov Dec *) [+ March 2023

Today is Wednesday, 22 March MONDAY TUESDAY WEDNESDAY
27 28 1

E| Calendars in View 11:00 am - 11:00 am

‘Check-in meeting

3. A pop-up window will appear to confirm syncing > Click Yes.

Microsoft Qutlook X

:;; Connect this SharePeint Calendar to Outlook?
You should only connect lists from sources you know and trust,
Intranet - Events
hitps://webvine.sharepoint.com,/sites/dev_mansi/Lists/Events/

To configure this Calendar, click Advanced,

=

How to create a new Calendar

1. Go to the Site Settings > ‘Site contents’ > ‘+ New’ > ‘List’

4+ MNew ~
List

Page

2. Click ‘From an existing list’ > enter a list name > select ‘Events’ > click ‘Create’
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+ Create a list 2

1N0w | Meeting Carendar ] [ showin site navigation
Select a list to use as a template for a new empty list on this site.
o o Columns. views and formatting will copy over to the new list.
existing fist ) )
Select a site Choose a list from
Office Locations Lt 11272019 104,

B ssio pacic
Bl peesaes
[l #+x 50D-Training Schedute

3 e
Bl &7 05s Postsates Engineer

Training Calendar
B e

Training_Categories Lt

Video_Categories

3. Click ‘Yes’ for Event Categories message

We need to add some additional lists and fields

This list references Category in Event_Categories. If these do not
exist within the site, we will add them.

Do you wish to continue?

4. User will be directed to the new calendar

5. ‘Settings’ > ‘Edit page’

Settings

SharePoint
Shared with...
Edit page

Add an app

6. Click on ‘Add a new webpart’

# o

T -s
NewCalendar
wain
Everts
©® oo 221
- R e o e . anes
B a = S H 3
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7. In the popup window, select ‘Others’ > ‘Events Filter Buttons’ > ‘Add’

Categories

E3 Injic Medern

E@ mAdcOW deZign
Eg Media and Content

Ee=]

Parts

Departments List
Directory Filters

Directory Results
Directory Search

Events Filter Buttons

Howva - Todo

Idea Board

Injio Page Navigation Menu

[ Plumsail Employee Documents Knowledge Base
Ea PP Employee Spotlight My Ideas

Eg Search - Event Detail Page Customisation My Recognitions
q » Events Calendar News Ticker

Upload a Web Part +

8. From the top ribbon, ‘Page’ tab > click ‘Stop Editing’ to save

1

BROWSE PAGE INSERT WEE PART || EVEMTS CALEMDAR
2B Wersions N
Permissions
Stop Editing Edit E-maila Alert Approve R
- Properties Delete Page Link Me ~
Edit Manage Share & Track Approw.

9. Select ‘CALENDAR’ in the menu ribbon > ‘List Settings’

ﬁw 1 2
(7] Creste View  Current Viewr . Exportto Exce!
= B [ & 3
W Modify View - | Calendar Open with Access
Bgs Colapse Coenoars Srae Aet ms Comecto car romwen | _us
Al Al Overiay (] Create Column Lnk ~ Me. feed  Outiook Lst  Parts. | Seftings
Expand Manage Views Tags and Notes Share & Track Connect & Export Customize List
B
) (%) February 2020
T war
Jun MONDAY TUESDAY 'WEDNESDAY THURSDAY FRIDAY
Sep a7 28 29 30 31

sday, 19
020

10. Scroll down to ‘Columns’ section > Select ‘Category’
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11. In the edit column page, place each choice on a separate line

Additional Column Settings Description:

Specify detailed options for the type of
information you selected.

A

Require that this column contains information:

() Yes (@ Mo

Enforce unique values:

(O Yes (@ No

Type each choice on a separate line:
Chaice #1
Choice #2
Choice #3

12. Click ‘OK’ to save

13. Scroll down to ‘Columns’ section again > ‘Create column’

Columns

A column stores information about each item in the list. Because this ist allows multiple content types, some column 3

ick to edit) Type

Attendees Person or Group
Banner URL Hyperlink or Picture
Category Choice

Check Double Booking Check Double Baoking
Created Date 2nd Time
Description Multiple lines of text
End Time Date and Time
Free/Busy Free/Busy
Geolocation Geolocation
Location Single line of text
Modified Date and Time
Resources Resources

Start Time Date and Time

Title single line of text
Created By Person or Group
Modified By Person or Group

14. Name the column ‘ExtendedTitle’ > select ‘Calculated’ type
15. Paste formula ‘=Category&’$|$’&Title’ to Formula textfield > click ‘OK’
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Name and Type Column name:

Type 2 name for this column, andselect | ExtendedTitle

the type of information you want to store
in the column
‘The type of information in this column is:
O singleline of text
© Multiple lines of text
© Choice (menu to choose from)
© Number (1, 1.0, 100)
O Currency (5, ¥, €
© Date and Time
© Lookup (information already on this site)
© Yes/No (check box)
© Person or Group
© Hyperlink or Picture
@® Calculated (calculation based on other columns)
Owmese
O Task Outcome.
O External Data
© Managed Metadata

‘Additionsl Column Settings Deseription:

Specify detailed options for the type of
information you selected. A

Formula: Insert Column:

Category -
—Categony/&S|s &1 I Check Double Booking

Compliance Asset 1
Created

£nd Time

Free/Busy

Location

Meodified

Start Time

Title

Add to formula

16. Scroll further down to ‘Views’ section > click ‘Calendar’

Views
—

A view of a list allows you to see a particular selection of items or to see the items sorted in a particular order,

View (click 10 egit) Show In
All Events All
Calendar All

Current Events All

17. Scroll to ‘Calendar columns’ section, update dropdown as follow > click ‘OK’

3 Calendar Columng

ify cobamng 1o be represented in the Calendlr Views. The Title fiekds ane requined Sields. The Sub Heading fields are optionsl fields.
Specify cob o be represented in the Calendar ek are requined futlds. The Sub Heading fields are opticnal fie Month View Title:

ExtendedTitle -
Westle Vi Tithe:

ExtendedTitle -
Wiesic View Sub Heading:
[ExtendedTitie ~
Dy View Title:
[ExtendedTitie ~
Dty Viesw Subs Heading:

Location e

How to create a new Event Category list

1. Site contents > ‘+ New’ > ‘List’
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-+ New v

List

Page

Document library

App

Subsite

2. Select ‘From an existing list’ > Enter a list name > Select ‘Event_Categories’ > Click

‘Create’
4L Create a list
New D | Meeting Categories | Show in site navigation
E| Select 2 list to use as 3 template for 3 new empty list on this site.
P Columns, views and formatting wil copy over to the new st
existing st _
Select asite Choose a list from
Classifieds st 2/2019 1015 AM
B #sisPacirc 3| @ eventCategories it 1171212019 251 P
Bl peesoies Feedbacks 0 AN

Bl 2+« 500 Training schedule

List_Comments

B8 =+ 055 Postsates Engineer

- .

Technology and Innovation

List_LikesViews

Magic Contacts

Magic Docs

4 (]

5. User will be directed to the new list
6. Select ‘+ New’ in the list menu
7. Fillin the fields to create a new category

User can give a Title of [ Title *
their choice Enter value here l
. [ Celour
Colour Colour User must give hex code

Enter value here
of colour

Order Order0 User can give order for a
the categories - Orderd
Enter a number |
Attachments  Attachments Images can be added to
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attachments

Il Attachments

Add attachments

8. Click ‘Save’
9. Repeat step 6-8 to create more category

Note: The category for ‘Events’ and ‘Events_Categories’ must be exactly the same (case-
sensitive) in order to have it show as an option for a new event
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Tiles

This section shows links on the homepage in tile style. The module can be displayed in different

styles.
: &
’o% ‘dg E:I' My Policy Hub
Staff Employment Image Gallery
Directory Opportunities
Cx
SharePoint Classifieds Video Gallery
Analytics
Features
1. Link cluster to direct users to frequently-accessed resources, both internal and
external
2. Can be configured to display in different shapes
Each tile can contain an icon and text
4. Each tile can be configured to display a color or image as the background
Configurations

Data source: Tile items are not stored in any lists on the root site. If the web part is deleted, all the

information would be lost.

How to create a Tile

How to edit a Tile

How to delete a Tile

How to config the Tile web part

How to set up Audience Targeting for tiles
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How to create a Tile

1.

Navigate to a page with the tile web part > Edit the page

2. Click on the ‘+’ tile to open a new form

Title

Link URL

Icon URL/
Fabric Icon

name

Background
URL/ Color

Title

Link URL

Icon URL/ Fabric

Ilcon name

Background URL/

Color

User can choose a Title

to display on the tile

Enter link for tile to

redirect to

Icon to show on tile
Options:

- Link of an icon

- Fabric icon name
(Available ions)

- The fabric icon code
cannot be used, but the
name of the Fabric Icon

should be used.

Background image/ color

Options:
- Image link
- Color (e.g. text, hex

code, rgbha)

3. Click ‘Save’ and publish the change

How to edit a Tile

1. Go to the page with the tile web part > Edit page

2. Click on the pencil - ‘edit’ icon of the tile that you want to edit
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https://developer.microsoft.com/en-us/fluentui#/styles/web/icons

Locations

1. Enter the new Title/URL > click ‘Save’
2. Publish page to publish the change

How to delete a Tile
1. Go to the page with the tile web part > Edit page

2. Click on the ‘x’ icon of the tile that you want to delete

Locations
3. Publish page to publish the change

How to config the Tile web part

1. Go to the page with the tile web part > Edit page

2. Click on the Tiles web part > Click on pencil icon to edit

Locations

3. Edit property panel on the right
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Style Style Options User can select a style of

Style options

Options choice ®
H &
Tiles Text Block
Show Icon Show Icon Toggle ‘On’ to show
icon Show lcon

@ o |

Full Width  Full width Toggle ‘On’ for full
width Full width
(@ ) off
Blur effect  Blur effect Toggle ‘On’ to blur
backeround Blur Effect
g D On I
Darken Darken Effect Toggle ‘On’ to darken
Effect background Darken Effect
g O On I
Text Color  Text Color Toggle ‘On’ for white
text and keep ‘Off’ for %'i:;ite F
black text T
Font Size Font Size Use slider to select font
size F_S
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Icon size Icon size in % Use slider to select icon

con Size in %

sizein % —0

Border Border Radius %  Use slider to select
Border Radius %

Radius border radius in % o 0
Tile Width Tile Width Use slider to select tile

width Tio 170
Tile Height Tile Height Use slider to select tile

height T‘E—Hi(j) 170

4. Publish page to save

How to set up Audience Targeting for tiles

1. Click the pencil icon of an existing tile to edit its properties

L3

My Dashboard

2. Toggle URL Audience Targeting ‘On’
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Cpen iin new tab
@ o
URL Audience Targeting

o

Save  Cancel

3. From the User Property dropdown, select a SharePoint User Profile property to which

it will be targeted

URL Audignce Targeting
@ o

Uses Property

| Select an option

For example, if ‘Department’ is selected, users will be redirected to a specific page based

on their department

Prefemedbame
SPS.PhoneticDisplayhame
rkPhane
—-/::pamnenr
Title

SPS-lobTitle

SP5-Department

4. Enter a default URL that the tile should redirect to if user property not matched

URL Audience Targeting
@D o

Usaer Property

I Dapartment

Draait Link URL

5[ hitps,/fawe.sharepoint.com

Mappng Schama
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5. Follow the structure below to input Mapping Schema

Template for mapping schema for the tiles webpart -

{

‘The Name of Department 01’: ‘The link that people of Department 01 will be
redirected to’,

‘The Name of Department 02’: ‘The link that people of Department 02 will be
redirected to’

3

Example

{

‘Marketing’:
‘http://tenant.sharepoint.com/sites/intranet/sitepages/marketing.aspx’,
‘Sales’: ‘http://tenant.sharepoint.com/sites/intranet/sitepages/sales.aspx’,

‘Support’: ‘http://tenant.sharepoint.com/sites/intranet/sitepages/support.aspx’

3

6. Click ‘Save’
7. Submit page to publish the change
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Magic Links & Documents

This module can be used to share the commonly used links throughout the company in a single

location, and by individual users to bookmark pages, people and documents.

Discover

People and Culture Prod

+ New v &8 Page details An

Features

1. Each icon has a different purpose that will be discussed below

2. These will be visible on all pages

Data Source: Site contents > ‘Magic Links’

How to config My Stuff
How to config System links and Quick links
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How to config My Stuff

My Stuff is a section reserved for each user to store his/her favourite links for

reusability.

1. When user click on the My Stuff icon, a section with all personal links, personal
contacts and personal documents will appear in full screen mode. Click on ‘X’

or dark background to close it.

X8  Project Budget Overview
B srochures

2. User can change the order of the links by dragging them around the page.

3. User can edit the link by clicking the link title, the following screen will

appear:

Intranet Home|

ttps:/fwebvine sha

g [

4. From here, user can change the Title of the link, change the color of the Pin or

Remove the link.
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Add Link

Via magic links slide out

< : < ©)

Intranet Home Announcements People Directory Google Discover - Home

1. Fill in details for the new magic link

Text box Title Give a title to the ‘
webpart
Text box URL Give the URL for the

tile to redirect to

Select Icon Background Use one of the methods
color to select a background con background color (IR
color
Button - Select icon Use the buttons to add

- Select default an icon for the tile/a |_selecticon_|

‘ Select default image ‘ |

image default image to appear

2. Click ‘Save’

Via add a link icon
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1. When a user clicks the ‘Add a Link’ icon, a dialog box pops out and allows the user
to save the current page to Personal Links. Users can define the Title of the link so
that it is more meaningful and the URL is set to the current address by default.

2. Users can also add links external to the intranet. Just click the ‘Add a link’ button
and enter details of the relevant link (for example, Title: Google Search, URL:
http://www.google.com.au)

Add a link S

Title
Discover - Home

URL
https://webvine.sharepoint.com/sites/disco. ..

@

How to config System links and Quick links

Magic Links Admins can update System Links and quick links by using the ‘+’ buttons
under each section, these will be shown to all users

How to set up Audience Targeting for System Links

Note: System Links use a property such as ‘Department’ or ‘Office’ to differentiate user for audience
targeting

1. Navigate to Magic Links list in ‘Site Contents’

2. Add ‘Audience Targeting’ column to the list if not available
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http://www.google.com.au/

Magic Links

Title Data + Add column
()  System Links Do [ [retetMs Single line of text
Teams™,"url""https/ftea
ms.microsafteom/_? Multiple lines of text
Im=deeplink&Imsrc=hc
PageWeb&wompid=W
TTIERTRETY | Location
Quick Links it Infio Numoer
Supp o
uppor . Yes/No
au”,"color

o PublicEmail J] sersen

Additional Cutle " Tide” ur™ e Date and time
s/fportslofiics.com’]]

Choice

Hyperlink

Currency

Image

Managed metadata

Lookup

Mare.

2 Show/hide columns

3. Select ‘Audience Targeting Criteria’ > ‘Apply’

v Aoy | 4 :

Edit view columns

Select the columns to display in the list view. To
change ordering, use drag-and-drop or the "up”
and “down” buttons next to each column.

[ e
B o=

|:| Compliance Asset Id

n Audience Targeting Criteria 3

[]io

4. Create duplicates of System links with the required field in Audience Targeting column

Eg: “Department eq Marketing”

Note: Department and Office are properties that syncs automatically from AD to SharePoint User Profile.

If any other property is needed, please, check with WebVine

Magic Documents

93|Page



This module can be used to share the commonly used documents throughout the company in a single

location

Configurations

Data Source: Site Contents > ’Magic Docs’

How to config Personal Magic Docs
How to config System Docs

How to config Personal Magic Docs
Add a Magic Doc
Via Magic Links slideout

1. Click ‘Personal Links’ Icon to show the slide out page for my stuff

2. Click Add button in the magic docs section to select document

Fairview Site Contract
Meeting Schedule
New Projects

Project Budget Overview

Terms of Use Agreement

Via Document Library
1. In Document Library, select the document that you want to add

2. Click ‘Add to Magic Docs’ at the top bar
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[E editin grid view Kl Open ~ 1 Share @ Copylink & Download [i] Delete == Pintotop =0 Rename Add to Magic Docs

Documents
[ Content Type Name Document Type Business Unit Modified
Folder test June 1
(-] Documen t Bullying and Harassment Q... & & @ Required info August 10

3. There will be a success message after the document is added.

5 Editingrid view I3l Open “ & Share @ Copylink  Download T Delete == Pintotop =B Rename Add to Magic Docs

@ Successfully added.

Documents
[ Content Type - Name Document Type Business Unit Modified -
Folder test et
(-] Document Bullying and Harassment Q... G 12 @ Required info August 10

Reorder Magic Docs
1. Click on an empty space behind a document to drag it

upwards/downwards to reorder documents

w8 Fairview Site Contract

XH  Meeting jule

X8  NewProjects

2. The preference will be saved automatically

Delete a Magic Doc

1. Hover on the document to show ¢ x ¢
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2. Click ¢ x ¢ to delete the corresponding document

How to config System Docs

1. Click ‘Apps’ Icon to show the slideout page for magic links/docs

2. Click Add button in the magic docs section to select the doc which admin would like to

present as System docs for the organisation

Fairview Site Contract
Meeting Schedule
New Projects

Project Budget Overview

Terms of Use Agreement

Image Gallery

This module can be used to share all images of the company. E.g., events, pets, recognitions, etc.
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All Images page

Image Gallery

23 images found.

Features
1. Show all images by descending created date
2.  Filter results with customisable refiners, e.g. Keywords. This provides seamless
archiving functionality

3. Click the image to open a popup window to show more details of the image on the

current page

Image Popup window
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Features
1. Show the image in a larger size on the left
Show author, title and keywords of the image
Show the number of likes, comments and views of the image

User can like and comment the image

vk W

User can like and reply to other’s comments

Configurations

Data Source: Site contents > ‘Images’

How to add a new image

How to edit image properties
How to add Filters

How to map keywords to images
How to delete an image

How to add a new image

To upload single image
1. Navigate to ‘Site Contents’ > ‘Image Gallery’ list

2. Click on ‘Upload’ on the menu

e o 30 bcet @

FTTaR

3. Choose the file from local computer and click ‘OK’

4. The images will upload automatically

To bulk upload images

1. Use drag & drop method to drop images to the library, and edit the

property fields using ‘Quick Edit’ afterwards (see next section)

How to edit image properties

1. Navigate to ‘All Assets’ > Select ‘List’ and ‘All Assets’
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= AllAssets v VY O

= Compact List
B Tiles
mage Keywords Author
Thumbnails
Save view as
h':ccuc Set current view as default g

Edit current view

Farmat current view

2. To edit single image’s properties only - ‘Image Gallery’ library, click on the ellipses >

‘More’ > ‘Properties

Q  Imeoe [Z]  thumbnailDED81TI8jpg &_ Ovrewew il 21 WebVine Admiy

Share
Copy link
Manage access

Image ] thumbnaildTSMMZUY.jpg il 21 WebVine Admil
Download
Delete
Automate

Image Y] thumbnailBOJBAMTC jpg

Rename

Pin to top

Move to

mage 5| thumbnailSSKPOCMG pg Workfiow

& Admit

Alert me

2 5 | Compliance details

3. To bulk edit images’ properties - use ‘Edit in grid view after drag and dropping

multiple images

People and Culture Products / Services Communications Locations Departments

T Upload v~ B Editingridview <= Sync il Exportto Excel < PowerApps v £% Automate

Image Gallery

Content Type 0 Title v Name Thumbnail Prev... ~~  Modified -

Image [E]  Bottle of w

Goden table in hotel white raom. {_ apartment-beverage-bottle-clean-544112j... 3 minutes ago

1. Properties can be edited in grid view like in Excel
User can use copy and paste to copy one value to multiple fields.
(the image keywords may take a few seconds to show after selected)
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Note: Please do not leave empty

Image Gallery

O D bv Title ~ Name Thumbnail Preview Image Keywords

tment-beverage-bottle-clean-

O 2 Beverags bott apar Kitch

- - 544112jpg -
2

ashtray-book-cushion-decoration-

(i}

Cushion decoration 298842jpg Living Room:
= Bedroom blanket :jgé:’z‘;:cm'bla"ke"d“"' Bedroom;

eeine o bt beige-wooden-nightstand-with-white- sesoom:
gs e i desk-lamp-brown-wooden-T07581jpg

m

m

2. Click ‘Exit quick edit’ to save the changes

How to add Filters

1. Filters (Refiners) are added to the Injio Image Gallery web part using the ‘Image
Keywords’ column from the ‘Image Gallery List’ under Site Contents.

2. To configure filters -

Text Box Title of the Give a title of

Title of gallery
gallery choice mage Gallery
Drop- Please select  Select a library
down an image from the menu
Please select an image library
menu gallery | Image Gallery
Carousel
Image Gallery
Magic lcons
SocialEvents
SocialHub Pictures
SocialHub Videos
Videos
Drop- Select refiners Select the layout
down layout from the menu

menu
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Refiner settings

Select refiners layout

Fixed Panel

Collapsible Panel

Fixed Pane

Edit Refiners:
1. Filter field > Select required filter field

2. Give appropriate Filter name

3. Refiner Template > Default refinement item
4. Refiner sort type > Alphabetical

5. Expand filter by default > check box (yes)

6. Save

Image gallery backend settings

1. Give all images keywords so that they will be categorized

accordingly

How to map keywords to images
1. Click on the ellipses of an image > navigate to ‘Details’

2. Navigate through the menu opened on the right to find ‘Image keywords

3. Select a keyword to set and make sure it is saved

Note: Please contact your admin/IT person or WebVine if no keywords are available

& Image Keywords

Green

+ Saved

4. You can filter through using the keywords in the Image Gallery. Find the Filter button (1) on

the top menu on the page
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Halases 1| vV | ©

Filters Y X

14 items

Modified since 2021

o

2021 Today

Select specific dates

Image Keywords

D Green
D Bedroom 2
D Living Room

(] eEmpty)

How to delete an Image

1. Click on the ellipses of an image > click on ‘Delete’ to delete an image

© Image [Z] thumbnailOED81TIEjpg e]_o Preview il 21

Share

Copy link

Manage access
mage [Z]  thumbnaildTSMMZUY.jpg il 21
Download

Staff Directory

The staff directory is a collection of all employees of the company
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Staff Directory

Features
1. Show complete profiles of people within the organisation
2. Search for people within the organisation and their contact details

3. Show a list of people within a specific department or office, or using keywords and job
title

4. Start a conversation or video call using Microsoft Teams or Skype Business

5. View availability and org chart of each staff

Configurations

How to Use Staff Directory
How to Config Staff Directory

How to Use Staff Directory

1. Navigate to Staff Directory page from Homepage or Site Pages

From Homepage -
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SEARCH SCOPE

Everything
& People

2. Use the filter on the top to filter staff using customisable refiner

3. Each item card shows information about a staff such as name, job title, phone and email

Ne

Tim Anh
Consultant
IT

4. Hover on the profile picture to display an expanded view of information e.g. Location, report

manager

5. Click ‘Show more’ to display more information, e.g. Org Chart

104 |Page



Abreu, Marina
= Sendemail [ Stant chat

Contact  Qrganization

Files
o Aroyan, Therese

@ Abreu, Marina

o o Chambers. Justine e Carua
o & oo )

How to Config Staff Directory

1. Navigate to Staff Directory page > Edit page

2. Click the pencil icon to edit web part

3. Adjust settings in the right panel

Description
Field

Display Style pjsplay Style

Sort By Sort By

Additional query
criteria like to
filter the results

Query
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Description Field User can add a title of

their choice

User can select style
from drop-down menu

User can sort by
selecting a category
from drop-down menu

User can enter
additional queries to
filter

Description Field

‘ Staff Directory ‘

Display Style

Vertical v

Sort By

| First Name - .

Additional query criteria like to filter the
results

-PreferredName:_spo*
Workemail:@webvine.com.au -
RefinableString09:True -
RefinableString100:True -
Department:Service -Department:NA



Properties  Select Properties
to show on user

card

Hide Hide Property if
there is no value

Property Keep each
property in one
line

Height Set the user card
height in pixel

Refiners’ Select Refiners

layout layout

Refiners Edit Refiners

4. The buttons at the bottom of the user cards can be adjusted in the Page 2 of the settings >

User Card Buttons Control
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User can select
properties to show on
the user card

Toggle ‘Yes’ to hide
property without a
value

Toggle ‘Yes’ to keep
each property in one
line

Use slider to set user
card height

User can select their
choice of layout

User can add refiners

Select properties to show on user card

Select properties

Hide property if there is no value

@ -

Keep each property in one line

@

Set the user card height in pixel

O 300

Select refiners layout

Fixed Panel

Refiners

Edit refiners




Staff Directory WebPart e

Additional Settings >

Organisation Chart

Show direct reports in organisation chart
Yes

User Card Buttons and Features
Show Teams direct chat butten in user card
with IM protacal

® ) No

Show Teams direct chat button in user card
with MsTeams protocal

Show direct call button in user card with CallTo
protocal

@ -

Show direct call button in user card with Tel
protocal

Show alternate contact in user card

® o

Show check ava\lablhry button in user card
@ -

Show org chart button in user card

Yes

Show Live Persona component

@ -

Avallability View Settings
Select the work start time

9am 200 00

Select the work end time

6pm oo ;| o0
Free-Busy Schedule Interval {In Minutes)

30

Document Library

This module can be used to share all documents of the company. E.g., project templates, contracts,

policies & procedures, branding templates etc.

Configurations

Data Source: Site contents > ‘Documents’

How to add a Document

How to edit Document Properties
How to delete a Document

How to create a new Doc library
How to add a column to the library

How to add a Document
1. Click ‘Settings’ > ‘Site Content’

2. Click ‘Documents’ (default document library)
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-+ New

Mame Type Inesms Mogified

Docurmant lisrary b 11/06/20:

& Form Tempiates

3. Click ‘Upload’ to upload a document from local computer

4

+ New ~| T Upload ~ |& Quick edit

Files
Docur oiger

Template

4. Or drag and drop the document from local computer folder into the document library

How to edit Document Properties
1. In the document library, click on the ellipses next to the document title > More > Properties

to update the properties of a document

Delete
© @) Sochues Template Brochures Template pptx 4 esLiv
Automate
@ Busin plate Business Report Template.docx Rename S
o Documentdoce Pin to top an Hint:
Move to
o Document.docx
copy o 3
S Employee Newsietter Template - PDF Employee Newsletter Template - PDF.pdf | Version history Workflow
G Employee Newsletter Template Employee Newsletter Template.dotx Alertme Compiance details
2 I More I > | Check out
= Incident pdf
P o

2. Or use the ‘Quick edit’ to enable editing document properties of multiple documents in an

excel sheet at the same time

+ New T Upload |ﬁ Quick edit I:g‘ Sync B Exportto Excel o Power Apps #1 Automate

Documents

M Tite Mame Modified Modified 8

Leave Management une 11 Emma Sue:

Darfrrmanca Mansnamant
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Note: Content Type of a document can only be edited by using the first method

How to delete a Document

1. In the document library, click on the ellipses > ‘Delete’

Leave Management Copy link

Mansge access
Performance Management
Download

Test Automate s L
Rename
© @ Brochures Template Brochures Template.pptx ] o eslu Fiye
Fin to top
i Business Report Tempiate eport Template.docx s Liu
o Business Report Template.docx —

Document.docx Copy to

How to create a new Doc library
1. Go to ‘Settings’ > ‘Site Contents’

2. Click ‘ + New ‘, select ‘Document Library’ in the dropdown

+ New v
List

Page

Document library

3. Name the library > Click ‘Create’

Create document library X

Name *

MNew Documents

Description

Show in site navigation

m ca ncel

4. In the document library, Click ‘Add columns’ to add more columns
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New Documents

0 e e rearees

Single line of text

Multiple lines of text
Location

Number

5. User can drag and drop the columns to rearrange the column orders

How to add a column to the library

1. In the document library, click ‘Settings’ > ‘Library Settings’

SharePoint Q

by . Settings
Injio  Injio Modern 9 ¥ Mot ol
MODERN
SharePaint
Add a page
Home News & Announcem.. Collaboration  Employee Essentials  Business Support  Addan app
Site contents
+ New ~ T Upload & Quickedit I Sync @ Exportto Excel o PowerApps ~ -+ 7 All Documents
Documents

Change the look
Site designs

2. Scroll down to the column section

3. Click ‘Create column’

Modified By Person or Group
Checked COut To Person or Group
I 9 Create column I

9 Add from existing site columns
9 Column ordering

B Indexed columns

4. Fill in the Title, Column Type etc. in the new column page

a. For Choice column, select dropdown for single entry, or select checkboxes to allow

multiple entries

5. Click ‘OK’
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Search

r—

Features
1. Allows to search all throughout the Intranet

2. Can be used to find pages, documents, images, videos

Data Source: This module sits on the header of the page. It can be configured from the Injio

Configuration. The configurations include-
1. Enabling/Disabling the search bar
2. Expanding the bar to it its full length permanently
3. Changing the placeholder text
4. Search Option Prompt to search globally or from the scope only
5. Extra search options as a drop-down menu

On every page, there is a search bar at the upper right corner. This can search across the whole
intranet. User can choose to search for Everything or People only by clicking on the down arrow as

illustrated below. It allows you to perform focus search based on key types of content.

0 .
SEARCH SCOPE

{ Everything

£ People
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1. By default, or when ‘Everything’ is selected, user will be directed to the Search Centre
that shows all the search results, including pages, documents and videos etc. User can

also filter the results by created date, file size, etc. using the pre-configured refiner

work 2| Refiners

v Created Date

E Everything (1866) [ Documents (3998) ==Videos Qi Recently changed items (9842) ~ Size of the file
[[] Less than 210788 (459)

Results [[] 210788 up to 834633 (458)
1866 results for ‘work'
[[] 834633 up to 3724773 (459)

[[] 3724773 and up (458)

When ‘People’ is selected, user will be directed to the Staff Directory that shows all

the people with the relevant keywords in their names, titles, departments, etc.

2. User can also filter the results by Job Title, Department etc. using the pre-configured
refiner

Staff Directory
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Search Centre

Search Box, Search Verticals, Search Results and Search Refiners are the key elements in the Search

centre.

==="ch Centre

Search Verticals Search Refiners

O Enter your search terms... Refiners

~ Business Unit

3 Documents () Pages Knowledge Articles 8 Promapp B News hVideos B3 Images D Community Engagement & Communications (3)
D Governance & Risk (3)

797 results for "
|:| Human Resources (5)

Blank B D Information & Digital Technology (11)
TRIM Records linked to TechnologyOne and SEA ... Adding new names to the TechOne NAR ... It T o

is one of Council’s business rules that all TRIM records related in any way to external customers —— I:\ Internal Audit & Complaints Resolution (1)
... SharePoint App — -

July 17, 2020 gl |:| Strategy & Performance (1)

~ Document Type

Search Results

I:‘ Document (3)

WJ Operational Policy. - Delegations Framework - 20191102
[ =t

|:| Form (2)

|:| Guide or Manual (15)

Version 1 November 2019 Delegations Framework — Operational Policy 2019/626216 Page 1 of
2 Operational Policy - Delegations Framework Policy Statement This policy establishes ...
SharePoint App

July 15, 2020 [ Policy (4)

Search Box

The Search box is a field in which the user can input value to search for specific items

J2 Enter your search terms...

—

Configurations

How to add a Search Box web part
How to config a search box
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How to add a Search Box web part
1. Click ¢ + “in a page to add a new web part
2. Enter ‘Search’ to find related web parts

3. Select ‘Search Box’ web part

-+

search| < L

All Ato Z

ol v

Search Box Search Filters  Search Results

How to config a search box

1. Click ‘Edit’ button of the web part to show the property pane

|7‘ L Edit

A+
-

2. Adjust the settings as follows:
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Search Box X

Default search query settings ~

Use 3 dynamic data source

Connect to source

‘ Page environment ~ |

Page environment's properties

‘ Query string e |
Query string
‘ Query parameters A4 |

queryParameters’s properties

[x ]
Search box options ~
Enable query suggestions

@ >

Placeholder text in search box

Send the query to a new page

@ o

Search Verticals

Search verticals is a list of search areas from which to select ( Documents, Pages etc.)

[2) Documents ) Pages  [E Knowledge Articles 8 Promapp BB News Videos Fflmages |

Configurations

How to add a Search Verticals web part
How to configure Search Verticals web part

How to add a Search Verticals web part
1. Click ¢ + “ in a page to add a new web part

2. Enter ‘Search’ to find related web parts
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3. Select ‘Search Verticals’ web part

+
‘ search| <
AllAtoZ -
| Search Box Search Filters  Search Results
Search StaffDirectory
Verticals Search

How to configure Search Verticals web part

1. Click the pencil icon web part to show the property pane

[2 Documents (=) Pages E Knowledge Articles

2. Adjust to the same settings as follow:

Search Verticals b

Search verticals settings ~

Search verticals

Show result counts
@ o
Default vertical querystring parameter

Connect to a search results Web Part

| Search Results

3. Click the ‘Configure’ button under Search verticals to add/edit/remove Search Verticals

Search verticals settings ~

Search verticals

Configure
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Add a Search Vertical

1. Fill in the last row to create a new search vertical

T Query Temglate Resuit Source Identiber Office Ul Fabric icon narme Ishyperiok Lok URL Gpen beharior
‘ Decumants ‘ ‘ {searchTerms} Path=htt... ‘ ‘ B87b1183-3886-4764-3... ‘ ‘ TextDecument | O t X
‘ Pages ‘ ‘ {searchTarms} ‘ ‘ fe48Td24-c517-4a15-8, ‘ ‘ webs | O x
3 ‘ Knowledge Articies " ‘ {searchTarms} ‘ ‘ f7930184-8521.4796.,.. ‘ ‘ Articles | O X
4 [Cpromaps " [isearchrermst " [ o | | gre | [ x
s [t " [isearchrermst " [eozear-crmarsca. | [ news | O X
& ‘ Vidaos ‘ ‘ {searchTarms} ‘ ‘ 29753490 474261 ‘ ‘ Vide: | J X
| |

" ‘ {searchTerms} ‘ ‘ T2975476-21¢6-4186-9. ImageSearch | [} t X

Office UI Fabric icon na

2. To get Result Source Identifier, go to Settings > Site Information > View all site settings >

under Site Collection Administration > Search Result Sources

3. Click ‘New Result Source’

Site Collection Administration »

Use result sources to scope search results and federate queries to ef

Result Sources replace Search Scopes, which are now deprecated.

= New Result Source

Name

Defined for this site collection (8)
Image Gallery

KB Articles

4. Fill in the Name field only and keep other settings unchanged

# EDITLINKS

Site Collection Administration » Add Result Source

@ Note: This result source will be available to all sites in the site collection. To make one for just this site, use site result source.

General Information
Name

Names must be unique at each administrative level. For example, twa resuft sources in a site

cannot share a name, but one in a site and one provided by the site collection can [ J

Description

Descriptions are shown as tooltips when selecting result sources in other configuration
pages.
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5. Scroll down to find ‘Query Transform’ section > Click ‘Launch Query Builder’

Query Transform

Change incoming queries to use this new query text instead. Include the incoming query in {searchTerms}
hTerms)".

Launch Query Builder

the new text by using the query variabl

Learn more about guery transforms.

turn OneNote items, set the new text to
ery “sharepoint” becomes

Use this to scope results. For example, to on
fileextension=one". Then, an

"sharepoint fileextension=one". Launch the Query Builder for additional options.

6. In the ‘Query text’ box, add the path you want to get the results from

e.g.
‘Path: https://clientdomain.sharepoint.com/sites/intranet/SitePages/* for

pages/knowledge articles/news
‘Path: https://clientdomain.sharepoint.com/sites/intranet/Shared%20Documents/’ for

document library

Build Your Query

BASICS SORTING  TEST

Keyword filter _Property filter )
Query after all transformations v | | Select property v
Add keyword fiter | | Contains ¥ | | Select value
Add property filter
Query text
{searchTerms} Path: https:// sharepoint.com/sites/intranet/SitePages/

7. (This step is only for getting results from ‘Site pages’ library)
All pages, knowledge articles and news are in the ‘Site pages’ library, add
‘PromotedState’ filter to distinguish the types

Note: For pages (Knowledge articles are also pages), PromotedState=0

For news, PromotedState=2

Query text
{searchTerms} Path: httpsy// sharepoint.comy/sites/intranet/SitePages/
PromotedState=0 .

118 |Page


https://northernbeaches.sharepoint.com/sites/intranet/Shared%20Documents/

8. (This step is for filtering result source)
To further filter Knowledge articles from pages, add ‘RefinableString08:’KB Template’ to
Query text box

Query text
{searchTerms} Path: https:// .sharepoint.com/sites/intranet/SitePages/
PromotedState=0 RefinableString08:"K8 Template”

9. Add more filters to filter results, e.g. Business Unit: Human Resources
To find the search terms, go to Settings > Site Information > View all site settings >

Search Schema

10. In the page, search for ‘refinableString’

Site Collection Administration - Managed Properties

Managed Properties | Crawled Properties | Categories

Filter

| Managed property | |

|

—

11. Find the property that is mapped to, e.g. Business Unit is mapped to ‘RefinableString00’

& New Managed Property

Refinablestingoo Tea  wut Query Retieve  Refne  son  Sale Ows Business x0020.unit

Refinablestringo1 Tt Muli Query Retrigve Refine  Son  Sale  ows Documentx0020_Type

If the desired property is not mapped yet, please refer to the ‘Setup new

RefinableString’ section
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12. Back to the ‘Query text’ box and add RefinableString00=‘Human Resources’
Note: use RefinableString00=‘Human Resources’ if business unit is equal to Human Resources, use

RefinableString00:’Human Resources’ if business unit contains Human Resources but not equal

Query text
{searchTerms} Path: httpsi//northernbeaches.sharepoint. comy/sites/intranet/SitePages/
Promotedstate=0 RefinableString00:"Human Resources”

13. Click ‘Test query’ to preview the result

BASICS

14. Click ‘OK’ > ‘Save’
15. Click the new result source created to open the page

16. Copy the result source identifier in the address bar

] sharepoint.com/sites/intranet/_layouts/1

17. Add a fabric icon showing in front of the search verticals, go to the link and look for

available icons
18. Copy the fabric icon name to the ‘Office Ul Fabric icon name’ field
19. Click ‘ + ‘ to add more rows or ‘Add and save’ to close the pop up window

20. Save and refresh the page to see the changes

Edit a Search Vertical
1. Open the ‘configure search vertical’ pop-up window

2. Update the fields
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https://developer.microsoft.com/en-us/fluentui#/styles/web/icons

3. Click ‘Save’ to save the changes

Reorder the Search Verticals
1. Open the ‘configure search vertical’ pop-up window

2. Adjust the number column in front of each Search Verticals to reorder

Tab name * Query Template
‘ Documents ‘ ‘ {searchTerms) Path:"htt..
‘ Pages ‘ ‘ {searchTerms}

Knowledge Articles {searchTerms}

Promapp

{searchTerms}

‘ Videos {searchTerms}

.I Ii II Ii .I .i .I

{searchTerms} ‘

‘ Images {searchTerms}

3. Click ‘Save’

Delete a Search Vertical
1. Open the ‘configure search vertical’ pop-up window
2. Click the ‘ x ¢ at the end of the corresponding row to remove the specific vertical

3. Click ‘Save’ to save the changes

Search results

Search results displays a list of results from the selected search vertical with different display

styles available

797 results for **

Blank &

i
TRIM Records linked to TechnologyOne and SEA ... Adding new names to the TechOne NAR ... It [
is one of Council’s business rules that all TRIM records related in any way to external customers S

... SharePoint App -
July 17, 2020
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Configurations

How to add a Search Results web part
How to config the Search Results web part

How to add a Search Results web part
1. Click ‘ + “in a page to add a new web part
2. Enter ‘Search’ to find related web parts

3. Select ‘Search Results’ web part

|

search| < S

All A to Z

o v | B

Search Box Search Filters | Search Results '

How to config the Search Results web part

1. Click the pencil icon of the web part to show the property pane

atimnmal Prolicy - lrurnal Fnt
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2. Adjust to the same settings as follows:

Search Results X

Search query configuration

Search query keywords

Connect to source

| Search Box ~ |

Search Box's properties

| Search query e |

! Use a default search query

Default search query

=

A

This query will be used when the data source value is still
empty.

Remove connection

3. Click ‘Next’ to go to the second page
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4. Adjust the settings according to requirement:

Query template Refinement filters

{searchTerms} Path:/sites/intranet

Enable taxonomy values localization for
refiners and results

m Localization enabled
When using the name, use the format: Source level|Name

{i.ez SPSite|My news), Valid levels are: SPSiteSubscription, Language of search request
SPSite, SPWeb

Result Source Id / Name

| lUse interface language ~

Sort order
Configure synonyms

Edit synonyms

Paging settings ~

Edit sort order

Sortable properties

Edit sortable fields

Connect to a search refiners Web Part

‘) On Show paging
@@ -

Number of items per page

Use refiners from this component

‘ Refiners \/

10
Connect to search verticals |

m On Number of pages to display in range
=) 5

Use verticals from this component

‘ Search Verticals o Hide navigation buttons (prev page, next
page)
Enable query rules
sy ® O or

® o

. Hide first/last navigation buttons
Include personal OneDrive results

® )or
@ or
Hide navigation buttons (prev, next. first, last)
if they are disabled.
‘ Title,Path.Created,Filename,SiteLlogo.... ™ ‘) On

Selected Properties

5. Click ‘Next’ to go to the last page

6. Adjust the layout settings as desired

124 |Page



Styling options .

Web part title

Show blank if no result
@ -

Show results count

@ -

Results layout

®

= =

Simple list Details list Tiles

B {L {}

Carousel People Debug

(/)

Custom

Edit template

<content id="template”> <st.. |('

Result Types

Edit Result Types

Search refiners

Search refiners are used to further filter the search results by its properties (list columns, e.g.

document types, business units)

Refiners

~ Business Unit

~ Document Type
l:‘ Document (24)
[ ] Ferm (191
[ ] Guide or Manual (541)
l:‘ Guide or manual (1)
[] Policy (35)

|:| Process (2)

|:| Template (2}
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Configurations

How to add a Search Refiners web part
How to config the Search Results web part

How to add a Search Refiners web part
1. Click ‘ + “in a page to add a new web part
2. Enter ‘Search’ to find related web parts

3. Select ‘Search Filters’ web part

+
searchl e
All A to Z
o[v] B
Search Box Search Filters | Search Results

How to configure the Search Results web part

1. Click the pencil icon on the web part to show the property pane

Refiners
~ Business Unit '
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2. Adjust to the same settings as follows:

Search Refiners X
Refiner settings ~
Refiners

Connect to search results Web Part

‘ Search Results g
Styling options ~
Web part title

Refiners

Show blank if no result
@ o

Filters layout

= 50
Vertical Panel

3. Click ‘Edit refiners’

Refiner settings ~

Refiners

Add a refiner

1. Fill in the last row to create a new search vertical

Fiter mansged propen Fiter naene 10 sispia Reines semplate Refines s0t e S ande Expand fiter by defst  Show bite forrefinamant vabies

| Refinablesiring00 \ Butiness Unit titem Alphabetical p——_— | O X

[ retnabiesiingon [ Document Type Default refinerment item Alphabetical Ascending = ] x

[ Fiter rame to dipiay et tenpise | [ petowrsonvee ~ | [ sonoreer | [ [}

2. To look for a filter managed property, go to Settings > Site Information > View all site

settings > Search Schema
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3. In the page, search for ‘refinablestring’

Site Collection Administration - Managed Properties

Managed Properties | Crawled Properties | Categories

4. Find the property to which it is mapped, e.g. Business Unit is mapped to
‘RefinableString00’

Note: If the desired property is not mapped yet, please refer to the ‘Setup new RefinableString’ section

5. Back to the ‘Refiner’ pop-up window, select the managed property from dropdown

RefinableString00

RefinableString01

RefinableString03

6. Fill in the other information by preference
7. Click ¢ + ‘ to add more rows or ‘Add and save’ to close the pop up window

8. Save and refresh the page to see the changes

Edit a Refiner
1. Open the ‘Refiner’ pop-up window
2. Update the fields

3. Click ‘Save’ to save the changes

Reorder the Refiners

1. Open the ‘Refiner’ pop-up window
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2. Adjust the number column in front of each refiners to reorder

3. Click ‘Save’

Delete a Refiner
1. Open the ‘Refiner’ pop-up window
2. Click the ‘ x  at the end of the corresponding row to remove the specific refiner

3. Click ‘Save’ to save the changes

Setup new RefinableString for search vertical filter and search refiner
1. Navigate to ‘Settings’ > ‘Site Information’ > View all site settings > ‘Search Schema’

2. In the page, search for ‘refinablestring’

Site Collection Administration - Managed Properties

Managed eroperties | Crawied Propertes | Categories
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6. Search for a keyword of the property (the crawled property may look slightly different
and usually starts with ows_)

7. Select the property > Click ‘OK’
8. Click ‘OK’ to save the RefinableString setting

9. Wait for the new RefinableString to crawl and show up in the search refiner web part

NOTE: For the RefinableString to crawl through, there must be at least one item that has a value of the
mapped property

(i.e. to have news category shown as a refiner in the search centre, there must be at least one news item
that has a news category)

After assigning a value to the item in the corresponding list/library, in the list/library view, Click
‘Settings’ > ‘Library/List Settings’ > ‘Advanced Settings’

10. Scroll down to Reindex List > Click ‘Reindex List’

Eeindex List

ik e T = =t b e e bmimd=w | i
Click the Reindex List bution to Reindex List
reindex all of the content in this

document library during the next
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11. Click ‘Reindex List’ again > Click ‘OK’

Reindex List

Initiating reindexing may cause massive load on the search system, Please make sure that you don't
initiate this without having done changes that requires all items to be reindexed.
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Web Part Refiner

Configurations

How to add a Refiner
How to edit a Refiner
How to delete a Refiner

How to add a Refiner
1. Go to the page with refiner in web part > Click ‘Edit’
2. Click the web part > pencil icon to edit the webpart

3. In the right panel, click ‘Edit refiners’

Refiners

Edit refiners

4. Enter the information of the new filter in the grey row

Fitter field Filter name to display Refiner template Refiner sort type Expand fitter by defautt

1~ Price ~ Price Multi-value refinement item ~ 8y number of results v X

Category v Category Default refinement item v Alphabetical ~ @

a. Filter field is the columns of the corresponding list. Users can select any of them as a
filter

Specify here the field used as refiners. If there are no values for z filter property, it won't zppea

Filter field Filter name to display

1 ~ Caondition ~ Caondition

Price

Filter name to display
Condition
Category

Location

Contact
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b. Choose a refiner template

Default refinement item
Default refinement item
Multi-value refinement item

Date range

Default refinement item

Multi-value refinement item

Date range

5. Click the * + “ on the rightmost of a filter

6. Click ‘Add and Save’ to save the changes

How to edit a Refiner

Results will be filtered after every
individual filter is selected

Results will be filtered after all filters
are selected and the ‘apply’ button is
clicked

For filtering dates

1. Go to the page with refiner in web part > Click ‘Edit’

2. Click the web part > pencil icon to edit

3. In the right panel, click ‘Edit refiners’
Fefiners

Edit refiners

4. Edit the fields that need to be changed
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1. Filter field is the columns of the corresponding list. Users can select any of them as

a filter

Specify here the field used as refiners. If there are no values for a filter property, it won't appeal

Filter field Filter name to display
1 Condition Condition
Price
Filter name to display

Condition

Category

Location

Contact

2. Choose a refiner template

Refiner template

Default refinement item
Default refinement item
Multi-value refinement item

Date range

Default refinement item Results will be filtered after every
individual filter is selected

Multi-value refinement item Results will be filtered after all filters
are selected and the ‘apply’ button is
clicked

Date range For filtering dates

5. Click ‘Save’ to save the changes

How to delete a Refiner
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1. Click the  x ‘ on the rightmost of a filter

Edit refiners

Specify here the field used as refiners. If there are no values for 2 flter property, it won't appear in the panel.

Filter field Fiter name to display Refiner tempiate Refiner sort type Expand fiter by defauit

1 v | | condtion v ‘ Condition | | efautt refinement tem v | [ apnabetica V] C @
E price v ‘ price | ‘ Multi-value refinement item v‘ | 8y number of results v‘ D X

Filter field v ‘ Filter name to display | ‘ Refiner template v‘ | Refiner sort type v‘ 0O o +

save Cancel

2. Click ‘Save”.
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