Library Guide

AREMA Community Members, welcome to the revamped library. This Guide will help you navigate the
new library with ease.
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Library Overview

Find a community’s Resource Library by clicking on the Library tab from the community homepage.
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The new format provides easier browse and search content. Library entries can be sorted by Title,
Views, or Downloads. There is also more seamless navigation between folders.
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Adding Resources to the Library

To add a resource to the Library, click the “Create Entry” button on the top of the library resource
window.

CREATE ENTRY

= current folder: Main @

View: ais
Filter By: File Type v Sort By: ‘ Creation Date A

e— Main (0)

Fill out the necessary windows with Title, Library (community destination), Folder, and a short
Description. When you are finished, click Next.
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A thumbnail will be auto-generated for your entry based on the entry type. This custom option is to select your own image to show
alongside your entry. Landscape images measuring at least 1200px x 600px are ideal
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At the next window, upload your resource, and click Next when you are finished.

Upload Your Files
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Uploaded File(s)
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Now that you have your file uploaded, you can pick the permissions, or licenses, for the item you wish to
upload. Click Next if you want to add a description, or Finish if you want to skip that step.
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Favoriting a Resource in the Library

If you find a library resource that you like, follow it by clicking the “Follow” tab on the top right, or

adding the item to your favorites by clicking “Add to Favorite” under the Actions tab to the right-hand
side.
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Navigating the Library

In the library, you can move between folders using the navigation panel on the left-hand side. This will
spell out the folder names and allow for quicker resource access and browsing.
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Choose a folder to view by clicking on it. After clicking it will give you an overview of the folder contents.
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On the left-hand side, some folders have + symbols next to their titles. Those are collapsed folders, and
when clicked will open navigation to additional folders and content.
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This is an expanded folder with additional content. Click on one of these folders to view the items stored
within them. The numbers in parentheses indicate the number of items within that respective folder.
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Once you find the folder you want, you should be able to navigate the contents. Click on a resource you
would like to view to see more information.
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Filter By: File Type
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Below is an expanded view of the single library folder. The number below corresponds to the number on
the graphic.
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1. Indicates the resource owner.

2. The title of the resource.

3. Click to download the resource.

4. Athumbnail preview of the resource (if applicable-only applies to specific file types).
5. Click here to add a comment to the resource.
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Changing Folder Views

If you are looking at a folder, and want a more complete view, you can collapse the library navigation
panel on the left-hand side. To do that, click the X on the top right of the panel.
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That will give you the following view.
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If you want to bring the navigation panel back up, click the three parallel lines on the top left next to
“Current folder.”
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That will bring you back to the folder view of the Library.
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Changing Library Views

With the updated library format, you can change the way you view the Library window. The
basic/standard view of the Library is the “row view” which you can see by hovering over the View icon
on the top right-hand corner of the Library.
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To change to the “card view,” simply click the icon next to the “row view” button seen here.

CREATE ENTRY
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That will bring you to the "card view” of the Library.
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The “card view” allows users a more complete overview of the resources available in each library. To
navigate back to the “card view,” simply click on the button shown below, and it will bring you back to

the original format.
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Changing Entries Per Page

To view more entries than the standard 12 per page, navigate to the bottom left-hand corner of the

Library window. Selecting will display the option to choose to view 12, 24, 60, 120, or 240 resources per

page. This is especially useful for those Libraries with thousands of entries, minimizing the number of
pages that need to be searched, and increasing the ease of navigation.

Navigate to the bottom left of the window and click on the “entries per page” button.
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Then select the number of entries preferred. For this example, 24 entries were chosen.

= Current folder: 0ld Templates/Operational ltems €

Filter By: File Type v

CF Main (0)

SS Team Operations (8)
Community - Toolkits (4)
Community - Recordings (8)
Communications - Toolkits (5)
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IBM (1)
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12 entries
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240 entries
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In this example, the page number has decreased, because the view exceeds the number of resources in

CREATE ENTRY

the folder.

= Current folder: Old Templates/Operational ltems €

Filter By: File Type v

(=~ Main (0)
S5 Team Operations (8)
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Posted By Michael Oliver
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HL cross-team operations: marketing and strategic serjiEes ses

Posted By Laura Coscarelli
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This is the same folder, with the “card view” or “gallery view” option discussed above.

= Current folder: Old Templates/Operational Items €

Filter By: File Typev

(S- Main (0)
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+)- Community - Toolkits (4)
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04-27-202012:25 PM ET

&

o

9
6

HL Cross-Team Operations:
Sales + Strategic Services...

Posted By Laura Coscarelli
10-12-2020 09:58 AM ET

15 see

am operations:
d strategic...
Coscarelli

CREATE ENTRY

A = |
SortBy: | Creation Date hd

&9
6

HL Cross-team Operations:
Data Team: Automated...

Posted By Michael Oliver
06-11-2020 12:32 PM ET

&

TEMPLATE - Community
Health Review

Posted By Laura Coscarelli
04-06-2020 03:19 PM ET

i 378 wee

)

1-19 of 19 entries

24 entriesw per page

22



