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Introduction

Simpplr Sites let you collaborate and distribute Content to a specific group of people. The Site
can be related to a department (HR, Marketing, IT, etc), a project, or a common interest. For
example, if you are working on a team project, you can create a Site for your team to share
project-related files and information. You can also post discussions to talk about the project
using the Site’s Feed.

Unless your App Managers disabled this function, everyone in Simpplr can create Sites. Sites
consist of a Feed, Pages, news, Albums (photos and videos), files, and Events.

Create Sites

To create a new Site, click on the "Sites" icon on the left hand navigation, click on "Add Site".
Enter information into the fields to add the Site details.

SITES Featured Following Latest Popular Categories
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Name - It is required that you give your Site a name.

Image - Upload a Site image if desired. This image will become the thumbnail image

when users go to the Site index Page and it will appear next to the Site name within a
Site. The minimum image size is 320px by 320px, the preferable size is 500 x 500 px.



e About - Tell People about your Site. This information will appear in the “About” Page
and the “About” Tile of the Site.
e Category - Select the Site category that applies to the Site that you are creating.

e Site Access -

o Public Sites are accessible by all users.

o Private Sites can only be accessed by Site members and Salesforce System
Admin. Site managers can add members to the Site or users can request
invitation. The Site name is visible in the “All Sites” index.

o Unlisted Sites are Private Sites that are not visible to non members in the Site
listing and search results. Only new Sites can be Unlisted, keep in mind that you
cannot convert an existing Site to an Unlisted Site. Unlisted Sites do not support
Pages, Events and Albums.

e Site Type (optional):

o “Broadcast Only” - enable “Broadcast Only” allow only Site owners/managers to
create new posts in this Site. Members can only comment on existing posts and
they cannot create new posts.

e Click “Create”, and you will see your Site.
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Manage Site (Edit Site details)

To finish setting up your Site, click on “Manage Site”.

Tea 1
ALL GOODCO Mandatow
Uncategorized

Dashboard Feed Events Pages Albums Files About

GoodCo soars 13% on earnings beat

fourth-guarter earnings after the bell
ng the percent in after-
than-expected brought the

ago Edited: 2 years ago

Days Left in Q1 Pages Events

While you are on the “Manage Site” section, you can click on the “View Site” button to go back
to the Site easily.
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Members

From the “Members” tab, you can add/remove members and add/remove managers. For easy
navigation, you can filter Site members by “Everyone” or “Managers”.

To add a new member, enter the name of the user in the “Add Site Member..” box, then select
the user from the drop down.

To remove a member, click on the drop down arrow next to the user’'s name, click "Remove
member". If you do not see the user, enter the name in the “Search Site Members” box to
search for the member, then click “Remove Member” from the drop down menu.

Please note that if you are managing a mandatory Site, you will not see the “Remove Member’
option. Everyone in your organization is required to be member of mandatory Sites.

To make someone a manager, add the user as a member of the Site, then click on “Make
Manager” next to his/her name.

To remove manager, click “Remove Manager” next to his/her name.

If you are the Site owner, you will also see the option to make someone else the owner of the
Site.
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Content

Under “Content”, you can manage all the Content and create Page categories for your Site.

Index

Under “Index”, you can see all the Content in your Site. You can filter by type, status, and

created date, published date, and edited date.

To see a list of Content that is waiting to be approved, click on “All Statuses” and select

“Pending”. Then, you can click on the title to see the Content details. You can approve or reject

from the drop down menu.

All Sites Details
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To find the drafts you have saved, click on “All Statuses” and select “Draft”.
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To find Content that has expired or hasn’t arrived at the publish date yet, select “Unpublished”
from the “All Statuses” menu.

e
go ALL GOODCO v Viewsite
All Sites Details Members Centent Features Storage Governance
—_—
Index Page Categories
Search Content. All ¥ | AllTypes ¥ | AllStatuses v | Created, newest v
All Statuses
DETAILS TYPE CREATED PUBLISHED Draft STATUS OPTIONS
Pending
M Customers meet & greet i
é Join us to meet tg d learn f lect cust tati met ¥ Wz | PREed bubisnea |
B(}I-Ir'l HSM(: meet, greet and learn rom our select customer representatives. 2017 2016 Fle]ecled
y Troy Miller

Jun PROMOTED
14 i Mar 27 Mar 12 May 18
- Townhall wnh.our CTO, How_ard Ngls_on ) _— Y m .
Howard Nelson in townhall meeting. Join in-person or online from your Intranet. 2017 2016 2016
By Troy Miller

Click on the drop down arrow next to status and you can see the options available for that piece
of Content.

You can edit, delete, unpublish, add to Site Carousel, and send update notification to the Site
members for “Published” Content.



All Sites Details
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You can also select multiple pieces of Content, then click on the “Bulk Action” drop down menu

and select an action.
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You can also access the same “Manage Content” Page by clicking on your avatar at the upper

right hand corner, go to “Manage Content”. Then, search for the Site in the “Search for a Site”

box to see the Contents of a specific Site.
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You can select “Edit” from the drop down arrow next to the Content you want to edit.
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Change Author
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You can also go to the Content, click on the drop down Options menu and click “Edit”.
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L Options

Delete

Unpublish
Add to Site Carousel

} Change Author
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¢ Moderation History

If you want to notify Site members the Content has been updated, once you have edited the
content you can click on the “Send Update Notification” in the drop down Options menu. If Site
members have opted in to receive email notifications when Site Content is updated, they will
receive an email in addition to the notification within Simppilr.
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Manage Page Category

Site managers can create Page categories to organize Site Pages. Go to “Manage Sites” >
“Content” > “Pages Categories” to see all the categories of the Sites.

Click on the drop down arrow next to category to edit or delete the category. You can only
delete a category when there are no Pages assigned to it.

Details Members Content Features Storage Governance
Index Page Categories
Search Categories Created. newest = +  Add Category
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Edit
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Features

You can turn on/off “Dashboard”, "Pages, “Events”, and "Albums" from the “Features” tab. You
can also drag and drop to rearrange the order of these features that appear at the top
navigation. The first feature at the top will be the landing Page when People click on the Site
name.

Please note that you cannot disable “Files”, “Feed”, and “About”. All files uploaded to Content or
Feed posts will appear in the “Files” tab.
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All Sites Details Members Content Storage Governance

Features

Select Sites Features wish to be visible. The first item will be the Sites landing page

. Dashboard | LaNDING PAGE D

. Pages
. Events

. Albums

Storage

You might not see this option if your App Manager chose the same storage service for all Sites.

Select the file storage service you want to use for your Site. You can select "Intranet", "CRM",

and depending on the settings that your App Manager has chosen you may also see "Box" or
“Google Drive”.

Please note that you have to connect to your Box or Google Drive account from “My Settings” >
“External Apps” in order to link Box or Google Drive folders to your Site.
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File Storage

Select storage type: *
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Google Drive

e Site Owners and Managers can now connect a Site’s file storage to their Google Drive
so that files and documents will be connected to the File section of the Site.
o Only one Manager can connect their Google Drive account at any time. Please
note- although it doesn’t have to be the Site Owner who connects their Google
Drive to the Site, they do have to have connected their Google Drive account to
Simpplr for the Site to have the option of Google Drive enabled.
e To do this go to the Storage section within Manage Site and click on Google Drive in the
dropdown menu.
o Please note- whichever Site Manager wants their Google Drive account
connected to the Site (plus the Site Owner if this is a different user) must connect
their Google Drive account in My Settings before they are able to do this.

Details Members Content Features Storage

File Storage

Select storage type: *

Google Drive

e When Google Drive is connected a root folder with the same name as the Site will

appear in your Google Drive. All of the Google Drive folders and files attached to the Site
will be stored there.

e When creating new folders and files within the Google Drive folder you can choose to
make them either ‘Read’ only or ‘Read/Write’.
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New Google Drive Folder

Name your folder and set upload permissions..

Read only

Read only
Read and Write

e If the Site Owner changes there is currently no way to automatically transfer the Google
Drive folder over, this will have to be done manually.

Please see our Google Drive Integration document for a more detailed explanation of how
Google Drive works with Simpplr.

Governance

Content Submissions and Content Feed Posts

If you allow Site members to submit Content, check the “Allow all users to submit Content” box.
When a user creates a new piece of Content, Site owners or managers will need to approve the
Content before the Content appears on the Site. You will receive an actionable notification to
confirm that a new piece of Content needs to be approved.

If you allow users to leave comments on the Site’s Content check the “Allow Feed Posts on
Content” box, uncheck it to disable comments.

Content Submissions

. Allow all users to submit Content

Content Feed Posts

. Allow Feed Posts on Content
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Please note that even if “Allow Feed Posts on Content” is checked, you will have the option to
disable Feed Posts when you create each individual piece of Content. You can turn on or off
Content Feed at the Content level.

More Options

surmimary

Sep 18, 2017 (Pacific Daylight Time) Select date

+| Allow Feed Posts

Carousel

From the "Carousel" section, you can configure the Carousel date format.
e “Publish date” means it will display the publish date of the Content.
e “Time Ago” means the Carousel will show how long ago the Content was published,
such as 10 hours ago, 3 days ago, etc.
e “Don’t show” means no date will appear in the Carousel.

Carousel

Carousel date format:

Publish date

. Time ago

Don't show

Customize Feed Placeholder Text

You can change the text place holder in this section.
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"Site Feed placeholder text:" refers to the main Feed that appears on the Site Feed Page or Site
dashboard.

"Content Feed placeholder text:" refers to the Feed that appears under Site Pages, Events, and
Albums.

Customize Feed Placeholder Text

Site Feed placeholder text:

Ask @HR your questions here...

Content Feed placeholder text:

Say about the #type# #title®t ?

External Apps

If your App Manager has integrated Simpplr with Slack, you can click “Connect” to connect your
Site to Slack.

Details Members Content Features Storage Governance External Apps

External Apps

E Slack v Connect

Login to Slack if required, select the channel you want to connect to, then click “Authorize”.
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Simpplr would like access to Simpplr

This will allow Simpplr to:

Confirm your identity on Simpplr Change teams
Access information about your channels Show more
Postto | Select channel v
Send messages as Simpplr Show more
Show more

Please only share your team’s private information with apps that you

have reviewed and trust.

Cancel

External Apps

E o

Only send Feed Posts

. Send Feed Posts and Replies

Slack Channel: *

all-simpplr

Remove

Once connected, when you make a post in your Site Feed, the post will also appear in the
selected Slack channel.

You can select whether to send only Feed posts, or send both Feed posts and replies to Slack.
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