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Introduction

VisualSP Help System (for SharePoint 2010, 2013, and 2016 on-premises) can be customized to fit your
specific needs! The product ships with many assets (videos, image tip sheets and help documents) that
are ready to be used as ‘plug-n-play’. You can also expose your own content from an in-house or online
location to deliver help to the users when and where they need it!

SharePoint Mewsfeed OneDrive  Sites  [RSITITEE (o g © ]

Page context help

through Help tab
BROWSE  HELP g P Be O SHA% vrrouow Casme O
@ m J x Delete a column ﬂ fj Upload a document D D Dlscard document check out Ej {4 Email & link to a library % o
- = EEE
f , Upload multiple documents B m a Create a document version @ =]
Document Library guick Createa Createa Create new Checkina Checkouta Connect z library to Use Inline Use the Help
reference column  view documents document  document E‘@ Send a document to another library Outiook Help Tab
Quick Reference Columns and Views Creating Documents anion Noaumenic Office Integration VisualSP Help System
@ Inline help through
(i)
Home @ new document or drag files her informational icons (!
Tasks List All Documents === | Find afile
Issues Tracking (i)
v D Name Medified Medified By Checked Out To
Documents
. g5 Document i November 6 | Administrator
Community =
Home [ Presentation = November 1 Administrator
Cateqories g Spreadsheat + November 6 [ Administrator

Context sensitive help through Informational icons and Help tab

Visit http://www.visualsp.com for more information and to get an evaluation version of the system.
For further assistance, please don’t hesitate to reach out to us. We are always here to help!

http://www.VisualSP.com
Vvsp-support@visualsp.com
630-786-7026

Note: VisualSP Help System functionality is the same for SharePoint 2010, 2013,
and 2016. The screenshots in this document are taken from SharePoint 2013, but
apply equally well to the SharePoint 2010 and SharePoint 2016 products.

Check out the latest functionality updates at the:
VisualSP demonstration video showcase.
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Using the Built-in Help content

The VisualSP Help System comes with a wide assortment of professional Help and training content.
This built-in Help content is presented to end users in three ways:

1) Help tab ribbon

2) Inline help through informational icons

3) On-page via the VisualSP Web Part

Using the Help tab

VisualSP is incorporated into the SharePoint ribbon interface through the Help tab.

Click the Help tab to expose the help items that are available for the current context in which you
are working. Click on an item to view it.

Newsfeed OneDrivi

SharePoint
BROWSE  HELP | FILES  LIBRARY B0 Q
@ j 72X Delete a column |_‘ ™ Upload a document nt E_‘ {F Discard document check out W (=) Email a link to a library
- ) Uplcad muttiple documents *E N | Create a document version @
Document Library quick Createa Create a Create new Checkina Check out a Connect a library to
reference column  view documents document document FB Send a document to another library QOutlook
Quick Reference Columns and Views Creating Documents Managing Documents Office Integration
Note: Relevant icons make it easy to find the help you need. Related items are grouped
together.
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A dialog box will open displaying the help item you selected. In some cases, a new window may
open. When you are finished, close the dialog box or window to return to the page.

VisualSP Training: Upload a document

. hared otV kleos.com

e
|Pop Out

You can click on the Pop Out link in the lower right-hand corner to open the dialog in a new
window. This is helpful if you want to make things bigger or move it to the side so you can refer back
to it as you work.

Using the Built-in Help content - Using the Help tab



Using Inline help

VisualSP Inline Help provides help related to various

links and controls that appear on the page.

If VisualSP inline help is turned off, click on the VisualSP icon beside the Share and Follow buttons,

then click the On/Off toggle button to turn it on.

Newsfeed OneDrive Sites Administrator~ £ P
@ Qstare Yyrouow Cdsmc # oom O
OFF _ + ol !

Enable or disable the
VisualSP Inline Help by
clicking the "ON/OFF"
button. To access
VisualSP help content
click any of the various
help icons located on the

page.

Click on any of the many help icons on the page to display a menu of help items related to the section

of the page the help icon is on. To view a particular

Documents

(® new document or drag files he

sus Find a file

All Documents

v [ Name
B Assettracking i
BE  Customers list
% Filename suggestions .
Bz Purchase Requisition

0 C ﬂ Create new documents
Mgt

A
A
Ac

AQminISTrator

help item, click its link or icon.

©

X

C ﬂﬁ Upload a document
C

ﬁ Upload multiple documents

A dialog box will open displaying the help item you s

box to return to the page.
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Viewing On-Page Help Content

When help items appear on a page via the VisualSP Web Part, simply click on the item you want to
view.

VisualSP Web Part

g @ ] =

SharePoint in Plain Page quick Create a web Change Help
English reference page Tab
Cverview Quick Reference Web Page Creation Advanced Customization
D |jt1 &) Link to site content | Work with tables @/ £ Customize Quick Launch menu
: =4 = Work with images on pages & Add lists and libraries to web pages ¥ Customize Top Navigation
Check out a Edit a web ) Change lock and 3
page page o0 Change the layout of a web page X Delete a web page feel ¥ Enable the tree view

Page Editing Site Look and Feel

A dialog box will open displaying the help item you selected. In some cases, a new window may
open. When you are finished, close the dialog box or window to return to the page.

VisualSP Training: Upload a document

=

|Pop Out

You can click on the Pop Out link in the lower right-hand corner to open the dialog in a new
window. This is helpful if you want to make things bigger or move it to the side so you can refer back
to it as you work.
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Overview of the VisualSP Help System Taxonomy

To effectively manage help content in the VisualSP Help System, you need to understand where help
items and help content are stored, as well as how help items are provided to and consumed by a
particular site collection. Let’s take a look at the architecture of the VisualSP Help System and
understand some important terms.

Help Content

Help Content is the instructional content and resources that users need. Individual media items are
often referred to as Help Assets. The VisualSP Help System supports a variety of different media types
such as: videos, images, documents, web pages, and Adobe Flash. You can even use custom EMBED or
OBJECT tags to display content from sites like YouTube, Vimeo, and many other sites. Help content can
live in any location that your users can access whether locally on your intranet or anywhere on the
Internet. If your employees can access it, it can be used as help content.

Help Content consists of
all your help assets wherever they may live.
Videos Documents Images

® PDF

B o D5
oid &R

The Internet

Embedable :
Web pages content Public Private
= ' B ¢ wid I> Your Internal Network i rhj e g

Free Sites

% lube)
vim.eo Office 365

Sites

The VisualSP Help System comes with many professional videos, images, and documents to help your
end users make better use of SharePoint. These Help Assets are typically added to the Site Assets
library of the VisualSP Farm Hub when VisualSP is first installed.

Overview of the VisualSP Help System Taxonomy - Help Content



Help Items

A Help Item is a definition of how to display a particular Help Asset within the VisualSP Help System. It
links to the Help Content but doesn’t contain the Help Content. A Help Item also defines how the
content will appear to the user, such as which viewer to use and if it will be displayed in the VisualSP
dialog box or opened in a new window. It defines all the aspects of how the links to the content are
displayed in the VisualSP Help Ribbon and/or Inline Help.

Help Items tell VisualSP how to link to specific Help Content and
how to display that help content to end users
when and where they need it.

BROWSE  HELP | FILES  LIBRARY D OC u M e N tS ')
p— - % Delete 3 column test Ty . . i}
@ [ (¥ new document or drag files her; o
Document Liorary guick  Create 3 Createa Creéte .'.:ev,\-
reference column  view documents All Documents
A - uf ., Create new documents
Quick Reference Columns and Views (]
! 3 NG iaad rmultiole dacument o x M
Home @ new CJOC\.I ment VisualsP Training: Upload multiple documents n

Help Items displayed in the Help Ribbon.

s Ac & Upload a document
= — o Ag

hs ac M) Upload multiple documents

A ATAINIETESTAF

Help Items displayed in the Inline Help Menu.

Help Content displayed in the VisualSP Viewer popup.

Manage VisualSP Help Items List

Help Items are stored in a special SharePoint List called the Manage VisualSP Help Items List. When
VisualSP is installed, and the provided Help Content is uploaded, pre-defined Help Items are also added
to the Manage VisualSP Help Items List in the VisualSP Farm Hub.

Help Items live in a VisualSP Help Items list.

WisualSP Farm Hub
Maﬂage V|Sua|SP Help |te | S @ Items Per Page; | 300 ﬂ Locale: | Default ﬂ
v lcon Title Group Size Viewer Sequence Scope Inline Help Target Permissions
(24 Add a library to Library Look Medium  Default none Calendars in View,
the Quick and Feel Video RegularExpressioninlineHelp
Launch Player
1] Add a library to Library Look Large Default 30 InlineTargetsOnly  Mawvigation bars - Edit Links
the Quick and Feel Video
Launch Player
€ Addalistto the List Settings Medium  Default List Settings Page
Quick Launch Video
Player
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Site Collections, Web Applications, and the SharePoint Farm

All SharePoint sites have to be in a SharePoint Site Collection. A SharePoint Site Collection is a group of
SharePoint sites that share a common set of resources between them. It typically consists of many sites
that are arranged in a hierarchical manner. However, it could also be a unique and separate, single
SharePoint site. The Site Collection is the lowest level at which the VisualSP Help System can be

managed.

If you are unfamiliar with what a
SharePoint Web Application is,
just think of it as a base URL in
SharePoint, that is, everything in
the URL before the first forward
slash (/). For example, you may
have one web application with
URLs that begin with
http://intranet and another
web application with URLs that
begin with http://projectsweb.
These are two different web
applications and each may
contain numerous site
collections.

A SharePoint Farm may be one
or more SharePoint Servers that
work together to power and
manage any number of
SharePoint Web Applications.
Most organizations have only
one production SharePoint
Farm, but some organizations
have multiple SharePoint Farms,
depending on their needs.

Human Information
Resources Technology
= _

Project Citadel Collection

Project
Citadel

SharePoint Site Collections may consist of a single SharePoint site
or a hierarchy of Sharepoint sites.

Intranet Site Collection Project Management Site Collection

Intranet
Home

Project
Management

Alice’s Mizha's Franco's
Projects Projects Projects
J

Project Bedrock Site Collection Training Site Collection

The Learning SharePoint
Center Central

Project
Bedrock

Administration

Central Admin Site Collection

Sub-Project
Cobblestone

Sub-Project
Hollyrock

J

SharePoint Web Applications define domain URLs
and may host one or more Site Collections.

Web Application: http://spwfe01

Web Application: http://learn

The Learning
Center

web Application: http://intranet

Intranet
Home

Human Information
Resources Technology

Web Application: http://projects

Site Collection: /citadel

Project
Citadel

Site Collection: / Site Collection: fbedrock

Project
Management

Project
Bedrock

Mizha's
Projects

Franco's
Projects

A SharePoint Farm may be one or more SharePoint servers that power
any number of SharePoint Web Applications.

Alice’s
Projects

Sub-Project
Cobblestone

Sub-Project
Hollyrock

Overview of the VisualSP Help System Taxonomy - Site Collections, Web Applications, and the

SharePoint Farm
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The VisualSP Farm Hub

When VisualSP is first installed, the SharePoint Administrator creates a site collection to serve as the
VisualSP Farm Hub. This site collection is designed to serve as the central location for storing and
managing help items and help content the SharePoint Farm.

The VisualSP Farm Hub is a SharePoint site that provides Help Items
(stored in its Help Items List) to the entire SharePoint Farm.
Web Application: http://intranet
Site Collection: /

Intranet
Home

Information
Technology

Human
Resources

Marketing

Web Application: http://spwfe01
Site Collection: /:55555

SharePoint
Central
Administration

\L’% VisualSP

Farm Hub

Web Application: http://learn

Site Collection: [

The Learning
Center

Web Application: http://projects

Site Collection: /

Project
Management

Alice’'s

Projects

Mizha's
Projects

Franco’s
Projects

site Collection: /citadel

Project
Citadel

site Collection: /bedrock

Project
Bedrock

Sub-Project
Cobblestone

Sub-Project
Hollyrock

Overview of the VisualSP Help System Taxonomy - The VisualSP Farm Hub
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VisualSP Help Consumer

The VisualSP Help Consumer Feature must be activated on a site collection before it can display
VisualSP Help to its users. Once activated, Inline Help can also be enabled or disabled for that

particular site collection.

= % VisualSP Help Consumer Feature

Site Collecticn:

SharePoint
Central
Administration

]

L)

%VisualSPs
Farm Hub

When activated, the VisualSP Help Consumer Feature allows a site collection
to display VisualSP Help Items on its pages.

‘:% WisualSP Help Consumer Feature

Activate

Site Collection:

Project
Bedrock

Sub-Project
Cobblestone

Sub-Project
Hollyrock

Overview of the VisualSP Help System Taxonomy - VisualSP Help Consumer
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VisualSP Help Provider

This is a SharePoint Site Collection Feature that tells VisualSP how to serve up (or provide) the items in
the VisualSP Help Items list to itself as well as other site collections that may inherit from this one. In
the VisualSP Help Provider, you can enable inline help to be provided, enable or disable caching, and
change the inline help icon to a custom icon.

Each Site Collection typically inherits help items from the VisualSP Farm Hub. If the VisualSP Provider
Feature is activated on the site collection, the site collection may also have its own unique Help Items
in addition to the Help Items it is inheriting.

When Activated, the VisualSP Help Provider Feature creates a
VisualSP Help Items list in the site collection.
Help Items added to this list will be provided within this site collection.

{.-‘ VisualSP Help Provider Feature

r

Site Collection:

Intranet RV .
S g VisualSP

Help Items List

Information
Technology

Human

Resources

A site collection can display Help Items provided by
a VisualSP Hub AND ALSO display Help Items
it provides to itself.

L]

) % VisualSP’
Farm Hub

Manage VisualSP
Help Provider Settings Intranet
&l inherit Help Items Home

{‘% VisualSP’
Help Items List

Human Information

Resources Technology
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VisualSP Web Application Hub

A SharePoint Farm can have only one VisualSP Farm Hub, but it can have as many VisualSP Web
Application Hubs as it does SharePoint Web Applications. Each VisualSP Web Application Hub, can
provide help content to all the site collections that are in that particular web application. It typically
inherits help items from the VisualSP Farm Hub and may also have its own help content and help items

that are unique to that particular web application. Each site collection may also have its own Help
Iltems as well.

Each web application may have one site collection designated to be a
VisualSP Web Application Hub. Help Items in this site collection will be
provided to all site collections that are part of that web application.

Web Application: http://projects

Site Collection:/help
£, 3
Site Collection: / i w:glsp sit  ollection: /bedrock

Project Appllilcation Project

Management ub Bedrock

Site Collects .. /citadel |

Alice's Mizha's Franco's Project Sub-Project § Sub-Project
Projects Projects Projects Citadel Cobblestone Hollyrock
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Example Diagram of a Fully Deployed VisualSP Help System

This diagram illustrates how these options can interact to provide a rich
In-Context Help System within a SharePoint farm.

Web Application: http://projects

Site Collection:/help
— rY—— I

Site C tion: / ‘.‘ sit  ollection: /bedrock
e Lo mon: - 1 ollecuon:
Web

S B Project Application Project
»

"‘VlsuaIS_P Management Hub Bedrock
Help Items List

site Collect: .: fcitadel

Alice's Mizha's Franco's Project Sub-Project § Sub-Project
Projects Projects Projects Citadel Cobblestone Hollyrock

Web Applic  n: http://spwfe01

Web Application: http://learn

» Site Collection: / Site Coll~ -n: f:55555
17 VisualSP

The Learning
Fa m H 4 b Center SharePoint S, N
Central e VisualSP

I el LIl Help Items List

|
Web Application: http://intra:
|

Site Collection: /

fs,,. e Intranet
>
1 VisualSP o

Help Items List

Human Information
Resources Technology
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Enable a Site Collection to Display Help Items

Before any SharePoint site collection can display VisualSP Help Items, it must first be configured to
consume VisualSP Help Items. This is accomplished by simply activating the VisualSP Help Consumer
Site Collection Feature.

Note: When VisualSP is installed, it is typically deployed to all Web Applications in the
SharePoint Farm. If you do not see the VisualSP Help Consumer Feature in the Site
Collection Features page, your SharePoint Administrator will need to deploy VisualSP to the
web application.

If VisualSP was installed following the recommended settings, then this feature will already be
activated on all site collections and will be activated on new site collections as they are created.

All site collections inherit Help content from the VisualSP Farm Hub and/or a VisualSP Web Application

Hub by default. If the Help tab is not visible on a particular Site Collection, that site collection has not
been set as a ‘consumer’ of the Help items.

Activate the VisualSP Help Consumer Feature

Reference video tutorial:

http://sharepoint-videos.com/products/visualsp/
visualsp-video-showcase/#ToggleHelpTab

To enable a Site Collection to consume Help items, a site collection administrator must activate the
VisualSP Consumer Site Collection Feature as shown in the following image:

Video and Rich Media

Provides libraries, content types, and web parts for storing, managing, and viewing Deactivate
rich madia assets, like images, sound clips, and videos.

VisualsP Help Consumer Feature Deactivate
VisualSF Help Provider Feature Deactivate

Workflows

§ @@ F

Activate
Aggregated set of out-of-box workflow features provided by SharePoint.
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Enable and Disable the Help Tab Ribbon for a Site Collection

Nothing else is required to Enable the Help Tab Ribbon. Once the VisualSP Help Consumer Feature has
been activated, the site will begin displaying VisualSP Help Items in the Help Tab Ribbon. If you no
longer want VisualSP Help content to be displayed in a particular site collection, simply deactivate the
VisualSP Consumer Feature.

Note: If you do not see the Help Tab Ribbon anywhere on the site collection, there may not
be a VisualSP Farm Hub or Web Application Hub set up to provide content for this site
collection to consume. We will look at Provider setting in the next section.

Enable and Disable Displaying of Inline Help within a Site Collection
Inline help can be turned on and off at any of five levels:

e The VisualSP Provider Settings in the VisualSP Farm Hub

e The VisualSP Provider Settings in each VisualSP Web Application Hub

e The VisualSP Consumer Settings in each Site Collection

e At the page level by each user

In this section, we are only going to look at how this is done via the VisualSP Consumer Settings in each
Site Collection and at the page level by each user. The other options will be covered elsewhere in this
manual.
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To enable or disable Inline Help for a particular site collection, visit the Site Settings page of the site
collection and click Manage VisualSP Help Consumer Settings in the VisualSP Settings section.
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Home Users and Permissions Look and Feel Change the look
Documents Pgople an.cl groups Titl_e, description, al . .

Site permissions Quick launch Site settings
Recent Site collection administrators Top link bar —

Site app permissions Tree view

Asset Library Change the look

Getting started

Issue Tracking

- r Galleries

—di L Ul

_~t1on upgrade

VisualSP Settings

Manage VisualSP Help Provider Settings

Manage VisualSP Help Consumer Settings
anage Visua elp Ttems

View Analytics Report

Checking the box for Enable Inline Help will allow this site collection to display Help Items that are
provided to it. When this box is checked, Inline Help can then be enabled or disabled by each individual

user. If this box is unchecked, Inline Help cannot be enabled by any user in this particular site
collection.

Manage VisualSP Help Consumer Settings

Inline Help

Speafy whether you would like to enable inline able Inline Help
help.
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Note: The VisualSP Help Consumer Settings page is also available in the VisualSP Farm Hub

and each VisualSP Web Application Hub. If Inline Help has been enabled in the Provider

Settings page, a site collection administrator can still use the VisualSP Consumer Settings to

enable or disable displaying of Inline Help items within the Hub’s site collection. If Inline
Help has been disabled in the Help Provider Settings of a VisualSP Hub site, it cannot be enabled
for the hub site collection.

Enable or Disable Inline Help at the Page Level

Each individual user can enable or disable Inline Help for themselves at the page level by clicking on the
VisualSP icon in the right of the Top Bar. If the switch shows Off, clicking it will turn it on. If the switch
shows On, clicking on it will turn it off.

[N i e i o B MNewsfeed  OneDrive  Sites Administrator~ $F P

[

) sHARE Yy Follow Ldsywc # eom O ’,‘JSHA‘F;! vr Folow L smc # eom O

: - ol N - ,00 A~
Enable or disable the Enable or disable the
VisualSP Inline Help by VisualSP Inline Help by
clicking the "OMN/OFF" clicking the "ON/OFF"
button. To access button. To access
VisualSP help content * VisualSP help content L4
click any of the various click any of the various
help icons located on the help icons located on the
page. page.

Once a user enables or disables Inline Help, it will remain on or off anywhere the user goes. It is not
necessary to turn it on or off for each page.
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Enable a Site Collection to Provide Help Items

VisualSP Help Items can be provided to a site collection from any of three different locations:
e The VisualSP Farm Hub
e A VisualSP Web Application Hub
e The site collection itself

If VisualSP was installed following the recommended settings, then the VisualSP Farm Hub will be set
up to provide its Help Items throughout the SharePoint farm. If you are setting up a new VisualSP Farm
Hub, a new VisualSP Web Application Hub, or you want a site to show content specific to that
particular site collection, then you will need to follow the steps in this section to enable it.

Note for VisualSP Express users: The following process must be performed on each site
collection since it does not support VisualSP Hub Sites and all Help Items are managed
within each site collection level.

Just as the VisualSP Help Consumer Feature allows a site collection to display Help Items, the VisualSP
Help Provider Feature allows a site collection to manage Help Items and to provide them to VisualSP
Consumers. The site collection administrator must first activate the VisualSP Help Provider Feature to
be able to administer the Help content at the site collection level.

Video and Rich Madia

Provides libraries, content types, and web parts for storing, managing, and viewing Deactivate | NEIES
rich media assets, like images, sound clips, and videos.

VisualsP Help Consumer Feature Deactivate
VisualSP Help Provider Feature Deactivate

Workflows

Activate

Aggregated set of out-of-box workflow features provided by SharePoint.

Note: When VisualSP is installed, it is typically deployed to all Web Applications in the
SharePoint Farm. If you do not see the VisualSP Help Provider Feature in the Site Collection
Features page, your SharePoint Administrator will need to deploy VisualSP to the web
application.

@ (s F
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When this feature is activated, it will create a VisualSP Help Items list in the site collection. The Site
Settings page will show links to Manage VisualSP Help Provider Settings and Manage VisualSP Help
Items.

VisualSP Settings

Manage VisualSP Help Provider Settings
Manage VisualSP Help Consumer Settings
Manage VisualSP Help ltems

View Analytics Report

There are several options on the Manage VisualSP Help Provider Settings page. Most of these are
considered to be “Advanced Functionality” and will be covered in a later section of this document. We
will look at enabling and disabling the providing of inline help in this section since it relevant to the
following section on adding and editing Help Items.

Enable and Disable Providing Inline Help

Inline help can be turned on and off at any of four levels:
e The VisualSP Provider Settings in the VisualSP Farm Hub
e The VisualSP Provider Settings in each VisualSP Web Application Hub
e The VisualSP Consumer Settings in each Site Collection
e At the page level by each user

The last two are covered in the preceding section. We will look at the first two options here.

Enable or Disable Providing of Inline Help from the VisualSP Farm Hub

To enable or disable Inline Help at the VisualSP Farm Hub, visit the Site Settings page of the VisualSP
Farm Hub site and click Manage VisualSP Help Provider Settings in the VisualSP Settings section.
Checking the box for Enable Inline Help for Provider Hub Scope will allow Inline Help to be enabled or
disabled at the Web Application level. If this box is unchecked, Inline Help cannot be enabled anywhere
in the Farm.
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Enable or Disable Providing of Inline Help from a VisualSP Web Application Hub
To enable or disable Inline Help for a particular web application, navigate to the site collection that is

Manage VisualSP Help Provider Settings

Version

The Visual5SP version currently installed.

The VisualsP Farm Hub site

The VisualSP Web Application Hub site

Enable Inline Help for Provider Hub Scope

Enable or disable the Inline Help feature for the current scope. If this
Visual5P Help Provider Hub is a Web Application Hub then this

setting will impact all Site Collections within the Web Application; if it

is a Visual 5P Help Provider Farm Hub then the setting impacts the
entire Farm. Mote that this setting, when disabled, overrides the
settings of individual Site Collections allowing you to disable the
feature without navigating to those Site Collections.

VisualSP Enterprise for SharePoint 2013 - 5.2.0.0
This site is the VisualSP Farm Hub site.

hittp://c4968397007/sites/finance

able Inline Help for Provider Hub Scope

serving as the VisualSP Web Application Hub for a particular web application. This may not necessarily

be the root level site for the Web Application. visit the Site Settings page of the VisualSP Web
Application Hub site and click Manage VisualSP Help Provider Settings in the VisualSP Settings

section. Checking or unchecking the box for Enable Inline Help for Provider Hub Scope will allow Inline

Help to be enabled or disabled at the site collection level for each site collection in this web
application. If this box is unchecked, Inline Help cannot be enabled by any user in this particular web

application.

Manage VisualSP Help Provider Settings

Vearsion

The VisualSP version currently installed.

The VisualSP Farm Hub site

VisualSP Enterprise for SharePoint 2013 - 5.2.0.0

http://c4968397007 fsites/visualspfarmhub

The VisualSP Web Application Hub site

This site is the VisualSP Web Application Hub site for: http://c4968397007/

Inherit Help Items

Speafy whether you would like the ribbon to show help items from
the parent help provider hub.

Enable Inline Help for Provider Hub Scope

Enable or disable the Inline Help feature for the current scope. if this
WisualSP Help Provider Hub is 3 Web Application Hub then this

setting will impact all Site Collections within the Web Application: if it

[Jinherit Help Items

Copy Items

If checked, the help item details are copied but not the actual content associated with the item.

[Icopy Help Items from Farm Hub?

is a VisualSP Help Provider Farm Hub then the setting impacts the
entire Farm. Note that this setting, when disabled, overrides the
settings of individual Site Collections allowing you to disable the
feature without navigating to those Site Collections.

able Inline Help for Provider Hub Scope

Enable a Site Collection to Provide Help Items - Enable and Disable Providing Inline Help
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Adding, Editing, and Managing Help Items

Any site collection in which the VisualSP Help Provider Feature has been activated may be a place
where Help Items can be added, edited, and managed.

The Manage VisualSP Help Items page

A Help Content Manager will find a complete suite of tools for managing help items on the Manage
VisualSP Help Items page.

SharePoint Mewsfeed OneDrive  Sites Administrator~ £ ?
BROWSE  MANAGE HELPITEMS  HELP Bo O sz?; Yy Follow [
VisualSP Farm Hub test site # EDIT UNK? Search this site hd ,00
Manage VisualSP Help Items o
Home
Documents Items Per Page: | 500 ﬂ Locale: | Default ﬂ
Tasks 5 . . .
¥ lcon Title Group Size Viewer Sequence Scope Inline Help Target Permissions Created Last Modified
Calendar .

& Add alibrary to Library Look Medium  Default none Calendars in View, 2/4/2016 71472016
team calendar the Quick and Feel Video RegularExpressicninlineHelp %:28:02 9:44:43 PM
Team Wik Launch Player PM
Recent 1] Add alibrary to Library Look Large Default 30 InlineTargetsOnly  Navigation bars - Edit Links 2/4/2016  7/14/2016

B the Quick and Feel Video 9:28:08 9:34:05 PM
Subsites Launch Player PM
test site (24 Add a list to the List Settings Medium  Default List Settings 2/4/2016  7/14/2016
- Quick Launch Video Page 9:28:02 9:34:03 PM
Site Contents Player PM
/' EDITLINKS Li ] 1] Add alist to the List Settings Large Default 40 InlineTargetsOnly  Navigation bars - Edit Links 2/4/2016  7/14/2016
Quick Launch Video 9:28:08 9:34:05 PM
Player PM
a8 Add lists and Page Editing Medium  Default 70 Publishing Page, 2/4/2016 771472016
libraries to web Video ‘Wiki Page 9:28:00 9:34:03 PM
L P PPNt — e AR o SN T 2l P

To access the Manage VisualSP Help Items page, go to Site Actions = Site Settings and click Manage

VisualSP Help Items.

Take a video tour of the Manage Help Items Tab:

Manage Help Items Ribbon Tour

SharePoint

BROWSE

HELP

weusiy s
Schema
Search Settings
Search and offline availability
Configuration Import
Configuration Export

Newsfeed OneDrive Sites Admmistratorv ?
N

Bw Qs I

ITe POICIes
Content type publishing
Popularity and Search Reports
HTML Field Security

Help settings

SharePoint Designer Settings
Site collection health checks
Site collection upgrade

VisualSP Settings
Manage VisualSP Help Provider Settings

Mapage VisualSP Help Consumer Settings
Manage VisualSP Help Items
VIEW Bnalytics Repo

Shared with...
Add a page
Add an app

Site contents

Change the look

Site settings

Getting started

Adding, Editing, and Managing Help Items -
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There is even a Help tab on the Manage VisualSP Help Items page! This tab includes videos and
resources to aid your Help Content Managers as they maintain help content in all your site collections.
Your SharePoint administrators will find resources here to aid them as they manage the VisualSP
system.

SharePoint

BROWSE MANAGE HELP ITEMS
Y — o — Gl ——— o DD Use Groups in VisualSP Web Part Tt
\ =] = = =] = [T = pdf
v = [ [ [ 1] = E.j ﬁ —] L] “ =)
Help Systern Use Inline Usethe Help  Understand the Help Create Inline Help Use Help Find Help Order ltemms and  Use Help Change Help Tab  Help System
Videos Help Tab Ribbon Itemns Scopes ltems Groups Permissions text Documentation
Wisual5P Help System Managing Help ltems VisualSP Web Part Advanced Customization
Home
Tasks List
Issues Tracking )
~ lcon Title Group Viewer Sequence Scope
Documents P
(24 Add alibrary to the Library Look and ~ Medium  Default Library Settings Page
Quick Launch Feel Video Player
Home ] Add a library to the Library Look and  Large Default 30 InlineTargetsOnly
Categories Quick Launch Feel Video Player
) & Addalist to the List Settings Medium  Default List Settings Page
Members . )
Quick Launch Video Player
About )
Add a list to the List Settings Large Default lineTarget

Adding Help Items

Help Items can be managed in the VisualSP Help Items list in the VisualSP Farm Hub, a VisualSP Web
Application Hub, or at any site collection in which the VisualSP Provider Feature has been activated.
The process for adding and editing Help Items is the same, regardless of where it is stored or where it
is provided to. However, it is very important to make sure that you are managing content in the correct
place, based on where you want the Help Item to be displayed.

e If you want the Help Item to be displayed in any or all site collections across the entire farm,
make sure you are in the VisualSP Farm Hub.

¢ If you want the Help Item to be displayed in any or all site collections within a particular Web
Application, make sure you are in the correct VisualSP Web Application Hub.

e If you want the Help Item to be displayed in only one particular site collection, make sure you
are in the correct site collection.

Note: The functionality to control Help content across a farm is not available in the
VisualSP Express system. In the Express system, all Help items must be maintained at the
site collection level.
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Reference video tutorial to configure Help items:

Configure Help

To add new Help Items, navigate to the correct site collection then go to Site Actions - Site Settings.
Click on Manage VisualSP Help Items.

SharePoint Newsfeed OneDrive

BROWSE  HELP Buw O SHA%
— S e
Wiki Library Content and structure logs Search Settings
Survey Site variation settings Searchable columns
Translation Status Search and offline availability
Issues with our projects Configuration Import

Configuration Export

e fssets Site Collection Administration

Site Contents Recycle bin ) ]
Search Result Sources Visual5P _SEttlngs _ )

# EDIT LINKS O search Result Types Manage V!suaISP Help Provider Se‘ttlngs
Search Query Rules Manage VisualSP Help Consumer Settings
Search Schema Manage VisualSP Help Items
Search Settings View Analytics Report

Search Configuration Import
Search Configuration Export
Site collection features
Site hierarchy

Site collection navigation

In the Manage Help Items ribbon, click Add Help Item.

SharePoint Mewsfeed OneDrive  Si Administrator~ £ ?

o

BROWSE  MANAGE HELP [TEMS  HELP £% 5 QsHare Yy rouow O

@ Delete All Versions %T}‘ @ D ﬁ E By Scope

Delete Locale Version E| By Inline Help Target

Edit Rename Export Help Import Help All By
ltemn  Groups Copy ltem ltems Items ltems  Group E| By Viewser
Marage Export/import Views
Items Per Page: (500 Locale: | Default
Home ¥ lcon Title Group Size Viewer Sequence Scope Inline Help Target
Documents €4 Addalibrary to Library Look Medium  Default none Calendars in View,
Tasks the Quick and Feel Video RegularExpressioninliner
Launch Player
Calendar ) ; . - L
1 Add a library to Library Look Large Default 30 InlineTargetsOnly ~ Navigation bars - Edit Lir
team calendar the Quick and Feel Video
Taam Wili Launch P!ayer

You will be taken to a page displaying a long form where you will add the details about the new Help
Iltem. We will look at each section of this form and explain how each field is used by the VisualSP Help
System.
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Enter a Title and Description for the Help Item

Note: A few of the items on the Manage VisualSP Help Item form will be discussed out of
the order they are listed on the form. At this point, we will skip Locale ID and Group; those
fields will be explained later in this document.

The Title and Description can be anything you want it to be. As a best practice, we recommend that the
Title be a short ‘active voice’ phrase for what the Help Content will instruct the user to do, instead of a
‘passive voice’ explanation (for example, use “Add a Column” instead of “Adding a column”). For the
description, a short one sentence summary is usually sufficient. We also recommend indicating to the
user the type of media the Help Item will link to.

Manage VisualSP Help ltem o

Help ltem
Locale ID
Speafy the localized details
about the help item. Because Default

the help item may be displayed
in different web applications it
is recommended that you use
an absolute URL and not a
relative URL (where applicable)

for the link Existing Group: | <new=

Mew Group:

Title )
M

“Description

r Help Item Details - Default

Group

—

Link
Browse...

For example,
"hitp:/fcompany.com/ContentHub/Sitefssets/1033,/Videos/10101,/10101.mp4".

Show In Mew Window
1 checked then the content will be displayed in a new window. Otherwise, a
dialog will be usaed to display the content.

Viewer / Madia Type
Default Video Player
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The following image shows where the Title and Description will appear in the Help Item Ribbon, the
Inline Help Menu, and the Help Item Viewer dialog.

BROWSE HELP FILES LIBRARY
m ﬂ ){ Delete a copymn test f D Upload a document
* +': Upload multiple documents

Createa Create a Create new
documents o X

‘:” view VisualSP Training: Add users to a site
n, Columns and Views Creating Documents *
E Upload multiple documer' s E

This video shows how to ufid

multiple doculrl"’ *~ a library

| r
Documents o | i | e | | e

Li]
@ new document or drag files heri

All Documents ~ «=» Find a file

1 Create new documents
i ]
v Name Modif *E

[

ﬁ Asset tracking “ﬂ Ac @ Upload a documenc
@ Customers list Ac Chop out
Filename suggestions Ac ﬁ Upload multiple documents

@ Purchase Requisition AdmiInIsTrator

RFP Administrator
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Enter the Help Content Properties for the Help Item

Help Content, or Help Assets, is the instructional content and resources that users need. The VisualSP
Help System supports a variety of different media types such as: videos, images, documents, web
pages, and Adobe Flash. You can even use custom EMBED or OBJECT tags to display content from sites
like YouTube, Vimeo, and many other sites. Help content can live in any location that your users can
access whether within your local internal network or anywhere on the Internet. If your employees can
access it, it can be used as help content.

The three bottom fields in the Help Item Details section tell VisualSP where it can find the Help Content
for this Help Item and how it should be rendered to the user.

Browse... )
For example,

"http://company.com/ContentHub/SiteAssets/1033/Videos/10101,/10101.mp4".

Link

Show In New Window

[]If checked then the content will be displayed in a new window. Otherwise, ?)

- dialog will be used to display the content. p

Viewer / Media Type

g ocout ViceoPlaver N

| |Silverlight Video Player

HTML 5 Video Player

FLV Video Player

Flash Player

Document (_pdf, .docx, xlxs, etc))
Windows Media Player
Quicktime Video Player

Image (_png, jpg, .bmp, eic.)
YouTube Video

Custom EMBED or OBJECT Tag

\hWeb Page _‘/

The Link field is an http or https link to the Help Asset.

Check the Show In New Window box if you want the Help Content to be displayed in an external
browser window instead of in the pop-over dialog box.

Finally, select the Media Type and the Viewer to be used to render this Help Asset. Although
Document, Image, Web Page, and Custom EMBED or OBJECT tag have only one option, there are
multiple options for video, Silverlight, and Flash asset types. Most video content renders well with the
Default Video Player, but depending on the encoding of the vide, or your particular environment and
standards, one of the other players may be more appropriate.
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Select an Icon for the Help Item

VisualSP always uses an icon as the action target for a Help Item. You will find more than 125 icons to
choose from for Existing Icon URL. You will see a preview of the selected icon so you will know exactly
what it will look like.

If you choose select <Custom>, the Custom Icon URL field will appear. Here you can enter the full URL
path to any icon you may have created yourself. Make sure that it is either 16x16 pixels or 32x32 pixels
and store it in a SharePoint library to which all users have read access. Then copy and paste the URL
here. VisualSP will still show a preview of the icon. This is confirmation that the URL was entered
correctly.

After selecting the icon, select the appropriate Icon Size option.

lcon URL
Specify the URL of the icon. Icon URL

Becausethe hep femmaybe  Eisting lon URL
displayed in different web table_16x16.png C ~
applications it is recommended Custom lcon URL: Text _16x1ﬁ.gif Browse...
that you use an absolute URL tools__15x15.png
and not a relative URL (where upload_16x16.png
applicable). For example, UploadDocument_16x16.png
"hito://company.com,/q upload-multiple_16x16.png
P pany / UploadMultiple_16x16.png K
Versioning_16x16.png
VisualSP_16x16.png
: webpage_16x16.png
Spedify the size of the icon. con SIZE - WebPart_16x16.png
G UIUIELE I Word_16x16 PNG
Small !con with label Workflow_16x16.png
Small icon only AddAnApp_32x32.png
Alerts_32x32.png
Announcementslist_32x32 png
AppPart_32x32 png
CalendarOverlay_32x32 png
Checkin_32x32.png
. CheckOut_32x32.png
Preview of Selected Icon ConnectToOutlook_32x32.png
ContactsList_32x32 png
lcon URL CreateColumn_32x32 png
L ] " CreateFolder_32x32.png
Existing lcon URL: |LibrarySettings_32x32.png ﬂ e CreateView_32x32.png
CustomList_32x32.png
Delete_32x32.png
EditListltem_32x32.png v
EditMobileView 32x32 png

lcon Size

The image below shows you where the icon is displayed to the end user.

SharePoint D
T Documents o
BROWSE HELP FILES LIBRARY . Li]
' ® new document or drag files heri
X Delete a column test e Upload a document 1 x
m ﬂ ; * A All Documents == Find a file
Createa Creatd Create ne E . o | Create new documents
column documen v O name Modit
15 and Views Creating Documents 0
5 Asset trackin Ac
Upload multiple documents q 9 ﬁ Upload a document
. A5 Customers list Ac
This video shows how to upload . )
multiple documents to a library L Filename suggestions Ac -‘“ Upload multiple documents
@5 Purchasze Requisition Aar, k or
% RFP Adn: ator
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Note: For Inline Help Items, large, 32x32 icons usually render better than Small icons. In the
Help Tab, users usually find a mixture of large and small icons easier to use than if they are
all the same size.

Enter a Sequence Number to Change the Display Order of the Help
Item

Sequence is not required, but it is very helpful when you want your Help Items to display in a specific
order.

Sequence

: : . Sequence
Spedfy the sequence that the item will appear. Lower i

values will have a higher pricrity and will appear doser
to the left within the nbbon group. Valid values are
between 1 and 9999, It is recommended you provide

initial values in increments of 10 or 100 to make it
easier to change the sequence of one or more items at
a later date.

Understand the Default Order

In the Help Tab Ribbon, Help
ltems are displayed in Ribbon Default sort alphabetical grouped by icon size.

Groups. Within each Ribbon First Groua: Second Group: Third Group:
Group, the Help Items are Large icon with label. Small icon with label, Small icon only.

ordered from left to right, first

by icon size, then in [E [E a

alphabetical order. The Checkina Checkouta Setup

aIphabeticaI sort can be document document verggning
overridden by entering a C— h"

Sequence value.

:E Discard document check out

a'l Create a document version

[ Send a document to another |

ng Documents

. . ) . Default Sort Alphabetical from
In the Inline Help Menu, Help Items are displayed in alphabetical order 0 Top to Bottom

from top to bottom. The alphabetical sort can be overridden by entering
a Sequence value.

—3

3 Add a library to the Quick
| Launch

The sequence field is blank by default. Help Items with sequence [

. . | Add a list to the Quick
numbers are always displayed before Help ltems with blank sequence + 0

Launch
numbers. Help Items with a blank sequence, as well as Help Items that
. . Customize Quick Launch
share the same sequence number, will appear alphabetically. =0 eny

=== Customize Top Navigation
Sequence numbers can be any number between 1 and 9999. As a best

practice, we suggest that you assign sequence numbers in a manner that
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will allow for flexibility in customization later. For example, if you begin by using sequence numbers
that end in zero, such as 10, 20, 30, etc., and you later decide that another Help Icon should appear

between 10 and 20, you can assign it a sequence of 15.

You can quickly see the sequence numbers of all items in a particular group by using the By Group view

of the Manage VisualSP Help Items list. This can be very helpful when you need to set a custom sort
order or when you are trying to figure out why a certain sort order isn’t working the way you expect.

r Sequence \

v loon Title Group Size iewer Scope Inline Help Target
= Group : Managing Documents
B Checkin a Managing Large Default 10 Document
document Documents Video Library
Player
B Checkin a Managing Large Default 10 InlineTargetsOnly Library Item (Document)
document Documents Video Ellipsis
Player
B Check out a Managing Large Default 20 Document
document Documents Video Library
Player
B Check out a Managing Large Default 20 InlineTargetsOnly  Library Item (Document)
document Documents Video Ellipsis
Player
a Create a Managing Medium Default 40 Document
document Documents Video Library
version Player
a Create a Managing Medium Default 40 InlineTargetsOnly  Library Item (Document)
document Documents Video Ellipsis
version Player
& Discard Managing Medium Default 30 Document
document Documents Video . " Library
check out Player
Egy Send a Managing Medium Default Document
document to Documents Video Library
another library Player
R Send a Managing Medium Default InlineTargetsOnly  Library Item (Document)
document to Documents Video Ellipsis
another library Player

31

Adding, Editing, and Managing Help Items - Enter a Sequence Number to Change the Display Order of

the Help Item



Select a Group for the Help Item

At the beginning of this section on Adding Help Items, we skipped the Group setting near the top of
the form.

Help item

Locale ID
Spedify the localized details about

the help item. Because the help item Default
may be displayed in different web
applications it is recommended that
you use an absolute URL and not a
relative URL (where applicable) for
the link. roup

Existing Group: | <news

Mew Group:

~ Help Item Details - Default

Title

A ribbon group is a group of related help items. They can be easily identified by the vertical dividers
between them and the ribbon group names that appear below the icons in that group.

SharePoint Mewsfeed OneDrive  Si Administrator~ £ 2
BROWSE  HELP | FILES  LIBRARY % @ QsHare vy rouow Cdsme o
@ m J )( Delete a column D Upload a document D - Iﬁf' Discard document check out
=n
‘V: Upload multiple decuments E = -A a Create a documnent version
Document Library guick  Create a Creztea Create new Checkina Check out a
reference olumn  view documents document  document EEI Send a document to another library

( Quick Reference Columns and Views Creating Documents Managing Documents )

Click on the Existing Group drop-down menu to select an existing Ribbon Group. The list will be
populated with the names of all the Groups that are currently in use. If you want this Help Item to
appear in one of these Groups, simply select the appropriate group from the list.

N <news>
[ Help Item Details | Advanced Customization A
Advanced Library Settings
Group Advanced List Settings

o Advanced Site Management
Existing Group: | Announcements List Management
Blog Management

New Group: Blog Permissions
Calendar Help
Title Calendar Management
Columns and Views
Contacis List Management

If you want it to appear in a Ribbon Group that isn’t in the list, select the <new> option. In the New
Group field, type the name you want to give the new group. When you are finished creating the Help
Item and Save it, the new Group will be created and this Help Item will be added to the group.
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Note: By default, groups are displayed in alphabetical order from left to right on the
ribbon. See the section on Managing Ribbon Groups for information regarding how to
rename, delete and change the order of Ribbon Groups.

Select a Help Tab Scope for the Help Item

VisualSP provides two ways of setting the context for a particular help item: Help Tab Scopes and
Inline Help Targets (which will be discussed in the next section).

A Help Tab Scope is a specific type of content, list, library, or system page on which the help items
should appear in the Help Tab Ribbon. A user accesses the help items for that particular context by
exposing the Help ribbon.

To set the Help Tab Scope for a Help Item, scroll down to the Help Tab Scope section on the Manage
VisualSP Help Item page. The tabs at the top for Lists, Libraries, Pages, Settings, and Other, allow you to
quickly select the scope, or scopes, you need. In the example below, the Settings tab has been selected
and the Site Settings Page has been checked. This selection will cause the help item to appear in the

Help ribbon on the Site Settings page. Multiple scopes can be selected, even across tabs.

Help Tab Scope
Help Tab Scope

Spedfy what list types or settings

pages to associate the help ite

L\B_EI] o asonEE e nEp e Lists Libraries Pages Settings Other
[ Library Settings Page [[]People and Groups Pages
[ List Settings Page [site Permissions Pages

[]List/Library Permissions Pages [ Site Settings Page

When a user visits the Site Settings page on any site that displays Help Items from this Help Items list,
the Help item will appear in the Help Tab ribbon along with all the other Help Items that have the Site
Settings scope.

i

BROWSE HELP

® °® 2 Create a SharePoint group @ £} Change the site logo (¥ Enable the tree view @ Create a subsite
afy s &} Edit 3 group's permissions (4 Custornize Quick Launch menu
Add users toa Remove users from a Change lockand
site i fe £ Customize Top Navigation
Site Access and Security Site Look and Feel Site Creation
Home Users and Permissions Look and Feel
Documents People and groups Design Manager
Site permissions Title, description, and logo
Site Contents Site app permissions Device Channels
Tree view
# EDIT LINKS o ] ] Change the look
Web Designer Galleries Import Design Package
Site columns Navigation
Site content types
Master pages
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The Custom Scopes section allows you to enter your own scopes. Custom scopes are used by the
VisualSP Web Part and will be discussed in a later section of this document.

Custom Scopes

Separate multiple custom scope values with 2 comma. Custom scope values are used
by the VisualSP Web Part.

Setting a URL Defined Scope in the Help Tab Scopes section will cause the help item to only appear on
the Help Ribbon when a user visits a page that matches the pattern you enter here. Note that if a
particular page doesn’t display a ribbon toolbar at all, then it won’t display a VisualSP Help tab, even if
defined here. Note also that if multiple pages match the pattern you enter here, the Help Item will
appear on every page that matches the pattern.

URL Defined Scope

Specify the URL, or a partial URL, where you want this Help item to appear. BEx: The
partial URL "/_layouts/15/prjsetng.aspx" will display the Help item on the 'Title,
Description and Logo' settings page. When defining your URL, be sure to account for
the Minimal Download Strategy Feature which may result in URLs containing
“/_layouts/15/startaspxFE[page]”.

Check out in this video about how to modify Help
Tab Scopes:

Using Built-in Help Scopes
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Select an Inline Help Target for the Help Item

VisualSP provides two ways of setting the context for a particular help item: Help Tab Scopes (which
was discussed in the previous section) and Inline Help Targets.

An Inline Help Target is a section of a page in SharePoint where the help item will appear in the inline
help menu. A helpicon @ will appear near the selected target. A user accesses the help items for
that particular context by clicking on the help icon; a drop down menu will appear showing the help
items for that particular context.

To set the Inline Help Target for a Help Item, scroll down to the Inline Help Target section on the
Manage VisualSP Help Item page. The tabs at the top for Lists, Libraries, Pages, List Settings, Library
Settings, Site Settings, and Other, allow you to quickly select the inline help target you need. In the
example below, the Site Settings tab has been selected and the Site Look and Feel inline target has
been checked. This option will cause the inline help icon to appear near the Site Look and Feel link on

the Site Settings page.

Inline Help Target

Inline Help Target

Spedfy what part of the page to p1arg
ssociate the help item with.

assocE priemr Lists Libraries Pages List Settings Library Settings Site Settings Other

[[] Delete this site W] Site Look and Feel

[ page Title [Isite Permissions

[[1People and groups []5ite permissions - Create Group button

[J save site as template [site permissions - Remove User Permissions button
[15earch []Site settings link - Change the Look

[ site Actions [J5ite Users and Permissions

[[] Site Administration []5ite Web Design Galleries

[ site Collection Administration [(Tree view

Users who visit the Site Setting page will see the help icon on the Look and Feel group. Clicking on the
icon will expose the drop-down menu where the help items for this Inline Target can be accessed.

Site Settings
Users and Permissions Look ¢=-tr~! @

People and groups Desigr x
Site permissions Title, d
Site app permissions Device Change look and feel
Tree vi @
Chang-: LI T TLPUR
Web Designer Galleries Import Design Package
Site columns Mavigation

Site content types
Master pages
Composed looks
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You may want to display a VisualSP Inline Help Item in a place that has not been defined as an Inline
Help Target. The Custom Inline Help Target field allows you to define any particular place on a page
that you want the help item to appear. If you are not a web designer or developer with a good

understanding of CSS, the HTML Document Object Model, and the JQuery JavaScript library, you will

probably need a consultant to help you define the custom targets you need.
Custom Inline Help Target

Using custom CSS and jQuery compatible selectors you can easily associate this help

topic with any part of any page. For more information see the jQuery selectors API
documentation.

Setting a URL Defined Scope in the Inline Help Target section will cause the help item to only appear

in the matching Inline Targets that appear on the pages that match the pattern you enter here. This
can be very useful if a defined target exists on every SharePoint page, but you don’t want the Inline

Help icon to appear in that spot on every page.
URL Defined Scope

Specify the URL, or a partial URL, where you want this Help item to appear. Ex: The
partial URL */_layouts/15/prjsetng.aspx" will display the Help item on the Title,
Description and Logo' settings page. When defining your URL, be sure to account for
the Minimal Download Strategy Feature which may result in URLs containing

"/ _layouts/15/startaspx#[page]”.

For a complete list of all out-of-the-box Inline Help
Targets, with screenshots for each one, see our
VisualSP 2013 Inline Help Targets Reference.

{% Visualsp oo BN

VisualSP 2013 - Inline Help Targets
Reference

CE—
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Select User Permissions to Target the Help Item

You can customize which help items appear to which users, based on the user’s permissions. For
example, you may only want to show how to create columns on a list, to those users who have
permission to create columns.

Near the bottom of the Help Item form,lclick Permissions to expose the Permissions section.

Description and Logo' settings page. When defining your URL, be sure to account
for the Minimal Download Strategy Feature which may result in URLs containing
"/_layouts/15/start.aspx#[page]”.

Save Save As New Delete Cancel
4 Permissions
Specify what permissions the
user must have to the
associated scope for the help r List or Library Permissions
i to sh r must
!k"'v'e all the permissions Specify the List or Library Permissions that a user must have for the help item to
identified for the given category be displayed. If a user has any of the selected permissions the help item will be

in order for the item to display.

displayed.
Show help item if user has any list or library permissions
| Add Items | Edit Items

| Approve Items + Manage Lists

| Override List Behaviors + Open Items

| Create Alerts + View Application Pages
/| Delete ltems V1 View Items
| Delete Versions ¥ View Versions

[ Site Settings Permissions

Specify the Site Permissions that a user must have for the help item to be
displayed. If a user has any of the selected permissions the help item will be
displayed.

[WIShow help item if user has any site permissions

+ Add and Customize Pages + Manage Alerts

| Apply Style Sheets + Manage Permissions

| Apply Theme And Border /| Create Subsites

/| Browse Directories +/| Manage Web Site

| Browse User Information +1 Open

| Create Groups + Use Client Integration Features
/| Use Self-Service Site Creation +/| Use Remote Interfaces

| Edit Personal User Information + View Pages

+| Enumerate Permissions + View Web Analytics Data

r Personal Permissions

Specify the Personal Permissions that a user must have for the help item to be
displayed. If a user has any of the selected permissions the help item will be
displayed.

Show help item if user has any personal permissions

+| Add/Remove Personal Web Parts ~|Update Personal Web Parts

+ Manage Personal Views

Adding, Editing, and Managing Help Items - Select User Permissions to Target the Help Item
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The available permissions are grouped on the Help Item form, just as they are on the pages for creating
or editing SharePoint Permission Levels. Below is a screenshot of the SharePoint Add a Permission
Level page. It can be a valuable resource in determining what these permissions allow users to do.

List Permissions
O Manage Lists - Create and delete lists, add or remove columns in a list, and add or remove public views of a list.

[[] override List Behaviors - Discard or check in a document which is checked out to another user, and change or override settings which
allow users to read,/edit only their own items

[ Add Items - Add items to lists and add documents to document libraries.

[ Edit Items - Edit items in lists, edit documents in document libraries, and customize Web Part Pages in document libraries.
[ pelete ltems - Delete items from a list and documents from a document library.

[ View Items - View items in lists and documents in document libraries.

[] Approve Items - Approve a minor version of a list item or document.

[ open Items - View the source of documents with server-side file handlers.

] View Versions - View past versions of a list item or document.

[ Delete Versions - Delete past versions of a list item or document.

[] Create Alerts - Create alerts.

O view Application Pages - View forms, views, and application pages. Enumerate lists.

Site Permissions
[] Manage Permissions - Create and change permission levels on the Web site and assign permissions to users and groups.

[ view web Analytics Data - View reports on Web site usage.
[[] Create Subsites - Create subsites such as team sites, Meeting Workspace sites, and Document Workspace sites.
] ranage web Site - Grants the ability to perform all administration tasks for the Web site as well as manage content,

[] Add and Customize Pages - Add, change, or delete HTML pages or Web Part Pages, and edit the Web site using a Microsoft SharePoint
Foundation-compatible editor.

[] Apply Themes and Borders - Apply a theme or borders to the entire Web site.

[ Apply style Sheets - Apply a style sheet (.CS5 file) to the Web site.

[ Create Groups - Create a group of users that can be used anywhere within the site collection.

[ Browse Directories - Enumerate files and folders in a Web site using SharePoint Designer and Web DAV interfaces.

[[] Use Self-Service Site Creation - Create a Web site using Self-Service Site Creation.

[] View Pages - View pages in a Web site.

[] Enumerate Permissions - Enumerate permissions on the Web site, list, folder, document, or list item.

[ Browse User Information - View information about users of the Web site.

[ Manage Alerts - Manage alerts for all users of the Web site.

[ use Remote Interfaces - Use SOAP, Web DAV, the Client Object Model or SharePoint Designer interfaces to access the Web site.

[ use Client Integration Features - Use features which launch client applications. Without this permission, users will have to work on
documents locally and upload their changes.

O Open - Allows users to open a Web site, list, or folder in order to access items inside that container.

[ Edit Personal User Information - Allows a user to change his or her own user information, such as adding a picture.

Personal Permissions
[ Manage Personal Views - Create, change, and delete personal views of lists.

] Add/Remave Personal Web Parts - Add or remove personal Web Parts on a Web Part Page.

[ Update Personal Web Parts - Update Web Parts to display personalized information.
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It’s important to note that selecting permissions here does not set any particular permissions on the
Help Item. Selecting Permissions here only causes the Help Item to display for users who have the
selected permission, or permissions, in a particular scope. For example, you might only want users to
see the Add users to a site help item if the user has permission to Manage Permissions. In sites where
the user has Manage Permissions capability, the Add users to a site Help Item will appear in the places
(Help Tab Scopes and Inline Targets) you have selected; in sites where the user does not have Manage
Permissions capability, the Add Users to a site Help Item will not be displayed to the user.

You can quickly see what permissions are required for a user to see a particular Help Item on the
Manage VisualSP Help Items page. If a group of permissions is selected (such as: all List Permissions, all
Site Permissions, or all Personal Permissions), only the permission group will be listed. If all permissions
are selected, as they are by default, the Permissions column will appear blank. At least one permission
must be selected in order to save a permission item.

v lcon Title Group Size Viewer Sequence Scope Inline Help Target Permissions
] Add a list to the List Settings Large Default 40 InlineTargetsOnly Navigation bars - Edit Links
Quick Launch Video
Player
s Add lists and Page Editing Medium  Default 70 Publishing Page, Wiki
libraries to web Video Page
pages Player
& Add users to a Site Accessand  Large Default People and Groups Pages, Manage Permissions
v site Security Video Site Permissions Pages,
Player Site Settings Page
@ Announcements Quick Reference  Large Image Announcement List
List quick
reference

Note: If all permissions are selected for a Help Item, as they are by default, then all users
will be able to see the Help Item in all selected Help Tab Scopes and Inline Targets. If
individual permissions are selected, then a user must have all the selected permissions to
see the Help Item.

Watch video on Help Item Permission Settings

Using Permissions to Control Help Ribbon Content
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Save the Help Item

When you are finished entering all the information for the Help Item, click the Save button at either
the top or bottom of the Manage VisualSP Help Item page.

Manage VisualSP Help ltem o

You are adding a help item that will be available throughout the entire Farm. Adding this item will impact all
users of the Farm.

Save Cancel

You will be taken to the Manage VisualSP Help Items page where you should see the new help item
you just created.

In the next two sections, we’ll walk you step-by-step through the process of creating two new Help
Iltems.

Step-by-Step: Add a Custom Image as a Help Item

Reference video tutorial:

http://sharepoint-videos.com/products/visualsp/
visualsp-video-showcase/#Addinglmage

Any custom image, screenshot, or tip sheet can be added as a Help item in the system. The image can
be of any type (.jpg, .gif, .png, etc.). It can be targeted contextually to show up within certain scopes.
You can also apply security trimming to only show the image to appropriate users.

Start by uploading the image to the Site Assets library in the VisualSP Farm Hub site collection.

Note: The image can be added at any other location as well. However, it is recommended
as a best practice to keep all Help content in the same location for easy management.
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http://sharepoint-videos.com/products/visualsp/visualsp-video-showcase/#AddingImage
http://sharepoint-videos.com/products/visualsp/visualsp-video-showcase/#AddingImage

:) Site Assets a

Home @ new document or drag files here
C All Documents  +s+ Find a file o
v =y e
(I N N Library Tools | Picture Tools Pictures
e EYSE — L _|
File Home Share View Manage Manage
« * 1 &=l » Libraries » Pictures v & Search Picture
A L an [ === - » e
¢ Favorites
AWC jersey_male  Bike_shoes_large. Capitoljpg chain_lube_large.  hotr
I Desktop _large.qgif gif o
18 Downloads

1 Recent places

M - - - B sharePoint ’L‘q m ’l\- 2 .
A EJpload it to Site Assets library J G Uibraries = s {
Salespecple.png

and grab its URL ) Documents hotrodbike_blue.  National_Football  saddle_large.git shor
i small.gif _League 2008 sv
ntact At 9png
& Pictures
tasks H Videos

-—
8 Computer e

Once the image is in a repository available to SharePoint, you will now need to create a new Help item

pointing to that image.
Navigate to VisualSP Farm Hub - Site Actions > Site Settings = Manage VisualSP Help Items.

Click Add Help Item button in the ribbon.

At the Manage VisualSP Help Item page, fill in the Help item info as needed. Be sure to pick the Image

selection for Viewer / Media Type as shown in image below.

Gvoup' o
Existing Group: Help documents :l

New Group:

Title

Managing Salespeople

Description

Process to manage salespeople list

Link

http://c4968397007/SiteAssets/Salespeople.png
For example, "http://company.com/ContentHub/SiteAssets/1033/Videos/10101/10101.mp4".

Show In New Window

[C]1f checked then the content will be displayed in a new window. Otherwise, a dialog will be used to display the content,

Viewer / Media Type

erlight Video Player
HTML 5 Video Player
FLV Video Player

Flash Player
Icon URL Document (.pdf, .docx, .xixs, etc.)
Icd Windows Media Player
Quicktime Video Player
Himage (.png, .jpg, .bmp, etc) h i‘
YouTube Video
Qcustom EMBED or OBJECT Tag
Web Page
For example, "http://company.com/sites/ContentHub/SiteAssets/Icons/checkin.png”. rj
Wit A< it e PO et el - e st s, B B NN e s AN el il .. st

Move down the page to pick the appropriate icon (or supply your own) and then the scope(s) at which

you would like to see this custom image appear.

Adding, Editing, and Managing Help Items - Step-by-Step: Add a Custom Image as a Help Item
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} For example, “http://company.com/sites/ContentHub/SiteAssets/icons/checkin.png”.
{

4 Icon Size .

§ Specify th i Icon Size

3 ec e size of con. .

': " Small icon with label E

¢

i

Scope

fz Specify what list types or settings pages to associate Scope

} the help item with. [Jasks List [Osurvey List

i [J Announcement List Ml Contacts List

H [J Document Library [Ctinks List

‘i‘ [J publishing Pages Library [[] Custom List

3 [Jpublishing Page [JForms Library

o 2 [Jwiki Page Library [[Jexternal List

b r

3 P;::k thteh a‘l)‘? ?p?ate S:OPI: b ] wiki Page [Isite Settings Page

%‘ (V’I eTe g e p nem shou e [ piscussion Board [CLibrary Settings Page

§ |5p aye [l events (Calendar) List st Settings Page

{ sz

: [Jissue Tracking List

3

14 Custom Scopes

I Separate multiple custom scope values with a comma. Custom scope values are used by the VisualSP Web Pa:;}
s o At AN e e AT I i e BTSN . s gt AN PN b B et A A s . e s

Below the Scope section, you will also find the Permissions section. Use the settings in that section as
needed to specify what permission rights are needed by the user to be able to see this Help item.

Click OK at the bottom of the page to save this new Help item which points to your custom image.

The Help item should now be visible at the appropriate location.

SharePoint
BROWSE  HELP | MEMS  UST

List quick reference 4 Creating a Contacts list 4 Editing an iteminafist O Connecting Contacts st to Outiook
|59 Managing Ssiespeopie || 5] Creating a kst tem e
| Deleting items from a . . o . O X
e SharePoint-Videos.com Training: Managing Salespeople

It now appears in the wowr e [t | 2
Help documents group Wewet g emhemes 7 GOTiN f
Salespeople 2
Te: Approved Salespeople list s
Announcements Home @ new item or edit this list )
" Allcontacts Map s ed an e )
custom list (
v D LdNews e P
Hioks Bennett & xart ¢
Community Blonder Mike @ ,
i o ¢« 3
Categories
Members
About
Ricert DY Y s L ey ¥ L WPy SRS
Tpop out
contacts
tasks
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Step-by-Step: Add a Custom Video as a Help Item

Reference video tutorials:
http://sharepoint-videos.com/products/visualsp/
visualsp-video-showcase/#AddingVideo

http://sharepoint-videos.com/products/visualsp/
visualsp-video-showcase/#YouTube

Add a custom video as a Help item to any context in the ribbon. The video can be of any type (flash,
.mp4, .avi, etc.). It can be targeted contextually to show up with certain scopes. You can also apply
security trimming to only show the image to appropriate users.

Start by uploading the video to the Site Assets library in the VisualSP Farm Hub site collection.

Note: The video can be added at any other location as well. However, it is recommended as
a best practice to keep all Help content in the same location for easy management.

SharePoint

Intranet  Learning  Human Resources
Home (® new document or drag files her
All Documents ==+ Find a file jol
v ] Name =
M Library Tools | Video Tools
S ’ v )
ustom list - ~ 1 |B » Libraries » Videos
Links =
. Favorites
Y Upload the new video to B Desktop
fome | the Site Assets library i, Downloas Iy
ategorie = Recent places
@; SharePoint AdiSaiepeopie
mp4
~4 Libraries =
Recent | Documents
ntacts &' Music
okt v A 147 P e gttt P LIS o BB s s b s st sl it

Once the video is in a repository available to SharePoint, you will now need to create a new Help item
pointing to that video.

Navigate to VisualSP Farm Hub = Site Actions - Site Settings 2 Manage VisualSP Help Items.

Click Add Help Item button in the ribbon.
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At the Manage VisualSP Help Item page, fill in the Help item info as needed. Be sure to pick the
appropriate video selection for Viewer / Media Type as shown in image below.

." Title

Adding a salesperson

Description

Process to add a salesperson

Link

http://c4968397007/SiteAssets/AddSalespeople.mp4
For example, “http://company.com/ContentHub/SiteAssets/1033/Videos/10101/10101.mp4".

Show In New Window

" . [C]1f checked then the content will be displayed in a new window. Otherwise, a dialog will be used to display the content.
.| Pick the appropriate type of
i | video player for your VISUEL / McC fypE

.| custom video HTML 5 Video Player
FLV Video Player
Flash Player
{ lcon URL Document (_pdf, .docx, .xixs, etc.)
lc Windows Media Player
Quicktime Video Player
Image (.png, .jpg, .bmp, etc.) :]
YouTube Video
Custom EMBED or OBJECT Tag
Web Page <

¢ For example, “http://company.com/sites/ContentHub/SiteAssets/Icons/checkin.png”.
o At W L bt st Doy A A AN b A s i AP O oA b A e .

Move down the page to pick the appropriate icon (or supply your own) and then the scope(s) at which
you would like to see this custom video appear.

Icon Size

e Icon Size

{ TEat Small icon with Iabe|1]

3

# Scope

i Specify what list type ettings pages to associate Scope

( the help item with [J Tasks List [Jsurvey List

{ ] Announcement List ] Contacts List

[J Document Library [ Links List

[J publishing Pages Library [[]Custom List

Pick the scope(s) where [ publishing Page [JForms Library

' you want the new video [CJwiki Page Library [CJexternal List

d|sp|ayed in the He|p tab [ wiki Page [site Settings Page

3 [ Discussion Board [Library Settings Page

[Jevents (Calendar) List  []List Settings Page

f [Jissue Tracking List

§ Custom Scopes

{ Separate multiple custom scope values with a comma. Custom scope values are used by the VisualSP Web Part.
et o A o b 0. A i AT et g AN e AR, A e A Bl g Sy anes?

Below the Scope section, you will also find the Permissions section. Use the settings in that section as
needed to specify what permissions users must have to see this Help item.

Click OK at the bottom of the page to save this new Help item which points to your custom video.

The Help item will now be visible at the appropriate location.
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SharePoint Newsfeed SkyDrive

:] List quick reference 3 Creating a Contacts list J Editing an item in a list ¥, Connecting Contacts list to Outiook Adding 2 salesperson Th -
€ new video now

Managing Salespeopie Creating a list Item #5 Export list data to Excel .

>
_ appears in the
Deleting items from a list A| Open list data with Access .
. ) Salespeople contacts list
Adding a salesperson
Home ® new item or edit this list
Process to add a salesperson
Documents All contacts  Map Find an item el
Salespeople
v

Team Calendar

A Bennett ¥ wee Kari SAP 444-287-2822 kan@sap.com

Annou ements

custom list Blonder «es  Mike SharePoint-Videos.com 333-272-9382 mike@sharepointelearning.com &

Links Radelet % «s Sarah PeopleSoft 555-273-4722 sarah@peoplesoft.com

Community Rehmani e Asif Microsoft 888-763-8274 asif@microsoft.com ;9

Ho Smith 2% we  Tim Avanade 745-383-4922 tim@avanade.com
Categories

e PN s e P s Aot A A IO AN AN, et AN g A et AR A B sy A st e

Editing Help Items on the Manage VisualSP Help Items Page

Before you can edit a Help Item, you must first locate the Help Item you want to edit. VisualSP makes
this very easy to do, even if your environment has hundreds or thousands of Help Items.

To access the Manage VisualSP Help Items page, go to Site Actions = Site Settings and click Manage
VisualSP Help Items.

SharePoint MNewsfeed OneDrive Sites Administrator - ?
Li ' % = i
BROWSE  HELP ve 4 )5 Shared with... 1,
weusry s sIte policles
Schema ) Content type publishing Add a page ~
Search Settings - Popularity and Search Reports
Searc_h and_ offline availability HTML Field Security Add an app
Configuration Import Help settings
Configuration Export SharePoint Designer Settings Site contents

Site collection health checks

Site collection upgrade Change the look

i i Site satti
VisualSP Settings

Manage VisualSP Help Provider Settings

Manage VisualsSP Help Consumer Settings
Manage VisualSP Help Items
View BRalyTics Repol

Getting started

Filtering, Sorting, and Grouping Help Items

There are several ways to locate existing Help Items based on information you already know about the
Help Item, or Items, you are looking for.

Use the built-in VisualSP views to group help items. You will see the All Items view when you initially
visit the Manage VisualSP Help Items page. The other four view options group items by the properties
in that particular column. The By Group view will show you which help items will appear in each ribbon
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group the user sees in their help tab. Clicking By Scope will show you which help items appear based
on the context of the page, site, or resources being accessed by the user. Selecting By Inline Help

Target will show you which help items appear in each inline target. By Viewer will group all help items

by the type of viewer that displays the help content.

SharePoint

BROWSE MAMNAGE HELP ITEMS HELP

E By Inline Help Target

\:I @ Delete Al Versions = ¥ D El [ By Scope
= Delete Locale Version I—.J H
By

Add Help View Edit Renmame Export Help Import Hel All
tem tem tern  Groups Copy ltem Items [tems ltems  Group E| By Viewer
Mewy Manage Export/import Views

You can also use the native sorting and filtering capability of SharePoint lists. Click on any of the
column headings to sort by that column in ascending order. Click it a second time to sort by that
column in descending order. Click the down arrow that appears when you move your mouse over a
column heading to select and apply filters based on data in that column.

v lcon Title Group Size ' Viewer - ,SEQJEFCE Scope Inline Help Target

[/ Add a library to Library L(_%l Sort Ascending _\ none Calendars in View,
the Quick Launch Feel RegularExpressioninlineHelp
£} sort Descending
1] Add a library to Library Wbt 30 InlineTargetsOnly Mavigation bars - Edit Links
the Quick Launch Feel
) . Default Video Player . )
€2 Adda listto the List Settihe List Settings Page
Quick Launch Document
: - Image . - P
1] Add a list to the List Settihe 40 InlineTargetsOnly Mavigation bars - Edit Links
Quick Launch
Web Page
&  Addlists and Page Edw YouTube Video J 70 Publishing Page, Wiki
libraries to web it Page
pages Player

Explore different ways to locate Help items.

Finding Specific Items

Adding, Editing, and Managing Help Items - Filtering, Sorting, and Grouping Help Items
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To edit an item from the Manage VisualSP Help Items page, simply click on its Title. You will be taken to
a page where you can change any of its properties.
SharePoint Mewsfeed OneDrive Si Administrato

BROWSE = MAMNAGE HELP ITEMS =~ HELP '1‘.% G SH*&!: 3¢ Fol

Q @ Delete All Versions %‘T}. E‘,J}_‘l D [ By 54

Delete Locale Version E By In
Add Help View Edit Rename Export Help Import Help All By
tem ltem ltem  Groups Copy Item ltems ltems lkems Group E By Vi
New Manage Export/import Views
Home v  lcon Title Group Size Wiewer 5
Documents - - . .
i Add a library o Library Lock Medium  Default
Tasks W the Quick and Feel Video
Launch Player
Calendar Y
i ; )
team calendar Add a |.|brarylo Library Look Large Dgfault
the Quick and Feel Video
Team Wila Launch Player

Alternativley, you can also check the box beside the Help Item, and click the Edit Item icon in the
Manage Help Items ribbon.
SharePoint MNewsfeed OneDrive  Si Administrato

i ]
BROWSE  MANAGE HELP [TEMS ~ HELP Bo O SH#‘F;!: 3 FOI

@ Delete All Versions %} @ D ﬁ Freys

Delete Locale Version EBy In
Rename Export Help Import Help All By
Groups Copy Item ltems ltems ltems  Group EBY Wi
Manage Export/import WViews
Home v loon Title Group Size Wiewer 5
Documents 2 . § .
¢ Add a library to Library Look Medium  Default
Tasks the Quick and Feel Video
Launch Player
Calendar
i . .
team calendar Add a Illbraryto Library Look Large D.efault
the Quick and Feel Video
Team Wiki Launch Player

The form you will use to edit the Help Item is identical to the form you use to add a new one. When
you are finished making the necessary changes, just click the Save button at the top or bottom of the
page.

Edit Help Items with the In-Place Edit Mode

Managing help items in-place allows the Help Content Manager to make necessary adjustments
without having to navigate back and forth between a page where the item will appear and the Manage
VisualSP Help Items page. Users who have permission to edit Visual SP Help Items will see an Enable
Edit Mode button on their Help Tab ribbon. When the user clicks this button, he or she can then edit
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existing help items by clicking on the help item they want to edit in either the Help tab ribbon, Inline
Help, or the VisualSP Web Part.

SharePoint

BROWSE HELP | FILES LIBRARY |

@ m ﬂ )'{ Delete a column D Upload a document

'F: Upload multiple documents

Enable Edit | Document Library quick Create a Create a Create new
hode reference column  view documents

dit WisuzlsP Quick Reference Columns and Views Creating Documents
Home (® new document or drag files here
Documents All Documents  »== Find a file e

—Eacaot

Once you have enabled Edit mode you will remain in Edit Mode wherever you may go throughout the
entire SharePoint Farm. A red bar will appear at the top of every page you visit as a reminder that you
are in Edit Mode.

VisualSP - Edit Mode VisualSP Help System is currently in edit mode. Clicking any VisualSP ribbon tab buttons or inline help links will show the edit form for the help item (if you have the rights to
edit that item). If you cannot edit the item, it will function as normal.
SharePoint Mewsfeed OneDrive  Sites Administrator~ £ 2
0 PR -
BROWSE | HELP | FILES  LIBRARY €5 @ (QsHARE Yy rouow Cdsmwc [
r.‘ f% Add Local Scoped Help Item @ m ﬂ x Delete a column 'l_'] Upload a document D D IEE Discard document check out
" f% Add Web Application Scoped Help ltem +’; Upload multiple documents E m a Create a document version
Disable Edit Document Library quick  Createa Createa Create new Checkina Check out a
Mode ‘:% Add Farm Scoped Help ltem reference column - view documents document document  ER) Send 2 document to another library
Edit VisualsP Quick Reference Columns and Views Creating Documents Managing Documents
: i
Home @ new document or drag files here
Documents All Documents  +-» Find a file fel
Recent
. v D MName Modified By
Issue Tracking o
) Asset trackin. - Administrator
Tasks list LE 9
Site Contents @5 Customers list . Administrator
) Filename suggestions . Administrator
# EDIT LINKS
ﬁ Purchase Requisition Administrator
e, - N e _a WM
I e > o it

When you click on a help item while in Edit Mode, a dialog box will appear where you can change any
of the settings for that particular help item. When you are finished making changes, click the Save
button to save your changes. After the dialog box closes, you will have to refresh the page in your
browser to see your changes.
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VisualSP - Edit Mode VisualSP Help System is currently in edit mode,
that item). If you cannot edit the item, it will function as normal.

0’_‘
BROWSE HELP FILES LIBRARY

f[" £% Add Local Scoped Help Item

‘ ‘ (% Add Web Application Scoped Help Item
Disable Edit
Mode £ Add Farm Scoped Help item

@

Document Library quick § Cr
reference

Edit VisualSP 1
Home @ new document or dra
DB All Documents == Find a file
Recent
: v O n
Issue Tracking e
. Asset tracking
Site Contents [ Customers list
o Filename suggestions
#" EDIT LINKS
[5] Purchase Requisition
RFP
Scope of project

Edit VisualSP Help Item

|

VisualSP - Edit Mode VisualSP Help System is currently in edit mode. Clicking any VisualSP ribbon tab buttons or
inline help links will show the edit form for the help item (if you have the rights to edit that item). If you cannot edit

the item, it will function as normal.

You are editing a help item that is il thr h this Si

te Coll only. Ch made to

this item will impact all users of this Site Collection.

| Save

| |SaveAsNew| ‘ Delete ‘ | Cancel |

Help Item
Locale ID

Specify the localized
details about the help
item. Because the help
item may be displayed in

different web applications Ll licw Bl =Bl

it is recommended that

you use an absolute URL Group

and not a relative URL Existing Group: | Quick Reference

(where applicable) for the
link.
Title

Document Library quick reference

Description

Reference card for document library

Link

http y‘,rcdgﬁa397007/5ites/vi5ualspfarmhl.|

For example,

Show In New Window

“http://company.com/ContentHuby/SiteAssets/1033/Videos/10101/10101.mp4".

[C11f checked then the content will be displayed in a new window. Otherwise, a

x

While in Edit Mode, Inline Help Items will also open in the Edit VisualSP Help Item dialog.
I

function as normal.

HELP FILES LB

D

Home
Documents

Site Contents

i J
# EDIT LINKS

finance

All Documents

v [0 Mame

VisualSP - Edit Mode VisualSP Help System is currently in edit mode. Clicking any VisualSP ribbon tab buttons o

# EDIT U

[ i

Modified ]
Launch

There are no files in the
Add a list to the Quick

Launch

VisualSP: Edit Mode Enabled x )

D O C u m e rT[ === Customize Top Navigation

@ new document Customize Quick Launch

Add a library to the Quick
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You can even do in-place editing of help items displayed via the VisualSP Web Part.

VisualSP - Edit Mode VisualSP Help System is currently in edit mode. Clicking any VisualSP ribbon tab buttons or inline help links will show the edit form for the help item (g
the item, it will function as normal.

SharePoint

BROWSE PAGE HELP

VisualSP Web Part

".‘\ £% Add Local Scoped Help Item E. @ ﬂ
]
. . X '% Add Web Application Scoped Help Item o . .
Disable Edit SharePoint in Plain Page quick Create a web
Mode %% Add Farm Scoped Help Item English reference page
Edit VisualsP Overview Quick Reference Web Page Creation
D D‘ &, Link to site content {FA Work with tables @ €4 Customize Quick Launch menu
N h < {2 Work with images on pages & Add lists and libraries to web pages £ Customize Top Navigation
Check out a Editaweb _ Change look and | .
page page OG0 Change the layout of a web page X Delete a web page feel € Enable the tree view

Page Editing Site Look and Feel

Depending on your particular permissions, you may not be able to edit all help items. If you do not
have permission to edit a particular help item, it will display the help content just as it would normally.

You can also create new help items while in edit mode. Just click on the Add Help Item links for the
scope at which you want to create the new help item. Depending on your permission level in the
VisualSP Help System, you may not see all three options. Although Edit Mode is in effect throughout
the farm, when adding a local scoped help item or a web application scoped help item, it will be added
the site collection or web application you are currently in. To add a help item to a different site
collection or web application, you will have to go to a site in that scope.

Visual5P - Edit Mode VisualSP Help System is currently in edit mode. Clicking any Visua
function as normal.

SharePoint

BROWSE HELP

FILES LIERARY

re % Add Local Scoped Help ftem @ m >
¢ Tl
L |
L] f% Add Web Application Scoped Help [tem
Disable Ecit Document Library quick  Create a Create a
hWode f% Add Farm Scoped Help Item reference column  view

Edit VisualsP Quiick Reference Columns andg

When you are finished making in-place changes to VisualSP Help Items, exit Edit Mode by clicking the
Disable Edit Mode icon.
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VisualSP - Edit Mode VisualSP Help System is currently in edit mode. Clicking any VisualSP ribbon ta
edit that item). If you cannot edit the item, it will function as normal.

i
BROWSE HELP | FILES LIBRARY

{'% £% Add Locsl Scoped Help Item @ m \J 7% Delete a column
L ]

£% Add Web Application Scoped Help Item
Disable Edit Document Library quick  Createa Create a
Mode I8 ndd Farm Scoped Help Item reference column  wview

Edit VisualsP Quick Reference Columns and Views

Make a Copy of a Help Item (Save As New)

When you are editing a VisualSP Help Item, you will see a button for Save As New. Clicking this button

will add a new Help Item that is identical to the one you are currently editing. If you have made
changes to the form, but have not yet clicked the Save button to save them, the new Help Item will

have the changes you made and the original Help Item will be unchanged. This can save a lot of time if

you are adding a new Help Item that will have most of the same properties as an existing Help Item.

Manage VisualSP Help Item o

You are editing a help item that is available throughout the entire Farm. Changes made to this item will
impact all users of the Farm.

o =

Lave Save As Mew | Delete Cancel

Adding, Editing, and Managing Help Items -
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Delete a Help Item
When you are editing a VisualSP Help Item, you will notice there is a Delete button. Be very careful
when deleting Help Items as they DO NOT go into the Recycle Bin and cannot be restored.

Manage VisualSP Help ltem o

You are editing a help item that is available throughout the entire Farm. Changes made to this item will

impact all users of the Farm.
Message from webpage -_I

r

9 Are you sure you want to delete this item? This cannot be undone,

| OK | Cancel |

If you think you may want to use this Help Item in the future, a better option is usually to:
1. Edit the Help Item.

Uncheck all Help Tab Scopes.

Uncheck all Inline Help Targets.

Type None in the Custom Scopes field.

Save the Help Item.
Help Tab Scope

vk wnN

Help Tab Scope

Specify what li
settings pages to
help item with.

iate the
i Lists Libraries Pages Settings Other

[ Announcement List [Tissue Tracking List
[ Contacts List [ Links List

[] Custom List []Promated Links
D Events (Calendar) List D Survey List

[] External List []Tasks List

Custom Scopes

Separate multiple custom scope values with a comma. Custom scope values are
used by the VisualSP Web Part.

URL Defined Scope

Specify the URL, or a partial URL, where you want this Help item to appear. Ex: The
partial URL "/_layouts/15/prjsetng.aspx” will display the Help item on the Title,
Description and Logo' settings page. When defining your URL, be sure to account
for the Minimal Download Strategy Feature which may result in URLs containing
"/_layouts/15/start.aspx#[page]".

This will keep the Help Item from displaying for end users, while still keeping it available for you to
make changes to later. It isn’t necessary to use the Custom Scope of “None”. You can use any name
you want. Some Help Content Managers Use a variety of custom scopes as an extra way to filter and

group.
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Managing Ribbon Groups

A ribbon group is a group of related help items. They can be easily identified by the vertical dividers

between them and the ribbon group names that appear below the icons in that group.
Newsfeed OneDrive Si Administrator~ £ 2

SharePoint

BROWSE ~ HELP | FILES  LIBRARY % ©® OQsare Yyrouow Cdsme O
@ m J x Delete a column D Upload a document D l:_‘ lﬁﬁ Discard document check out
j =4
+': Upload multiple doouments E = ,A a Create a dooument version
Checkina Check out a
document document [z Send a document to another library

Creating Documents Managing Documents )

Documnent Library guick  Createa Crestea Create new
reference column  view documents

( Cuick Reference Columns and Views

Create New Groups

New Groups can only be created by creating a new Help Item, or editing an existing Help Item, and
assigning it to a new group. For Existing Group, select the <new> option. In the New Group field, type
the name of the new Group you want to create. When you are finished creating, or editing, the Help
Item, click the Save button. The new Group will be created and this Help Item will be added to the

group.
Help Item
Locale ID

Spedfy the localized details about
the help item. Because the help item Default
may be displayed in different web
applications it is recommended that | g
you use an absolute URL and not a bt gtk e
relative URL (where applicable) for
the link. roup

Existing Group: | <new:

Mew Group:

Title

Note: When Help Items are Imported, any Groups to which those Help Items were assigned
at the time they were exported will be created in the Help Items list to which they are

imported.
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Rename Groups

On the Manage VisualSP Help Items page, click the Rename Groups icon in the Manage Help Items
ribbon.

SharePoint Mewsfeed Onell

BROWSE MAMNAGE HELP ITEMS HELP

Delete All Versions E]_;" ¥ @ By Scope
2 o HEE
By

Delete Locale Version ﬁ By Inline Help Target

Export Help Import Help All

Copy ltem [tems [tems ltems  Group ﬁ By Viewer
Export/import Wiews

Add Help View Edit
tem Item Itern

To rename a Group, find the item you want to change and change the value in New Value column. You
can rename multiple groups at one time. When you are finished making all the needed changes, click
the Save button.

X
Rename Groups =
Locale: | Default -
Original Value New Value Seauence
Overview | Overview || 10 |
VisualSP Help Systemn VisualSP Help System | 10 |
Quick Reference Quick Reference | 20 |
Calendar Help 01 Calendar Help i | 25
Site Look and Feel Site Look and Feel | |
Site Management | Site Management || |
Site Setfings videos Site Settings videos | |
"\
Save } Cancel -
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Delete Groups

Groups in VisualSP are not “Deleted.” If no items are assigned to a particular Group, that Group will
cease to exist.

An easy way to remove a Group is to use the By Group View. After selecting it, locate the items that
currently exist in the group you want to delete. Then edit those Help Items and move them to another
Group (or delete the Help Items). When no more Help ltems are assigned to the Group, it will cease to
exist.

SharePoint MNewsfeed OneDrive Sites

BROWSE MAMAGE HELP ITEMS HELP r% (3

I;I @ Delete All Versions %} @ D ﬁ E| By Scope

Delete Locale Version [ By Inline Help Target
Add Help View Edit Rename Export Help Import Help All By

tem tem temn  Groups Copy Item Items Items ltems § Group E| By Wiewer
Mew Manage Export/import Wiews
¥ lcon Title Group Size Viewer Sequence Scope Inline Hel

' Group : Advanced Customization
' Group : Advanced Library Settings
I Group : Advanced List Settings
¥ Group : Advanced Site Management
G_ Group : Announcements List Managementj

F < Create an Announcements  Large Default Announcement
Announcements List Video List
list hManagement Player

= Group : Blog Management

Change the Order of Ribbon Groups

By default, groups are displayed in alphabetical order from left to right on the ribbon. The help items
that appear in each group are displayed by size; those with large icons are displayed on the left and
those with medium icons are displayed after them. Help items are also arranged alphabetically (after
the size arrangement). Inline Help Items are displayed alphabetically from top to bottom on the inline
help menu. However, you can override this behavior based on your specific needs by assigning
sequence numbers.

See how to reorder groups on ribbons and
buttons within groups

Ordering Groups, and Items within Groups

To change the order that groups appear, in the Manage Help Items ribbon, click Rename Groups. You’ll
find it in the Manage ribbon group. :-)
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BROWSE MANAGE HELP ITEMS HELP

Deiete All Versions Q‘_
E =] 7
- Delete Locale Version =
Add Help View Edit |Rengwe Export Help Im
item Item ltem | Grotg$ | Copy ltem ltems
New Manage Export/imy

Rename Groups

Home
Rename the group values for the

Documents current locale.

The sequence fields for all groups are blank by default. Groups with sequence numbers are always
displayed before groups with blank sequence numbers. Groups with a blank sequence, as well as
groups that share the same sequence number, will appear alphabetically.

x
| Rename Groups =
Locale: | Default ﬂ ~
Original Value MNew Value Sequence
| Overview Overview 1
. . 10
VisualSP Help Systemn VisualSP Help System
. s 20
Managing Help ltems Managing Help Items
. ) 20
Quick Reference Quick Reference
25
Calendar Help Calendar Help
25
Survey Help Survey Help
Announcements List Announcements List Manag| 30
Management I
30
Blog Management Blog Management
o i 30
Blog Permissions Blog Permissions
30
Calendar Management Calendar Management v

Sequence numbers can be any number between 1 and 9999. As a best practice, we suggest that you
assign sequence numbers in a manner that will allow for flexibility in customization later. For example,
if you begin by using sequence number that end in zero, such as 10, 20, 30, etc., and you later decide
that another group should appear between 10 and 20, you can assign it a sequence of 15.

Also, remember that all groups will not always be displayed together. For example, the Calendar
Management group will not likely appear in the same ribbon as does the Blog Management group.
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You may find it helpful to use numbers in a certain range for specific purposes. For example, the groups
that you always want to appear on the left will always have a sequence of 10 or below. And things you
always want to appear on the right will always have a sequence of 99 or above. Expanding on a schema
such as this will give you a lot of flexibility even with a very complex assortment of help items.

Exporting and Importing Help Iltems

You may export Help items from one site collection and import them into another by using the buttons
in the Import/Export group of the Manage Help Items ribbon. You can also export help items to a CSV
file that can be opened in Excel or many other programs. This can be useful for reporting purposes.

SharePoint

BROWSE MAMAGE HELP ITEMS HELP

ﬂ @ Delete All Versions QI;.,| IH—'| D ﬁ E By Scope
: Delete Locale Version L;J E‘
B

E By Inline Help Target

Add Help View Edit Rename Export Help Import Help All o
tem temn tern  Groups Copy Item Items ltems ltems  Group E| By Viewer
e Manage Export/import Views

Video showing how to import items from one site
collection to another:

Exporting/Importing Help Items

Navigate to the Manage VisualSP Help Items page in the site collection from which you would like to
export help items. If you don’t want to export all help items, select the items you do want to export by
checking the checkbox to the left of each on. Click the Export Items icon on the Manage Help Items
ribbon. In the Export Help Items dialog, select the locales for which you do want to export; by default,
content for all locales will be exported. If you want to import the exported help items into another site
collection, select the XML Export Format. Click the Export button.
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http://sharepoint-videos.com/products/visualsp/visualsp-video-showcase/#ExportHelpItems

Export Help ltems 0 X

Export Scope

Speafy whether you wish to ¥l Export all locales

export help details for all specified

locales or specific locales. Default
English (1033)

Export Format

Speafy whether to export the help
items as XML or CSV. Note that
only XML files can be used for
import (C5V is useful for reporting
purposes).

Respond yes to the prompt to save VisualSPHelpltems.xml. The file size is generally small and can be
easily transported.

Navigate to the site collection into which you want to import these items. Before you import any items,
check to see if it is inheriting items from a parent help provider hub. Click Site Actions = Site Settings
-> Manage VisualSP Help Provider Settings. Notice if the Inherit Help Items box is checked or not.

Manage VisualSP Help Provider Settings

WYersion

The VisualSP version currently installed. VisualSP Enterprise for SharePoint 2013 - 5.2.0.0

The VisualSP Farm Hub site
http://c4968397007 /sites/visualspfarmhub

The VisualSP Web Application Hub site
http://c4968397007/sites/finance

Inherit Help Items
Specify whether you would like the ribbon to show L inherit Help Items

help items from the parent help provider hub.
Copy Items

If checked, the help item details are copied but not the actual content associated with the
item.

[] Copy Help Items from Web Application Hub?
[[I copy Help Items from Farm Hub?

Return to the Site Settings page by clicking your browser’s back button. Click Manage VisualSP Help
Items. If this site is inheriting Help items (like shown in image above) then you may not see any existing
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Help items in the Manage VisualSP Help Items page. Any Help items you add to a site collection that is
inheriting Help items will appear in addition to the inherited Help items.

Click the Import Help Items button in the Manage Help Items ribbon. Click the Browse button,
navigate to the VisualSPHelpltems.xml file you exported previously, and select it. Select whether or
not you want to overwrite any existing help items and click the Import button. The imported Help
items will appear on the Manage VisualSP Help Items page in this site collection.

Import Help Items 0ox

Upload XML

Specify the path to the VisualsP
Ribbon XML file you wish to Browse...
import.

XML File

Owerwrite Existing Items
Overwrite Existing ltems
Speafy whether you would like to 9

overwrite existing items. If not (® Overwrite () Do NOT Overwrite
owverwriting then only items that

do not have an exsting entry or

corresponding locale specific

details will be imported and no

existing data will be changed

[existing entries are determined

by using a unigue identifier

assigned to each item at the time

of creation).

Import Cancel
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If you chose the CSV Export Format, you can open the file in Excel. This is a great way to get a better
overall view of how your help items are configured.

B H S

FILE HOME

=y X Cut
0 ER Copy -

Paste

%-

INSERT PAGE LAYOUT

Calibri

~ Format Painter

Clipboard &

P13

A
1 [Title
2 |Tasks List quick reference
3 |Liste de rA@fA@rence rapide
Lista de referencia ripida

v

Create alist Item

tion d'un A@IA@ment de liste
Creacif®n de una lista de elementos
Editalistitem

Mod tion d'un A@IA®ment dans une i
10 |EdiciA*n de un elemento de una lista

o

(R R R RS

11 |Announcement info doc

12 Annonce info doc

13 |[Info Anuncio doc

14 Create an Announcements list
15 |Creacif®n de una lista de anuncios

16 CrA@ation d'une liste d'annonces

17 Document Library info doc

18 BibliothA que de documents document inf
19 Biblioteca de documentos info doc

20 | Document Library guick reference

21 BibliothA que document de rA@fA@rence
22 Biblioteca de documentos de referencia rd
23 Upload a document

VisualSPHelpltems.csv - Excel 7T B - x
FORMULAS DATA REVIEW VIEW LOAD TEST TEAM -
. =, B T g AutoSum ~
-l A A - EFWrap Text General - F Q L:.h e EX E Em- ’éY H
== 5 Merge & Center = $ - % » %8 % Conditional Formatas Cell Insert Delete Format Clear~ S.ort& Find &
Formatting - Table~ Styles- - - - £ Clear Filter = Select -
7] Alignment o Mumber o Styles Cells Editing ~
v
B C D E F G H | J K L M N -
Modified Created Uniqueld Group Locale Size Link  Description Showln Viewer Icon TabScope Selector
8/4/2016 18:59 2/4/2016 21:27 9de0d2f1d- Quick Reference Large http:// Reference card for Tasks lit FALSE Image http://cd9 ;#Tasks;#
8/4/2016 18:59 2/4/2016 21:27 9de02f1d Aide Documents 1036 Large http:// Carte de rR@fA®rence po FALSE DefaultViihttp://cdd ;#Tasks;#
8/4/2016 18:59 2/4/2016 21:27 9de02f1d- Documentos de Ayuc 3082 Large http:// Tarjeta de referencia para FALSE DefaultViihttp://cAd j#Tasks;#
8/4/2016 18:59 2/4/2016 21:27 59a5cc0f-l General List Videos Medium  http:// This video shows how to a FALSE DefaultViihttp://c49 ;#AnnouncementList ;
8/4/2016 18:59 2/4/2016 21:27 59a5ccOf-|Liste des vidA@os 1036 Medium  http:// Cette vidA®o montre com FALSE DefaultViihttp://c49 ;#AnnouncementList ;
8/4/2016 18:59 2/4/2016 21:27 59a5cc0f-|Lista de Videos 3082 Medium  http// En este vA-deo se muestra FALSE DefaultVii http://c49 j#AnnouncementList A
8/4/2016 18:59 2/4/2016 21:27 blbe3dc7 General List Videos Medium  http:// This video shows how to e FALSE DefaultViihttp://c49;#AnnouncementList ;
8/4/2016 18:59 2/4/2016 21:27 b1be3dc7 Liste des vidA®os 1036 Medium  http:// Cette vidA®a montre com FALSE DefaultVi http://c49 ;#AnnouncementList ;
8/4/2016 18:59 2/4/2016 21:27 blbe3dc7 Lista de Videos 3082 Medium  http:// Este video muestra cA®*mo  FALSE DefaultVi http://c43 ;#AnnouncementList ;
8/4/2016 18:59 2/4/2016 21:27 0d942b20 Help documents Medium  http:// This document describesh TRUE Documen http://c49 ;#Unassigned;#
8/4/2016 18:59 2/4/2016 21:27 0d942b20 Aide Documents 1036 Medium  http:// Ce document dA@crit Ia fa FALSE DefaultVi http://c49 #Unassigned;#
8/4/2016 18:59 2/4/2016 21:27 0d942b20 Documentos de Ayuc 3082 Medium  http:// Este documento describe ¢ FALSE DefaultVi http://c49;#Unassigned;#
8/4/2016 18:59 2/4/2016 21:27 7cb06ccf- Announcements List Manage Large http:// This video shows how to o FALSE DefaultViihttp://c49 ;#AnnouncementList ;#A
8/4/2016 18:59 2/4/2016 21:27 Tcb06ccf-, Lista de Videos 3082 Large http:// En este vA-deo se muestra FALSE DefaultViihttp://c4d ;#AnnouncementList ;i
8/4/2016 18:59 2/4/2016 21:27 Fch06ccf-; Liste des vidAG@os 1036 Large http:// Cette vidA@o montre com FALSE DefaultViihitp://c49 ;#AnnouncementList ;A
8/4/2016 18:59 2/4/2016 21:27 £55c8207- Creating Documents Medium  http:// This document describes h TRUE Documeni http://c49 ;#Unassigned;# ;
/42016 18:59 2/4/2016 21:27 c55c8207- Aide Documents 1036 Medium  http:// Ce document dA@crit la fa FALSE DefaultViihttp://c49 ;#Unassigned;#
8/4/2016 18:59 2/4/2016 21:27 c55c¢3207- Documentos de Ayuc 3082 Medium  htip:// Este documento describe ¢ FALSE DefaultViihtp://c49 ;#Unassigned;#
8/4/2016 18:59 2/4/2016 21:27 d65175db Quick Reference Large http:// Reference card for docume FALSE Image http://c49 ;#DocumentLibrary;
8/4/2016 18:59 2/4/2016 21:27 d65175db Aide Documents 1036 Large http:// Carte de rR@fA®rence po FALSE DefaultViihitp://c4s ;#DocumentLibrary;
8/4/2016 18:59 2/4/2016 21:27 d65175cb Documentos de Ayuc 3082 Large http:// Tarjeta de referencia para  FALSE DefaultViihttp://c49 ;#DocumentLibrary;
8/4/2016 18:59 2/4/2016 21:27 1cfbbaef- Creating Documents Medium  http:// This video shows how to u FALSE DefaultViihttp://c49 ;#DocumentLibra
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VisualSP Help Provider Advanced Functionality

Manage VisualSP Help Provider Settings

The site collection administrator can decide to inherit Help items from the Farm Hub or not.

If not inheriting, you can still decide to copy the items from the Farm Hub initially and then customize
from there.

Inherit Help Ttems

[T Inherit Help Itemns
Specfy whether you would like the ribbon to show help s
itemns from the parent help provider hub.

Copy Items
’Vr Copy Help Items from Farm Hub?

Manage VisualSP Help Items
This page looks and behaves exactly like the one at the Farm Hub level. New items can be added and
existing items can be edited to show at the site collection level.

If the site collection administrator decides to copy the Help items from the Farm Hub, it will be initially
filled with Farm level Help items.

If the site collection administrator decided to not copy the Help items from the Farm Hub, it will
initially be empty.

Once the new Help items are added, they will show up at the specified context. For example, the
following image shows how the Calendar list Help items might look that are specific to an HR process
specified by a site collection administrator.
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SharePoint

BROWSE HELP EVENTS CALENDAR
IE_] HR Manual

= Vacation reguest process

HR. Process
4 3
2L ) (+) May 2013
lan Feb Mar
Apr May Jun SUNDAY MONDAY
Jul Aug Sep 28 29
Oct Mow Dec
Today is Monday, May 27, 2013
[ calendars in View 5 6

Team Calendar
R e E T Y ™

If a site collection is not inheriting help items, you can change it back to Inherit Help Items. When you
disabled inheritance, you were given the opportunity to copy help items from a Web Application Hub
and/or a Farm Hub. If you chose to copy help items from either of those locations, when you set the
site collection to Inherit Help Items again, you will be given the opportunity to delete those local help
items that were automatically copied from the hubs. We strongly recommend that you do a full
export of all help items to an XML file before checking either of these options! If you made any
changes to any of the copied help items, you will lose those changes if you select to delete copied

help items. If you have customized any of the help items that were initially copied, you should also do
a separate export of just the help items that have been edited. If those items are deleted, you can then

import only those help items.

Inherit Help Itermns

Specify whether you would like the nbbon Ml Inherit Help Items

to show help items from the parent help
provider hub.

r Delete Copied ltems

If checked, the help item details are deleted but not the actual content
associated with the item.

W] Delete Help Items Copied from Web Application Hub?
W] Delete Help Items Copied from Farm Hub?

VisualSP Help Provider Advanced Functionality - Exporting and Importing Help Items
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Enable Caching

When you are not making changes to help content in the VisualSP Help System, you can improve
system performance by enabling caching.

The cache duration can be any length of time from 1-minute to 7-days. When caching is enabled on a
site collection, it only effects content provided by that particular site collection. A site collection may
provide its own help items while also inheriting help items provided by a VisualSP Web Application
Hub. The Web Application Hub may provide help items while also inheriting help items provided by a
VisualSP Farm Hub.

To enable caching of help items that are provided by a Site Collection, VisualSP Web Application Hub,
or VisualSP Farm Hub, navigate to Site Settings > Manage VisualSP Help Provider Settings in the
chosen site collection.

In the Caching section, check the box for Enable Caching. Change the Cache Duration as desired. The
duration is any number minutes from 1 minute to 10080 minutes (1 week = 60 minutes X 24 hours X 7
days). Click OK when you are done.

Caching
W] Enakble Caching

Specify whether you would like the help
itemns to be cached. Caching the help
iterms improves performance by reducing
the frequency in which the data needs to

be gueried.

Cache Duration

o o Cache Duration
Speafy the cache duration, in minutes.

Valid values are between 1 and 10080. If 3
caching is disabled this setting is ignored.

OK Cancel
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Change the Inline Help Icon

The Inline Help Icon can be changed at any of three different levels:
e The VisualSP Farm Hub
e Each VisualSP Web Application Hub
e Each Site Collection

In a Site Collection where the icon has not been changed, it will inherit the icon from the Web
Application Hub. If there is no Web Application Hub for the Site Collection, it will inherit its icon from
the Visual SP Hub. Although you may see help items from a farm hub, a web application hub, and the
local site collection, you will only see one style of inline help icon. While the inline help items that

appear in the inline help menus may come from different places, they may share the same inline help
target.

Create two icons. To change the icon, you will need two images: one for the default icon state and one
for the hover icon state. The images must be 16px by 16px. We recommend they be saved as .PNG files

with a transparent background. The image below shows both VisualSP Default Icons and two custom
icons.

Default VisualSP Inline Help Icons

Default Icon Hover Icon
WVisualsP Settings i VisualSP Settings 0
Manage VisualSP Help Provider Settings Manage VisualSP Help Provider Settings
Manage VisualSP Help Consumer Settings Manage VisualSP Help Consumer Settings
Manage VisualSP Help Items Manage VisualSP Help ltems
View Analytics Report View Analytics Report

Customized VisualSP Inline Help Icons

Default Icon Hover Icon
Visual5P Settings () VisualSP Settings B
Manage VisualSP Help Provider Settings Manage VisualSP Help Provider Settings
Manage VisualSP Help Consumer Settings Manage VisualSP Help Consumer Settings
Manage VisualSP Help ltems Manage VisualSP Help Items
| View Analytics Report View Analytics Report

Upload both icons to SharePoint. You can use any SharePoint library on which all users have at least
Read or View permissions. Copy the full URL paths to these images, including the ‘http://’.
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In the Site Collection, VisualSP Web Application Hub, or VisualSP Farm Hub, navigate to Site Settings >

Manage VisualSP Help Provider Settings.

In the Inline Help Icon section, paste the URL paths to your custom icons in the Default Icon and Hover

Icon boxes. Click the OK button to save your changes.

Inline Help lcon

Default lcon
Spedfy the default and hover icon to use

for the inline help items.

f{chIEBEQTDD?jSiteAssetsfheIp -icon-callout-blue, png|

Hover lcon

}EBEQ?DD?}SiteAssels;hel p-icon-callout-blue-dark.png ‘

OK

Cancel

View a few pages in your site to see how your custom icon looks on the page.

BROWSE HELP FILES | LIBRARY

ﬂ Fj Checlk Out
Check In E

Version History

) v [0 Mame
Issue Tracking

Tasks list W help-icon-callout-blue #

Site Contents . help-icon-callout-blue-dark #¢

# EDIT LINKS

%

4F Sort and filter items in a list

Shared With
Mew Upload Mew Edit View Edit Share Popularity Follow [
Document ~ Document Folder  Document Discard Check Qut ~ Properties Properties Delete Document Trends
Mew Open & Check Out Manage Share & Track
Home (® new document or drag files here
Documents All Documents == | Find a file o |
Recent

To revert to inheriting the icon from a web application hub or farm hub, simple remove the URLs to

your custom icons and click OK.

Inline Help lcon
Default lcon

Speafy the default and hover icon to use
for the inline help items. |

Hover Icon

OK

Cancel

VisualSP Help Provider Advanced Functionality - Change the Inline Help Icon
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Renaming the Help Tab

You can re-brand the Help tab by changing its text to reflect your organization name or help program.
This needs to be done from SharePoint PowerShell on the SharePoint server.

Brand your Help tab:
Customize Help Tab Branding

From the prompt, type Set-VisualSPHelpTabLabel and respond to the prompts that follow. If you leave
any responses blank, your change will not take effect.

e Label: This is what the name of the Help tab will become
e Description: This will pop up over the tab when a user hovers over it.
e LCID: This is the Locale ID (e.g. 1033 for English-United States)

£ Administrator: SharePoint 2013 Management Shell (il Bl |
PE C:“Uzers“Administrator?> set—visuwalsphelptablabel

mdlet Set—UizuwalSPHelpTahbhLabel at command pipeline position 1
Supply values for the following parameters:

(Type *7? for Help.>

Label: UisualSP

Description: Help items for UisualSP system

LCID: 1633

JARMIMNG: Tabh details are cached for 68 minutes by each web application. An
IISRESET may be necessary for you to see your changes.

PSS CoxlUsers~Adminiztrator> _
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The VisualSP Web Part

The VisualSP web part allows you to display VisualSP Help Items within the content of a SharePoint
page. This can be instead of, or in addition to, the Help Tab and the Inline Help Items.

Add Training Content Within Any Web Page

You can add Help items or training content to a specific page by using the VisualSP web part.

To add the VisualSP Web Part to a page, edit the page and click Add a Web Part. Select the VisualSP
Categories group, select VisualSP Web Part, and click the Add button.

Categories Parts About the part

[ Document Sets A ( HlvisualSP Web Part ) VisualSP Web Part

I Filters The VisualSP Web Part can be used to display VisualSP Help items within a page.
[ Forms

[ Media and Content
LA Search
3 search-Driven Content

3 Social Collaboration
¢ [d visualsp
Upload aWeb Part =

Add part to: Header ﬂ

By default, what appears in the web part is the same collection of groups and items that appears in
context for the page on which the web part appears.
VisualSP Web Part

f.\ £% Add web Application Scoped Help Item E> @ ﬂ E
Lé o
. _ ue Add Farm Scoped Help Item o . .

Disable Edit SharePoint in Plain Page quick Create a web Change Help

Made English reference page Tab

Edit VisualsSP Overview Quick Reference Web Page Creation Advanced Customization
D D &, Link to site content I Work with tables @ 4 Customize Quick Launch manu
= h < = Work with images on pages & Add lists and libraries to web pages €7 Customize Top Navigation

Check outa Editaweb _ Change look and i

page page iod Change the layout of 3 web page < Delete a web page feel €7 Enable the tres view

Page Editing Site Look and Feel

The web part tool pane provides many tools and options you can use to customize which items appear
in the VisualSP Web Part.

Learn how to override which groups appear in
the VisualSP Web Part

Add Group to a Page using VisualSP Web Part
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The Default Configuration

The VisualSP web part has several options that can be used to achieve very powerful and highly
customized results. In this section, we’ll explain each individual setting and how to use it.

When you add the VisualSP web part to a page, none of the options are set. You can confirm this by
editing the web part and expanding the VisualSP option group.

4 VisualsP Web Part X

VisualSP Web Part Help ~

Learn more about working with the
VisualSP Web Part:

» Use Groups in VisualSP Web
Part

[+]

Appearance

[+]

Layout

[+]

Advanced

]

Visualsp

Custom Scope

[] Disable Grouping

(o] 4 Cancel Apply

Without changing any of the options, the web part displays the exact same help items that are
displayed in the Help tab ribbon on that page. In the example here, we’ve added the VisualSP web part
to a wiki page. Notice that the same help items are displayed in the exact same order as in the Help tab
ribbon. Notice also that the Help Items are grouped just as they are in the Help Tab ribbon. A
horizontal line appears below the help items and the name of the Group appears below that.
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SharePoint Newsfeed OneDrive Sites [EERIVTIENCIGIEIE o B

[i]
BROWSE PAGE HELP

@ @ D P &, Link to site content {5 Work with tables
) e B

SharePoint in Plain  Team Site home page quick Wiki Page quick Create a web Check out a Edit 2 wet
English reference reference page page page

Change look and
Change the layout of a web page X, Delete 2 web page feel

Overview CQuick Reference Web Page Crastion Page Editing

Home VisualSP Web Part Documents
Documents

(i}
(® new document or drag files here
Site Contents E) @ @

(i) SharePo\'nIt \':1 Plain Team Siieeh{ome page quick Wiki ?age quick v [0 Meme
Englis| reference reterence -
4 EDITUINKS E - . There are no documents in this view.
Overview Quick Reference

O

Create a web
page
Web Page Creation

D [‘ﬁ‘ &, Link to site content
] =1

{2 Work with images on pages

Check out a Edit a web = ¢ Pa
page page
i work with tables

hange the layout of a web page

& Add lists and libraries to web pages
X Delete a web page

Page Editing

€4 Customize Quick Launch menu = ma—
\_-’! Customize Top Navigation "=_
N : Use Inline Use the Help
€ Enable the tree view Help Tab

Site Look and Feel VisualSP Help System

Change look and
feeal

Mcsinfnd

The Disable Grouping Option

€ Customize Quick Launch menu
\Work with images on pages & Add lists and libraries to web pages € Customize Top Navigation

£ Enable the tree view
Site Look and Feel

%o OSHA% Yy rolow Cgsmc # eom

Use Inline Use the Help
Help Tab

VisualSP Help System

Checking the Disable Grouping option tells the web part to ignore the groups for the content. It will
not display the group names and the underline below the content. All Help Items with large icons are
displayed first followed by the ones with small icons. Items render in the same order as they do in the

Help Tab.
[l Visualsp

Custom Scope

isable Grouping

oK Cancel Apply

The VisualSP Web Part -
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In the example below, notice that all the Help Items that are in the Help Tab ribbon are in the VisualSP
Web Part. All the large icons are displayed first, in the same order they appear in the Help Tab, and the
items with small icons display after them, in the same order they appear in Help Tab.

SharePoint Newsfeed OneDrive  Sites Administrator~ £ P

o o -
BROWSE  PAGE  HELP S0 O SHA% Yy rouow Cdsmc # eom O
& Link to site content {E Woric with tables (¥ Customize Quick Launch menu __ ——
S ad \j N & - @ . = EE
el Work with images on pages & Add lists and libraries to web pages (% Custormize Top Navigation 4=
SharePoint in Plain  Team Site home page quick Wiki Page quick  Createaweb  Checkouta Editawe Change lookand Use Inline Use the Help
page [ Change the layout of 3 web page X, Delete a web page feel (¥ Enable the tree view Help Tab
Overview Quick Reference Wb Page Creation Page Editing Site Look and Feel VisualSP Help System
. ~
&0 VisualSP Web Part
Documents

Site Contents I:E 3':_;' D EiE @ Ij

li ] Check out a Use Inline Edit a web Use the Help Change look and Create a web
# EDIT LINKS page Help page Tab feel page

5 @ @

SharePoint |g| Plain Team Siieel}ume page quick Wiki ?age quick

Englis reference reference
&, Link to site content {FF Work with tables
[ Work with images on pages & Add lists and libraries to web pages

hange the layout of a web page X Delete a web page

‘¥ Customize Quick Launch menu
(# Customize Top Navigation

€ Enable the tree view

The Custom Scope Option
The Custom Scope tells the VisualSP web part to display only the help items in a particular Custom
Scope.

Note: The Custom Scope option only works with Custom Scopes.

It does not recognize the-out-of-the-box scope values.

Reference video tutorial:

http://sharepoint-videos.com/products/visualsp/
visualsp-video-showcase/#TrainUsersCustomVideos

When you add or edit a help item, the Scope section allows you to select from several out-of-the-box
scopes. You can also add a Custom Scope. In the example here, we have added the help item to a
Custom Scope named Look and Feel.
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Help Tab Scope

Specify what list types or
settings pages to associate the
help item with.

Help Tab Scope

“ Lists ‘ Libraries Pages Settings Other

(] Announcement List [Jssue Tracking List

[] Contacts List [J Links List

[ Custom List [] Prometed Links

[ Events (Calendar) List O Survey List

[] External List [ Tasks List
Custom Scopes

GLoak and Fesl ) |

Separate multiple custom scope values with a comma. Custom scope values are
used by the VisualSP web Part.

URL Defined Scope

Specify the URL, or a partial URL, where you want this Help item to appear. Ex The
partial URL “/_layouts/15/prjsetng.aspx” will display the Help item on the Title,
Description and Logeo' settings page. When defining your URL, be sure to account
for the Minimal Download Strategy Feature which may result in URLs containing

"f_layouts/15/start.aspx#[page]".

In this example, notice that five help items have been given the Custom Scope: Look and Feel.

v lcon

Title Group
Change look Site Look
and feel and Feel
Change the Site Look
site logo and Feel
Customize Site Look
Quick Launch and Feel
menu

Customize Site Look
Top and Feel
MNavigation

Enable the Site Look
tree view and Feel

Size Viewer
Large Default
Video Player
Medium  Default
Video Player
Large Default
Video Player
Large Default
Video Player
Medium  Default
Video Player

Sequence

20

10

Scope W

Site Settings Page, Wiki
Page, Look and Feel

Site Settings Page, URL
Defined Scope, Look
and Feel

InlineTargetsOnly, Loock
and Feel

InlineTargetsOnly, Look
and Feel

Site Settings Page, URL
Defined Scope, Wiki
Page, Look and Feel

Inline Help Target

Mavigation bars - Edit
Links

Mavigation bars - Edit
Links

In the VisualSP Web Part, we will set the Custom Scope to Look and Feel.

The VisualSP Web Part - The Custom Scope Option

Permissions

Any List Permission, Apply
Style Sheets, Apply Theme
And Border, Create
Subsites, Manage Web
Site

Any List Permission,
Create Subsites, Manage
Web Site

Any List Permission,
Create Subsites, Manage
Web Site

Any List Permission,
Create Subsites, Manage
Web Site
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=l VisualSP

Custom Scope

Look and FEE|| X

[J Disable Grouping

OK Cancel Apply

Notice that the VisualSP Web Part displays the Help Items from the Look and Feel custom scope
instead of the help items from the help tab.

SharePoint

Newsfeed OneDrive Sites [EEGHINETEGISIE o I

o o -
BROWSE  PAGE  HELP S0 Cus»—mg Yy rouow Cdsmc # eom O

B &, Link to site content {5 Work with tables (¥ Customize Quick Launch menu
E 4 @ mE
=4

Work with images on pages & Add lists and libraries to web pages (4 Customize Top Navigation = i
SnarsPaintin Plsin  Team Site home page quick Wiki Pagequick  Cresteawsb  Checkouta Editawen
English reference

Change look and Use Inline Use the Help
page page page nge the layout of 2 web page X Delete a web page feel (% Enable the tree view Help Tal
Ovenview Quick Reference Wieb Page Crestion Page Editing Site Look and Feel VisualS? Help System
~

Home VisualSP Web Part
Documents
Site Contente = i @ 4 Change the site logo

ite Conten

5 N 4 Enable the tree view
[i ] Customize Top Customize Quick Launch Change look and

# EDIT LINKS MNavigation menu feel

Site Look and Feel

The VisualSP Web Part - The Custom Scope Option



The Override Ribbon Tab Option

The Override Ribbon Tab option tells the VisualSP Help Tab ribbon to display the help items from the
Custom Scope that is in the Scope Key Value field. When this option is checked, no help items will be
displayed in the VisualSP web part.

Note: The Override Ribbon Tab option is only effective if a Custom Scope has been entered
into the Scope Key Value field. If this option is checked and the Scope Key Value field is
empty, the VisualSP web part will not display any content and the Help Tab ribbon will
display content as defined for that particular scope.

Reference video tutorial:
http://sharepoint-videos.com/products/visualsp/
visualsp-video-showcase/#CustomHelpTabltems

In this example, notice the Look and Feel custom scope has been entered into the Scope Key Value
field and we have checked the Override Ribbon Tab option.

-1 VisualSP

Custom Scope

Look and Feel

[] Disable Grouping

[0]:4 Cancel Apply

The Help Tab ribbon shows the help items that are in the Look and Feel custom scope and no help
items are shown in the VisualSP Web Part.
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SharePoint

BROWSE PAGE HELF

— @ (4 Change the site logo
. @ Enzhle the tree view
Customize Top Customize Quick Launch Change look and
Mavigation menu feel

Site Look and Feel

Home VisualSP Web Part
Documents
Site Contents Newsfeed

The Group Filter Value Option

The Group Filter Value option tells the VisualSP web part to only display Help Items that are in the
group whose name is entered here.

For example, let’s enter a value of Quick Reference.

=] visualsP

Custom Scope

Group Filter Value
( CQuick Reference| ) ® |

[] Disable Grouping

OK Cancel Apply

The VisualSP Web Part - The Group Filter Value Option
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Notice that the VisualSP Web Part only displays the Help Items that appear in the Quick Reference
section of the Help Tab ribbon.

SharePoint Newsfeed OneDrive  Sites Ac
o o
BROWSE  PAGE  HELP o O SHA% Ty rouow Cg
@ @ \j D % Link to site content 1) Werk with tables @ ¥ Customize Quick Launch menu
s
m -/4 |;| Work with images on pages a Add lists and libraries to web pages (3{ Customize Top Mavigation
SharePointin Plain  Team Site home page quick Wiki Page quick Create a web Checkouta Edit a web Change look and
English reference reference page page page i hange the layout of a web page ¢ Delete a web page feel (¥ Enable the tree view
Overview Quick Reference ‘Web Page Creation Page Editing Site Look and Feel
HETIE VisualSP Web Part
Documents

Site Contents @ @

[ ] Team Site home page quick Wiki Page quick
4 EDIT LINKS reference reference

Quick Reference

Note: If you want the VisualSP Web Part to show help items from more than one scope,

simply separate them with a semicolon *;’. For example, to show help items from both the
Quick Reference group and the Overview group, enter Quick Reference; Overview into the

Group Filter Value field.

The Ignore Contextual Filter Option
The Ignore Contextual Filter option expands the capabilities of the Group Filter Value option. When

this box is checked, the VisualSP Web Part will display all help items in the selected group(s), regardless

of the Scope to which they are assigned.

For example, let’s leave Quick Reference in the Group Filter Value, and check the Ignore Contextual
Filter option.

= VisualSP

Custom Scope

Group Filter Value

Quick Reference

(] Disable Grouping

[o] 4 Cancel Apply

The VisualSP Web Part - The Ignore Contextual Filter Option
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Notice that the Visual SP Web Part displays all the help items that appear in the Quick Reference

SharePoint

BROWSE PAGE

English

Overview

Home
Documents

Site Contents

# EDITLINKS

HELP

@

reference

Quick Reference

@

SharePoint in Plain  Team Site home page quick Wiki Page quick
fi refer

D Ijh‘ % Link to site content
ﬁ o
m -A i [2] Work with images on pages

Create & web Checicouta Editawed
rence page page page |

Web Page Creation Page Editing

VisualSP Web Part

group, not just the ones that usually appear in that group for the context of this page.

Newsfeed OneDrive  Sites A

- X0 QSHA% v7 Fouow Cf

)

i Work with tables @
’ Add lists and libraries to web pages

Change look and
feel

X Customize Quick Launch menu
EX Customize Top Navigation
£ Enable the tree view

Site Look and Feel

)

@

@ @

(i ] wiki Page quick Announcements List quick Calendar quick Contacts List quick

reference

'3

reference

D

reference

@

reference

@

reference

@

reference

reference

@

Custom List quick Discussions quick Document Library quick Issues List quick
reference

@

Links List guick Publishing Page Library quick Publishing Page quick Surveys quick

reference

£

reference

@

reference

@

reference

@

Tasks List quick Team Site home page quick Thread quick Wiki Page Library quick

reference

@

reference

wiki Page quick

reference

reference

reference

Quick Reference

The Ignore Permissions Check Option

The Ignore Permissions Check option tells the VisualSP web part to ignore any custom permissions that
might be set on the help items it would otherwise display.

For example, let’s configure the following five Look and Feel items to require at least Manage Web Site
permissions. You might do this because only Site Owners can perform these functions, so there is no
need for people who can’t do these things to see these help items.

v loon

&

i

2 @ @

[

o

[

Title Group Size Viewer
Change look and Site Look and  Large Default Video
feel Feel Flayer
Change the site Site Lock and  Medium  Default Video
logo Feel Flayer
Customize Quick Site Look and Medium  Default Video
Launch menu Feel Player
Customize Top Site Look and  Medium  Default Video
Mavigation Feel Flayer
Enable the tree Site Look and Medium  Default Video
view Feel Flayer

( Permissions \

Manage Web Site
Manage Web Site
Manage Web Site

Manage Web Site

kManage Web Site_)

With the default settings in place on the VisualSP Web Part, when a person who only has View, Read,
Contribute, or Edit permissions visits the page, that person will not see the Look and Feel items in the

The VisualSP Web Part - The Ignore Permissions Check Option
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Help Tab ribbon or in the VisualSP Web Part.

SharePaint

Newsfeed OneDrive Sites Bob Br
BROWSE ~ PAGE  HELP

5 FoLow LA svn
F s
@ @ @ \j D D & Link to site content {77 rk with tables
s
] 4 | [£] Work with images on pages & Add lists and libraries to web pag:
SharePoint in Plain  Team Site home page quick Wiki Page guick Create a web Check out 3 Edit 2 web
English reference reference page page page x Delete a web page
Owerview Quick Reference Web Page Creation Page Editing v

Lo VisualSP Web Part
Documents

Site Contents @ @ @

SharePointirT Plain Team Sl'terehfome page quick Wiki Page quick

Englis erence reference
Qverview Quick Reference
Create a web
page

‘Web Page Creation

P [H. &, Link to site content
B & 3

Work with images on es
Check out a Edit a wel - ? P29
page page

10: Change the layout of a web page

& Add lists and libraries to web pages
7% Delete a web page

Page Editing
( Site Look and Feel ]

Let’s check the Ignore Permissions Check check box in the web part properties.

=l visualsP

Custom Scope

[] Disable Grouping

(0] 4 Cancel Apply

When the same user visits the page after changing this setting, the user will still not see the Look and
Feel items in the Help Tab ribbon, but will see the item in the VisualSP Web Part.
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SharePoint MNewsfeed OneDrive Sites Bob Brown~ £

BROWSE  PAGE  HELP FOUOW LA SNC 4 EDT
E:’ @ @ D D &, Link to site content i Work with tables
lj Bl =1 "Werk with images on pages & ada lists and libraries to web pag:
SnarePointin Plsin  Team Site nome page quick Wiki Page quick  Cresteaweb  Checkouta Editawed
reference reference page page page Change the layout of a web page x Delete 3 web page
Overview Quick Reference Web Page Creation Page Editing
= VisualSP Web Part
Documents
Site Contents E:‘ @ @
SharePoint in Plain Team Site home page quick Wiki Page guick
English reference reference
Overview Quick Reference
Create a web
page
Web Page Creation
[B, D B, Link to site content
N <

Work with images on pages
Check out a Edit a web

page page

ange the layout of a web page

& Add lists and libraries to web pages
2 Delete a web page

Page Editing

@ € Customize Quick Launch menu
£ customize Top Navigation
Change look and
feel € Enable the tree view
Site Look and Feel

VisualSP Analytics

The VisualSP Analytics Reports available in VisualSP Enterprise provide a powerful insight into how
users are interacting with VisualSP. A variety of reports and filters are available to provide the business
intelligence you need to get the most value from context-sensitive help.

Note: VisualSP Analytics is only available in VisualSP Enterprise Edition.

Setting Up and Configuring VisualSP Analytics

Each time a user interacts with VisualSP in some way (list some common interactions), the activity is
logged in a Staging Database. A Timer Job runs on a schedule to process and aggregate the raw data in
the Staging Database. It then stores this processed data in a Warehouse Database. The Analytics
Reports are dynamically generated from the data in the Warehouse Database as requested.

Before you can begin using VisualSP Analytics, the SharePoint server administrator will need to create
the Analytics Databases and configure the Analytics Timer Job.

Create the Analytics Databases
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Log into Central Administration and click on General Application Settings. Scroll down to the
SharePoint-Videos.com VisualSP Help System section and click on Manage the Analytics

Databases.

BROWSE

Vionitoring ( " 1ot b 1 fi
Monitonng Upload form template Manage data connection files

Backup and Restore Configure InfoPath Forms Services Web Service Proxy
m SharePoint Designer
Configure SharePoint Designer settings

p Search
Farm Search Administration = Crawler Impact Rules

7 SQL Server Reporting Services (2008 and 2008 R2)
il Reporting Services Integration
Configuration Wizards Add a Report Server to the Integration Set server defaults
E Content Deployment
s Configure content deployment paths and jobs
Configure content deployment
Check deployment of specific content

; SharePoint-Videos.com VisualSP Help System

Man, Visu I lanage Help Provider Sites
Manage the Analytics Databases ) Configure Analytics Timer Job

View Analytics Report

On the Manage VisualSP Analytics Databases page, in the Enable Analytics section, check the
Enabled box.

Manage VisualSP Analytics Databases o

Enable Analytics
Speafy whether to enable or disable VisualSP

Analyt

In the Staging Database section, enter the name of the Database Server you want to use to
store the raw data. This can be any SQL Server database that has drives that are optimized for
writes. The default (and recommended) database server will be the SharePoint database server.
Enter a Database Name. This name must be a unique name on the selected Database Server.
The default name of SharePoint_VisusISP_Staging is recommended. Select the Windows
Authentication or SQL Authentication as required by the selected Database Server; if you select
SQL authentication, enter the SQL Account and Password VisualSP should use. If you use SQL
Server database mirroring, enter the name of the Failover Database Server.
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= Staging Database

The Staging Database is where all events are
initially captured in raw form. This database
can be located on drives optimized for writes.
Use of the default database server and

database name is recommended for most
cases,

Use of Windows authentication is strongly
recommended. To use SQL authentication,

specify the credentials which will be used to
connect to the database.

Failowver Server

You can choose to associate a database with a
specific failover server that is used in
conjuction with SOL Server database
Mirrorning.

Database Server

C4968397007

Database Name
SharePoint_VisualSP_Staging

Database authentication

® Windows authentication (recommended)

O sqL authentication
Account

Password

Failover Database Server
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In the Warehouse Database section, enter the name of the Database Server you want to use to
store the processed data. This can be any SQL Server database that has drives that are
optimized for reads. The default (and recommended) database server will be the SharePoint
database server. Enter a Database Name. This name must be a unique name on the selected
Database Server. The default name of SharePoint_VisusISP_Warehouse is recommended.
Select the Windows Authentication or SQL Authentication as required by the selected Database
Server; if you select SQL authentication, enter the SQL Account and Password VisualSP should
use. If you use SQL Server database mirroring, enter the name of the Failover Database Server.

Database Server
C4968397007

Database Name
SharePoint_VisualSP_Warehouse

Database authentication

(® Windows authentication (recommended)

) sQL authentication
Account

Password

Failover Server
Failover Database Server

e

Configure the Timer Job

When the server finishes creating the necessary databases, click Configure Analytics Timer Job.
f; SharePoint-Videos.com VisualSP Help System

Manage VisualSP License Manage ' '

Manage the Analytics Databasesg Configure Analytics Timer Job

View Analytics Report
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On the Edit Timer Job page, select the frequency and times you want the job to run. By default,
it runs Daily at 3:00am. You can adjust this to whatever frequency and times meet your
network and business needs. When you are finished, click the OK button.

Edit Timer Job «

Job Title
VisualSP Analytics Data Job

Job Description

lob Properties -

i : ) Web application: N/A

his section lists the properties

for this job, .
el Last run time: 10/31/2014 3:00 AM

Recurring Schadule
This timer job is scheduled to run:

Use this section to modify the . )
schedule specifying when the () Minutes Starting every day between
timer job will run. Daily, weekly, ~ 3aM || loolw
() Hourl
and monthly schedules also N Y :I :I
of execution, (O] Daily and no |ater than

nclude a winde

The timer service will pick a -

e 3IAM (V| 00|V
random time within this interva e WE‘EHY :l :l
to begin executing the job on @) Monthly

each applicable server. This
feature s appropnate for high-
oad jobs which run on multiple
servers on the farm. Running this
type of job on all the servers
saimultaneoushy '11|r]|1‘. place an
unreasonable load on the farm.
To speafy an exact starting time,
set the beginning and ending
times of the interval to the same

value,

Run Now Disable | Cancel
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Test Setup and Configuration

Test that everything is configured correctly by clicking View Analytics Report.

{ -: SharePoint-Videos.com VisualSP Help System

Manage VisualSP License Manage Help Provider Sites

. : jesDatabases Configure Analytics Timer Job
View Analytics Report 2

You should see the reports page with no data displayed.

VisualSP Analytics
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Visit a web site where VisualSP is used and click on a few of the help items in various places.
When you are finished, return to the General Application Settings page in Central

Administration.

Click Configure Analytics Timer Job. On the Edit Timer Job page, click the Run Now button. Give
it a minute to run and then click View Analytics Report. If everything has been configured

correctly, you should see some data on the reports.

C

VisualSP Analytics

N T—
(A Lok _[v]

» SaSetsrgatuge & VierTuge . 161¢

Oiicks by Ribbon ltem

Title Grow

cks by Content

VisualSP Analytics - Setting Up and Configuring VisualSP Analytics

o °
2zosn
Clichs Percantage
=
-
C Percantage
"

84



View Analytics Reports in Central Administration
To view Analytics reports in Central Administration, click General Application Settings. Scroll down to
the SharePoint-Videos.com VisualSP Help System section and click View Analytics Report.

“; SharePoint-Videos.com VisualSP Help System
Manage VisualSP License Manage Help Provider Sites
Databases Configure Analytics Timer Job

View Analytics Report

The initial reports show results from the entire Farm. This can be changed to view results for any single
Web Application or any single Site Collection. Simply select the Scope you need.

VisualSP Analytics

Scope:

Web Application
Localed site Collection

After selecting Web Application or Site Collection, you can easily select a different web application or
site collection than the default.

VisualSP Analytics VisualSP Analytics

Scope: | Web Application ﬂ Scope: | Site Collechion ﬂ
Web Application: hittps/jc4968367 00§ Site Collection: http:/c49683 97007 sites/ te
Locale: Al Locales 5 Locale: |All Locales nd

Change Web Application Change Site Collection

View Analytics Reports in a Site Collection

To view Analytics reports in a site collection, in the site collection, click Settings (Gear icon) > Site
Settings. Locate the VisualSP section and click View Analytics Report.

VisualsP Settings
Manage VisualSP Help Prowvider Settings

bt i Jtems
View Analytics Report

Note: To access this option, the VisualSP Help Provider Feature must be activated on the site
collection (under Site Collection Features). See Exposing Specific Content at a Site Collection for
more details. It is not necessary for the site to have unique help items, it still inherit from the
Farm Hub if desired.

If you are in the site collection that serves as the VisualSP Farm Hub, the reports will show data for the
entire farm. If you are in any other site collection, you will see only the data for that particular site
collection.
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Understand Analytics Reports

When you first visit the VisualSP Analytics page, the page shows data from all Locales for the previous
month.

Locale

To filter the reports to show only results for a particular Locale, select the Locale from the drop-
down menu. Changing the Locale applies the filter to all reports on this page.

VisualSP Analytics

Scope; karm

¥ ¢ Al Locales
'
Report Date Range and Date Grouping

To see results for a particular date range, change the From and To dates. Changing the dates
applies this as a date filter for all reports on this page.

0 Nov wv| 2014 December 2014 0

Loca

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

1 1 2 3 4 o B
2 3 4 5 i1 ] 7 8 9 10| 11 12 13
9 10/ 11 12| 13| 14 15 14| 15 16 17| 18 19 20
16| 17 18 19 20 21 22 21 22 23| 24 25 26 27
23| 24 23 26 27 28 29 28| 29 30| 3l
30

The line graphs for Total Clicks, Clicks by Scope, Clicks by Browser, and Clicks by Source can
display results aggregated by Day, Week, or Month. Changing the aggregation scope at the top

of the page applies it to all the line graphs on the page. Changing this options makes it easy to
compare activity between different periods.

From | 11/04/2014  [to| 12/04/2014

‘ Day Week Month ’
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Total Clicks
A line graph shows the total number of clicks on VisualSP help items for the selected Locale,
Date Range, and Date Grouping. Move your mouse over any data point in the graph to see a
description of that point’s data.
Seope:[Fam v From | 11/04/2014 |to| 12/0472014

Locale: All Locales  |w|
Day Week Month

otal Clicks
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Clicks by Scope
A line graph shows the number of clicks on VisualSP Help items in each scope for the selected
Locale, Date Range, and Date Grouping. Click on the Pie Chart icon to view a pie chart of the
data for the selected Locale and Date Range.
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m 101;DocumentLibrary m SiteSettingsPage m 101;,DocumentLibrary m SiteSettingsPage

WebPage WebPage

Click on the title, Clicks by Scope to enlarge the graph. Move your mouse over any data point to
see a description of that point’s data.

Clicks by Scope

35

Each line in the graph renders in a different color with a legend appearing below the graph.
Clicking on a scope in the legend will hide that particular scope from the graph. Clicking it again
will show that particular scope.

Clicks by Scope

25
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Clicks by Browser

A line graph shows the number of clicks on VisualSP Help items in each type of browser for the

selected Locale, Date Range, and Date Grouping. You can view a pie chart, enlarge the graph,

and show/hide data for particular browsers.

Clicks by Source

A line graph shows the number of clicks on VisualSP Help items by source (Ribbon or Web Part)
for the selected Locale, Date Range, and Date Grouping. You can view a pie chart, enlarge the
graph, and show/hide data for particular browsers.

Clicks by Source

L L - L B

o e d!

o ©

A

\

m Ribbon m Web Par (ribbon view)

Clicks by Ribbon Item

This report shows each help item that was clicked on for the selected Locale and Date Range.
Clicking on the Open icon will open the help content (video, screenshot, document, etc...).

Clicks by Source

m Ribbon m Web Par (ribbon view)

Clicking on any column heading will order all the items in the report based on the values in that

column; click it again to reverse the sort order. To see more lines on the report, change the

number of rows at the bottom.

Clicks by Ribbon Item

C_Title

Group

Locale

Clicks_+____Percentage . )

1 Remove users from a site i Site Access and Security 1033 2 . 16.67%
2. Add users to a site B Site Access and Security 1033 1 I 8.33%
2, SharePoint in Plain English - Overview 1033 1 Bsa3%
4. Wiki Page quick reference @ Cuick Reference 1033 1 | PEELS
5, Connect a library to Outlook i Office integration videos 1033 1 | PEELH
[ Remaowve users from a site i Site Access and Security 1033 1 I 8.33%
7. Linking to other site content ( Page Help 1033 1 | FEEE
8, Add users to a site it Site Access and Security 1033 1 | PEETH
4, SharePoint in Plain English & Owverview 1033 1 | FEELR
10. Delete a web page oA Web Page Editing 1033 1 | FERL"
1

S o Y
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Clicks by Content
This report shows each page on which help items were clicked for the selected Locale and Date
Range. Clicking on the URL will open that page in a new browser tab. Clicking on any column
heading will order all the items in the report based on the values in that column; click it again to
reverse the sort order. To see more lines on the report, change the number of rows at the
bottom.

Clicks by Content

C uRL Clicks + _Percentage )

1. http://c4968397007 /sites,/test2_layouts/15/sethings.aspx 3 . 25%

httpy//cAB68 397007 fsites,Mest2 Shared
Documenis/Forms allliems.asp

Nttp://cASR839T00T fsitas test2 /SitaP < AisualsP Web P,
3_(_1?..... .t:.':-_%J D07 fsites/test2 /SitePages/VisualsP Web Part )J Bi667%
Jest.aspx

Bis5m%

2 Bi657%

4, httpy//c496839T007 /sites/test1 fSitePages,/Home.aspx 2
5. http//cd968397007/_layouts/15/settings. aspx 2 | REXL"
6.  hitpy/c4968397007/SitePages/Home.asp 1 lezaw

Shnwtupaqe: 1 1-6of6

Clicks by User
This report shows each user who clicked on a help item for the selected Locale and Date Range.
Clicking on any column heading will order all the items in the report based on the values in that
column; click it again to reverse the sort order. To see more lines on the report, change the
number of rows at the bottom.

Clicks by User

( Usar Clicks Percentage
1. delDadaministraton 12 100%

"‘“ICHH'II::I:I to page: 1 1-1a0f1

Check out the latest functionality updates at the
VisualSP demonstration video showcase.

For further assistance, please don’t hesitate to reach out to us. We are always here to help!

http://www.VisualSP.com
VSp-support@visualsp.com
630-786-7026
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