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Share your knowledge
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SharePoint gives you a hub for organizing the knowledge you 
capture in documents, videos, conversations, and all kinds of 
digital assets.

Your knowledge isn’t limited to the people 
in your immediate circle—share what you 
know, with whomever you choose.

Share your knowledge
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Community sites give you a place for holding discussions, 
collecting ideas, and gathering feedback.

Share your knowledge
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Structure the discussions that you want to capture on your 
community site with categories.

Creating a category is easy. Simply 
give it a name and a description. Then, 
turn it into an interactive live tile with 
a background picture to create a great 
user experience.

Start building a community
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Discussions foster growth and collaboration within communities, 
and they serve as a great resource for accessing your peers’ 
knowledge and ideas. 

If you come across a great answer in 
a discussion, you can promote it as 
the best reply. Now everyone wins— 
people find the best answers to their 
questions and authors get recognition 
for participating.

Get in on the discussion



6 www.discoversharepoint.com/knowledge

Badges are a great way to drive engagement. They make 
it possible to recognize active community members and 
encourage healthy participation.

By default, you will find badges honoring 
experts and professionals, but you can create 
your own too.

Recognize good work
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Recognize good work
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Badges reward individuals who have achieved a certain level 
of contribution within a community. 
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Then, assign a badge 
to make this person 
stand out. 

Recognize good work

Select a worthy person from a list of community members.
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As your community grows more robust you may want to add 
it as a promoted site on your home page. 

The Promoted Links app 
helps you do that.

Promote your community
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Create live tiles to give people a more appealing experience and 
help them navigate your site more easily.

Just fill in a title, and include a background 
image and link to the site that you want to 
promote. Then, choose where you want your 
tile to appear in relation to other promoted 
links by selecting an order number.

Promote your community
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Your promoted community site will now appear as a live tile on the 
home page of the R&D portal, making it visible and accessible to 
everyone.

Promote your community
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SharePoint helps you get organized with the Asset 
Library app, which lets you fill up your site with digital 
assets like videos.

Organize your content
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Uploading a new video to a digital asset library is simple, 
just drag & drop videos to your site.

Or, add them using Upload Document.

Upload a video
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You can download digital assets, or play them directly 
in the browser. 

Get easy access to your 
content
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Give people a sneak peak of video content by creating on-the-fly 
thumbnails for your videos.

Capture a thumbnail

Just play the video, and then click the camera 
icon to capture your thumbnail.
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To help people find what they need and improve search 
results, map your videos to tags. They can be managed by your 
organization, or you can create your own. A group of tags is called 
a term set, and a hierarchy of term sets is called a taxonomy.

Get organized

Then just map the columns  
to the tags you want to use.

The way to map your content 
to a tag is to create a “managed 
metadata” column.
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Once your columns are created, you can tag your videos 
with labels from your term set. 

Tag your videos

Tag your video with a label, Machine learning, 
from the Computer Sciences term set.
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Enable tag navigation to help people quickly find 
the content they need.

Arrange things how you want

Choose Metadata 
navigation settings, 
and then add your 
term set, Computer 
Sciences, to your site 
hierarchy.
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Imagine having hundreds of videos in a library. You’re 
going to need a quick way to find the right one.

Find your content

Using tags, people can 
quickly sort through 
relevant content. Just 
start labeling your 
videos with tags, like 
Machine learning, and 
they’ll be much easier 
to find.
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Learn more 

Office 365 for Business Learning Center
http://aka.ms/o365learning


