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1 Getting started

11 About SAP Jam Collaboration

SAP Jam Collaboration is an enterprise social networking solution that allows you to bring your employees,
partners, and customers together with the documents and application data necessary to enable effective,
collaborative problem solving and decision making. These activities are organized in a structured form

that provides intuitive access to content and discussions, while encouraging the pursuit of business-critical
objectives, and while following established processes through SAP Jam "work patterns".

SAP Jam provides features such as the ability to create wikis and blogs, discussions on ideas, questions, and
issues, and share images, videos, and documents—with document versioning—as well as providing tools to
create and assign tasks, schedule meetings and calendar events, run polls, chat, and view and discuss data
from external business-critical applications. These activities are organized within public or private groups that
are internal to your organization or external to include customers and partners, and which can be based on
templates designed to address specific issues, key business objectives, or services.

Terms of Use

When a group's Terms of Use is accepted by a user, the acceptance details - including the time stamp of when
the user accepted the terms, and the version of the accepted Terms of Use - are logged in a compliance report.
Group administrators can view and specify the date range for the "Terms of Use" report [page 126].

1.2 About the SAP Jam Collaboration Group Administration
Guide

SAP Jam Collaboration group administration involves both group administrators and either company
administrators or support administrators. Group administrators are typically regular SAP Jam users who have
created a group, or who have been invited to help administer a group, so the documentation for the tasks that
they can perform is normally located in the SAP Jam Collaboration User Guide. There are a few procedures,
however, that require company administrator or support administrator privileges, and the documentation

for these procedures is normally located in the SAP Jam Collaboration Administrator Guide. To provide a
comprehensive guide that covers all aspects of the creation and management of SAP Jam groups, the groups
information from each of these guides has been combined into this current one.

SAP Jam Collaboration Group Administration Guide
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Organization of this guide

This SAP Jam Collaboration Group Administration Guide is organized into the following chapters:

1. Getting started Introduces this guide and describes its organization.
2. Groups, group templates, and subgroups Describes groups and their creation, which requires an

understanding of group templates. It also explores the creation of custom group templates and subgroups.

i Note

The creation of custom group templates requires either company administrator or support
administrator privileges.

3. Page designer Explains how the page designer feature enables you to add and organize the layouts in your

group overview pages by using SAP Jam widgets in a page editor.

4. Widgets Explains all the widgets you can use to design group overview pages. Company-specific widgets
are described in the SAP Jam Administrator Guide.

5. Member lists Explains the creation of member lists, which are used to invite users to join groups.

i Note

The creation of member lists requires either company administrator or support administrator
privileges.

6. Users and groups Lists the various ways in which users can join, or be invited to join, SAP Jam groups.

7. Manage groups Shows the day-to-day management of SAP Jam groups, which includes configuring
groups, converting groups from one type to another, populating a group's content section from a ZIP file,
running groups reports, exporting groups for archiving, deleting a group, and restoring a deleted group.

1.3 Group admin menu

The Group Admin menu allows group administrators to edit, delete, copy, and move a group, extract a zip file
to the Content folder, and save the group layout as a group template. Depending on the group's navigation
settings, you can access the group administrator menu in one of two ways.

Sidebar navigation access to group admin menu

From the sidebar navigation, go to the Group Admin menu and click the dropdown.

Header navigation access to group admin menu

From the header navigation, go to the More dropdown and expand Group Admin Settings.

SAP Jam Collaboration Group Administration Guide
Getting started PUBLIC



14 Feature tours

To help you understand various capabilities in SAP Jam without having to search for it in the help portal, you
can conveniently access in application help presented as feature tours when visiting specific pages. You have
the option to enable and disable feature tours throughout SAP Jam as needed.

A feature tour includes concise help text that can be dismissed at any time. It also contains links back to
specific help topics in the SAP Jam Collaboration User or Group Administration guides. The following is a list of
SAP Jam capabilities where you may see the help appear in a pop up dialog:

Feature Tours list for group administrators

Feature Tour

Help text summary

Learn about groups

Take this guided tour to learn more about groups. If you leave the tour but want to try it
later, you can always access it from “?" icon on the top right corner.

Real-time messaging

Create and participate in real-time message threads with other group members using
Messages.

Upload content

From the Content section, create or upload engaging content such as documents, im-
ages, and multimedia that provides useful information to group members.

Invite members

Click + Invite to expand your group by sending individual invites, importing a CSV list
of people, or using member lists. Select people who can share their expertise and
contribute towards group goals.

Engage and stay informed

Provide regular status posts through Feed Updates to keep your group informed. Use
@mention to get someone's attention, @memberlist to inform a set of members, or
@@notify to quickly broadcast to all members.

Table of contents generator

Format your heading text with heading styles 1 through 6. On the rich text editor toolbar,
click the Table of Contents button to automatically insert a table with hyperlinked head-
ings. If you change the heading text, click Update below the table to regenerate it.

Custom video thumbnail

From Video Manager, choose Thumbnails to upload your own video thumbnail image.
Custom thumbnails can improve discoverability of your videos and increase number of
views.

Knowledge base

Print a Knowledge Base Article: Click Print to generate a printer-friendly version of the
knowledge base article.

Move or Copy a Knowledge Base Article: Click More and then Move or Copy a knowledge
base article within the same group or to another group.

Paste and upload images in fo-
rums

Copy and paste images directly into the rich text editor to create compelling content.

Design group overview

In the Overview section, you can add, edit, and rearrange multiple overview pages where
you can highlight important group content. List the group's goals, welcome all members,
promote important discussions, and feature specific topics.

Rotating banner for overview pa-
ges

Click Add Widget, then select the Rotating Banner widget to display up to 10 rotating
images that can highlight important announcements, topics, and events

Monitor activity

After members begin participating and interacting in the group, use Dashboard to meas-
ure engagement such as the Collaboration score, activity trends, and leaderboards.
Keep on top of the overall group participation levels.

8 PUBLIC

SAP Jam Collaboration Group Administration Guide
Getting started



i Note

The feature tours are only available for group administrators. Users who aren't group administrators can't
see the feature tours.

Language support

SAP Enable Now is the tool used to provide the feature tours pop-up help. Currently, the following languages
are supported:
* English:'en'
* German: 'de’'
* Spanish:'es'
* French:'fr'
* Hebrew: 'he-ILl
* Brazilian Portuguese: 'pt-BR'
* Chinese: 'zh-CN'
* Japanese: ja'
* Saudi Arabia Arabic: 'ar-SA'
* Ukrainian: 'uk-UA'

i Note

Enable Now help is unavailable for users using an unsupported language.
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2 Groups, group templates, and subgroups

2.1 About groups

Groups are a membership of users who can upload, create, or reference material specific to a department,
project, or team.

Members can participate in a topic discussion with a select number or all members in a group. A company
administrator can enable a user to create their own groups.

If this option is enabled in your SAP Jam configuration, you can choose from the following group types:

* Public Groups: Any of your company colleagues can join, view, and contribute content.

® Private Internal Groups: Members must receive and accept an invitation to join before they can post group
items. This group can only be edited by SAP Jam administrators and group administrators. The group
name, members, content, and description are not visible to anyone who has not been invited to join the
group.

* Private External Groups: Members can collaborate with members of different companies in a private,
invitation only space. This group can only be edited by SAP Jam administrators and group administrators.

Subgroups

Group administrators can also create subgroups organized within a main group. A main group can have none or
as many subgroups as needed. This helps support the way work can be organized within a tiered structure, and
with task delegation. For more information, see "Creating a subgroup".

Design the Overview page for a group

A group overview page is the default landing page for a group. This page can be used to present the group
purpose, feature group members, and display the group's content. It may also show a group's regularly
updated goals, a running task list, or any frequently updated group-related information. With the built-in page
designer, you can use widgets to create multiple pages for the group Overview section to help organize and
enable users to quickly find information in the group. For more information, see "About the page designer" in
the SAP Jam User Guide.

i Note

Only group administrators can create and edit a Group Overview page.

SAP Jam Collaboration Group Administration Guide
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Group Terms of Use

Group administrators can add a group-specific Terms of Use (TOU) that requires all users to read and accept
the terms before they can be admitted to the group. When a new TOU has been added to a group with existing
users, all access to that group will be revoked for each user until they have accepted the new terms. This is also
true if the original TOU is updated to a newer version.

Create and Manage Large Groups

CSV Files for Group Invitations

When you want to invite a large number of colleagues or already have an external list, you can use a CSV file to
easily upload those users into an invitation. It should have a new email address on each row of the first column
of the CSV file.

Member Lists

Company administrators can create and publish a list of colleagues within a member list. You can use member
lists when inviting large numbers of colleagues to a group within a single invitation. In addition to email address,
first and last names, you can export group member lists to CSV file with the following information:

* member status (Admin, Member, or Alumni)
* membership join date

* lastinvited date

* added by member name

* invited reminders

* following

* email notification frequency setting

Group Membership, Invitations, and Administration filters

Over time, you may join several group and administer as many or more groups. To quickly find the groups you
belong to, the ones for which you are the administrator, and the ones for which you have received an invitation
to join, click Groups from the top menu bar. The group filters appear on the left side below your profile avatar.
See Group filters [page 15].

Group Trash

When an item is deleted from a group, the item is moved to the Group trash. From here, group administrators
and group members may recover any accidentally deleted group content. Anyone can view items in the group
trash, including information such as item name, type, when it was deleted, and by whom.

While group administrators can restore or purge any item, members can restore or purge the items they own,
and if "Full Access" permissions apply to item level and group participation, items they do not *own. Restoring

SAP Jam Collaboration Group Administration Guide
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and purging can be performed individually or in bulk. tems deleted from private folders are accessible in the
group trash to all group administrators and group members with private folders access.

Group administrators can enable the option to automatically purge items that have been in the Trash for a set
number of days, also determined by the group administrator. By default, this setting is not enabled. When the
group administrator enables it, the default number of days is set to 60. Anyone who accesses the Trash will see
a notification about the auto-purge settings, if enabled.

To set up auto purge settings

On the group page, choose Group Admin on the group navigation menu.
Choose Edit Group.
Click the Setup tab.

Go to the Group Trash section at the end of the page. Select "Automatically purge items that have been
in the Trash for n days", where n may be set to default 60.

A owooe

o

Change the day value or accept the default of 60.
6. Click Save changes.

i Note

Purging an item is an irreversible operation.

* item ownership is defined as the user who originally uploads/shares the first version of a document, the user
who uploads the latest version of a document, or the user who originally creates a wiki/blog post etc.

2.2 Create agroup

Groups typically contain members with the same or similar tasks, projects, interests, or some other
commonalities where one objective is to share information with people who were invited or approved to join
a group. Group members and group administrators can create main groups. Only those designated as group
administrators can create subgroups.

Create a group

To create a group

1. Go to the Group dropdown menu and choose Create a Group. The Create a Group dialog displays.

SAP Jam Collaboration Group Administration Guide
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Create a Group

Topic-based Collaboration Template -

Set Group Permissions

Public
@ All SAP employees can join and view the group.

Private
ﬁ SAF employees need to be invited to participate in Cptions

the group:

External
B Private group that allows non-3AF emplovees to be

imnted as guests

W Activate this group now Cancel

Create a group
2. Select a pre-designed page layout template from the drop-down menu. The templates you see may be
different from the images presented in this guide as your company administrator may also publish custom
templates. Group templates contain an overview page as well as placeholder content and group structure
including discussion forums that help you quickly set up a group that's optimized to address specific
business scenarios. For more information, see About group templates [page 16]

3. Enter a name for your group. Choose a name that would help users distinguish your group from others.

i Note

Group names are globally unique; if there is an existing group with the same name as yours, you must
choose a different name before you can proceed.

4. Enter a description for your group. It can include the group's objectives and helps to inform others who
might be interested. If the group is public, the description is visible to others and they can search for the
group's description. When the group is private, the description is visible to your colleagues only after they
have been invited or they join the group.

5. Select the privacy level for your group. There are three options to choose from:
* Public Group: any user in the company can join.
* Private Group: only invited users can join.
* External Group: only invited users, inside and outside the company can join.
6. (optional) Click Options and set the following settings:
¢ Select a Collaboration Level:

* Read-only: Only group administrators can create, edit, and post items in the group. Non group
administrator users can view and download group content, but they are not allowed to comment,
tag, post or edit. Chats, discussions, polls, and tasks are not available. This level is suitable for
broadcasting information.

SAP Jam Collaboration Group Administration Guide
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¢ Limited: Only group administrators can create and upload new content. All members can edit,
post, comment, like, and view group content.

Full: Group administrators can create, edit, post, comment, like, tag, and view group content, and
customize the upload policy. Non group administrator users can create, edit, post, comment, like,
tag, and view group content.

* SetInvite Policy:

* Allmembers: All members are allowed to invite new members. This option is only available for
public groups.

* Allgroup members: All group members are allowed to invite new members.

* Only group admins: Only the group administrators are allowed to invite new members.

* Allow others to request to join this group: This option provides a URL that can be sent in email or
posted within SAP Jam for users to request access to the group.

¢ Set Visibility Policy:

* Allow others to discover this group: The group becomes searchable to non-members, and they will
be able to see the group name and description. They must submit a request to join the group and
be accepted before they can access the group content. Selecting this option also automatically

selects Allow others to request to join this group. You can disable either or both options when
required.

i Note

Private group discoverability is not currently supported for sub groups.

* Allow others to request to join this group: Non-members can submit a request to become a
member. Once accepted they can access the group content.
* Set Upload Policy (if you choose the full collaboration level, you can restrict the upload policy
according to your needs):

* Allmembers: All members of your company can upload new content items. This applies to public
groups only.

* All group members: All members of your group can upload new content items.

*  Only group admins: Only group administrators can upload new content items. All group members
are allowed to comment or edit content.

Set Task Policy (if you choose the full collaboration level, you can restrict the upload policy according to
your needs):

All members: All members of your company can upload new content items. This applies to public
groups only.

* Allgroup members: All members of your group can upload new content items.
* Only group admins: Only group administrators can upload new content items. All group members
are allowed to comment or edit content.
* Set Moderation Policy: Under Full collaboration, when group members upload documents, photos,
videos, wikis or blogs, the group administrator must first review and approve this content before it is

visible in the group. This provides content publishing safe-guards to ensure content is appropriate for
the business context within a group.

i Note

An "Activate this group now" checkbox at the bottom of the Group Creation dialog allows group
creators to override the group activation default. The following defaults have been designed to support
standard scenarios:

SAP Jam Collaboration Group Administration Guide
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* Private groups: Activated
* Group is automatically enabled and visible.

¢ Group administrators or page designers prepare layout and content, and then invite users
when ready.

* Public groups: Inactive

* Most of the time, creators of public groups want to prepare the layout and content before
members see it.

® Users do not have to be members to see content in active public groups.
* API-generated group (for example, Account groups created for SAP CRM Accounts): Activated
*  Workflow assumption is that group is active.

7. Click Create at the bottom of the page.

8. (optional) From the group's page, click Group Admin and select Edit to view group settings. You can edit the
following:

* General tab: Change the group name, enter a description, change the group type to Public, Private, or
External, set the invite policy, and select the group URL (for copying and pasting elsewhere, such as an
email or wiki page).

¢ Setup tab: Enter a Terms of Use user agreement, create a welcome announcement, set the group
avatar, select the group navigation style, indicate whether the Overview page displays as the landing
page, specify the default calendar view (as in: month, week, day, list), under Customize what is
available in this group, enable or disable various left side navigation sections (for example, Messages,
Recommendations, Content, Subgroups, Events, Forums, Links, Tasks, Knowledge Base), and enable
external folders for integrated applications (for example, SharePoint, Alfresco One, SAP Document
Center).

¢ Participation tab: Set the collaboration level (as in: Read-only, Limited, Full) and task policy (i.e.,
Read-only, Limited, Full). Enable @@notify so users can send notifications to all group followers. You
can also disable @@notify to help minimize unwanted notifications in large groups. Enable Content
Rating allow users to rate group content.

i Note

Itis possible for group administrators to change the group privacy level to Public, Private, or External after a
group has been created.

On the group page, when uploading an image for the group avatar, you can now rotate, pan, and zoom into
the image or enable Auto fit so the image is sized to fit within the crop box without stretching or pixelation.
When you are done, you can preview before saving the image.

2.3 Group filters

On the Groups page, you can filter the groups that display to help you find group and group activities more
readily.

The following group filters are available:

* My Groups: A list of all the groups for which you are a member.

SAP Jam Collaboration Group Administration Guide
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¢ Favorite Groups: Up to 10 of your favorite groups that are pinned to your Favorites bar.

* Groups | administer: Click to view a list of the groups you manage.

¢ Group Notifications: A list of notifications by group. For example, invitations to join a group.
¢ Recent Group Activity: A list of recent feed activity for the groups you follow.

* Browse Groups: A list of all other groups that are available for you to join. Includes the group name,
description, and time elapsed since the last activity.

2.4 About group templates

As a group administrator about to create a group, you can use page designer to create your own layout, choose
from a selection of out-of-the-box (or, if enabled, custom) templates that creates group content quickly and
consistently.

These templates contain a professionally-designed overview page as well as placeholder content and group
structure. For example, discussion forums that help the group owner quickly set up a group that's optimized to
address specific business scenarios.

You can select a template to help you get started and save you time in designing a layout. After you select the
template, you can still edit, add, and delete widgets on the layout as you would if you had designed the layout
without a template.

i Note

Templates that are integrated with business records, (for example, Account Management, Opportunity Deal
Room, Service Request Resolution, etc.) are available via the Business Records page. You will see a specific
template only when you create a group based on a business object instance of that type. For example, you
can select a custom “Sales opportunity methodology” template only when you create a new group based
on an Opportunity business object type from SAP CRM.

To access group templates for a preview

1. Onthe global menu bar, choose | Groups ¥ Create a Group 3.

2. Inthe Template dropdown list, you can select a template and click Preview. The purpose and layout
contents for the standard templates are listed in the following table.

Group Templates

Template name Template purpose What the layout includes (with widget type or custom info)

Topic-based Members can .
Collaboration Template  collaborate and
share knowledge
around a specific
topic of interest. * Key Members (People)

® Folders (Content)

Group Overview page:
® Featured Content (Content)

® Forum Topics (Forum)
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Template name

Template purpose

What the layout includes (with widget type or custom info)

Additional Information links
Latest Updates (Feed)
Most Active Members (People)

Group Forums page:

General
Discussions
Questions

Ideas

Customer Engagement
Template

A group template .
designed to support
external customer
engagements, one
example being work
geared towards

closing a Sales
Opportunity.

Group Overview page:

Customer Related Documents (Content)
Key Members (People)

Presentation Materials (Content)

Latest Topics (Forum)

Latest Updates (Feed)

Group Content page folders:

Presentation Materials

Customer Related Documents

Group Forums page:

General
Discussions

Questions

® |deas

Design Registration
Collaboration Template

A group template .
for channel partners
and brand owners

to review, discuss,

and approve a

design registration;
intended for SAP

Cloud for Customer
(Cloud for

Sales) transactions.
Includes Pro/Con °
table to help

analyze the design
registration.

Group Overview page:
® Latest Documents (Content)
® Active Tasks (Tasks)
® Latest Updates (Feed)
® Design Registration (Business Record)
® Featured Members (People)
® Important Links (Content)
® Latest Topics (Forum)
Group Content page folders:
® Official Documents
® Reference Materials

® Background Information

Instructors, .
students, and

experts can

collaborate and

discuss a training
course. Experts can
create content and
share documents

or expertise with

all employees.

Education Center
Template

Group Overview page:
® Course Information (Video)
® Instructors (People)
® Instructional Videos (Content)
® Latest Topics (Forum)
® Course Materials (Content)
® Latest Updates (Feed)
® Recently Joined (People)
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Template name Template purpose

What the layout includes (with widget type or custom info)

Employees can use
search, activity
feeds, tags, most-
viewed, most-liked,
and featured
content to find the
experts or content
they need. Can be
used when creating
groups from a
curriculum.

¢ Additional Information
® Group Content page folders:
® Instructional Videos
® Course Materials
® Group Forums page:
® General
® Questions

® |deas

i Note

For a company using the SuccessFactors Learning integration, when
a group is created from a learning item business record using the
Education Center group template, the learning item information
displays on the group overview page with the same information that
appears on the hover card when you hover over the name of the item
in the business record browser.

Event Coordination Communicate event

® Group Overview Page:

Template information such * Image
as event goals, o Toxt
location, agendas,
speakers, and * Events
content to ensure ® Featured Guest (People)
attendees are ® Multimedia - single video
informed and can * Agenda
fully elngage inthe ® Important to Know (Content)
experience whether
participating ® Event Location
virtually or on site. * Key Contacts (People)
® Speakers Area:
®* Image
®  Text
® Your Session (Text)
® Popular Discussions (Forum)
® Prepare Your Presentations (Content)
® Key Resources (Content)
® Featured Training (Multimedia - single video))
® Sessions:
® Image
® Featured Sessions (Content)
® Important Links (Content)
® Live from the Event:
® Live! (Multimedia - single video)
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Template name Template purpose

What the layout includes (with widget type or custom info)

Video Recordings (Multimedia - playlist)
Latest Updates (Feed)
Popular Tags

Most Active Members

A community .
for expatriate or
employees on an
assignment away

Global Assignment

Community Template

from home to °
connect with other .
globally assigned .

employees in the

same location, and
discuss and find
information on °
living and working in .
their new location.

Group Overview Page:

Featured Resources (Content)
Featured Blogs (Content)

Hot Topics (Forum)

Forums

Events

Members

Resources

Group Content Page:

Resources
Events
User Contributions

® Group Forums page:

®  Town Talk
®* Housing
* Q&A
® Buy&Sell
Help and Support Aninternal-facing *  Group Overview page:
Template Q&A community ® How-to Documentation folder link
designed for
members and ® Technical Support Page link
experts to help each ® Ask the Experts (Forum)
other on a particular * News and Updates (Content)
topic of interest. *  Experts (People)
Most sections of ® Questions (Forum)
the template would ® Questions, Feedback and Feature Requests (Forum)
be questions within ® Popular Questions (Forum)
forums. * Related Groups
® Group Content page folders:
®* News and Updates
® How-to Documentation
® Group Forums page:
® General
® Ideas
®* Help
® Issues
Knowledge Sharing A community *  Group Overview page:
Template where experts

and coaches can

Experts (People)
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Template name

Template purpose

What the layout includes (with widget type or custom info)

connect and share
knowledge on a
particular topic.

® Featured Documents (Content)

* Key Events (Events)

® Latest Topics (Forum)

®  Forum Links

® Latest Updates (Feed)

® Popular Questions (Forum)
Group Content page folder:

® Expert Profiles
Group Forums page:

® Askthe Expert

® Feedback and Ideas

Mentoring and
Coaching Template

Mentors and
mentees can
connect as a group
and have private
conversations.

Group Mentoring page:
® This Week's Mentoring Topic (Content)
® Popular Questions (Forum)
® Group Discussion (Forum)
®* How to Get Started (Tasks)
Meet the Mentor page:
® Members (People)
® Mentor's Biography
® Oneon One Mentoring
Group Content page folder:
®* Mentee private folder
® Group mentoring
Group Forums page:
® General
®  Questions
® I|deas

Partner Enablement

Enables valued

Group Overview page:

Template partners with * Image
consistent value
. ®  Text
propositions, up-
to-date product ®* Products 1, 2, and 3 (Image)
information, and * Inthe News (Content)
other resources that ® Featured Products (Multimedia - Playlist)
will help them be ®  Top Sellers (Content)
highly successful in )
) ® Latest Knowledge Base Articles (Knowledge Base)
their sales deals.
® Latest Discussions (Forum)
® Marketing Campaign Events
* Key Contacts (People)
® Latest Updates (Feed)
® Actions
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Template name Template purpose

What the layout includes (with widget type or custom info)

Related Groups

® Partner Program Info:

Image

Text

Upcoming Sales Training (Events)
Related Groups

Important Documents (Content)

Key Contacts (People)

® Products:

Image

Text

Training Videos(Multimedia - Playlist)
Q and A (Forum)

Demonstration (Content)

Guides and Specifications (Content)
Pricing (Content)

Warranty and Service (Content)

® Customer References:

Image

Text

Latest References (Content)

Featured Customer (Multimedia - Single Video)
Reference Team (People)

Q and A (Forum)

® Competitive Analysis:

Image

Text

Competitive Analysis Documents (Content)
Key Competitor (Multimedia - Single Video)
Qand A (Forum)

®* How to Demo and Sell:

Image

Text

Top Demos (Content)

Demo questions and ideas for great demos (Forum)

Demos by Industry (Content)

Planning and A multiple tab

Implementation template designed

Template to quickly create
groups intended for

® Group Overview page:

Overall Status (Feed)
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Template name

Template purpose

What the layout includes (with widget type or custom info)

collaboration teams
managing date-
driven deliverables,
goals and
milestones, (for
example, a
professional
services team
managing project
activities).

Active Tasks (Task)

Upcoming Events (Event)

Key Members (People)

Latest Documents (Content)

Related Groups

Important Documents (Content; Planning tab)
Planning Milestones (Event; Planning tab)

Important Documents (Content; Implementation tab)

Implementation Milestones (Event; Implementation tab)

® Group Content page folders:

Overview Pages
Planning

Implementations

® Group Forums page:

General
Discussions
Questions

Ideas

Sales Enablement

Provides sales

® Group Overview page:

Template teams with Image
a collaborative *  Text
enablement *  Products 1, 2, and 3 (Image)
platform to * Inthe News (Content)
optimize their ® Featured Products (Multimedia - Playlist)
product and ® Top Sellers (Content)
k led
proc.ess nowie _ge' ® Latest Knowledge Base Articles (Knowledge Base)
and increase their ) )
. ® Latest Discussions (Forum)
win rates and sales
* Marketing Campaign Events
revenue.
* Key Contacts (People)
® Latest Updates (Feed)
® Actions
® Related Groups
® Products:
®* Image
®  Text
® Training Videos(Multimedia - Playlist)
® QandA (Forum)
® Demonstration (Content)
® Guides and Specifications (Content)
® Pricing (Content)
® Warranty and Service (Content)
® Customer References:
* Image
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Template name Template purpose

What the layout includes (with widget type or custom info)

Text

Latest References (Content)

Featured Customer (Multimedia - Single Video)
Reference Team (People)

Qand A (Forum)

® Competitive Analysis:

Image

Text

Competitive Analysis Documents (Content)
Key Competitor (Multimedia - Single Video)
Q and A (Forum)

® Industry Reviews:

Image

Text

Latest Reviews (Content)

Featured Industry (Multimedia - Single Video)
Q and A (Forum)

Team Collaboration
Template

Members stay
organized, share
resources and
create a virtual
presence for their
existing team.

® Group Overview page:

Featured Documents (Content)
Team Meeting Notes (Content)
Top Contributors (People)
Latest Conversations (Forum)
Latest Updates Feed)

Recently Joined (People)

® Group Content page folders:

Team Meeting Notes
Team Resources

® Group Forums page:

General
Discussions
Questions
|deas

Training Room Template A group where
learners and
instructors can
work together
before, during, and
after a training
event. Can be

used when creating
groups from a
curriculum.

® Group Overview page:

Announcements (Feed)

Learning Objectives (Text and Video)
Before You Begin (Tasks)

Timeline and Agenda (Events)
Course Material (Content)

Recently Joined (People)

® Group Content page folders

Assignments
®* Modulel
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Template name

Template purpose

What the layout includes (with widget type or custom info)

®* Module?2
® Module 3
® Course Materials
® Course Preparation (Instructors only)
Group Forums page
* General
® Questions

® |deas

i Note

For a company using the SuccessFactors Learning integration, when
a group is created from a learning item business record using

the Training Room group template, the learning item information
displays on the group overview page with the same information that
appears on the hover card when you hover over the name of the item
in the business record browser.

Account Management
Template

*available from

Business Records page

A group template
designed to support
collaboration and
decision-making
for asingle
Account from SAP
CRM, by providing
a comprehensive,
‘live’ view into
account information
pertinent to Sales
and Customer
Service. Groups
created with this
template display
up-to-date Account
information,
including
Opportunities and
Service Requests.
This template also
displays business
data from SAP

ERP ECC for a
particular customer.
The “Orders” tab
displays exceptional
sales orders from
an integrated

SAP ERP ECC
system. An account
manager can

gain insights into

a customer'’s

Group Overview page:
® Overall Status (Feed)
* About (Business Record Widget)
* Key Members (People)
® Related Groups
® Group Tasks (Task)
® Important Links
® Opportunities and Service Requests (Business Object List)
¢ Background and Document pages
Opportunities page (all Business Record List widgets):
® Latest Opportunities
® High Value Opportunities
® Closing Within 30 Days
® High Chance of Success
Service Requests page (all Business Record List widgets):
® Latest Service Requests
® Open Service Requests
® High Priority Service Requests
® Overdue Service Requests
Documents page:
® Official Documents (Content)
® Reference Materials (Content)
Background page:
® Introduction Video
® Background Information
®* 5Things You Need to Know
® Additional Resources
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Template name

Template purpose

What the layout includes (with widget type or custom info)

order management
activity.

Group Content page folders:
¢ Official Documents
® Reference Materials
® Background Information

Opportunity Deal Room
Template

*available from
Business Records page

A group template
designed to support
Sales teams

in collaborating
around an
Opportunity within
SAP CRM, deciding
on strategy,

and finalizing
documents, videos,
presentations and
other messaging
required to close
deals.

Group Overview page:
® Customer Related Documents (Content)
® Opportunity Details (Business Record)
® Sales Strategy (Content)
* Top Contributors (People)
® Presentation Materials (Content)
® Forum Topics (Forum)
Group Content page folders:
® Customer Related Documents
® Presentation Materials
Group Forums page:
® Strategy Discussion

Service Request
Resolution

*available from
Business Records page

A group template
designed to quickly
create a group

to support the
diagnosis, trouble-
shooting, and timely
resolution of a
service request
residing within
SAP CRM, with

the help of key
experts. Requires
the integration of
SAP CRM and SAP
Jam.

Group Overview page:
® Important Data (Content)
® Service Request Details (Business Record Widget)
* Key Members (People)
® Latest Updates (Feed)
® Problem Solving Steps (Optional) (Content)
Group Content page folders:

® Problem Solving steps (contains wiki pages, ranking, pro/con
table and decision tool)

® Resources

® Customer Data

Order-to-Cash

*available from
Business Records page

A group template
designed to manage
and collaborate on
a blocked order-
to-cash business
workflow. The
template is
accessible to a user
at group-creation
time, whenever the
user attempts to
create a new group
from either a sales
order or an invoice.

Group Overview page:
® Tasks
® Sales Orders (Business Record)
® Supporting Documents (Content)
® Additional Resources (Content)
® Latest Updates (Feed)
® Related Groups
Group Content page folders:
® Supporting Documents
® Additional Resources

Quote Management

A group template
designed to help
an internal sales
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Template name Template purpose What the layout includes (with widget type or custom info)

team manage and *  Tasks (Task)
negotiate the terms
of a customer sales
quotation from SAP * Related Groups

ERP ECC. The ® Supporting Documents (Content)
template is built
with a specific set
of tasks, that can ® Supporting Documents
be assigned to the

group members.

Alternatively, the

tasks can be

modified to suit

specific business

needs before they

are assigned.

*available from

Business Records page ® Latest Updates (Feed)

® Group Content page folders:

2.5 Save as group template

If your company is going to have multiple groups with the same or similarly styled page layout, you can create a
new template based on a particular group.

To save a group template from an existing group layout

1. Access the Group Admin [page 7] menu and choose Save As group template.

2. Enter a name for the new template, a description, select all or a specific language, and if applicable, a
business record.

3. Click Create. The next time you or another group administrator creates a group, you can select this
template form the page designer templates list.

2.6 Create a subgroup

Subgroups can contain a subset of members from a main group. This allows them to have a distinct subgroup
environment in which to collaborate.

They are similar to regular groups, with these exceptions:

* Subgroups are a flat level and therefore cannot have subgroups themselves.
® Subgroup members must first be members of the main group.

* If amember of the subgroup is removed from the parent group, they are also removed from the
subgroup.

* Inviting a user to a subgroup provides a required option to invite them to the main group, if they aren't
already a member.

* Only group administrators can create subgroups.
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¢ Group administrators can delegate administration of subgroups by promoting other subgroup members to
subgroup administrators, but they must also remain subgroup administrators themselves.

To create a subgroup

1. Click the Groups dropdown menu and select the group that you want to add subgroups to.

2. Click Subgroups. Or, if subgroups already exist, go to the main group page and click Subgroups and then
Create Subgroup.

3. Under the main group name, click Create Subgroup. The Create Subgroup dialog appears.

4. From the template dropdown menu, choose your preferred layout. You can click Preview beside each
template to see an example of the layout before you apply it.

5. Enter a name for the subgroup.

6. Enter a description to help identify or explain the subgroup.

7. Select one of the following subgroup permissions:

* Public: Group members with access to the main group can view and join this subgroup. Making the
subgroup public only makes the group public to members of the main group and not to the entire
company.

* Private: Invitation-only access allows group members to view and join this subgroup. You can click
the Options link to specify the degree to which members can collaborate (as in, read only, limited, full
control), and set policy settings, again determined by collaboration level.

* Private (allow request to join): Depending on the selected group template, the “allow request to join”
invitation option on the group is enabled. When this option is enabled the group title will be listed in
the subgroups menu of the main parent group, and there will be an option for members of the main
group to request to be invited to the subgroup. Until their request to join has been approved or they
have been invited they will not have access to the subgroup.

8. By default the Activate this group now option is selected so that the group is active and available as soon as
you click Create. You can clear this checkbox so that the group is created without making it visible to group
members. This allows you to customize your group page, add content, create announcements, and add or
modify other settings before you activate it.

2.7 Move a group to a subgroup

When there are organizational changes, existing groups may need to change their hierarchical relationship to
accommodate those changes. Main groups can be moved to subgroups, subgroups can be moved from one
main group to another main group, and subgroups can become their own main group.

As a group administrator, you can move a main group to a subgroup, provided that the main group does not
have existing subgroups or subgroups yet to be purged from the group trash. The trash must be purged in its
entirety whether a group is to be moved to a subgroup, a subgroup is moved to a main group, or one main
group is moved to another group.

The next main group will inherit the member list of the moved group, and will apply the notification and
following settings for each of those members.

i Note

Members of the new main group are not automatically added to the subgroup.
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To move a group from the main level into a subgroup

1. Choose the main group from the Groups dropdown menu.
2. Access the Group Admin [page 7] menu and choose Move Group.

3. Onthe Move to pop-up window, enter the name of the main group that you want to move the group to.
Click Move.

4. Read the confirmation message that appears. If you want to continue with the move, click Move.

5. A"this group was successfully moved" message appears. Click OK.
You can also move a subgroup from one main group to another main group. Group members who do not
have access to the new main group (e.g., because the main group is private and they are not already
members of that group) that you are now moving the subgroup to must accept the invitation from the main
group before they can access the subgroup again.

To move a subgroup into a subgroup belonging to a different main group

Go to the subgroup overview page.
Access the Group Admin [page 7] menu and choose Move Group.
On the Move pop-up window, click Make this group a subgroup of another group.

A ow oo

On the Move to pop-up window, enter the name of the main group that you want to move the subgroup to.
If you don't know the full name, you can enter the first few characters of the group name until a drop-down
list with suggested matches appears.

Select the group and then click Move.

o o

. Read the confirmation message that appears. If you want to continue with the move, click Move.
7. A "this group was successfully moved" message appears. Click OK.

To move a subgroup into its own main group

Go to the subgroup overview page.

Access the Group Admin [page 7] menu and choose Move Group.

On the Move pop-up window, click Make this group a group on its own.

Read the confirmation message that appears. If you want to continue with the move, click Move.

os W e

A "this group was successfully moved" message appears. Click OK.

Example invitations automatically sent to users upon moving subgroups

Where members do not already belong to the new, main private group where a subgroup has been moved to,
they will see a bell notification similar to the following:

"[Group administrator name] has invited you to join the group "[Main group name]". This is a private group on
[Product Instance name]. The group "[Subgroup name]" was moved to this group."

For those users who were members of the other main group where the subgroup used to belong, but not yet
members (e.g., invited but in pending status as they have yet to accept the invitation) of the actual subgroup,
they will see a bell notification similar to the following:

"[Group administrator name] has invited you to join the [Subgroup name] group, a subgroup of [Main group
name]. You will become a member of both groups when you join the [Subgroup name] group. This is a Private/
Public Group on [Product Instance name]."
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2.8 Copy agroup

As a group administrator, you can copy a group as a means of saving time and effort in designing the same
overview pages and uploading the same content and folder structure to a new group. You'll automatically
become the sole member and group administrator for the copied group.

Copy an existing group

To copy an existing group

1. Go to the group you want to copy, access the Group Admin [page 7] menu and choose Copy Group.

2. Enter a new group name to differentiate it from the original, or accept the default name which adds the
suffix "(Copy)" to the a copy of the original group name.

3. A"Your group content is being copied" message displays while a copy of the group finalizes. The content
owner for all copied content will be the group administrator who performed the Copy action. You can
navigate away from this page in the meantime.

All copied content will display as "Version 1" in the single item view version history.

i Note

* Forums, feed activity, events, tasks, reports, trash items, mirrored content items, content item
metadata (e.g., content ratings, number of likes and views) and dashboard activity metrics are not
copied to the new group as they are applicable in context only to the original group.

* Group members and any other group administrators from the original group are not automatically
invited to the new group.

* When a group is cloned, knowledge base articles are also copied as part of the overall group content to
the new group.

2.9 Mentoring and coaching groups

Mentoring and coaching groups in SAP Jam help to improve employee engagement with easy customization,
forums for discussions or questions and answers, embedded feed updates, and mentor profiles with listed
areas of expertise.

With the SuccessFactors Succession and Development integration, you can create an SAP Jam group linked to
a mentoring program created with SAP SuccessFactors Mentoring Program Tool.

Create a Mentoring Program with SAP Jam group

To create a mentoring program that integrates with an SAP Jam group
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1. Refer to the steps for Creating Supervised or Unsupervised Mentoring Programsin the SAP
SuccessFactors Succession and Development Mentoring Guide .

2. Ensure that you select the Create an SAP Jam group linked to this mentoring program option.

The mentors and mentees that are added to the mentoring program are also automatically invited to the SAP
Jam group. They can view the group feed updates under the My Mentoring Programs page in the Development
module. Mentoring program administrators are automatically promoted to group administrators of the SAP
Jam group.

2.10 Professional services groups

Groups created with the professional services project room template can support an extended project team
with planning, implementation, and project rollout. Team members make decisions around resourcing, gather
to discuss project requirements, and capture decisions.

With SAP S/4HANA Professional Services Cloud integration, when creating an SAP Jam group you can select
an enhanced version of the Professional Services Project Room Template that provides contextual project
information. The template includes business record widgets specific to projects on the "Overview" and "Project
Details" pages.

i Note

To work with this integration, your company administrator must follow the configurations steps in the SAP
Best Practices Social Collaboration Configuration Guides#r .

In SAP S/4HANA, once the SAP Jam group is created with the Professional Services Project Room Template,
you can click Show Discussion to view group feed activity. You can also click the drop-down above the
discussion to view the list of SAP Jam groups associated with the project. Projects can be featured in existing
groups.
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3 Page designer

3.1 About the page designer

After a group is created, as a group administrator, you can begin to create some page layouts for the group
content and information. The page designer feature enables you to add and organize the layouts in your group
overview pages by using SAP Jam widgets in a page editor. Widgets provide a way for you to collect and

share information from colleagues, customers, or other members within the group. For example, you can use
the Event widget to allow customers to register for an event, create a question and answer forum for new
employees with the Forum widget, or show a link to a video withe the Video widget.

The drag and drop convenience in the page designer enables you to create pages without any knowledge of
HTML. You can add, move, resize, align, configure widgets, and modify the overall layout of a page. As you
design a page, your work is automatically saved so that you don't lose your changes prior to publishing or
saving as a draft. The Overview page is also searchable. Content on the Overview page (such as text widgets,
widget titles, and widget captions) is now indexed and searchable using the SAP Jam global search box. The
simplified yet powerful page designer is available in the Overview section.

i Note

You can no longer edit overview pages in a wiki editor, as per the wiki-based overview page feature
deprecation that began as of the November 2014 release. If you click Edit to edit the existing wiki overview
page, you will see a prompt to begin using page designer. The wiki page will be accessible as view only; this
allows you to copy the HTML for the wiki in case you would like to maintain a back up copy elsewhere. When
content is converted from HTML to page designer, the layout order of the content is preserved as closely as
possible. As you upgrade to page designer, you'll discover that the widgets are more powerful, easier to use,
and take less time to configure than it does to enter HTML. Page designer provides pop-up help when you
place your cursor over each widget to explain it's purpose and how you can apply it to the page layout.
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Page Designer Tips

After adding a widget:

'\

+
$

To move a widget to + Add Widget +
another available row
or column, place your

cursor anywhere over

the widget, click on

the four-way arrow, &
and drag the widget

to the preferred
location.

Click to edit various
widget settings.

Click to remove a
+ Add Widget + Add Widget + widget.

+ ) m

Click to add a row or Click to remove a row
colum_n nearest to or column.
the widget border.

Remind me later Don't show me this window again

Getting started with page designer help

* To switch to page designer view while you are in regular page view, select the page tab that you want to
work on and then click Edit below the Group header .

National Rivera Canada &

Cverview Sales Service Documents Background + =

Z Edit | ©versions [Ecopy @ Delete

Edit a page tab
* To move a widget, simply click it, drag, and drop.
* To delete a widget, click the "X" icon on the top right hand corner of the widget.
* To edit a widget's property, click the edit icon on the top right corner of the widget.

* To show page designer tips, click the information icon that displays in Edit view, above the Publish, Save
Draft, Delete Draft, and Cancel buttons.

* To save adraft of the page without publishing it, click Save Draft.
* Todisplay your completed page to the group, click Publish.
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Add an Overview Page @

Qverview Save Draft Delete Draft Cancel

Actions

? Ask a Question
Q@ Add an Idea

National Rivera Canada Account -Gmup e i L : f® Add a Discussion
Publish and save draft actions

You do not need to position any “cursor” for insertion and deletions on a page. In the page designer, cursor
placement is now only relevant when editing the contents of a text widget.

3.1.1 Add rows and columns

You can edit the page layout while you are creating a new page or after its creation. You can add a maximum
of three columns (with sidebar navigation) or four columns (with header navigation) within a row and one row
within a column. A page can have several rows, however this may cause the user to scroll vertically to view and
access all the page content.

To add a new row or column in page designer view

1. Click the + icon on the vertical or horizontal edge nearest to where you want to add the row or column. For
example, if you click + on the left side edge of a row or column, the widget is added to the left. If you click +
on the top edge of a row or column, the widget will be added above the current widget.

+
Example of
one row with
one column
Add Widget +
—_—
+
Example of
one row with
Add Widgst Add Widgst Add Widget three columns
=
+

Add rows and columns for group with sidebar navigation

3.1.2 Add new pages

You can use the page designer to create new pages. Adding pages can help you create structure, organize
information, and make it easier for members to work with different actions and information. You can add pages
to the top horizontal level or as second level vertical navigation.

To add a new page
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1. Click the + at the end of the named page tabs to add a new top level page.

ADM Systems Learning

Speaker Bios v  Upcoming Events ~  Conference Registration ~  ADM Systems Leaming: Ovenvigw - o >

Add new page

2. The Add New Page pop-up appears. Choose a layout and then click OK.

3.

34

Add New Page

To help you get started with designing a page choose one of the following
layouts and then click OK.

A new page opens with the layout you selected. You can always change the display of rows and
columns after you select a layout.

Create Page with Wiki Editor | Choose Existing Content m Cancel

Choose a layout
In the Title text box at the top of the page, enter a name. After you click Save Draft or Publish, the page
name you entered will display to the right of the Overview tab. If the page name is longer than the width of
the page layout, and you have multiple pages, the pages will appear when you click the right arrow to the
far right of the named pages.

ADM Systems Learning

Speaker Bios ~  Upcoming Events =  Conference Registration ~  ADM Systems Leaming: Ovendew »  + =

Show more pages
To create second and vertical level menu tabs to support the organization of large groups and
communities, click the drop-down arrow beside the named page and click Add New. Follow the previous
steps 2 and 3.
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5. As you create your pages, you may need to change the order in which they are presented from left to right.
Click the Rearrange Tabs icon to view a list of all page tabs including second level tabs, and then click and
drag. You can move a first level tab to a second level tab, or from second to first. You can also move a
second level tab to the second level of another tab.

6. Click OK.

Rearrange Tabs

Drag to rearrange tabs

3

= Welcome

= Recorded Sessions

- Testimonials ,\
= Success Stones in Motion

= Press

Rearrange tabs

i Note

¢ When you restore a second level navigation tab under a top level tab that's been deleted, SAP Jam
will restore the second level tab as the new top level tab.

* When you delete a top level tab, all second level navigation tabs will also be deleted and no longer
accessible.

* When you restore a top level tab, it will be restored to its previous state, along with the second level
navigation. For example, all second level tabs that were visible will become visible again, and any
second level tabs that were explicitly deleted will remain deleted and no longer appear.
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3.1.3 Adjust column width

Column widths can be adjusted within two-column rows. The following column sizes are allowed: 240px (1
standard column), 300px, 360px (2 equal columns), 420px, and 480px (2 standard columns).

To adjust the width of a column

1. Place your cursor over the left or right border of the column until the cursor changes to the resize arrows.

2. Click and drag the border to the left or right as needed. The other widget in the column will automatically
resize and align itself within the column.

3.1.4 Delete rows and columns

You can edit the page layout while you are creating a new page or after its creation. Rows and columns can be
deleted once widgets have been removed.

To delete a new row or column in page designer view

1. If there are widgets contained within the row or column, place your cursor or focus on the rop right corner
of the widget and click X to remove. You can only delete a row or column after you delete all widgets from
that area.

2. Place your cursor or focus on the top right corner of the column or row and click X to remove the row or
column.

omon o

Add Widget

Delete row or column

3.1.5 Save or delete draft

You can save a draft of the page tab you are working on before publishing for all group members to see. If you
change your mind and do not wish to save, you can also choose to delete the draft.

To save a draft of your page

1. Ifthe Title text box is blank, enter a title for the page.

2. When you are finished making edits to your page, click Save Draft beside the Title text box. The page will
be saved and added as the last page. If it has never been published, the page tab name will appear in italics
and the message "This page is a draft and has not been published yet" appears.
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National Rivera Canada \ G~

Qverview Services Forms and Publications Awards Professional Development Panelist Profiles + I
——

This page is a draft and has not been published yet. m Edit Delete Draft

If the page has been previously published, you will see the message "This draft has not been published yet."
with a hyperlink to view the published version.

Saved draft of a new page, in italics

To delete the draft

1. Go to the draft version of the page by clicking the page tab and selecting View draft version.
2. Onthe yellow banner with the message "This draft has not been published yet", click Delete Draft.
3. Onthe confirmation dialog, click OK to confirm your draft deletion.

3.1.6 Publish a page

When you publish a page, you are enabling group members to view and work with a completed version of the
page.

To publish a page

1. When you are finished making edits to a page, beside the Title text box, click Publish.

2. The Publish dialog displays. You can accept the default option, Show in Feed Updates, if your edits were
significant and you want to inform group members via the feed that the page was updated. Or, if the edits
were not as significant, you can disable that option and the update will not appear in the feed.

3. Ifit'sa major change, enter some comments to describe the changes. This information will display in the
feed and version history.

4. Click Publish. You can view the assigned version number when you click Versions [page 38].

3.1.7 Edit a page

You can edit pages for a group within page designer. Edits can include updates to selected widgets, rearranging

their presentation, or adding and removing content to name a few.
To edit a page

On the group page, click the page tab that you want to edit.
Click Edit below the page tabs.
Proceed to make your changes.

AW

Once you have completed your changes, click Save Draft or click Publish if you are ready to display the
page to group members. If you no longer want to save a draft of or publish the version, you can click
Cancel.
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3.1.8 Rename a page

Page tabs can be renamed as you work on a draft or even after it's been published. The new page tab name
appears when you save the draft or publish it. If you revert to a version prior to the name change, you will see
the previous page name when it's published.

To rename a page tab

1. From the Overview section, click the page tab you want to edit, and then click Edit.

2. Below the "Edit Overview Page" header, enter the page name for the page tab. The page will be auto-saved
with your latest name change.

3. Once you are finished your changes, click Publish or Save Draft to save a version of the page tab with the
new name.

3.1.9 Page versions

As you create and edit group pages, SAP Jam stores versions of your work. You can use it to view previous
saved versions of your pages, when it was last updated, and also the name of person who last updated it. You
can also revert to a previous version to make it the latest version.

To use the Versions feature

1. Select the tab you want to view version history for, and then click Versions. The Version History pop-up
displays.
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Version History

~
Version Last Updated Editor Comment
Version Perry ncrease maximum number of tasks we can display to
10 Johnson five
Version 9 Perry Added actions section below featured documents
Johnson
Version 8 Perry
Johnson
. Perry
Wi
ersion 7 Johnson
) Perry
Wi
‘ersion 6 Johnson
. Perry
V E
erzion 5 Johnson
W

OK

Page tab version
2. Toview a particular version, click the version and number under the Version column.
3. The Overview page appears with a banner message to indicate which version of the saved changes you are
viewing.
4. If you want to undo your most recent changes on a selected page tab and go back to a previous version,
click Revert to this Version on the blue banner.

National Rivera Canada &~
Overview Services Forms and Publications Awards Professional Development Panelist Profiles + ':.E.';‘
‘You are viewing version § of this overview page. Revert to this Version

Revert to the version you selected
5. Return to the Version History dialog by clicking Versions. Notice that another version has been added to the
history; this is the reverted version.
6. Click OK to close this window.
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3.1.10 Copy a page

To save you time and effort in designing similar pages for one or more groups, you can use the Copy action to
make a copy of an existing published page. The layout and all the widgets will be copied. You can then select the
page and make changes as necessary.

To copy a page

1. Select the page tab that you want to copy. A blue bar underlining the page tab name will indicate that it has
been selected.

2. Click Copy. The Copy To pop-up displays.
3. Enter a new title for the page tab and choose the group that you want the page copied to.

Copy To

Page Title
Senvices

Group

&% Mational Rivera Canada -

Cancel Copy

Copy a page dialog
4. Click Copy. A "page copied successfully" message displays. You can click View Page to look at the copied
group page or click Close. The copied group page appears as the last page tab.

i Note

When copying a group overview page, ensure that you update any image, multimedia, and slideshow
widgets to reference content belonging to the group you've copied the page to.

3.1.11 Delete a page

You can remove any and all pages for a group. If you've deleted a page in error, the page can be restored by the
group administrator.

To delete a page

1. In page designer view, click the page tab that you want to remove and click Delete.
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I
pa)
4

National Rivera Canada

Overview Services Forms and Publications Awards Show More = + E.:f'.‘

Z Edit  Oversions [Ecopy | ® Delete

Delete action in page designer view
2. A confirmation message displays. Click Confirm to confirm the page deletion. The page is moved to the
"Trash" section where it can be restored or purged.

3.1.12 Translations

When you create or edit an overview page and supply text, the text is considered untranslated. To support
organizations with employees who understand multiple languages, you can provide translations for individual
text for image captions, menu tabs, text widgets, and widget titles in one or more languages supported by SAP
Jam.

i Note

All existing overview pages prior to the May 2017 release will continue to display untranslated text.

Translate menu tabs, text widgets, widget captions, and widget titles

To translate elements of the group overview pages

1. Onthe group overview page, click Translate.

Mational Rivera Canada

Cvarvieny SoviIcas Forms and Publicabons Awards Protessional Devalopmenl Paneiis! Profilas + r:

& 529 Views & Edit T Versions sCopy (%) Dedete

Translate action on group overview page
2. Select the language you want to work in for your translations from the Language drop-down.
3. Click the Translate icon on the top right corner of the individual images and widgets and then enter the
translations to the widget captions and widget titles on the Translate dialog.
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Translate
What's New? AX

Planning Overview docx
g Mavigating the group

x Budget Forecast Q3 .xlsx

Translate the widget title
4. Enter the translations for the menu tabs at the top of the overview pages, to the left of the Publish and
Cancel buttons.
5. Enter the translations for the content of the text widget.
6. Repeat all the previous steps for all other languages you wish to translate, and then click Publish. This
creates a new version for your overview pages. If you are not ready to publish your translations, you can
save your work in Draft mode.

If a translation is unavailable, the non-translated locale that was used when creating or editing the page
displays. A user will see the translations based on their preferred language setting. If their preferred translation
is unavailable, they will see untranslated text.

Similar to saving an overview page or custom home page as a draft, you can also save translations as a draft.
Draft translations are not visible to end users. As a group administrator, you can view either draft translations
or published translations. You can resume editing a draft, delete a draft, or publish a draft. Each time you
publish a translation, a new version of the overview page is created in the version history.

When you click Publish to publish the translated overview page, this creates a new version. You will be
prompted to enter a comment about your changes relating to translation, or you can accept the default
pre-filled comment indicating that this version update is due to translation.

3.1.13 View counter

You can track the number of page views for your overview pages to help you determine the traffic or popularity
of your group pages.

As a group administrator, you can see the number of page views and download a list of SAP Jam users (referred
to as "unique viewers") who viewed overview pages. The counter tracks when a particular user last visited, but
not the number of times they visited.

To view the number of viewers and who viewed the Overview page

1. Go the the Overview page of a group for which you are the administrator.
2. Click on the view count that appears to the left of the Edit command. The number indicates how many your
page has been visited.
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3. The list of unique viewers displays. Click Download to download the statistics into Microsoft Excel see
when each viewer last visited your Overview page, which version number was viewed, whether they viewed
the latest version, and their profile data such as first name, last name, job title, and email address.

4. Click Close to dismiss the Unique Viewers window.

3.1.14 Dimensions

Understanding the dimensions of group pages and their components can help you when designing widgets and
placement of images.

Overview pages in full width resolution

¢ Qverview full page width: 830 pixels.
¢ Qverview page by column:
e 270 pixels per column with pixel padding width of 20 between columns 1 and 2 and 2 and 3.

* Margins on both sides are 20 pixels each.

Widgets containing images

* Suggested image size: 267.8 pixels for 1 column widget

3.1.15 Mobile settings and preview

As a group, area, or company administrator responsible for designing page layouts to display content and
information, you can enable or disable widgets as needed for viewing within a single column on a mobile device.

Show widgets in mobile view

When designing the view of group pages on mobile devices, you should decide which widgets will display best
in a single column layout. For example, for custom home pages viewed on a laptop browser, rotating banner
widgets that use a larger amount of the screen may display better than they would than on the more compact
screens of the SAP Jam mobile app or mobile browser. You could then disable the "Show in Mobile" toggle for
the rotating banner widget.

To designate which widgets to display in mobile view

1. In Edit mode for your group overview, area, or custom home page, hover your cursor over the top right
corner of the widget title to see the toolbar.
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2. Move the Show in Mobile toggle so that the check mark displays, indicating that it is enabled. You can
always switch the toggle to disable it.

3. Repeat the steps above for all widgets you wish to show or hide.

4. Click OK to save your settings.

Pin widgets to the top of screen for mobile view scrolling

After you've decided which widgets you'd like to display in mobile view, you can then choose which of those
widgets should display closest to the top of the screen for immediate visibility. You can also re-order them.

To pin the displayable mobile-view widgets to the top of the screen

1. In Edit mode for your group overview, area, or custom home page, hover your cursor over the top right
corner of the widget title to see the toolbar.

2. Move the Pin to Top toggle so that the check mark displays, indicating that it is enabled. You can always
switch the toggle to disable it.

3. Repeat the steps above for all widgets you wish to show at the top.

4. Click OK to save your settings.

Reorder widgets and Preview mode

In edit mode, you can switch to a preview mode of the single column layout for mobile devices. You can also
re-order your pinned widgets to set which ones display from top to bottom.

To preview and reorder widgets for mobile devices

1. Inedit mode or your group overview, area, or custom home page, click Preview in mobile at the top of the
page. A preview dialog box displays.

2. Scroll down to view the pinned widgets.

3. Hover your cursor over the top right corner of the widget to see the up and down arrows. You can click
those arrows to move the widget up or down as needed.

4. Click OK to save your pinned widget order.
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4 Widgets

4.1

About widgets

Widgets are containers for a variety of content types such as video, feeds, and photos. When you add a widget,
you are specifying that a section, whether for group overview pages, custom company home pages, or custom
area home pages, contain some particular content. You can insert, remove, edit, and reposition widgets as

needed.

The following is a table of all widgets, where they are located, what they are used for, and the settings
associated with each widget type.

i Note

Company administrators designing custom home pages and area administrators designing area home
pages will see a few different widgets in addition to some mentioned in this topic: Name, Notification,
Recommendation, Recent Items, Rotating Banner, and Catalog Search widget. Those widgets are explained
in more detail in the SAP Jam Collaboration Administration Guide.

Category Type Purpose

Standard Tools Multimedia Show a link to an external audio or video file, display multimedia saved
to the group content library, or a playlist.

Standard Tools Image Select an image from a local computer folder or directly from the group
content repository.

Standard Tools Text Insert and format text within a rich text editor. Can also include tables
and lists.

Standard Tools Slideshow Select a Microsoft PowerPoint presentation files.

Standard Tools Name (Company and Area home page only) Show avatar and name of the
logged in user.

Standard Tools Rotating Banner Show a carousel with up to 10 slides of headlines or news.

Filter and Lists Search Search all content for the group.

Filter and Lists People Show a list or carousel rotation of group members based on a selected
filter.

Filter and Lists Groups Link to other groups or subgroups.

Filter and Lists Tag Cloud Show the most popular hashtags in a tag cloud.

Content and Documents Content Show content such as documents, blog posts, videos, images, links, and
much more.

Content and Documents Forum Show questions, ideas, and discussions.

Content and Documents Event Show an upcoming or recent event.

Content and Documents

Knowledge Base

Shows list of published knowledge base articles.
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Category Type Purpose

Extensions and

i Business Record  Shows details for a specific business record (for example, ID, main item
Integrations

name, status, closing date etc.) for business data such as Accounts,
Opportunities, and Service Requests, from SAP CRM and for learning
data from SAP SuccessFactors Learning.

Extensions and

Tool Content Shows the pro/con comparison table, agenda, or extensions (for
Integrations

example, Google Maps, SurveyMonkey).

Extensions and

External Content  (Company and Area home page only) Show external applications
Integrations

content from external folder.

Productivity Feed Insert activity feed based on selected filter.

i Note

Only one feed widget can be inserted per page.

Productivity Action Show a list of popular actions for the user to choose from.
Productivity Task (Groups only) Insert a task activity.
Productivity Notification (Company and Area home page only) Show summary of all

notifications.

Productivity Recommendation (Company and Area home page only) Show a list of recommended
content, people, and groups.

Productivity Recent Items (Company and Area home page only) Show a list of recently viewed
content and groups.

Add, Move, Delete, or Edit a Widget

To add a widget anywhere it is allowed on a page, click the corresponding “Add Widget” button.
By default, a widget is added to the bottom of a column. It can be moved easily elsewhere on the page.

* To move a widget, simply click, drag, and drop.
* To delete a widget, click the "X" icon on the top right hand corner of the widget.
* To edit a widget's property, click the edit icon on the top right hand corner of the widget.

There is no need to position any “cursor” for insertion and deletions on a page. In the page designer, cursor
placement is now only relevant when editing the contents of a text widget.

4.1.1 Add a widget when designing a page

To make the most of page designer, it's recommended that you plan your design first by performing an
inventory on the types of content and activities that the group members will be working with. Once you have
that information, you will be able to add widgets with ease and efficiency. You have the following options for
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widgets: video, photo, text, search, people, feed, content, forum, groups, action, task, tag cloud, events, and
external business records list.

To add any widget to a page

1. Go to the Overview section and select the group page tab.
2. Inthe page designer view, click Edit.

3. Click on Add Widgetor the +icon to view the pop-up widget menu. As you place your cursor or focus over
each widget, you can view information that explains its purpose.

Add Widget +

Add Widget
O © A]
S B
y x

jo,

Click on any widget to add to page.

b &

.
e

Add widget dialog
4. Click the widget you want to insert on the page.
5. Asettings dialog appears for that widget. Enter or select the settings and then click OK if available for that
widget.
6. Once you've finished working with a widget, click Save Draft at the bottom of the page to save your settings.
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Add an QOverview Page @

Title Save Draft Delete Draft Cancel

- Add Widget -
Add Widget G)
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[
+ Add? L\ E - Add Widget +
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Save Draft and Publish commands
7. When you have completed all your changes and additions, click Publish to make the page accessible to
group members.

4.1.2 Action widget

When you insert the action widget, you enable group members to choose from a selection of commonly used
action types. They may not be otherwise enabled elsewhere on the group pages, or are used so frequently they
they require a dedicated tile to stand out amongst other sections. Only one action widget is allowed per page.

You can set the following details:

* Widget title: You can enter a name for the list of actions, or accept the default "Actions".

¢ Select actions: By default, all actions are selected, but you can click the checkbox beside the actions to
uncheck the ones that are not relevant for the group. They will not display in the tile. A minimum of one
action must be enabled.

* Configure content destination folders: The following actions, if selected, require you to specify a
destination folder or location in which to place the content. If you don't specify a folder or location then the
defaults that display in the dropdown menus for each action will be applied.

¢ AskaQuestion

* Addanldea

* Add a Discussion
* Upload aFile

* Record a Video

* Add aBlog

* Adda Wiki

* Adda Task

* Add a Playlist
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i Note

If there is an Actions widget on a group overview page with a form topic action enabled, when the forum
type is changed by the group administrator, the forum topic action will be removed from the Actions
widget. A notification will sent to the other group administrator(s) when the forum type is changed,
affecting the Actions widget. It is up to the group administrator to take corrective action (for example,
change the forum type in the Actions widget), if necessary.

4.1.3 Business record widget

If you have an instance of SAP Jam that is integrated with SAP Cloud for Customer or CRM, you may wish

to create groups linked to specific business records and feature those records within the group. This enables
higher visibility of a particular record amongst group members. For example, you may have a particular sales
opportunity or service ticket which requires the attention of your team members. When you insert a business
record widget, you are enabling other group members to view specific details about that account, opportunity,
or service ticket business record (e.g., ID, main item name, status, closing date etc.).

i Note

To eliminate confusion on when to use which widget, the business record and business record list widget
have been combined into a single widget called "Business record widget" as of the February 2017 release.

You can set the following details for the business record:

¢ Show: Item Detail, Related records, Featured records, and specific records.

i Note

When customizing a home page or group overview page, company or area administrators and group
administrators can select specific business records within the company or group, respectively, when
designing pages with business record widgets. For example, when working with Learning type business
records, a group administrator can now choose to display specific learning items on their overview
page. Show "All" displays a list of records based on a selected type, much like what would appear in the
previous business records list widget.
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Business Record Widget

Show Widge! Title (ophional

All hl@"

Show the group's item detail

Salect an oplion

Spocific
Show specific records

m Cancel

i Note
Show "All" displays a list of records based on a selected type, much like what would appear in the

previous business records list widget.

Custom home page design view: Show specific records

Business Record Widget

Show

Widge! Title (ophional)

Featured .

| item Detall
Show all learning objects

Related
Show related business records

Featured
Show leatured records

m Cancal

Group overview page design view: Show specific records
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Select Records

Q Transaction If
Title Changed At =

I 1 Al

o Fresh Wal er Punfication Syst M 1 2 201 )2 A
I irbir I
I Al

v N 3l Well Purifier Novem ( 04 PM
| Solar Water Heater November 05, 2015, 03:03:26 PM

3 records selected m Cancel

Example: Select specific records

¢ Display Properties (appears for Item Detail): List of properties can include Object ID, Industry System,
Industry Sector, Rating, Main Contact, Name, Address, Phone, Email Address, and more.

* Type (appears for Related, Featured, and Specific): Opportunities, Service Requests, Sales Documents,
Quotations

* Filter (appears for Related, Featured): Choose from a list of filters
* Sort by (appears for Related, Featured): Select an option, and then choose ascending or descending order
* Select records (appears for Specific): Multi-select from a list of records

* Layout (appears for Featured, Specific): List or Card. If choosing a Card layout, select from a list of display
properties (e.g., ID, Main Item Name, Prospect, Status, etc.)
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Business Record Widget

Show
Featured -
Type
Cpportunities -
Filter
Mo filter -
Sort by . »
Select an option -

Ascending i Descending

Layout
Card -

Display Properties

[u]
Main Nem Name

Prospeact
Status m Cancel
Exp Sakes Vol

Closing Date

Chance of Succass %
Main Contact
Employes Resp

L L T

Maximum number of items: 3

Layout attribute
Maximum number of items (appears for Featured): 25
Title: Free text

4.1.4 Content widget

When you insert a content widget, you are enabling group members with space for upload, creation, and
display of a variety of content.

You can set the following details for content presentation:

52

Select layout: Choose a layout for the content (e.g., list, carousel, gallery, or thumbnail)

Type: Select the criteria that will determine which content displays (e.g., featured, content by title, last
updated, most viewed, most replies, most liked, most rated, or highest rated).

Maximum number of items: Click and drag the scale slider to set a maximum between 1 and 25 content
items to display.

Select folder: Choose a folder from which you will store and upload your data.

Filter by type: Choose the content type that will display for this widget (e.g., blogs, decision making tools,
links, documents, knowledge base articles, photos, planning tools, videos, wikis, and folders). You can
select multiple filters, allowing the user to view a mix of content-types in a single widget. If you choose a
filter type that has sub-filters (e.g., documents can have sub types of PDFs, Microsoft Word documents or
Excel spreadsheets), when you unselect the main filter, the sub filters are also unselected.
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i Note

When filtering by images, thumbnail images will be zoomed in to fill the width of the widget, which is
218 pixels. The image preview height is 122 pixels, with the title, author, and creation time displaying at
the bottom of the preview.

* Filter by tag: Enter text that refines what appears in the content; one or more tags are allowed, comma-
separated.

* Widget title: Enter a name for the content or accept the default name provided by the selection in for Type.

Content Widget

Select layout

Featured

List -
Type

Featured A
Maximum number of items: 3
Select Folder

All Content -

Filter by type

All -
Filter by tag

Content widget
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Sales Strategy

How to guarantee on-time delivery of
the Wind Turbines

“» Key Decisions for the National Rivera
Canada Proposal

= \Where should we hold the National
Rivera Canada Account Plannin...

Go To Content

Example of content widget with top three highest rated content listing, viewed from group overview page

When you hover over the tool tip for the widget in the regular page view, it displays the main filter types that are
selected.

4.15 Event widget

When you insert an event widget, you enable the group member to view a current and recent list of events. A
member can also click Go To Events near the bottom of the widget to add a new event.

You can set the following details for events:

54

Select group: Community administrators have the option to select a public group with scheduled events.

Event type: Choose to display upcoming events in ascending order by date or recent events in descending
order by date.

Category: Choose a color-coded category to help the group member visually identify the type of event
(for example, brainstorm, conference, meeting, milestone, other, social, training, webinar, uncategorized,
or custom event).

Priority: Choose to display events of high, normal, low, or all priorities.

Maximum number of items: Click and drag the scale slider to set a maximum between 1 and 25 event
items to display.

Filter by tag: Enter text that refines what appears in the events list; one or more tags are allowed,
comma-separated.

Widget title: Enter a name for the events list or accept the default name provided by the selection for event
type.
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Event Widget

Upcoming Events - Upcoming Events

Upcoming Events
Show active events for this group

| Recent Events
Show recent events for this group

Maximum number of items: 3

Filter by tag

Separate each tag with a comma

Event widget

Upcoming Events

Fri May 29 2015
9:00am - 12:00pm

Delivering Presentations Workshop

Go To Events

Example of event widget as viewed on the group overview page

For an event that is scheduled over multiple days, it displays as a single event instead of a separate event for
each day it's held.

4.1.6 External content widget

External content from applications such as Microsoft Sharepoint, Office 365 and Google Drive can display in a
widget on group overview pages, custom and area home pages.

You can set the following details for external content [page 106]:
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¢ Select layout Choose a layout for the content (e.g., list, carousel, gallery, or thumbnail).

¢ Type: Select the criteria that will determine which content displays (e.g., featured, content by title, last
updated, most viewed, most replies, or most liked).

¢ Maximum number of items: Click and drag the scale slider to set a maximum between 1 and 25 external
content items to display.

* Select group: Company and area administrators will have the option to select a public group with external
content.

* Select folder: Choose a folder from which you will store and upload your data.

* Filter by type: Choose the content type that will display for this widget (e.g., PDFs, Microsoft Word
documents, Excel spreadsheets, text files). External content from CMIS sources (e.g., Microsoft®
SharePoint®, Alfresco® One, OpenText) can include folders.

* Widget title: Enter a name for the external content list or accept the default name provided by the
selection for event type.

External Content Widget

Select layout

Contant by Title
List ¥
Type
Content by Title b

Maximum number of items: 3

Select Group
Q | &Iy I
Select Folder @i‘

Please salect a group first

Filter by type
Al -

Cancel

External content widget

4.1.7 Feed widget

When you insert a feed widget, you are enabling a single display of activities. For example, if you add a feed
widget to a page, you cannot add another instance of a feed. However, if you need to add more than one
feed for a group, you can add a new feed on a separate page. On group pages and the Overview page, group
members can participate in group feed activities by entering, liking, and replying to feed updates.

You can set the following details for an activities feed:

* Select feed type: You can select the type of activity to appear in the feed (e.g., content updates, forum
updates, group status, or all activities).
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¢ Select layout: The feed can display with the standard or emphasized font size and appearance.

* Widget title: You can enter a name for the feed activity or accept the default name provided in the
selection for feed type.

¢ Maximum number of items: Click and drag the scale slider to set a maximum between 1 and 25 feed items
to display.

* Filter by tag: Enter text that refines what appears in an activity feed; one or more tags are allowed,
comma-separated.

Feed Widget

All Feed Events i
Select layout

Standard -
All Feed Events

Maximum number of items: 3

Filter by tag

aeparaie

i
[t
L% ]
o
T}

[T

0

1]

Feed widget
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Share | Discuss | Learn

@ Q @ @ d@ 9 %

rf Devin Todd added the video change title
5 f 3 days ago via web

View All Updates

Feed widget as viewed from the group overview page

4.1.8 Forum widget

When you insert a forum widget, you enable the group member to view questions, ideas, and discussion
submitted by their group.

You can set the following details when showing a forum:

* Forum type: Choose the type of forum to display (e.g., questions, ideas, discussions, topics, or all types)

* Maximum number of items: Click and drag the scale slider to set a maximum between 1 and 25 forum
items to display.

¢ Select group: Company and area administrators will have the option to select a public group with forum
topics.

¢ Select topic: Choose the drop-down menu that displays to the group member when they want to select
which content folder (e.g., general, ideas, questions, or all topics) to place their question, idea, discussion,
or topic.

* Sort by: Choose how the forum will be organized (e.g., last activity, most replies, most likes or votes, or
most viewed).
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Filter by tag: Enter text that refines what appears in the forum type; one or more tags are allowed,
comma-separated.

* Widget name: Enter a name for the forum or accept the default name provided by the selection in for type.

Forum Widget

All Types - All Types

Maximum number of items: 3

Select Topic
All Topics ¥
Sort by
Last Activity h

Filter by tag

Cancel

Forum widget

Important Q&A

s’ Why we are better than our competitors

Brian Angerson apout 1 hour ago

s‘ Invite customers to ACE VIP event

Brian Andérson - aboul 1 hour ago

%% When can we expect a customer RFP?

Ted Steinberg - about 1 hour ago
Go To Fomums

Forum widget on group overview page
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4.1.9 Image widget

When you insert an image widget, it allows you to choose an image that can be viewed by a group participant.
There are three options for uploading an image:
* Drop an image to upload: You can click and drag an image file from a folder on your computer into the
widget space. The minimum acceptable height is 45 pixels.
* Click here to select an image: You can click the link to browse for an image file on your computer.

* Click here to choose an image from this group: You can click the link to browse for an image that was
previously added to the group space.

Drop an image here to upload

Or click here to select an image
Or click here to choose an image from this group

Image widget

Once you add the image, you can click the pencil icon on the image formatting toolbar that appears when
you place you cursor over the top right corner of the image. The toolbar includes actions for adjusting the
scale, clearing, editing (as in, widget title, image hyperlink, caption, inline or overlay left, center, or right caption
placement, and caption background opacity), and removing the image widget.

+

Image formatting toolbar

i Note

Image captions use a white font color. Using a dark colored image to contrast the text works best. If your
image is light colored, adjust the opacity of the caption background to achieve the optimal effect.

To easily replace an image within an image widget while preserving its position on the page, you click the Clear
icon to remove the image rather than clicking the X to delete the widget and then inserting a new widget with a
new image
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i Note

By default, small images (as in, more narrow than the column it is placed in) can be scaled to fully fit the
column. It can also be centered with whitespace on either side. With centering however, zooming, panning
and cropping actions are unavailable.

When you click and drag the bottom edge of an image widget to resize it, a guideline appears to help you align
the edge with another image-based widget on the same row. As you drag the guideline, it will automatically
snap to the bottom edge alignment matching the other widget.

The image opens within the same page.

Embedded images

Images can be embedded within image, rotating banner, and catalog search widgets. Those images are
"bundled" as part of the group overview or custom home page and cannot be searched or browsed for
independently.

Content repository images

When your image, rotating banner, or catalog search widget uses an image that already exists in the content
repository, and you update that image by uploading a new version, the image is also automatically updated in
those widgets.

Image album browser

When images are uploaded to the same Content folder, as you select a single image item to view for a group
or via another user's profile wall, album browser actions are enabled to allow you to click through to next and
previous images. You can also use the left and right arrows of your keyboard to browse the images.

4110 Knowledge base widget

When you add a Knowledge Base widget, knowledge base articles that are available to all group members are
shown. You can configure the widget's title, type, number of items to display, and tags.

You can set the following details:

* Type: Select the type of knowledge base articles to display (for example, featured, article by type, last
updated, most replies, most viewed, most liked, most rated, and highest rated).

* Select maximum number of items: You can choose to set a maximum between 1 and 25 articles to
display.
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¢ Filter by category: Choose one or more categories to filter the list of articles that display.

¢ Filter by tag: Enter text that refines what appears in the list of knowledge base articles; one or more tags
are allowed, comma-separated.

* Widget title: You can enter a name for the widget, or accept the default (for example, "Featured Articles").
List view layout is currently supported for this widget.

How to submit a travel expense claim

Application does not open in browser
window

How to set up your mobile device

Go To Knowledge Base

List view layout

4.1.11 Multimedia widget

When you insert a multimedia widget, you can copy and paste an link to a video from YouTube, Vimeo, or

your group, embed code for Kaltura videos, select an existing multimedia file from the group content folder, or
choose an existing playlist. When the group member views the page, they will be able to play the audio, video,
or playlist within the same page.

You can also provide a name for the multimedia file or playlist.
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Multimedia

Enter a link to multimedia

Choose existing multimedia

Choose a playlist

Multimedia playlist

i Note

You can view, select, and search for audio and video files in the main group, but not the subgroup.

Create Multimedia Playlist

Enter Playlist Title

Select Multimedia Add Links to Multimedia

Kaltura video

Paste a URL or embed code
: kiframe id="kaltura_player" src="https //cdnapisec kaltura.com/p/811441/5p/81144100/embec

Add Link
Cancel |

Kaltura videos in playlist example
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Choose Existing Content

Q) Filter by Title
Title « Type
Getting started Folder
Resources Folder
Stock Images Folder
[v] Restrict modification to the creator and group admins Cancel

Select existing content from the main group

The "Restrict modification to the creator and group admins" option, when selected, only allows the content
owner and group administrator to make changes to the video.
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Notable Videos

SAP Healthc are Reaches Underserved Communities

Example of multimedia widget with video as viewed on group overview page

Kaltura videos

To include Kaltura videos on video.sap.com into a playlist, you must click the Share Externally tab and then
include the Embed code from the Share Externally tab into the playlist.

i Note

If you use the Embed code from the Share tab, an error message displays recommending that you share
the video externally and use the embed code from the Share Externally tab. Direct URLs are not supported.

HTML 5 support

Video playback with HTML5 is supported for Microsoft Edge and non Microsoft Internet Explorer browsers
(for example, Mozilla Firefox, Google Chrome, Safari, iOS Safari, Android browser, and Android Chrome). Code
embedding for HTML5 videos is supported for wikis and overview pages. Switching videos between high
definition and standard definition is supported with HTML5.
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4.1.12 People widget

When you insert the people widget, you enable group members to view a photo gallery of other group members
based on a specific category or intentional selection.

You can set the following details:

66

Filter by: Select the list of members to display (for example, most active, featured, recently joined, most
endorsed, and selected members). When you filter by featured members, you can sort by name, most
recently featured, and most recently joined.

i Note

If you are designing a custom home page, you select specific users to display.

Select layout: A list displays member photos at the same time. A carousel displays members, one at a
time, in a constant rotation.

Select maximum number of people: You can choose to set a maximum between 1 and 25 members to
display.

Widget title: You can enter a name for list or carousel, or accept the default (as in, the name of the
member list that your previously selected).

People Widget

Filter by Widget Title

Selected Members - Selected Members

Most Active Members Select layout

Show top contributors of this group Cargusel -

Featured Members
Show featured people of this group E?

Recently Joined Members
Show recently joined members of this group

Most Endorsed Members
Show members with the mos! endorsements for
their expertise in this group s

Selected Members
Show specific group members sorted by name

People widget

If you choose to select specific members then

1. From the Filter by dropdown menu, choose Selected Members.

2. Click Select.

3. To select amember, do any of the following as required:
* Use the Filter by name or email box to enter the partial or full names of the members.
* Select up to 25 members from the list.
* Select or delete individual members from the list.
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When you select specific members you can see a list of those you selected while in page design
mode. You can drag and drop members to reorder the list of how they appear in the widget.

Select members to display

3 members selected

Brett Colbert
brett colbert@acecorp.com

Joan Miller
joan miller@acecorp.com

Julianne Beyer
julianne beyer@acecorp.com

Marcus Hoff

marcus hoffi@acecorp.com

Perry Johnson

perry. johnson@acecorp.com v

e -

Select members

He DY

4. Click Done to save your selection.

5. The list of members you selected will display in the People Widget dialog. If you want to remove them,
place your cursor over the row with their name until you can see the X; click it to delete.
When you choose the "Featured Members" filter, or "Selected Members" filter and you select a
member that has been previously featured, the member's name as well as any featured text displays.
If the member has not been featured, or they have been featured but without a specific message, then
their name and job title displays in the widget.
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New to AceCorp

"y

Negar up
Director of Marketing

Example of people widget, carousel style, as viewed from the group overview page

4.1.13 Poll widget

To increase awareness and visibility of a poll, as an administrator, you can add a poll widget to a company, area,
or group page that references an existing poll created within the company, area, or group.

Users can add or change their vote, view poll results, and see when a poll is due to close directly within the
widget.

To include a poll widget on a home page, area page or group overview page

In page designer mode, click Add Widget.
From the Standard Tools section, select Poll.
In the Poll Widget dialog, enter a widget title.
Select a poll from the content list.

Click Add.

o s W
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Poll Widget

Foll Widget
Content / Archive 2018-12-04
~ Filter by Title
T Title

B Corporate images

How do you commiute to work?

Select a poll for the poll widget

4.1.14 Related groups widget

When you insert a related groups widget, you enable group members to click links to view other groups.
You can set the following details for related groups:
* Widget title: Enter a name for the content section or accept the default name provided by the selection in
for Type.

¢ Type: Choose to display subgroups that belong to the main group or create a list of groups that you want to
show.

¢ Groups: If you've chosen to create a list of groups, enter the group name and click to select each group.
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Related Groups Widget

£ ToE

Widget Title (optional)

Type

User-Defined S

Groups

T S ~ =l
Type a group to add

Related groups widget

Groups of Interest

@ Ace Corp Peer Recognition
Program

@ ACE Summer Employee
Conference

@ Ace Corp Supply Chain
Simulations

Example of related groups as viewed on the group overview page
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4.1.15 Rotating banner widget

A carousel-style rotating banner widget can be used to display announcements or headlines in a visually
prominent way with up to 10 slides contained in a single banner that automatically rotates through the image
sequence every few seconds. Users can click "next" and "previous" to move through the slides, or let the slides
in the banner automatically advance to the next one in the sequence.

Rotating banner widget

To include a rotating banner widget

1. Inedit mode for the page, click the Rotating banner widget icon to open the widget dialog box.

2. With the first slide selected, include an image by using drag and drop, clicking the first link to upload an
image, or clicking the second link to select an existing image stored in the home page content folders. Once
you include an image, you can zoom in or zoom out using the image scale bar, click and drag the image
within the box, and you can click the Center/Scale to Fit button on the top right side to center or scale the
image. The minimum height is 270 pixels and the maximum is 500 pixels. For custom home pages, the
width size for a

* 4 column-wide banner is 1180 pixels
* 3 column-wide banner is 883 pixels
* 2 column-wide banner is 585 pixels

* 1column-wide banner is 288 pixels

i Note

* When added, images are automatically cropped and resized. You can then manually scale each
image. As you resize the height for one image, the other slides in the banner will also apply the new
image height dimension.

* For mobile devices and responsive view, the rotating banner widget behaves similar to the image
widget where images are scaled to fit the width of the device, preserving the aspect ratio, and
without cropping. Any titles or description are also scaled to fit the device width, and truncated
where necessary to fit the underlying image.

Rotating Banner Widget

+ Shda

Max: 10 shdes

' LBR

Changing the haight will affect all slides. Actual height: S00px

Example: Scale to fit
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i Note

We recommend that all images used for a rotating banner widget have the same image dimension
(height and width). For example, avoid mixing extremely wide and tall images as that will result in
undesirable auto zooming and cropping. Multiple heights and whitespace are not permitted.

3. Inthe Link content to section, enter a URL hyperlink that will open when the image is clicked, or choose
existing content from the home page repository. When you choose existing content, the title of that file will
automatically fill the Title field.

4. Inthe Title field, you can keep it blank, enter new text, or accept the default text based on the previous
step.
5. Inthe Description field, enter some text to describe or accompany the Title. The description will display
directly below the title.
6. Choose where you want to place the text:
* Bottom Left
¢ Bottom Right
* Top Left
¢ Top Right
7. Onthe left side of the panel, click + Slide to add a new slide and repeat the previous steps. The sequential
order of slides can be re-arranged using click and drag for each slide.

i Note

If you want to delete a slide from the banner rotation, click the x beside the slide on the left.

When you click and drag the bottom edge of an image widget to resize it, a guideline appears to help you align
the edge with another image-based widget (for example, image widget for group overview pages and catalog
search and rotating banner widgets for custom home pages) on the same row. As you drag the guideline, it will
automatically snap to the bottom edge alignment matching the other widget.

In group overview or home page view, an indicator displays to let you know which slide you are viewing in a
series. When you click a slide, the link to existing content will open in a dialog box, or a new browser tab for
external SAP Jam content.

Embedded images

Images can be embedded within image, rotating banner, and catalog search widgets. Those images are
"bundled" as part of the group overview or custom home page and cannot be searched or browsed for
independently.

Content repository images

When your image, rotating banner, or catalog search widget uses an image that already exists in the content
repository, and you update that image by uploading a new version, the image is also automatically updated in
those widgets.
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4.1.16 Slideshow widget

The slideshow widget allows page designers to choose one presentation (Microsoft PowerPoint format or PDF
file) from the group Content repository to display in the widget. Group members can preview the slideshow
within the widget, jumping to specific pages or browsing from slide to slide, before they choose to engage
further with it by viewing in a light box view and posting comments.

i Note

If the slideshow is removed, in a folder that you don't have access to, or does not upload completely, you
will see a message on the group page indicating that the slideshow is unavailable.

Click here to choose a slideshow from
this group

Add Widget

Slide widget

To include a slideshow, click to browse a group content folder for the Microsoft PowerPoint or PDF file. If you
want to enter a title for the slideshow widget, after you select the slideshow, hover your cursor to the right of
the widget and click the Edit icon. The Widget Title text box displays.

Sales Pitches for the
Ages

How to Win Customiers and Influence Your Buyers

Talk Listen Listen
Again
1 W3
Sales Pitchas for the Ages pplx

i o=

Example of Slide widget on group overview page

4.1.17 Search group widget

When you insert a search widget, you enable the group member to use a search text box to search the group
pages. They can enter their own text, or type a few letters and then choose a suggestion if available from the
dropdown list. The list of suggestions that appear in the dropdown list are based on titles or names that match
the search criteria. Any other matching search results will appear on a "Search Results" page. Only one search
widget is allowed per page.
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You can set the following details:

* Widget title: Enter a name for the search box, or accept the default "Search".

%]
341

ik}
(]

=5
[*5]
()]
[

Search widget
* Hint text: Enter text that can help the user when entering criteria.
* Include border overlay: You can choose the color, opacity, and thickness for the border.

leadership| Q,

leadership_that_gets_results.
pdf

leadership
management._pdf

leadership styles pdf

Example of search widget on group overview page, with matching results in dropdown list
4.1.18 Tag cloud widget

When you insert a tag could widget, you enable group members to view the most popular tags used by and
within their group. The most popular tags will display in a larger font size.

You can set the following details for the tag cloud:

* Widget title: Enter a name for the cloud or accept the default name, "Popular Tags".

* Type: Choose "Selected Tags" when you want to limit the tag cloud widget's display of tags based on a
specific selection of up to 200 tags. Choose "Most Popular Tags" from when you want to also exclude
specific tags from the set.

*  Maximum number of items: Click and drag the scale slider to set a maximum between 1 and 200 tags to
display when you select "Most Popular Tags".
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Tag Cloud Widget

Title

Most Popular Tags

Type

| Most Popular Tags

Set maximum number of tags
B 3 /200
Exceptions

Q Search tags

0/200

Tag cloud widget with most popular tags

Update Widget

Title

Most Popular Tags

Type

Selected Tags

Add existing tags

Q Search tags 1
. ~ rs
markettrends € wit € leadership @
copyconstrainedforecasttoalloction €3
-
accaluntetatic M e Tl =TV T o Y haonafitc M
7/200

Selected tags in tag cloud widget
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Popular Tags

leadership

management

momentum

Example of tag cloud widget with three popular tags displayed on the group overview page

On the page view, the widget displays with an information icon. When you place your cursor over it, it shows the
maximum number of popular tags that can display. As you hover over the tags, the number of times the tag has
been used will appear. By clicking on the tag, a list of search results will display to show the items using that
tag.

Frereaor @ Search Results for momentum create search Alert for 'momentum'
All Time v
Author: @® Showing: 1to 2 of 2 Sortby: Date Relevance Likes Wiews Rating
Group: &
AceCorp Training (FOR_ © ys leadership_that_gets_results.pdf
Tag: @ Created by Dennis Mah - Updated about 1 month ago

© 0Views yilg 2Likes ok d k45
momentum €
Tags: leadership momentum

Category ‘f‘:l leadership styles_pdf
All (2) Created by Dennis Mah - Updated about 1 month ago
@ 3Views 1l 1Like % %k Kk k50
Sz ) Tags: leadership momentum
Content (2)

Example of tag search results

4.1.19 Task widget

When you insert a task widget, you enable group members to view the status of various group tasks. These can
include tasks of varying priorities and even tasks that are overdue. While tasks can be accessed through group
navigation, including a task widget on an overview page draws more attention to important activities.

You can set the following details for task activities:

* Task type: Choose from active, completed, overdue, and all group tasks.

¢ Maximum number of items: Click and drag the scale slider to set a maximum between 1 and 25 task items
to display.

* Sort by: Choose to display tasks by priority, due date, or last updated.

* Filter by tag: Enter text that refines what appears in the task activity list; one or more tags are allowed,
comma-separated.

* Widget title: Enter a name for the task list or accept the default name provided by the selection in for type.
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Task Widget

Active Tasks - Active Tasks

Maximum number of items: 3

Sort by

Priority -

Filter by tag

Cancel

Task widget

On the page view, tasks can display with the name of the task, due date, and number of people assigned to the
task. To view the task, group members can click on the task.

Active Tasks

Complete the training survey 7
May 29

Go To Tasks

Example of task widget on group overview page

4.1.20 Text widget

When you insert a text widget, a text editor displays where you can enter content such as text, lists, simple
tables, and URL links. A formatting table is available for you to select fonts, colors, spell check, and other
commonly used features for text editing. Entering a text name for the widget is optional; click the pencil icon
that appears when you hover the cursor over the right side of the text box.
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You can also copy and paste content from other sources into this text editor.

i Note

While you can copy and paste images from external resources or web pages, some users may not be able
to see these images. If you upload those images to the group, this ensures that all group members have
visibility.

Format - FontFamily ~+ FontSize - |B T U S
A- 7. === (=== |\m-8|¢ T@

Text widget

Welcome to Ace Corp!

Here you'll find all you need to get started: your welcome kit complete with benefits
infarmation, how to set up your at home office if working remotely, depariment contact lists,
and job arientation.

Example of text widget with title as viewed on group overview page

Hyperlinking images

If you are using the text widget as a means of creating hyperlinked images, please note that the Text field in
the URL tool is currently disabled for images. While you can insert a hyperlink, the text that appears when you
hover over the image will say "Image" by default.

Insert links

From the rich text toolbar, you can choose Insert Link and enter text that you want to hyperlink to any of the
following:

* People, groups, or documents

* Anewdocument

* Other content

* Aforum topic

* URL
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Insert Link

Text
Learn mare about our community.

Link
All - Search for people, groups, documents and more Q
Al
Insert Link
Caontent

New Document
Forums

P Groups
URL

People

Insert link

4.2 Conversion for deprecated widgets

Dynamic widgets for wiki pages and blogs posts are in the midst of deprecation. Group administrators will have
the option to convert wiki pages and blog posts that use these widgets into group overview pages.

As a group administrator, you can click Convert to automatically convert a wiki page or blog post with one or
more previously deprecated dynamic widgets to a new group overview page that is appended at the end (last
tab on the right) of all other group overview pages. This allows for easier overview page maintenance and better
rendering on mobile devices. After the conversion, you have the opportunity to edit the layout before publishing
the new overview page, which will also have a new URL. You can then manually delete the wiki page or blog
post.

i Note

Metadata for the wiki page or blog post such as description, tags, followers, thumbnails, and comments are
not supported.

SAP Jam Collaboration Group Administration Guide
Widgets PUBLIC 79



5 Member lists

5.1 Create and manage member lists

Company administrators can use the Users and Member Lists page to create, edit, publish, or delete member
lists. This function is not available to group administrators. The instructions below are intended for use by
company administrators as included in the SAP Jam Administrator Guide, and for information purposes
only for group administrators as included in the SAP Jam Group Administration Guide.

When working with groups especially in medium to large sized organizations, it may become difficult to
recognize who should be invited to a group. Published member lists can offer a means to save time in inviting
users one by one. Company administrators can add existing SAP Jam users, import another member list, paste
a list of comma-separated email addresses or import a CSV file with comma separated email addresses.

i Note

* Groups that contain member lists cannot be moved to subgroups.

* Groups members who were added via a list cannot choose to leave a group, however they can unfollow
the group feed as an alternative.

* For the November 2016 release, Auto groups will be converted to regular groups. If they use profile-
based rules, then those rules will be applied to a corresponding dynamic member list.

Create a member list

1. Gotothe Admin console and select |» Users » Users and Member Lists i from the left side navigation.
The Users and Member Lists page displays.

2. Select the Member Lists tab, and click Create New Member List.
The Edit Member List page displays.
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Edit Member List

Untitled Member List

Add People To The Member List
2+ Carl

Carla Grant

¥ cgrant@jam2015a.com - Chicago, IL
Carla Campillo

Madrid

Vincent Carlson
London

Name Actions

@ Perry Johnson
o pichnsong@jam2015a.com

Administrative Area

m Save Discard Changes

Create a new member list
3. Click the auto-generated title (Untitled Member List) and enter a meaningful name for the member list.
4. Inthe Add People to the Member List text box, build your member list by using one of the following
methods:
* Type a user's name into the Add People to the Member List text box, and—when the person you are
looking for appears in the drop-down auto-completion list—click on their information to add them to
the Pending Members table.

¢ Pastein acomma-separated list of email addresses into the Add People to the Member List text box,
and press Enter to add all of the listed users to the Pending Members table.

* Type the name of another member list into the Add People to the Member List text box, and press
Enter, and press Enter to add all of the listed users to the Pending Members table.

* Click Import CSV to import a comma-separated list of email addresses for members, and use your
browser's upload feature to find and select the file on your hard drive. When the file is uploaded and
processed, the listed users will be added to the Pending Members table.

If you add an unknown email address, it will be placed in the Errors tab. You can save a Member List that
has errors, but you cannot publish it until you have corrected the unrecognized email addresses.

5. To edit or remove users from your Member List, hover your mouse over a row of member information in
any of the three listed members tabs (Pending Members, Published Members, or Errors) and/or click the
Actions button to see the actions available for that member. The actions are either Remove (available in all
three tabs) or Edit (only available in the Errors tab.
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i Note

When an individual member is added to or removed from a member list, those changes will be
immediately applied to any group, subgroup, or private folder that uses that member list.

6. Optionally, click Publish if you are satisfied with the list of members in the list, there are no errors, and you
want to make the member list available for use.
All users are moved into the Published Members tab.

7. Optionally, click Save to retain a list that you are not ready to make available for use.

You are returned to the Member List tab of the | Users » Users and Member Lists 4 page.

Users

Users Member Lists

Craate New Member List

Name Last Modified Status Avallability Actions

Untitled Member List 1416326753
Changes ready to be publizhed

Flight P
U% Flight Planners 1 minute ago ror ublished Actions w

Errors need 1o be resolved

ACE HR !
2 minufes ag C sl Publishe Discard Changes

C ges ready to be published
Delete

Canadian Flight Planners minuies age Complete ublished

Member lists catalog

The Member Lists shown in the catalog will show one of the following Status and Availability combinations,
which will allow you to take the actions listed in the indicated options of the Actions drop-down menu:

* Complete and Published: You can Edit or Delete the list.
* Complete and Unpublished: You can Edit, Publish Changes, Discard Changes, or Delete the list.
* Error and either Published or Unpublished: You can Edit, Discard Changes, or Delete the list.
8. Inthe Edit Member List page you can do the following:
* To edit a member list
* To publish a member list
* To delete a member list
* Todiscard an unsaved list, click Discard Changes.

Invite users to a group via a member list

Once Member Lists have been published they are available to be used to invite large numbers of users to a
group all at one time. Click the Required Member Lists tab on the Invite page, and then type the name of the
Member List in the Add Required Member Lists to this group text box.
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If you want to view all recipient names for the dynamic member list, select Show all recipients or double-click
individual names. To remove a recipient from the invitation list, click the X to the right of their names.

AceCorp Training

Send Invites Required Member Lists

Add People To The Group Invitation List
Featured Panelists (29 members) @ + Add more

[ Show all recipients

Send invites to a dynamic list

Send Imvites Resquired Maember Lists

Add People To The Group Invitation List # irmpart CSV
Brian McCormick € Ashley Brooks € Elzabeth Guinn € Elizabeth Dowling € Jennifer Herley €
Jonathan Marr €  MorrisDay € Camie Hl € David Ronco €3 Eliza Hunter € Heather McMillen €@
Kristie Garrity €@ Kim Nelson €@ Maya Hightower €@ Randy Hopkins €  Randy Winger € Serglo Hazan ©
Tamara Pei @ ‘Wayne Lin € Christopher Cruz. €0 Daniel Contez € Guy Penini €@ Jeff Bowman &

JeffKeliogg €  Jane Milers ©  Kalle Gale @  Paula Anderson €@ Perry Johnson €3 Steven Thomas ©

# Show all recipients

Show all recipients on main group invite

i Note

Under the members list for a group, group administrators can filter by alumni users only, click Select All to
select multiple alumni users and then click Remove Alumni to bulk remove those users from the member
list.

Profile-based dynamic member lists

When a company administrator creates a dynamic member list, they can apply profile rules to that list.
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Dynamic Member List Rules

| Select an option T
All Employees
City
Country Done Cancel

Department
Divisian

Has Direct Report
Job Code
Location

Hire Data
State
Zipcode

Example: Select one or more profile fields from the Options drop-down menu to create the rule

When profile changes occur that impacts a member list based on a particular profile rule (e.g., a specific job
location serves as the membership rule, and a member no longer belongs to that location; someone new has
joined the same job location), the member list will be updated to include or exclude members per the rule.
Groups that use the member list will also automatically update to reflect the change in members (e.g., per the
previous example, the member who no longer has the same job location is removed from the group).

i Note

Automatic updates for larger member lists may take more time to propagate back to groups that use the
member list.

Main groups and subgroups

You can add any member list belonging to a main group also to a subgroup by clicking the Required Member
Lists tab on the subgroup's Invite page, and then typing the name of the member list. The members of the
member list are automatically added to the subgroup and have the same ability to interact with the subgroup
as other non-member list added group members (e.g., selecting specific members from a member list and
adding them to private folders).

When an entire member list is removed from a main group, it will also be removed from any private folders and
subgroups.

Private content folders

when you assign a member list to a main group, its subgroups can also use the same member list. When you
add private folders to the main group or subgroup, you can also share access to those folders with the member
lists that are already assigned to the main group and subgroups.
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In the main content section listing or the content view of the selected private folder, a group administrator can
click the Edit icon on the right corner to view the list of who has access to the folder, remove access from a
member list or member, and give access to a member list or member.

A group member can view a list of member lists and other members who also have access to the private folder.

When an entire member list is removed from a main group, it will also be removed from any private folders and
subgroups.

5.1.1 Assign users to a group via a member list

Once member lists have been published they are available to be used to assign large numbers of users to a
group all at one time. Click the Required Member Lists tab on the Invite page, and then type the name of the
member list in the Add Required Member Lists to this group text box.

If you assigh a member list to a group, all users on the member list are assigned to this group. If you have set
up a a user agreement (terms of use) for the group the users have to accept the terms of use before they can
access the group. Assigned members do not have the option to leave the group. You can use this feature, for
example, for groups that are designed to broadcast required information to specific parts of your organization,
such as departments or specialist groups.

i Note

Both manually created Member Lists and Dynamic Member Lists are available by using this method.

Send Invites Required Member Lists

Group membership will be managed through member lists. Members will be automatically added or removed according to these
members lists

Add Required Member Lists to this Group

Ace

. ACE HR (3 members)

Ace Training Faculty (5 members)

Using member lists in invitations

i Note

Under the members list for a group, group administrators can filter by alumni users only, click Select All to
select multiple alumni users and then click Remove Alumni to bulk remove those users from the member
list.

i Note

If a required member list is changed after you saved the assignment, for example if users are deleted or
added to the member list by the company administrator, this also updates their workspace membership,
this means the members are removed from or assigned to the workspace.
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Enable silent assignments

If you do not want that a notification is send to each user on a required member list that you assign to a group,
you can enable silent assignments in the group settings:

1. Inthe group, click Group Admin > Edit Group. The Edit Group page appears, defaulting to the General tab.
2. Onthe General tab, select the option Enable Silent Assignments.
3. Click Save changes when you are done.

If you enable silent assignments, the users on the required member lists receive no bell notifications, feed
entries, and e-mail notifications informing them about their assignment to the group. If you have configured
terms of use for the group, the users still have to accept the terms of use before they can start working in the
group.

5.2 Download a member list

Group administrators can download a list of group members to a .csv or .xslx file to sort, search, or analyze
specific member data outside of SAP Jam.

The Group Member List report replaces and improves the existing member list export that was previously
obtained via the Download.csv button on the group members page; that button has been removed as of the
February 2017 release. You no longer need to wait for the export to complete after making the request. The
report generation occurs in the background and you will be notified when it's complete, as with other reports.

5.3 Deprecation and removal of auto group feature

i Note

The Auto groups feature began deprecation as of the August 2016 release. It will be removed from the
application by the general availability release date of Thursday, December 8, 2016. Auto groups will be
migrated to the appropriate type of regular group. The rules used to govern their membership will be
migrated into new dynamic member lists where those lists will be applied to the group. If static member
lists were used to manage the Auto group, then the new group type will continue to use those static
member lists for membership management. Administrators can no longer create or edit auto groups.
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6 Users and groups

6.1 Allow users to request to join a private group

As a group administrator, you can configure a private group to allow internal non-members to submit a request
to join. A colleague- initiated request removes the need to send individual invitations, and supports open
invitation policies.

i Note

This feature is unavailable to external guest user accounts.

To enable the request to join feature on an existing group

1. Go to the Groups drop-down menu and choose View All Groups.

2. Select your group and then choose Edit Group from the Group Admin drop-down menu on the left side
navigation.

3. Onthe General tab, under Invite Policy, click Select Group URL Text.

4. Paste and send the URL to the intended members by other means (e.g., email, communities, etc.)

When a colleague clicks the group URL, they are taken to the group’s landing page where they can click Request
to Join. The group administrator is notified when there are pending requests for the group. All requests are
located under the Pending Request list where they can verify who made the request, view the reason for joining,
and either accept or deny each request. When there are multiple group administrators in the group, any group
administrator can accept or deny membership requests.

6.2 Invite your company colleagues to a group

After a private or public group has been created, you can begin to invite colleagues from your company to
collaborate as members. You can invite individual members, multi-select members from a list, import a CSV
file with a list of email addresses on each row, or choose a pre-configured member list when composing your
invitation.

1. From the group page, click Invite below the group profile photo or from the group header.

2. Inthe Add People to the Group Invitation List text box, enter the employee name, email addresses, or group
member list (created by the company administrator) that you want to invite to the group. If the people you
are inviting already use SAP Jam, you can enter their name and the auto-complete function will help you
find the right person.

3. Enter a personal message (optional; can include details about why you are sending the invitation, purpose
of the group, etc.) and then click Send.
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i Note

When managing invitations for internal groups, you can only invite participants who are in your
company's e-mail domain.

i Note

On the members list page, the following information is included to help decide whether more invites should
be sent to a particular user:

* Lastinvited: The date the user was last invited to the group.

* |nvite reminders: The number of invitation reminders that were sent to the user; indicated in brackets.

When exporting the member list to a CSV file, the "Last invited" and "Invite reminders" data is included.

The invitee will receive an email notification about your invitation and then can choose to accept or reject your
invitation.

Colleagues can remove themselves from membership if they select Leave Group from the Group Settings
menu, or they can select Stop following this group to no longer receive updates from the group in their Home
feed.

i Note

Once access to the group is granted, group admins can remove access to the group.

6.3 Invite external participants to a group

If permitted by your company policy, group membership can extend to those outside your company (e.g.,

vendors, clients, third parties). You can invite such participants or "guests" to collaborate in a private external
group. This allows you to share information without the guest obtaining access to other company information
reserved for employees only. As a group administrator, you can also remove the external participant from the

group.

External registration process

When you send an invitation, your guest will receive an invitation from notification@sapnetworkmail.com to
register as a guest in your company's SAP Jam network with a SAP ID account. When the guest clicks the "View
group invitation" link in the email invitation, they will be asked to register for SAP ID or confirm their existing
SAP ID credentials before they are given access to SAP Jam.

i Note
SAP ID is a central authentication service used by all SAP websites and SAP BTP applications.
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External access

External participants can access the following:

* Home: Feed updates are a summary of the guest's group activities.

* Profile: Guests can maintain basic profile information, contact information and upload a photo. They
cannot browse for or follow other guests' profiles.

Groups: Guests are not allowed to create new groups or browse for existing groups; they can only see

groups they belong to. Within a group, external participants can create content and browse a limited profile
for other group members (internal and external).

i Note

The Search feature is unavailable to guests.

Troubleshooting external registrations

If your guests have trouble registering for SAP Jam, ensure that:

* Your guests have carefully read the instructions in the email invitation.
* Your guests have registered with the same email address that you entered for them in their invitation.

* You sent your guests an invitation to the group, and did not forward a link.
Send Irvites Required Member Lists

Add People To The Group Invitation List + imparl C5V

Personal Message (Optional)

MeSEATE

Emai Language Eje:‘ault-fEnglisn) v
Default (English) |

Only graup adimil Arabic |i5 group
Bulgarian I

External users wi Catatan Hivily within this group and no ather aclivilies within your company.
Czech |

Welsh

Danish

German

Swiss German Cancel
Greek

Spanish

Mesxican Spanish

Finnlsh

French

French Canadian

Habrew

Hindi

Croatian

Hungarian =

See Previpus Em

You can also specify the locale for the invite
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6.4 Invite SAP Jam users to a subgroup

When you send an invitation for a user to join a subgroup, you are granting access to both main group and
subgroup. In inviting a user to the main group, they must also accept the main group's Terms of Use.

To invite a user to join a subgroup

1. Select the main group from the Groups dropdown menu.

2. Click Subgroups from the left side panel or if more than one subgroup is available, select the subgroup
from the dropdown on the menu navigation.

3. Onthe subgroup avatar, click Invite.

4. On the Add People to the Group Invitation List text box, you can invite members by entering names, email
addresses, or member list names. You can also click import CSV to upload a CSV containing member email
addresses. Or click Add members from main group.

Add People To The Group Invitation List + Add members from main group  + import CSWY

Personal Message (Optional)

BESATE

Only group adming can remove access to this group.
See Previous Errors (0)

Canceal

Add People to the Group Invitation List
5. (Optional) Enter a personal message to accompany the invitation to all recipients.

6. Click Send to send the invitations. A summary list displays who invited which members, and whether the
members have accepted the invitations.

6.5 Feature a member

Groups may have particular members who require high visibility for various reasons (e.g., member is identified
as a leader or a frequent point of contact, must be recognized for a notable accomplishment or circumstance,
etc.). Group administrators can select those members to be featured within the group whenever the page
designer configures a People widget to use a featured member display.

To feature a member

1. Below the group avatar, click the members hyperlink.
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2. From the list of members, on the row for the member you want to feature, click the Actions drop-down
menu and choose Feature this Member.

3. Inthe description text box, enter a reason for featuring this member. The text for the reason displays in
People widgets using the featured member display filter.

6.6 Bulk send invite reminder

You can remind several group invitees at once about your group invitation. When you send a reminder, they will
receive a notification.

To send invite reminders to selected members

1. From the group overview page group avatar, click the link to the members list.

2. From the members filter, you can choose from All Members, Admins, Members, Pending Invitations, and
more. You can leave it to the default All Members or select a filter.

3. Gothrough the list and click the users you want to send reminders to, or click Select All.
4. Click Actions and choose Send Invite Reminder.
5. Click OK on the confirmation dialog to send the reminder notification.

6.7 Bulk removal of pending invites

Some company colleagues may choose not accept certain group invitations for various reasons. You can
remove easily remove those outstanding invitations so as not to resend reminder invites to others who may
never to join your group.

To remove a pending invitation

1. Below the group avatar, click the number of members to view the group member list.

2. By default, all members display in the list. From the members filter, select "Pending Invitations.
3. Select the member invitations you'd like to remove, or click Select All.
4,

Choose |[r Actions » Cancel Invites i and then OK on the confirmation message.

6.8 Bulk removal of members

Under the Actions menu above the group membership list, you can select multiple group members and remove
them from the group.

i Note

You cannot remove yourself if you are the only group administrator for the group. There must always be one
group administrator assigned per group. If you want to remove yourself as group administrator, first make
sure that at least one other group member has group admin privileges.
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To remove selected members from a group

no

o ok w

From the group overview page group avatar, click the link to the members list.

From the members filter, you can choose from All Members, Admins, Members, Pending Invitations, and
more. You can leave it to the default All Members or select a filter.

Go through the list and click the users you want to remove.

Click Actions and choose Remove from Group.

Click OK on the confirmation dialog to remove those members from the group.

An action processing notice displays. You'll receive a bell notification once the removal is complete.

To remove all members from a group

N

o ok~ w

From the group overview page group avatar, click the link to the members list.

From the members filter, you can choose from All Members, Admins, Members, Pending Invitations, and
more. You can leave it to the default All Members or select a filter.

Click Select All above the list. If you choose to remove all admins, please refer to the previous note.

Click Actions and choose Remove from Group.

Click OK on the confirmation dialog to remove those members from the group.

An action processing notice displays. You'll receive a bell notification once the removal is complete.

6.9 Create a Terms of Use for a group

You can create a user agreement (terms of use) that members have to accept before they can access the
group. When you change the terms, members must re-accept them before they can continue accessing the

group.

1

Access the Group Admin [page 7] menu and choose Edit Group. The Edit Group page appears, defaulting to
the General tab.

Click the Setup tab.

On the Setup tab under Terms of Use, enter a text for the Terms of Use that users have to accept before
they can join the group.

Save your settings.

Terms of Use in multiple languages

If the members of your group speak different languages, you can create Terms of Use in multiple languages.
You can create a translation of your Terms of Use for your group as follows:

1

Access the Group Admin [page 7] menu and choose Edit Group. The Edit Group page appears, defaulting to
the General tab.

Click the Setup tab.

On the Setup tab page, under Terms of Use, open the menu above the text box and select the language for
the translation.

Enter the translated text into the text box.

Save the settings.

You can create Terms of Use in multiple languages by repeating the steps above for each language.
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The invited users receive the Terms of Use in their preferred language if you have created a translation in this
language. If no translation for their preferred language exists, they receive the default Terms of Use. You can set
a translation of the Terms of Use as the default Terms of Use as follows:

1. Access the Group Admin [page 7] menu and choose Edit Group. The Edit Group page appears, defaulting to
the General tab.

2. Onthe Setup tab page, under Terms of Use, open the menu above the text box and select the language of
the Terms of Use that you want to use as default.

3. Choose Save as Default.
4. Save your settings.
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7 Manage groups

71  Group admin privileges

Group members can send a request to the group administrator to add group administrator privileges to their
account. All group administrators for the group will then receive a bell notification with the details of the
request (e.g., who is making the request and for which group). You can click Grant to automatically allow the
group member to have group administrator privilege, or click Reject.

If you already know which group members can be assigned group administrator privileges, you can go to the
group member list, and beside the member's name, choose Actions > Make Group Admin.

AceCorp Training &~
Created on: 01/20/2015 All group members can invite others to this group.
Created by: Perry Johnson
All Members (10) + Download .csv Q Fitter by Name
2 |10 Members G
n - + Invite
| Private
Name Contributed Invited By Actions
A Aline Merchant about 2 months
o gt Perry Johnson
# Overview g )
N Feed Updates . Dave Owens
29 days ago Perry Johnson Actions =
¢ Recommendations
Make Group Admin
% Subgroups s Dennis Mah ) Remove from Group
20 days ago Perry Johnson
Make Default Task Assignee
@ Content Feature this Member
i Devin Todd
™ Forums ¥ ’ 17 days ago Perry Johnson
[ Events

Group members list

Remove group admin access

To remove group administrator privileges from a member

1. Below the group image or avatar on the left side of the group page, click the number of members to go to
the group member list.

2. Go to the row for the group member. Place your cursor under the Actions column and the choose Actions
> Remove Group Admin. A confirmation message will appear at the top of the page.

i Note

If you want to remove yourself as a group administrator from a group, you can follow the previous steps
for your own account. Make sure that there is another group administrator, or that you have assigned
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group admin privileges to another member before you remove your own admin privileges. Company
administrators can always assign group administrator privileges to other group members upon request
(e.g., current group administrator is unavailable due to leave of absence, no longer with company, etc.)

7.2 Edit group settings

Group administrators can enable and configure a variety of settings that determine how group members can
engage with their group. There are three tabs that the group administrator can work with:
* General: Includes basic attributes such as name, description, and group type.

¢ Setup: Includes terms of use, group avatar, calendar view, left navigation menu configuration, trash
settings, and administrative area.

¢ Participation: Includes choice of collaboration level, upload policy, content approval by selected group
members for feed posts, forum posts, and different content types, default email notification settings, task
policy, @@notify usage, and content rating.

i Note

You can only change a group's details if you are the group administrator of the respective group.

7.2.1 General

Use the General tab to configure the basic settings for your group. For example, name and description are the
first things about a group that community users will see.

General settings

To edit general settings
1. From the navigation, click Group Admin > Edit Group. The Edit Group page appears, defaulting to the
General tab.
2. You can edit the following attributes:

¢ Name: Modify the group name by changing the text and then checking to see if it's unique by clicking
Check Group Name.

* Description: Enter a brief but meaningful description that will help everyone recognize the purpose of
your group.
* Group Type: Choose from one of the following:
* Public: Anyone within your community can view and join your group.
* Private: Only invited participants can join your group.
* Invite Policy: Choose from one of the following:
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¢ All Group Members: Any group member can send an invitation to join your group.
*  Only Group Admins: Only group administrators for your group can send invitations to join your
group.
* Visibility Policy:
* Allow others to discover this group: To make the group searchable and found in search results by
non-members, you can select this option. It also automatically selects Allow others to request to
join this group. You can disable either or both options when required.

i Note

Private group discoverability is not currently supported for sub groups.

* Allow others to request to join this group: Non-members can submit a request to become a
member. Once accepted they can access the group content.
If sending the invitation outside of this application (for example, in case you want to send an invite
using your email), you can click Select Group URL Text and copy and paste the URL into your custom
invitation.

* Enable Silent Assignments: Enable silent assignments if you do not want that a notification is send to
each user on a required member list that you assign to a group.
If you enable silent assignments, the users on the required member lists receive no bell notifications,
feed entries, and e-mail notifications informing them about their assignment to the group. If you have
configured terms of use for the group, the users still have to accept the terms of use before they can
start working in the group.
For more information, see Assign users to a group via a member list [page 85].

3. Click Save changes when you are done.

7.2.2 Setup

Use the Setup tab to configure the functional appearance of the group (for example, calendar, group avatar,

which features are enabled and therefore appear in the left navigation menu, accessible external folders from
integrated applications), settings for trash and purge, choosing whether to display the Overview page or feed
updates as the landing page, and if applicable, selection for the administrative area that the group belongs to.

Setup settings

To edit Setup settings

1. Access the Group Admin [page 7] menu and choose Edit Group. The Edit Group page appears, defaulting to
the General tab.
2. Click the Setup tab.
3. Configure the following properties:
¢ Terms of Use: Create custom Terms of Use that must be accepted by the member before they are
granted access to the group. When you change the terms, members must re-accept them before they

can continue access to the group. For more information, see Create a Terms of Use for a group [page
92].

SAP Jam Collaboration Group Administration Guide
96 PUBLIC Manage groups



* Announcement: Create a welcome message or user agreement for all group members to see on their
first group visit.

* Current Photo: Upload a group picture for the group's main page. The maximum size for a group
image is 110 x 110 px. Group avatar images of narrow size are not stretched and pixelated to fit the
dimensions of the avatar space. They appear in their original size with white padding surrounding the
remaining area of the maximum avatar space.

* Navigation: If the company administrator has not enforced the application of header styles to all
groups, you can choose between header or sidebar navigation styles for your group. If you choose
Header, you can optionally select:

* full width page for header style navigation: When enabled with the header style navigation, the
full width of the page can be used to design overview pages. If you choose this option, you can
optionally select:

* Enable 4th Column: Add a fourth column for more versatility when designing overview pages.
Warning: This setting is irreversible once changes are saved.
* Landing Page:
* Overview page: When selected, the Overview page will display rather than the group's feed.
* fFeed: The group feed activity displays as the landing page.
* Default Calendar View: Choose from month, week, day or list view.
* Customize what is available in this group

i Note

These items must be enabled in order to display in the navigation.

* Messages: Group members can access group messages, a quick and convenient way to converse
with others.

* Recommendations section: In a tiled view, lists recommended content based on featured
content, highest ratings, most likes and views, for the current month, week, and/or current day. It
can also display the group's featured members and most active members.

* Content Section: Depending on participation settings, members can view, upload, create, copy,
mirror, move, and delete content items.

* Subgroups Section: In a tiled view, lists all subgroups for a given group, indicating the number of
members, whether it's public or private, when the group was last active, and whether the user is
already a member. If enabled, the user can also create a subgroup from this view.

¢ Events Section: The group calendar displays the current month's events. Members can scroll the
calendar or change their view to week, day, or list, set the time zone and first day of week for the
calendar, and create new events.

* Forums Section: Lists forums for members to ask questions, start discussions, or present ideas.

* Links Section: A view-only list of various hyperlinks previously posted by group members. New
hyperlinks must now be added via the Content section.

* Tasks Section: Lists current, overdue, and completed tasks. Members can also add new tasks
here.

* Knowledge Base Section: By default, the knowledge base feature is enabled for a group when
the company setting for the knowledge base feature is enabled. As a group administrator, you
can enable or disable the availability of the knowledge base feature for your group when editing
the group settings. Lists existing knowledge base articles, allows group members to create new
articles, and creation of custom templates. Company administrators can also enable or disable
this feature company-wide. If knowledge base articles are enabled for a company, then knowledge
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base articles can be accessed via the global menu bar. If you disable the knowledge base feature
after knowledge base articles have been created and published for the group, the articles will

no longer display in the group and company knowledge base. The company knowledge base
continues to display unless disabled by the company administrator.

* Any external applications configured by the company administrator: External applications (for
example, SharePoint, Alfresco) can be configured and accessible from the navigation. You can also
configure repositories for existing Microsoft Office 365 integrations that have been set up by your
company administrator.

* Group Trash: Set an automatic purge for items that have been in Trash for a specified number of days.
4. Click Save changes when you are done.

7.2.3 Participation

Use the Participation tab to specify the degree to which group members can collaborate, which sets of
members can upload content, what content requires approval and which members can approve, how often
members are to receive email notifications from the group, who can update or edit tasks, and enablement of
@@notify and content ratings.

Participation settings

To edit participation settings
1. Access the Group Admin [page 7] menu and choose Edit Group. The Edit Group page appears, defaulting to
the General tab.
2. Click the Participation tab.
3. You can edit the following participation settings:
* Collaboration Level: Specify the degree of social collaboration for group admins and users.
* Read-only:
* Group administrators can share, view, tag, and download content in a group and comment on
items.

* Non group administrator users can view and download group content, but they are not allowed
to comment, tag, post or edit. Chats, discussions, polls, and tasks are not available.

* This group type is most suitable for broadcasting information only.
* Limited:
* Group administrators can share, view, tag, like, and add comments on content and create
tasks.
* Non group administrator users can view, like, and add comments on content.
* Move action: Users cannot move content within or outside of a group with limited
permissions.
® Mirror action: Users can mirror a document from a limited group to another group that
they can access. Mirroring a document within a limited group is not allowed.
* Full:
* Group administrators can create, edit, post, comment, like, tag, and view group content, and
customize the upload policy.
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* Non group administrator users can create, edit, post, comment, like, tag, and view group
content.

* Upload Policy If you choose the full participation setting, you can restrict the upload policy according to
your needs:

* All Members: All group members and group administrator can upload new content
* All Group Members: All group members can upload new content items.

*  Only Group Admins: Only the group administrator can upload new content items. All group
members are allowed to comment or edit content.

* Content Approval: (replaces "Moderation Policy" effective February 2016 release) This provides content
publishing safe-guards to ensure content is appropriate for the business context within a group. You
can choose whether the same approval policy applies to all content, forum and feed posts, or apply
specific approval policies to each item.

For each approval policy, you must indicate the member type (e.g., any selected group member,
all selected group members, or any group administrator) that can approve and then select specific
members (Select members) as approvers. You may need to select multiple approvers for different
reasons: one approver serves as a back up in case the other approver is away when "any selected
group member" can approve, or all selected subject matter experts are required to review various parts
of the content before it can be published to a wider audience.
If you need to remove a selected approver, click the x beside their name.
If no approval policies are required, select "None." Otherwise, you can select one of the following types
of approval policies:
* Apply the same approval policy to all blog posts, documents, photos, videos, feed posts,
forum posts, and wiki pages before they become visible.
* Apply a specific approval policy to each item. If you select this option, you can choose to set
policies for one, some, or all items as necessary.

* Blog Posts

* Documents, Images, and Videos
* Feed Posts

* Forum Posts

*  Wiki Pages

* Knowledge Base Articles

i Note

If the content to be approved resides in a private folder, it is recommended that you choose the
"Any selected group member can approve" policy with multiple members to help account for a
situation where not all approvers have access to a given private folders.

* Email Notifications: Choose the default notification frequency for the group (i.e., Immediate, Daily,
Weekly, None). If you change the notification at a later time, group members will receive a bell
notification regarding the change. Members will have an opportunity to accept or reject the change
as per their preferences.

* Task Policy: You can set a group level permission to enable task editing for other users. This section
displays only when the collaboration level is set to Limited or Full. For all permissions below, tasks can
be edited by group administrators and task creators

* Read-only: Assignees can update their own task status. Non-assignees can view tasks only.

* Limited: All users can update the status of any task. Non-assignees can also view but not update
other task details.
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® full: All users can edit the details for any task.

* Enable @@notify: If selected, users can send notifications to all group followers. As a group
administrator, you can disable this to help minimize unwanted notifications in large groups. When
you disable the @@notify feature for all group members, it is still enabled for group administrator use
only.

* Enable Content Rating: If selected, allows users to rate content that has been uploaded to SAP Jam.

7.2.3.1 Content approval

When configuring approval policies for your group, if you selected "Any group administrator can approve" or
any other policy and then selected your name as an approver, that makes you responsible for reviewing and
accepting or rejecting content items, feed posts, and/or forum posts. If you configured a policy where you are
not an approver, as group administrator, you have the ability to override the approval process and still approve
or reject an item. This is for situations where one or all selected approvers are unavailable while the item to be
reviewed is time sensitive.

Pending my approval items: review, approve or reject content

Content reviewers are sent bell notifications anytime their attention is required for a content approval. They
can also click Pending Approval from the group navigation to view a list of outstanding items which require their
approval.

To review and then approve or reject content for which you are one of a selected set of members who can
approve content/comments

1. Check your bell notifications for a content review request and then click Review Content.

| Notifications View All

FY

.. Medina Avinade liked Systems
:&’& engineering and analysis strategies.
-

in ADM Systems Learning
View Dismiss

* “W There is content pending your approval
in ADM Systems Learning.

in ADM Systems Learning

Review Content |ESHjjIE

-4 Devin Todd has invited you to join the
group "ADM Contractors”.

Ls

Bell notification with content approval message
2. Or, click Pending Approval to view of listing of items pending your approval.
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ADM Systems Learning

Title | Confributor | Type | Submitted Stalus
Comment Fending my
b & - approval
1A and nomenclalure changes Pending my
approval
1A and Navigation Differences Pending my
: i bout approval

Ik 9 Mambers
Public

=+ Invite

@

Overview

Y =

Feed Updates

Recommendations

<

& content
) Forums
= Events

@ Tasks

[F Pending Approval

Pending approval list

3. Click the item to open it in single item view (for content, feed items, and forum topics).

4. Review the item and click Approve or Reject.

5. If you reject the item, provide a reason for why the content has not been accepted, and tips if any on
corrective action (e.g., editing the rejected post to make the necessary corrections before publishing it
again; this would start a new approval workflow) that can be taken by the author. The content author will
then receive a bell notification to let them know that the item was not approved. They can click View to read
your rejection comment on why it was not approved for publication.

ﬁ Negar Ayoub | think @Devin Todd is referring to the presentation | delivered last month at the ADM conference.
’ edited 3 minutes ago - Edit - Delete

This item was not approved for publication.
Dave Owens
1 minute ago
We shouldnt mention the users name for the anonymous submission. Can you please remove the name?

Feed item with rejection message

When reviewing content where all selected members must approve it before it can be published, a bell
notification displays when one member has rejected the item. For example, if three group members are
selected to approve a wiki page, and one member out of the three rejects the item, then the other two content
approver members are notified with a bell notification that it has been rejected.

Regardless if a group administrator is also a selected member for a content approval workflow, they will
have options to override and accept or reject an item. This covers situations where a selected non group
administrator member is unable to accept or reject a content item because they are unavailable.
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Pending other's approval items: override to approve or reject content

If a content approver is unable to review an item, causing it to be stalled in the approval process, the group
administrator can act as a substitute approver and approve or reject the item.

To override and approve or reject an item

1. Onthe group page, from the navigation, choose Pending Approval.
2. From the list of items that are pending other's approvals, choose the item that you want to review.

3. After you review the item, choose More > Override and Approve or More > Override and Reject. If you reject
the item, you have the option to enter text on why the item was rejected. The content owner will then
receive a notification with a reason for why the item was rejected.

i Note

You also have the option to delete the item. Deleted content items will be moved to the group trash.

7.3 Forums

Forums are used to group general discussions, questions and answers, and ideas to focus upon. Group
members add questions, ideas and discussions to a forum topic and can change the forum topic's name.
Group administrators can create, move, edit and delete specific forums or idea forums.

You can create up to four unique forum types:

* Questions only: Group members are provided with a forum to ask questions.

¢ Ideas only: Group members can share their ideas where they can be voted upon and moved through an
approval workflow with statuses (e.g., Submitted, In progress, Accepted, etc.).

¢ Discussions only: Group members are provided with a forum to start new discussions.

¢ Discussions, Ideas, and Questions: Group members are prompted to ask a question, add and idea, or
start a discussion in this general category.

i Note

Group members cannot create topics that do not belong within their specified forum type. For example, you
cannot ask a question within a forum type for ideas only or discussions only.

Questions

Group members can create a question when they want to submit a question to a group, obtain answers,

and designate when a question has been answered with the best answer. Group administrators and question
creators can mark a particular answer as a 'Best Answer', which will move to the top of the replies section to
easily stand out amongst all answers. Only one answer can be marked as the best answer. To select the best
answer, click Mark Best Answer below the answer, and then question is then labeled as Best Answer.This allows
other users to quickly identify correct or most up-to-date information when they search the forum. In the
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questions list view, group administrators can easily see which questions have been answered without clicking
into them, and see which ones need attention.

Should a group member provide another answer that satisfies the question more so than the one marked Best
Answer, group administrators or question creators can select Mark Best Answer for that answer instead. If
group administrators or question creators decide that the current Best Answer may not be the case, they can
select Unmark Best Answer for that answer and wait for a more suitable one.

Ideas

If a group member has an idea and would like to share it with other members for feedback or to initiate
discussion, they can create an idea and post it on the group feed. Idea management can be an effective

way to get feedback and advice from employees, partners or customers that are invited to the group. Group
administrators can create Forum Topics to collect ideas on things like how to solve workplace challenges or
which products to develop. Ideas use a format geared towards posting ideas and having other group members
vote on these ideas and provide additional feedback on them. After group members provide feedback by voting
anidea 'up' or 'down' or providing comments on an idea, they can look at the total amount of votes to gauge
the overall sentiment of your audience towards the ideas submitted. ‘Up’ votes and ‘Down’ votes are tracked
independently of one another, rather than ‘down’ votes detracting from ‘up’ vote counts.

Group administrators can set the following ‘states’ of an idea to indicate where it stands in the ideation life
cycle:

* Submitted: The idea has been entered by the idea owner, but not yet formally reviewed

[] Forum Topics / Ideas Recent Activity »

] p How to make the tutorial better

i\_—' How can we make our tutorial better? | have a few ideas. point 1 poin...
o o by Perry Johnson
w0 =1 W0

Status of idea forum topic
* InProgress: The idea is under formal review, with the review outcome pending.

* Accepted: The idea has been accepted after formal review.
* Declined: The idea has been declined after formal review.

* Under Consideration: The idea is under consideration after formal review, but not yet accepted or
committed to.

* Completed: The idea's implementation has been completed.

Edit, delete, and move topics

As topic forums and individual questions, ideas, and discussions are created, the forums section may require
re-organization, renaming, and removal of older or no longer useful forum items.

i Note

* Ifthereis an Actions widget on a group overview page with a form topic action enabled, when the forum
type is changed by the group administrator, the form topic action will be removed from the Actions
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widget. A notification will sent to the other group administrator(s) when the forum type is changed,
affecting the Actions widget. It is up to the group administrator to take corrective action (e.g., change
the forum type in the Actions widget), if necessary.

To edit a forum topic

1. Choose Forums from the left side menu.

2. From the list of forum topics, click the Gear icon that appears when you hover your cursor at the far end of
the row.

3. Click Edit to view the Edit Forum Topic dialog.
4. Change the name of the topic and/or select the forum type from the drop-down list.
5. Click Submit to apply your changes.

To delete a topic
1. From the list of forum topics, click the Gear icon that appears when you hover your cursor at the far end of

the row.
2. Click Delete. A confirmation message will appear; click Delete again.

To delete a question, idea, or discussion within a forum topic

1. Click on the forum topic.

2. Go to the row with the question, idea, or discussion you want to remove.

3. Place your cursor near the end of the row to show the Gear icon, then click Delete from the pop-up menu.
4. A confirmation message appears; click Delete again.

To move a question, idea, or discussion to another forum topic

Click on the forum topic.

Go to the row with the question, idea, or discussion you want to move.

Place your cursor near the end of the row to show the Gear icon, then click Move from the pop-up menu.
In the Move to dialog, click the forum type drop down list and select the forum topic.

I

Click Move. A confirmation message appears near the top of the page.

Feature a forum post

You can click the Gear icon beside the topic and choose Feature, or choose | More » Feature J from the single
item view of the home page feed item or group feed item to feature any number of posts at the top of a forum
topic so that it is quickly visible to forum users. The featured posts are listed at the top of the forum, in the
order that they were featured.
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[ Forum Topics / GQuestions Recent Activily =

O Call for volunteers
L l‘-'\l:ncmwo-:wlwanaﬂ day beadership traming initiative. Does anyone hay

v Denvan Tiadd
e 0
O Where can | find more promotional videos and images? & -
x HIEVEI"‘UHE For this season's campus. recruiting, we have the fallowing ima
‘ o 1y oy Do Tk
il Miove

Dedate

=] -4 Kickoff Meetings in Cologne - Travel expanses
. H-e-uer'mm | nobicesd hat there ts a new expensa claim form avaslable on
. v Deven Todd

% il
Feature a forum topic
Day of volunteer action
Jaan Milier - about 1 month ago - Question
41 Natonal Revera Canada | Forums | Marketng queshons.

e have a need for volunieer leads as well as iraining for those leads. Does anyone know when the leadership training s taking
place? And where?

iy Like A Share

Add Task

Mute

Bockimark

Dedete G o G

Feature a forum post from single item view

You can also unfeature the post when it no longer requires prominent visibility.

Forum Topcs | Cuashions Racent Aclivity =
D Where can | find more promotional videos and images? & -
Hi evenyons, For this season’s campus. recruiting, we have the foliowing ima
1o by Devin Todd
® 5 b Move
Dolate

Unfeature a forum post

Set topics to read only

You may need to set forum topics to read only so that topics are officially closed for further commenting.
Members can view these topics, but they can no longer interact with replies, likes, etc.

To set a forum topics to read only

1. Onthe Forums page, go to the forum topic row that you would like to set to read only. All topics within that
forum will be affected.

2. Hover your cursor at the end of the row to see the Gear icon, then choose Edit.

3. Onthe Edit Forum Topic dialog, go to the Forum Permissions drop-down menu and choose Read only.
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4. Click Submit. A Read only label and lock icon appears beside the forum topic name.

Subscribe to topics

You may need to follow a specific forum to monitor questions as they are submitted and provide answers. Or,
you may want to know if others have questions that may affect your work. Subscribing to a topic allows you to
see updates in your feed and receive notifications so you can be aware of the latest forum activity.

To set subscribe to a forum topic

1. Choose Forums from the left side menu.
2. From the list of forum topics, click the Gear icon that appears when you hover your cursor at the far end of
the topic row.

3. Click Subscribe to subscribe to the topic.
If you want to unsubscribe from the topic, click the Gear icon that appears when you hover your cursor at
the far end of the topic row and click Unsubscribe.

74 External content repositories

The following integrations display the content of document repositories in SAP Jam and can be prominently
displayed in External Content [page 55] widgets on group overview pages:

* CMIS: Content Management Interoperability Services (CMIS) is an open standard that allows content
management systems to inter-operate across a network. CMIS-compatible document repositories include:
* SharePoint 2013
* SharePoint 2010
* Alfresco One 4.2

* SAP Extended ECM by OpenText

CMIS-compatible document repositories can only be accessed by using a common user account for
credentials.

* Office 365 SharePoint Online Sites: This is a non-CMIS integration that uses Microsoft Azure's cloud
platform.
Office 365 SharePoint Online Site libraries can only by accessed using per-user credentials.

* Box: This is a non-CMIS integration that provides access to your organization's Box account as a document
repository, specifically
document files.

* Google Drive: This is a non-CMIS integration that provides access to your organization's Google Drive
account as a document repository, specifically document files.

Naming the document repository

In the SAP Jam Admin console under | Product Setup » Integrations ¥ External Applications 3, when
configuring a document repository, company administrators have the option to specify a more meaningful
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label rather than use the default integration name. You as a group administrator can then override that label
when editing the group under group admin settings only if the company admin enables the Allow renaming of
the external document integration name option. When added or updated, the documentation integration names
are also reflected in the group navigation and content navigation breadcrumb links.

If company admins do not enable this option, the default name will remain consistent throughout the
application and cannot be changed by you or any group admin.

7.4.1 Enable Microsoft® SharePoint® integration

After your company administrator has configured SharePoint under the external applications section of the
SAP Jam Admin console, as a group administrator, you will need to enable SharePoint for your group so that
group members can view and copy content from the SharePoint repository within SAP Jam.

To enable SharePoint repositories in SAP Jam

1. Go to the group page and choose Group Admin > Edit Group.

2. The Edit Group page appears. Click the Setup tab.

3. Under the "Customize what is available in this group section", click Add External Folder below the
applicable SharePoint version used by your organization.

Add External Folder

Select a Repository...

Add External folder dialog
4. Inthe Add External Folder dialog, click the Select a Repository drop-down menu and choose the SharePoint
repository that you want linked into the SAP Jam group.
5. You can select individual folders from the SharePoint repository or leave the default at Top Level. Click Add.
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Add External Folder

ACE INTRANET v
=+ Top Level ¥
r o Mational Rivera Morth America folder
» o ACE Sales ~
4 ACE Marketing
» 4 ACE Finance
» 4 ACEHR

=+ Professional Services Council
«+ National Rivera Project Solar 1 v

Add Cancel

Add external folder dialog
6. Repeat steps 3-5 until you've added all the required repository folders.

SharePoint 2013

=+ Mational Rivera North America folder

ACE INTRANET

=+ Top Level

ACE INTRANET

=+ Professional Services Council

Repo

Add External Folder

Add external folder dialog
7. Click Save Changesat the bottom of the Edit Group page.
8. When you return to the Group page, the SharePoint version that you enabled at step 3 above will display as
amenu item on the group navigation. Click SharePoint to view the folders.
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7.4.2 Access Office 365 Online Sites

To configure access to an Office 365 SharePoint Online Sites document library from within an SAP Jam group,
access to Office 365 SharePoint Online Sites document libraries must first have been configured in the SAP

Jam Collaboration Admin console's |» Integrations » External Applications 3 page.

1. Asagroup administrator, from within the group in which you want to add access to an Office 365
SharePoint Online Sites document library, click Group Admin and select Edit from the drop-down menu.
The Edit Group page displays.

2. Inthe Edit Group page, select the Setup tab.

3. Scroll down to the section for your Office 365 SharePoint Online Sites service and click Add External Folder.
An Add External Folder dialog box displays.

4. Inthe Add External Folder dialog box, click Select a Document Library, and select the document library that
you want to add access to in the group from the drop-down menu.

A second drop-down menu displays.

5. From the secondary drop-down menu, select the document library folder that you want to have access to

in your SAP Jam group, and click Add.

Add External Folder

Main Site v
= Top Level v
Add Cancel

Add External Folder dialog box

The Add External Folder dialog box is closed, and you return to the Edit Group page.

6. Atthe bottom of the Edit Group page, click Save changes.
You are returned to the group overview page, and the document library that you configured access to
appears in the left navigation sidebar with the title of Microsoft Office 365. Note that the above procedure
can be repeated to add access to as many document library folders as you want to have access to,
although each of these must be added separately.

i Note
Ensure that your Internet Explorer users have added the following sites to their list of Trusted Sites:

* https://login.microsoftonline.com
* https://login.windows.net

To do this, have your users follow the Add or remove a site from a security zone instruction in
the Security zones part of the page http://windows.microsoft.com/en-CA/internet-explorer/ie-security-
privacy-settings#ie=ie-11 # , in the Trusted sites option in the Security tab.

Your Microsoft Office 365 SharePoint Online Sites Document Library access configuration is now complete.
Users can click on the Microsoft Office 365 option in the menu navigation, which will display a list of the
available Microsoft Office 365 document repositories. While this is "read-only" access, user can comment on,
annotate, and like the documents. Also, you can easily copy the displayed document repositories to other
groups.
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i Note

The search filter is unavailable.

7.4.3 Access document repositories

Once a company administrator has properly registered your external application and registered your document
repositories or libraries for SharePoint 2013, SharePoint 2010, Alfresco One 4.2, SAP Extended ECM by
OpenText, or Box (Box doesn't require that you registered document repositories) in SAP Jam, you must
configure groups to access that external content from within groups.

To configure access to a document repository or library from within a group:

1. Asagroup administrator, from within the group in which you want to add access to a document library or
repository, click Group Admin and select Edit Group from the drop-down menu.
The Edit Group page displays.

2. Inthe Edit Group page, select the Setup tab.

3. Scroll down to the section for your SharePoint 2013, SharePoint 2010, Alfresco One 4.2, SAP Extended
ECM by OpenText, or Box service and click Add External Folder.
An Add External Folder dialog box displays.

4. Inthe Add External Folder dialog box, click Select a Repository, and select the document repository or
library that you want to add access to from the drop-down menu.
A second drop-down menu displays.

5. From the secondary drop-down menu, select the document repository folder that you want to have access
to from within your SAP Jam group, and click Add.
The Add External Folder dialog box is closed, and you return to the Edit Group page.

6. Atthe bottom of the Edit Group page, click Save changes.
You are returned to the group overview page, and the document repository that you configured access to is
displayed in the left navigation sidebar with the title of SAP Extended ECM by OpenText, SharePoint 2013,
SharePoint 2010, or Alfresco One 4.2. Note that the above procedure can be repeated to add access to as
many repository folders as you want to have access to.

Your Document Repository access configuration is now complete. Users can click on the <repository_name>
option in the left navigation sidebar, which will display a list of the available document repositories. While this
access is "read-only", user can comment on, annotate, and like the documents. Also, you can easily copy the
displayed document repositories to other groups.

7.4.4 Search engine and indexing

When a document is indexed in the SAP Jam search engine, this allows it to be searchable by the user in SAP
Jam. Before it can be indexed, the user must first access the document.

With CMIS integrations that support per user authentication and user-level access control enforcement, the
results of the SAP Jam search will only include what is accessible to the user who has performed the search.
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7.5 Knowledge base templates

Service agents and managers can create and use knowledge base articles to find the right information required
by a customer at the right time, reducing call handle time, improving operational efficiencies, increasing
customer engagement, and reducing labor costs. Categories can be created for products and processes.

Create a custom knowledge base template

As a group administrator, you can create custom templates so that articles have a structure that meets the
standards and requirements of your team. You can design your own template or copy an existing template and
customize it as needed.

As a group or company administrator, you can also apply custom styling such as font type, size, color, and style
to all field titles and label text. Before you publish the template, you can click Preview to see what the labels and
fields will look like.

To create a custom knowledge base template

Click Knowledge Base from the group navigation.
At the top of the page below the group name, click Templates.
Below Templates click + Template. The New Template dialog box displays.

2w

Enter a meaningful name for the template and provide a brief description of its purpose before you click
Create.

5. You can now design you template with various field styles. Add as many as required by clicking + Field and
then selecting any of the following:

* single line text box: add a title for the text box and any text you'd like displayed to the reader of the
article.

* multiple line text box: add a title for the text box and any text you'd like displayed to the reader of the
article.

* checkboxes: add a title for the grouping of checkbox selections, and then provide labels for each
checkbox. Click +Add option to add a checkbox.

* radio buttons: add a title for the grouping of radio button selections, and then provide labels for each
radio button. Click +Add option to add a radio button.

* dropdown lists: add a title for the grouping of dropdown selections, and then provide labels for each
dropdown option. Click +Add option to add a dropdown option.

* date fields: add a title for the date field.
¢ file attachments: add a title for the file attachments section.

i Note

Titles can also be instructions or brief descriptions.

* static content: add text, multimedia, and images that are static and cannot be removed or edited by
knowledge base article authors.

6. If you need to delete a field, choose | Actions » Delete 3 to the bottom right of the field you want to
remove.
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7. If you need to duplicate a field, choose | Actions » Duplicate 3 to the bottom right of the field you want to
duplicate. The duplicate will be added directly below that field.

8. For each field, you can choose to make it Required for everyone to complete, and/or make shown only to
administrators, article authors, or those who can edit the articles.

i Note

If you change a field from optional to required or required to optional when there are existing articles
based on that knowledge base template, the existing articles are not affected by the change unless they
are edited using the new template and then saved.

9. If you want to reorder fields, click the dotted icon to the far left to drag and drop to the location where you
want them to display.

Radio Buttons

For admin use only

First-time set up *
Primary broadcast studio (ongoang) x
+ Add Option Click x to delete an option
¥ Refuired W VRSN 10 Admin | Authar onty ACHONS w
Date
B Date Reguired for Set up
Click and drag the icon above to rearrange
the order of display for a selected field o Required Wisiie 10 Admin | Author only Actions «

Delete options, rearrange fields
10. Click Publish to make the template display in the list of available templates on the Knowledge Base
templates page.

Enable or disable a knowledge base template

Once you've published your template to the list of available templates, you can decide whether to enable
or disable it for group members to use when they create knowledge base articles. Or, if an already enabled
template needs to be retired or taken offline, you can choose to disable it.

To enable or enable a knowledge base template

1. Click Knowledge Base from the group navigation.

2. Atthe top of the page below the group name, click Templates.

3. Find the template you want to enable or disable from the Templates list.
4. Click the toggle below the Enable column.
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Copy a knowledge base template

To make it easier to create similar knowledge base templates within your group, or create identical copies for
other groups, and then edit them as required, you can make a copy of an existing knowledge base template.

To copy an existing template

Click Knowledge Base from the group navigation.

At the top of the page below the group name, click Templates.

Find the template you want to copy from the Templates list.

Click the dropdown to the right of the toggle and choose Copy.

On the Copy To dialog, choose a group from the dropdown list and then click OK.
Go to the copied template and make edits if needed.

oo s wN e

Edit a knowledge base template

You can edit a custom knowledge base template by adding, removing, and rearranging fields, or adding,
modifying, and removing options for checkboxes, radio buttons, and dropdowns. Changes to the template will
be applied to existing articles only when the article is edited and saved. When a group member edits an article
that is based on a template that has been revised, they will see a message shown at the top of the article that
says "The template for this article has been modified and may cause the article to display differently". When
you edit a template that has at least one article created from it, you will see a message shown at the top of
the template that says "Any changes made to this template will be applied to published articles once they are
edited."

To edit a knowledge base template

Click Knowledge Base from the group navigation.

At the top of the page below the group name, click Templates.
Find the template you want to edit from the Templates list.
Click the dropdown to the right of the toggle and choose Edit.
Make your changes and then click Publish.

R

Enable or disable the toggle on the Templates page beside the template to control whether group members
can select it to create knowledge base articles.

Delete a knowledge base template

Although you can a delete custom template, if there are published articles based on the template, the template
cannot be deleted.

To delete a custom knowledge base template

Click Knowledge Base from the group navigation.
At the top of the page below the group name, click Templates.
Find the template you want to delete from the Templates list.

A ow oo

Click the dropdown to the right of the toggle and choose Delete.
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5. On the confirmation dialog, click Delete. The template will be moved to the group trash folder.

7.5.1 Move a knowledge base article

As a group administrator, you can move a knowledge base article between groups.
The associated knowledge base template is copied to the destination group when:

¢ itdoes not already exist in the destination group.
¢ the template exists but it is edited in the destination group, and the administrator moves or copies an
article based on the template from the source group to the destination group.

If the template exists in the destination group but is missing the edits made to it in the other group, the
template will be updated with those edits.

During copy and move actions, any images and attachments in the article are copied to the root content folder
of the destination group and are accessible to group members. The metadata also moves with the knowledge
base article.

To move a knowledge base article

1. From the knowledge base article, go to the More dropdown and choose Move.
2. Choose the group that you want to move the article to.
3. Click OK. The page refreshes and you'll see the article in the destination group.

76 Convert a group type

As your organization changes, those changes can be reflected in groups by using the conversion feature. For
example, if you created a group that is Public, but due to a pending acquisition now need to make that group
Private, you can easily change the group type. You can also convert a private internal group to a private external

group.

7.7 Extract zip to content

Your group may have a large volume of documents or content required for archiving purposes. If you are a
group administrator, you can upload a zipped file containing such items into your group's content folder.

i Note
The following conditions should be observed:

* Fileitems in a single zipped file cannot exceed a maximum of 2000.
* The size of the zip file cannot be larger than 2.14 GB.
* The maximum number of nested folders is 9.
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* To ensure that the extracted files, once uploaded, are not mangled, it is recommended that you use an
up-to-date zip tool (for example, 7zip) to create the correct zip file.

* Inthe Parameters field for 7zip zipped files, you must enter "cu" to force UTF-8 filenames.

To extract zipped content to a group folder

1. Go to the group Admin menu and choose Extract Zip to Content.
2. Browse your local machine for the zip file you want to upload and extract. Click Open.

3. Choose the folder that you want to upload the content to, set the permissions on the file, and then click
Import.
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Extract Zip To Content

Upload To
Top Level v
Top Level [y

@ Project Team: Program Development
Rollout Plan
Getting started

Resources
QR Code Activation images.zip (791.7 KB)
Upload File Permissions

Read-only Limited Full

Group members can view, download and modify the item.

Extract Zip to Content dialog
4. A confirmation message appears; an email notification will be sent once the files are successfully uploaded.
Click OK to dismiss the dialog.
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7.8 Run group reports

If you are a group administrator, you will be able to access SAP Jam reports which display metrics on

user contribution and activities, containing a maximum three months span of data per report. They can be
downloaded as CSV files from the Reports tab in the Admin console. For more information on how to run a
report, please refer to the SAP Jam Administrator Guide.

i Note

In the SAP Jam Admin console, when a group report is scheduled and generated, all other administrators
for the same group will be able to view it. The same applies for company level reports; all other company
administrators will be able to view that report.

Report metrics

Requested reports now display immediate metrics to help users determine whether they need to request
another report or view the existing one from the list. For example, below each report title, the time frame for
the reportis indicated. To the left of the report, various icons show whether the report is scheduled to run (blue
icon), completed (green icon), or encountered an issue after the request was submitted (red icon).

The following table lists the reports:

Report Description
Activity Summary by Aggregated counts of content creation activities. This report can be run for the entire
Week or Month company, or a specific group.

Content Ranking Report  Lists all content items, their folder location, the type of content, number of times viewed,
liked, and downloaded. It does not show the ranking for an entire company's content. The
content rating average is also included.

Content Views Report Number of views per week or month for rich data content types (such as blogs, documents,
(weekly) or Content links, photos, videos, and wiki pages).
Views Report (monthly)

Contribution Report by Aggregated activity count for all items in SAP Jam such as comments made, groups created,
Object by Week or Month  photos and documents uploaded, and so on. This report includes activity in private groups.

Group Member Activity List of members in each group, including the number of activities in the last 30 days.
Report

Ideas Report List of ideas submitted to the group ideas forum for a specified date range.

Tasks Report List of group member tasks for a specified date range.

Terms of Use Compliance Lists the users who have accepted the terms of use before participating in the group.
Report

User Page Views Report List of users and the number of items they have viewed in a given time frame. This can be any
(Weekly) or User Page item that has a view count (for example, documents, photos, and wikis). Only users who have
Views Report (monthly)  viewed at least one item within the requested time frame are listed.
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Report Description

User Contribution by Number of objects a user has contributed per week or month.
Week or Month

User Contribution Activity Aggregate of content contributed per user for a specified time range.
Report

Purged Content Report Displays purged items for all content types by user.

In SAP Jam, a group administrator can view and run the following reports within a group by clicking Reports
from the group navigation. User level reports are available only when the "Allow User Level Report" is enabled
under Features in the SAP Jam Admin console, and not restricted to company administrators.

Group and user level reports

Group level User level

Activity Summary by Month Group Member Activity

Activity Summary by Week User Contribution Activity Report
Content Ranking Report User Contribution Report by Month
Content Views by Month User Contribution report by Week
Content Views by Week User Page Views by Month
Contribution Report by Object by Month User Page Views by Week

Contribution Report by Object by Week

Idea Report

Terms of Use Compliance

Purged Content Report

Generating report with multi-byte characters

You can view the content of CSV file by using Microsoft Excel's "Text Import wizard" and ensuring "65001:
Unicode (UTF-8)" is selected from the "File origin" options. Please see https://support.office.com/en-us/
article/Text-Import-Wizard-c5b02af6-fdal-4440-899f-f78bafe41857 # for more information. For example:

Choose the "Delimited" option.

Begin import from row 2 if you see "sep="in the preview. Otherwise, start from row 1.
Set File Origin to "65001: Unicode (UTF-8)".

Select "My data has headers" and then click Next.

N

Select "Comma" as the only delimiter and then click Finish.
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7.8.1 Activity summary by week or month

This report shows a total count of content creation activities are listed by one column per week or month for
the selected time period. You can use this report to help you determine which content item types are most
popular amongst group members and which one are used less frequently. If designing group overview pages,
you could use this information when featuring items in a content widget, or deciding which forum types make
the most sense for your group's use. Please refer to the following table for a list of activities.

Activity summary by week or month details

Row item Description
Blogs The number of blogs created in the week or month, and a total for the entire period.
Comments The number of comments made in the week or month, not including those in Discussions or

Ideas, and a total for the entire period.

Discussion Comments The number of comments made in discussions in each week or month, and a total for the
entire period.

Discussions Created The number of discussions created in each week or month, and a total for the entire period.

Document Annotations The number of documents annotated in each week or month, and a total for the entire period.

Documents The number of documents uploaded in the week or month, and a total for the entire period.

|dea Comments The number of comments made in the week or month on ideas, and a total for the entire
period.

|deas Created The number of ideas created in the week or month, and a total for the entire period.

Knowledge Base Articles ~ The number of knowledge base articles created in the week or month, and a total for the entire

period.
Links The number of links added in the week or month, and a total for the entire period.
Photos The number of photos uploaded in the week or month, and a total for the entire period.
Polls The number of polls created in the week or month, and a total for the entire period.
Questions Answered The number of answers to forum questions added in the week or month, and a total for the

entire period

Questions Created The number of questions created in the week or month, and a total for the entire period.
Tasks Created The number of tasks created in the week or month, and a total for the entire period
Videos The number of videos created in the week or month, and a total for the entire period.
Wiki Pages The number of wiki pages created in the week or month, and a total for the entire period.
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7.8.2 Content ranking

This reports shows all content items that have been ranked. You can use this report to find out which content
items are most popular based on ranking and which items are least favourable. Items that receive no rating
might need to be featured more prominently or reconsidered for its relevance within the group. Please refer to
the following table for a list of content ranking items.

Content ranking details

Row item Description

Title The title of the content item.

Location The content folder where the content item is stored.

URL Direct URL to the ranked content item.

Content Type The type of content (for ewxample: wiki page, blog post, link, video, document, knowledge base article).
Views The number of views for the content item.

Likes The number of likes for the content item.

Rating The average rating (between 0 and 5 stars).

Downloads The number of times the content was downloaded.

7.8.3 Content views by week or month

This report shows the number of views per week or month for all content types. You can use this report to
determine most popular to least popular content types. Please refer to the following table for a list of activities.

Content views by week or month details

Row item Description
Blogs The number of views of blogs for the indicated week or month, and total number for the entire
period.
Discussions The number of views of discussions for the indicated week or month, and total number for the
entire period.
Documents The number of views of documents for the indicated week or month, and total number for the
entire period.
Ideas The number of views of ideas for the indicated week or month, and total number for the entire
period.
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Row item

Description

Knowledge Base Articles

The number of views of knowledge base articles for the indicated week or month, and total
number for the entire period.

Links

The number of views of links for the indicated week or month, and total number for the entire
period.

Overview Pages

The number of views of overview pages for the indicated week or month, and total number for
the entire period.

Photos The number of views of photos for the indicated week or month, and total number for the
entire period.

Questions The number of views of questions for the indicated week or month, and total number for the
entire period.

Videos The number of views of videos for the indicated week or month, and total number for the entire
period.

Wiki Pages The views of wiki pages for the indicated week or month, and total number for the entire

period.

7.8.4 Contribution by object week or month

This report shows the cumulative activity count by week or month in SAP Jam for the selected time period. You
can determine which content type generated the most participation to the least participation in a group. Please
refer to the following table for a list of content types.

Contribution by object by week or month details

Row item Description

Blogs The activity count in blogs for the indicated week or month, and a total for the entire period.

Comments The activity count in comments for the indicated week or month, and a total for the entire period.

Discussions The activity count in discussions for the indicated week or month, and a total for the entire
period.

Documents The activity count in documents for the indicated week or month, and a total for the entire period.

Ideas The activity count in ideas for the indicated week or month, and a total for the entire period.

Questions The activity count in questions for the indicated week or month, and a total for the entire period.

Knowledge Base Arti-
cles

The activity count in knowledge base articles for the indicated week or month, and a total for the
entire period.
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Row item

Description

Links

The activity count in links for the indicated week or month, and a total for the entire period.

Overview Pages

The activity count in overview pages for the indicated week or month, and a total for the entire

period.
Photos The activity count in photos for the indicated week or month, and a total for the entire period.
Polls The activity count in polls for the indicated week or month, and a total for the entire period.
Poll Votes The activity count in poll votes for the indicated week or month, and a total for the entire period.
Tasks The activity count in tasks for the indicated week or month, and a total for the entire period.
Events The activity count in events for the indicated week or month, and a total for the entire period.
Tags The activity count in tags for the indicated week or month, and a total for the entire period.
Videos The activity count in videos for the indicated week or month, and a total for the entire period.
Wikis The activity count in wikis for the indicated week or month, and a total for the entire period.

7.8.5 Group member activity

This report lists total counts of user activity for a group. Please refer to the following table for a list of activities.

Activities can include interaction such as: content creation and updates; forum topic (questions, ideas, and
discussions) creation, updates, and marked best answers; folder creation and updates; knowledge base article
creation and updates; event creation and updates; custom event category creation and updates; task creation
and updates; comments, replies, and sharing of feed updates; views, moving, and copying of content items;
video playback; group export; group avatar updates; overview page creation and updates; link clicks.

i Note

Only the Users, Select Report, and Group options remain after this type of report is selected.

Group member activity details

Row item Description
Group ID The unique number identifier for the group within SAP Jam.
Group Name The name of the group.
i Note
Non-Public groups will not show the group name unless Include Private Group Details is enabled
in the Features tab of the SAP Jam Administration console.
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Row item

Description

Group Type The group type can be "Private", "Private Folder", "Cross Community", or "Public".
User ID The user's ID. If you are not using SuccessFactors Platform, this entry will be blank.
User Email The user's email address.

User First The user's first name.

User Last The user's last name.

User Status

The user's status (e.g., Active, Pending Approval).

Number of Activi-
ties in the last 30
days

The total number of the user's activities in the last 30 days for the specified group.

Date of Last post

The date and time of the user's last activity.

Total number of Ac-

tivities

A total number of the user's activities since joining the group.

Group Admin

Indicates whether a user is also a group administrator.

7.8.6 Group member list

This report lists all the group members for a group. Please refer to the following table for a list of group member

details.

Group member list details

Row item

Description

Email Address

The email address of the member.

First Name The first name of the member.

Last Name The last name of the member.

Status Admin, Member, Invited, and Alumni indicates the current member status.
Joined The date and time that the member joined the group.

Last Invited The date of the last invitation sent to the member.

Added By The name of the member who added this particular member to the group.

Invited Reminders

The number of invitation reminders sent to the member.

Following

Yes or No to indicate whether the member has opted to follow group updates.

Email Frequency

Immediately, Daily, Weekly, or No Emails can be indicated as the level of requested email frequency.
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i Note

If the administrator disables the Allow User Level Reporting option in the Admin console, group
administrators cannot view this report.

7.8.7 ldeas

This report displays all the ideas created by group members. Please refer to the following table for a list of idea

attributes.

|deas details

Row item Description

Idea Title The title of the idea.

Idea Content

The details of the idea from the content entry text box.

URL Direct URL for the idea.

Vote Up The number of votes in favor of the idea.

Vote Down The number of votes against the idea.

|dea Status The status of the idea (e.g., Submitted, Approved)

Created Time

When the idea was created.

Created By

The user who created the idea.

Last Update Time

When the idea was last updated.

7.8.8 Tasks

This report lists all group member tasks for a specified task creation date range. Please refer to the following

table for a list of task details.

Task details

Section Row item Description

Task Task ID Unique identifier for the task.

Task Task Title The name of the task that's entered when adding a task.

Task Task Descrip- A description of a task.

tion
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Section Row item Description

Task URL Direct URL for the task.

Task Due Date The date when the task is due for completion.

Task Priority Low, medium, or high.

Task Tags A hashtag for the task.

Task Status The overall status of the entire task: Open, In Progress, or Completed.

Task Number of Fol-  The number of group members indicated as task followers.
lowers

Task Number of As-  The number of group members assigned to the task.
signees

Task Created Time The time the task was created.

Task Last Updated The time the task was last updated.
Time

Task Created By The group member who created the task.

Assignees Assignee Name The name of the group member that the task is assigned to.

Assignees Assignee ID The unique identifier of the assignee.

Assignees Assignee Email  The email address of the assignee.

Assignees Assignee Status The status of the task for the assignee: Open, In Progress, or Completed.

Followers Follower Name  The name of the task follower.

Followers Follower ID The unique identifier of the task follower.

Followers Follower Email ~ The email address of the task follower.

i Note

If "Allow User Level Reporting / Dashboard" is not enabled by the administrator under the Feature
Management options in the SAP Jam Admin console, the Created By, Assignee Name, Assignee Status
and Follower Name will not appear in the report.

i Note

Assignees and followers are not listed when there are more than 100 people assigned to a given task.
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7.8.9 Terms of use

This report lists which user have accepted the terms of use agreements. Please refer to the following table for a

list of user details.

Terms of use details

Row item Description
First Name The first name of the user.
Last Name The last name of the user.

Email Address

The email address of the user.

User ID

The user's ID number. If not set up in SuccessFactors Platform, this entry will be blank.

Accepted Time

The timestamp for when the user accepted the agreement.

Version

The version number for the Terms of Use accepted by the user. Versions are incrementally numbered
as they are added.

7.8.10 User page views by week or month

This report displays each user with total counts of content items viewed for each week or month in the time
period, and a total count for the entire time period. Only users who have viewed at least one item within the
requested time frame are listed.

User page views by week or month details

Row item

Description

User ID

The user's ID number.

Email Address

The user's email address.

First Name

The user's first name.

Last Name

The user's last name.

Group Member

Yes or No to indicate whether the user is a group member.

(time period) The total number of content views by the user in each week/month in the specified period.
Total The total number of content views by the user in the entire specified period.
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7.8.11 Purged content report

This report displays purged items for all content types by user. It lists the name of the group, requested time

frame, title of the item, content type, folder location, when it was purged and the name of the user who purged

the item.

Purged content for up to three month time span

Row item Description
Title The name of the purged item.
Content Type Content types include forum topics (Questions, Ideas, Discussions), overview pages, wiki pages, blog

posts, documents, photos, videos.

i Note

Deleted folders are not included as a content type and do not appear in this report.

Folder The folder name.

Purged at The date of the purge.

Purged by The first and last name of the user who purged the item.
(Date Range) Listed at the top of the report; time span for purged items

7.9 Dashboard

The success of a group can be in part based on the interaction levels of its group members. Access to
immediate statistics on which group members are most active, what they are most engaged with, which
content items received the most attention, and which items and members are the least engaging or engaged
can help determine what the next steps are for improvement or merit. Group administrators can now click
Dashboard on the group left side menu to view a usage dashboard that displays details for various activities
within a group, from the previous four weeks to the previous 12 months.

i Note

* Alumni are excluded from Current Members, Current Email Subscribers, Most Engaged Members, and
Most Engaging ltems on the dashboard.

Before you work with the statistics and data that displays on your group dashboard, you'll need to select the
time frames for the data.
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To run your group dashboard

1. Onthe left side navigation for your group, click Dashboard.

2. When starting up the Dashboard for the first time,you may see a message stating that it's preparing to
initialize. You can navigate away from the page and return to it later. Subsequent dashboard displays for
your group will take less time to generate.

3. Once the dashboard is ready, and you happen to be on the same Dashboard page, click the Click here to
reload link. Otherwise if you're navigating back from another page, just click Dashboard from the left side
navigation.

4. Once the dashboard displays, you can refine the time frame for the data. On the Dashboard time frame
drop-down menu, choose from:

* Last4 weeks

* Last 3 months
* Last 6 months
* Last12 months

All tiles in the dashboard will immediately update to reflect the new data. When you navigate away from the
page and then return to the Dashboard, it will show the data for the default time frame of 4 weeks.

i Note

The time frame does not apply to the pie charts displayed within the detailed Membership graph.

i Note

For performance reasons, each group dashboard updates once every 24 hours.

To refresh the time frame on the group dashboard

1. Onthe Dashboard time frame section, select a time frame. The dashboard will be updated shortly.

Printer-friendly page view

You can click Print to generate a print preview version of the dashboard. The dashboard can be printed in
landscape or portrait formats. Individual graphs in their entirety exist on their own pages without getting cut
off.

Download dashboard data

You can click Download beside the Print action to download a spreadsheet entitled "Group Dashboard.xsls". It
contains multiple tabs of data for collaboration score, membership, most engaging items, and most engaged
members data. In the downloaded file, you can see up to 200 most engaging items and 200 most engaged
members.
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7.9.1 Collaboration score tile

The collaboration score tile displays various scores averaged over the time frame selected.

Score Email Subscribers

Assess the overall
group health using
the score, which is
the sum of 3 equal
categories

# of members who
subscribe to email
notifications

Engaged Members

Followers # of members who

view, comment, like,
upload content, vote,
post, or reply in the
group feed.

# of members who
follow the group

Overall score

On the Overall tab, the overall score is visualized as a dial which is made up of three equal segments: follower
score, email subscribers score, and engaged users score. Based on the historical time frame selected, a score
is awarded to each individual category, and summarized in the table on the right.

Each category score is a value between 0 and 33.3, rounded to the nearest 0.1. The overall score is a value
between 0 and 100, rounded to the nearest 1, and is the sum of the three category scores. An overall score
rating is assigned based on the following: Fair (< 50 points), Good (>=50 and <70 points), Excellent (>=70
and <100), Perfect (100). The value change and percent change in score compared to the previous period also
displays under the dial, where applicable.

To view a category for more details, click the category on the dial or click the category tab. You can also click
View Details at the bottom of the tile to view the line graphs that visually represent the scores over time. See
Collaboration score graph [page 132] for more details.

i Note

If the time frame selected covers a period prior to November, 2015 see Known limitations [page 135] .
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Followers score

On the Followers tab, the followers score is based on the percentage of members who followed the group to
receive regular updates in their home feed. It is computed as the average number of followers divided by the
average number of members for the selected time frame, multiplied by 33.3.

A followers score is a value between O and 33.3, rounded to the nearest 0.1 It is assigned a rating based on the
following: Fair (< 50% or 16.7 points), Good (>=50% or 16.7 points and <70% or 23.3 points), Excellent (>=70%
or 23.3 points), or Perfect (100% or 33.3 points). Tips are offered to help an administrator improve the score.

Email subscribers score

On the Email subscribers tab, the email subscribers score is based on the percentage of members who
subscribed to either immediate, daily, or weekly group email notifications. It is the average number of
subscribers divided by the average number of members for the selected time frame, multiplied by 33.3.

An email subscribers score is a value between 0 and 33.3, rounded to the nearest 0.1 It is assigned a rating
(Fair, Good, Excellent, Perfect) based on similar criteria as the follower score. Tips are offered to help an
administrator improve the score.

i Note

If the time frame selected covers a period prior to May 29, 2016, see Known limitations [page 135].

Engaged users score

Engaged users score is awarded based on how much users interact with content in a group. It is computed as
the average number of engaged users divided by the average number of members for the selected time frame,
multiplied by 33.3. See Content and activities [page 134] for a list of activities that contribute to the score.

The score is a number between 0 and 33.3, rounded to the nearest O.1.

i Note

In a public group, anyone can engage without becoming a member. Although it is possible to have more
engaged users than members, the engaged users score is capped at 33.3.

The score is assigned a rating (i.e., Fair, Good, Excellent, Perfect) based on similar criteria as the followers
score. Specific recommendations are offered to help an administrator improve the score.
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7.9.2 Membership tile

The membership tile displays the average count of members, followers, email subscribers, and engaged users
for a selected time frame. "Active" refers to any user who has logged into SAP Jam at least once since the
company's instance of SAP Jam was created.

* Members: average number of active group members.

* Followers: average number of active group members who follow a group to receive regular updates in their
home feed.

* Email subscribers: average number of active group members who subscribe to immediate, daily, or weekly
group email notifications; members who do not specify a preference inherit the group setting by default.

* Engaged users: average number of active group members who interact with content in the group.

Click the View Details link at the bottom of the tile to view line graphs and pie charts that visually represent the
metrics. See Membership graph [page 132] for more information.

i Note

The time frame period prior to the group creation is not included in calculation for averages. For example,
if today's date is December 31, 2018, and the group was created on October 1, 2018, you could view an
average count for the last three months. However, if you wanted to see an average for the last six months
(as in, starting July 1, 2018), as no data would be available for July 1, 2018 through September 30, 2018,
the average for the last 6 months would ignore the first 3 months of that 6 month period. That means the 3
month average for October 1, 2018 to December 31, 2018 would display.

7.9.3 Most engaged items tile

This tile displays a list of the top three most engaged items in the group, ranked by the total number of
activities performed on them in a selected time frame.

Each item is assigned a value, which is the sum of views, comments, votes, likes, and uploads received from all
members. Click View Details to see the full leaderboard. See Most engaged items leaderboard [page 133] for
more information.

7.9.4 Most engaged members tile

This tile displays a list of the top three most engaged members in the group, ranked by the total number of
activities they performed in the selected time frame.

Each member is assigned a value, which is the sum of views, comments, votes, likes, and uploads they
performed on all content. Click View Details to see the full leaderboard. See Most engaged members
leaderboard [page 133] for more information.
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7.9.5 Collaboration score graph

The collaboration score graph displays group scores over the selected time frame.

It gives group administrators a quick way to identify any historical trends and take appropriate action. Scores
are calculated at the end of each week (Saturday) and plotted. Hovering over each data point allows you to
inspect the overall score for that week, and its breakdown of follower score, email subscribers score, and
engaged users score.

Group administrators can choose to view the last 4 weeks, last 3 months, last 6 months, and last 12 months
data.

i Note
For scores prior to May 29 2016, see Known limitations [page 135].

7.9.6 Membership graph

This graph displays the count of members, followers, email subscribers, and engaged users over a selected
time frame.

Group administrators can choose to view the last 4 weeks, last 3 months, last 6 months, and last 12 months
data. The graph gives group administrators an easy way to detect any trends or changes to the measures and
take appropriate action. The values are captured at the end of each week (Saturday). Hovering over each date
allows you to take a closer look at the values.

i Note

For email subscriber count prior to May 29 2016, see Known limitations [page 135].

Current member roles pie chart

This chart shows the make-up of current members by three categories: group administrators, group members,
and external guests. Pending members are not included. The data shown is not controlled by the time frame
selected. Hover your cursor over each segment of the chart to view the numbers.

Current email notifications pie chart

This chart shows the make-up of members who currently subscribe to none, immediate, daily, and weekly
group email notifications. The data shown is not controlled by the selected time frame. Hover your cursor over
each segment of the chart to view the numbers.
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7.9.7 Most engaged items leaderboard

In the expanded Most engaged items table, the top 10 most engaged items are listed in order of total number of
activities.

Each item is assigned a value, which is the sum of views, likes, comments, and uploads the item received from
all group members in that time frame. The blue bar behind each item indicates its ranking relative to the leader,
which is always assigned a full bar. Clicking on each item takes you to the item content page.

An option to filter by content type is included so you can refine the leaderboard display. The content types that
appear in the drop-down filter depend on what content was uploaded, viewed, liked, and commented on within
the selected time frame.

You can choose to exclude group administrators so that the calculation of the top 10 most engaging items for
the selected time frame removes all group administrators' contributions.

i Note

* If the content item owner is also the group administrator, and you choose to exclude group
administrators from the calculation (see the drop-down menu on the far right side of the expanded
tile), that means that all group administrator contributions to that content item will be removed, while
everyone else's contributions will still be part of the calculation.

* Group overview page views are not factored into the calculation for most engaged items leaderboard.

7.9.8 Most engaged members leaderboard

The leaderboard shows the top 10 members ranked by the total number of activities for the time frame
selected. It only displays when the user level reporting company setting is enabled in the SAP Jam Admin
console.

Each member is assigned a value which is the sum of views, likes, comments, and uploads the member
contributed to all items in the group in that time frame. The blue bar behind each member indicates their
ranking relative to the leader, who is always depicted with a full bar. Clicking on each member takes you to the
profile page for that member.

i Note

If comments have been made by a user in another group for a content item and that same item is moved to
your group, those comments will also be moved to the comment wall for that content item in your group. As
aresult, that user from the other group will be counted as an engaged member within your group.

You can choose to exclude group administrators from the calculation of the top 10 most engaging members for
the selected time frame.

i Note

If you choose to exclude group administrators from the calculation (see the drop-down menu on the far
right side of the expanded tile), no group administrators will display in the leaderboard.
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i Note

Group overview page views are not factored into the calculation for the most engaged items leaderboard.

7.9.9 Content and activities

The dashboard provides a measurement of engagement with content as defined by a specific list of activities.

Content

Group members can engage with the following content:

* documents

* wiki pages and blog posts

* images

* audiofiles

* video files

* decision-making tools (decision, poll, pro/con table, and ranking)
* planning tools (agenda, timeline)

¢ forums topics (questions, ideas, and discussions)
* events

* tasks

* extension tools (e.g., OpenSocial gadgets)

* business records

* knowledge base articles

Activities that contribute to scores

The following activities, which can be performed via the web application, SAP Jam mobile, or API, count
towards the engaged users score:

* View content in a dialog box or single item view.

* View knowledge base articles.

* Postanew comment on content or knowledge base article.

* Reply to an existing comment.

* Like content, conversation, knowledge base articles, or annotations.

* Vote in poll, within the single item view or in the feed.

* Create new content or edit existing content.

* Update existing or upload a new document, video, knowledge base article, or image.
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* Annotate a document.

* Post anew group wall comment, reply to an existing group wall conversation, or like any part of a group wall
conversation.

Activities that are not included in scores

The following are examples of activities that do not contribute to an individual or group score:

* Browse "Feed Updates" section of group.

¢ View a list of inbox notifications that are sent from the group.
* View a conversation snippet in an Inbox conversation.

* View email notifications.

* View group overview pages.

7.9.10 Known limitations

The following notes provide details on the limitations for the Dashboard.

Unavailable historical values

Note 1: The number of email subscribers prior to May 29, 2016 is not captured by the system. If you select a
time frame that is earlier than this date, then:

* the count of email subscribers is not plotted on the membership graph prior to this date.

* the email subscriber score is assumed to be zero prior to this date; this causes the overall score to be lower
than expected, because the calculation takes the zero score into account. For example, if on August 6th
2016, you select the last 6 months of data to display in the dashboard, then the email subscriber score will
factor in zeroes for all of March, April, and up until May 28th, 2016 into its calculation.

* average count of email subscribers is computed based only on data that's available after this date, and
may skew the score as a higher or lower value. For example, if in the 2 weeks leading up to May 28th 2016
the number of email subscribers was 90, and in the 2 weeks following May 28th 2016 the number of email
subscribers dropped to 70, the average for the 4-week period is 70 instead of 80.

Note 2: The number of members and followers prior to November 2015 are not captured by the system. When
you select a time frame that is earlier than this date, the dashboard will display values and calculate scores
after this date.

Auto groups (now deprecated)

* The Collaboration score graph is unavailable.
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* The Membership tile displays current values and is not affected by the selected time frame.

¢ The Collaboration score tile displays scores which are computed based on current values. For example,
the follower score is computed as the current number of group followers divided by the current number of
group members multiplied by 33.3.

* For auto groups that are converted to regular groups (due to auto groups feature deprecation), SAP Jam
begins tracking weekly membership data after conversion. This means that the group historical graph will
be empty as auto groups did not have the ability to capture historical values.

710 Export a group

Company administrators can maximize the storage space in their SAP Jam instance by exporting less
frequently used groups. The export feature preserves the state of the group at export time, thereby allowing
companies to remain compliant with various rules and laws concerning data retention.

This feature is only available to company administrators via the Group Admin > Export Group menu within each
group. To enable this option in Group Admin menus, the company administrator must first enable Content
Administration mode under Compliance and Security, which ensures that such activity is thoroughly monitored
and reported in the activity logs.

Export Group

All contents and associated member details are being
exported. Please be patient; this may take some time.

Cancel

Exporting...

Export group dialog

The file that gets generated when a group is exported is ZIP64 format, a 64-bit file type, and can be unzipped
by the following tools:

* For Windows OS: Winzip, winrar, and 7-zip
* For Mac OS: The Unarchiver, available in the Apple app store

For Win7 customers the default unzip that ships with the operating system should work, but for Mac OS X
users, the default unzip utility in the operating system does not work with ZIP64 files.

Groups are exported in a ZIP64 file format to support exporting large files, larger than 4 GB total
uncompressed, and to support Unicode filename.
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711 Export group member list

You can export a group member list from a group to sort and filter data in an external program.

To export a group member list in a csv file

1. Below the group avatar on the group overview page, click the number of members hyperlink to open the
member list page.

2. Click Download .csv. When you open the csv file, you will see the member list with the following data: email
address, first name, last name, status, join date, last invited date, number of invite reminders, yes or no to
following, email frequency, and yes or no for external participant.

712 Delete a group

Group administrators can delete groups when they no longer serve a purpose, are redundant, etc.

i Note

Company administrators can also delete groups from the groups management listing in the Admin console.

To delete a group

1. Go to the group you want to delete.
2. Access the Group Admin [page 7] menu and choose Delete Group.
3. The Delete Confirmation window appears. Click Confirm. A deletion confirmation message appears.

The Group will be placed in your Trash items. To restore the group from your Trash, see Restore a group from
your trash [page 137].

When deleting a group that has associated sub groups, a confirmation message informs you that the main
group and its sub groups will be deleted.

i Note

Company administrators can restore deleted groups from your trash as long as you haven't purged the
group yet. For more information see Access the trash of a group member to restore a deleted group in the
SAP Jam Collaboration Administrator guide.

713 Restore a group from your trash

There may be an incident where you delete a group by accident. Or, you have deleted the group by request, but
the requestor has changed their mind and requires the group again. To restore a deleted group that has not yet
been purged, you can retrieve the group from your Trash.
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i Note

Do not click Purge Items unless you want to permanently remove your deleted items. Once the items are
purged, they cannot be retrieved.

To restore a group

1. Ontheicon toolbar on the top right of any page, click the Settings icon and select Account. The Account
Settings page appears.

2. To see alist of your deleted items, select Trash.

3. Toretrieve the group you deleted, click the box in front of the group's name.

4. Click Restore Items. The group and its content will be retrieved from your Trash.

i Note

Company administrators can restore deleted groups from your trash as long as you haven't purged the
group yet. For more information see Access the trash of a group member to restore a deleted group in the
SAP Jam Collaboration Administrator guide.

714 Add custom event categories

As a group administrator, you can now add up to five custom event categories that define the events that your
group participates in. You can also modify and delete the custom event categories. Custom event categories
can be exported to the calendar file extension format .ics so that it can be opened in applications such as
Microsoft Outlook and Google Calendar.

Add a custom event category

To add a new custom category

From the group navigation, click Events.
On the color wand to the right of the calendar view, click << to expand the wand.
Click + Add category.

AW

A custom category entry text box appears. You can choose from one of seven colors in the drop-down
menu or accept the default color, and then enter a category name. Press Enter to save the name.
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» Filter by category
Brainstorm
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Meeting

Milestone

o000

Other

Social
@ Training

Webinar

@ Uncategorized

@ Tasks
® Polis
QO Away Alert

= W

®

Select: All | None

Event custom categories

If you need to make a name change, all new feed events will display the new category name. You can delete
a custom category by clicking the Trash icon beside the category name.

When designing a group overview page with Event widgets, the custom categories will also display in the
Category drop-down list when configuring the widget.

715 Mirrored content

As a group administrator, you can mirror content from your group to a home page repository.

Please refer to the Manage mirrored copies topic in the SAP Jam Collaboration User Guide for more
information on what mirrors are and working with mirrored content.

To mirror a content item from a group to a home page repository

Go to the item you want to mirror and select the Mirror action from the dropdown.

Click + Mirror from the Mirror To dialog.

Choose the Home Page Content tab and select the company or admin area you want to mirror to.
Choose the repository folder then click Select Folder.

o bk~ wnh e

If you need to change the mirror permissions, click Options on the Mirror To dialog. Mirror permissions can
be set for each content item.
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Important Disclaimers and Legal Information

Hyperlinks

Some links are classified by an icon and/or a mouseover text. These links provide additional information.
About the icons:

®  Links with the icon o : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly stated otherwise in your
agreements with SAP) to this:
®  The content of the linked-to site is not SAP documentation. You may not infer any product claims against SAP based on this information.
®  SAPdoes not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness. SAP shall not be liable for any
damages caused by the use of such content unless damages have been caused by SAP's gross negligence or willful misconduct.
L]

Links with the icon ’h": You are leaving the documentation for that particular SAP product or service and are entering an SAP-hosted Web site. By using
such links, you agree that (unless expressly stated otherwise in your agreements with SAP) you may not infer any product claims against SAP based on this
information.

Videos Hosted on External Platforms

Some videos may point to third-party video hosting platforms. SAP cannot guarantee the future availability of videos stored on these platforms. Furthermore, any
advertisements or other content hosted on these platforms (for example, suggested videos or by navigating to other videos hosted on the same site), are not within
the control or responsibility of SAP.

Beta and Other Experimental Features

Experimental features are not part of the officially delivered scope that SAP guarantees for future releases. This means that experimental features may be changed by
SAP at any time for any reason without notice. Experimental features are not for productive use. You may not demonstrate, test, examine, evaluate or otherwise use
the experimental features in a live operating environment or with data that has not been sufficiently backed up.

The purpose of experimental features is to get feedback early on, allowing customers and partners to influence the future product accordingly. By providing your
feedback (e.g. in the SAP Community), you accept that intellectual property rights of the contributions or derivative works shall remain the exclusive property of SAP.

Example Code

Any software coding and/or code snippets are examples. They are not for productive use. The example code is only intended to better explain and visualize the syntax
and phrasing rules. SAP does not warrant the correctness and completeness of the example code. SAP shall not be liable for errors or damages caused by the use of
example code unless damages have been caused by SAP's gross negligence or willful misconduct.

Bias-Free Language

SAP supports a culture of diversity and inclusion. Whenever possible, we use unbiased language in our documentation to refer to people of all cultures, ethnicities,
genders, and abilities.
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