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Knowledge Base: Front-end overview

This guide will detail all the options and actions that can be performed by users on the front end of the Knowledge Base (Applications > Knowledge Base)

List of articles

- Browsing

In the centre of the screen will be a list of all articles the user has permission to view.

On the left are the categories the user can see; clicking on these will change the main list to articles within that category.
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Wellbeing and Wellness in the Workplace Following

Wellbeing Wellbeing is a state of physical, mental, and social well-being. It is a positive
state that enables people to realize their full potential, cope with the normal stresses of
life, and work productivel...

® 0 comments « Last modified on 16 October 2023 in Human Resource

How to Request a Leave of Absence

To request a leave of absence, please complete the following steps: Go to the HR website
and log in to your account. Click on the "Leave of Absence" link. Select the type of leave
you are requesting. Complete t...

® 0 comments + Last modified on 16 October 2023 in Human Resource

How to do remote performance reviews using your intranet

Annual performance reviews have been slowly falling out of favour, with just 54% of
companies using them in 2019 according to one study. And as we adapt to new ways of
working, now might be the time to retire t...

Last modified on 7 September 2021 in Intranet Advice

How to use Discuss to boost collaboration in your teams

Cc from afar the best collaborative moments happen spontaneously
by the coffee machine, but given this isn't possible right now, you need to get a little
creative in how you engineer these en...

Last modified on 7 September 2021 in Intranet Advice

3 ways to use your intranet as a remote onboarding tool

Just like your intranet connects your existing teams to each other, it can help you create
an onboarding experience for your new staff too. Here are 3 ways to use your intranet to
onboard new hires remotely. Cr...

Last modified on 25 August 2021 in Intranet Advice

Content Management Guidelines

Intranets don't serve the typical content marketing goals of corporate websites, that is, to
gain new leads and provide potential prospects with business information. Intranets exist
to serve your employees and...
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- Opening articles
Clicking on an article title or comments (if enabled) will open it so the user can read.
The 'follow' button can be used, and comments can be left at the end of the article.

Recent articles posted in the same category will be listed on the right to aid further browsing.
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Wellbeing

Wellbeing is a state of physical, mental, and social well-being. It is a positive state that enables people to realize
their full potential, cope with the normal stresses of life, and work productively.

Wellness

Wellness is the process of improving one's wellbeing. Itis a journey, not a destination. There are many different
things that can contribute to wellness, such as:

« Physical health: Eating a healthy diet, getting regular exercise, and getting enough sleep.

« Mental health: Managing stress, coping with difficult emotions, and maintaining a positive outlook.

« Social health: Having strong relationships with family and friends, being involved in the community, and
feeling connected to others.

» Spiritual health: Having a sense of purpose in life, finding meaning and satisfaction in life, and connecting
with something larger than oneself.

The Benefits of Wellbeing and Wellness in the Workplace

There are many benefits to wellbeing and wellness in the workplace, such as:

o lr d productivity: Employ who are well are more productive. They are more likely to be absent from
work, they are more likely to be engaged in their work, and they are more likely to be creative and innovative.

« Reduced costs: Wellbeing and wellness programs can help to reduce costs associated with healthcare,
absenteeism, and turnover.

» Improved morale: Employees who feel well about themselves and their work are more likely to have a positive
attitude and be engaged in their work.

+ Increased employee satisfaction: Employees who feel well about themselves and their work are more likely to
be satisfied with their jobs.

« Stronger company culture: A focus on wellbeing and wellness can help to create a stronger company culture,
one that is based on trust, respect, and collaboration.

How to Promote Wellbeing and Wellness in the Workplace
There are many things that employers can do to promote wellbeing and wellness in the workplace, such as:

« Offer health insurance that covers preventive care and mental health services.

« Provide on-site fitness facilities and offer gym memberships.

« Offer healthy food options in the cafeteria or vending machines.

+ Encourage employees to take breaks throughout the day and to get up and move around.
« Offer stress management programs and training.

» Provide resources for employees who are struggling with mental health issues.

« Create a positive work environment that is supportive and inclusive.

By taking these steps, employers can help to create a workplace that is conducive to wellbeing and wellness. This
can lead to improved productivity, reduced costs, and increased employee satisfaction.
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- Like & comment
Each article will have a thumbs up icon for users to click to show they like it.

Underneath this is a comment box where they can leave a post, which the article creator will be notified about.



- Share

The share button generates an in-system message and a recipient can be chosen.

Share

Share with () * Browse

Subject * Claromentis - Wellbeing and Wellness in the Workplace

Message * https://hannahkd-
demo.myintranet.com/knowledgebase/articles/47/wellbeing-and-wellness-
in-the-workplace

Send via email

- Download to PDF
This button will download the article being viewed to a PDF.

All hyperlinks are retained in the downloaded file.
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Wellbeing

Wellbeing is a state of physical, mental, and social well-being. It is a positive state that enables people to realize

Searching articles

- Filters
On the landing page of the Knowledge Base, there are more filters and sorting options to apply to the articles that are listed.
The 'subscription’ checkbox can be used to only show articles from subscribed categories.

‘Most recent' is the default sorting, but users can change this to 'A-Z' or 'Most popular' based on their preference or needs.
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Users can enter keywords into the search on the top right to return relevant articles.
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E A Summary It is almost certainly a condition of your insurance policy that you notify your insurers as soon as possible after an
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There is also an advanced search pop-up for more detailed searching.

Advanced Search
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Keywords
Category All Categories

Type Articles & Questions

- Tag cloud

Clicking on a word will show all relevant articles. The tag cloud is created by KB article creators attributing tags across content.
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Questions tab

Questions is an optional feature within the Knowledge Base.

If this is enabled, the tab will appear on the front end of the application.

Users can browse questions and add their own (if they have permissions)
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In the 'Articles’ tab, Questions will also show on the right-hand side:
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Add new article

This button will only appear to users who have been given the appropriate permission to create articles to at least one category or the ability to ask a
guestion by administrators on the admin side.

Clicking this, the system will prompt the user with what they wish to create (if questions are enabled, this option will appear)

See our guides for more information - creating a new KB article, Questions.

Add to Knowledgebase

Article Question
Add an article about something Ask a question about
something

Create an Article
Ask a Question

Draft articles area

If any draft articles have been submitted for approval, they will appear here.

An approval process is required to be set up in a category for this to work, as outlinedhere.
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Infocapture is designed to help business of all sizes and capabilities to improve their Tags
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3-dot menu

Extra options appear under the 3-dot menu:
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e Manage articles area: This will list all articles a user has 'edit' permission for per category. Allows responsible users to oversee all articles, rather

than relying on administrators to do so from the admin side.

Manage questions: Will only appear to those with '"Manage questions' permission per category. Questions can be edited or removed.
Manage categories: Will only appear to application administrators of KB; it leads to theadmin side. Applications > Admin > KB
Knowledge Base admin: Will only appear to application administrators of KB.
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