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Relative vs Absolute Links Endorsed

Within Claromentis, there are many ways within Intranet applications or components on pages to specify URL destinations that will be opened when the
user clicks them.

For example, custom URLs are entered when creating:
- Buttons to place on Pages

- Items in the Main menu or Application List

- Bookmarks to external websites or content

- Links under 'Company Links'

- Custom content using the 'link’ feature in CK Editor for News, Blog, KB or the text component on Pages.

Relative vs Absolute Links

It is important when entering URL destinations to consider the location at which the content it opens is stored, because this affects how we should best
specify its URL in the application or component.

Two types of links exist: relative (shortened URL) and absolute (full URL pathway)

Relative links should be used when specifying a destination within the Intranet. e.g. an application, an Intranet page, a file in the documents application,
a form in Infocapture, etc

e.g. Remove the domain name from the URL and only specify the path that remains.
https://hannah102-demo.myintranet.com/pages/company becomes just /pages/company and this is what should be used.
Repeat for other applications or content within the Intranet, and remove everything before the path.
/knowledgebase/articles/49/how-to-request-a-leave-of-absence would open this article

/forms/bugtracker/add would open a new ticket submission in the bug tracker form

Absolute links should be used when specifying a destination outside the Intranet. e.g. a company website, YouTube video, other websites or services
your employees use, etc

e.g. The full URL shown in the browser when the content is open, or the full link has been copied from the original website through sharing can be used.
https://www.youtube.com/watch?v=dQw4w9WgXcQ to open a YouTube video

https://www.linkedin.com/feed/ to open your Linkedin feed
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https://live.easygenerator.com/#/home to open the tool used to create eLearning

Why does this matter?

For content within the Intranet specifically, it's necessary to use the relative link to specify its location.
The relative link does not include the domain name of your site, e.g. the part that specifies www.oursite.com.

Otherwise, if the absolute URL has been used in links to Intranet contentand the domain name of your site changes, the links will break because the
site's previous domain name will remain specified in them.

It is not possible to capture URLs entered across the site and update them to include the new domain name automatically; instead, rectifying this would
be a manual undertaking by your administrators.

What can we do?

To safeguard your site from potential link breakage if the domain name is changed and to prevent the manual work required to rectify this if it did occur,
share this guide with all administrators and content creators.

This ensures your administrators and content creators:
1. Are aware of the difference between the link types
2. Understand which type to use when linking to content that is stored within vs outside the Intranet

3. Can apply this advice when they create links to content across applications and components

It's possible that this will not be a perfect process, and some links may be missed and specify the absolute URL for content within the Intranet when the
relative URL should be used.

This is not a major issue because broken links can be rectified manually, but we want to reduce the potential number of broken links by preventing them
from being created incorrectly in the first place.

Subsequently, best practice is for all administrators and content creators to understand the link types as soon as they take on the Intranet management
responsibility and begin creating in the intranet.

Examples

Relative URL

| want to link to an Intranet page in my site's main menu.

Pages content is within the Intranet, so | should use the relative URL when linking it in applications or components.

Subsequently, | will find the absolute URL of my page...

https://hannah102-demo.myintranet.com/pages/compliance
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...and | turn it into the relative:



/pages/compliance

This is the URL | use in my menu item:

e Menu list > Edit menu > Add menu item

Item title* Compliance

ltem URL [pages/compliance

ltem description

Order index After 'Company’ v

© Visible
O [ Open in new tab

CSSclass

Cloromenhs Q_ What are you looking for? [ 1452 @ ¥ QO ©

Home Company v Department v Dashboards v E-Form Examples v Learning Projects Book a Demo

©  Menulist > Edit menu o ©

@ Edit menu properties i= Edit menu items ﬂ Edit permissions

+ Add menu item

G2 Home
D Company
GD General Info
G2 Corporate Event

GD New Hire Hub

G2 Compliance

S Bl ENE T
cflele € ¢ ¢ €

G Department

| have now safeguarded this link from breaking if my site's domain name changes, as the relative part always remains the same.

Repeat this process for other content that you want to link, and this is stored within the Intranet. e.g. News articles, applications, forms, files in the
documents application, user profiles etc.

Absolute URL

In my KB article, | want to link to a Google Drive file within the text.

Google Drive content is stored outside of the Intranet, so | should use the absolute URL when linking it in applications or components.
| find the URL for the content in Google Drive and copy this:

https://docs.google.com/document/d/1dzJ_xmpRLFLAXux211xxxxxxxxx9/edit?usp=drive_1link



| then create a link in the KB article body by highlighting the words | want to make a link and clicking the CK Editor link icon...

Rsource @ @ @ B3 B 6B B « Qb @ =
BIUSMXx| L =:=/=:®x»% B
L CEBRMEO Q=@

Styles - ‘ Normal - l Font - | FontSize ~| A~
...next paste the full URL into the appropriate field:
Q wss o B 0 (@
Description Rswce B R @ B ¥XDHh EE @ « Q by e |~
B I US x, x* I ;= := EH ,’m‘“-'zﬂ'EEE
Link x

= OEERE

LinkInfo || Target || Upload | Advanced

Styles ~ || Normal  ~|| Font
Training is an important part of en| Display Text nd knowledge, which can
improve their performance and mg | here help employees stay up-to-
date on the latest trends and techl |, Type
URL v
There are many different types of types of training include:
Protocol URL
+ On-the-job training: This tyll nttpss# | docs.google.com/documentid/1dz)_xmpRLFLc Janother experienced
employee.
| « Classroom training: This ty, ﬂ
= E-learning: This type of trai ing management
system.
More information here. ‘ Cancal ﬁ 4
Promotions
Promotions are a way to recognize and reward employees for their hard work and accomplishments. They can also be a

Saving this and the article, the link | have created will successfully open the absolute URL and the file in Google Drive.
This link is not affected by my site's domain name changing, as the content is hosted elsewhere.

Repeat this process in other applications or components where links can be created, and ensure the full pathway is specified for content stored outside
the Intranet.
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