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AZA will be switching to a new library update which has a newer interface and is more user friendly.
The files within the library are unaltered, only the display has been upgraded.

How do | use the AZA Network Library?
1. Login to AZA Network and search for the community you are interested in. This update allows you to

interact with the documents by downloading, commenting, liking, posting descriptions, and attaching
related links.
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Organization of the documents:

Folders

When you scroll further down, you see the folders and whole list of the documents. There is the main folder in
the community and then subfolders can be created to organize the documents. To delete and add folder,
please see the admin section below (8).
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Different ways to view the documents:

Card Carousel:

The first feature you will notice is the Card Carousel. This feature allows you a quick way to scroll through the
documents in the library. You can see how many views and downloads as well.
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List views: When you select the list view for the library, the documents ae formatted in a list.
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Card View: Displays the documents in card, similar to the card carousel.
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Document Detail: When you select a document in any view, a side bar will appear, giving you specific
document details (Description, view amounts, download amounts, comments, related links, likes)
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The Ellipsis allows you to perform the following actions:

o8 Ll 1]
View Entry Page View Entry Page
Edit Edit
wm Pin Pin
Copy Permalink Copy Permalink
Unfollow Follow
Delete Delete
e “View Entry Page” allow you to see the document page
e “Edit” is available to the original poster of the document
¢ “Pin” places the document in the AZA Network Home page
o “Copy Permalink” can be shared with other AZA Network users. When the permalink is opened, it will
bring the user to the document or folder copied.
o “Unfollow” or “Follow” allows the user to stay up-to-date with the document

o “Delete” is only available to Admins



Type of files to upload:
Word documents:

@ Zip File:

PDF:

ﬂ Power point:

Link to documents (ex. Google Document):

@ Excel Sheet:

Multiple documents uploaded on single library

Q

entry: Video:
Image uploaded: Sound Clips:

When documents are displayed in the folders, there are options to sort the documents
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The second option is to filter by type of file, by spreadsheets or by documents.
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Uploading a new file:

To upload a new document to the library, select “Create Entry” and fill the form out with the necessary
information.

Safari in Tanzania Finally saw Aurora Borealis! Scottish Highlands Paris Trip Photos }
Posted By Calie Lillis In &l Things _. Posted By Calie Lillis in all Things ... Posted By Calie Lillls in &1 Things .. Posted By Lizzie Urban in Al Thin..
11-03-200210 7 7:20 11-03-2020 11:16 O1-04-2021 1317 10-30-2020 17:50

Mi1a0 X6k ¥ wes M1 Ei19s XK " M B2 wes et X2 K e

Wiew: E H- I
Add to a Library

Title*
Library* Membership >
Descriplion
11pt ~ Paragaph ~ B J M & i E E F 8 A~ B~ =z~ i~ x x 0
M o E L2 EE @ # L X HM
Entry Type: Select the [Select Type] W
fype of library entry you
will create *

Custom Thumbnail Select Image

Image A thumbnail will be auto-generated for your entry based on the entry type. This cusiom opfion is to select your own image to show alongside your entry.
Landscape images measuring at least 1200px x 600px are ideal.



Administrative view: (only available to community admins and super admins) When in admin view you have
different functionalities you can perform:

Moving the folders in different order
Add subfolders

Delete subfolders

Delete documents

Edit document

Edit details
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