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SharePoint Compass by Total Solutions

Thank you for purchasing SharePoint Compass by Total Solutions. The Compass navigation tool allows you to
quickly and easily enhance the navigation experience of your SharePoint environment. With a simple installation
and configuration process, you can have your new navigation ready in minutes, not hours.

SharePoint Compass by Total Solutions is a license-based, downloadable software package to be installed on
SharePoint as a web part on your intranet. It can be installed On-Premises from SharePoint 2013 forward, Online,
or on Hybrid environments, in the Classic or Modern SharePoint user interface, and it remains consistent across all
of the above-stated platforms.

Users with Page Design permissions will be allowed to install and configure SharePoint Compass by Total Solutions
to add and remove links, change text colors, background colors, add icons, etc. You can also choose whether the
navigation menu pushes other content down or sits on top of the page content.

Advanced features available in some license types allow users to use custom CSS to configure the solution above
and beyond the inherent configuration options. Additional features allow for users to choose to alter the
navigation on some sites while leaving the inherited global navigation intact, allowing for a more personalized
look-and-feel for groups or units.

After reading this guide you will be able to do the following:
Download and Install SharePoint Compass
Register SharePoint Compass
Add SharePoint Compass to your environment
Create Initial Navigation setup

Upgrading SharePoint Compass to the latest version

SharePoint Compass is brought to you by:

Total Solutions, Incorporated

1514 Washington Blvd. Suite 210
Detroit, M1 48226

Main Support Line: 1-800-626-1316

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0



S | AN

Prerequisites

In order for SharePoint Compass to function as designed, the follow ‘Prerequisites’ must be accomplished:
o Designate or create the site collection on which you plan to install Compass
o An App Catalog must be created for the site collection

o For advanced CSS functionality, the site collection must be configured to accept ‘Custom Scripts’.

Reference link to the following instructions for your SharePoint Online tenant:

Site Collection
Refer to the ‘Creating a Site Collection’ and ‘Add Compass to a Site Collection’ sections (pages XX thru XX) in this
document for detailed instructions.

App Catalog
Refer to the following TechNet article for instructions:
https://social.technet.microsoft.com/wiki/contents/articles/36933.create-app-catalog-in-sharepoint-online.aspx

User Custom Scripts - Enabled
Refer to the following TechNet article for instructions:
https://social.technet.microsoft.com/wiki/contents/articles/37533.sharepoint-online-how-to-enable-custom-

script.aspx

Keep in mind that the User Custom Scripts — Enabled step can take up to 24 hours to take effect.
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Installation
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This section outlines how to download and install SharePoint Compass onto your SharePoint environment. These
instructions assume that ‘Prerequisites’ for your SharePoint environment are in place. See Prerequisites section.

Downloading the Software Package

To begin the install process, navigate to the Total Solutions — Product page: www.totalsol.com/products

1. Locate and click the DOWNLOAD button to acquire the latest version of SharePoint Compass.

©

Download the latest version (Sl(])\Rl_l \I.){ JINT

1 DOWNLOAD
1 USER GUIDE

of SharePoint Compass
from www.totalsol.com

2. Would you like to save this file? dialog is presented for opening the Compass.app installation file.

Click Save File to initiate the software download.

Opening Compass.app

You have chosen to open:

[] Compass.app
which is: app File (1.4 MEB)
from: https://tsilicensingstorage.blob.corewindows.net

Would you like to save this file?

| Save File CL' Cancel

3. Download Successful! Compass.app installation file is saved to your system’s default download

directory.
‘\ = | Downloads
Home Share View
* u oh Cut x 7 New item ~ @ Open FH setect an
W Copy path o =3 ﬂ Easy access ~ Edit 10 Select none
Pinto Quick Copy Paste Move Copy Delete Rename New Properties ) .
access u] Paste shortcut to to - folder - £ History DD Invert selection
Clipboard Organize Open Select
<« v 4 & > ThisPC » Downloads
[ This PC ~ MNarme Date Type Size Tags
i 3D Objects D Compass.app 3/26/2019 1:08 PM APP File 1411 KB
[ Desktop
Documents
‘ Downloads
| N
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Add to App Catalog
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Once the software package has been downloaded, the Compass.app file must be added to the App Catalog for

your site collection.

1. Navigate to the site collection App Catalog. Locate and click ‘Apps for SharePoint’ on the Left

Navigation menu.

EROWSE PAGE

Recent

| Apps for SharePointl

Apps for Office Ih

App Requests

Site contents

Home

App Catalog

Getting started with your app catalog site

(s | Ca

a

[
Distribute apps for
Cffice

[
Distribute apps for
SharePoint

Manage requests for
apps

App Requests
() new item

Find an item 0

2. At the top of the Apps for SharePoint page, click Upload to upload a document from your computer.

Recent

Apps for SharePoint
Apps for Office

App Requests

Site contents

EROWSE FILES LIBRARY

Home

Apps for SharePoint o

@ New 1 upload v
All Apps Featured{"yps Unavailable Apps == Find a file 0
v D Title Mame App Version Edit Product ID

TOTAL SOLUTIONS INCORPORATED
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3. From the ‘Add a document’ dialog, click the Choose Files button and use Explorer to locate the file
you wish to upload.

BROWSE FILES LIERARY

Apps for SharePoint o

Recent @ "
Apps for SharePoint il Add a document x
Apps for Office
App Requests v Choose a file | |No files selected. atd
Site contents 4Pr ﬁAdd as a new version to existing files

B -

Version Comments

canee!

4. Locate the Compass.app installation file previously saved to your system’s default download
directory and click Open.

5. Once the document has been located and selected, click OK on the Add a document dialog to upload
the Compass.app install file.

BROWSE FILES LIERARY

Apps for SharePaint o

Recent @ )
Apps for Sharepoint - Add a document x
Apps for Office

3 Choose 2 file ” Compass.app i

App Requests

Site contents 4Pr [ add as a new version to existing files

Version Comments

| OK | ‘ Cancel |
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Eureka! The latest SharePoint Compass install has now been added to the site collection App Catalog. It can be

deployed on any available site in the site collection through SharePoint Compass Configuration.

@
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Download the latest version
of SharePoint Compass
from www.totalsol.com

BROWSE FILES LIERARY

_ Apps for SharePoint o

Recent

Apps for SharePoint
Apps for Office

App Requests

Site contents

@ New 1 Upload v
All Apps  Featured Apps  Unavailable Apps === Find a file
v D Title Name App Version Edit Product D

4 Product ID : {08287F7C-ACB3-4FAD-A403-C38761B10B95} (1)

4|D Compass Compass D.Q.ET.D'

E# {082BTF7C-ACB3-4FAD-A403-C38761B10B95)

Metal

Engl

Create a Site Collection

A new Team Site Collection (classic mode) must be created to which we will provision the Compass configuration

data. If the site collection exists already, simply add Compass to the desired site collection.

0D See Add Compass to a Site Collection for detailed instructions.

To Create a Site Collection, complete the following steps...

1. Visit the Admin Center by accessing the App Launcher (waffle) in the upper left-hand corner of your
SharePoint screen. Click the Admin link to enter the Admin Center.

®

Use the ‘waffle’ icon to
access App Launcher menu

SharePoint

Apps
E Outlook
Re ﬂ Word
Ap

& PowerPoint
Ap
Ap Q SharePoint
Sitq

m Yammer

@ Flow

All apps =

Office 365 —
for SharePoint o
‘ OneDrive
Excel 1 Upload v
u OneNote tured Apps  Unavailable Apps Find a file
ﬁ Teams MName App Version Edit Product ID
D Dynamics 365 {08287F7C-ACB3-4FAD-A403-C38761B10B95} (1)
pass  Compass e 09370 {08287F7C-ACB3-4FAD-A403-C
(M

2. Locate the Admin Center link on the Left Navigation pane. Click the Admin Centers... menu heading

to expand the menu.
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3. Click SharePoint to open the admin center for your SharePoint site collection.

Microsoft 365 admin center

Home

Users

Groups

Resources

Billing

Support

Settings

Setup

Reports

w
R
£
B
=
L
3
&
k=
@

Health

Admin centers

Exchange Cf

Teams Cf

SharePoint CF

OneDrive =F

Home & Customize your home

Search users, groups, settings or tasks

Go to setup

£ Active users >

-+ Add a user
Delete a user

Edita user

L B

Reset a password

_|_

Open SharePoint admin center in a new tab L

Office 365 Enterprise E3 setup is incomplete. Get someone to help

Personalize sign-in Add users Connect

£ Billing > ] of
Total balance: None Ins

= Sh

In trial: Buy now L %o

Q Trq

4. From the Admin Center dashboard ribbon (center of the screen), click New and select Private Site

Collection.

site collections

infopath

user profiles

bcs

term store

recorgs management

search

secure store

W

pps
sharing
settings

configure hybrid

Classic SharePoint admin center

Check out the

new SharePoint admin center

All your sites. All the latest features.

Site Collections

9

Mew | Delete Propertiey Owners Sharing _ Buy
- Storage

Private Site Collection Manage

]|

Py

?
—

Server Resource Upgrade Recycle
Quota Bin

Restore

| »

L Private Site Collection

O

Create a new Site Collection to collaborate
b with partners and people within your
organization.

(= =ET e

https://m365x031894.sharepoint.com/search

orooTosraorcpomeeonporials fhub
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5. Fill out the details for the new site on the new site collection form. Click OK to save settings and
create your new site collection.

Site creation may take a moment to complete. Progress is displayed on the site collection dashboard to
indicate when site creation is complete.

Classic SharePoint admin center

site collections

N A Check out the new SharePoint admin center
infopa
user profiles x
bes new site collection
term store
Title
recorgs management
search Web Site Address https://m365x031894.sharepoint.com ~
Jsites) v
secure store
apps Template Selection 2013 experience version will be used
. Select a language:
sharing - guag
English ~
settings Select a template:
) . Collaboration
configure hybrid = = =
Team site (classic experience)
Blog
Developer Site
Project Site
Community Site
A site with a classic experience on the home page and no connection to an
Office 365 Group.
Time Zone (UTC-08:00) Pacific Time (US and Canada) v
Administrator & 2
Server Resource Quota 300 resources of 9700 resources available
[ o ] o
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Once the site collection is created, permission must be configured to determine who will have access rights.

6. Site collection creation task complete. Click the check box left of the newly created site URL. Click the
Properties button on the ribbon above the site list to access site properties.

Admin

Site Collection:

IxEped @ 5F

New Delete |Properties Qwners Sharing _ Buy  Server Resource Upgrade
- - Storage Quota -

Contribute Manage Restore

el 1.4

O urL STORAGE USED (GB)
. hitpsy//m365x031894.sharepoint.com 0.06
https://m365x031894.sharepoint.com/portals/hub 0.00
https://m365x031884 sharepoint.com/search 0.03
https://m365x031894 sharepoint.com/sites/appcatalog 0.00
https://m365x031894.sharepoint.com/sites/Compass 0.00
https://m365x031894.sharepoint.com/sites/CompassDocs  =rew 0.00
https://m365x031894 sharepoint.com/sites/testol N\ 0.00
https://m365x031894-my.sharepoint.com 0.01

7. Click the Web Site Address link to access the site for configuration.

o Admin

Cla:

ssic SharePaint admin center

site collections

e Colletions

b &l

site collection properties

Title Compass Documents

Web Site Address | httgs:{ijﬁSx[B1894.sharegoint.com{sites{ComgassDocs| B
Primary Administrator MOD Administrator e
Administrators MOD Administrator

Number Of Subsites 1

Storage Usage 0.00 GB

Resource Usage 0 resources

Server Resource Quota 300 resources

Resource Usage Warning Level Mot set

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0
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8. From the site home page, click the settings icon (gear) in the upper right corner to expand the
Settings menu. Choose Site Settings from the list.

SharePoint

@ BROWSE  PAGE .
Settings X

Click the ‘gear’ icon for Home # EDITLINKS
access to the Settings menu Compass Documents SharePoint

Shared with...
Edit page
Home Get started with your site  remove mHis Add a page
Notebook Add an app
Documents Site contents
s Change the look
Site contents V Connect to Office 365 Group
Recycle Bin Working on a Getting started
Share your site. deadline?
# EDIT LINKS

Newsfeed

Start a conversation

It's pretty quiet here. Invite mare people to the site, or start a conversation.

View all

Language and time zone

View all

9. Locate the Users and Permissions group. Click the Site Permissions link to access user permissions
for the site.

Home # EDITLINKS

Site Settings

Home Users and Permissions Look and Feel
Notebook P_eo le an_d groups TitI_e. description, and logo
!S|te permissions Quick launch
Documents ite collection administrators Top link bar
Pages Site app permissions MNavigation Elements
Change the look [y
Site contents
Web Designer Galleries
Recycle Bin Site columns Site Actions
Site content types Manage site features
# EDIT LINKS Web parts Save site as template
List templates Enable search configuration export
Master pages Reset to site definition
Themes Delete this site
Solutions

10. Click to activate the Permissions tab atop the Site Permissions page. Locate and click the Grant
Permissions option on the ribbon.

BROWSE PERMISSIONS

® &% Permission Levels

«®
“‘l‘ ““ Q I'_'{EAccess Request Settings
Grant Create Edit User Remove User Check
Permissions | Group  Permissions Permissions  Permissions ﬂ Site Collection Administrators

Grant h Maodify Check Manage
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11. Finally, add permissions for all users you wish to have access to your site by adding them to the
Invite People list. Click Share to save new permissions.

Share 'Compass Documents'

Only shared with you

Invite people ‘

Shared with

Include a personal message with this invitation (Optional).

SHOW OFTIONS

Cancel

Add Compass to a Site Collection

When you are ready to add SharePoint Compass to your Site Collection, complete the following steps...

1. From the site home page, click the settings icon (gear) in the upper right corner to expand the
Settings menu. Choose Site Settings from the list.

SharePoint

BROWSE  PAGE

Settings X
Home # EDIT LINKS.
Compass Documents ShaePont
Shared with.
Edit page
Home Get started with your site  removeTHis Add a page
Notebook Add an app
Documents Site contents.
Change the look
Pages

Site contents Connect to v Office 365 Group

alls
, |

Recycle 8in Working on 3 i, Getting started

deadline?

Share your site.

# EDIT LINKS

Newsfeed

Start a conversation

It's pretty quiet here. Invite more people to the site, or start a conversation.

View all

Language and time zone

View all

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0
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2. From the Lists, Libraries and other Apps area, click Add an App.
Home # EDITLINKS
Site contents
Home Lists, Libraries, and other Apps
MNaotebook
Documents Documents Form Templates
0 items
Pages v add an app Madified 8 hours ago | @
— ‘ o Modified 2 hours ago
Recycle Bin o
Site Pages Style Library
# EDITLINKS f‘ Zitems 5 items
ﬁ Medified & hours age Medified & hours age
3. From the Apps You Can Add area, locate the Compass icon. Click it to initiate the Compass install.

Your Apps

Apps You Can Add
From Your Qrganization
Manage Licenses

Your Requests

SharePoint Store

# EDITLINKS

Site contents

Home

Your Apps

| Find an app p|

Noteworthy

Ca ™

v

Document Library Custom List Tasks

Pepular built-in app Popular built-in app Popular built-in app
App Details App Details App Details
Apps you can add  newest  Name

r

=

Compass Document Library

Form Library

App Details App Details App Details

Site Mailbox
Popular built-in app
App Details

m

Wiki Page Library

App Details

TOTAL SOLUTIONS INCORPORATED
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4.

approve, click the Trust It button to begin installation.
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‘Do you trust Compass?’ dialog is presented. Read through the controls Compass will access. If you

Tog

®

‘Cancel’ returns your view
to the previous page

site,

Do you trust Compass?

Let it have full control of this site collection.
Let it share its permissions with other users.

Let it access basic information about the users of this

Compass

Trust It Cancel

Installation in Progress... Wait for the App to be provisioned. Once installation is complete the Compass app is

displayed in the Site Contents list.

®

You may have to refresh Home

the page to see when it is Notebook

completed. Documents
Pages

Site contents

Recycle Bin

# EDIT LINKS

# EDITLINKS

Site contents

Home

Lists, Libraries, and other Apps

add an app

- 2

We're adding your app, click here
to cancel.

Site Assets
1item
Modified 9 hours ago

Cn mr

Site Pages
2 items
Modified 9 hours ago

wh | wl

Documents
Ditems
Modified 9 hours ago

Style Library
5items
Medified 9 hours ago

5. Click on the Compass link in the Site Contents to launch the Compass application.

Home
Notebook
Documents
Pages

Site contents

Recycle Bin

# EDIT LINKS

4 EDIT LINKS

Site contents

Home

Lists, Libraries, and other Apps

Compass
" 3 e
‘ add an app i
.
Site Assets Site Pages
f‘ Titem ’f‘ 2 items f‘
i Modified 9 hours age E Modified 9 hours ago i

Documents
Ditems
Modified 9 hours age

Style Library
5 items
Modified 9 hours age
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For first-time installs the user is required to agree to the SharePoint Compass End User License Agreement

(EULA) and authorize Compass to install data to the designated site collection.

6. Carefully read the EULA terms. If you accept the terms, click the | AGREE button at the bottom of the
page to continue.

Acknowledgement

By downloading, installing or using any part of this Software, you indicate that you have read this Agreement, understand it, and agree to be bound by its terms and condition

No Affiliation

The Software and Documentation, this Agreement, and any related services or products provided by Licenser is not affiliated with, sponsored by, endorsed by, or approved b

Force Majeure

Licensor shall not be liable hereunder for any failure or delay in the performance of its abligations under this Agreement if such failure or delay is on account of causes beyon|
regulations or controls, casualty, government authority, strikes, or acts of God, in which event Licensor shall be excused from its obligations for the period of the delay and fol

I AGREE

7. Click the INSTALL COMPASS button, to allow SharePoint Compass to install data on the site
collection.

s Compass * Compass Installer

First Time Installation

Press the button below to install the data to this site collection.

Mote that permissions for this site collection will be adjusted to allow everyone access,

INSTALL COMPASS
L3

Permissions for the site collection will be adjusted to allow everyone access to Compass. Be sure to

adjust permissions as needed.

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0
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Compass Registration and Licensing

Once SharePoint Compass is installed on your site collection, it must be registered for use. Activation of Compass
will require New Registration and purchasing of a Rate Plan to obtain a license. The following procedures outline
the basic registration and licensing procedure.

For New Registration, complete the following steps...

1. Fill out the Register form completely and click the Register button. The newly registered user is sent
a confirmation message to the email listed on the form.

® [
. _ .
Email will be sent to Rengter HAVE A KEY? LOGIN
john.smith@mycompany.biz Name
John Smith
Email *

john_smith@mycompany.biz

Password *

tRrsErREERRERRY

Must be & or more characters Please Check Your Email for a confirmation message
Confirm Password *

FEEREEEEREEEES

Company *
My Company
Phone *

123-555-0123

REGISTER

2. Check the registered email account for the Product Licensing — Confirmation link. Click the link to
confirm and validate your email address.

Confirm your TSI Account

. . Repl &y Reply All — Forward e
Product Licensing O Reply © Reply
To Kendall Mitchell Mon 4/1/2019 7:33 PM

Click Here to confirm https://tsilicensing.azurewebsites.net/api/ValidateEmail ?email=kmitchell @totalsol.com&token=3091c55¢c-e1f4-4aba-8fcd-4fb81 bf24c8a

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0
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3. Clicking to confirm returns view to the Registration page where you can Choose a Rate Plan. Click the

button for the desired rate plan.

®©

Email will be sent to
john.smith@mycompany.biz

Choose Plan
Free (Current) Basic Enterprise
An entry point All your navigation needs All your Navigation needs
Features Features Features
One Site Collection Unlimited Site Collections Uniimited Site Collections
Custom Style using CSS Custom Style using CSS Customizable per site collection.
Custom Style using CSS

CANCEL 10 Pay via Invoice Coupon APPLY

o Pay via Invoice — Our system will automatically send the registered user an electronic
invoice, which they can pay anytime up to 30 days after registration. Will allow the
user to obtain the license immediately.

o Coupon — Have a coupon for Compass? Provide a valid coupon code and click APPLY
to add the featured discount

4. Enter required information to purchase plan and click the Payment Info button.

5. Enter Credit or Debit Card info. Click the Pay button to purchase your software license.

®

No payment information is
required for the Free Plan

Basic ' Basic

All your Navigation Needs All your Mavigation Needs
&h John Smith £ 4000 0000 0000 0000 e,
123 Crabtree L
© rapiree Lane M 12126 & 001
Schenectady 12345
Unitad States Remember me

» Payment info - Pay $100.00

Registration — Existing License Key

If you have a license key that has not yet been registered...

1. Click HAVE A KEY?, left of the Login button on the Registration Form to register.

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0
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2. Enter your license key on the Enter Key dialog and click OK to submit.

Register HAVE AKEY? | LOGIN

Name *

Enter Key

Email *

Password * Key

Must be 8 or more characters

Confirm Password *

Company *
CANCEL

Phone *

Compass Configuration

Once you've installed SharePoint Compass and registered your license, the following procedures will guide you
through the process to initially configure SharePoint Compass and set-up your navigation before rolling it out to
your Intranet users.

Modern SharePoint Support

You may need to install Modern SharePoint support. Simply click the install button and you will be ready to go...

Compass Documents » Compass Configuration

Site Collections
Modern SharePoint support needs to be installed. Please contact your SharePoint Administrator to complete this step.

Settings
INSTALL

Styles L

HEADER

Site Collections

Adding Compass to your Site Collection
Adding SharePoint Compass to a site collection is quite easy. Just complete the following steps...

1. Select the desired site using the checkboxes in the action pane of the Site Collections page.
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2. Click ENABLE SELECTED at the bottom of the pane to enable Compass on the selected site. Compass
is now enabled on the site collection.

Site Caollections B N
Enable Site Collections TROUBLE FINDING A SITE?

Sellings

Styles

HEADER
hitps /im3BEXIBITTT sharepaint com & v

hitps /im365x9B9TTT sharepaint com/portals/Cammundy & v

DROPDOWN-HEADER
hitps:im3GExIBITTT. sharepaint.com/sites/AdvancedsDiscavery & -

hitps {m355x98OTTT sharepaint com/sites/Analytics & v

Advanced

< /im366x983777 sharepoint convstes/appeatalog & v

hitps:im3GExIATTT. sharepaint. com/sites/BusinessDavelopment ¢ v

hitps Hm3EExIBOTTT sharepaint cor mpass & v

hitps /im355x983777.sharepoirt cor ntentTypatiu @ v

hitps:im3GExITTT. sharepaint. com/sites/Contosal2 & v

0O 0O O0ODO0OO0OO0ODOOoOOoO|olo
1

hitps {im355xBOTTT sharepaint com/sites/Contossinsider & v

DISABLE SELECTED GNORE SELECTED

Remember that there may be more than one-page worth of site collections, which you can access by
paging at the bottom-right of the site collection pane.

Adding Compass to your Site Collection - Manually

If you don’t see the site collection that you would like to install SharePoint Compass on...
1. Click the TROUBLE FINDING A SITE? in the upper-right of the Site Collections page.
2. Enter the desired URL on the site address line. Click the MANUAL INSTALL button.

Trouble finding a Site Collection?

A site collection may not appear for the following reasons:

« SharePoint Search may not be working properly
+ You may not have adquate permissions to the site collection

Check with your SharePoint Administrator to diagnose the problem further

Try to manually install the navigation to a Site Collection by providing the URL below

CANCEL MANUAL INSTALL

You must include the ‘http://www.’ OR ’https://www.” URL structure in order for the manual
installation to work appropriately
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To verify that SharePoint Compass is installed, check the status to the right of the site collection pane. A status
indicator will tell you if the app has been installed on that site collection previously.

o Ifthe app is actively enabled, a checkmark icon will so indicate.

o An X indicates that the app is not enabled.

@ Enable Site Collections TROUBLE FINDING A SITE?

Image view has been o
maghnified for visual effect

[m} https://m365x389777. share point.cot & v

https //m365x9B977T sharepaint com/portalsiCommunity & x

You can click on the chain link icon next to the site collections to access the site where you’ve installed the tool.

Remove Compass from your Site Collection

At any time, you can Disable SharePoint Compass from a site collection...
1. Simply select the desired site using the checkboxes in the action pane of the Site Collections page.

2. Click DISABLE SELECTED at the bottom of the pane to uninstall Compass from the selected site(s).

Compass is now removed from the site collection.

Site Collections ) i
Enable Site Collections TROUBLE FINDING A SITE?
Setlings

Styles

https: im3GEXIBHTTT sharepaint com.& it

hitps im365x989TTT sharepoint com/portals/Commundy @ v
DROPDOWN-HEADER

ITE

Advanced

hitps /m3BEXIBOTTT sharepaint

0O 0O O0OO0ODOODOOODOOoO|Oolo
3

»

DISABLE SELECTED GNORE SELECTED ENABLE SELECTED

By clicking to select several site collections at a time, you can perform the add or remove for multiple
site collections at once.

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0



%1‘ |SI];\RI£PQIN’I‘
y% COMPASS
Creating Navigational Structure

Adding Menu ltems

You are now ready to start creating Compass navigation for your site.
To add the first navigation option for your menu’s top level...

1. Click on the navigation bar in the area labeled ‘Click here to add the first menu item’.

2. Enter the desired name or label into the box.

®

Image view has been
magnified for visual effect

H:) Developer Site * Compass Config

Compass Con

Click here to add the first menu item

B Openin new tap?

Enable

[E] CHOOSE ICON

Configuring your Menu ltems

Once a Menu Item is labeled, you can give it a link and configure it further. The following steps outline how to

fully configure menu items.
1. Click the header link you wish to edit. /tem Properties window is displayed.

2. Inthe Destination field, enter the URL for the location you would like the link to take users.

@ Item Properties

Image view has been

magnified for visual effect Destination

I Openin new tab?

[&] CHOOSE ICON

1 Prevent Downstream Customization

: .

You must include the ‘http://www.’ OR ’https://www.’ in the Destination URL in order for the link to
work properly. (e.g. http://www.NewDestinationLink.com)
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3. If you want the Destination link to open in a new tab in your browser when clicked, toggle the Open
in New Tab? switch to the ‘On’ position.

@ Optional

ltem Properties

Leaving in the OFF position
opens the link in the current

browser window Destination

1 Openin new tab?
CHOOSE ICON

) Prevent Downstream Customization

; «

4. You can choose to add an icon to a menu item by clicking the Choose Icon button.

@ Optional

ltem Properties

A menu item can remain a
text label only. Adding an

icon is optional Destination

) Open in new tab?
CHOOSE ICON

) Prevent Downstream Customization

: o

5. Choose a preset icon or upload one. To use a preset icon, click to select it and click the Select button.

Icon Browser

>QIR@E ORI

Y

O[] O GHKC B >

y < = [ &-CEE Q88
Qle>0B B
1ORI[ * o e il

VIS FESD

IXEH= € A0

L

UPLOAD CANCEL SELECT
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6. Optional: If you want to upload an image of your own, click the Upload button in the lower left of

the pane.

@ Optional

Uploading a custom icon is
optional. A menu item can
remain a text label.

lcon Browser

y <= [ C-E @ 8
Q> 0RO

UPLOAD

Y

tO[F] O QB >

IXH= €A

1O * e i
> Q3@ ORI

RIS K *FEES

v

CANCEL SELECT

7. Use Explorer to locate and upload the desired image file. Select and click Open to complete upload.

e %)

UPLOAD

lcon Browser

Q File Upload

Organize «

# Quick access
@ OneDrive - Total §

[ This PC
§ 3D Objects
[ Desktop
|%| Deocuments
4 Downloads
J’S Music

| & @B @ g

&= Pictures

B videos

i Local Disk () -

= v 4 E 5 ThisPC

-~
~ Folders (7)

30 Objects

D

=|

ﬁ Music
m Videos

~ Devices and drives (2)

Documents

v O

Desktop

Downleads

¥

Pictures

n

File name: |New|con|mage.png

“ | Image Files

Search This PC

|

Cancel

The ‘Newlconlmage.png’ will be highlighted and available in the Icon Browser window immediately
after image upload.
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8. Optional: To delete an icon from a menu item, simply click the Delete button next to the menu item’s
icon selection button.

@ ltem Properties

Icon Delete is represented
by ‘Garbage Pail’ icon to the
right of ‘CHOOSE ICON’ Destination

B Openin new tab?

R -

I Prevent Downstream Customization

: .

9. Once you are happy with your menu item’s configuration, you can click Save (lower right of pane).

@ ltem Properties

Save is represented by a
solid ‘checkmark’ button Destination

I Openin new tab?

[&] CHOOSE ICON

I Prevent Downstream Customization

: « [l

10. Optional: To discard or undo any menu item changes, click Cancel (lower right of pane).

() ltem Properties

Cancel is represented by a

red ‘X’ to the left of Save Destination

I Open in new tab?

[&] CHOOSE ICON

I Prevent Downstream Customization

: :
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11. Optional: To delete an item, click Delete (lower left of pane) to eliminate the menu item entirely.

@ Iltem Properties

Item Delete is represented
by a ‘Garbage Pail’ button,
bottom left of the pane Destination

I Openin new tab?

[&] CHOOSE ICON

I Prevent Downstream Customization

: .

Adding Parent and Children Menu Items

Once you’ve added menu items to your header, you can add menu items within the dropdown. The following
examples outline some of the ‘Parent and Child’ menu item possibilities. The basic ‘Add Menu Item’ procedure
still applies here.

o You can add links to the ‘Dropdown-Header’ which act as ‘Parent’ menu items. They will appear as
indicated below.

The Vault STe[VET Business Development Archive

Home Alpha 2] \Ve

Capacity Planning Sheet Members Members

Reusable Assets Bitbucket

BROWSE PAGE

o Each parent can have ‘children’ below it. In this example Capacity Planning Sheet and Reusable Assets
sub-menu items are considered ‘Children’ to ‘Parent’ Home.

The Vault SVEDL Business Development Archive

Home Alpha Bravo

Capacity Planning Sheet Members Members

Reusable Assets Bitbucket

BROWSE PAGE
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o To add additional links to the page you can always click the ‘plus’ icon in wherever you want to add a link
and it will add it to that area.

Compass » Compass Configuration

The Vault Squads Business Development Archive [+

Home Alpha
Capacity Planning Sheet Members

Reusable Assets Bitbucket

o If you need to move links, you can easily drag and drop an item from one place to another. Simply place
the mouse pointer on the item, holding the ‘select’ mouse button down move the item to its new
location and release.

E:} Compass * Compass Config

The Vault Delivery Business Development CEO Legacy Client Sites Internal Applications

# Home External Applications
@ Solutions Central Y‘\.Q Hubspot
3 Sales *’. Partners
& Marketing
B3 TSI Products

¥ sPs 2016

Save and Cancel Menu Item Changes

o When you are done building out navigation, click the Save button on the navigation bar (upper right) so
that you don’t lose your work!

GlobalNavData » Compass Config

Headquarter North America Latin America @
Editing global £

o If you are unhappy with your changes, you can always click the Cancel button on the navigation bar
(upper right) to revert back to previous menu configuration.

GlobalNavData » Compass Config

Headquarter North America Latin America ©
Editling global ¥§
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Settings and Decorations

Now that the structure of your navigation is ready, you can click on the ‘Settings’ or ‘Styles’ tabs and begin to
personalize your SharePoint Compass.

Settings

On the Settings menu, you can choose whether your navigation menu, when you click on it, will push the rest of
your content down the page or if it will sit on top using the ‘Menu Type’ selector shown below.

C

Site Collections

Settings Settings
Styles Menu Type
WP Open Mavigation on hover
HEADER Mega Menu - Push
Mega Menu - On Top
DROPDOWN .
Decorations
DROPDOWN-HEADER
TEM
P Dynamic Underline WP Header Gradient
Advanced

A small animaticn when a primary tab iz changed Add a zlight color gradient to the header

Mega Menu — Push: Pushes content down on the page when a Compass menu is selected/ expanded.

The Vault Business Development CEO Legacy Clief 5 Internal Applications Social Media @

Social Media Sites
f Facebook
i Linkedin
W Twitter
(]

Editing global £
Site Collections " N N N
Add to Site Collection Trouble finding a Site Collection?
Settings
Manually install the navigation to a Site Collection by
Styles [m] s providing the URL below
HEADER O itps-fotalsol sharepoint com & v
DROPDOWN [m] itps Iotalsol sharepoint com/portalsihube® " HAHUAL INSTALL
DROPDOWN-HEADER
" 0 Hitps AMotalsol sharepoinl comiportalsipersonaliahizpatick & M
TEM
[m} ttps:iotalsol.sharepoint com/partalsipersanalibwararen x
Advanced
[m] ttps otalsol sharepoint com/portalsipersonalimcphee & x

TOTAL SOLUTIONS INCORPORATED System User Guide — Online —v1.0



% SHAREPOINT
COMPASS
Mega Menu — On Top: Leaves content in place and the Compass menu overlays the page covering content while
the menu is selected/ expanded.

The Vault Delivery Business Development CEO Legacy Client Sites Internal Applications Social Media @

hitps: atalsal sharepoint comvpurtals/hub & *

hitps: atalsal sharepoint convportais/personaliafitzpatrick & *

hitps itatalsal sharepaint. com/portals/personal/bwalcaven & x

O 0O 0O O

hitgs Matalsol sharepaint comyportais/persenalimephee & x

Open Navigation on Hover: As the mouse/ cursor hovers over the navigation menu, the Menu Type setting is
executed without having to click.
Decorations

The Decorations menu allows you to add some preset decorations to your navigation menus. The decoration
elements take effect when you interact and click.

Compass Documents * Compass Configuration

Site Collections

Settings Settings

Styles Menu Type

Mega Menu - Push = ) Open Mavigation on hover

HEADER
DROPDOWN
Decorations
DROPDOWN-HEADER
[TEM
@ Dynamic Underline @) Header Gradient
Advanced
A small animation when a primary tab is changed Add a slight color gradient to the header

Dynamic Underline: Underline animation is activated as you select different tabs and menus.

Header Gradient: Visual aesthetic — Shows a slight gradient on menu header, based on the color chosen.
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Styles (Look and Feel)

On the Styles pages, you can change the font, font size, background color, border color and text color of various

¥

components of your navigation. To change from the defaults, complete the following steps...

1. For each Styles page, click the toggle for each attribute to activate or deactivate as desired. Below is

a basic overview of the available Styles pages.

HEADER: Changes the attributes for Header (Title Bar) for your custom menus.

s Compass Documents » Compass Configuration

Style: HEADER

Site Collections

Settings
Background Color
Styles
HEADER Default @ @i
DROPDOWN

DROPDOWN-HEADER
ITEM

Advanced
B Ce—
=

48889 M 136 185 100
Hex R G B A
a asEees

] |aen

Border Color Text Color

Defautt @ @

Default O @i

Highlight Color

Defaut @ @)

JDACCE 125 172

06 100

Hex R G B A
a asEees
a |aen

Font Size Font

Default (20pt) @) Default (Nunito) "Numm -

20 HPT ~

Dropdown

Changes the Background
color of the menu dropdown
for Compass menus

TOTAL SOLUTIONS INCORPORATED

s Compass Documents » Compass Configuration

Style: DROPDOWN

Site Collections

Settings
Background Color
Styles
K2 Default O @i
DROPDOWN

DROPDOWN-HEADER

ITEM

Advanced

System User Guide — Online —v1.0
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Dropdown — Header: Changes the color and font for the Header (Title Bar) on your custom dropdown menus.

Compass Documents » Compass Configuration

Site Collections Style: DROPDOWN-HEADER
Settings
Text Color Font Size Font
Styles
A= Derautt M i Defautt (150t) @i Default (Nunito) g'unto~
DROPDOWN

15 HPT -

DROPDOWN-HEADER

ITEM @

Advanced

Item: Changes the highlight color, font and font size of items selected on your custom menus.

s Compass Documents » Compass Configuration
Site Collections Style: ITEM
Settings
Text Color Highlight Color Font Size
Styles
HEADER Deraut Il @@ Defautt @ @) Default (12pt) @i
DROPDOWN 12 spT
DROPDOWN-HEADER
ITEM
Advanced Font
Default (Nunito) .Numto -

2. When you are done updating your styles, click the save icon in the upper right corner to save your
work.

Colors can be selected in color picker by entering hex code and RGB values, as well as the color slider.
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Advanced Features

Custom Styling

For those SharePoint Compass users with the Basic or Premium license, SharePoint Compass is customizable through the
use of user-provided custom CSS. The Advanced tab will allow you to enter your custom code in the Advanced
Configuration - Custom CSS box.

Advanced Configuration
Custom CSS

Mo warranty is given that future versions of Compass will not break any custom CSS specified here.

You may need to re-implement any custom CSS when upgrading to a new version of SharePoint Compass as
no warranty is given that future versions will not break the custom code within this box.

Backup and Restore

You can use the ‘Backup’ and ‘Restore’ buttons on this page to save your navigational links and styling as needed, as
seen below.

Compass Documents » Compass Configuration

SIlEnans Advanced Configuration
Seitings Backup and Restore
Styles

HEADER

DROPDOWN

DROPDOWN-HEADER

ITEM

Advanced
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Pricing & Payment

Pricing for SharePoint Compass is license-based, with three license levels, as illustrated below.

FEATURES FREE BASIC ENTERPRISE

Globally Consistent Navigation
Supports SP 2013 & Newer, SP Online
Classic & Modern Ul

Unlimited Site Collections
Drag-and-Drop Editor

Multiple Navigation Styles
Parent/Child Navigation Relationships
Real-time Style Customization

Library of Code-Free Decorations

Custom CSS with Real-Time Preview

v/
N4
v
v/
v/
v/
v
v
v
v/
v/

All Updates for Life of Subscription

One Site Collection

<

Unlimited Site Collections

One Navigation Design

Unlimited Navigation Designs

Per-Site Collection Customization

Propagate Changes to Downstream Navigation
Lock Portions of Navigation Customization

Per-Site Collection CSS & Styles

Monthly Price $100/month

Annual Price $1,000/year
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Upgrade

Attention: Before you begin, refer to the User Guide of the appropriate version for up-to-date Upgrade Instructions

To upgrade to the most recent version of SharePoint Compass by Total Solutions, complete the following steps...

1. Take note of the Prerequisites in the User Guide for your current Compass install.
2. Next, download the latest version of Compass as outlined in the Installation Instructions.
3. Upload the newly downloaded version to the App Catalog, choosing to replace the existing version.

4. After uploading the new version to the App Catalog, navigate to the Site Collection created for the
Compass configuration data.

5. Click the gear in the upper-right hand corner to access the Settings menu. Click to access Site
Contents.

6. Locate the Compass App icon and click the ellipses.

Select the indicated action within the Compass application for classic/modern as shown below:

Compass

Version: 0.8.6.0

ABOUT  DETAILS  PERMISSIONS  REMOWVE

Cemo Docs

& iterns
i Medified 3 months ago [

Compass

How to Update in Classic Mode
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&  Style Library Show actions yocument library

& compass : App

M  MicroFeed Details «
Maonit

M@  Office 365 Demos oner
hanage permissions

¥ Site Fages
Femove

How to Update in Modern Mode
Click “Get It” under the new version available alert.

Office 363 Demos » Add Apps »

Compass

Details

DESCRIPTION : . ) .
There is 3 new version of this app. Get it now.

WVERSION 0.94.0
RELEASE DATE  MWowvember 2018

There is no description available.

SUPPORTED LANGUAGES
Supported languages are not specified.

Wait for SharePoint to finish upgrading the instance of Compass.

We are updating your app, click
here to cancel

How Compass looks while Upgrading in Classic Mode
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I Style Library Document library 5 7/31/2018 12:54 AM

m MicroFeed List 2 8/3/2018 T:44 AM

How Compass looks while Upgrading in Modern Mode

Note: you may have to refresh the page to see when it is completed.

Once the upgrade is complete, click the Compass instance in the Site Contents and follow the screens to accept
the EULA to finish the upgrade process.

In some instances, depending on the previous version, Compass will prompt to install the latest SharePoint
Modern support.
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F.A.Q.

The following are frequently asked questions regarding the installation, customization, and usage of SharePoint
Compass by Total Solutions.

Q: What do | do about SharePoint’s Out of the Box Navigation once | install SharePoint Compass?

A: There are several ways to handle SharePoint’s OOTB Navigation once you’ve installed our product. The easiest
way to encourage users to use SharePoint Compass is to simply delete the links in the out-of-the-box navigation.
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