
Insights Library Guide



Introducing the Insights Library
The SPI team needed a location where all insights were gathered in one accessible location. This Insights Library has
been built in SharePoint and is available to all the ministry to enable them to search for research material and key
findings. Research materials can be found through filtering via:

T h e m e

N e i g h b o u r h o o d

S e g m e n t Y e a r  o f  P u b l i c a t i o n

To search via filter, you simply need to select the
downward arrow next to the field that you want to
search by and select filter by and select your filter. 

To search via search bar at the top of the page, you
simply need to type in what you are looking for and
hit enter. You can select from suggested items if you
just want to view the file. Please note that the search
only includes results where that word/phrase is
present within the document.

A u t h o rS u p p l i e r

G e o g r a p h y

D o c u m e n t  T y p e



Undo Filter

To undo the filter, select the downward
arrow, filter by and then hit clear all

Alternatively, you can select the funnel icon
in the top right hand corner and select the
funnel with the x beside it. 



Improving Search Bar Results

If you are still struggling to find what you are looking for, we recommend trying the following: 

* Use the wildcard symbol after the search term to widen the search (i.e. supporter* experience)

" " Use quotation marks around the search term/phrases to find the exact phrase (i.e. "prospective
supporter")



Undo Search Bar Search

Once you have completed search via the search bar, you may want to return to the main Insights Library. You can do this
by:

Clicking back arrow in search bar:

Clicking back arrow in browser:



Viewing Summaries

Each document in the library has a summary that outlines what the research is about and key findings from
the research. Due to the nature of SharePoint, there is a character limit on summary columns.  If you want to
view the full summaries please widen the column through hovering your mouse over here and dragging to
the right length.



Viewing Options
You may want to view the research piece in another tab  Here is how you do that: 

To open in browser, you simply need to right click article and hit open and then open in browser. 



Sharing Options
You may want to share this article with others.  Here is how you do that: 

To share from insights, you simply need to right click article and hit share. You can either type in someone's
name and hit send to send it to them as an email. You can also just copy the link and paste it where you
want it.

To share if you are in the document you simply need to hit 
and follow same process as above.



Download Options
You may want to download this article.  Here is how you do that: 

To download from library, ensure you are in the main library, select the item and hit download


