
KNOWLEDGE BASE ARTICLE

How to Add and Edit a Tile in Smart Tiles

2026 © Vitextra SIA. All rights reserved.



Disclaimer
For the purposes of this Disclaimer:
- Company  (referred  to  as  either  "the  Company",  "We",  "Us"  or  "Our"  in  this  Disclaimer)  refers  to  Vitextra  SIA,

LV-1009 Riga, Matise iela 61 - 25.
- Document refers to the Knowledgebase Article.
- You means the individual accessing the Document, or the company, or other legal entity on behalf of which such

individual is accessing or using the Document, as applicable.
- Website refers to Vitextra, accessible from https://vitextra.com
Disclaimer
The information contained in the Document is for general information purposes only.
The Company assumes no responsibility for errors or omissions in the contents of the Document.
In no event shall the Company be liable for any special, direct, indirect, consequential, or incidental damages or any
damages whatsoever, whether in an action of contract, negligence, or other torts, arising out of or in connection
with the use of  the contents of  the Document.  The Company reserves the right  to  make additions,  deletions,  or
modifications to the contents in the Document at any time without prior notice.
Errors and Omissions Disclaimer
The information given by the Document is for general guidance on matters of interest only. Therefore, errors can
occur even if the Company takes every precaution to ensure that the Document's content is current and accurate.
Plus, given the changing nature of laws, rules, and regulations, there may be delays, omissions, or inaccuracies in
the information contained in the Document.
The  Company  is  not  responsible  for  any  errors  or  omissions,  or  for  the  results  obtained  from  the  use  of  this
information.
Fair Use Disclaimer
The Company may use copyrighted material that the copyright owner has not explicitly authorized. The Company is
making such material available for criticism, comment, news reporting, teaching, scholarship, or research.
The Company believes this constitutes a "fair use" of any such copyrighted material as provided for in section 107
of the United States Copyright law.
If  You wish to use copyrighted material  from the Document for  your own purposes that go beyond fair  use,  You
must obtain permission from the copyright owner.
"Use at Your Own Risk" Disclaimer
All information in the Document is provided "as is", with no guarantee of completeness, accuracy, timeliness or of
the  results  obtained  from  the  use  of  this  information,  and  without  warranty  of  any  kind,  express  or  implied,
including, but not limited to warranties of performance, merchantability and fitness for a particular purpose.
The  Company  will  not  be  liable  to  You  or  anyone  else  for  any  decision  made  or  action  taken  in  reliance  on  the
information  given  by  the  Service  or  for  any  consequential,  special  or  similar  damages,  even  if  advised  of  the
possibility of such damages.
Contact Us
If you have any questions about this Disclaimer, You can contact Us by email: support@vitextra.com.



Table Of Contents
Introduction 4

Adding a tile 4

The context menu 4

The Properties dialog 5

Accepted link formats 7

Reordering tiles 7

Targeted tiles in edit mode 7

Removing a tile 8



How to Add and Edit a Tile in Smart Tiles

Introduction
In  Smart  Tiles  every  tile  is  edited  where  it  is  shown:  on  the  page,  in  edit  mode.
There  is  no  separate  list  of  links  to  maintain.  This  article  describes  the  editing
tools  of  a  single  tile  —  adding,  the  Properties  dialog,  the  context  menu,
reordering and removal.  The look of  a  tile  — colors,  icons,  images and sizes  — is
covered in its own articles, linked at the end.

To  follow  the  steps,  open  the  page  in  edit  mode.  The  web  part  then  shows  the
Add Tile,  Export  and Import  buttons under the tiles, and a …  button in the top-
right corner of every tile.

Adding a tile
Click Add Tile  below the panel.  A new tile appears at the end with a placeholder
title  (Tile  #4,  for  instance),  the  first  accent  color  of  the  theme,  white  text,  a
SharePoint  icon  and  a  placeholder  link  that  points  nowhere.  Open  its  properties
straight away to give it a title and a link.

A newly added tile

The context menu
Click the … button in the corner of a tile to open its context menu. Everything that
can be changed about a tile starts here:

Item What it does

Edit Properties Opens the Properties dialog with the texts, the link,
the target and the audience of the tile.

Size Chooses one of six widths, from Extra Small to Full
Width.

Background Color Chooses a background color, a background image or —
for YouTube links — the video thumbnail.

Font Color Chooses the color of the title, the description and the
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Item What it does
standard icon.

Tile Icon Opens one of the five icon sets or lets you pick a
custom image.

Remove Deletes the tile.

The context menu of a tile

The Properties dialog
Choose Edit Properties to open the dialog. It can be dragged aside by its title bar
so that the tile stays visible while you edit it.
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The Properties dialog of a tile

Field Description

Title The text on the tile. It is shown on one line; a title that
does not fit is cut off with an ellipsis, so keep it short.

Description
An optional second line in smaller text, also shown in
the tooltip of the tile. Up to two lines can be typed, but
the tile shows the description on a single line.

URL
The link the tile opens. Required; the formats accepted
are listed below. Save stays disabled while the link is
not valid.

Open in new tab

Opens the link in a new browser tab instead of the
current window. The option is unavailable for links that
open an application (e-mail, phone, text message,
Teams), because such links never open a tab.

Audience SharePoint groups of the site or Microsoft Entra ID
groups whose members see the tile. Leave the field
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Field Description
empty to show the tile to everyone.

Click Save to apply the changes, or Cancel to discard them.

Accepted link formats
Link Example

Web address https://contoso.sharepoint.com/
sites/hr

Path on the current tenant /sites/hr/Shared Documents/
Handbook.pdf

Anchor on the current page #benefits

E-mail mailto:helpdesk@contoso.com

Phone number tel:+15551234567

Text message sms:+15551234567

Microsoft Teams msteams:/l/chat/0/0?
users=helpdesk@contoso.com

A relative path is the safest form for content on the same tenant: the link keeps
working when the panel is exported to another site or the site is moved.

Note

Links  to  YouTube  videos  (youtube.com,  youtu.be)  are  recognized
automatically.  The  tile  gets  a  play  button  instead  of  its  icon,  and  the
Background Color menu offers the video Thumbnail as the background.

Reordering tiles
Drag a tile to a new position with the mouse; the other tiles move aside to make
room. The new order is saved with the page.

Targeted tiles in edit mode
A  tile  with  an  audience  shows  a  small  people  icon  in  its  top-left  corner  in  edit
mode, so that targeted tiles can be told from the others. In edit mode the author
sees  every  tile  regardless  of  its  audience;  the  filtering  applies  to  the  published
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page.

Removing a tile
Choose Remove in the context menu. The tile disappears immediately, without a
confirmation. If a tile was removed by mistake, close the page without saving — or
use the version history of the page to restore an earlier version.

Warning

Changes  to  tiles  are  stored  in  the  page.  They  become  visible  to  visitors  only
after the page is republished; until then visitors see the previous version of the
panel.

Tip

To change the look of a tile, see KB10043. Tile Colors in Smart Tiles, KB10243.
Choosing  Icons  for  Tiles,  KB10245.  Setting  a  Background  Image  for  a  Tile  and
KB10247. Tile Sizes and Layout in Smart Tiles.

Learn more about the product: https://vitextra.com/en/products/smart-tiles
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