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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.
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How to Create a Short Link for a Document or Folder in SharePoint Online

Introduction

The Short URL command in the command bar of a document library creates a short
link to the selected document or folder. It takes a few seconds: you select an item,
open the dialog, copy the link and, if you want, give it a more meaningful name.

This article explains how to use the command. For an overview of the whole product,
see KB10470. Short URL Online. Solution Overview.

Before you begin

- Short URL Online must be deployed in your tenant and the Vitextra Short URL app
must be added to the site. If the Short URL command is not visible, ask your
administrator to follow KB10057. How to Deploy and Set Up Short URL Online.

- The command is available in document libraries.

Create a short link

1 Open the document library and select the document or folder that you want to
share. Select one item only.
2 On the command bar, click Short URL.

@Open v 18 Share @ Copylink [ Delete < Pintotop ¥ Addtofavorites () Addshortcut v L Download (& Duplicate

S

The Short URL command in the command bar

1 The Short URL dialog opens and shows a spinner while the link is loaded. If the
item has no short link yet, one is created for it automatically.
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Title

Price list 2027 xlsx ‘

Domain * URL *

sppro.org ~ | ZIURZQ ‘

Target Link Type *
Sy -

(@) Link to item

O Link to online editor

URL
https://befly.nl/ZJURZQ I

Link URL

https://vitextra.sharepoint.com/sites/comen/Shared Documents/Price list 2027 .xlsx

The Short URL dialog

1 Click the copy icon next to the short link. The word Copied appears briefly to
confirm that the link is in the clipboard.
2 Click Close, then paste the link into an email, a chat or a document.

Note

The Short URL command is visible only when exactly one item is selected. If you
select several items, or none, the command is hidden.

Note

If you open the command for an item that already has a short link, the dialog shows
that link instead of creating a new one.

Review the link properties

The dialog contains the following fields.

Field Description
Title A name that helps you recognize the link
in the Short URL Management web part.
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Field Description

By default it is the title or the file name
of the item. Up to 300 characters.

The domain of the short link. See
KB10473.How to Choose a Domain and
Customize the Short Name of a Link in
Short URL Online.

Domain

The short name that follows the domain.
It is generated automatically and you
can replace it. Required, up to 200
characters.

URL

Link to item or Link to online editor. See
KB10472.Link to Item vs. Link to Online
Editor: Choosing the Target Link Type in
Short URL Online.

Target Link Type

The resulting short link, with a copy
URL button. It opens in a new browser tab
when you click it.

The full address of the item that the

Link URL short link leads to.

Change the short link

1 In the URL field, type a new short name, for example price-list.

2 If needed, change the Title, the Domain or the Target Link Type.

3 Click Update. The message Save completed successfully. appears and the URL field
shows the new link.
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@ save completed successfully.

Title

Price list 2027 xlsx ‘

Domain * URL *

sppra.org | price-list ‘

Target Link Type *
@' Link to item

O Link to online editor

URL
https://sppro.org/price-list I

Link URL

https://vitextra.sharepoint.com/sites/comen/Shared Documents/Price list 2027 .xlsx

The dialog after saving the changes

Warning

The short name must be unique. If the name is already taken, the URL field shows
the message This name already exists. You must specify a unique name. Choose a
different name and click Update again. If you leave the URL field empty, it shows
This field is required.

Warning

The short link consists of the domain and the short name, so changing either of
them changes the link itself. Anyone who already received the previous link should
be sent the new one.

What if the dialog shows an error

If the short link cannot be loaded or created, the dialog shows an error message that
begins with The following error occurred: and only the Close button. Close the dialog
and try again. If the problem persists, see KB10365. Why Does a Vitextra Web Part
Show "We Hope You Enjoyed Your Free Trial"? License Messages and Fixes to rule out
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a license issue.
Tip

To see all the short links that you and your colleagues have created, and to delete
the ones you no longer need, use the Short URL Management web part. See
KB10474. How to Add and Configure the Short URL Management Web Part.
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Terms

Document Library

A special type of list that stores files, folders, and information about them. Like a list, a
document library can contain personal or shared views, item-level permissions, and so
on.

Site

A SharePoint site is a container for information within the SharePoint platform. Sites
typically offer features such as document libraries, lists, calendars, discussion boards,
and workflows, facilitating collaboration, communication, and document management
within teams or across departments. Sites can be customized and configured to suit
the specific needs and workflows of an organization.

Tenant

A Microsoft 365 tenant is a dedicated instance of Microsoft 365 services. The tenant
holds the organization'’s information, such as users and domains (Microsoft Entra ID),
configurations, subscriptions, and services. An organization receives a tenant by
signing up for Microsoft 365 services.

Web Part

A web part is a primary building block of functionality or content placed on a
SharePoint page. Some web parts support customization, such as configuring the web
part or changing its appearance.
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