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Introduction
Every short link created with Short URL Online has two parts:  a domain  and a short
name.  For  example,  in  https://sppro.org/price-list  the  domain  is
sppro.org  and  the  short  name  is  price-list.  You  can  set  both  whenever  you
create or  edit  a  link, in  the Short  URL  dialog, in  the Short  URL  web part  and in the
edit panel of the Short URL Management web part.

The Domain drop-down and the URL field

Choose a domain
1 Open the Domain drop-down. In the Short URL dialog and the Short URL web part

it  lists  sppro.org  and befly.nl;  in  the Short  URL Management  edit  panel  the list  is
loaded from the Short URL service.

2 Select the domain you want. The domain is required.
The  default  domain  in  the  Short  URL  dialog  and  in  the  Short  URL  web  part  is
sppro.org. In the edit panel of the Short URL Management web part, a new link starts
with the first domain in the list.

Note

The domains are provided by Vitextra, not by SharePoint, so they are the same on
every site of your tenant.

Set the short name
The short name is entered in the field labeled URL in the Short URL web part, in the
dialog and in the Management edit panel. The field is required. In the dialog and in
the edit panel it accepts up to 200 characters.

- In the Short URL dialog for a document, a short name is generated for you; you can
overwrite it.

- In the Short URL web part and in Short URL Management, you type the short name
yourself.

Choose a name that is easy to say and remember, for example hr-policy, price-
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list or onboarding.

Tip

Use  lowercase  letters,  digits  and  hyphens.  Avoid  characters  that  have  a  special
meaning in web addresses, such as ?, #, / and &.

Preview of the full link
After a link is saved, the Shortened URL (in the Short URL web part) or the URL (in the
dialog) shows the complete address, which is the domain followed by the short name.
It is a regular hyperlink, with an icon to copy it to the clipboard.

When the name is already taken
Short names must be unique. If  you enter a name that is already in use, saving fails
and the field shows This name already exists. You must specify a unique name. Enter a
different  name  and  save  again. In  the  Short  URL Management  edit  panel, the  same
message appears in the red message bar above and below the form.

Warning

If  you leave the short  name empty, the form shows This  field  is  required  and the
link is not saved. The same applies to the original address.

Change the domain or the name of an existing link
1 Open the link for editing: use the Short URL command for a document, or select the

link in the Short URL Management web part and click Edit.
2 Select another Domain or type a new short name.
3 Click Update.
The message Save completed successfully. confirms the change, and the full address
that is shown reflects the new domain and name.

Warning

The domain and the short name together form the link. When you change either of
them, the link that you shared earlier is no longer the link of this item. Redistribute
the new link if the old one has been published.
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See also: KB10474. How to Add and Configure the Short URL Management Web Part.
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Terms
List
A list is a storage unit in SharePoint. A list can contain columns of different types,
content types, and views. A document library is a special type of list and therefore
inherits the functionality of a list.

SharePoint
SharePoint is a web-based collaboration platform that provides content management,
document management, workflow applications, search, and other tools that empower
employees and teams to work together. SharePoint is also a secure place to store,
organize, and access shared information.

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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