Onboarding is a smootIT

process!

This infographic guides you through the creation of a structured organized
glossary using the different features of Smart Terms for Confluence as part
of the onboarding process.

Step 1

Create a dedicated space for
onboarding only, where you can
put your content together.
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Step 2

Start adding content into your Confluence
pages.

Tip: create a page for Smart Terms
instructions and restrict it to those who have
the creation permission. Such a page serves
to unify and centralize the glossary creation.

Build your glossary (per space):

e Create terms from scratch (+New term)
e Inline: from a Confluence page
e |Import from an Excel file (or CSV)

e Create rich terms by adding media and related
vocab

e Rely on labels to organize terms for onboarding

e Activate the multilanguage for multinational teams
to make them feel comfortable using terms in their
native language.

Step 5

Enable the Highlight

Tip: Customize the highlight apperance to
match your needs or company’s theme.
Check the different highlight options (as
mentioned here.)
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Step 6

For a better visibility of the added
terms: insert the terms list Macro
in the instructions page.
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It needed enable:
e Global glossary to highlight the defined Onboarding
terminology across all Confluence pages
e Single term globalization for super important terms
¢ Include terms of the Onboarding glossary in another
space
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Manage terms:
Disable a term when no longer
relevant but might be useful later.
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https://creativas.io/wp-content/uploads/2021/11/Frame-130.pdf

