Confluence Essentials
Course



Objectives

« Learn how to format content in a page

« Understand the available macros and apply them to a
page

« Use template and blueprints



Create & Format Content

« Confluence page content can be formatted using
Rich Text Format.

« Macros allow for enhanced formatting

capabilities. Some options include:

* Rich-Text Features
« Organizing content in sections
« Adding headers, format text, bullet lists
« Adding emoticons
« Adding tables

« Macros
* Adding task list
« Adding Jira issues
« Attachments macro

« Labels macro
« Linking to pages or files



Page Design

S
Organize content by sections. Break sections into columns —
Each row is a new section. 1. 2. or 3 columns
Sections can be moved up/down or Indented left or right

deleted.



Format Text and Content

2 4 1) i\
Paragraph ' fStrikethrough \ l Add buIIeté ‘ \
Heading 1 Subscript number Iist:
Heading 2 Superserpt checkboxes,
Heading 3 onospace and indent or
Heading 4 Glear formatting) jUStlfy teXt.
Heading 5 Format font
Heading 6 appearance
Preformatted and color. Insert fileS,
[ quce ) images, links,
. tables or
Organize other content.
content with
headings and
paragraphs. \ J

... and of course you can undo or redo any changes
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Format Tables

[

4 ™)
Select Tables dropdown and
configure table with needed
rows and columns
- y,

Tool bar for Tables operations displays when Tables are selected
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Add Links

q_ Select Link to add links to attached files,
o Confluence page links, or other web links.

€ = = = = m Flée=mB~ - 9 ¢
o Y Browse and upload or
‘ select from listed files
Select link type
(File or URL)
—

Enter link text to
display hyperlink

Shortcut Tip: Press |



Add Embedded Images

N\

Select Files and [ Upload/Attach files
Images source to and images
embed on page 2
I l
Define size, border,
and other properties
for page rendering.
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Add Emoticons

Select Emoticon from >
Insert (+) dropdown

Choose from
available options



Insert Macro Browser

1 /
View full list of
available macros

Browse, search, and select from the
available list to insert macro of interest
on the Confluence page
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Macro Autocomplete

J Type Shortcut “{* to find and autocomplete macro list

> Select from the list of suggested macros

to insert on Confluence page
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1

Select Task List to
start building task list

|

on page

Task List Macro

2

Action items

v/ |@Rach Admin to decide on name of project space
@ Ewan User to finish creating the new project space by [ 15 Apr 2014

v @ Sophie to investigate venues for offsite and prepare costings for at least three
different options by |Z) 02 Apr 2014
@ Sophie User| distribute agenda for offsite (123 Apr 2014

Build a task list

« Assign owners

« Add task details

« Set due dates for tasks

« Use @mentions to notify owners
» Check off tasks when done

Due dates will turn ORANGE if nearing due date
and RED when past due
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|

L

Select Table of Contents to
insert macro for dynamic
table of page headers

Table of Contents Macro

\4

Table of Contents
macro is inserted on
the Confluence page

TABLE OF CONTENTS

» Known Risks:
» Access Requests:
» Custom Fields:

\_ - Calendars

» User Groups Categorization

J

Dynamic list of page headers are displayed
on Confluence page in View Mode
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JIRA Issues Macro

Select options to find or
create JIRA issue(s)

2
L ]
1 —
( Find and select issues
Select JIRA Issue/Filter to be inserted on
to insert an issue or list Confluence page

of issues.

Use JIRA JQL for
search criteria
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1

I

Select Info to create
a framed section on
Confluence page

Info Boxes Macro

|

(
2
T ¢
Ent%r title
(optional)
Y

Refresh Preview to view title
and info icon (if selected)

Type within frame to highlight content

TIP: Macros are also available for Note and Warning
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1 | Access macros by

{ attach| entering the { key

Macro suggestions

() Attachments

Space attachments

Attachments Macro

Refresh Preview to see
attachments matching filter criteria

=L Open macro browser

Find the Attachments
macro through
autocomplete or macro
browser

Filter the
attachments
shown by
filename
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1 Working with Labels Macro

Refresh Preview to see content

matching filter criteria

2 Y —

Find Content by Label
through autocomplete
or macro browser

List of options to narrow
down Content by Label Insert displays
criteria — label name, labels
author, page or blog, etc.
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Working with Roadmap Planner Macro

flacro suggestions

= Roadmap Planner

-, Open macro browser
{rod

Add Roadmap Planner
macro through
autocomplete or macro
browser

Add lanes, bars, and/or mile markers as
needed

Click on any box to edit title or color, or delete
Drag to move around on the timeline bar
Choose Settings to change timeline of the
roadmap
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Sample Roadmap
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Page design

Formatting Pages and content
Adding links, images, and emoticons
Using Macros

Demo

20



Templates Introduction

« Pre-defined structure that gives a starting point to page
content
« User can start with a blank or structured template
« User can modify body of the template when creating page
« Once page is created, template is no longer linked to the page

« Useful tool to set guidelines and promote standards on
team documentation

« Templates can be local to Confluence project space or
global to the entire application
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Select space in which to create page

2

Select template

Using Templates

.

Search for available templates
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Types of Templates

* Global Templates vs. Space Templates

« (Global templates can be created by Confluence administrators
only, using Confluence Administration Console

« Space templates can be created by space administrators only,
using Space Tools Console

« Templates promoted in the space take precedence over
global and blank templates in the template selection box
« Global templates can be accessed by using Show More link
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Create and Promote Space Templates

/

2

« Select Create New Template

from the Templates tab

 Fill out blank page with intended
page structure and Save

Select Content Tools
from the left rail
Space Tools bar

)

Template shows
in the list of available
space templates

)

Click Promote to
make space

template available
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Blueprints Introduction

A Blueprint is a type of template with additional
functionality and properties useful for easy content
management

Access and create a page using Blueprints using the
same process as Templates

Blueprints management is similar to Template
management

You can customize or disable existing blueprints

Download additional blueprints from the Atlassian
Marketplace
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Select space in which to create page

2

Select your Blueprint

Using Blueprints

.
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\_

J

Complete fields for selected blueprint

Create Blueprint
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Blueprint Features

Each blueprint is a page in Confluence

Pages created using blueprints inherit default labels,
helpful in collecting and reporting pages in space

The first time a blueprint is used in a space, Confluence
creates an index page for that blueprint type and adds a
shortcut to your sidebar

Index Page displays collection of all pages for the
blueprint type in a given space, along with other
relevant page properties
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Blueprints — Decision Page

« Confluence page content filled from blueprint
« Can now be modified as a standard page

Default label “Decisions”
added to page created from
Decisions Blueprint
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.

J

Existing Decision

pages in space

Blueprints — Decision Register

Create new Decision pages
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Other Useful Blueprints
JIRA Report Blueprint

« Communicate JIRA information in easy to read reports.
Meeting Notes Blueprint

* Plan your meetings and share notes and actions with your team.
Product Requirements Blueprint

« Define, track and scope requirements for your product or feature.

Retrospectives Blueprint

« What went well? What could have gone better? Crowdsource
improvements with your team.

Task List Blueprint

» Keep track of tasks for your team or project.
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Summary: Confluence Essentials

« Learn how to format content in a page

« Understand the available macros and how to apply
them to a page

« Using template and blueprints
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« Creating and promoting Templates
« Using Blueprints
« Creating Blueprints

Demo
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Online Resources

Resource Location

https://confluence.atlassian.com/display/DOC/Confluence+User

Confluence User’s Guide %575+ Guide
Confluence Macros & https://confluence.atlassian.com/display/DOC/Macros
Collaboration https://confluence.atlassian.com/display/DOC/Collaboration

34



Thank you!



