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Navigate to the 
Create Page

Creating a Topic

Select “Topics” Tap “Create” It should look like this:

Enter a name, description & body

3
4
5
Create an 

initiative based 
on your topic 

Topics	  help	  keep	  your	  team	  well	  informed.	  They	  provide	  you	  and	  your	  team	  with	  the	  ability	  
to	  add	  any	  possible	  opportuni9es	  or	  threats	  your	  company	  or	  department	  may	  face,	  as	  well	  
as	   any	   general	   informa9on	   that	   could	   be	   shared	   to	   inform	   coworkers.	   Tagging	   topics	   is	   a	  
powerful	   tool	  because	   it	  allows	  you	  to	  go	  back	  and	  see	  any	  topics	   that	  have	  been	  created	  
within	  that	  tag.	  

Give a rating

Select a space, 
add tags & add 

an owner or 
collaborator

Select a Space Add Tags Add an owner or collaborator

Edit your Topic 
In case you forgot 

something

Find your topic Select “Edit”

Select “Create Initiative”Find your topic It should look like this:

Topics

Enter in all your 
information

Negative = Threat 
Neutral (0) = Information 
Positive = Opportunity

It should look like this:



Frequently Asked Questions:!!
Why is tagging important? !
Tagging is important because it allows you to dynamically categorize your topics into folders. !
Callibrain’s top tags include: SWOT Analysis, Strength, Weakness, Opportunity, Threat, 
Accolade, Recognition.!!
Can I set a tag as a featured item?!
Yes! To set a tag as a featured item just navigate to the tag contents page, tap the wrench in the 
top right and select “Set as Featured Item.”!!
Can I follow a topic or tag?!
Sure.Navigate to the topic details page or the tag contents page and simply tap the follow button 
and it will appear in your favorites. !!
Is there a limit on how many tags I can add? !
There is no defined limit as to the number of tags allowed. However, we suggest attaching only 
the most relevant tags because adding meaningless tags will saturate the topic and that tag’s 
category. !!
How do I locate all the topics associated with my tag? !
To find the folder with all topics associated to a tag, simply go to the topics page, navigate to a 
topic that contains the tag and select it. !!
What is the importance of giving a rating? !
A rating signifies whether the topic is a threat, opportunity or just general information. This helps 
people quickly understand what kind of topic they are dealing with. !!
Is there a limit on how many topics can be associated with a tag? !
No. There is no limit as to how many topics can be in a specific tag’s folder.!!
Why would I want to create an initiative from a topic?!
Sometimes a topic starts as an item to make people aware and evolves into an issue that needs 
more attention and is made into an initiative.


