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Sharing is Caring sessions

• First Time Contributor

• Community Docs

•Maturity Model Practitioners

• First Time Presenter

• Power Platform Samples 
Contributor

• PnP SPFx Workstation Setup

• PnP SPFx with NVM

•More than Code with VS Code

•Writing for the web

Sign up: https://pnp.github.io/sharing-is-caring



Agenda • Online reading patterns

• Defining your audience & 

goals

• Designing for scannability

• Writing effective microcopy







Satisficing:
People look until they find 
an answer that’s adequate 
for the information need



Information Scent:
Signal that tells the user how 

likely it is to contain the 
information they need



File viewer web partBudiu, Raluca. “Information Foraging: A Theory of How People Navigate on the Web” Nielsen Norman Group, 
2019, www.nngroup.com/articles/information-foraging

Rate of gain = Information value / Cost associated with obtaining that information



People scan while reading on the web

Gaze plot Heat map

Source: https://www.nngroup.com/articles/f-shaped-pattern-reading-web-content 



Our will to spend time searching 
depends on:

• Level of motivation

•Type of task

• Level of focus

•Personal characteristics



Agenda • Online reading patterns

• Defining your audience & 

goals

• Designing for scannability

• Writing effective microcopy



Define:

• Who will read it?

• What impact do you want to have on the 

reader?

• What are the reader’s goals?
• How will you measure success?

https://www.nngroup.com/videos/biggest-mistake-writing-web/



A user need statement is an actionable problem statement summarizing 

who a particular user is, the user’s need, and why the need is important 
to that user.

An individual 
contributor

Understand 
the shift to 
company 
strategy

I can make an 
informed 

decision on 
reprioritizing

Gibbons, Sarah. “User Need Statements: The ‘Define’ Stage in Design Thinking.” Nielsen Norman Group, 2019, https://www.nngroup.com/articles/user-need-statements/.



An individual 
contributor

Understand the shift 
to company strategy

I can make an 
informed decision on 

reprioritizing

Gibbons, Sarah. “User Need Statements: The ‘Define’ Stage in Design Thinking.” Nielsen Norman Group, 2019, https://www.nngroup.com/articles/user-need-statements/.

A new hire
Identify benefits 

options
Elect my benefits for 

the first time

A manager
Find the performance 

review process

Lead an effective 
meeting with my 

direct report



Challenges:

• Employees do not know information 
exists

• Employees are not reading the 
information

• Employees are not using all their 
benefits

• CEO saw sunburned employees at 
outing and is frustrated

Request: Help people consume skin cancer prevention info



Benefits manager
Share wellness 

information about 
preventing skin cancer

Improve employee 
health and reduce 

benefit costs

Gibbons, Sarah. “User Need Statements: The ‘Define’ Stage in Design Thinking.” Nielsen Norman Group, 2019, https://www.nngroup.com/articles/user-need-statements/.

An individual 
contributor

Review the available 
guidance for 

sunscreen usage

Maximize wellness 
benefits and take 
better care of self

A manager
Review the available 
wellness programs

Promote them within 
the team



“My employees can’t wait to read the intranet!”



Your page structure affects 
how people read your content

(or don’t)



Paragraph 1

Paragraph 2

Paragraph 3

Paragraph 4









Schade, Amy. “Inverted Pyramid: Writing for Comprehension.” Nielsen Norman Group, 2018, 
www.nngroup.com/articles/inverted-pyramid



Identify key points



Avoid walls of text Avoid walls of text 
void walls of text Avoid walls of text 
oid walls of text Avoid walls of text A

id walls of text Avoid walls of text 
Avoid walls of text Avoid walls of text 
Avoid ls of text Avoid walls of text 
Avoid walls of text Avoid walls of text



Applying sunscreen

To get the most protection from your 
sunscreen, it's important to apply it correctly. 
Here are some tips for proper application:

• Apply sunscreen generously to all exposed 
skin, including your face, ears, neck, and 
hands.

• Use enough sunscreen to fill a shot glass 
(about 1 ounce) for your entire body.

• Apply sunscreen at least 15 minutes before 
sun exposure.

• Reapply sunscreen every 2 hours, or more 
often if you're sweating or swimming.

• Don't forget to apply sunscreen to your lips 
using a lip balm with SPF.

To ensure that your sunscreen provides you with the 
maximum protection, it is crucial to apply it 
correctly. There are a few things that you can do to 
ensure proper application. Firstly, make sure that 
you apply the sunscreen generously to all the areas 
of exposed skin, including the face, ears, neck, and 
hands. Secondly, it is recommended that you use 
enough sunscreen to fill a shot glass, which is about 
one ounce, to cover your entire body. Additionally, 
you should apply the sunscreen at least 15 minutes 
before you go out in the sun. It is important to 
reapply the sunscreen every two hours, or more 
frequently if you are sweating or swimming. Finally, 
it is essential to remember to apply sunscreen to 
your lips using a lip balm that contains SPF. By 
following these tips, you can be confident that you 
are using your sunscreen effectively and giving your 
skin the protection it needs.



Provide an overview to set expectations for what content is on the page



Rank secondary information



Use header styles to define content chunks and support scanning



Consider adding a summary



Add a summary to support scanning



Frontload all elements



First two paragraphs



First two words (or 11 characters)



First two words (or 11 characters)

Why is sun

How to cho

How to appl

Importance

Choosing th

Applying su

Always remove context already provided by site and page name



Use headings and subheadings 





Write well and concisely



https://www.nngroup.com/articles/how-little-do-users-read/



If users don't need it, 
don't write it

https://www.nngroup.com/articles/information-pollution/



Readability Statistics Recommendations 

Word count: As low as possible 
Words per sentence: 15-20 
Flesch-Kincaid reading ease: Higher than 50 
Flesch-Kincaid grade level: 

Transition pages: Grade 6 
Destination pages: Grade 8-10

Tools
• Microsoft Word https://goo.gl/b5XLgc
• Readability analyzer http://datayze.com/readabilityanalyzer.php
• Hemingway App http://www.hemingwayapp.com

https://goo.gl/b5XLgc
http://datayze.com/readabilityanalyzer.php
http://www.hemingwayapp.com/


CoPilot in SharePoint



Use ChatGPT to help you summarize

When the bright and sunny days of summer roll around, many of us eagerly 
anticipate spending more time outdoors, whether it be lounging at the 
beach, hiking in the wilderness, or simply enjoying a leisurely stroll through 
the city streets. But before you venture out into the great outdoors, it's 
important to arm yourself with the proper tools to protect your skin from 
the harmful effects of the sun's ultraviolet (UV) rays. And what's the most 
important tool in your arsenal? Your sunscreen, of course!
When it comes to choosing the right sunscreen, there are a few things to 
keep in mind. First and foremost, you want to make sure that your 
sunscreen provides broad-spectrum protection, which means it protects 
against both UVA and UVB rays. UVA rays are the ones that can penetrate 
deep into the skin and cause premature aging, while UVB rays are 
responsible for causing sunburns. A broad-spectrum sunscreen will protect 
against both types of rays, keeping your skin healthy and youthful-looking 
for years to come.
But that's not all! You also want to make sure that you choose a sunscreen 
with an SPF (sun protection factor) of at least 30. SPF measures how well a 
sunscreen protects against UVB rays, so the higher the SPF, the better 
protection you'll receive. If you have fair skin or are prone to sunburns, you 
may want to opt for a higher SPF, such as 50 or even 75.
Of course, not all sunscreens are created equal. If you have sensitive skin 
or are prone to breakouts, it's important to choose a sunscreen that is 
labeled as "non-comedogenic." This means that the formula won't clog your 
pores or cause acne, which is especially important if you're prone to 
breakouts.
Another factor to consider when choosing a sunscreen is the formula itself. 
Do you prefer a lotion, spray, or stick? Lotion sunscreens are typically easy 
to apply and can be rubbed into the skin, while sprays can be more 
convenient for hard-to-reach areas or for reapplying throughout the day. 
Stick sunscreens are often a popular choice for the face, as they're less 
likely to run into your eyes and cause irritation.
Ultimately, the most important thing when choosing a sunscreen is to find 
one that you're comfortable wearing and that provides the protection you 
need. With so many different options available on the market today, there's 
sure to be a sunscreen that fits your needs and preferences. So don't be 
afraid to experiment and find the one that works best for you!

To protect your skin from the sun's 

harmful UV rays, it's important to 

choose the right sunscreen. Look for a 

broad-spectrum sunscreen with an SPF 

of at least 30 to protect against UVA 

and UVB rays. For sensitive skin or 

prone to breakouts, choose a non-

comedogenic formula. Consider the 

type of sunscreen you prefer, such as 

lotion, spray, or stick, and find one that 

works best for you. With so many 

options available, there's sure to be a 

sunscreen that fits your needs and 

preferences.

Prompt

Please summarize this 

so it is more concise 

and scannable to be 

read online



Build consistency with a 
style guide



Describing interactions with UI
Guidance on word choice 

For example: Select

• Select the Modify button.

• For Alignment, select Left.
• Select the text, open the shortcut menu, 

and then select Font.

Formatting text in instructions
Consistent layout helps end users locate 
and interpret information

Microsoft Style Guide

https://docs.microsoft.com/en-us/style-guide/procedures-instructions/describing-interactions-with-ui
https://docs.microsoft.com/en-us/style-guide/procedures-instructions/formatting-text-in-instructions


Agenda • Online reading patterns

• Defining your audience & 

goals

• Designing for scannability

• Writing effective microcopy



Online, we read 25% slower



Make it easier to scan



Visual hierarchy, according to Gestalt 
psychology, is a pattern in the visual field 
wherein some elements tend to "stand 

out," or attract attention, more strongly 
than other elements



Use section backgrounds to highlight important content





Common elements that attract 
attention:

• Hyperlinks

• Headings & subheadings

• Dark section backgrounds

• Numbers or bullets

• Large imagery

• Symbols



Consider the 
Law of Common Regions 

when you structure your pages



Provide next steps in context and use Law of Common Region to your advantage



Be careful
how you use images







Be careful how you use 
images!



Be careful how you use 
images!



Advanced image editing is coming



Make more engaging content with expanded design capabilities



Centralize approved imagery with organization assets: 
https://symp.info/OrgAssets



Use ChatGPT to create your image alt text



“The measure of a professional tool is not whether it does something 
wrong when you deliberately abuse it. The question is whether 

results are good when the tool is used as intended.”
-Nielsen Norman Group

Source: https://www.nngroup.com/articles/chatgpt-productivity/

The Study

• 444 participants

•Varying fields including marketers, grant writers, 
data analysts, and human resources professional

•Write 2 business documents

•One independent

•One assisted by ChatGPT

•Measured time spend and quality (1-7)

Findings

• 10-minute reduction in task for a productivity 
improvement of 59%

•Quality improved from 3.8 to 4.5

•ChatGPT reduces skill inequalities

•Changed time spend to reduce time on 
drafting



What ChatGPT can’t do for you:

• Keep work information confidential

• Fill in gaps of knowledge from 
proprietary content

• Frontload labels

• Apply all writing for the web best 
practices

• Always be accurate

How to use ChatGPT:

• Identify content chunks

• Make content more concise, by section

• Change tone of content

• Create image alt text

• Fill in gaps of knowledge with publicly 
available content

• Generate terms in plain language

• Help define acronyms



Embedding content into the page reduces friction to consume information



New content pane will make it even easier to embed content



Our transition today



Mixing dynamic 
and static content 
on 1 page



On a 10-year-old intranet, 
over 80% of content was news



16 Intranet Statistics You Need to Know in 2023 [INFOGRAPHIC] (happeo.com)

Post news in 
SharePoint

Democratize 
news posting

https://www.happeo.com/blog/intranet-statistics-you-need-to-know






Great! Only 
1,693,358 emails!



No organizational memory



Less engagement



More distractions



Limited analytics



Limited search capability



No undo/redo



No integration with 
Microsoft 365



SharePoint News centralizes your 
internal and external news



Decentralizing news curation supports more timely communication

Intranet

Accounting

Corporate 
Communications

Health & Safety

Human 
Resources

Information 
Technology

Legal

Process Technology & 
Engineering

Supply Chain & 
Quality Management

Capital 
Project 1

Capital 
Project 2

Team SiteCommunication SiteHub SiteKEY:
Associated 
Site (to Hub)

Link



Decentralizing news curation supports more timely communication

Intranet

Accounting
Corporate 

Communications

Health & Safety

Human 
Resources

Information 
Technology

Legal

Process Technology & 
Engineering

Supply Chain & 
Quality Management

Capital 
Project 1

Capital 
Project 2

Team SiteCommunication SiteHub SiteKEY:
Associated 
Site (to Hub)

Link



Promote Page

The value of your news increases with the number of sources contributing content



Leverage existing content and promote a page as news 
Leverage existing content as news



Bring external content into your intranet



SharePoint News reaches 
employees where they are



News Web Part



Send to email



🆕 Send to email



SharePoint App Bar



Viva Connections



SharePoint Mobile App

with push notifications from 
sites you are following!



Filter news to surface the right content in the right context



https://symp.info/OrgNewsDistinguish "official" company news



Highlight key information employees may have missed with a news digest



Build a consistent format and use page templates



Solution
Across Site 
Collections

Metadata
Document 
Libraries

Pages Permissions Flows
List 

Formatting
Requires 

Code

Content Type Gallery Yes Yes No No No No No No

Page Templates No Yes, for the 

page itself
No Yes No No No No

Third-party migration tools
(Sharegate) Yes Yes Yes Yes Yes No Yes No

Third-party template tools
(Orchestry) Yes Yes Yes Yes Yes No No No

Site Templates Yes Yes Yes No Yes No Yes
JSON

PowerShell

PnP Provisioning Templates Yes Yes Yes Yes Yes No
Yes, with 
custom 
code

XML PowerShell

Microsoft 365 Template Options









Don’t forget 
about microcopy



Microcopy: small pieces of text or words on a 
website or application that provide guidance, 

feedback, or instructions to users



File viewer web part
“A link is a promise. Any broken promise, large or small, 

chips away at trust and credibility.”
-Nielsen Norman Group



Onbirding



Onboarding



Utilize 
unencumbered 

prose

E



Use plain language



S.P.E.C.T.R.E.



Learn more

Click here

“Learn More” Links: You Can Do Better (nngroup.com): https://www.nngroup.com/articles/learn-more-links/ 



Pernice, Kara. “Better Link Labels: 4Ss for Encouraging Clicks.” Nielsen Norman Group, 2014, 
www.nngroup.com/articles/better-link-labels/.



Pernice, Kara. “Better Link Labels: 4Ss for Encouraging Clicks.” Nielsen Norman Group, 2014, 
www.nngroup.com/articles/better-link-labels/.



Pernice, Kara. “Better Link Labels: 4Ss for Encouraging Clicks.” Nielsen Norman Group, 2014, 
www.nngroup.com/articles/better-link-labels/.





THANK YOU



Writing for the Web Checklist

❑ Provide informative, unique page titles

❑ Use headings to convey meaning and structure

❑ Make link text meaningful

❑ Write meaningful text alternatives for images

❑ Create transcripts and captions for multimedia

❑ Provide clear instructions

❑ Keep content clear and concise

Source: https://www.w3.org/WAI/tips/writing/

Web Accessibility Checklist

❑ Defined audience

❑ Defined goal

❑ Reviewed style guide

❑ It is clear

• Inverted writing

• Removed modifiers

• Defined acronyms

❑ It is useful

• Clear call to action

• Frictionless navigation to next steps

❑ It is consistent

• Sentence vs title casing

• Correct usage of headers



Resources
Microsoft
• SharePoint App Bar: https://symp.info/IgniteSPNews

• Audience Targeting: https://symp.info/AudienceTargeting

• Organizational News: https://symp.info/OrgNews

• SharePoint LookBook: https://lookbook.microsoft.com

• Page Templates: https://symp.info/PageTemplates

• Image Sizes: https://symp.info/ImageSizes

Nielsen Norman Group
• Inverted Pyramid for Reading Comprehension: www.nngroup.com/articles/inverted-pyramid

• Text Scanning Patterns: www.nngroup.com/articles/text-scanning-patterns-eyetracking

• Information Foraging: www.nngroup.com/articles/information-foraging

• 4S for Better Link Labels: www.nngroup.com/articles/better-link-labels

Community Contributions
• The Evolution of Company-wide Email Communication to SharePoint News: https://symp.info/EvolutionNews

• How to Share Org-Wide Communication in Microsoft 365: https://symp.info/OrgwideCommunications

• What to do after writing for the web: https://emilymancini.com/2022/10/17/what-to-do-after-attending-writing-
for-the-web/

https://symp.info/IgniteSPNews
https://symp.info/AudienceTargeting
https://symp.info/OrgNews
https://lookbook.microsoft.com/
https://symp.info/PageTemplates
https://symp.info/ImageSizes
http://www.nngroup.com/articles/inverted-pyramid
http://www.nngroup.com/articles/text-scanning-patterns-eyetracking
http://www.nngroup.com/articles/information-foraging
http://www.nngroup.com/articles/better-link-labels
https://symp.info/EvolutionNews
https://symp.info/OrgwideCommunications


https://learn.microsoft.com/microsoft-365/community/
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