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Reordering manuals inside spaces
Space administrators have the ability to customize the sequence in which manuals are listed within a space. This
customization can be based on factors such as importance or the desired order for users to read the manuals.

Individual space members can arrange manuals alphabetically or by creation date, depending on their preferences.
When the custom sort option is selected, the manuals will be displayed in the order defined by the administrator.

To reorder manuals within your space:

1. Navigate to your space and click Manage.
2. Click Manual Reorder.
3. Drag and drop the manuals to arrange them in a custom order.
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Sorting manuals inside spaces
To sort manuals within your space:

1. Click the Sort icon ( ) to view the sort options. 
2. Select Recent from the list and click the Sort icon ( ) to sort by date created in either ascending or

descending order. 
3. Select Alphabetic from the list and click the Sort icon ( ) to sort by name in either ascending

or descending order.
4. Select Custom from the list to sort in the order customized by the space admins set in manual reorder

settings.
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