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Adding a

A step-by-step visual walkthrough of adding a Weekly Insight to a Fundamental, with text,
an author, or a video.
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Open Fundamentals

Your Weekly Insights now live under Fundamentals, a little different from the old software.

Click Fundamentals
From the Admin Panel, select Fundamentals in the left-hand menu.
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The Admin Panel: Fundamentals is in the left-hand navigation.
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Choose which Fundamental to add to

Each Fundamental has its own Weekly Insight, along with the week it's scheduled to run.

Select a Fundamental
Find the Fundamental you'd like to add a Weekly Insight for and click it. The list shows each Fundamental’s
schedule and current author.
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The Fundamentals list: select the one you want to work on.
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Open the Fundamental

Once inside, you'll see a row of tabs across the top for everything tied to this Fundamental.

Locate the Weekly Insight tab

Along the tab row (Description, Weekly Insight, QuickTips, and more), find Weekly Insight.
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Inside a Fundamental: note the Weekly Insight tab in the row along the top.
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Click the Weekly Insight tab

This is where you’ll add the message your team receives for the week.

Open Weekly Insight
Click the Weekly Insight tab to open the editor, where you can add content and assign an author.

@@ culturewise L:P
= < FIND A WAY. Upcoming next « (& Jul 20 - Jul 26, 2026
(m Home
Description Weekly Insight QuickTips Coaching Guide Videos Lessons Pulse Survey
B company v
Weekly Insight L_f\/ Visual editor | HTML \,l
- /

E Fundamentals

% Notification Setup

AllInsights Weekly Insight Author
o Gamification ~ N
° New Insight > Tyler Howard v
Tyler Howard
[l Reports
2 Billin
(= sl Text
£83 settings
H1 H2 H3 MNormaltext B I U @ ® B B = = = =
= = @
1At User Panel

Start typing here...

e Super Admin Panel

Powered by @8 culturewise

The Weekly Insight tab: your workspace for the week’s message.
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Assign an author

Every Weekly Insight can be attributed to a specific person on your team.

Choose the author
Open the Weekly Insight Author dropdown and select a name. That person is now responsible for this Weekly

Insight.
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Select the author from the dropdown menu.
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Write or paste your message

The body is a simple editor. Type directly or paste your prepared text.

Add your message and save
Copy and paste your message into the body, then click Save in the top-right.
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Paste your message into the body, then click Save.
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Add a video instead

You can deliver the Weekly Insight as a video rather than text.

Click the + button, then Video
Click the + button below the editor and choose Video from the menu.
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Click the + button and select Video.
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Add the video details

Give the video a title and paste its link. That’s the last step.

Add a title and paste the URL
Enter a title, then paste a YouTube, Vimeo, or Cloudflare Stream URL to embed the video. Click Save when

’
you’re done.
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That’s it! Your Weekly Insight, whether text or video, is now scheduled to reach your team for that

4

Fundamental’s week.

Questions?
Your CultureWise team is always here to help. Reach out anytime.
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