How to Create, Review, and approve a
Knowledge Base Article and Create
Category and move article into category
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Submit Knowledge base Entry

1. Click on Submit Request and click on Submit Knowledge Base Entry
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2. Entertitle and contents and Click on Submit

Knowledge Base

Entry Request
Propose New KB Article

* Titiw: | #ow 1> Ciosr o Paper Jam
‘ Content:
How to Clear a Paper Jam

Remove th paper ray and extract loose paper
Opﬂnwm:mdgcbu-dmmhmcm
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Tum of tha prnter, then tuen it back ca
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3. Click on Close.

Thank You

Your request has been submitted.

Your Process |D is KB-000002




Review and Edit the KB Article

1. Login as KD Editor Role
2. Click on Tickets
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3. Click on ne KB Article Link Under My Open Tickets
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4. Click on Review KB Request
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5. Review the Existing KB Articles With Matching title or contents
a. Ifyou find a duplicate article the click on duplicate
b. If now duplication found then click on continue

Tauk [YTOL Review U Singuest - How 1o Clear & Paper Jom -
Knowledge Base .
Possible Duplicate Entries

Existing KB Arficles with Matching Title or Content

Pleasa toke fhe time to snsure s KB roguast is 0ot 8 dupiicate of what sireedy exists. If you 4o not find & possiie dupicaty, chok
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6. Enterthe Description and click on Review

Tanuk [ITS): Review KH Rguest - ow to O & Papes Jam

Knowledge Base [subenicter: ey e J
Setup KB Request
' Knowdedge Type Ao -
" Category: Defat Artce Catagory v | tow Caingry
Pareat Entry: =

g iption | Explanation of Quests m— .
4AaB|B U0 cA-V-EERR9 LB RTE
These adicke steps through the process of removing paper jams from the ponted

Request Detalls
EON TiteQuastion: |l o Cisar 1 Paper Jam
* Comtant | Annwer:

AUABIUse -A-w-EERERI Bea V=
How 1o Clear a Papsr Jam

Remaove th paper tray and extract oosa papar.

Op the print canndge door and remove the prnt canndge
Remova the winkled or torn paper fomn the papsr jam.
Reinstall th print canndge and close th prnt catndge door.
. Tumn off the panter, then tum & back on,
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7. After reviewing click on Submit if no further editing is required
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Preview Post [i—mg ¥ Feader
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Articke Type: Arscle

Artiche Catngory: Defust Ao Campary

Tithe: How to Oear u Paper Jam
Description:
These arfche alagn trough fie process of remeving paper jma from e pover

Contents:
Haow % Cear a Frger Ja
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8. Close the Thank You page

Task [176]: Review KB Request - How to Clear a Paper Jam
i Knowledge Base o

Thank You 7

Your response has been submitted for further action.




Approve the KB Article

1. Login as KB Approver role
2. Click on Tickets
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3. Click on KB Ticket under My Open Tickets
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4. Click on Approve KB Request Link
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5. If satisfy then Click on Approve

Tash \77Y m'vvww Fditor's WO feveioan - How to Olear o Paper Jam

Knowledge Base
Approve Post
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Proposed Article for Submission

Article Type: Acticie
Article Category: Defaul Artcie Category

Tithe: How 1o Cleat & Papec Jam
Description:
These article sicps Dwoogh the proceas of femoving paper s fram the pemier

Contents:
How fo Ciear s Paper Jam

Removo ™ paper Uy s exroct Oso pape.

Op the pret cartrkige doOr and remove the prnt canvidge.
Remove e wrinkded o lom paper fom fhe pager jam.
Rematal th prist cartridge and close th priet cartrdge door
Tum off e prnter. then turn § Back on

o,

Return to Tditors § Remove Sobenission
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6. Close the ticket window
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Viewing Knowledge Base Article

1. Click on Knowledge Base
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2. Click on the article you want to read

How to Create Category
1. Click on folder with + Sign and click on Add Root Category
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2. Enterthe Nameand Description and click on Save

Edit Category

Main Information

Category Name Printer Problem Resolution
*Name |Pr'r|ter Problem Resclution |

4 2B B 7 U 2w - A-w -
IThis Category will contains the Articles related to Printer problem
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Description

[3 Design | [ HTML S Presview
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Moving the Article to Category

1. Click on the lightning sign of an article and click on Move to Category
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2. Click on Pick

Edit Article

Move Article

Article Hame: How to Clear a Paper Jam
Current Category: Default Article Category

Move To Category: | Pick

3. Select the Category and click on it

Select Category:
] Default Article Category
(] printer Problem Resolution



4. Click on Move

Edit Article

Io
lx

Move Article

Article Name: How to Clear a Paper Jam
Current Category: Default Article Category

Move To Category: | Printer Problem Resolution | Pick
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5. Click on Category and verify that article is moved in it
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