WHAT TO INCLUDE ON YOUR KNOWLEDGE BASE SHELF
The Knowledge Base is intended for faculty and staff use, serving as a repository for internal information and resources. The website, on the other hand, is student-facing and contains information designed to support and guide students.
To maintain a clear, consistent, and well-organized Knowledge Base, please keep the following guidelines in mind when adding content to your shelf:
· Do not house policies or documents that belong to another college or department. Instead, create a page that links to the original source where the information is maintained.
· Do not copy another page or chapter, as this creates duplicate content that will not receive live updates. Instead, link to the page with the appropriate information.
· Faculty and staff lists are maintained on the website and should not be duplicated in the Knowledge Base. If needed, include a link to the appropriate webpage rather than recreating the content.
Content Maintained on the Website
If you would like website content to be represented in the Knowledge Base, only provide a link to the webpage where the information is housed. Do not recreate or copy the content. This will ensure that all information is up to date. 
Notes: To create any new shelf, please contact KB Support by submitting a ticket. 


HOW TO GUIDE FOR THE KNOWLEDGE BASE
Organizational Structure
Think of the knowledge base like a bookcase:
· Shelves are the main categories, representing each college or department 
· Books organize related content within each college or department 
· Chapters break content into smaller sections, making information easier to browse and find 
· Pages contain the specific information you’re looking for 
This structure helps you easily navigate from general topics down to detailed answers.
Notes: Access to create, edit, or modify the Knowledge Base requires logging in with your A-State email address. Users without edit permissions will need to request access.



How to create a book:
· Navigate to the desired shelf where you want the book to be created. 
· In the upper-right part, locate the “Actions” menu. 
· From the options under “Actions”, select “New Book.” 
· A new panel will open. Fill in the required details: 
· Title – Enter the name of your book 
· Description – Provide a brief summary of the book’s content 
· Tags – Add relevant tags to help organize and search for the book (optional)
· Once all fields are completed, click “Save Book.”

How to edit an existing book:
· Navigate to the desired book that you want to edit.
· In the upper-right part, locate the “Actions” menu. 
· From the options under “Actions”, select “Edit” 
· A new panel will open. Change details that you desire to change: 
· Title – Change the name of your book 
· Description – Provide a new brief summary of the book’s content 
· Cover Image – Upload a new image, "reset” or change the image for the book cover
· Tags – Add/ edit relevant tags to help organize and search for the book
· Once all fields are edited as you desire, click “Save Book.”

How to create a chapter:
· Navigate to the desired book where you want the chapter to be created.
· In the upper-right part, locate the “Actions” menu.
· From the options under “Actions,” select “New Chapter.”
· A new panel will open. Fill in the required details:
· Name – Enter the title of your chapter
· Description – Provide a brief summary of the chapter’s content
· Chapter Tags – Add relevant tags to help organize and search for the chapter (optional)
· Once all fields are completed, click “Save Chapter.”






How to edit an existing chapter:
· Navigate to the desired chapter that you want to edit.
· In the upper-right part, locate the “Actions” menu.
· From the options under “Actions,” select “Edit.”
· A new panel will open. Change details that you desire to update:
· Name – Change the title of your chapter
· Description – Provide a new brief summary of the chapter’s content
· Chapter Tags – Add or edit relevant tags to help organize and search for the chapter
· Once all fields are edited as you desire, click “Save Chapter.”

How to create a Page:
· Navigate to the desired book or chapter where you want the page to be created.	Comment by Heather Boothman: You can create a page without that being in a chapter
· In the upper-right part, locate the “Actions” menu.
· From the options under “Actions,” select “New Page.”
· A new page editor will open. Fill in the required details:
· Title – Enter the name of your page
· Content – Add the information in the blank editor area provided
· Click “Set ChangeLog” in the upper-right corner. (optional) 
· Enter a brief description of the changes you’ve made in the changelog field. (optional)
· Click “Save Page” to finalize and publish your page.

How to edit an existing Page: 
· Navigate to the desired page that you want to edit.
· In the upper-right part, locate the “Actions” menu.
· From the options under “Actions,” select “Edit.”
· A page editor will open. Fill in the required details:
· Title – Change the name of your page if needed
· Content – Edit the information in the content area if needed
· Click “Set ChangeLog” in the upper-right corner. (optional)
· Enter a brief description of the changes you’ve made in the changelog field. (optional)
· Click “Save Page” to finalize and publish your updates.





How to insert a link into a page:
· Navigate to the page the link will live.
· In the upper-right part, locate the “Actions” menu.
· From the options under “Actions,” select “Edit.”
· At the top of the editor, locate the[image: ] “insert/edit link” button.
· Paste the desired web address into the URL field.
· Enter meaningful link text instead of the URL to ensure accessibility compliance.
· Select Ok and save changes.

How to Embed a Form on a Knowledge Base Page:
· Navigate to the Knowledge Base page where you want the form to appear.
· In the upper‑right part, locate the “Actions” menu. From the options under “Actions,” select “Edit.”
· A page editor will open.
· At the top of the editor, locate the <> (HTML) button. (It is next to the Clear Formatting icon, which looks like a T with a small X.)
· Click the <> button to switch the editor into HTML mode.
· Open your form in Formstack.
· Click Share.
· In the sharing options, locate iFrame (next to the JavaScript option).
· Copy the iFrame embed code.
· Return to the Knowledge Base editor and paste the iFrame code into the HTML window.
· Click “Save Draft” to save your progress. (optional)
· Click “Save Page” to publish the form on the Knowledge Base page.













How to insert an attachment into a page:
· Navigate to the page where the attachment will be added
· In the upper-right part, locate the “Actions” menu.
· From the options under “Actions,” select “Edit.”
· On the right-hand side there will be an icon shaped like a paperclip [image: ] named “Attachments”
· On the attachments sidebar, select the middle tab for “Upload File”
· Once the file is uploaded, insert it into the page as needed
· Add your file by either:
· Dragging and dropping it into the upload box, or
· Double-clicking the box to browse and select the file
· Once the file is uploaded, rename it as the text you need it to display in the body of the content. Lastly, insert it into the page as needed.	Comment by Heather Boothman: Make sure to rename the file as the text you need it to display in the body of the content

Deleting Attachments:	Comment by Heather Boothman: Attachments
For all deletion requests, please submit a ticket. 
To help streamline the process:
· Rename any page, chapter, book, or attachment you would like removed to “Delete”
· Include a link to the specific location in your ticket.
Note: Deleting the text within an attachment does not remove the attachment from the left-hand display. To fully remove an attachment, you must submit a ticket. Once the attachment is removed, make sure to update the text in the body of the content if you haven’t already. 	Comment by Heather Boothman: Once the Attachment is removed make sure to update the text in the body of the content
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