
Knowledge Base 

How to Edit an Article 

Step 1:  Go to 
https://oatnkb.ohiohighere
d.org. Enter your username 
and password assigned to 
you.   If you forgot your 
password, click on the 
“Request new password” 
link beside the Log in tab 
and enter your email 
address to have your 
password reset. 

 
Step 2: Once logged in, 
locate the article that you 
wish to edit.  The edit 
column is on the right of the 
desired article to edit.   
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Step 3: The article can now 
be edited.  Changes can be 
made to the Subject, Type, 
and SIS.   

 

 
 

 

Step 4: Next, scroll down to 
use the text editor to edit 
the existing text 
information on your article.  
.  

 
Step 5:  Scroll down further 
after editing the text to 
modify attachments.  Please 
note that there is a 8 Mb 
limit to the size of your file.  
Most of the commonly used 
formats are accepted.  Once 
the file has been chosen, 
click on the “Upload” 
button. 

 



Step 6: The attachment has 
been added and a weight 
can be assigned if 
necessary.  Note that the 
attachment can also be 
removed at this point. 

 
Step 7: Next, you may also 
change the comments 
settings for your article if 
you choose to eliminate 
comments to your post. 
 
The publishing options exist 
to ensure that subscriptions 
can be sent.  Check boxes 
for Promoted to front page 
help to have your article be 
seen at a later date.  
 

 

 
Step 8: When complete 
with the article, click on the 
“Submit” button on the 
bottom left of the page, or 
choose to delete the 
changes you have made and 
exit the article..   

 
Step 8: Your article should 
be posted.  The page should 
show with a message 
explaining the article has 
been posted.  

 



 


