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How to Edit an Article

Step 1: Goto Ohio.gov | State Agencies | Online Senices | Accessibility & | Login

https://oatnkb.ohiohighere OthngherEd F—

d.org. Enter your username OATN Knowledge Base 5
J

and password assigned to
you.  If you forgot your
password, click on the
“Request new password”
link beside the Log in tab User account
and enter your email nvi =6
address to have your

password reset. (

Home

Login Request new password

Usemname *

Enter your OATN Know/ledge Base username.

Password *

Enter the password that accompanies your username

Log in

Step 2: Once !ogged in, My Recent Activity
locate the article that you

column is on the right of the
desired article to edit.

Update Discussion

: Recent Activity

There is no activity yet for

Create the first post.

All Institutions: Recent Activity

Update Discussion 05/2113  edit
Greetings Discussion 1 0513113 edit
testing beta - institution Discussion 0 05/09/13 edit
testing beta site Announcement 0 05/09/M13 edit

First CEMS FAQ FAQ 0 04/29M13  edit
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Step 3: The article can now
be edited. Changes can be
made to the Subject, Type,
and SIS.

Home » Update

Edit: Update
WView Edit

Subject/FAQ Question *

/I

Type

Announcement

- Mone -

Announcement
lssue

Discussion
Downtime Motice

How many versions of Jenzabar are there?

SIS
Update
- Mone - E|
Type [ -None-
Discussion |Z| -7 | Banner
Datatel
- Global
Homegrown/Other
Jenzabar |E| Jenzabar
PeopleSoft
Institution
- Al - (=]
Step 4: Next, scroll down to Full post/FAQ Answer (Edit summary)
use the text editor to edit
the existing text B I Us=ZXE = = E = i= ) P @A x2 x " E Source FE
information on your article.
y Forma +| | Styles ] Wi 2 - S N M- ey =

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.

o file chosen

‘ Choose File D
~——____—

Files must be less than & MB.

Upload

Allowed file types: aif avi cesv doc docx gz mov mpd mpd pdf ppt pptx ritf swf tar txt wpd vef wav wma wmv xis x|




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.

Attachments

Add a new file

Files must be less than 8 MB.

FILE INFORMATION WEIGHT OPERATIONS

OATN mockups 02112013.pdf (371.66 KB)

Choose File | Mo file chosen

Allpwed file types: aif avi csv doc docx gz mov mpd mpd pdf ppt pptx ritf swi tar txt wpd vef wav wma wmv xls xlsx xml zip.

Remaove

0 [l

Upload

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.

Revision information
Mew revision

Comment settings
Upen

Authoring information
By ksosa

Publishing options

notifications

Revision information
New revision

Comment settings
Open

Authoring information
By k;

Publishing options
Published, Send subscriptions
notifications

Published. Send subscriptions

@ Open
Users with the "Post comments™ permission can post comments.

™ Closed

Users cannot post comments.

Published

[£] Promoted to front page

[ Sticky at top of lists

Send subscriptions notifications

“ou may want to turn Send subscriptions notifications OFF when you only change Publizhing
options, otherwise Subscriptions will send out "update” notifications — this option is not saved.
Subscriptions does not send notifications for unpublished nodes (except to users who have the
Administer content permission), but when you set Published to ON, Subscriptions wil send out
"new™ notifications, unless you turn this off here.

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..

Revision information
Mew revision

Comment settings
Open

Authoring information
By ksosa on 2013-05-21
10:02:35 -0400
Publishing options

notifications

Submit = Delete

Published, Send subscriptions

Create new revision

Revision log message

Provide an explanation of the changes you are making. This will help other authors u
vour motivations.

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

v

My Recent Activity

Update

0 Knowledge Base (ATC) Updafe has been updated.
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