3.4 Topic Structure / Knowledges Ly &8

[Overview] Register and edit organizational guidelines and standards relevant to the review tasks as

Knowledge in the registered Topic.

Knowledges
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@ Fulltext () Partial text
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©® Word Search

Searches for words in the Knowledge.
Search combining multiple words can be done as well.

0O Tag

Filter Knowledges by the Tag attached to the Knowledge.
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Knowledge Display Area

© Create + Create
Register new Knowledge.

O Import | tmeot |
Add and/or update Knowledge by importing Excel file.

© Export | Export |

Export registered Knowledge in Excel format.

® Change Status (Public/Private)
in Bulk

Change status to either public or private status for the
selected Knowledges in bulk using the checkbox on the left.
Public: Visible as Knowledge in the Guide View.
Private: Not shown as Knowledge in the Guide View.

| Change Status (Public/Private) in Bulk |

@ Delete

Delete Knowledge registered by checking the box
on the left and click “Delete.”

O Edit

Edit registered Knowledges.
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3.4 Topic Structure / Knowledges / Create New Knowledge FLwZ#iAR{Frk

oneaa e Knowledge can be registered to aid review task.

FLYSFARAVER
Knowledges
= Specth s oo - Features & Step-by-Step Guide
= @ Click "Create"
: Search by topic € Topics Knowledge  Rules ¥ Share
. e v @ Rttt O Pl T @ Select Topic for the Knowledge
import || Egort || ChengeSatus (ublprvaein Bk | cipyng e 2enotziens ¢ [ 5 Search for the relevant Topic or select from the Topic
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© Select Tags
***** Select list of Tags designated for Knowledge in Settings, if
et necessary. Multiple Tags can be selected.
[§E§ﬂu‘/91
0, o y O Input Knowledge
In addition to the main body of the Knowledge, it is
{8 setings & N possible to provide links to external sites by entering the URL.
@ Hep P

- | © Upload image
Attach image files or screenshots, if necessary.
Supported file formats: png, jpg, jpeg
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3.4 Topic Structure / Knowledges / Import FLYSA -

Add New Topic: Import externally created Knowledge.
Overwrite Topic: Edit existing Knowledge, including its Topic(s).

Import Knowledges
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Knowledges

= SpectA
- RFQGuideView

e{smteh | b 2]

N |

o b | HEEE
3 /n=1' E :‘
X Close
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¢ Share

Y Display settings
Displaying 1 to 2 out of 2 items ¢ n b

Tag Updated date v Updated by
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X Close
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== Import Knowledge

pdne

Import Excel File with Knowledge

Import Excel File with Knowledge

Drag & Drop

Bring the file in this frame to upload
‘You can view the dialog box by clicking on it.
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& Download Format Data Ea Download Sample Format

ura Katsu--

Drag & Drop

Bring the file in this frame to upload
You can view the dialog box by clicking on it.

= Select a file to upload

L) Settings

@ Hep

v =+ Select afile to upload
o s s s =

([Import Format]
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Features & Step-by-Step Guide
O Click "Import"

@A Select “Add New” or “Overwrite
Update”

Switch between them by the tabs.

«Create Import File»
© Click “Download template file”

O Input information in the import file

Items in yellow text in the template file are mandatory.

«Import>»
O Select the file to upload
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3.4 Topic Structure / Knowledges

Export Knowledges

FLYSTIRAR—b

Knowledges

Export FLwv
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Export registered Knowledge to an Excel file.

== SpectA

- FFOGuideView

¢ ¢ Bak

€ Topics Knowledge

= Create New

-] Topic

FRECE
0 gwmzm
g

L) Settings

@ Hep

Rules

v @ Fulltest O Partial text

Knowledge Tag

wxnx (RN

0o (EiEs)

V- | EHEE|REEE K] ewerr [EH) oT0300 B
BENULA] = +i88 htip:

Displaying 1 to 2 out of 2 items ¢ n b
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¢ Share

Y Display settings

Updated by
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X Close

Export will be executed. Are you sure?
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Features & Step-by-Step Guide

O Click "Export™
@ Click "Export™

Export the Knowledge listed as an Excel file.
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3.3 Topic Structure / Rules / Change Status(Public/Private) in bulk B3/ —AZEE

o Eh LR  Change the privacy settings of the Knowledge in bulk to public or private.
INESVE |3/

Knowledges

== SpectA

= Specth s oo - Features & Step-by-Step Guide
) ——— R — O Select the Knowledges to change
';Z:im —— | the privacy settings
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Change Status in Bulk

Please specify the status to change to. Q
ﬂ Public] X v]

Public HiEEE EMEAEPFESE | ERY

O Click “OK"

L) Settings
@ Hep
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3.4 Topic Structure / Knowledges / Delete F Ly HIBR

DR GIVEREEE  Remove unwanted Knowledge, for example, company procedure/standards that are
FLYSHIBR no longer applicable or products that are no longer used.

% Data cannot be recovered after deleted, therefore, export them before deleting!

Knowledges

= Specth s oo - Features & Step-by-Step Guide

: . " O Select Knowledge(s) to be deleted
D Bro Topics Knowledge Rules Share
= Search -
B Topic Struct ‘f‘/'-‘" | (4] Q Multiple word search V| @ Fulltet () partil text YDispIaysettings 9 CI Ick “ D Delete”
A ru E . _—
=+ De r ‘imﬁﬁ ‘ 0 Export Displaying 1 to 2 out of 2 items ¢ n »
* : ‘ 1:;2 : ‘ © -] Topic Knowledge Tag Updated date v Updated by 9 CI ick mn Delete'|

‘, ‘ ¢ swAE 00t [EHEE ruren (B —— Deletion is irreversible.
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_‘}EEE‘ o X Close

Delete the selected Knowledge.
= Are you sure you want to do this?
Cancel

L) Settings
@ Hep
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3.4 Topic Structure / Knowledges / Edit knowledges FLvZiRsE

Edit Knowledges

FLySimse

Edit registered Knowledge.

Knowledges
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Features & Step-by-Step Guide
@ Hover over the Knowledge to be
edited

@ Click" 7 "
© Input the changes

Topic(s), Tag(s), the content of the Knowledge and
attached images can be editted.

O Click "Save"
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Contact Us At
bEIVENE

8 specta-support@solize.com
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