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The Knowledgebase is an online place where you can quickly look up information about how to use our
district’s Zangle, Encore, and PeopleSoft applications.  It works like most typical software help menus.  You
can type in a keyword, click the Search button, and then you can choose to read any of the articles whose
titles and first paragraphs are then displayed on your screen.

The following steps walk you through how to locate and use the Knowledgebase.

1. Go online to this web site:
www.sandi.net/dwa

2. Once you are there, click either the Zangle,
Encore, or PeopleSoft link.  If you want to
find articles on Zangle only, click the Zangle
link; for articles on PeopleSoft only, click the
PeopleSoft link, etc.  For the purpose of
illustration in this Job Aid, we clicked on the
PeopleSoft link. 1

1

How to Find the Knowledgebase

The Knowledgebase has many articles on
different topics.  To see all the topics at once
(and be able to click on a topic of your choice)
do the following:
1. Find the Knowledgebase Search textbox
in the upper-right corner of the screen.

2
2. Click on the link “knowledgebase search”.

1

1

2

3. You will see a display of article topics called
“tags”.  Each tag is a clickable link.  When you
click a tag you will be taken to a screen that
displays one or more articles whose content
relates to that topic.  For the purpose of
illustration in this Job Aid, we clicked on the
Budget tag. 3

3

How to Browse Knowledgebase Articles

http://www.sandi.net/dwa
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4. You will then see a page displaying all of the
articles that relate to the topic (tag) you chose.
Each article is identified by a unique number,
called a “KB” number.

Each article also has its own title.  To read the
entire article, you must click on its title.

You can also search for an article by its num-
ber, if you wish (this method is shown later in
this Job Aid).  Each article has its own KB
number (Knowledgebase number) that identi-
fies it within the Knowledgebase.

5. After you click the title of the article you
want, the entire article opens up for you.  You
might need to scroll your page up or down to
read the whole article.  At the top of the article
a date is shown telling you when it was pub-
lished.

4 b
4 a
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6. At the bottom (or perhaps in the middle) of
the article you might sometimes find a link or
two that connects you to a Job Aid that can
help you.  (Job Aids are documents containing
step-by-step, illustrated instructions for specific
tasks or procedures).  You will also see (at the
very bottom of every article) single-word links
with meanings that are relative to the article.
By clicking on any of these links you can find
other articles with related content.

6
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How to Locate a Specific Article by Keyword

1. Go online to this web site:
www.sandi.net/dwa
Once you are there, click either the Zangle,
Encore, or PeopleSoft link, and then find the
“keyword search” box in the upper-right
corner.  Click inside the search box (where it
says “enter keyword(s)”). 1

1

2. Type a word related to what you want to
read about.  In this example, we typed the
word “payroll”.
Then, click the Go button.

2

2

3. A list of related articles appears.  Click the
title of the article you wish to read. 3

3

4. The article opens up in its entirety.  You
might need to scroll your page up or down to
read the whole article and to view any links that
might be within it.

http://www.sandi.net/dwa
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1. Go online to this web site:
www.sandi.net/dwa
Once you are there, click either the Zangle,
Encore, or PeopleSoft link, and then find the
“keyword search” box in the upper-right corner
of the screen.  Click inside the search box
(where it says “enter keyword(s)”).

1

* NOTE:  This can only work for you if you already know the KB number of the article you wish to view.

2. Type the KB number of the article you wish
to view, and then click the Go button.2

2

3. The beginning paragraph of the article is
displayed.  To read the entire article, click its
title. 3

3

How to Use “Advanced Search”

The Knowledgebase has an Advanced Search feature that lets you search for articles by subject, message
body, or KB #.  You can find the Advanced Search link at the top of all Knowledgebase search results
pages, or just by clicking the words “knowledgebase search” by the keyword text box.

1. Go online to this web site:
www.sandi.net/dwa
Once you are there, click either the Zangle,
Encore, or PeopleSoft link, and then find the
“keyword search” box in the upper-right
corner.  Click the “knowledgebase search”
link.

1

1

1

How to Find an Article by Its KB (KnowledgeBase) Number*

http://www.sandi.net/dwa
http://www.sandi.net/dwa
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2. Click the “advanced search” link to open
and display the Advanced Search page. 2

2

3. This is what the Advanced Search page
looks like. 3

3

4. Using a word or two, type a subject into the
Subject text box and click Search.

TO SEARCH BY SUBJECT

4

4

4

5.  All articles related to your subject appear in
a list.  You can click any article title in the list to
read the full article. 5

5
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7.  All articles that contain that phrase (or
something similar) appear in a list.  You can
click any article title in the list to read the full
article.

TO SEARCH BY MESSAGE BODY

6. Type a phrase into the Message Body
text box and click Search. 6

6

7

7

TO SEARCH BY KB #

8. Type the KB number of the article you
want into the KB # text box and click
Search.

9.  That particular article appears.  To view
the entire article, click on its title.

8

9

8

9
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Step 1:  Read your Manuals, Handbooks, and Job Aids thoroughly.  The answers to
many questions can be found in these training materials.  But if you still need help, go on to
Step 2.

Step 2:  Attend an Open Lab or Help Camp session.  These are first-come-first-served
help clinics where (after you have attended the training class) you can receive individual-
ized, one-on-one assistance from an IT instructor.  To see the current Open Lab and Help
Camp schedules, go online to these web sites:

http://www.sandi.net/peoplesoft/training
http://www.sandi.net/encore/training

After you have attended Open Lab/Help Camp, if you still need help, go on to Step 3.

Step 3: Contact the current designated “Subject Matter Expert” (SME) whose task is
(among many other things) to provide personalized support as needed.  To see who this
person is for PeopleSoft issues, and how to contact h/her, please refer to the Job Aid
entitled “Financials Support Contact List.”  This document is found online:

http://www.sandi.net/peoplesoft/readandlearn/jobaids
For information on SME’s for Zangle or Encore, please visit their respective web sites:
                            http://www.sandi.net/zangle
                            http://www.sandi.net/encore

How to Find Help and Support

http://www.sandi.net/peoplesoft/training
http://www.sandi.net/encore/training
http://www.sandi.net/peoplesoft/readandlearn/jobaids
http://www.sandi.net/zangle
http://www.sandi.net/encore



