The Knowledgebase

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.

How to Find the Knowledgebase

1. Go online to this web site:
d wu for son diego city schools VW\NV'Sandi'net/dwa
o
O] 2. 0Once you are there, click either the Zangle,
a— 0 Encore, or PeopleSoft link. 1f you want to
§ _i find articles on Zangle only, click the Zangle
o g I link; for articles on PeopleSoft only, click the
= Of BNeN  © PeopleSoft link, etc. For the purpose of
1 |1 B illustration in this Job Aid, we clicked on the
' ' PeopleSoft link. [T]

How to Browse Knowledgebase Articles

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

Budget tag. [3]
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& Chartfield is a small textbos whera wou hava 1 type Ina place of 8 budgat
ce=de number {usually 4 or 5 digits)l. Each Chartflald has 1ts cam name, and
represants a differant part of & long budget number, & Chartflald String 15 made
up of several Jusually sboit B) diffarent Chartfields sinung togather in &
sertence, & Chartflald String represanis a singla budgat

rou hawe 1o hawe the comact Chartfleld String entersd in the comact soreen, and
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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,

calleda“KB” number. [4 5

Each article also has its own title. To read the
entire article, you must click on its title. 24 b

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. Atthe top of the article
a date is shown telling you when it was pub-

lished. E

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 specifig
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. 3
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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]
knowledgebase
N = riter keword(s) Gol

2. Type aword related to what you want to
read about. In thisexample, we typed the
word “payroll”.

Then, click the Go button. 2]

Z
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knowledgebase 3.Alist of related articles appears. Click the
title of the article you wish to read. Kl
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How to Find an Article by Its KB (KnowledgeBase) Number*

*NOTE: This canonly work for you if you already know the KB number of the article you wish to view.
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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 corne
of the screen. Click inside the search box
(where it says “enter keyword(s)”). @

-

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

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

title. @

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.

A
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search E
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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. Click the “knowledgebase search”

link.
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Keyword(s)| /

KB #I earch

advanced search

E

knowledgebase @
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Click the subject tn read the entire articls or sparch again
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District policy states that all traved, induding local conferences, must be approved in
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2. Click the “advanced search” link to open
and display the Advanced Search page. 2

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

TO SEARCHBY SUBJECT

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

5. All articles related to your subject appear in
alist. You canclick any article title in the list to
read the full article.
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Knowledgebase
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fasic sparch

KE articlos

474 - Hgw in Find th Pested Godoed Tromenctipms Bopgt

The Budgst Transactions Report iz a lang=, comprehersive report that provides detailed
information about the status of all your budgets for your school siteddepartment. Yoo
o run this report whersver gou want o, an your ovwn tpl=ase ses the relstad dob Aid

antitled .. imorel
ST - by - gt | Trasductboe | Sadye

AEF - Hall Pay Sick Leswe al Faar Fad
Thu Iekecatien Cocle s 8 chr rich 0 @i i o of ick: W i e e S el aberp 4o cn i Ficstnd it o r Saction 44851 e
H0 iy o ik b 1 e b T T cataary b b e W v g e i o i 71K

ke irars|
BRI beonrd - S0 By | Bk Lugren | Sl Py

44T - Creatn o Travel futkorization

District palicy states that all travel, including local conferences, must be approved in
sdvance. Thiz me=ans that if you are going to trawsl to sy conferencs, workshop,
zemiinar, or other business-related event, whers the district iz going to pay a fes for
wou to attend, you _{more)

b d - paberianiian | Gagpeae | Bouwesd
Knowledgebase
fctvanced seanch

T i seearch the databaca weing Kessaords Tourd Inotha subact feldd, booy of thea s ssde or by the

Krorsdedgabase artick rumber.
subpecs | | z_/"'

Bt sesich

4 Ea

=)

ait
A\

KB Aitichs Igl
A& . Chaaihiald Sabep foa Travel Expiasi .‘_

& Chartflald 15 8 small tetba whare you have bo byp= in & plecs of & budget code
rurnb=r slly 4 or B dights), Each Chartfield has its awn name, and reprasents o
diffarent part of 8 long budgat rmbsr. & Chartfield String is mads up of sauarsl
(utsaly absaut 3 diff...{mare)

September 2006

TO SEARCH BY MESSAGE BODY

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

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

article.

TOSEARCHBY 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. El

Page 6

VvMA SOdS




The Knowledgebase

How to Find Help and Support

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
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