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STEP ONE:
PUT INFORMATION INTO KNOWITALL

1. Go into KnowlITAll

2. Create a new article and hit “Cntct”:
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3. Add KeyWords that include “directory” and the person’s name.

KeyWords SHRREO Topic

FHOME HOME MUMBER: TUCKER MIDDLESCHOOL ELDER OFFICER: ||CONTACT HIGHSCHOOL ”SHADY GROWE MEMBER
FAMILY FAMILIES CELL PHOME COLLEGE GROUP KARIN INFO DAVE'S ||DA\u"ID ”DIRECTOR\rr

Save @ Un-Do g Email E ‘&‘;::I‘r @ Export Hotes gntc‘t .Cliclf. to Hotify

4. Type the name of the person in the “Question/Title” box.



5. Add the contact information to the contact box:

llotes Qntc‘t .Cliclf. to Hotify

Business ‘

Name |Dave and Karin Tucker

First/Last | Dave | |Tucker |

Home Address | 123 ABC Rd |

City/StiZip | A-berg |MD | 12345 |

Country

Phone | (123) 456-7681 |
Fax | |
|

Mobile |

6. Click on the Picture tab

7. Click the “Scan” button and place a picture of the person in your scanner.

Business H Home H Email H Ficture

Caption |Dave, Farin, Charity, Dave I, Cherish, Cherie, Charissa |
| LINKdawetuckerfamily(1 jpg | 2
¥ Copy to KnowltAll Folder on Attachment

8. Click “Save”

9. Repeat the process for each member for the directory.



STEP TWO:
PRINT INFORMATION OUT AS A DIRECTORY

1. Type “directory” in the KeyWord search.
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2. Click the Printer Icon.
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3. Select which directory format you want, Type in the “Title” you prefer.

4. Click “Home” for home address, and click “Proceed”.

Print Options

Print Reports/Directories
() Detail (1 per page)
) Summary
() Directory

Title: | Shady Grove Members |
() Picture Directory (1 Per Page)
2 Per Page with Picture O Company @E'
Half Page w/Picture O Company (O Home []2 Copy
Quick Address and Phone O Company () Home
Phone - Co and Home ()
Phone and Picture (7 company (O Home
3 Column Phone Book () Company ) Home
Condensed Phone List O Company ) Home []Lndscpe
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() Company Name Proceed

() Company Phone pm— E

Map Haorne
() Hoeme Phone [JLabel
O Industry Map Company (&




5. Preview the directory, and hit the Print Icon.

Directory for: Shady Grove PCA |< & R [?]

Dave and Karin Tucker

Marme Dave and Karin Tucker
First Dave Last Tucker

123 ABC Ril
A-berg, MO 12345
USA

Phone (123} 456-7891
Fax
Mobile

Email  dave@clip.com
Dave, Karin, Charity, Dave Il, Cherish,

Cherie, Charissa

Update your directory page by page by simply putting the person’s name in the keyword, and
printing that contact out in the directory form.
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Find out even more ways to use KnowltAll at www.knowitall.biz




