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Step One: 

Put Information into KnowItAll 
 

 
1. Go into KnowITAll 
 
2. Create a new article and hit “Cntct”: 

 

 
 

3. Add KeyWords that include “directory” and the person’s name. 
 

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

 
 

 
 

 



5. Add the contact information to the contact box: 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 

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

 

 
 
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. 
 

 
 
2. Click the Printer Icon. 

 

 
 

3. Select which directory format you want, Type in the “Title” you prefer. 
 
4. Click “Home” for home address, and click “Proceed”. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

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

 
 
 
 

 
 
 

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. 

 
 
 
 
 
 

 
 
 

 
 

1-800-635-8485 
Find out even more ways to use KnowItAll at www.knowitall.biz 


