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How to Archive a Guide

This guide demonstrates how to archive a guide by flagging it.
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Step 1 — How to Archive a Guide

e Navigate to the guide that you want
to archive.

Guides > Hansaw Equipment.. > Safety > LockOutTagOutPr...

Edit # Options ===

How-to Guides

) e
Howr to Lock Out / Tag ! How to Lock Out / Tag
Qut (LOTO) Qut (LOTO)

Support Questions -

© Aska Question

There are no questions. Be the first to ask a question!

Step 2

e Click on the Edit button to open the

€ Lock Out Tag Out Procedures Full Screen [ 3 Options === d .t

v20 ~ M £ 12/08/2021 by Carl Roberts

How to Lock Out / Tag Out (LOTO)
Written By: Dozuki System (and 4 other contributors)

Guide 1D:30 C3 Comments:0 Favorites: 1

= Steps 11
@ Time Required Suggestatime 77
[] sections 4 ¥

Lock Out / Tag Out (LOTO)
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Step 3

€ Lock Out Tag Out Procedures

e Click on the Introduction tab, at the
top-left of the edit page tabs.

Introduction Details Guide Steps Approval Process

What type of guide is this?

[ How-to v}

Location (Category Name)

| Lock Out Tag Out Procedures V]

Guide Title
How to Lock Out / Tag Out (LOTO)

Search Summary

Summarize in a sentence or two what this guide will
accomplish.

Step 4

Introduction

(@) The Flags drop-down menu is at the

B0 s = bottom of the page.

Responsibility e Click in the Flags field to view the
Authorized Machine Operators ava”able flagS

Requirements

This procedure shall be followed when a team member places a part of their body into an
area that contains moving parts while cleaning, repairing, inspecting, etc.

When in doubt lock it out!

Flags

Bulk-create steps

Delete Guide
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Step 5

Flags

( ) e Select Archived Guide from the
Archived Guide Flags drop_down menul.

Featured Guide
Grammatical Errors
Improper Action

In Progress
Inconsistent Images
Incorrect Bullets
Incorrect Prerequisites
Incorrect Text
Incorrect Tools

Markup Problems
Missing Images
Missing Prerequisites
Missing Steps
Potentially Dangerous
Prerequisite Only
Request Guide Deletion
Unnecessary Steps

Unsatisfactory Images

User-Contributed Guide

Step 6

o Click on the Save button.

o | G The flag's description will open and

i , 5 remain on the page until it is
This guide is retained solely for historical purposes. removed .

Use the updated version of the guide to perform

your repair.

Bulk-create steps

Delete Guide
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Step 7

How to Lock Out / Tag Out (LOTO)

€ Lock Out Tag Out Procedures

Introduction Details Guide Steps Approval Process

What type of guide is this?
[Howto v (T) Difficulty
Location (Category Name) =
r (= Steps 1
| Lock Out Tag Out Procedures VI

@ Time Required

Guide Title
How to Lock Out / Tag Out (LOTO) s -
[ sections
Search Summary a— - Lock Out / Tag QOut ‘:LOTO)
= - < LN gy

Summarize in a sentence or twa what this guide wi
accomplish

Archived Guide

e Click on the View Draft button in the top-right of the introduction editing page.

e The view draft page will open displaying the Archived Guide notification.
@ For Admins and Authors, an archived guide will show up in a search. Only admins and authors can

view an archived guide.
(i) A standard user cannot see archived guides in a search, nor can they view an archived guide.
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In order for the flag to take effect,
you must create a new release.

e Click on the Create Release button
in the top-right corner of the guide
view page.

@ For details on creating a release,
refer to the guide: How to Publish a
New Release.

Page 6 of 6


https://help.dozuki.com/Guide/How+to+Publish+a+New+Release+of+a+Guide/6442

	How to Archive a Guide
	Written By: Dozuki System
	Step 1 — How to Archive a Guide
	Step 2
	Step 3
	Step 4
	Step 5
	Step 6
	Step 7
	Step 8


