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KBA Submission Form 

Article Name:  Choose an item.   
 
 
Choose from the standardized category list drop down for acceptable name formats. Then type the Purpose of the 
article into the box.  
  
Example: AT Processes – How to Use WordPress for Blogs 
 
 

Sub-Category: 
 
 
 

Summary of Article: 

 

Choose a Sub-Category from the drop down list: 
Choose an item. 

 
 
Enter a brief description for the purpose of your article here: 
 

 
Example: Use this walkthrough as a guide when creating, editing, and posting a blog article in WordPress. 
 

 
Account Name: 

 
 
 
 

 

 

Account Contact: 

 

 

 

 

 

Body Title: 

 

 

  

 
Enter the business name of the account, if applicable. If internal, use Access Tech or leave blank. 
 

 
 
 
Enter contact name of the account/business, specific to this article, if applicable. If internal, use an 
Access Tech employee or leave blank. 
 

 
 
Enter the title of the article, usually repeated from Article Name above, for the specific purpose. 
 

 
 

 

Example: How to Write & Post a Blog Article in WordPress 
 



2 

 

Body Summary: 

 

 

 

 

 

 
 
Body Text: 
 

 

  

 

 

 

 

 

 

Body Formatting: 
 

 

External Add-Ins: 

 

 

Enter the complete summary of the article description, usually a more verbose version of the above 
Summary of Article. 

 
Example: It is best practice to write the article in Word before it is moved into WordPress. This saves a lot of time 
and effort when posting blogs to our site. Follow the below steps to access and post the pre-written article into 
WordPress. The next section will advise how to edit an existing article. 
 

 
Enter the contents of your article below. 

 
 

Choose preferred formatting requests here: Choose an item. 

Formatting requests include: Create Table, Use Numbering Steps, Use Bullets 
 

If your article contains any links, documents, file path directions, and/or images, insert them into this 
box. Save docs and/or images in their coinciding folder in Sharepoint, for reference. 
 

 
Include Link(s), Doc(s), File Path(s), Image(s). 
 

 
 

 

 

Your Next Steps: After the above is complete, submit the article to your authorized KBA publisher by sending it to 
KBAs@accesstech.net.  

NOTE: If documents and/or images are included, ensure each is saved in the KBAs Images folder 
within the Sharepoint Documents folder. 
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