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Managing file attachments and embedded media in a knowledge base system is a crucial task to maintain a clean,
organized, and easily navigable resource for your users. Here are some best practices:

1. Use a Consistent File Naming System: Create a file naming convention that makes it easier to identify what the file is
about at a glance. The naming convention could include the topic, type of media, and date. This will also help in
searching for specific files.

2. Categorize and Tag Files: Just like your knowledge articles, categorize and tag your files based on their topic or the
article they are associated with. This helps in quickly locating related files.

3. Optimize File Sizes: Ensure the files (especially images and videos) are optimized for the web to reduce load times
and avoid consuming unnecessary storage space.

4. Use a Content Delivery Network (CDN): For larger files or high-traffic knowledge bases, consider using a CDN. CDNs
can help reduce server load, decrease file load times, and improve accessibility in different geographical locations.

5. File Type Restrictions: Limit the types of files that can be uploaded to your knowledge base to avoid potential security
risks. This will help protect your system and your users.

6. Version Control: If files are updated frequently, implement a version control system. This can help track changes and
allow you to revert to previous versions if needed.

7. Backup Regularly: Regular backups are essential to prevent data loss. Store backups in a secure, off-site location and
test your ability to restore from them regularly.

8. Integrate with Cloud Storage Services: If your organization uses services like Google Drive or Dropbox, integrating
them with your knowledge base can be a good way to manage attachments and embedded media.

9. Use Descriptive Alt Text for Images: For accessibility reasons, each image should have a descriptive alt text. This
helps visually impaired users understand the context of the image.

10. Use Appropriate File Formats: Use file formats that are widely supported and appropriate for the content. For
example, use JPEG or PNG for images, and PDF for documents.

11. Secure your Files: Make sure to apply appropriate permissions to your files to prevent unauthorized access or
modifications.

By following these practices, you can maintain an organized, user-friendly, and effective knowledge base.
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