
1. To edit/delete tags, go to "Manage >> Tags". 

 

2. The "Tags" page consists of "Ticket Tags" and "Knowledge Base Tags". 

 

- Each tag is accomponied by a number within parentheses, which denote the number of 

tickets/kb articles associated with the respective tag. 

- Clicking on any of the tag will direct you to the tickets associated with the respective 

tag(s). 

- The "tags" are paginated such that a page can hold upto "60 tags". When the number of 

added tags exceed "60", you can use the "Page change" option at the bottom (as shown in 

the image below). 

 

3. Hover over one of the tags. You will be able to perform edit/detach/delete tags by 

clicking on the respective actions. 



 

4. To edit a tag, click on the "Edit" icon, make the changes and hit "Update". 

 

5. To detach a tag, click on the "Detach" icon. You will be taken to a new page, where you 

are required to choose the tickets from which you want to unlink the tags from, and click 

on the "Detach Tag" button. 

 



6. To delete a tag, click on the "Delete" icon, and in the subsequent popup, click on the 

"Delete Tag" button.  

 

  

Access to "Tags management" feature: 

The access to managing tags is governed by the "Managerial Permissions" for roles. 

 

  

Alternate case: 

To add a tag in a ticket or a KB article, you can also do so while creating a ticket or a KB 

article respectively. The tags added during creation of an article/ticket will be added to the 

"Tags management" page, and can be edited/deleted as and when required. 

  

Note:  



Now, when you add an update to an existing ticket, you can add tags to the update using 

the respective field. The field is equipped with an "Auto-suggest" feature that will provide 

you with suggestions on the existing tags, if any, as you start typing. 

  

  

 


