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1  I NTRODUCTION  

KBase  is a knowledge base that runs completely in an Outlook  folder  and  is available right inside 
Outlook. The articles are saved in Outlook in the sa me way as e -mails and appointments, so no 
database is needed.  
 

 

1.1  LANGUAGES 

The language of KBase is automatically set to the same as of the computerôs operative system . 
If the OS language is not supported  by KBase , English is used instead. The supported languages 
are: Czech, Danish, Dutch, English, Estonian, Finnish, French, Ge rman, Greek, Italian, 
Norwegian, Portuguese, Russian, Spanish  and  Swedish.  
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1.2  SYSTEMS 

KBase is easy to use and can be handled without many instructions, but this manual will help 

you to get the most out of the application . All screenshots in the manual is tak en from a PC with 
Office 2007, English version , but KBase  works with  Outlook 200 3 and 2010 also .  

1.3  OWA 

KBase  articles can also be published to  Outlook Web Access , but  due to limitations in OWA  they  
do not appear exactly the same in OWA as in Outlook. In OWA  the articles can only be seen, not 
edited, and you cannot use the KBase  search function but have to use OWAôs instead. For 
information about OWA integration, please refer to the online video demonstrations at 
http://www.kalmstrom.com/products/Outlook/KBase/Demonstrations.htm .  

1.4  SHAREPOINT  

KBase can be integrated in a SharePoint site. For instructions on how to do that, refer to the 
online video demonstrations at 
http://www.kalmstrom.com/products/Outlook/KBase/Demonstrations.htm . 

1.5  PERMISSIONS  

You can define user -groups by setting permissions on the Outlook folder where KBase  is 
installed . A ll KBase editors  must have write permission over the KBase  file folder.  

2  I NSTALLATION OF KBASE  

KBase  may be installed in any folder on a PC and in Outlook, but if you wish to share the articles 
you should use a network folder and a public or shared Outlook folder . This is the installation 

described here.  
 
Create a KBase  directory in a network  drive and save the file you  downloaded  ï 
KBaseSetup.exe ï into it. You can use  either a UNC -path, such as \ \ servername \ sharename, or 

a mapped drive, such as Y:. Then run the  KBaseSetup.exe and follow the instructions.   
 

If you already have a KBase  installation you can select the alternative Repair/Upgrade, but here 
we will describe a New installation.   

http://www.kalmstrom.com/products/Outlook/KBase/Demonstrations.htm
http://www.kalmstrom.com/products/Outlook/KBase/Demonstrations.htm
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Next step is to select or create the network shared folder where KBase  will be installed.  
  

 

If you want to familiarize yourself with KBase , you can  make use of the possibility to create 
example data. This  possibility is offered at the end of the installation,  when you are asked to 
select Outlook folder. Y ou will be offere d t he some  FAQ from  www.kalmstrom. com .  
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When you are asked to select 
an Outlook folder it should be 
a public folder  or shared 
mailbox . 
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When the installation is finished you will get a 
message that it has succeeded. The KBase  
directory should have the  following content . 
 

When you have used the Export to Excel 
feature for the first time, you will also get a  
KBaseExportSettings.xml file, and if you opt to 
export HTML files you will get a folder for 
them.  
 

 

 
 

3  USING KBASE  

Whenever you want to save info rmation, a solution to a problem or something else you want to 
remember and share with others, KBase is easy at hand in your Outlook.  

If you use KBase  with the information sharing and support handling application Public Folder 
HelpDesk , also from kalmstro m. com  Business  Solutions, the most common will be that you save 
a finished support case as a KBase  article by simply clicking a button.   

If you use KBase  alone you will create new articles by writing or copying and pasting information 
into them. In both c ases you can use images, hyperlinks and attachments in the articles.  

3.1  CREATE NEW ARTICLE  

To create a new KBase  article, click the button New in the KBase  homepage.  The first time you 
do this the KBase  form will be installed, which only takes a second or tw o.  
 
When the new, empty article comes up, you can write, paste or insert text, images, links or 
attachments. You can also use  all the other Outloo k tools, like format text and  spelling check.  

The two ñCreated byò fields are filled out automatically with your name and date when the ticket 
is posted.  
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There are three fields that are normally filled out in the article: 
Subject, Problem Category and Problem type. The subject you 
must write or paste, but you can choose the problem category 
and type from drop -down lists.  

If KBase  is empty you donôt have any categories or types. Just 
write something in the fields and KBase  will remember it and 
show it the next time. Later, if you need a new category or type, 
you also just have to wr ite them in the fields instead of selecting 
anything.  

When the article is finished, click Post and it will be saved in .rtf 
format.  
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3.2  EDIT ARTICLE  

¶ Outlook 2003: u nder Edit select "Edit content"  

¶ Outlook 2007 :  select  'Revise content' under Other actions  

¶ Outlook 2010: under Actions, s elect ñEdit messageò 
 
Edit and then post the article again.  

3.3  PRINT ARTICLE  

To print an article, right click it and select Print.  
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3.4  SEARCH ARTICLES  

To search for a certain article, write one word or more in 

the box and click Search. KBase  will then make a search of 
all the text in the articles and list all articles which  contain 
the word you have written.  

Click Clear Search if you want to try with another word.  

 

3.5  SAVE ARTICLES AS WEB PAGES 

To save articles as web pages, click the button Publish to 

web pa ges. You will then be presented with a screen  where 
you can decide what problem categories and types that 
should be saved and how they should be saved.  Uncheck 
the categories or types you donôt want to publish. 

A t able of content can be generated automatic ally , and 
there a rticles can be grouped by Problem category and 
type and with a collapsible outline.   

If you want to see an example on KBase  articles saved as 
web pages, please visit 
http: //www.kalmstrom.com/products/Outlook/KBase/FAQ/  

 

 
     

http://www.kalmstrom.com/products/Outlook/KBase/FAQ/
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When you have clicked Generate, 
Outlook might give a warning 
message. In that case you have to 
allow access to be able to save KBase  
articles as web pages.  

 

 

When the web pages are genera ted , Internet Explorer may give you a warning too. In that case 
you must allow blocked content to be able to expand and collapse  problem categories and types. 
Only Internet Explorer allow s th e collapsing and expanding.  

 

KBase Archive Tool  imports attachme nts and inline images while generating KBase  web pages . 
Those attachments are placed in sub - folder s. Image attachments such as BMP are automatically 
converted to JPEG , to make it compatible for web browser as well as to decrease the rather large 
size of th e bitmap.  

Not e:  when you need to reg enerate .html files again after adding/removing/editing articles, if 
you want to have also the articles that were not changed left in the index,  you need to select all 
categories and types  that were selected before. T he index  will list  only those article  categories 

and types  that are generated  at each time, and it will not keep anything from an earlier 
generating.  
 










