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1 INTRODUCTION

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.
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1.1 LANGUAGES

The language of KBase is automatically set to the same as of the C 0O mp ut eperétige 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 haveForo use OWAO6s i n:

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 . All KBase editors must have write permission over the KBase file folder.

2 INSTALLATION 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 T

KBaseSetup.exe i intoit. You can use eithera 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.
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Setup - Installation Type

— The Knowledge Base that runs completely in Qutlook

Lo=a KBaSE for Outlook®

Select an installation type

@ Mew KBase

() Repair fUpgrade existing KBase

Exit ‘ Previous ‘ [ Mext ‘

Next step is to select or create the network shared folder where

KBase will be installed.

Set-up - Select installation folder

1 The Knowledge Base that runs completely in Outlook
= KBaSE for Outlook®
www.kalmstrom.com

Select a folder where all the required files will be placed.

We recommend selecting/oreating a network shared folder such that all users can have

access to the files, You need to have read permission for this netwark folder for all
your users,

Choose a folder for installation to continue,
¥:\KBase|

]

Exit

For more info, visit www.kalmstrom.com ‘ IS0 ‘ ‘ Hex

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 dthe some FAQ from www.kalmstrom. com.
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Set-up - Apply settings to Outlook
The Knowledge Base that runs completely in Outlook

=2 KBaSE for Outlook®

www. kalmstrom.com

Outlook needs to be configured.
In the next step, you will be prompted to selectforeate an Cutook folder of the "Mail
and Post Items” type. A folder homepage will be linked to that Qutook folder.

We recommend you to select/create the Qutook folder among the ‘Public Folders' so

that all your users can access this application. Appropriate permission for this folder has
to be set for all your users.

% Load some example data.

= For more infao, visit www.kalmstrom.com

When you are asked to select

) Select Folder
an Outlook folder it should be
a public folder  or shared Folders:
mailbox .
%4 Suggested Contacts & oK
<] Tasks (1)
:ﬁ test Cancel

. =4 Internet Calendars

4 =4 Public Folders
. (3] Deleted Items (3)
a [ All Public Folders

] Kgﬁe
i1l Mas¥er Cal Resources

[_d PF HelpDesk (140)
[ Resources
» =4 SharePoint Lists

1
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When the installation is finished you will get a
message that it has succeeded. The KBase Mame “
directory should have the following content

5| bg.gif
When you have used the Export to Excel = )
feature for the first time, you will also get a [@] KBaseArchive.exe
KBaseExportSettings.xml file, and if you opt to al t
export HTML files you will get a folder for J RE X ke
them. E, KBaseExcelExport.exe

5] KBaseFilled.pst
3 KbaseRect.gif
|| KBSettings.tt
£ | OKBase.htm

ya OKBaseForm.fdm
|| ReadMe.txt

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 ¢ ases you can use images, hyperlinks and attachments in the articles.

3.1 CREATE NEW ARTICLE

To create anew 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 0.

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 fiCreated byo fields ar e ufnamdaaddatewhenthetickeo mati cally wi't
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 KBasei s empty you dono6t have adugt
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

M  Outlook 2010: under Actions, s elect AEdit messageo

Edit and then post the article again.

3.3 PRINT ARTICLE

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

Full-text search Arrange By: Custom...

: '] Peter Kalrr'*':""" /14,2007
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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 Fult-text search
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.
Search ‘,@
Clear Search
MNew

Publish to web pages

Export To Excel
3.5 SAVE ARTICLES AS WEB PAGES
To save articles as web pages, click the button Publish to Fulktext h
web pa ges. You will then be presented with a screen where e SeaT
you can decide what problem categories and types that
should be saved and how they should be saved. Uncheck
the categories or types you don
A table of content can be generated automatic ally, and Search /@
there a rticles can be grouped by Problem category and
type and with a collapsible outline. Clear Search
If you want to see an example on KBase articles saved as
web pages, please visit
http: //www.kalmstrom.com/products/Outlook/KBase/FAQ/
Mew

Fublish to web pages

Expart To Excel
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'@| KBase for Outlook (2.2.384)

This tool archives KB items from the Cutlook folder

into webpages ready for publication.

Select the folder to place the web pages.

K B dSe for Outlook®
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C:\Users\English\Docwuments KBase)|

Maming scheme of webpage
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Generate Table of Content (index.him)
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(@ Problem Category & Type
Collapsible Qutline
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(71 Mone
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(7 Use incremental numbering

1000
Other Settings
Indude Attachments
Overwrite files

Run index.htm when done
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Calendar Browser for Qutlook Communications
Exchange Server Features
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Cutook MameDays
Fubilic Folder HelpDesk: for Outlook

™| TimeCard for Qutook

Installation
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Usage

[ |
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[ Generate ] [ Exit
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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.

Note: when you need toreg enerate .htmlfiles 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.
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