Personal Knowledgebase for Outlook and SharePoint — Install Guide

Personal Knowledgebase for Outlook & SharePoint

Installation and Configuration

This guide will take to step by step on installing and configuring Personal Knowledgebase in your Microsoft
Outlook.

Page|1 For 'Per User Installation’ (ideal for standalone single user/workstation)
PersonalKBSPSetup_x86.zip (for 32-bit Outlook 2010, 2013, 2016, 2019)
PersonalKBSPSetup_x64.zip (for 64-bit Outlook 2010, 2013, 2016, 2019)

Extract these file contents to a file folder.

Requirements:

® _NET framework 4.6 or above

® Outlook 2010, 2013, 2016, 2019 (both 32-bit and 64-bit versions are supported).
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There are two (2) sections:
I) Files Installation, Il) Choose KB SharePoint lists

1) Files Installation

Step 1. Run the PersonalKBSPSetup_xXX.exe to start the installation. Click ‘Next’ to Continue. If Outlook 2010 or
later is not installed, the setup wizard will not be able to proceed. Please also ensure Outlook is shutdown (if

Page | 2 already running or active in the task manager) as the setup has to install an Outlook add-in.

ﬁ Perscnal Knowledgebase (x36) Setup =4

Welcome to Personal
Knowledgebase (x86) Setup
Wizard

The Setup Wizard will install Personal Knowledgebase (x588)
on your computer. Click Mext to continue or Cancel to exit
the Setup Wizard,

Steg 2. Select the appropriate destination folder where the application files will be installed. If you change the
default folder path, please make sure you have appropriate permission.

ﬁ Personal Knowledgebase (x86) Setup —

Select Installation Folder
This is the folder where Personal Knowledgebase (x86) will be installed.

To install in this folder, dick "™ext™, To install to a different folder, enter it below or dick
“Browse",

Folder:
IC:\,IJsershJser‘n,ﬁ.ppDaE‘n,Rnaming‘nﬁ.ssisﬁ"lyTeam‘nFersnnal Knowledge Browse...

Advanced Installer

< Back Cancel

Copyright © 2020 AssistMyTeam



Personal Knowledgebase for Outlook and SharePoint — Install Guide

Step 3. It just takes a few minutes to complete the whole copying process

ﬁ Perscnal Knowledgebase (x36) Setup

Installing Personal Knowledgebase (x86)

Page | 3

Flease wait while the Setup Wizard installs Personal Knowledgebase (x86). This
may take several minutes,

Status:

Advanced Installer

Step 4. Click 'Finish’. This ends the files installation process in your system.

ﬁ Perscnal Knowledgebase (x36) Setup >

Completing the Personal
Knowledgebase (x86) Setup
Wizard

Click the Finish button to exit the Setup Wizard.

<Back Cancel

Now start Microsoft Outlook. If the Personal KB add-in installation was successful, you will see a toolbar or ribbon
with the title 'Personal Knowledgebase’ toolbar in Outlook.
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Page |4 To configure a new SharePoint list and map fields with
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I1) Choose KB SharePoint lists

Before you can start generating KB articles from Outlook to SharePoint or using them in Outlook from SharePoint,
you need to choose the destination SharePoint lists that store the KB articles and link them up with the Add-in.
Once linked, you would be able to use KB articles from SharePoint in Outlook to reply to emails, as well as generate
new KB articles in one of the chosen SharePoint list using information and content from emails in Outlook.

the Outlook mails, go to My Settings menu >
‘Configure SharePoint KB Lists’.

My Mew

Settings...™ Empty KB

Linked KB Folders...

b

Enter k
Murmber t

¢

F[& Configure SharePoint KB Lists

Customize Fields and Drop-downs...

& Problems List
& Custom Fields

Here is a listing of all KB SharePoint lists containing KB articles that are linked using the add-in tool.

To choose and configure a new KB SharePoint list, click ‘New Mapping...” button.

7] Configure SharePoint KB Lists X

Existing SharePoint Lists that were already mapped and configured

List Mame SharePoirt Site Prefix Code frd Edit Mapping...

@ Licensing KB https://assistmyteam 2 sharepoint com LIC

@ Procurements KB https://assistmyteam 2 sharepoint com PROC E Delete Mapping...

Products KB hitps://assistmyteam 2 sharepoint.com

F Sales KB hitps://assistmyteam 2 sharepoint.com SALES

ESWices KB hitps://assistmyteam2 sharepoint.com SERV i.'!__l New Mapping...

@Suppurt KB https://assistmyteam? sharepoint com SUPP

() Exit

You will then be prompted to enter the SharePoint site URL, and it would allow you to choose a SharePoint list.

ﬁ Choose a SharePoint List

Enter or Choose SharePoint site orList URL

|htu:|5:Hassishnyteamz.sharepoint.mmf e | £yt Retreive
(eq. httosfimysite.sharepointoom)

Select a particular list

EEY

3 New Site... | |[T7] New List...

[ #'s' AssistMyTeam Team Site (https://assistmyteam2.sharepoint. com)
(TT] appdata
% AssistMyTeam Bugs
Composed Looks
@ Content type publishing error log
@ Licensing KB
(TT] MyTestz
@ Procurements KB

1's" licenses (https: /fassistmyteam?2. sharepoint. com licenses)

Project Policy Item List

=5 Continue }}N Cancel
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You can choose re-use existing SharePoint lists or create new one for this purpose. Ideally, we recommend that the
SharePoint lists you will choose for used with Personal KB add-in were derived from the inbuilt ‘Custom List’
template in your SharePoint.
Site Actions -

Team Site » All Site Content
Page | 5 wl Displays all sites, lists, and libraries in this site.

Home Sitel

Libraries ]| Create @) Site Workflows
Site Pages

Shared Documents Lists

Lists & Announcements

Calendar % Calendar

For instance, you can create a new list (e.g., KB) based on the ‘Custom List’ template below:

Create

Browse From:

Custom List

Installed Items > )
Type: List

Office.com Categones: Blank & Custom
Fi w 9&3 33 ¥ A blank kst to which you can add your
iiter By: —~Z 7 I own columns and views, Use this

none of the built-in kst types are

All Types > Announcements Basic Meeting Blank Mecting Blank Site sirrular to the List you want to make
Lbrary Workspace Workspace
st
KB
Page 5

—idiiiia ]
Ste ‘ i 8 | Create | | More Options

All Categories >
Blog Calendar Contacts Custom Lst
Blank & Custom

Collaharation

And then choose this newly created SharePoint list (e.g. KB) or any other existing lists from the mapping tool and
click ‘Confirm’.

@) Choose a SharePoint List >

Enter or Choose SharePoint site or List LIRL

|hth:ls:,",fassim:r|11,-'team2.sl'1arva|:u:::ir1t.n::c:um,r e | i Retreive
{eq. httosimysite.sharepoitoom)
gad New Site... iz New List...

Select a particular list e

= 1's" AssistMyTeam Team Site (https:/fassistmyteam2.sharepaint. com) ~
@ appdata
% AgsistMyTeam Bugs
Composed Looks
@ Content type publishing errar log
= 2't! Licenses (https://assistmyteam2.sharepoint. com licenses)
E Composed Looks

| MicroFeed

1"t THO (https://assistmyteam 2. sharepoint. com flicenses tho)
@ Licensing KB

1's" Test (https:/fassistmyteam2.sharepoint. com/test)
f] TESTCALENDAR

=5 Continue >= Cancel

Instead of creating the new site/list in the SharePoint using your web browser, you can also choose to create — new
site or list directly from the add-in.
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o New Site — Create a new site directly under the chosen parent site to be used exclusively for Personal KB add-
in. By default, the site will be created as a blank site, unless a different site template is specified.

* Mandatory Fields

Enter Mew Site Info 4
“ New Site...
Title |Licenses | *
Template |Blank Site *
URL Name http=s://assistmyteam?2 sharepoint.com' | Licenses | *
Description | This site is used for Licenses KB and other resources|

Language | English

IUse same permissions as parent site

Create

Cancel

9 New List — You can choose to create a new list directly under the chosen site. By default, the list would be
created using the ‘Generic List' (custom list) template available in your SharePoint. However, you can change the

template from the drop down.

Enter Info for Mew List

7/ New List...

List Name

Template

Description

* Mandatory Fields

>
to be created under:
https:/iassistnyteam? sharepoint.comflicenses/
KB *
Generic List w| *®

Stores KB articles on License Acquisition]

Create

Cancel

After choosing a destination SharePoint list (either by creating a new one, or by selecting an existing list), you can

proceed to start mapping the fields between Outlook and SharePoint.

Through the mapping tool, you can choose which fields from the emails in Outlook are to be extracted and
published to the SharePoint KB list and perform the mapping between these chosen fields of the emails to that of

the SharePoint KB list.
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& Fields Mapping - O ot
SharePoint List
|htn:|s:Hassistnyteamz.sharepoint.::om;"l.ists;"Products KB | itk Specify URL... Clear
Unique Tracking Prefix Code (25, Auto Create Map Fields...
Please provide a unigue code of 5 or less characters T P B
Map fields between Outlook mail to SharePoint list For all unmapped fields
- For the following fields..,
Qutlock Field & Data Type ﬂ . -
1 | Subject Text = e
7 |Problem Category Choice ProblemCategony e
3 |Problem Type Choice ProblemType e
4 |Mot Ready For Use Yes/Mo MotReadyFaorllse e
5 |States Choice States v
g |BankDOE DateTime i
7 |BankHQ Yesi/No v
g BanklD Numeric [EankiD v
g |Bankinfo Mote v
10 |BankName Text i
11 |BankPrice Currency e
12 |Sclution Mote Solution i
=3 Save Cancel

A mapping is nothing but an association between an Outlook field (e.g., subject of the mail item) to a specific
SharePoint list field (e.g., Title). You have complete control over which data goes to the SharePoint list from
Outlook. In the mapping dialog box (above), the first column lists all the email fields as available in Outlook. The
second column displays the data type of the field. In the last column, there is a drop-down list on each row,
consisting of all available SharePoint fields. Just simply choose a SharePoint field from the drop-down box to map it
to the corresponding Outlook field. For example, in the screenshot above, Outlook field ‘Problem Category’ is
mapped to SharePoint field ‘ProblemCategory’.

You can choose to auto create the required fields in the SharePoint list as well as auto-map the fields between the
Outlook and SharePoint.

o For mandatory unmapped fields - Click this option under the ‘Auto Create & Map fields’ menu to create the
mandatory KB fields in the chosen SharePoint list on the fly and automatically complete the mapping. Mandatory
fields are marked/colored in light red. The following fields are mandatory to complete the mapping - Subject,
Solution, Problem Category, Problem Type, Not Ready For Use.

9 For all unmapped fields — Click this option under the ‘Auto Create & Map fields’ menu to create all the KB
fields that have not been mapped yet in the chosen SharePoint list and complete the mapping automatically. If the
chosen SharePoint list have any matching existing fields, instead of creating new ones, the add-in will try to use
them to map with the KB fields. For instance, if the chosen SharePoint list was created based on the ‘Custom List’,
the list already contains predefined fields such as Title, Description etc.

6 For the following fields — Click this option under the ‘Auto-Create & Map fields’ menu to choose specific KB
fields of interest that will be auto-created in the chosen SharePoint and mapped automatically.
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Choose Cutlook Fields...

Choose KB fields for which corresponding new SharePoint fields would be created

Pt

[] Subject

[] Problem Category
[] Problem Type

[ ] Mot Ready For Use
[] States

[] BankDOB

[ ] BankHQ

[] BankID

[] Banklnfo

[] BankMName

[] BankPrice

[ ] Selution

Confirm

Cancel

Optionally, to have finer control, you can also manually create new fields in the chosen destination SharePoint list

and map with the KB outlook fields.

Create New SharePoint Field - on the fly

In the drop-down list of the SharePoint field, you will also notice that there is an item ‘[NEW LIST FIELD]’. You can
select this item to create a new field in the particular SharePoint list, directly from this mapping tool, so that you
can map the specific Outlook field to this new SharePoint field, without requiring you to create it in your SharePoint

site.
Cutlook Field Data Type & SharePoint Field & |

1 | Subject Text

A Problem Category Choice
3 |Problem Type Choice
4 |MNot Ready For Use Yes/No MNEW LIST FIELD _
5 |States Choice »
g | BankDOB Date/Time 9
7 | BankHQ Yes/ho >
n | BanklD Numeric 9
g |Bankinfo Mote »
10 |BankName Text 9
11 |BankPrice Currency »
12 |Solution Naote 9

Specify a field name that you would like to appear in the SharePoint list. Only input valid characters and avoid using

special characters such as symbols.

Field Mame

Specify a unigue name for the new field!

ok

>

o

Cancel

|Cate.-gur)'|
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The new SharePoint field will have the same data type as that of the corresponding Outlook field.

Subject

Problem Categary
Problem Type

Mot Ready For Lse
States

BankDOB
BankHG

BanklD

Banklnfo
BankMame
BankPrice
Solution

W (= | |n | W k| =

P [ Y
P | =

Outlook Field

& Data Type & SharePoint Field Q
Text [Tite v|
Choice Category w
Chaoice ProblemType e
Yes/Mo MotReadyFarllse e
Choice States w
DateTime BankDOBE o
fes/MNo BankHQ w
Mumeric BanklD o
Mote Banklnfo w
Text BankMame o
Currency BankFPrice e
Mote Solution o

NOTE: Those fields with light green background color are custom fields which you can define in Outlook > My
Settings > Custom Fields panel so that you can have additional fields to best describe and add metadata on the KB

article.

If you have added multiple SharePoint KB lists in Personal KB add-in, you will notice that the 'Raise KB in' drop
down menu shows all of them. You and other users can then simply choose the destination SharePoint list to which
a new KB will be raised from the selected email in Outlook.

Send f Receive

Falder View Help ' Tell me what you want to 4

B e & & B O
s ol =
Tearmn My Mew  Raise KB ter KE Reply Goto Draft  Help Mew
Settings... ~ Options.. = Empty KB In... ber to Edit  with a KB Falder = Ermnail
Knov [T wips://assistrnyteama.sharepoint.com/licenses) le
5 All Unread M Licensing KB (https://assistmyteam2.sharepoint.com) it
| m | FrROM M Procurements KB (https://assistmyteam2 sharepoint.com) =t
4 Date: Today [ Products KB (https://assistmyteam2.sharepoint.com)

Team YourStor [TT]

4  Date: Yesterday

m

Christina O'Tog D

Team YourStor

Sales KB (https://assistryteama.sharepoint.com) n

Services KB (https://assistmyteam2.sharepoint.com)

Support KB (https://assistmyteam2.sharepoint.com) e

'
TACT OO TS0 Uy L0 I uCiia an ieannn aaniiers 3 0., Ve

You can define, map and link any number of SharePoint lists from multiple sites so that, you can have a choice to

choose a particular SharePoint list of interest to which new KB from their emails can be raised from their Outlook,

or more importantly, choose an existing KB article from one of the relevant SharePoint list to reply to an email in

Outlook.
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Home Send / Receive Falder View Help ' Tell me what you want to do
— i : ¢ T = [=" (= lgnore
2 &% & & | B @ 5 Fr X
27| LT HE - Clean Up~
Team My Mew  Raise KB Enter KB Reply Goto Draft  Help Mew  Mew Delete
Settings...  Options... Empty KB In..~ MNumberto Edit fwith a KB Folder - Email ltems - 3@Junk*
Page | 10 Email fram 3 customer owledgeBase SharePuirlt .21.401) .‘ Mew Delete
; .
seeking support to a ‘i' % search Current Mailbox L2 | Current
frequently asked issue. ot .
N ot fRECEVED ¥  |SIZE CATEGORIES
Got a new battery for MacBook. Help required Urgent Thy 2/15/2018 12:... 9KB
*
24 Select a KB to reply to the email 4 O X
SharePoint Site/List |3 SharePoint Lists Chosen o | L, Search KBs

Enter Keywords | | Optional

Select an item to insert:

EI--@ Products KB - https-ffassistmyteam?2_sharepoint.com (10)
[=-:2 Hardware (5)

=1 CPU (3)

----- 5% [KB 2] Where can | find the extemal ports in MacBook Air?
-] [KE 4] MacBook Pro: How to remove or install the battery I8 : o
o 5% [KB 6]iPod wont tum on! "'.-jk?'
=-{] Keyboard (1) '

#H-{] Mouse (1)

san Software (5)

=[] Office 2016 (3)

----- 5% [KB 1] How to use Remate Disc to share DVDs or CDs on a Mac
-5 [KB 7] Useful keyboard and trackpad tips and shortcuts

- |5# [KB 9] How to install applications using the MacBook Air SuperDrive
H-{] Word (2)

EEI--@ Semvices KB - https-fassistmyteam?2_sharepoint. com (2)
El"ﬁ Support KB - https:/fassistmyteam2_sharepoint.com (3)

Choose a KB and
click 'Insert' to attach

B Cars (3 or embed the KB
EI{:I Audi (1) content to a new
L L& [KB 3] [125] Mac 05 ¥ 10.5: Can receive email, but not send email email I’ED|‘_-.-'

-1 BMW (2)
- [KB 1] [122] Troubleshooting the MacBook Air SuperDrive
b | b [KB 2] [123] MacBook Pro: How to remove or install the battery

lknzerf sefected KB as - -
W OwordDOC  [[§ O Single File MHT (O Inline HTML @ Insert (i Cancel
s @ Adobe PDF v O Microsoft XPS () Hyperlink (URL) [] Send reply directly
Aftachment Naming
(® Article 1D () KB subject () Both

NOTE: There are other administrative configurations that you would need to undertake. These options are available
in the ‘My Settings...” drop down menu of the Personal KB toolbar or ribbon in Outlook.

For more references and helps on performing these administrative configurations, refer to the PDF Help Manual,
which can be invoke from the Personal KB toolbar or ribbon > Help > Help Topics.

You can also download the full PDF help manual directly from this link.

---- End of Install Guide
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