Personal Knowledgebase for Outlook — Install Guide

Personal Knowledgebase for Outlook

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)
PersonalknowledgebaseSetup_x86.zip (for 32-bit Outlook 2010, 2013, 2016, 2019)
PersonalknowledgebaseSetup_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, II) Choose KB Folders

1) Files Installation

Step 1. Run the PersonalKBSetup_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
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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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I1) Choose KB Folders

Before you can start generating KB articles or using them in Outlook,
you to choose the destination KB Folders that store the KB articles and
link them up with Personal KB Add-in.

Once linked, you would be able to use KB articles from these folders in
Outlook to reply to emails, as well as generate new KB articles in one
of these linked KB folders using information and content from emails

in Outlook.

To choose and configure a new KB folder, go to My Settings menu >

‘Chosen KB Folders’.

s B a B

My Mew Empty Raise KB Mavigat
Settings... ™ KE - In..~ KE Fold

Linked KB Folders...

Customize Fields and Drop-downs...
= Problems List
& Custom Fields

lgg Configure KB Folders

Customize Settings...
,ﬁ Templates Manager
lf_.E'g. Advanced Options
,ﬁ Reply Templates
Here is a listing of all KB folders containing KB articles that are linked and chosen.
lgs Configure KB Folders >
Chosen Folders
Mame Path g Choose New Folder
Ll Reply Tips “nfo@Assist My Team MET Reply Tips "
| g Harware Troubleshootings  \\Public Folders®All Public Folders'\Harware Troubleshootings = Femove Falder '
Il KB “WPublic Falders' Al Public Felders\Personal Helpdesk KB
Le= Service Tips “Public Falders' Al Public Folders'Service Tips
Le=) Support Aticles “Public Falders' Al Public Folders®Support Aticles
I KB “WPublic Folders*All Public Folders’Team Helpdesk\KB
| g AssistMy Team Alert Templ... “‘\support@assistmyteam net'AssistMyTeam Alert Templates
= Save
L MPN “support @assistmyteam.net MPN
L) Tames “\gupport @assistmyteam net\ Taxes =
i
To choos,e and configure a new KB folder, click ‘New @ Please select folder W
Folder...” button.
Folders:
You will then be prompted to choose an existing _
folder or create a new one. v (59 Public Folders OK
» [ All Public Folders
For others to have access to these KB folders, make > 3 AMO Cancel
sure you choose or create new folders that are » [ Archive Cases
accessible by all your staff members from their [3 AUTOTPS
Outlook. i.e., the KB folder should either from a (3 EPO
shared Exchange mailbox or an Exchange Public (3 Harware Troubleshootings A
Folder. ] Licensing KBs| .
» [ Personal Helpde oL TP or, click to
You can re-use existing KB Folders or create new (3 Service Tips Choose an create a
ones for this purpose. (3 Support Artides existing new folder
[ Support Requests folder
» [ Team CRM
» [ Team Helpdesk
» [ Team Helpdesk SP
[ THO_Emails
CaTrs
» CRTT
» L AMO
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For instance, you can create a new folder (e.g., Licensing KBs):

Create Mew Folder et
Mame: Send / Receive Folder View Help Q Tell me what you
. . r id“' T = r\
|L||::er15|ng KE| | r‘{h j?i A j E @ e —7 [gr  [Tlgnore
ﬁm MNew Empty Raise KB Mavigate t Repl Hel i NI:| "8 Clean |
FD|dEF CﬂrﬂﬁiﬂS: Y EW EImpy 15e dvigate to Eply elp ew ew
- Settings... KB - In...~ KB Folder~ with a KB - Email ltems~ & Junk~

Mail and Post Ttems

> All
x| Oy |

Select where to place the folder:

Y] All Public Folders ~
» [ AMO
» [ Archive Cases
£ AUTOTPS
C3EPO
[ Harware Troubleshootings
» [ Personal Helpdesk
[ Service Tips
[ Support Artides

[ Support Requests
¥ ;Ij Team CRM o

Cancel

Personal K| [ Harware Troubleshootings (\\Public Folders\All Public Folders)
lnread gy Licensing KBs (\\Public Folders\All Public Folders)
SUE lgd Support Articles (WWPublic Folders'All Public Folders)

4 Date: Yesterday

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

® 3= = - 3 (=7 [T Ignore
EE e B R 0@ m e X
e e “E * Clean Up-
Teamn My Mew Empty Raise KB Mavigateto Reply Help Mew  Mew Delete
Settings... - Options... - KE - In..~ KB Folder~ withakB -~ Email ltems~ s Junk~
Knowledgebase (4.1.21.403) “ “ Mew Delete

*
-
-
&
-
'O
iPhone not charging! &

Email from a customer seeking
support to a frequently asked issue

4  Date: Older

L
L
LY
-
L]
L
-
L
L ]
.
Problem with my email client! '.L..

Search Current

L% Choosea KB

a x

KB Folder |1u KE Folders Chosen

V||—£ Search

Filter |

| [] Preview Article

Select an article to embed

----- |5# [KB-1002] New Download: Email to POF for Outlook

- |5# [KB-100006] You've been here.. havent you?
----- |5 [KB-100007] Starting Your SharePoint Migration From Seratch
----- L& [KB-100008] Power Bl and PowerApps Are Two Peas in a Pod
- |5 [KB-100005] Did you log into Facebook from somewhere new?
""" Lz WPublic Folders\All Public Folders\Service Tips
""" Lz WPublic Folders\All Public Folders\Support Articles

ml

----- Lu;" MacBook Pro: How to install memary

e Lq;" How to Use non-standard discs in optical drives
----- |5# How to use Remote Disc to share DVDs or CDs on a Mac
----- Lq;" The drive doesnt accept any discs

T

=1 Mac 05 X 10.5: Can receive email, but not send emaLSSSRES

=1...[51

H-lzg Wsupport@assistmyteam._netiMPN (9)
-z Wsupport@assistmyteam_netfiTaxes (2)

- |5# [Webinar] Measure Customer Engagement and Reduce Saa5 Chum

~I"lgs} WPublic Folders\All Public FoldersiTeam Helpdesk\KB (5)

b

g4 Wsupport@assistmyteam_nef\AssistMyTeam Alert Templates (2)

Choose an
appropriate KB
and click ‘Insert’ to

attach or embed
the KB content to
a new email reply

inset selecfed K8 as
@ () \wlord DOC ﬁ () Single File MHT () Inline HTML
}L (® Adobe POF v () Microsoft XPS () MSG file
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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.
Page | 6
---- End of Install Guide

Copyright © 2020 AssistMyTeam


https://www.assistmyteam.com/downloads/manuals/PersonalKnowledgebaseHelp.pdf

