Colligo Contributor Add-In
for Outlook 4.4

User Guide

Nt
() C.olliso
Networks



Colligo Contributor Add-In for Outlook

CONTENTS
T a oY [V 4T ] o ST PSTTTPI 2
21T 1= £ £ ST TSRRI 2
KBY FRATUIES. ..ttt ettt e ettt et e et ee e et et e tete e et et et et e e e e e ee e et et et e eeeeeeeeeeeeeeeeeneeenanenes 2
[ YA o1 g I U] o o Yo o =T [ PSSR 2
Installing and Activating Contributor Add-in for OULIOOK.........ccccuvviiiiiiiiiceeeceeeece e 3
Activating Contributor Add-in for Outlook ManuUally .......cc.eeeeiiiiiiiiiii e 4
Using the Contributor Add-in for Outlook Control Panel .........occveviiiciiei i 5
[0 o T=Yol Qg Y= (o AU oo F= 1 <RI 5
UPdating YOUF LICENSE KBY....eeiiiiiieeeceiiie e eetiee ettt e ettt e s e etee e e e etee e e e e bt e e e e eabaee e esataeeeesnbaeeeesnbaneeeensaneeennsenas 5
Adding SharePoint Lists and Libraries t0 OULIOOK..........ccccuiiiiiiiiiiiiiic e 6
Using the SharePoint Sites dialog in OULIOOK ........cooiiiiiiiiiiiie e e 6
Using the Connect to Outlook Button in INternet EXPIOrer.......ccueeeeeiiee e et 8
Viewing Lists and Libraries in QULIOOK ..........oiiiiiiiiiiiiic e e e 9
Configuring your Synchronization SETHINGS ........uiiiiciiiii et e e e 10
Synchronizing Content ManUAIIY ........oooeiiiii e e et e e et e e e e abe e e s enreee e eenreeas 11
Completing @ FUll SYNCAIroNIiZatioN........cccuiiiiiciiie et e et e e e et e e e abe e e s e nrae e e ennreeas 11
Filing 1tems 0 SharePOiNt FOIARIS ..coiuuiiiiiiiiee ettt et e st e e s s e e s s abeee e ssareeas 12
Dragging-and-Dropping EMQlS ......cceiccuiiiiiiiiiie ittt e e st e e st e e e s btee e e ebrae e e saraeeesanes 12
IMIOVE VEISUS COPY tvvvvrrrrurrrnuuunnuueueruuuuereuunsnensssesnssssssssssssessasssasnsnsssnsnsssnsnsnsnsnsssnsssssnsnsnsnsnsnsnnnsnsnsnsnsnnnnnn 12
Sending-and-FiliNg EMailS ........ueiiieiiee ettt e et e e e et e e s et e e e e e eabae e e enbeeeeennreeas 13
1Yo TN o o VAN o] o [ PPN 14
Working with Content in Cached MOAE ...........uuiiiiiie e e et e e e e e e e eaaeeas 15
Creating NEW CONTENT ..o e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeas 16
Uploading EXiStiNg CONTENT......cciiiiiiei ettt e e e s rtee e e e et ee e e s eabe e e s esnbeee e esabeeesenareeas 17
Setting Default METAdata ....ccccuviiiieiiee e e e e e st e e e st e e e e s b e e e e eabree e e naraeas 18
Using the Colligo AttaChmMeNnt IMan@ger.........uvieicuiieeeeiiee et et e e et e e e et e e e e abe e e e eabeeesearaeeeenteeesensenas 19
Uploading an attachment to Shar@POINt .........cocuiiiiiciiie ettt e e e e aree e e e ara e e e eanes 19
Inserting a Link to a Document in Shar€POINt ........coocciiiiiiiiiie ettt ara e e e 20
Setting AttaChMENT RUIES . ....eeeiieeeeee et e e e e e et e e e e e e s e s b et e e e e e e e e e s nnseaaeeeeeeannns 22
29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved. Page 1 of 22

Not to be reproduced without permission. Learn more at www.colligo.com.



Colligo Contributor Add-In for Outlook

INTRODUCTION

Welcome to Colligo Contributor Add-in for Outlook, the simple and effective way to increase adoption of
SharePoint for email and attachment management. It delivers a cost effective and intuitive way to
upload content to SharePoint and browse document libraries and lists — all from within the Microsoft
Outlook interface. Users can click the Send & File button or simply drag-and-drop emails and
attachments into document libraries and folders, instantly capturing critical metadata. The built-in
Attachment Manager easily stores email attachments in SharePoint, replacing them with links.

Benefits

e Empower users to easily manage email and documents in SharePoint

e Increase the quantity of content captured and tagged in SharePoint

e Make SharePoint accessible directly from Outlook

e Drive mobile and remote workforce productivity with easy offline access
e Improve collaboration, and document project management

e Reduce risk and improve compliance

Key Features

e Save content to SharePoint libraries with metadata prompt and automatic extraction of email
metadata

e View SharePoint content in Outlook, online and offline

e Navigate through SharePoint site using the Outlook folder tree

e Update documents from Outlook folders

e Use content types and forms in Outlook

e Set content types for list items

Platforms Supported

e SharePoint Server 2010, MOSS 2007 and SPS 2003; SharePoint Foundation and WSS (2.0 or 3.0);
SharePoint 2010 Online (Office365) and BPOS

e Windows XP, Windows Vista, or Windows 7

e Microsoft Office 2003 — 2010 (Office 2003 SP2 or later for InfoPath forms)

NOTE: The screenshots in this document use Outlook 2010, SharePoint 2010, and Windows 7. Your user
interface may differ depending on your specific configuration.
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INSTALLING AND ACTIVATING CONTRIBUTOR ADD-IN FOR OUTLOOK

NOTE: Microsoft Outlook must be closed for the installation to be successful.

To install and activate Contributor Add-in for Outlook:
Double-click to open the zip file and extract the contents.
In the folder, double-click the folder that corresponds to your operating system:

1.
2.

a) x64: choose this option if you have a 64-bit operating system
b) x86: choose this option if you have a 32-bit operating system

Double-click either Setup.exe or .msi.
Follow the steps in the install wizard.
After the install is complete, the following dialog displays:

Activate Colligo Contributor

==

Welcome to Colligo Contributor!
To start using this software, please activate it while connected to

Internet. Providing your email address will ensure you periodically

shared with a third party.
Click here to view our Privacy Statement,

RegistrationInformation

receive product notices, version releases, and our newsletter, Your
personal privacy is important to us - your information will never be

the

Mame: |

Organization: |

Email: |

Activate | Exit ‘

Enter your information and click Activate. If you do not activate Colligo Contributor Add-in for

Outlook, the add-in does not dis

play.

After Contributor Add-in for Outlook is installed, a new group called Colligo for SharePoint displays
in the Outlook folder tree and in the Home ribbon:

Home Send / Receive Folder View Colligo Add-Ins
Jj "% lenere x %ﬁ]i 4{9 *G& [5L Meeting (5 Product Manage... iz To Manager 4 Download cony j \/ 'lig—:I
A= CleanUp = 3 Team E-mail & Done = Synchronize - —
Erf;‘:” Itr:fn"s", & unk - Delete | Reply Ri‘fl'y Forward B} more - [ Reply & Delete 7 Create New [@3 Refresh Folders Move  Rules Onehlote
Mew Delete Respond Quick Steps Colligo F-:nl'ShE'eP-:nint Move

» DMackay@colligo.com

4 [ 7 Colligo For SharePaint
» [ Colligo Portal - Shared Documents

> _d Import Issues

» [ Product Management - Shared Doy

g Junk E-Mail
[[= outbox

L] RSS Feeds

L& Search Folders

You can now connect SharePoint lists and libraries to your Outlook folder tree.

29/03/2012
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Activating Contributor Add-in for Outlook Manually
If you are unable to connect to the activation server, the following error message displays:

Activate Colligo Contributor &J

% Activation Failed

' The Colligo Activation Server was not reachable. Activation
will be attempted the next time you use the software.
Alternately, you can choose to activate through email.

Activate via Email | Activate Later |

Click Activate via Email to create an activation request file. The following dialog displays:

r ~
Activate Collige Contributor &J

To activate Colligo Contributor File Manager via email, dick
"Export Activation Request™, An activation request file will be
generated, which you can then email to Colligo Technical Support
where your activation request will be fulfiled.

Email Colligo Support: support@colligo.com

| Export Activation Request | Exit |

L

4

Click Export Activation Request. This creates a .txt file that you can save anywhere on your machine,
and then attach to an email that you can send to Colligo to request a manual activation.

29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved.
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Using the Contributor Add-in for Outlook Control Panel

The second interface component of Contributor Add-in for Outlook is called the Control Panel. This
interface allows you to set your synchronization settings, and view any Sync Issues.

(@ Colligo Contributor Add-in E=RER
File Site Wiew Help
Sync Issues
Issue Item Site List
1 | |
l@ Mo Synchronization Activity
Checking for Updates

In the Add-in Control Panel, you can check if you are using the most current version of Contributor Add-
in for Outlook. Click the Help menu and select Check for Update.

The www.colligo.com site launches in your web browser. If there is a newer version available, click the
Download the latest version now link to install the newer build.

Updating Your License Key

In the Add-in Control Panel, you can change your license key. Click the Help menu and select Install
License Key.

The Enter License Key dialog displays. Enter your new license key and click OK.
( Enter License Key ﬁw

Please enter your 25-digit license key (indude dashes):

Cancel

29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved. Page 5 of 22
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ADDING SHAREPOINT LISTS AND LIBRARIES TO OUTLOOK

You can add a SharePoint list or library to Contributor Add-in for Outlook in one of two ways:
1. By using the SharePoint Sites dialog in Outlook.
2. By using the Connect to Outlook button in Internet Explorer.

Using the SharePoint Sites dialog in Outlook
To connect a site from within Outlook:

1. Click the Download icon in the Colligo For SharePoint group in the Home ribbon in Outlook.

5 Download ] Copy

o Synchronize
=3 Refresh Folders

Colligo For SharePoint

The Connect Document Library dialog displays:

Connect Decument Library Ié]

SharePoint Site

Select a SharePoint site containing the document library or list you wish to
connect to an Outlook folder. Sites not shown in the list can be downloaded
from the server by clicking the button below.

Mo sites currently downloaded

Download new site...
< Back Next Finish

Lo

2. Click Download new site.
The Download New Site dialog displays:

p
+ Download New Site @

URL:

Examples: http:/fserver/workspace
https: ffsecureserver fworkspace

Server Authentication
(@) Use default credentials
(71 Use the following credentials:

User name:

Password:

Dowrload Cancel

3. Enter the URL of the site and use your default credentials, or user-specific credentials.
4. Click Download. The site displays in the Connect Document Library dialog.

29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved. Page 6 of 22
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Click Next. A list of all lists and libraries in the site displays:

-

L

Connect Document Library

S

SharePoint Document Library

Select the document library or list you wish to connect to an Outlook: folder.

ﬂ Announcements
"5 Calendar

23] Customized Reports
23| Form Templates
=] Links

|23 Site Assets

|53 Site Pages

53] Style Library

(2] Tasks

|53 Test

78] Vacation Tracking

[~ Enable local caching for this list or document library

[ Cancel H < Back ] Next >

A

Select the list or library you want to display in Outlook. If you want the list or library to be cached
(available offline) check the Enable local caching for this list or document library box.
Click Finish. The list or library displays in the Colligo for SharePoint list in your Outlook folder tree.
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Using the Connect to Outlook Button in Internet Explorer

You can add a SharePoint list or library to Contributor Add-in for Outlook directly from Internet Explorer

using the Connect to Outlook button.

To add a site with the Connect to Outlook button:

1. Navigate to the SharePoint list or library that you want to add as a folder in Outlook, and click the
Connect to Outlook button:

Internet Explorer 9

=

e'.__ '| http://vs-sp2010/5itePages/Home.aspx P~-ex || Collige Intranet - Home

M v B v [ @ v Pagew Safety~ Tools~ @~ [ @

Connect to Outlook

site Actions ~ @ B BECI
Colligo Intranet » Home

Home Product Management Sales Engineering Finance Marketing Social Technical Support i

Sites
Social Welcome

Technical Support

Business Development

NOTE: If the Connect to Colligo Outlook button is not visible, you need to enable the Command bar.

Internet Explorer 8

(ﬂ; Colligo Team Site - Home - Windows Internet Explorer EIEIEI
@ T - ‘ tepe s {5 nes Home, aspi V| 2| X ‘i" | Falihs

L&)

Fle Edit ‘iew Favorites Tools  Help

< Favarites | 53 U ~ €| FreeHotmal &

% - B - & & - Page- Safety - Toos~ @ |
@ Send to Onellote
@ Onefote Linked Motes
(> Connect to Outlook
site Actions - @ B I @
i@ Cannect to Contributor

Coligo Team Site - Home

';t' Inkranet settings are now turned of f by defaulk, Intranst settings are less secure than Internet settings. Click For options. ..

3 Messenger

Colligo Team Site » Home

ILike It Tags &

The following dialog displays:

Colligo Contributor Outlook Add-in [é]

I-"'_"\- Connect this SharePoint list or library to Outlook?
WY ‘voushould only connect lists or libraries from sources that you know and trust.

hittp:ffvs-sp2010/SitePages/Home. aspx

|| Enable local caching for this list or library

C=dCs ]

e %

2. Check the Enable local caching for this list or document library box if you want the list or library to
be cached (available offline).

3. Click Yes. The list or library displays in the Colligo for SharePoint list in your Outlook folder tree.
NOTE: If you click the Connect to Outlook button when you’re on a SharePoint page that is not a list
or library, the following message displays:

29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved. Page 8 of 22
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Colligo Contributor Outlook Add-in

g

Vo~ ) An error occurred while trying to connect this SharePoint list or library
‘&@? to Outlook. Please make sure your browser is pointed at a SharePoint
list or library, rather than the home page of a SharePoint site.

http://server/bsbev/default.aspx

Click OK, then navigate to a list or library in Internet Explorer and click Connect to Outlook again.

Viewing Lists and Libraries in Outlook

Click on an Outlook folder under the Colligo for SharePoint group to display the selected SharePoint
location.

The folder location displays in one of two modes: Cached or Online.

Cached View Online View

‘ es Beverages - Project Emails and Documents.

L
|

8 Beverages > ProsectEmads e Cocuments

¢ [[colligo for SharePoint
Project Emails and Documents

B's Beverages
Beverages

-4 Project E

Project # 1 (60)

SProject #:4122.1(3)

Jom ProectStaas  J2UNWILBAM 421 1022
Snth  Report.docx

Jom EsBevesges  JUMOSMAM M2 1019
Snth Reaurements doox

SProject #:4122.2(15)

Alifoiders are up 2 date, <] Connectedte Micrssot Exchange | Al fokders aee up Lo dite. (5] Connected to Microsoft Exchange | 100% (= +

Online mode and cached mode have similar functionality, except that for the online view, the content is
not cached (available offline). Both modes allow you to do the following:

e Upload content to SharePoint with metadata Prompt

e View the SharePoint site in Outlook

e Automatically extract Email metadata (To, From, Sent, Subject, etc.)

e Access and Edit existing SharePoint content including accessing metadata.

To refresh the content, click the Refresh Folders icon in the Colligo For SharePoint group in the Home
tab in Outlook.

29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved. Page 9 of 22
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CONFIGURING YOUR SYNCHRONIZATION SETTINGS

The settings for how frequently your content is synchronized are set in the Control Panel.

1.

From the View menu, select Options.

The Colligo Contributor Options dialog displays:

l

Storage

Storage location

|C: Wsers\tmadkdnnon\AppData'Local\ColligoCr

General
¥ Prompt for properties when adding documents

I Use current Windows(® appearance

Synchronization

v Synchronize on startup

¥ synchronize when list is viewed

¥ Synchronize when list is modified
¥ Enable background synchronization

Background synchronization interval: |30 minutes

v Automatically download lists to resolve Site Column values

0K ‘ Cancel |

Colligo Contributor Options e

“

J

In the General section, you can turn on the prompt to record properties about the document by
checking the Prompt for properties when adding documents box. You can override this setting for
specific lists/libraries when you are configuring Default Metadata; see Setting Default Metadata.
In the Synchronization section, choose your preferred options:

a. Synchronize on startup: choose this option if you want your lists and libraries to synchronize

every time Outlook starts

b. Synchronize when list is viewed: choose this option if you want your lists and libraries to

synchronize every time a list or library is viewed

c. Synchronize when list is modified: choose this option if you want your lists and libraries to

synchronize every time a list or library is modified

d. Enable background synchronization: choose this option if you want to set the
synchronization to happen in the background on a time-specific basis, and enter your

preferred time interval

e. Automatically download lists to resolve Site Column values: if you have lists that reference
other lists (look-ups), checking this option ensures the related referenced lists are also

downloaded

29/03/2012
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NOTE: Depending on how your IT Administrator has configured the installation, this dialog may not be
accessible to you, or the synchronization options may be greyed out.
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Synchronizing Content Manually
To manually synchronize your SharePoint content:

1. Click the Synchronize icon in the Colligo For SharePoint group in the Home ribbon in Outlook:

5 Download ] Copy

= .
w_ Jynchronize

7] Refresh Folders
Colligo For SharePoint

The Synchronize SharePoint Content dialog displays:

-"_.‘EJ Synchronize SharePoint Content ﬁ

Outlook Folder Content

4 Colligo Intranet
3| Form Templates
3] Shared Documents
4 Social

| Coligo Summer 2011

i checkal | | uUncheckal

[ Perform full synchronization

Selecting thiz option synchronizes all site content, induding users,
views and templates. If your permissions on the site have changed,
you should select this option to get all the content you now have
access to. Selecting this option will result in longer download times.

[ Synchronize ] [ Cancel l

e 4

2. Check the boxes of the sites you want to synchronize, or use the Check All or Uncheck All buttons to
set your preferences.
3. Click Synchronize.

Completing a Full Synchronization

Several of the synchronization dialogs have a Perform Full Synchronization option. A full
synchronization downloads additional information. This includes definitions for Sites, Lists, Views, and
Content Types, plus other site content that may not be retrieved during other standard sync processes.
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FILING ITEMS TO SHAREPOINT FOLDERS

You can file emails and documents to your SharePoint folders in Outlook in a number of different ways.
Dragging-and-Dropping Emails

You can upload one or multiple emails to SharePoint by dragging-and-dropping them from your inbox to

a SharePoint location in your Outlook folder tree. You can also drag-and-drop other documents from
your desktop or a Windows Explorer folder location.

Each time you file something to a SharePoint folder in Outlook, the metadata editor displays:

oY = Microsoft at Home - Mailbox - Dave Foster - Microsoft Outlook [
|[WNGEN | Home | Send/Receive  Folder  View  Coligo  Add-ns a

[ x \ L % Connect [ copy N X y (N9  Findacontac -
],J B % Cleanup + ¢ " == @~ = synchronize L BT &4 (G Address Book
New  New Delete R Forward Move Rules OneNote
E-mail Items~ | & £ More » | (3 Refresh Folder. ~C_Filter E-mail =
New Delete Respond Cotligo for {| ] Project Emails and Documents: New ltem =
Favorites &
Search Microsoft at Home (Ctrl=E) Document

Arrange By: Date

(2 Drafts

F Microsoft At Home_07Jun 10 00.00.00_Worried about computer s...
[} SentItems [666] J

) Deleted Items Folder
4 [ Colligo for SharePoint )| Microsoft At Home M lu/ ‘ Browse...
[ Arne Test - Document Sets Summer vacation is just around the bend — -
(| [ Arne Test - Managed Metadata Properties
(3 B's Beverages - Action Items 4 Two Weeks Ago Content Type: |Email (Hidden Fields) v!
[ B's Beverages - Initiate Q] Microsoft At Home
4| B's Beverages - Project Emails 3 Worried about computer security? Name *
(3 Closed Items for 41224 Microsoft At Home_07Jun 10 00.00.00_Worried about computer sec
(3 Email Archive feeks Ago To
[ Requirements Documents Q Microsoft At Home =
(3 status Reports Be a Windows wiz
[ testing o=
Microsoft At Home
[ B's Beverages - Project Emails and D 4 Last Month =
[ B's Beverages - Project Tracker g Microsoft At Home Ce
L3 Import Issues (1) Work from home?
[_d Product Management - Documents ¥ g Microsoft At Home Bec
Want to go wireless at home?
—4 Mail 8
- )] Microsoft At Home Cant. d
ﬁ Calendar Two monitors are better than one
;A’ Tasks Check out our new video channel
& 4 Older Rt
Items: 151  Unread: 145 | All folders are up to date. [%] Connected to Microsoft Exchange | [0 B 100% (=) () (+)
S =

Edit the metadata fields as preferred and click Create to complete the upload process.

Move Versus Copy
When you drag-and-drop an item into a folder, it is either moved or copied to SharePoint. If it’s moved,
the email no longer exists in your Outlook. If it’s copied, it exists both in SharePoint and in Outlook.

The default behavior when using the drag-and-drop action is Move. If you want to Copy the item to
SharePoint, you can do one of the following:

o |eft-click and press Ctrl until you let go of the click

e right-click: when you let go of the click, the following dialog displays, giving you the option to Copy

4 7 Colligo For SharePoint
-4 Colligo Port; = o en
s Import Issug Moye
» L3 Product Mar 53 Copy
L g Junk E-Mail Cancel
=) Outbox
LE]) RS55 Feeds
L& Search Folders

NOTE: attachments are copied to SharePoint and remain as part of the email.
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Sending-and-Filing Emails

Colligo Contributor Add-In for Outlook

When you're creating a new email, you can use the Send & File button to send your email and file it at

the same time.

1. Click the Send & File button, the Colligo Send & File dialog displays:

Double-click a folder to Send & File

I Recent Folders  Folders Used In This Conversation I

& » ¥ |5 Y Status Report Week 4 - Message (HTML) =8 X
Message Insert Options Format Text Review & e
a & % 1 A @ [l Attach File v i b] 71 =]

B3 | B 7 U 0 attach Ttem - =
Send Paste B Names g Upload Insert Rules
& File - ¥ oA - | signature ~ - .
Colligo Send & ... | Clipboard Basic Text Include Zoom Colligo Attachments
Colligo Send & File [=]

|| B's Beverages - Initiate}

| | B's Beverages - Project Emails and Documents)

| | B's Beverages - Project Tracker)

|| B's Beverages - Project Emails and Documents\Email Archivel

| |B's Beverages - Project Emails and Documents)\Status Repartsy

Select a Colligo For ShareFoint Folder:
[ B's Beverages - Initiate
= [ B's Beverages - Project Emails and Documents
[J Closed Items for 4122-4
[ Email Archive
[ Requirements Documents
[ status Reports
[ testing
[ B's Beverages - Project Emails and Documents-1
[= [[1 B's Beverages - Project Tracker
[ 4.0 Testing
[Z3 Client Docs Folder

mn

m AT Archiua Enld,

2. Browse to the location you want to file the email to and double-click to select the folder and send

the email.

29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved.
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Using the Copy Folder

You can upload whole folders and their contents (including subfolders) from your mailbox to SharePoint.

1.

Colligo Contributor Add-In for Outlook

Click the Copy icon in the Colligo For SharePoint group in the Home ribbon in Outlook:

anwnInad

(] Copy

= .
w_ Jynchronize

23] Refresh Folders

Colligo For SharePoint

The Copy Outlook Folder dialog displays:

Copy Cutlock Folder &I
Select Folder to CP'EY Select Destination
1 Colligo for SharePaint i = [ Colligo for SharePoint -
3 Deleted Items [ B's Beverages - Initiate
1 Drafts [_1 B's Beverages - Project Announcements
3 Inbox = [ B's Beverages - Project Emails and Documents
3 Junk E-mail [ Closed Items for 4122-4
[ Meeting Responses = [ Email Archive
[ NRC-TRAP [ Reference
3 outbox = 3 To Be Deleted =
[ Patents [ To Be Retained [
1 sent Items [ Requirements Documents
=l [ Spam [=) [ Status Reports
[ Allowed Senders [ Week 1
|_1 Blocked Senders [ week 2
3 Quarantine | & [ Week 3
[ Sync Issues 3 sharePoint 2010 Test Site - Announcements
4 The 451 Group 8 3 sharePoint 2010 Test Site - Correspondence n
Copy Options
Include top-evel folder
[ tndlude sub-folders OK

2. Inthe Select Folder to Copy panel, choose the folder that you want to copy to one of your
SharePoint locations.

3. Inthe Select Destination panel, choose the SharePoint location to copy the folder to.

4. In the Copy Options section, choose if you want to include the top-level folder and/or any
subfolders.

5. Click OK.
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Working with Content in Cached Mode
Many SharePoint actions are available in the cached (offline) mode.

Right-click on an item to:

Colligo Contributor Add-In for Outlook

e Edit the properties
e Open/Edit
e Check Out, Check In, or Discard Check Out
e Rename content
e Delete content
9 |~ < Colligo for SharePoint - Microsoft Outlook -
Home Send / Receive Folder View Colligo Add-Ins [~
Y [ | “meeting [} connect [Ercopy X (N9 Finda contact -
jj @ - - - 2 = Synchronize J -«J‘ [ Address Book
Hew Reply Reply Forward e ¢
E-mail fems~ | & Junk~ Py H More [@@l Refresh Folders
New Delete Respond Colliga for SharePaint Move Find
b Favorite d
e Colligo for SharePoint
4 Mailbox - Dave Foster * | BsBeverages > Project Emais and Documents
[ Inbox 259) Project Emails and Documents
L2 rafts Store project related documentation in here to keep track of communication.
(=] sent Items [576] | | Fi N =
& Deleted ftems 7 New ~ | Upload ~ | Filter ~ View: | Group by Project -
Name From Subject. Received Project #  Created Modified I
4[4 Colligo for SharePoint .
>3 Arne Test - Document Sets EProject #: (one) (60) I
>[4 Arne Test - Managed Metadata EProject #: 4122-1 (3)
(L3 B's Beverages - Action Items . John Smith Latest Issue Report 16/03/2010 4122-1 18/09/2007 18/01/2.

> L3 B's Beverages - Initiate
» 3 B's Beverages - Project Emails and D¢
4 _| B's Beverages - Project Emails and D¢
>[4 Closed Hems for 41224
> Email Archive
(L Requirements Documents
> [ Status Reports
> [ testing
>[4 B's Beverages - Project Tracker
3 mport Issues
53 N8 tacting rnt cite _ Cnntant hane A T

[ Mail
T calendar
7] Tasks

Edit Properties...
B's Beverages Requireme...
Gpen with Microsoft Word

Project Status Report.doce 21/03/2010 ...

01/03/2010

18/10/2007 ... 07[07)2...

Edit with Microsoft Word

Check Out.

Copy SharePoint URL

Project

Rename

Delete

Al folders are up to date.

[Z] Connected to Microsoft Exchange | 100%
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Creating New Content

To create new content in a cached folder:
1. Click the New drop-down menu:

o] 9 |- Colligo for SharePoint - Microsoft Outlook | = ‘ = ﬂ
Home Send / Receive Folder View Colligo Add-Ins & 0
= [‘—‘ ) - & Rep 2k -2 5 Download ITcopy [25 Move v Find a Contact
jj L@ % f‘ &R e ‘.l_j- B - : Synchronize I.g Rules - = [G} Address Book
Epjrle'l‘;l ItI:;"sv' & S 3 Forward & (& Team E-mail ~| | [23 Refresh Folders M| OneNote B ¥ Filter E-ma
Mew Delete Respond Quick Steps Fl Colligo For SharePoint Maove Find
) <
‘ Fa\f”tes Colligo For SharePoint e
L= Inbox
[ Sent Items Colligo Intranet > Shared Documents ﬁ
(5 Deleted Items (53] Shared Documents B
3 Accounting Share a document with the team by adding it to this document library. §
New + | Upload - | Filter = view:  All Documents ~ -
4 DMackay@colligo.com é (3| Mew Document Modified i
43 Inbox R ————— :
S re— B New Folder o0 2f8/2012 10:31 AM v
= d... 2/20/2012 2:33 PM =
i Reference i E
L i1 TechSmith_05Feb12 20.2... 2/6/2012 2:29 PM 2
L# Drafts [5] =
[ Sent Items ;
> (3] Deleted Items (34) - i
[~ Mail 8
ﬁ ‘Calendar g
8| Contacts g
2_2] ] . < [ | " é
Done | és:ndmecei\re error  All folders are up to date. IU_J Connected to Microsoft Exchange | 100% '&J U '\-i_-)‘
2. Select the New Document option to display the Create New Document dialog:
|_] Create New Document ﬂ
Site Templates | Other
=
templhe
Please enter a name for this new document:
New Document
[ Create J [ Cancel ]
3. Choose your document type from the Site Templates tab or the Other tab.
4. Enter a name for the document, and click Create.
5. The Edit Properties dialog displays. Edit as preferred.
The new document is added to the list or library.
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Uploading Existing Content

To upload existing content to a cached folder:
1. Click the Upload drop-down menu and select Upload Documents:

o] 9 |- Colligo for SharePoint - Microsoft Outlook |_‘_‘ﬂm Gl
File Home Send / Receive Folder View Calligo Add-Ins ) 0
Pl [t' b - & Repl \J : 5 Download ITcopy [25 Move v Find a Contact
jj @ % ﬁ‘ & Reply All ‘.l_j- =Y + || 2 synchronize &Rules - . (G Address Book
lelete ags
Epjrle'l‘;\‘;| ItI:;"sv' &' pelse & Forward 2, [ Team E-mail = Refresh Folders 2| OneNote vg " Filter E-mail
Mew Delete Respond Quick Steps (] Colligo For SharePoint Move Find
i <
‘ Fgr::ox Colligo For SharePoint N
[ Sent ltems Colligo Intranet > Shared Documents ﬁ
(5 Deleted Items (53] Shared Documents B
3 Accounting Share a document with the team by adding it to this document library. §
i New ~ | Upload - | Filter = view:  All Documents ~ r
A‘Drh-'fckay@colllgo‘com @ Name | 3] uskoad Documents ‘
- I”::"M " =1 Coliga Markefing (RF=R — 2/A/2071 10:31 AM v
= R:fﬂ:ﬂ:: - Colligo Marketing_25Jan1... 2/20/2012 2:33 PM 7
e :
5 Ser:t Ite[esnl'ls .- Techsmith_05Feb12 20.2... 2/6/2012 2:29 FM Z
= o
> (3] Deleted Items (34) v §
[~ mail 5
ﬁ ‘Calendar g
82 contacts g
3 ol [ - | 1 ] r i
Done | é Send/Receive error  All folders are up to date. EJ Connected to Microsoft Exchange | 100% (=) )
The Upload Documents dialog displays.
2. Browse to the location of the document you wish to upload and click Open.
3. The Edit Properties dialog displays. Edit as preferred and click Create.
The new document is added to the list or library.
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Setting Default Metadata

If you want to tag all documents and items that you add or upload to a list or library with the same
metadata, you can set default metadata values through the Control Panel:

1.

From the Control Panel File menu, choose Default Metadata Values.
The Default Metadata Values dialog displays:

Default Metadata Values &J

|contoso LLC |

Mame Value Inherited From Apply To

J Content and Structure Reports
53| Customized Reports
)
23] Drop Off Library
|3 Form Templates
|53 Images

1] Reusable Content
53] Site Collection Documents
3| Site Collection Images
23] Style Library

] Workflow Tasks

Add... When adding documents, prompt for properties:
" Always
[ Inherit propagating values from parent items " Mever
[ Clear locally-defined values on all child items i+ According to application global settings

OK | Cancel Apply

Select the site and library/list that you want to configure.

To add a metadata tag, click Add.

The Add Default Meta data Properties dialog displays, displaying the metadata field options that
are set in the document library in SharePoint.

Add Default Metadata Properties &J

Title

™|

Scheduling Start Date
™|

Scheduling End Date
|

¥ Fropagate mese deTault metadats valles
e hfrldara

Enter your preferred tags and click Add.
If you want the values to propagate to any subfolders, check the Propagate these default metadata
values to subfolders box.
To configure the behavior or the prompt to record document properties, choose a radio button on
the right under the When adding documents, prompt for properties section:
e Always
e Never
According to application global settings (as set in step 2 of Configuring your Synchronization
Settings)
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USING THE COLLIGO ATTACHMENT MANAGER

Colligo Contributor Add-in for Outlook has an Attachment Manager tool that gives you a number of
ways to share and manage your SharePoint content.

Uploading an attachment to SharePoint

If you want to send someone a document, but you would rather send a link to a SharePoint location
instead of an attachment, you can upload the document to SharePoint and insert a link to the location
into your email. You can do this from Outlook using Colligo’s Attachment Manager.

When you launch a new email, the Colligo Attachments group displays in the Message ribbon:

x| I= Untitled - Message (HTML) | B e
Message Insert Options Format Text Review & 9
B @ /OO E
y | B L Ui iE i -
Send Paste — — =l Mames | Include  Tags Upload Insert Rules
& File R > EE=E=E o - - =
Colligo Send & File| Clipboard Basic Text Zoom Colligo Attachments
From ~ DMackay@colligo.com
7]
=1 To..

Send
e

Subject:

]S

<

Click on a pheto to see social network updates and email messages from this person. s

NOTE: The Colligo Attachments group only displays in the Message ribbon of a new email; it does not
display anywhere else in Outlook.

1. Click Upload to display the Upload Attachments to SharePoint dialog:

Upload Attachments to SharePoint Iﬁ
Choose Files
Add files....
Destination Site
Site Name: 4 Coligo Portal
Library: :3]Shared Documents
Folder: [ [Root Folder]
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2. Inthe Choose Files section, click Add and browse to the location of the document(s) you want to
upload.

3. Inthe Destination Site section, click Choose Destination and select the Site, Library, and Folder you
want to upload your documents to.

4. Click OK. The New Item dialog displays.

5. Enter any properties and click Create.

The document is uploaded to your specified location, and a link to the document’s location is inserted
into the body of your email:

s <
| = |= Untitled - Message (HTML) (o] B [
e Message Insert Options Format Text Review & e
a . Cu A== ® [GB) @8 0 ¥ rolowup- 2 A%sE
_@Aﬂachhem' ‘3 High Importance =
Send Paste r u | = = = | i= i= | Address Check Upload Insert Rules
& File = E B I U . = = = |7 F Book Names | [k Signature v J LowImportance =
Colligo Send... | Clipbo... Basic Text Mames Include Tags Zoom Colligo Attachments
From = DMackay@colligo.com
]
E To
Send
Hee
Subject:
d f

SharePaint link: http://portal.colligo.com/Shared Documents/RegistryKeys.cs

Click on a photo to see social network updates and email messages from this person. v

e ¥,

Inserting a Link to a Document in SharePoint

If the document you want to share is already in SharePoint, you can insert a link to the document in your
email,

To insert a link to an item in SharePoint:

1. Click Insert in the Colligo Attachments group in the Message ribbon and choose either Attachment
Link or Text Link.

NOTE: The Attachment link displays the full path of the SharePoint location, while the Text link
displays only the name of the file.

The Link to SharePoint Content dialog displays:
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-
Link to SharePoint Content

=5)

 Colligo Intranet
= [y Colligo Portal

21| Site Assets

| Site Pages

3| Style Library
4 Product Management

4| Customized Reports
| Form Templates
[=) 23] Shared Documents
[ copytest
[ 5PC 2011 Presentations

Crossing the Chasm to High User Engagement. docx
@E] Customer Advisory Board Dinner.pptx
NewsGator-Colligo-Release FINAL - 3-23-11.docx
SPC-Staffing-Schedule. xsx

Insert

|

Cancel ]

L

=

Browse through the SharePoint libraries to find the document you want to link to, and click Insert.

The links display as follows:

ErceeEe

Untitled - Message (HTML)

ESET)

Attachment link

OGN | Message Insert Options Format Text Review o @
8 E % . | a= s Attach File Follow Up = 3 i -
@ = j T calibriBody v 11 v AT AT | P2 iT e & 385 @ v M ’ Q{ j l e
. 53 ﬂAttachItem' ? High Importance =
Send Paste abr . A - . Address Check Zoom | Upload Insert Rules
& File = B a{aaU - % Book MNames | |2% Signature = § LowImportance =
Colligo Send... | Clipbo... & Basic Text (] Mames Include Tags | Zoom Colligo Attachments
From = DMackay@colligo.com
B __
= el |
Send
e ]| |
Subject: | |
|

SharePoint link: http://portal.colligo.com/Shared%20Documents/SPC%202011%20Presentations/Customer%20Advisory%20Board %20Dinner. pptx
o

» &R

Text link:

Customer Advisory Board Dinner.pptx

Click on a photo to see social network updates and email messages from this person.
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Setting Attachment Rules

You can configure rules for the size of your attachments that correspond to your organization’s email
policies to display a prompt when you have an attachment exceeding a certain size, or to block sending
an email when an attachment exceeds a specified size.

To configure the rules:

1.

2.

Click Rules in the Colligo Attachments group to display the Colligo Attachment Manager dialog:

Colligo Attachment Manager Iéj

P Prompt when sending emails with
t.J‘ total attachment size greater than (Kb): 10000
A

Block when sending emails with

total attachment size greater than (Kb): 10000

" 4

In the field Prompt when sending emails with total attachment size great than (Kb), enter the limit
for the size of the attachment. If you attempt to send an email that has an attachment greater than
the number you have specified in this field, the following dialog displays:

Y

r
Colligo Attachment Manager

You are advised not to send emails with attachments with a total size
greater than 10Kb.

'9' Flease upload the attachments to SharePoint before sending.

Do you wish to send the email without uploading the attachment to
SharePoint?

[ Send Anyway ] I Upload To Sharepoint I I Cancel

L .

Choose from one of the following options:
a) Send Anyway: choose this option to ignore the warning and send the email as configured
b) Upload to SharePoint: choose this option to display the Upload Attachments to SharePoint
dialog and choose the location in SharePoint you want to upload the attachment to

In the field Block when sending emails with total attachment size great than (Kb), enter the limit
for the size of the attachment. If you attempt to send an email that has an attachment greater than
the number you have specified in this field, the following dialog displays:

Colligo Attachment Manager Lﬁj

! You cannot send emails with attachrments with a total size greater than
% 10Kb.

Please upload the attachments to SharePoint before sending.

" y

Click OK and the Upload Attachments to SharePoint dialog displays.
Choose the upload destination and click OK. The item is uploaded and a link to the SharePoint
location is inserted into your email.

29/03/2012 Copyright 2012 Colligo Networks, Inc. All rights reserved. Page 22 of 22
Not to be reproduced without permission. Learn more at www.colligo.com.



