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Introduction

Welcome to Colligo Briefcase, the enterprise solution for SharePoint access from your iPad, iPhone, and
iPodTouch.

Colligo Briefcase lets you securely store, sync, view, edit, and find SharePoint content on your iPad,
iPhone or iPod Touch. Access and share files, lists, images, documents and emails. Synchronize
SharePoint content to your iPad, iPhone or iPodchaautomatically, for instant access, even when
offline. Colligo Briefcase is as easy to use as consumshfiking applications, encouraging SharePoint
adoption while ensuring the security of your enterprise content.

w View SharePoint files directly ooy iPad and iPhone, including Office (Word, Excel, Outlook,

PowerPoint) documents, PDFs, images, emails and more

Keep SharePoint content offline for fast access, even when you are not on the network

Share files easily using links

Find your content faswith powerful search

Open and edit files in applications such as Documents to Go or GoodReader

Upload files and photos to SharePoint

View and edit document and file properties, including metadata

Enter and submit InfoPath forms, with support for sitymas

Choose content type and enter metatada when uploading items

Secure access to Briefcase using passcode protection

QEGSYaArdS aavYl NI OF OKAy3aé OFLIoAftAGASE £SiG e2dz R2
storage requirements. Sync speclfiwraries or lists from SharePoint. You can also set alerts to monitor

changes to files or folders in SharePoint. Colligo Briefcase works with your current SharePoint 2007,
{KFNBt 2AYyG HanmnI 2NJ hTFAOS ocp aArdnShesServéryR R2SayQi
/2Tt A32 . NASTOFrasS ¢2N)a aSkytSaate gAGK Tt 2F /2
laptops, and smartphones, to provide the only unified, centralgnaged, enterpriselass solution for

email and document management in Shase®, including online and offline access-premise or in
the cloud.

gegegegeeeee

Key Features

w View SharePoint files directly on your mobile device, including Office (Word, Excel, Outlook,
PowerPoint) documents, PDFs, images, emails and more

Keep SharePoint contepffline for fast access, even when you are not on the network

Share files easily using links

Find your content fast with powerful search

Open and edit files in applications such as Documents to Go or GoodReader

Upload files and photos to SharePoint

View and edit document and file properties, including metadata

Enter and submit InfoPath forms, with support for signatures

Secure access to Briefcase using passcode protection

eEeegegeeee

Benefits

Provides a quick and eaiy-understand touch interface to ShareRbi
Ensures access to the very latest documents and information
Reduces distribution of paper documents

Keeps mobile users productive

=A =4 =4 =4
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Gives offline access to documents, reducing network and data plan usage

Allows mobile workers to fill in and submit elemtiic forms, reducing the need for papkased
forms and expediting business processes

1 Reduces the need for laptops for document viewing and presentations

9 Drives user adoption of SharePoint by improving ease of use

T
1

DevicesSupported
NOTEAIldevices require IG8or higher

§ iPad " generationand abové and iPad Mini
9 iPhone (3GS and above)
§ iPod Touch (24generation)

SharePoint Platforms Supported

1 SharePoint 2013
9 SharePoint 2010
1 SharePoint Online (Office 365)
9 SharePoint 2007
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Colligo Briefcasé.ite

Colligo Briefcase Lite is downloadable from the Apple app stodes free for personal use. The
following features are not enabled in the Lite version:
Adding more than one site

Setting aglobal sync limito over 50 MB

Specifying which site listsd libraries to sync

Setting a Passcode Lock

Editing item metadata

Deleting items and deleting attachments in list items
Checking items in and out

Creating new list items

Uploading new items to SharePoint

Creating and editingnfoPath forms

Metadata and ontent type prompting

=4 =4 =4 =8 -8 -8 a8 a8

Colligo Briefcase Pro

Colligo Briefcase Pro is available from the Apple store and does not have the above limitations

Colligo Briefcase Enterprise

Colligo Briefcase Enterprise is available from Colligo under license. ContactfGoitigoe information
on how to obtain an enterprise license for your company or organization. To learn more about Colligo
Briefcase Enterprise, vigittp://www.colligo.com/briefcasetrial.

Colligo Befcase Enterprise provides:
9 Unlimited sync storage capacity
1 Unlimited number of sites and lists to sync
1 Additional security
o Provides an applicatiespecific lockcode for extra level of securitglata is wiped after 10
consecutive failed attempts
o0 Abilityto remotely wipe application data from any device [via MDM systems]
0 Utilizes hardwareébased encryption (AEZ6) for all local data
o0 SharePoint credentials stored in the KeyChain, the highest form of¢hash security
1 Supports Colligo Administrator foewtralized management of sites and settings
1 Turnkey enterprise deployment services, software maintenance and support
1 Optional rebranding

Colligo Administrator

Colligo Briefcase Enterprise works seamlessly with Colligo Administrator, alsaseer consoléool for
GKS O2yFAAdzNI A2y YR YIylFr3aSySyid 2F /2tftA32Q4
enables organizations to:

1 Centrally configure all Colligo Briefcase user settings on the iPad/iPhone/iPod

9 Push out SharePoint sites and documkrtaries with zero user interaction

1 Monitor SharePoint and Colligo Briefcase usage via reports and metrics

1 Reduce deployment time and streamline the provisioningraérpriseiPads/iPhones/iPods
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Overview

This user guide explains how to use Colligo 8a&# on iPad. View the user guide in Colligo Briefcase on
an iPhone or iPod for instruction on how to use Colligo Briefcase on those devices.

Installing Colligo Briefcasé.ite or Pro

To install Collig8riefcase Liter Colligo Briefcase Proonnect to tlke App Store and download the
latest version to your iPad\fter Colligo Briefcase is installed, tap tBelligo Briefcase Litial:onn or
the Colligo Briefcas®roiconkd to open the applicationYou can now add a SharePoint site.

Setting Language Prefereac

Briefcase is now available in the following languagesnch, German, Spanish, Italian, Japanese, and
Chinese.

To set the language for the app:
1. IntheSettingsapp, tapGeneral Snternational.
2. On thelnternational screen, tag_anguage
3. Tap thelanguage of choice in the list.
4. ClickDone
Briefcase now displays in the supported language you have chosen.
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Managing SharePoint Sites

Colligo Briefcaskets you add, edj and remove SharePoint sites.

Using the Colligo Sample Site

Colligo has provided sample site that you can add when you first launch the product. This site provides
youwithread2 y f @ O2y Syl GKIFG ff26a @2dz 12 aSS K246 . NR
SharePoint site to add.

To launch the sample site:
1. IntheAdd Sitedialog, tap theAdd Sample Siténk:

Cancel Add Site

Site Information Add Sample Site

URL

Authentication

User Name
Password

Domain

Advanced Settings

TheAdd Sample Sitélialog displays:

19/07/2013 Copyright 203 Colligo Networks, Inc. All rights reserved. Page8 of 61
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Settings Add Sample Site B

This SharePaint site is designed to show you how
Briefcase can be used to provide mobile access to
SharePoint, even if you don't have SharePoint installed.
To access the site, enter your first name, last name and
email address and tap Done.

Personal Info

First Name

Last Name

Email Address

2. Inthe dialog, enter youFirst Name Last NameandEmail Address
3. TapDone

The site begins to sync and the lists and libraries for the sample site display:

11:39 AM

Sync Site

Colligo Sample SharePoint Site

Select the lists and libraries to use on device

Libraries

ij Form Templates

© Eg Photos (4)

© &) Product info (4)

© B[ ReadMe ()

© &7 Resources (11)
B[ site Assets

4. Tap to select or deselect a list or librahat you want to syncTap to select or deselect a list or
library that you want to sync. Tap the checkmark at the top of each list to select all or deselect all.
The following lists are disabled by default arekd to be enabled manually:

a. Form Templates

b. Site Assets
c. Site Pages
d. Style Library
19/07/2013 Copyright 203 Colligo Networks, Inc. All rights reserved. Page9 of 61
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5. ChooseLateror Now. If you choose théateroption, you can revisit this dialog and set different
sync options.

The site syncs and the lists and libraries display in theiafe:

12:05 PM

ifi Colligo Sample Share...

Y& Favorites

v

£z Photos
=) Product Info

() Read Me

o0 e e

=) Resources

[« Announcements

(e Calendar
[@ Links
Tasks

(VMBI

For information about viewing content, s&&ewing and Previewing Items
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Adding a Site
1. Tap thesites icormto display your list of sites:

Colligo Portal

2. Tapthe plus icorn.
TheAdd Sitedialog displays

Cancel Add Site Done
Site Information
URL

Authentication
User Name
Password

Domain

Advanced Settings >

In Colligo Briefcase Lite, you can only add one site. Colligo BriefoeaedEnterprise allow
you to add an unlimited number of sites.
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3. InURLfield, enter the web address of the SharePoint site ywant to add You can typeor copy
and-pastethe addressThis field validates the URL you enter, so you cannot enter an incomplete or
unqualified URL.

NOTEthe format of the URL must match the SharePoint server. URL
If you require a fully qualified URL, you may need to define alternate access mappings for it.

4. In the Authentication section,enter yourUserName, Passworgd andDomainfor the site.
NOTEthe Domain field displays only if needed.

5. TapAdvanced Settingso configure the following options:

Back Advanced Settings

Settings

Sync Interval Manually
Storage Limit Na Sync
Hide disabled lists Use global...

a. Tap theSync Intervafield and choose one of the following optiottsdetermine the
frequency of the sync interval

i. Manually
ii. Every Open
iii. 15 min

iv. 30 min

v. Hourly

vi. Daily

b. Tap theStoragelLimit field and chose one of thdollowing options

No Sync, BrovesOnly

i. 10 MB
iii. 20 MB
iv. 50 MB
v. 100 MB
vi. 200 MB
vii. 500 MB
viii. 1 GB
ix. 2GB
X. 8 GB
xi. 16 GB
xii. Unlimited

NOTEthis setting is different from th&lobalstoragelimit that applies to the entire
application (seeManaging Settings TheGlobalstoragelimit setting overrides any
individual sitestoragelimits.

c. TapHidedisabledlistsand choose one of the following options:

19/07/2013

If you chooséJse Gobal Setting, the setting you have chosen for this item in the
Colligo Briefcase€dtings screen applies to this site; séanaging Application
Settings

If you chooseéres you are hiding the disabled lists for this specific site.

If you chooseNo, you are displaying the disabled lists for this specific site.

Copyright 203 Colligo Networks, Inc. All rights reserved.
Not to be reproduced without permission. Learn more here www.colligo.con

Pagel2of 61



ColligoBriefcaseOS

In Colligo Briefcase Lite, you cansetthe Storagdimit to more than 50 MBColligo Briefcase
Pro and Enterprise allounlimitedstorage

6. TapBackto return to the Add Sitescreen.
7. TapDone
The site syncs and then displays Sync Sitalialog:

Later Sync Site sl

Colligo Portal

Select the lists and libraries to use on device

Libraries

(V] i:-l Customized Reports (4) ©
t—l Form Templates (2)

(V] i:-l Shared Documents (66) ©
B site Assets (2)
-
‘:Il Site Pages (5)

i'_‘-, Style Library (1)

8. Tap to select or deselect a list or librahat you want to syncTap the checkmark at the top of each
list to select all or deselect all.
The following lists are disabled by default and need to be enabled manually:
a. Form Templates
b. Site Assets
c. Site Pages
d. Style Library

2. In Colligo Briefcase Lite, you cannot choose wisthdnd libraries you want to sync. Colligo
Briefcase Pro and Enterprise allow you to specify which lists and libraries are synced.

9. Tap the® icon beside a selected list or librarydisplaythe following screen:

Sync Site Shared Documents

List

Store Files Offline m\

10. In the List section, tapnor Off to Store Files Offline

11. TapSync Sitdo return to the previous screen.

12. ChooselLateror Now to choose when you want to sync the siteyou choose thé&ateroption, you
can revisit this dialog and set different sync options.
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Syncing a Site
Depending on youBync Interval setting, you may needsyncthe siteto retrieve all the information for
the lists and libraries. Un# site issyn@d, no information or data is availabler display.

To sync a site, tap the icon in the bottaight corner:

Close Sync Progress | Cancel Al

Colligo Portal
=,: Processing: Shared Documents

Metadata: 0/0
Files: 0/0

If this is the first time a site has been synced, all information is downloddigtigo Briefcase
downloads all data until it reaches the limit you set in tB@orageLimit option (seeAdding a Sitg

Editing a Site
To access and edit the infoation for a SharePoint site:
1. Tap thesites icorm to display your list of sites.

2. Tapthe blue icor & peside the site you want to edit:
TheEdit Sie dialog displays.
3. SeeAdding a Sitdor a description of the fields.

NOTE after you have synced a site, if you go into the Advanced Settings screen and “p¢ba
beside a selected list or library, the settings allow you to choose which views you want to sync:

Advanced Settings Shared Documents

List

Store Files Offline
Sync Views

All Documents
My submissions

Approve/reject Items

19/07/2013 Copyright 203 Colligo Networks, Inc. All rights reserved. Pagel4of 61
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Deletinga Site
Todelete asite:
1. Tap the sites icom to display your list of sites:

2. TapEdit
The Sites display with a rézbnbeside each topevel site.

[ @ Colligo Portal

3. Tap theredcircleicon beside thesite you want to delete.
TheDeletebutton displays beside the site name:

@ Colligo Portal

4. Tap theDeletebutton to remove the site from your list.
NOTESsites are deleted at the root level, all subsites are also deleted.

5. TapOKto continue with the removal, o€ancelo retain the site.
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Reordering Sites
Toreorder your list of sites:

1. Tap thesites icormto display your list of sites.

2. TapEdit

3. Tap and drag on the lines to the right of the site name and move the site up or down as preferred.
You can reorder tofevel sites or suisites within a site.

Displayinga Site

To display a SharePoirtesyouhaveadded,tap the sites icorm and tap the site you want to view.
Thelibraries andists associated with the site display in the left column.

Viewing and Previewing ltems

1. After you add a SharePoint site, thelsites,libraries and listsin that site display in the left column

of the screenThe bracketed number beside each library or list indisdte number of items in that
location.

To display a subsite, tap the name in Belsites list.

The libraries and lists for that subsiesplay and you can choose which ones you want to be synced.
Tap on any library or list and the items contained in the librarysodisplay in the right column.

N

Hw

NOTEIf the item has areencircle icon, it means the item is synced and is viewable.

If the item has armrangecircle icon, it means the item has not yet been synced and igatot
viewable.

If the item has areycircle icon, it means the item is not going to be synced for one of the
following reasons:

I Global storage limiis set to No Syc

9 Site storage limit is set to No Sync

1 List set to not store files offline

1 File set to not be stored offline

5. If there are folders, you can tap the folder to display any subfolders or the items in the folder.

19/07/2013 Copyright 203 Colligo Networks, Inc. All rights reserved. Pagel6of 61
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3:40 PM

Colligo Portal Shared Documents SPC 2011 Presentations
Name A
Playlists ()
- v
W Favorites 4 . ACME Quote ©
Subsites et
iii Ben © m_;‘arma ©
iii Finance © . Customer Advisory Board Dinner ©
2 =l
fif# Human Resources © g, Customer Advisory Board Dinner ©
@
fifé Information Systems © KB updates a
O
il Jerry © 37 ) 4 Preview =3
& Customized Reports ©
" ©)
[« Announcements ©
[zh Calendar ©
Contacts ©
[@ Links ©

The subfolder name displays at the top oétbcreenYou can tap théack buttonto return to the
previous folder level.
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Previewing an ltem
To preview an item in a document library, selde item in the library. Th&review pane is open by
default at the bottom of the screen. The file displatyshe pane:

3:57 PM

contosoLLe  Matter Repository CaseMatters All Documents ¥
Files A
Playlists =_ Arakelyan et al v. Contoso LLC
. - ©
¥ Favorites >
=_ ICE Co vs Contoso ©
¥ Presentations > -
TEm—— q:u‘; Dave Mackay_18Nov11 15.45.36_Latest Contoso Agreement ©)
e N
- -
- &)
Y = < Preview =3
- DI’OP 2 Librarv © From: Dave Mackay
Lisis To:  Bob Barker
Document...ew Tasks © | . ]

Latest test Tasks © Date:

| Subject: Latest Contoso Agreement

Review Test Tasks ©
Hi Bob,

Tasks (1) ©

Here is the latest version of the Contoso Agreement.

Please review and approve or provide feedback.

Toresize the preview pane, drag the tab up or down.

Tap theDetailsbutton to view the details of the item.

Tap them icon to display the item on a separate full screen.
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Viewing an Item

To view the contents of an item, tap the file name in the list. IfRheviewpane is open, the content
displays there. If not, the contents display on a separate screen:

10:55 AM Not Charging [

Barry's Business Plan * @

B’s Beverages, Inc.
Project Requirements

Introduction

Jim Taylor, April 2007

This document describes the requirements of a new web site for the
Building Industry Windsor Half Marathon, renamed in 2001 to
‘Windsor Half Marathon (WHM). A web site has supported the event
since 1996 and is now in need for redevelopment to accommodate
new kinds of information and uses.

The document first describes the event and its context. in terms of
the people the event comes into contact with. The second part of the
document describes the content and functional requirements by
describing each page in the proposed site structure. These
requirements came about following a working meeting with the
organisers and representative users in January 2000 (see the
Appendix for a list of the attendees)

Purpose of the web site

The main purpose of a WHM web site is to promote and support the
event:

*  attract new runners (new to running or to the event) and past
entrants (through post-event materials);

*  provide facilities so that people can enter the event, make a
donation, buy official merchandise or hire marquees:

= help to get new sponsors.
Measurable goals
The effectiveness of the web site can be measured in various ways:

* average number of visits per day (accounting for spiders)
ensuring that the visitor's browser make/version doesn't affect
average length of stay on the site;

* number of people who use the entry form on the web site to
enter the event;

*  number of people who found out about the event through the
site (the printed entry form should ask this specifically);

*  number of people who send in reviews to be added to the
site;

* number of people who sign up to the announcements mailing
list;

* number of links from other web sites (currently ~45);

+  mailed feedback.
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ColligoBriefcase OS

Applying Viewsand Filtersto Lists or Libraies

You can change the view ofyrocontent by applying a view that is configured in SharePoint, or you can
filter the content by one or more metadata fields in your local view.

Applying Views
Tofilter your view of the items contained in a list or library
1. Tap the iconin the top righ corner of the screen.

A dropdown list ofavailableviews displays.
2. Choose your preferred option from the list of available choices:

NOTEthe views availablefor the list or ibraryare set in SharePoint.
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