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

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 iPod Touch automatically, for instant access, even when 
offline. Colligo Briefcase is as easy to use as consumer file-sharing applications, encouraging SharePoint 
adoption while ensuring the security of your enterprise content.  

ω View SharePoint files directly on your iPad and iPhone, including Office (Word, Excel, Outlook, 
PowerPoint) documents, PDFs, images, emails and more  

ω Keep SharePoint content offline for fast access, even when you are not on the network  
ω Share files easily using links  
ω Find your content fast with powerful search  
ω Open and edit files in applications such as Documents to Go or GoodReader  
ω Upload files and photos to SharePoint  
ω View and edit document and file properties, including metadata  
ω Enter and submit InfoPath forms, with support for signatures  
ω Choose content type and enter metatada when uploading items 
ω Secure access to Briefcase using passcode protection  

9ȄǘŜƴǎƛǾŜ άǎƳŀǊǘ ŎŀŎƘƛƴƎέ ŎŀǇŀōƛƭƛǘƛŜǎ ƭŜǘ ȅƻǳ ŘƻǿƴƭƻŀŘ ƻƴƭȅ ǘƘŜ ŎƻƴǘŜƴǘ ȅƻǳ ƴŜŜŘΣ ǊŜŘǳŎƛƴƎ ŘŜǾƛŎŜ 
storage requirements. Sync specific libraries 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, 
{ƘŀǊŜtƻƛƴǘ нлмлΣ ƻǊ hŦŦƛŎŜ оср ǎƛǘŜǎΣ ŀƴŘ ŘƻŜǎƴΩǘ ǊŜǉǳƛǊŜ ŀƴȅǘƘƛƴƎ ǘƻ ōŜ ƛƴǎǘŀƭƭŜŘ on the server. 

/ƻƭƭƛƎƻ .ǊƛŜŦŎŀǎŜ ǿƻǊƪǎ ǎŜŀƳƭŜǎǎƭȅ ǿƛǘƘ ŀƭƭ ƻŦ /ƻƭƭƛƎƻΩǎ ŜƳŀƛƭ ƳŀƴŀƎŜƳŜƴǘ ǎƻƭǳǘƛƻƴǎ ŦƻǊ ŘŜǎƪǘƻǇǎΣ 
laptops, and smartphones, to provide the only unified, centrally-managed, enterprise-class solution for 
email and document management in SharePoint, including online and offline access, on-premise or in 
the cloud. 

Key Features 
ω View SharePoint files directly on your mobile device, including Office (Word, Excel, Outlook, 

PowerPoint) documents, PDFs, images, emails and more  
ω Keep SharePoint content offline for fast access, even when you are not on the network  
ω Share files easily using links  
ω Find your content fast with powerful search  
ω Open and edit files in applications such as Documents to Go or GoodReader  
ω Upload files and photos to SharePoint  
ω View and edit document and file properties, including metadata  
ω Enter and submit InfoPath forms, with support for signatures  
ω Secure access to Briefcase using passcode protection  

Benefits 
¶ Provides a quick and easy-to-understand touch interface to SharePoint 

¶ Ensures access to the very latest documents and information 

¶ Reduces distribution of paper documents 

¶ Keeps mobile users productive  
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¶ Gives offline access to documents, reducing network and data plan usage 

¶ Allows mobile workers to fill in and submit electronic forms, reducing the need for paper-based 
forms and expediting business processes 

¶ Reduces the need for laptops for document viewing and presentations 

¶ Drives user adoption of SharePoint by improving ease of use 

Devices Supported 
NOTE: All devices require IOS6 or higher 

¶ iPad (2nd generation and above) and iPad Mini 

¶ iPhone (3GS and above) 

¶ iPod Touch (4th generation) 

 SharePoint Platforms Supported 
¶ SharePoint 2013 

¶ SharePoint 2010 

¶ SharePoint Online (Office 365)  

¶ SharePoint 2007 
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Colligo Briefcase Lite 
Colligo Briefcase Lite is downloadable from the Apple app store and is free for personal use. The 
following features are not enabled in the Lite version: 

¶ Adding more than one site 

¶ Setting a global sync limit to over 50 MB 

¶ Specifying which site lists and 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 editing InfoPath forms 

¶ Metadata and content type prompting 

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. Contact Colligo for more information 
on how to obtain an enterprise license for your company or organization. To learn more about Colligo 
Briefcase Enterprise, visit http://www.colligo.com/briefcase-trial. 

Colligo Briefcase Enterprise provides: 

¶ Unlimited sync storage capacity 

¶ Unlimited number of sites and lists to sync 

¶ Additional security 
o Provides an application-specific lock-code for extra level of security; data is wiped after 10 

consecutive failed attempts 
o Ability to remotely wipe application data from any device [via MDM systems] 
o Utilizes hardware-based encryption (AES-256) for all local data 
o SharePoint credentials stored in the KeyChain, the highest form of trust-chain security 

¶ Supports Colligo Administrator for centralized management of sites and settings 

¶ Turnkey enterprise deployment services, software maintenance and support 

¶ Optional re-branding 

Colligo Administrator 
Colligo Briefcase Enterprise works seamlessly with Colligo Administrator, a server-based console tool for 
ǘƘŜ ŎƻƴŦƛƎǳǊŀǘƛƻƴ ŀƴŘ ƳŀƴŀƎŜƳŜƴǘ ƻŦ /ƻƭƭƛƎƻΩǎ ŘŜǎƪǘƻǇ ŀƴŘ ƳƻōƛƭŜ ŀǇǇƭƛŎŀǘƛƻƴǎΦ /ƻƭƭƛƎƻ !ŘƳƛƴƛǎǘǊŀǘƻǊ 
enables organizations to: 

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

¶ Push out SharePoint sites and document libraries with zero user interaction 

¶ Monitor SharePoint and Colligo Briefcase usage via reports and metrics 

¶ Reduce deployment time and streamline the provisioning of enterprise iPads/iPhones/iPods  

http://www.colligo.com/briefcase-trial
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Overview 
This user guide explains how to use Colligo Briefcase 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 Briefcase Lite or Pro 
To install Colligo Briefcase Lite or Colligo Briefcase Pro, connect to the App Store and download the 

latest version to your iPad. After Colligo Briefcase is installed, tap the Colligo Briefcase Lite icon  or 

the Colligo Briefcase Pro icon  to open the application. You can now add a SharePoint site. 

Setting Language Preference 
Briefcase is now available in the following languages: French, German, Spanish, Italian, Japanese, and 
Chinese.  

To set the language for the app: 
1. In the Settings app, tap General > International. 
2. On the International screen, tap Language.  
3. Tap the language of choice in the list. 
4. Click Done.  

Briefcase now displays in the supported language you have chosen. 
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Managing SharePoint Sites 
Colligo Briefcase lets you add, edit, and remove SharePoint sites. 

Using the Colligo Sample Site 
Colligo has provided a sample site that you can add when you first launch the product. This site provides 
you with read-ƻƴƭȅ ŎƻƴǘŜƴǘ ǘƘŀǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜŜ Ƙƻǿ .ǊƛŜŦŎŀǎŜ ǿƻǊƪǎΣ ŜǾŜƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ȅƻǳǊ ƻǿƴ 
SharePoint site to add.  

To launch the sample site: 
1. In the Add Site dialog, tap the Add Sample Site link: 

  

The Add Sample Site dialog displays: 
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2. In the dialog, enter your First Name, Last Name, and Email Address.  
3. Tap Done.  

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

 

4. Tap to select or deselect a list or library that you want to sync. Tap 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 and need to be enabled manually: 

a. Form Templates 
b. Site Assets 
c. Site Pages 
d. Style Library 
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5. Choose Later or Now. If you choose the Later option, you can revisit this dialog and set different 
sync options. 

The site syncs and the lists and libraries display in the left pane: 

 

For information about viewing content, see Viewing and Previewing Items. 
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Adding a Site 

1. Tap the sites icon  to display your list of sites: 

  

2. Tap the plus icon .  
The Add Site dialog displays: 

 

In Colligo Briefcase Lite, you can only add one site. Colligo Briefcase Pro and Enterprise allow 
you to add an unlimited number of sites. 
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3. In URL field, enter the web address of the SharePoint site you want to add. You can type or copy-
and-paste the address. This field validates the URL you enter, so you cannot enter an incomplete or 
unqualified URL.  
NOTE: the 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 your User Name, Password, and Domain for the site.  
NOTE: the Domain field displays only if needed. 

5. Tap Advanced Settings to configure the following options: 

 

a. Tap the Sync Interval field and choose one of the following options to determine the 
frequency of the sync interval: 

i. Manually 
ii. Every Open 
iii. 15 min 
iv. 30 min 
v. Hourly 
vi. Daily 

b. Tap the Storage Limit field and choose one of the following options: 
i. No Sync, Browse Only 
ii. 10 MB 
iii. 20 MB 
iv. 50 MB 
v. 100 MB 
vi. 200 MB 
vii. 500 MB 
viii. 1 GB 
ix. 2 GB 
x. 8 GB 
xi. 16 GB 
xii. Unlimited 

NOTE: this setting is different from the Global storage limit  that applies to the entire 
application (see Managing Settings). The Global storage limit  setting overrides any 
individual site storage limits. 

c. Tap Hide disabled lists and choose one of the following options: 
i. If you choose Use Global Setting, the setting you have chosen for this item in the 

Colligo Briefcase Settings screen applies to this site; see Managing Application 
Settings. 

ii. If you choose Yes, you are hiding the disabled lists for this specific site. 
iii. If you choose No, you are displaying the disabled lists for this specific site.  



  Colligo Briefcase iOS 

19/07/2013 Copyright 2013 Colligo Networks, Inc.  All rights reserved. 
Not to be reproduced without permission. Learn more here www.colligo.com. 

Page 13 of 61 

 

In Colligo Briefcase Lite, you cannot set the Storage Limit to more than 50 MB. Colligo Briefcase 
Pro and Enterprise allow unlimited storage. 

6. Tap Back to return to the Add Site screen. 
7. Tap Done. 

The site syncs and then displays the Sync Site dialog: 

 

8. Tap 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 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 which lists and 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 library to display the following screen: 

 

10. In the List section, tap On or Off to Store Files Offline. 
11. Tap Sync Site to return to the previous screen.  
12. Choose Later or Now to choose when you want to sync the site. If you choose the Later option, you 

can revisit this dialog and set different sync options. 
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Syncing a Site 
Depending on your Sync Interval setting, you may need to sync the site to retrieve all the information for 
the lists and libraries. Until a site is synced, no information or data is available for display.  

To sync a site, tap the icon in the bottom right corner: 

 

If this is the first time a site has been synced, all information is downloaded. Colligo Briefcase 
downloads all data until it reaches the limit you set in the Storage Limit option (see Adding a Site) 

Editing a Site 
To access and edit the information for a SharePoint site: 

1. Tap the sites icon  to display your list of sites. 

2. Tap the blue icon  beside the site you want to edit: 
The Edit Site dialog displays. 

3. See Adding a Site for a description of the fields. 

NOTE: after you have synced a site, if you go into the Advanced Settings screen and tap the  icon 
beside a selected list or library, the settings allow you to choose which views you want to sync:  
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Deleting a Site 
To delete a site: 

1. Tap the sites icon  to display your list of sites: 
2. Tap Edit. 

The Sites display with a red icon beside each top-level site. 

 

3. Tap the red circle icon beside the site you want to delete.  
The Delete button displays beside the site name: 

 

4. Tap the Delete button to remove the site from your list.  
NOTE: sites are deleted at the root level, so all sub-sites are also deleted. 

5. Tap OK to continue with the removal, or Cancel to retain the site. 
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Reordering Sites 
To reorder your list of sites: 

1. Tap the sites icon  to display your list of sites. 
2. Tap Edit. 
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 top-level sites or sub-sites within a site. 

Displaying a Site 

To display a SharePoint site you have added, tap the sites icon  and tap the site you want to view. 
The libraries and lists associated with the site display in the left column.  

Viewing and Previewing Items 
1. After you add a SharePoint site, the subsites, libraries, and lists in that site display in the left column 

of the screen. The bracketed number beside each library or list indicates the number of items in that 
location.  

2. To display a subsite, tap the name in the Subsites list. 
3. The libraries and lists for that subsite display and you can choose which ones you want to be synced. 
4. Tap on any library or list and the items contained in the library or list display in the right column.  

NOTE: If the item has a green circle icon, it means the item is synced and is viewable.  

If the item has an orange circle icon, it means the item has not yet been synced and is not yet 
viewable.  

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

¶ Global storage limit is set to No Sync 

¶ Site storage limit is set to No Sync 

¶ List set to not store files offline 

¶ 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.  
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The subfolder name displays at the top of the screen. You can tap the back button to return to the 
previous folder level. 
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Previewing an Item 
To preview an item in a document library, select the item in the library. The Preview pane is open by 
default at the bottom of the screen. The file displays in the pane: 

 

To resize the preview pane, drag the tab up or down.  

Tap the Details button to view the details of the item.  

Tap the  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. If the Preview pane is open, the content 
displays there. If not, the contents display on a separate screen:  
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Applying Views and Filters to Lists or Libraries 
You can change the view of your content 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 
To filter your view of the items contained in a list or library: 

1. Tap the  icon in the top right corner of the screen. 
A drop-down list of available views displays.  

2. Choose your preferred option from the list of available choices: 

 

NOTE: the views available for the list or library are set in SharePoint. 

  


















































































