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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.

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

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

e Share files easily using links

¢ Find your content fast with powerful search

e 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

e Enter and submit InfoPath forms, with support for signatures

¢ Choose content type and enter metatada when uploading items

e Secure access to Briefcase using passcode protection

Extensive “smart caching” capabilities let you download only the content you need, reducing device
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,
SharePoint 2010, or Office 365 sites, and doesn’t require anything to be installed on the server.

Colligo Briefcase works seamlessly with all of Colligo’s email management solutions for desktops,
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

¢ View SharePoint files directly on your mobile device, 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

e Share files easily using links

¢ Find your content fast with powerful search

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

e Upload files and photos to SharePoint

e View and edit document and file properties, including metadata

e Enter and submit InfoPath forms, with support for signatures

e Secure access to Briefcase using passcode protection

Benefits

e Provides a quick and easy-to-understand touch interface to SharePoint
e Ensures access to the very latest documents and information

e Reduces distribution of paper documents

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

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

e Reduces the need for laptops for document viewing and presentations

e Drives user adoption of SharePoint by improving ease of use

Devices Supported
NOTE: All devices require 10S6 or higher

e iPad (2" generation and above) and iPad Mini
e iPhone (3GS and above)
e iPod Touch (4" generation)

SharePoint Platforms Supported

e SharePoint 2013
e SharePoint 2010
e SharePoint Online (Office 365)
e 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:

e Adding more than one site

e Setting a global sync limit to over 50 MB

e Specifying which site lists and libraries to sync

e Setting a Passcode Lock

e Editing item metadata

o Deleting items and deleting attachments in list items
e Checkingitemsin and out

e Creating new list items

e Uploading new items to SharePoint

e Creating and editing InfoPath forms

e 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:
e Unlimited sync storage capacity
e Unlimited number of sites and lists to sync
e 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
e Supports Colligo Administrator for centralized management of sites and settings
e Turnkey enterprise deployment services, software maintenance and support
e Optional re-branding

Colligo Administrator

Colligo Briefcase Enterprise works seamlessly with Colligo Administrator, a server-based console tool for
the configuration and management of Colligo’s desktop and mobile applications. Colligo Administrator
enables organizations to:

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

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

e Monitor SharePoint and Colligo Briefcase usage via reports and metrics

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

0

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

the Colligo Briefcase Pro icon o 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. Inthe 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-only content that allows you to see how Briefcase works, even if you don’t have your own

SharePoint site to add.

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

Cancel Add Site

Site Information Add Sample Site

URL
Authentication
User Name
Password

Domain

Advanced Settings

The Add Sample Site dialog displays:

23/10/2013 Copyright 2013 Colligo Networks, Inc. All rights reserved. Page 8 of 66
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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

In the dialog, enter your First Name, Last Name, and Email Address.
Tap Done.

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
@ B Protos (4)
€ &) Product Info (4)
© B ReadMe (4)
o m Resources (11)
m Site Assets

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

23/10/2013 Copyright 2013 Colligo Networks, Inc. All rights reserved. Page 9 of 66
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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:

12:05 PM

ifi Colligo Sample Share...

9% Favorites

v

£z Photos
E(} Product Info

2| Read Me

(VBB

-
=| Resources

[« Announcements

[ Calendar
[@ Links
Tasks

(VRN

For information about viewing content, see Viewing and Previewing Items.
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Adding a Site
1. Tap thesitesicon IIII to display your list of sites:

Colligo Portal

2. Tap the plusicon .
The Add Site dialog 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 Briefcase Pro and Enterprise allow
you to add an unlimited number of sites.

23/10/2013 Copyright 2013 Colligo Networks, Inc. All rights reserved. Page 11 of 66
Not to be reproduced without permission. Learn more here www.colligo.com.



3.

4.

5.

Colligo Briefcase iOS

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.

In the Authentication section, enter your User Name, Password, and Domain for the site.

NOTE: the Domain field displays only if needed.

Tap Advanced Settings to configure the following options:

Back Advanced Settings

Settings

Sync Interval Manually
Storage Limit No Sync
Hide disabled lists Use global...

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. 30min
v. Hourly
vi. Daily
b. Tap the Storage Limit field and choose one of the following options:
i. No Sync
ii. 10 MB
iii. 20 MB
iv. 50 MB
v. 100 MB
vi. 200 MB
vii. 500 MB
viii. 1GB
ix. 2GB
x. 8GB
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:

23/10/2013

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.

If you choose Yes, you are hiding the disabled lists for this specific site.

If you choose No, you are displaying the disabled lists for this specific site.

Copyright 2013 Colligo Networks, Inc. All rights reserved.
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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:

Later Sync Site o

Colligo Portal

Select the lists and libraries to use on device

Libraries

(] ij Customized Reports (4) ©
t—l Form Templates (2)

(V) ij Shared Documents (66) ©

ij Site Assets (2)
i:lzl Site Pages (5)

B style Library (1)

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

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. Tapthe © icon beside a selected list or library to display the following screen:

Syne Site Shared Documents

List

Store Files Offline m\

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:

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 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 sitesicon Iﬁl to display your list of sites.

2. Tapthe blueicon © 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:

Advanced Settings = Shared Documents

List

Store Files Offline

Sync Views

My submissions

[ on @
All Documents m )
L on @
{ on @

Approve/reject ltems

23/10/2013 Copyright 2013 Colligo Networks, Inc. All rights reserved. Page 14 of 66
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Deleting a Site
To delete a site:

1. Tap thesitesicon IIII to display your list of sites:
2. Tap Edit.
The Sites display with a red icon beside each top-level site.

[ @ Colligo Portal

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

@ Colligo Portal

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 thesitesicon IIII 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 m 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. Todisplay a subsite, tap the name in the Subsites list.

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.

w

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:

e Global storage limit is set to No Sync

e Site storage limit is set to No Sync

e List set to not store files offline

e 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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3:40 PM
Colligo Portal Shared Documents SPC 2011 Presentations
Name A
Playlists (%)
-
W Favorites ’ . ACME Quote ©
Subsites il
iji Ben © m;‘ arma ©
iii Finance © m Customer Advisory Board Dinner ©
e =)
iifi Human Resources © . Customer Advisory Board Dinner ©
@
iifé Information Systems © = KB updates o
L1
i Jerry © 3% | 4 Preview =3
&} Customized Reports ©
(| ©)
[ Announcements ©
[z Calendar ©
Contacts ©
[@ Links ©

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:

3:57 PM
contosoLLc  Matter Repository CaseMatters
Files A
Playlists = Arakelyan et al v. Contoso LLC
A - L)
Y& Favorites >
=, ICE Co vs Contoso ©
Y% Presentations > -
e q:u‘; Dave Mackay_18Nov11 15.45.36_Latest Contoso Agreement 03
—_— N
e -
- &)
= m < Preview m
-5 Drop off lerary 9 From: Dave Mackay
=i To:  Bob Barker
Document...ew Tasks © 4 | cc. 17

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.

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

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

Tap the m 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:

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 (sce 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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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. Tapthe 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:

Views
All Tasks

My Tasks

Due Today

Active Tasks
By Assigned To
By My Groups
Options

Filters

Show Grid View

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

In Colligo Briefcase Lite, you cannot apply views to your content.
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Applying Filters
To apply a metadata filter to your content:

1. Tapthe icon in the top right corner of the screen.

2. Inthe Options section, tap Filters.

A list of metadata fields that are attached to the list or library displays:

JB Matters

r.55.13_RE

Filters

Type

Name

Modified

Modified By

People or Groups

Managed Metadata

JB Matters

55.13_RE

Filters Values

(Empty)
2585 Affirmed PI

2634 Alderglen PI

2637 Alderglen PI

2834 Aldwynd Rd

777 Arncote Ave

4. Tap avalue to select it and apply that filter to your content.
5. Tap a second value if you want to apply multiple metadata filters:
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Filters Values

(Empty)

2585 Affirmed PI

2634 Alderglen PI
2637 Alderglen PI
2834 Aldwynd Rd

777 Arncote Ave

The check mark icon indicates which values are being used as filters.

To set new filters, tap the Clear button.
6. You can also add a second filter; the filter icon indicates which metadata fields are being used:

JB Matters

Filters

Modified

Modified By >

People or Groups >

Managed Metadata

Tap the Clear button to clear any filters to the content.

NOTE: if you navigate away from the library or list that you have applied filters to, the filters no longer
apply to your content.
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Viewing Attachments in Lists
If a list item contains an attachment, a paperclip icon displays in the list view:

11:38 AM

Announcements

Colligo Briefcase iOS

Name

9 Favorites >
i Finance ©
#§# Human Resources ©
ifi Information Systems ©
E(j Customized Reports ©
& Shared Documents &
[ ©)

ﬂ Product Release

|3 Get Started with Microsoft SharePoint Foundation!

The attachment is accessible from the metadata screen. Tap the icon at the end of the row to
display the item’s properties.

The Properties screen displays:

11:07 AM

Properties

Announcement

0 ltems

Last Update
Modified By
Modified
Properties
Title

Body

Expires

B Product Release
0 bytes
m | Sync Documents and Attachments

28 March, 2012 10:55:44 AM PDT

Product Release

1 March, 2012

Attachments

reference-card.pdf

Delete ltem

Any attachments display in list form in the Attachments section. To view the content of the

attachment, tap the file name to display the document in a separate screen.
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Deleting Attachments

To delete an attachment in a List:
1. Tap the Edit button.
2. Tap the red circle to display the Delete button:

Attachments

@ reference-card.pdf

3. Tap Delete to delete the attachment or tap done to cancel the deletion.

NOTE: you can only delete attachments from List items. Attachments that are filed to Libraries as part of
an email (.msg file) cannot be deleted.

In Colligo Briefcase Lite, you cannot delete attachments in list items.
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Viewing, Editing, and Creating InfoPath Forms
Colligo Briefcase supports the creating, viewing, and editing of InfoPath forms in both libraries and lists.

NOTE: InfoPath Forms are not available for viewing or editing when offline.
I ————————————

In Colligo Briefcase Lite, InfoPath forms are not supported.
1

Viewing or Editing InfoPath Items
To view and edit the contents of an InfoPath form:
1. Select the item to display the form on a new screen:

oKW B

Submit Save Save Close
As
Commit
Colligo Purchase Order
Purchase Order
Order Number 400012
Status  Apsroved v
Date raised 29 062012 s}
Requested By | gob garker; 1
Vendor
Currency  gejact... v
Order Items
No Description Qty. Unit Price Extended Price  Expense Account
1 Consulting 2 $500 $1.000
Total  $1 000

2. Edit as needed and tap Save.

InfoPath Forms in lists display as all other list item types, showing the item details in list form:
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Item

(mh 2588

Last Update
Modified By
Modified
Properties
Title
PersonPicker

Status

DateRaised

11:27 AM

Properties

@l Sync Documents and Attachments

corporate\jsidhu

23 May, 2012 5:36:49 PM PDT

2588

corporateyjsidhu

Colligo Briefcase iOS

You can edit the fields by tapping the Edit button. For more information about editing InfoPath form
properties, see Viewing and Editing Item Properties.

Creating New InfoPath Form Items
If you try to add a new form to a library when you are offline, an error message displays. However, if you
try to add a new form to a list when you are offline, you are able to fill out the item metadata, which will
be uploaded when you are online again.

To create a new InfoPath form item:

1. Tapthe WM icon in the InfoPath form list or library.
For Lists, select List Item from the available actions.
The InfoPath form displays on a new page:

2:47 PM

Order

oHKR B

Submit Save Save Close
As

Commit

Colligo Purchase Order

Purchase Order

Order Number 400012

Status

Approved M
Date raised 29062012 i
Requested By | gob garker; e
Vendor
Curreney  geject.., ¥

No

Description Qty. Unit Price Extended Price

Expense Account

Consulting 2 $500 $1.000

Total 51000

2. Edit as needed and tap Save.
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Viewing and Editing Item Properties

To view and edit the details of an item in a List or Library, tap the blue icon © beside the item file
name. The item’s details display in a separate screen:

iPad = 10:37 AM

Document Preview Properties

Document

[ x5 08 "
Excel file
Avalilable for check out: YES N

XLSX file 16.7 KB (17051 bytes) Checked out by: -
M ) Sync Documents and Attachments
Last Update
Modified By Tessa MacKinnon
Modified 21 March, 2012 3:17:55 PM PDT
Properties m
Name Excel file.xlsx
Title Excel file.xIsx
Description

Delete Item

Tap the star icon ﬂ to add the item to a Playlist.

Tap the action icon to display contextual options for the item. The options are dependent on the file
type and the configuration of your iPad. For more information, see Sharing Items.

Viewing Item Details
In the Document section, you can see the file type, name, and size. In the Last Update section, you can
view the name of the person who last edited the item, and the date it was last modified.

Syncing an ltem
In the Document section, you can enable syncing for the item and any attachments by choosing ON or
OFF. If you choose OFF, the item is no longer viewable offline.

Checking an Item Out/In

To check an item out, tap the Check Out button in the Document section. The Check Out icon is overlaid
on the item in the SharePoint site so other users know you are editing it. If you have checked an item
out, the option to Check In displays. However, you can’t check a document in if you didn’t check it out.

NOTE: you cannot check out items in Lists. The Check Out option displays only for items in Libraries.
'
In Colligo Briefcase Lite, you cannot check items out.
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Deleting an Item
To delete an item, tap the Delete Item button. A confirmation dialog displays, asking for confirmation of
the deletion. If you choose Yes, the item is tagged with a Deleted icon:

m, reference-card
te e

These items are deleted on your next sync.

If you return to the item’s Properties screen before you have synced the change, you can cancel the
deletion by tapping the Cancel Delete Item button.

'
In Colligo Briefcase Lite, you cannot delete items.
'

Editing Item Properties
In the Properties section, you can view the item properties. These properties are defined in SharePoint.
To edit, tap the Edit button. The fields become editable:

Properties m
Name ‘ Excel file.xIsx ‘
Title ‘ Excel file.xIsx ‘
Description ‘ ‘
Name ‘ Excel file ‘

Edit the fields as needed and tap Done. The changes are uploaded to SharePoint during your next
sync.

All SharePoint property types are supported in Briefcase and different interfaces display depending on
the type of property. The following are some of the editing methods available depending on the type of
property:

e If the field is text based, the keyboard displays

e Ifthe field is Yes/No, tap once to toggle between them

e For date fields, tap once to display the following and scroll to the preferred date:

T T

Number (.000)

Number (%)

Number (Default 42)

Currency (Canada$)

Currency (UK)

Date 15 June, 2012
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e For Date and Time fields, tap once to display the following and scroll to the preferred date and time:

Date & Time 14 June, 2012 12:00:37 PM PDT

i
e For Hyperlink fields, tap once to display the following fields:

Ly TVSW TIST LY IS

Web Address

Description

e For Managed Metadata, tap once to display the following list:

Single Choice

Currency (UK} Dodge

Date Avenger
Date & Time Caliber

Date (default 1 Charger
Lookup (custol Nitro
Lookup (Multi) Ram
Hyperlink Fiat
Hyperlink (Pict 500
Yes/No (defaul Abarth

Managed Meta Data

In Colligo Briefcase Lite, you cannot edit item properties.
e
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Viewing Item Properties in Grid View

Colligo Briefcase offers a grid view of all items in a list or library so you can see all metadata for all items
at the same time.

To display this view:
1. Click the icon in the top right corner of the screen:

All Documents

Options

Filters

Show Grid View

2. From the Options menu, select Show Grid View.
The metadata displays in the grid view:

9:26 AM

o Shared Documents

@

3

O | Type Name Content Type Title Created

o

@ | msg 1913, distributeur Bo...  Email Offre Privilkge : Chan... 16 May, 2012 ()
xls 1_1_Landing pages... Document Landing pages.xls 18 May, 2012 ()
xls 1_Landing pages Ne...  Document Landing pages.xls 18 May, 2012 (>)
xls 1_Landing pages Ne...  Document Landing pages.xls 3 May, 2012 (%)
msg Bill England_27Mar1...  Document RE: ojfofin 5 April, 2012 ()
msg Bob Barker_05Jul11...  Document FW: Microsoft Partne... 5 July, 2011 (>

o
msg Bob Barker_19Julid... Document Test Email 19 July, 2011 ()
msg Bob Barker_19Jul11...  Document test 19 July, 2011 ()
msg Bob Barker_22Jul11...  Document Send & File test 22 July, 2011 ()
msg Bob Barker_22Jul11...  Document FW: Send & File test 22 July, 2011 ()
msg Bob Barker_23Jun11... Document RE: WPF and Silverli... 24 June, 2011 (%)
msg Bob Barker_24Jun11... Email 24 June, 2011 ()
msg Brad Wilde (Demo)_...  Document Test 3 April, 2012 ()

= Preview

You can scroll back and forth to view all metadata columns. The metadata columns are defined in the
SharePoint list or library.

Tap the ¥ icon to view the details for that item.
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Tap the item name to display the item contents on a separate screen.

You can apply views and filters in the grid view. For more information, see Applying Views and Filters to
Lists or Libraries.

To exit grid view, choose the Exit Grid View from the menu:

All Documents

Options

Filters

Exit Grid View

Editing Item Properties in Grid View
While you are looking at a library’s item in grid view, you can edit the properties.

To do so, tap the field in the item line to select it, then double-tap to edit.
NOTE: not all properties are editable in grid view.
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Sharing Items

After you have selected an item and the item content is displayed, you can tap the action menu icon
to display the contextual actions available for items of that type. Not all actions are available for all
items. Libraries and Lists have different options.

Library: Library: List:

Copy Link

%

Copy Link Approve/Reject Email as Link

Email as Attachment

Copy Link Go To Folder

Email as Link

Email as Attachment Open In Sharepoint

Email as Link

Go To Folder

!- View Details

| Open In Sharepoint
|

- 4

If you are using Colligo Briefcase Enterprise, some of the action items may be disabled by Colligo
Administrator. These include Open In..., Email as Attachment, and Print. This is a security feature
available to prevent external sharing of documents.

Opening and Editing an Item

Choose the Open In... option to display a list of programs that support that file type. You must have
programs compatible with the document type for this option to display. Examples of applications you
may want to use include Documents to Go, for viewing and editing Microsoft Office documents, and
GoodReader for Adobe Acrobat documents.

After you have opened and edited a document, you can upload it back to SharePoint using Briefcase.
Please see Uploading Items to SharePoint and Editing Items with Office2HD for more information.
I ————————————

If you are using Colligo Briefcase Enterprise, some of the apps that you choose to open an item
in may not function because they are not on the list of approved apps set in Colligo
Administrator. Contact your system administrator to have an app added to the list.
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Copying a Link to the Item

Choose the Copy Link option to copy the link to the item’s location in SharePoint. You can then paste
this link into a document or email as needed.

Emailing an Item as an Attachment

Choose the Email as Attachment option to launch a new email with the item embedded as an
attachment. You must have an email program present on your iPad for this option to display:

11:24 AM Not Charging [}
Briefcase File
To
Ce/Bee

Subject: Briefcase File

Please find the attached file.

Barry's Busi...Plan.docx

Sent from my iPad

Emailing an Item as a Link
Choose the Email as Link option to launch a new email with a link to the item in SharePoint. You must
have an email program present on your iPad for this option to display.

11:24 AM Not Charging [}
Briefcase Link
To:
Cc/Bcec:

Subject: Briefcase Link

http://sp2010rc.corporate.local/Shared%20Documents/Barry%.275%20Business%20Plan.docx

Sent from my iPad

Printing an Item
Choose the Print option to print the item. This option displays only for PDF and image files, and you
must have Air Print enabled on your iPad.

Viewing Details
Choose the View Details option to view the item properties. See Viewing and Editing Item Properties
for more information.

Go to Folder

Choose the Go To Folder option to return to the item’s List location.
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Open In SharePoint
Choose the Open in SharePoint option to launch the online view of the list.

Approving or Rejecting an Item

If the SharePoint library your item is in has an approve/reject field, you can select Approve/Reject from
the action item menu.

NOTE: this option is only available for items that are in a Pending state.

The Approve/Reject dialog displays:

Cancel Approve / Reject Update

Approval Status

Approved Rejected Pending

Comment

Enter any comments you might have and tap the appropriate label in the Approval Status bar:

o Approved
o Rejected
o Pending

|
Colligo Briefcase Lite does not support Approve/Reject functionality.
|
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Uploading Items to SharePoint

To upload an item to SharePoint through Briefcase:

1.

2.

Choose Briefcase from the native application’s Open In menu:

iPad = 2:16 PM

uments Details

) Excel file.xisx -
MS Excel 2007-2008 Document U Briefcase Pro

Local Files/ —
L7 Sign-N-Send Free

Size 13kb
Last Modified 2012-03-21 3:26 PM g4 OfficeDrop

Spot Docs

Briefcase launches, with the Choose a destination dialog displayed:

Choose a destination Cancel

File: | Excel file.xisx

Sites Colligo Portal

B[y customized Reports

i] Shared Documents (40)

B Announcements (2)
[ezh Calendar (1)
Tasks (2)

[#} Team Discussion

I v v v v v v

Create Folder Add New Version

Navigate to the List or Library you want to file the item to.

NOTE: If you are saving an item to a library, you are uploading it as its own item. If you are saving it
to a list, you are attaching it to a list item.

To create a new folder in a Library, tap the Create Folder button and enter a name for the folder in
the Create a Folder dialog.

If a library has versioning enabled, you can tap Add New Version. If you do not want to add a new
version of the same document, you need to rename it before uploading it.

Tap Upload.
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The Properties screen displays, reflecting the fields that have been set up in the SharePoint library
you are uploading the item to:

Content Type
Cancel Emall

Document

Content Type

Name | ACME Sales Numbers.xls

Title |

People or Groups |

Managed Metadata |

7. Tap the Content Type field and choose the preferred option (if displayed). The fields that display
may change according to the Content Type chosen.

Enter any information about the item in the appropriate fields.

Tap Done.

The item is uploaded to the SharePoint location.

If you are offline, the file is uploaded on the next synchronization.

NOTE: if your SharePoint site has versioning enabled, you can save the document as a major or
minor version to the library.
|

© o

In Colligo Briefcase Lite, you cannot upload items to SharePoint.
|
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Uploading a Photo from the Camera
To upload a photo from the iPad camera:

1. Tapthe icon and choose either Photo From Camera or Photo From Library from the menu.
NOTE: the menu differs depending on whether you are in a list or library:

Action menu for Libraries: Action menu for Lists:

ents + O

Photo From Camera

Photo From Library |

2. If you choose Photo From Camera, the iPad camera launches.
3. Take the photo and tap the Use button in the bottom right corner.
The Choose a destination dialog displays:

Choose a destination Cancel

File: (Exce\me.xlsx
Sites Colligo Portal

& Customized Reports >

[} Shared Documents (40) >

B Announcements (2) >

[z# calendar (1) >

Tasks (2) >

E} Team Discussion >
[ Upload |

4. Navigate to the site List or Library where you want to save the photo.
NOTE: If you are saving a photo to a Library, you are uploading it as its own item. If you are saving a
photo to a List, you are attaching it to a list item.

5. Tap Upload or Attach.
The Properties screen displays, reflecting the fields that have been set up in the SharePoint library
you are uploading the item to.

6. Tap the Content Type field and choose the preferred option (if displayed). The fields that display
may change according to the Content Type chosen.

7. Enter any information about the item in the appropriate fields.

8. Tap Done.

The photo is uploaded to the SharePoint location. If you are offline, the file is uploaded on the next
synchronization.
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Uploading a Photo from the Library
To upload a photo from the iPad library:

1.

10.

11.

12.
13.

Tap the icon and choose Photo From Library from the menu.
The Photos menu displays:

Announcements

Navigate to the preferred image and select it.
The Choose a destination dialog displays:

Choose a destination Cancel

File: ‘Excelllle.x\sx
Sites Colligo Portal

[ customized Reports >

ij Shared Documents (40) >

[« Announcements (2) >

@ Calendar (1) >

Tasks (2) >

[#} Team Discussion >
[

Navigate to the site List or Library where you want to save the photo.

NOTE: If you are saving a photo to a Library, you are uploading it as its own item. If you are saving a
photo to a List, you are attaching it to a list item.

Tap Upload or Attach.

The Properties screen displays, reflecting the fields that have been set up in the SharePoint library
you are uploading the item to.

Tap the Content Type field and choose the preferred option (if displayed). The fields that display
may change according to the Content Type chosen.

Enter any information about the item in the appropriate fields.

Tap Done.

The photo is uploaded to the SharePoint location. If you are offline, the file is uploaded on the next
synchronization.
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Uploading a Sketch

To create and upload a sketch to a SharePoint location:

1. Tapthe icon and choose Sketch from the menu.
The Add Sketch dialog displays:

Cancel Add Sketch o

2. Complete your sketch.
3. Tap Done.
The Choose a destination screen displays:

Choose a destination Cancel

File: | Excel file xlsx

Sites Colligo Portal

Ey Customized Reports >
;j Shared Documents (40) >
(& Announcements (2) >
@ Calendar (1) >
Tasks (2) >
E Team Discussion >

TR
Upload

4. Navigate to the Site, List, or Library you want to file the item to.

5. If you want to create a new folder in a Library, tap the Create Folder button and enter a name for
the folder in the Create a Folder dialog.

6. Tap Upload.

7. The Properties screen displays, reflecting the fields that have been set up in the SharePoint library
you are uploading the item to.

8. Enter any information about the item in the appropriate fields.

9. Tap Done.
The item is uploaded to the SharePoint location. If you are offline, the file is uploaded on the next
synchronization.
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Viewing, Annotating, and Searching PDFs

Briefcase allows you to view, annotate, and search PDFs.

Viewing PDFs

You can view PDFs in either single page mode (horizontal scrolling) or continuous mode (vertical

=
scrolling). Use the E icon in the bottom right corner to switch to single page mode and to switch
to continuous mode.

Annotating PDFs

This feature is only available in Briefcase Enterprise.

/$
If you want to annotate a PDF, tap the edit icon on the bottom left corner of the screen. The
annotation icons display across the top of the screen.

N
Tap the draw icon if you want to use the freehand draw tool to mark up the page. You can also
change the color of the line by tapping the circle icon and choosing one of the displayed colors:

Tap the highlight icon if you want to highlight a word, sentence, or paragraph. Then select the text
you want to highlight by dragging across it with your finger:

September 18, 2013

4dy anax
Dear Ed, ve you 0[1
Great to meet you tu Zyour|

are very excited to have ycu on board

Tap the note icon E if you want to place a sticky note on the page and enter a comment:

intal
0
oul
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Tap the text icon then tap a location on your document if you want to enter text on the page. You
can also change the color of the text by tapping the circle icon and choosing one of the displayed colors.

Tap the strikeout icon E if you want to cross out a word, sentence, or paragraph. Then select the text
you want to strike out by dragging across it with your finger:

rererm X !
7890 V| ay
Pacific ¢

Tap the erase icon if you want to erase an annotation you have made. Then tap and drag across
the annotation that you want to erase with your finger.

You can use the back arrow icon to undo any of the annotations you have made at any time.

Saving an Annotated PDF
To save your annotated PDF:

1. When you have completed your annotations, tap the icon in the top right corner of the screen.
From the drop-down menu, choose your save option.
2. If you choose Save As, the Choose a destination dialog displays:

Cancel Choose a destination

File: ‘ Office2010Benefits.pdf

&4l Briefings >
Bl Images >
&al Photos >
&l Product Specs >
&l SPC 2011 Presentations >

Create Folder Add New Version

3. Navigate to the List or Library you want to file the item to.
NOTE: If you are saving an item to a library, you are uploading it as its own item. If you are saving it
to a list, you are attaching it to a list item.
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To create a new folder in a Library, tap the Create Folder button and enter a name for the folder in
the Create a Folder dialog.

If a library has versioning enabled, you can tap Add New Version. If you do not want to add a new
version of the same document, you need to rename it before uploading it.

Tap Upload.

The Properties screen displays, reflecting the fields that have been set up in the SharePoint library
you are uploading the item to.

Tap the Content Type field and choose the preferred option (if displayed). The fields that display
may change according to the Content Type chosen.

Enter any information about the item in the appropriate fields.

Tap Done.

The PDF is uploaded to the SharePoint location. If you are offline, the file is uploaded on the next
synchronization.
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Searching PDFs
To search a PDF:

1. Tap the search icon in the bottom middle of the screen.
A search field displays at the top of the screen:

FLAMETHROWER PRO XR - SPEC

Lorem ipsum dolor sit amet, consectetur Duis aute irure dolor in reprehenderit in
adipiscing elit, set eiusmod tempor voluptate velit esse molestaie cillum. Tia
incidunt et labore et dolore magna non ob ea soluad incommod quae egen

2. Enter your search term and tap Search. Any instances of your search term are highlighted in the
PDF.

3. Use the back and forth arrow icons to move between instances.
4. Tap anywhere on the PDF to exit search mode.
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Editing Items with Office?HD

You can edit Microsoft Office documents in Office?HD and save them directly back to Briefcase.
NOTE: Office®HD is a separate app that must be purchased and installed separate from Briefcase.

1. From the action item menu, choose the Open In option.
2. Select Office?HD from the available apps listed:

1:53 PM

Firestarter customer list

Gnarly Bikes Santa Cruz US - Pacific South West  Gorg Bradley

Mudrunners Seattle US - Pacific Morth West  Tom
Mudslide bikes Ashevile US - East Coast Nat

Out There Bikes Portland US - East Coast Barry
Pacific Shores Bikes Santa Barbara  US - Pacific South West  Pete
Psyche Blkes Moab US - Central Scott
Sugar Shack Bikes East Burke US - East Coast Candice
University Bikes US - East Coast Pat

Open in Office2| Open in Office? | Open in Sign-
Pro for Good HD N-Send Free

Open in Open in Open in
OfficeDrop DocsToGo GoodReader

4L
aié'

Open in Open in Open in
Briefcase Pro Briefcase MangoDocs

Office?HD launches.

3. Use the app to make your edits. When your changes are complete, tap Close.
4. Tap Save Back to save the changes back to Briefcase:

1:54 PM
Firestarter customer list.xls
Sheet 1 - Table 1

Helvetica Neue 10 pt B ra A

oEo

| Company City Country/Region First Name Last Name

The item is uploaded to Briefcase.
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Creating New List Items

To create a new list item:

1. Select the list you want to add a new item to and tap the n button.
2. Select List Item from the menu:

3. Ascreen launches, displaying the fields related to the list item type you are creating. Fill in the
required fields for the task and tap Done.
The task is added to the list and to the SharePoint site during your next sync.
'

In Colligo Briefcase Lite, you cannot create new List items.
|
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Viewing Calendars
Briefcase supports special views for Calendars, presenting a graphical view of a calendar.

To change the view, tap the Day, Week, Month button:

Calendar + O
_— (P
el October 2012 ooy | woor |0
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

You can also tap a specific day in the Week or Month view, to display the Day view.

If you want to look at Calendar entries as list items, select this option from the following menu:

Calendar

All Events
Current Events
Options

Filters

Show Grid View

| Show as List
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Viewing Contacts
In your contacts list, you can select a contact to see the details:

12:08 PM

MacKay

Dave MacKay
Firestarter

mobile (604) 555-7962

work (604) 685-7962

work dmackay @firestarter.com

work 1152 Mainland St.
Vancouver BC

Create New Contact

Add to Existing Contact

Share Contact

You can tap on a contact’s address and the location displays on the iPad mapping application.

You can tap a contact’s email address to launch your mail client:

Can

New Message @

To: dmackay @firestarter.com
Cc/Bec:

Subject

Sent from my iPad
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Managing Playlists

You can add your frequently viewed items and folders to a Playlist for quick and easy access. You can
create subject-specific Playlists to group relevant items and folders together. Playlists are not site
specific; the items and folders can be from any of the sites you have downloaded.

Adding an Item to a Playlist

To add items you view frequently to a Playlist:

1.

2.

3.

4.

5.
6.

Tap the item you want to add to a list.
A preview of the item displays.

Tap the Playlist icon ﬂ in the top right corner of the screen

Favorites

Add Playlist...

From the menu, choose to add the item to an existing Playlist or choose Add Playlist to create a new
one.
If you choose Add Playlist, the following dialog displays:

New Playlist

Cancel

Enter the name of the new Playlist.
Tap Save.
The new Playlist now displays as an option to add the item to:
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Presentations

Add Playlist...

7. Alllists display under the Playlists section on the home screen:

Colligo Portal

* Favorites

Y& Presentations

ifé Finance

©

Colligo Briefcase iOS

NOTE: For information about adding a folder to a Playlist, see Managing Folder Settings.

Viewing Playlist Items

To view items in a Playlist, tap one of the lists in the Playlists section on the home screen:

¥¢ Presentations >
ifé Finance ©
23/10/2013 Copyright 2013 Colligo Networks, Inc. All rights reserved.
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A list of your items displays, with the selected item content displayed in the preview pane beside it:

1:26 PM

Back Whitepapers Edit

@® Colligo

Whitepaper

Crossing the Chasm to User Adoption of
ECM Applications in SharePoint

To view the item in full screen, tap the E icon.
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Editing and Deleting Playlist Items

To edit or delete items in a Playlist:
1. Tap the Edit button.

Back Presentations

=~ Crossing the Chasm to Hi...
Colligo Portal/Shared Documents/

@ reference-card

Colligo Portal/Shared Documents/

2 Office2010Benefits

Colligo Portal/Shared Documents/

The list displays with a red icon beside each item.
2. Tap the red icon beside the item you want to delete.
The Delete button displays beside the item name:

IS Presentations Done
erssmg the
CDHIQD Portal/Shar...

reference-card

Colligo Portal/Shared Doc...

Office2010Benefits

Colligo Portal/Shared Doc...

.jc

(1)
rB P [P

O

3. Tap the Delete button to remove the item from your Playlist.

NOTE: You can also remove an item or folder from a Playlist by tapping the Playlist icon E in the
item or folder display and tapping the name of the Playlist currently selected. You can also use this

icon to associate the item with a different Playlist.
4. To reorder items in a Playlist, tap and drag on the lines to the right of the item name and move the

item up or down as preferred.
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Deleting a Playlist

To delete a Playlist:
1. Tap the Delete button at the bottom of the list:

iPad =

Back Presentations

uocC

Crossing the Chasm to Hi...
Colligo Portal/Shared Documents/

M reference-card
Colligo Portal/Shared Documents/

e Office2010Benefits

Colligo Portal/Shared Documents/

A confirmation dialog displays:

rp B

Delete Playlist?

Cancel Delete

2. Tap Delete.
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Resolving Synchronization Conflicts

There are three potential scenarios for a conflict to occur in Briefcase:
1. Metadata conflict: This conflict occurs when there is a difference between an item’s metadata
on the SharePoint site and the version stored on Briefcase.
2. Deletion Conflict: This conflict occurs in two different scenarios:
a. When a Briefcase user deletes an item and another user makes changes to the item on
SharePoint.
b. When a Briefcase user edits an item and another user deletes the item from SharePoint.
NOTE: In this scenario, the Briefcase file must be synced for the conflict resolution
process to occur.
3. File Conflict: This conflict occurs when two users make changes to the same file at the same
time.
Conflicts are detected during synchronization and if any are found, the conflict icon E displays beside
the sync button.

Tap the conflict icon to display the list of sync issues and tap the item you want to resolve:

Sync Issues Clear All

[{i\, Merge Conflict

< Colligo Events_19Apri0 13.01.... >
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Metadata Conflict
The Conflict Resolution screen displays all conflicted fields marked in red. To resolve the conflict:
1. Tap the field that you want to keep (the checkmark icon indicates which property will be saved).

If there are multiple fields in conflict, use the All button to select all metadata fields for one version.
2. When you have made your selection, tap the Resolve button in the top right of the screen.

iPad = 2:44 PM ==}
Cancel Conflict Resolution Resolve
=] Meta data conflict
SO Metadata fields marked in red are in conflict. Tap the field that you want to keep (the checkmark icon indicates which property will be saved). If
there are multiple fields in conflict you can use the All button to select all metadata fields for one version. When you have made your selection,
tap the Resolve button.
D Your Device E Colligo Portal
2 prandenburger-tor-berlin_344.j P2 prandenburger-tor-berlin_344.]
= ger-tor-berlin_344.jpg 4z brandenburger-tor-berlin_344.jpg
JPG file 33.1 KB (33937 bytes) JPG file 33.1 KB (33937 bytes)
Keep all metadata “ Keep all metadata “
Last Update Last Update
Modified By Me Modified By Tessa MacKinnon
Modified 18 April, 2012 11:58:04 AM PDT Modified 18 April, 2012 12:00:14 PM PDT
Properties Properties
Name brandenburger-tor-berlin_344.jpg Name brandenburger-tor-berlin_344.jpg
Title brandenburger-tor-berlin_344.jpg Title brandenburger-tor-berlin_344.jpg
Description Picture v/ Description Photo
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Deletion Conflict

To resolve a deletion conflict:

1. Use the Preview button to view the changes that have been made since your last sync.

2. When you have decided if you want to go ahead with the deletion or not, tap either the Confirm
Delete button or the Cancel Delete button.

iPad & 2:53 PM

Cancel Conflict Resolution

E) Deletion conflict

. ) . ) ) Preview
You have marked this file for deletion but the version on the server has changed since your last sync. Use the Preview _
button to view the changes that have been made, then use the Confirm Delete or Cancel Delete buttons as preferred.

D Your Device E Colligo Portal
= Office2010QA.doc T Office2010QA.doc
DOC file 986.5 KB (1010176 bytes) DOC file 986.5 KB (1010176 bytes)
Last Update Last Update
Modified By Me Modified By Tessa MacKinnon
Modified 18 April, 2012 2:54:21 PM PDT Modified 18 April, 2012 2:54:21 PM PDT
Properties Properties
Name Office2010QA.doc Name Office2010QA.doc
Title Title
Description Tessam Description Tessam
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To resolve a File conflict:
Use the Preview button to view the differences between the file on Briefcase and the file on the

1.

server.

Colligo Briefcase iOS

Tap the button beside Keep this file’s content to choose which version you want to keep. The
checkmark icon [ indicates which file will be saved.

Tap Resolve.

iPad & 311 PM

Cancel Conflict Resolution

=] File conflict

this file when you have decided which version you want to keep.

This file has changed since your last sync. Please use the Preview button to view the changes, and then tap Keep

Resolve

D Your Device E Colligo Portal
= Office2010QA.doc = Office2010QA.doc
DOC file 999.5 KB (1023488 bytes) DOC file 986.5 KB (1010176 bytes)
Keep this file's content - Keep this file's content -
Last Update Last Update
Modified By Me Modified By Tessa MacKinnon
Modified 18 April, 2012 3:08:57 PM PDT Modified 18 April, 2012 2:58:09 PM PDT
Properties Properties
Name Office2010QA.doc Name Office2010QA.doc
Title Title
Description Tessam Description Tessam
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Searching SharePoint Lists and Libraries

Filtering Lists and Libraries

To filter a site’s list and libraries, enter one or more characters in the search field. This filters the
available content and displays a list of the top 3 items in each list or library that contain the characters
you have entered.

You can select an item in the results and it displays in the right-hand pane:

3:44 PM

Search Briefcase >
Search SharePoint >
ifii Information Systems © @
= John Smith
i i ACME Ci rati
[#¢ Team Discussion © ACME Comeraon
Miltord, CT 06461
vocuments March 2, 2007
[
* Charles Jones
CFO
[ ooc Y Fictiona, Inc.

To view the item in full screen, tap the E icon.

If the filter does not display the result you are searching for, you can use the Search Briefcase or
Search SharePoint options.
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Searching Briefcase

To search, enter your search term and choose Search Briefcase. This means you are searching only the
content that has been synced to your iPad. The results are sorted by List and Library name. Tap a file to

display the content:

3:48 PM

colligo

Colligo

Sharing the Point

Colligo Sample SharePoint Site/Links/

Centralized configuration, management, and
reporting for every Colligo desktop and
mobhile solution

Colligo_Briefcase_on_Kili...
Colligo Sample SharePo te/Phot
Colligo_booth_SPC2012
Colligo Sample SharePoint Site/Phot
Colligo_product_overview
Colligo Sample SharePoint Site/Phot
Colligo_solution

Colligo Sample SharePoint Site/Phot

5

Centrally configure, manage, and
monitar Colligo applications

For enterprises requiring and ion, increased scalability, and
management of SharePoint cantent on persanal devices, Colligo Administrator is an optional
administration suite for Colligo's deskiop and mabile products.

+ Decrease time and cast o deployment
and increase [T efficiency with
centraized dephyment tools

» Reduce T management averhead
thmugh centralized adminisiration

Central administration of users' SharePoint sites, folders and favorites makes it easy far users to file
‘o the right locations and access the right content without needing to understand SharePoint.

Co‘l'ligofAdministratorﬁda... Non-technical staff, such as records managers and other business data owners, can easily deplay

B3 Coligo Sample SharePoint Site/Prod... + Suppart carpoate gvemanca and manage Collgo sftware from within @ SharePaint ntedoce. Reporting capabiltes provde real
. " iliatives through secure, contrally- time data on user adoption and utilizatian.
@ Colligo_Briefcase_Enterp... enfore 0l and polcy based
9 - . SharePoint access
&/ Calligo Sample SharePoint Site/Prod... "
+ Easity administer personal devices such
m Colligo_Contributor_Pro_... as [Pads ShareFoin - Office 365
= - o Sha mimt St * Gain deap insight intn Colligo and
olligo Sample ShareFoint Sit d € &
Collig mple SharePoin £ d... ShanaPolt usage 1o ensure that metrics Buplay iteort
ooy Colligo Email Manager d... drwing SharsPoint aduption and FOI
Bl -~ o A1) (e ‘can be Iracked, communicated, and
Colligo Sample SharePoint Site/Prod optiized = % Ju
Read Me re S — L
uoc

Briefcase_User Guide
Colligo Sample

harePoint S
Briefcase_User Guide_ipo
Colligo Sample SharePoint Site

S

To view the item in full screen, tap the m icon.
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Searching SharePoint
To search, enter your search term and choose Search SharePoint.

This option means you are searching the online SharePoint site. The results display the path of the file
location. Tap a file to download and display the content.

NOTE: this option is only available online

1:53 PM

.-"ESE‘H'BC S - o @ CO“iso

Colligo Email Manager
/[FormServerTemplates
= |nfrastructure Developme...
/sites/demo/Project Documents
== Virtualizing Office 2010 wi...
/sites/demo/Project Documents .
@ SharePoint PREP Technic... Whitepaper

Isites/demo/Project Documents

mL  Crossing the Chasm to Us...
= /Shared Documents
= Colligo Briefcase 3.0 O
/Shared Documents/SPC 2011 Pres
- Your Yammer activity for...
/sites/demo/Client Documents/Advan.
= FW: A quick reminder...
/sites/demo/Client Documents/Advan.
= Short Takes, June 28, 2013
/sites/demo/Client Documents/Advan.
I;g_ Debugging (Nested) Store...

Crossing the Chasm to User Adoption of

fsites/demo/Client Documents/Advan. ECM Applications in SharePoint
- David, jump start your kn...

Isites/demo/Client Documents/Action. ..
- Your Yammer activity for...

/sites/demo/Client Documents/Action. ..

Fwd: Emailing Scanned...
= Isites/demo/Client Documents/Advan.

To view the item in full screen, tap the E icon.
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Managing Settings

In Colligo Briefcase you can specify settings both at the folder level and at the application level. Site
settings are specified when you connect the site initially. For information on editing site settings, see
Editing a Site.

Managing Folder Settings

You can manage the settings for each folder, provide links to the folder locations, and add folders to a

Playlist.

To manage folder settings:
1. Tap the blue icon beside the folder you want to set tasks for.
The folder settings dialog displays:

* [ Tasks Done

List

Store Files Offline

Sync Views

All Tasks

Active Tasks

By Assigned To

By My Groups

Due Today

ARRAAA A

My Tasks

2. Inthe List section, choose if you want to store the files for that folder offline by choosing ON or OFF.
In the Sync Views section, select which views you want to synchronize, by choosing ON or OFF.

4. Click the E icon to add the folder location to a Playlist. For more information about Playlists, see
Managing Playlists.
5. Click the action icon for access to the Copy Link and Email Link options.
e Copy Link: tap this button to copy the link to the folder location in SharePoint to paste into a
document or email
e Email Link: tap this button to launch a new email with a link to the folder location in SharePoint

23/10/2013 Copyright 2013 Colligo Networks, Inc. All rights reserved. Page 60 of 66
Not to be reproduced without permission. Learn more here www.colligo.com.



Colligo Briefcase iOS

Managing Application Settings

1. Tapthe . icon at the bottom of the screen to display the Colligo Briefcase Settings dialog:

Colligo Briefcase Settings Done

Sync Control

Global storage limit

Alert on playlist update

Sync on 3G/AG
Sync default lists
Hide disabled lists
Prompt for metadata
Passcode

Passcode enabled

Colligo Administrator

Enabled

Server URL http://
Logging

Logging Level

Email log file

Unlimited

Off

a)

In the Sync Control section, configure the following settings as preferred:

Global storage limit: This setting specifies how much local storage on the iPad should be used
for syncing SharePoint content offline. You can also select a No Sync mode where no content is
stored offline, documents and other items are only downloaded when they are previewed.
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. 1GB

iX. 2GB

X. 8 GB

Xi. 16 GB
Xii. Unlimited

In Colligo Briefcase Lite, you are limited to 50 MB of storage space to sync content. Colligo
Briefcase Pro and Enterprise allow you to sync an unlimited amount of content.

23/10/2013
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b) Alert on Playlist update: This setting lets you choose if you want to receive an alert when an
item that you have added to a Playlist is updated. Tap to choose ON or OFF.

c) Syncon 3G/4G: This setting lets you prevent any syncing on 3G/4G so your data plan isn’t used
up. Tap to choose ON or OFF. If you choose to turn this setting off, you can still sync data
through a wireless internet connection.

d) Sync default lists: If this setting is on, when you select a subsite that has not been synced, the
default content is automatically synced. If this setting is off, you are prompted to manually
choose which content you want to sync. Tap to choose ON or OFF.

e) Hide disabled Lists: If this setting is on, any lists that you have chosen not to sync are not
displayed in the left column. If this setting is off, disabled lists are displayed but are greyed out.
Tap to choose ON or OFF.

f) Prompt for metadata: this setting lets you control whether or not the Properties screen that
comes up when you add a new item to a List or Library displays. Tap to choose ON or OFF.
NOTE: if the prompt is turned off but there is a required field in the Library or List, the file
remains checked out to the user who has uploaded the file and cannot be checked in until these
fields are completed.

3. Inthe Passcode section, tap the Passcode Enabled field.
The Enter Passcode screen displays:

Colligo Briefcase Settings

cancet Enter Passcode

Please enter the passcode

The passcode feature is not available in Colligo Briefcase Lite.

a. Enter your passcode.
b. Enter the passcode a second time to confirm it.
Once you have set a passcode, the following options display:
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Passcode

Passcode enabled u\l
Background timer lockout Always
Erase data after 10 failed logins Iif__ | OFF )
Change passcode

i. Passcode enabled: if you want to disable the passcode you need to enter the
existing passcode to do so, unless you have enabled it within the previous
minute

ii. Background timer lockout: tap to choose the length of idle time that will trigger
a lockout

iii. Erase data after 10 failed logins: tap to choose ON or OFF
iv. Change passcode: tap this button to display the Change Passcode dialog; enter
the existing passcode, then enter the new passcode twice to confirm
In the Colligo Administrator section, you can enable this feature by tapping to choose ON or OFF,
and enter the Server URL of the Administrator site.

e

The Colligo Administrator feature only applies to Colligo Briefcase Enterprise.

5. Inthe Logging section, you can set your logging level as one of the following:

Off: choose this option if you do not want to log your actions

Error: choose this option if you want to log only error messages

Brief: choose this option if you want to log only warnings and error messages

Verbose: choose this option if you want to log all actions, warnings, error messages, and all

other information

6. Tap the Email log file field to launch an email that includes a screenshot of your current screen, as
well as the log.txt file.

a0 oo

The logging feature is not available in Colligo Briefcase Lite.
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About Colligo Briefcase

Click the information icon in the bottom left of the screen to display the About Colligo Briefcase screen:

4:07 PM

About Colligo Briefcase

Colligo Briefcase

Version 3.4.5-1
Easily store, sync, view, edit and find SharePoint content on your iPad, iPhone or
iPod. Access and share files, lists, images, documents and emails, even offline.

Ready to empower your mobile workforce? Simplify deployment and secure your
data with Colligo Briefcase Enterprise Edition.

GO ENTERPRISE ()

@ Colliqo

Networks

Tap the Colligo Website button to launch www.Colligo.com.

Tap the Support button to connect to the Colligo Community site.
Tap the User Guide button to launch the Colligo Briefcase User Guide.

Tap the Privacy Policy button to view Colligo’s privacy policy.
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Appendix I: Supported File Types

Supported File Types Common Icon Name

folder folder

txt Text file

text Text file

rtf Rich Text file

pdf Adobe file

doc Word file

docx Word file

xls Excel file

xlsx Excel file

ppt Power Point file

pptx Power Point file

irg JPG file

jpeg JPG file

gif GIF file

png PNG file

tiff TIFF file

bmp BMP file

Bmpf BMPF file

numbers Numbers file

key Keynote file

pages Pages File

msg Email File

csv Excel File

aac Advanced Audio Coding file

mp3 MP3 file (audio)

mp4 MP4 file (video)

m4v Ma4YV file (video)

3gp 3GP file (video)

mov Movie file (video)

tiff TIFF file

tif TIF file

ico Icon file

cur Cursor file

xbm X BitMap file
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Unsupported File Types | Common Icon Name
Zip Zip File
html html File
eml email File
htm html File
css css File
one OneNote File
All others Unknown File
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