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ColliQo

CONTRIBUTOR™
Add-in for Outlook®

USERGUIDE

Introduction

This User Guide is designed to serve as a brief overview to help you get started. There is also information available under the Help
option in the various Contributor interface toolbar. If necessary you can access the Help by launching the Contributor interface from
the System Tray and selecting Help->Help and Support.

If you would like further instructions, please consult the Features list at http://support.colligo.com/Lists/Features/Allitems.aspx -
where you will find a complete list of features by product along with instructions for use. You will also find a number of screencasts
on the support site that walk you through the main product features. The SharePoint support site can be synchronized with Colligo
Contributor for anytime access, online or offline. Please follow the instructions on the home page at http://support.colligo.com/.
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Installing Colligo Contributor

Systems Supported

Microsoft® Windows® 7 Home Premium; Professional or Ultimate.
Microsoft® Windows® Vista Business; Enterprise or Ultimate.

Microsoft® Windows® XP Home or Professional

Microsoft® Windows® 2000 Service Pack 2 or greater

Microsoft Office 2000 ¢ 2007 (Office 2003 SP2 or later for InfoPath forms)
Internet Explorer 6.0 or later

WSS (2.0 or 3.0) and SPS 2003 and MOSS 2007

Consumes roughly 20MB of disk space, not including content

LT @2dz KFc@S | LINS@GA2dza OSNERA2Y AyadlitSRI (KS yifgto GSNEAZ2Y
uninstall. This will also preserve all of the cached content.

=4 =& —& 8 _a_a_°a_°a._2

Application Prerequisites
1 .NET Framewtd 2.0- For XP or 2000, please ensure the .NET Framework 2.0 is installed first (included with Vista). You can
check in the Control Panel > Add/Remove Program.
1 .NET FrameworR.0 - Required to support embedding and extraction of metadata from Office 2007 documents.

Outlook Addin Prerequisites
1 Compatible version of Outlook (Outlook 2003 or Outlook 2007)
9  Office 2003 or Office 2007 Primary Interop Assemblies (depending on which version of Office is installed)
1 Microsoft Visual Studio 2005 Tools for Office Second Edition (VSTO 2005 SE) Runtime
1 Microsoft Visual C++ 2008 SP1 Redistributable Package

Interactive EXE Install
1. Download the Colligo Contributor EXE installation file to your local computer.
Double-click on the installation file to install Colligo Contributor.
Prerequisites are downloaded and installed.
Enter your license key.
Colligo Contributor can be set to launch at Windows Start Up. This will enable the background synchronization to start
automatically.

abrown

Interactive MSI Install
1. Check and ensure the prerequisites are installed.
2. Download the Colligo Contributor MSI installation file to your local computer.
3. Double-click on the installation file to install Colligo Contributor.
4. Enteryour license key.

Terminal Server Install
For information on installing in a Terminal Server environment see the Colligo Contributor Terminal Server User Guide

Other Installation Options
More details on installation are available on the support site:
http://support.colligo.com/Lists/Knowledge%20Base/DispForm.aspx?ID=16

Notes

Concurrent version installations
Colligo does *not* support side-by-side installations, running multiple versions or different versions of Contributor.
Version reversion/downgrading
It is *not* possible to revert to an earlier version of Contributor after upgrading as the database is often updated.

q Microsoft® Windows® 2000
Microsoft® Office® 2007 is *not* supported on Microsoft” Windows® 2000. Contributor does *not* support metadata
embedding and extraction from Office” 2007 documents on Windows® 2000 systems.
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TheOutlook AddIn
Adding a Site to Outlook

It is possible to add a site to Contributor in a number of other ways, including:

1 1'asS GKS &/ 2yySOG G2 hdzitz221¢ 2LIA2Yy AY LYGSNYySG 9ELX 2NBNJ
Site -> Download Site menu option
Click the site selector drop-down andseleQéi 4526y f 21 R { AGSX¢

Drag and Drop a URL from IE Into Contributor

= —a —a

¢KS aAYLX Said | LIINRIOK Aa dzaAy3d (GKS a/2yySOG (2 hdzit221¢ 2LIAZ2

{GSLI MY L9 ¢22t06F N odziici2zy a/2yySOiG G2 hdzitz221q¢

Navigate to a SharePoint List or Library in Internet Explorer Click theyellow & / 2 yySOG (2 hdzit 221¢é¢ AO02y 2y GfF

é Project Emails and Documents - Windows Internet Explorer o |[E =S
&) - &) hitp/sserver/bsbes/Projectie20mails/Forms/Alltems.a | 43 | x | Live Search o |
2 N >
Wk ‘ (& Project Emails and Documents ‘ | M v B v &= v | Page v () Tools v H
= B's Beverages > Project Emails and Documents @ Hep =
| 2 | Project Emails and Documents A Sed s oot
&, Research
| View All Site Content | Store project emails in here to keep track of communication. a oS OulGaE
Documents - - i - i - —
‘_Ni | Upload =/ Actons = ) Settingszi @ Connectto Contributor
St [ Type  Subject From Pro -

Step 2: Confirm the connection in Outlook

Contributor will start Outlook if it is not already running and confirm that you wish to connect the library to Outlook.
Youmaychoosetz O2yy SOl G(KS [ R®»I WhyfAiySQ 2N ¥ I OKSR

Colligo Contributor Outlook Add-in (X

{ ™ 1 Connect this SharePoint list or library to Outiook?
" You should only connect lists or libraries from sources that you know and trust.

http: //support.colligo.com/bsbev Project EmailsForms/Group by Project.aspx

[]Enable local caching for this list or library

d

For an introduction to the differenOS 6 S 6 SSy & h yiE A NS IEotribfitRdd-In Caéhk&dSsOnline section of this
document.

You may be prompted for credentials to connect to the SharePoint site. You may use your default Windows credentials, or supply
other specific credentials.

Login to "support.colligo.com” [%=]
2
R
@) Use default credentials
() Use the following credentials:

User name:
Password:
ok | [ cancel |
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Colligo Contributor Outlook Add-in =]
/ @) ) An error occurred while trying to connect this SharePoint list or library
Q to Outlook. Please make sure your browser is pointed at a SharePoint
~ listor library, rather than the home page of a SharePoint site.
http://server/bsbev/default.aspx
Step 3: Use the Contributor Adth
Once Contributor has finished downloading the List definitions the folders are made available in Outlook.
Contributor will build out a tree for the subfolders of the selected document library.
The Online and Cached views are presented below:
Cached View Online View
Ele Edt View Go Tooks Actions Help - Fle fdt View Go Tooks Actions Help
2iNew - & Lft i Send/Regeve - | s Bgi0Bk Y NI AQ 2 piNew - &5 LB fSend/Regeve - ) G @8k 9 NI AQ G
Mail « | 4 B's Beverages - Project Emails and Documents - Colligo for Share... « d - Project Emails a... «
,4”::: d Mail ‘ ;’;xér;;i’:;‘;:g;:;ens g g
i i [FowTe— - e | g g
) A s e “5'—. Yot Shiect P ot =
s e el S » 7
ol H -
) Engagement Mansgemen.
ol ook ¥ v
b | || (ool
w1 ool i - T

Al folders are up to date. {3 Connected to Microsoft Exchange *

Contributor AddIn Cached;vs- Online

ContributorAdd-L y Fdzy Ol A2y a

Ay (@Kaed Waz2RSaQ:x

folders date. €3 G

hyt Ay

S IyR

If you attempt connect a list to Outlook that has already been synchronized in Cached Mode Outlook will present the SharePoint
View of the list, however the list will remain synchronized in Cached Mode.

Online Mode

Key functionality of Contributor Add-In operating in Online Mode is:

=a =4 —a —a

CachedVode

Does not maintain a cache of data

Upload content to SharePoint with metadata Prompt
View the SharePoint site in Outlook

Navigate through SharePoint site using Outlook folder tree
Automatically extract Email metadata (To, From, Sent, Subject, etc)

Key functionality of Contributor Add-In operating in Cached Mode is:

1

1
1
1

April 14, 2010

Content is cached providing offline access

Upload content to SharePoint with metadata Prompt
Access and Edit existing SharePoint content including accessing metadata.
Automatically extract Email metadata (To, From, Sent, Subject, etc)
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Editing content in CachedViode

Select the folder in Outlook to access the Contributor Add-In Cached-View of the List.
9  The Cached view provides access to the content. Here you can work with your content and perform the actions highlighted

below:

1  Open adocument by double-clicking on the item
1  Right-click on an item to:

(o]

O o0 oo

Edit the properties (metadata) of the item.
Open/Edit a document

Check Out; Check In; or Discard Check Out
Rename content

Delete content

[& Colligo for SharePoint - Microsoft Outlook o~ 3
¢ File Edit View Go JTools Actions Help Type a question for help -
- Search address books - | @ Y > i &
SR — @ @Bk X2 GQ :
Mail « || (3 B's Beverages - Project Emails and Documents - Colligo for Shar... &
s Foltess 2 || B'sBeverages > Project Emails and Documents -
[ Inbox : - o
B Unread Mai Project Emails and Documents :
[ sent Items Store project emails in here to keep track of communication. o
Mail Folders 2 New ~ | Upload ~ | Filter ~ View: By Subject ~/||.m é,"'
2 All Mail items - Name Subject From To |
2 €4 Mailbox - Dave Mackay a || | 3 Email Archive &3 =
= [ Colligo for SharePoint (3 Requirements Documents 2
S @ B'sBeverages - Project Emails and ) 8's Project.docx Windows SharePoint Services... 2
=3 ;"z':::‘:‘:: ) DeleteDomains.xis Windows SharePoint Services. 7
L E
(32 To Be Deleted Engagement Managemen. Windows SharePoint Services. .. =
[ To Be Retained : v
3 Requi )i Comg [} Edit Properties... Windows SharePoint Services... S
&) Deleted Items ) g's Beverages —_— L4 g
e 2 = 5
[ Drafts 1 Fred Smith_19 (5] _Open with Mirosoft Offce Word Fred Smith helr 3
B j"":"E = 14 Fred Smith_1aq (! Edit with Microsoft Office Word Fred Smith helr o
[ Junk E-Mail = i ———— B
@0 Outbox 1 SearchiNetwork | Check Out SearchNetworking.com Barr s
[F5) RsS Feeds Honsnith 2l | ———————————————J o saith Bart
5 sent tems & Helmut schier]  Beame Helmut Schuler Bart
Sflun 5"“'"»\ e | | = Helmut schuler] X Delete Helmut Schuler Bart
.06 Sean ors
---- 4 H _323an07 ... Meta Tags lssue Helmut Schuler Bart ~
=k jrelEANi=Tr0d KN . ] |
Done This folder is up to date. £3 Connected to Microsoft Exchange ~

Creating new contentn CachedvViode

bSs O2yiSyld Ory 68 ONBIGSR 08 aStS80GAy3I (KS abssé 2Wi0A2y 0
On SharePoint 2007 sites content can be created based on content-type templates

April 14, 2010

[& Colligo for SharePoint - Microsoft Outlook S
¢ File Edit View Go JTools Actions Help Type a question for help 3
i5iNew + | | &8 | [ Search address books - @ 2i@Back @A A AN i |
2 1 Create New Project Status Report ==
Mail « ||[d B's Beverages - Project Emails an| ;
- = Site Templates | Other
T Folters 2 || B'sBeverages > Project Emais and Documents L
[ Inbox 4 7 =
o e Project Emails and Documents
[ sent Items Store project emails in here to keep track of communical | | EreEEZe
Mail Folders New ~|| Upload ~ | Fiter + Report
2] All Mail items @) Email (Hidden Fields) Libject
= €4% Mailbox - Dave Mackay ) Emai e
= (3 Colligo for SharePoint - /
2 [ B's Beverages - Project Emails and ) Project Status Report
3 [ Email Archive B Foider
[ Reference -
3 To Be Deleted Engagemem Managemen...
(3 To Be Retained 2 IT Case Study -short b...
(23 Requirements Documents 4] Milestone Completion Rep...
(&) Deleted Items 4] 8's Beverages Requireme... B's Beverages Requir
'f% ;”:’“ 1 Fred Smith_195ep07 11.... CelebrationlunchFrf = e -
(5 Inbox is ment:
gyinbox. i Fred Smith_180ct07 22.5... Celebration Lunch Fri| e, o1 2 name for this new docume
(g Junk E-Mail New Document
() Outbox I searchNetworking.com_2... Last chance to join 6{
[ RS Feeds 4 John Smith_22Jan07 12.... Latest Issue Report p—
(5 sent items [ Helmut Schuler_22Jan07 ... Latest Issue Report
‘§ -_Jn 5“"‘h i | 5 Helmut Schuler_223an07 ... Latest Issue Report Helmut Schuler Bart
""" £ Helmut Schuler_221an07 ... Meta Tags Issue _ Helmut Schuler Bark ~
(@ L@ L I | L
Done This folder is up to date. €3 Connected to Microsoft Exchange ~
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Uploading existing content
PaAy3a ! LX2FR 520dzySydaé YSydz

Existing content can be added to Contributoro @ &8t SOGAYy 3 GKS a! L 21 Ré 2LIA2Y

Contributor will prompt for metadata when the document is uploaded.

: File Edit View Go Tools Actions Help

Type a question for help v
i3dNew - | @ S jSend/Receive - | [l Search address books - @k i@Bk ® R AIMNQ —
= 3] Project Emails and Documents: New Item ==
Mail « [ 4 B’s Beverages - Project Emails and Documents - Colligo for Shar,
- Document
Favorite Folders # || B'sBeverages > Project Emails and Documents (. Network Usage Calauiator xisx
(3 Inbox : . ,uj ofae e il
£8 Unnend Mal Project Emails and Documents
(5 sent items | Store project emails in here to keep track of communication. Folder
Al | ew ~ - . few: 5 =
Mail Folders Al New ~ ||Upload ~ || Fiter View: By Subject i l =T ‘ (Boowsere ]
2 All Mail Items v || | Name || 3 Upload Documents From To =
s - roperties
= £5F Mailbox - Dave Mackay a || | (3 Email Archive a e - -
2 [ Colligo for SharePoint B B Rerieinants Do ontent Type: [Emai (Hidden Fields) -
= [ B's Beverages - Project Emails and [

= (3 Email Archive
[ Reference
[ To Be Deleted
[ To Be Retained
[ Requirements Documents
(@) Deleted Items
(2| Drafts

B Deleten| Upload Documents

) 8's Proj Name *
Network Usage Calculator. xisx

| 8] engages Lookin: |/ Project Do -0 Project #

‘ﬂ -

)
| )8’ Bevd o
Recent Places

v

& A Canreln Baldare

4 Helmut Dave Mackay

[
% = Fred sn|
[ 1nb ,.
—! i I Fred sm E&f] Capabilities.pptx
[ Junk E-Mail | -
[i3) Outbox £ search i) Capabilities Notes.docx
(65 RSS Feeds ‘ s~ Desktop
[ Sent Items i Helmut =
B 3 Spam | 4 Helmut LM
|

& EEE/ RN RE

[
L

Done

Computer
A
-

Network

File name Network Usage Calculator sk -

Files of type: Al Files (*) v] [ Cancel |

Using Dragand-Drop

Drag from your Inbox into the Outlook tree

1  Emails can be uploaded to SharePoint simply by drag-and-drop direct from your Inbox into a folder Connected to Outlook.

1  Contributor automatically extracts email metadata (To, From, Sent, Subject, etc) to similarly named SharePoint columns (if they
are defined).

1 .msg format maintains fidelity of the message, including attachments

1 Unique SharePoint filename generated based on Sender, Sent, and, Subject

(&) Inbox - Microsoft Outlook
i fle Edit View Go Tools Actions Help Type a question for helo =

Recycle Bin

| 53New ~ 23 X | GuReply C3iReplytoAll £} Forward | B2 W | G | {0 Sesrch address b 3] Project Emails and Documents: New Item =]
Mail 3 Inb: B
= «
al nRoX 1 Genese Castonguay_19Aug07 21.56.24_The Dally 451 Salesforce. ..
[ Favorite Folders 2 h Inbox £ b
=" =
m B Inbox Arranged By: Date Newest ol
Colligo Lo unread Mail Folder
Contribut... [ Sent Items R — (=1 | [orowse.. |
B ckier A& microsort Customer support 07,/02/29
- 1 Microsoft Customer Suppol Poberies
2) All Mail Items v Confirm your e-mail address Live ID
e = ; ContentType: (Emal (Hidden Fields) -
= 8% Mailbox - Dave Mackay &l = Windows Live ID 07/02/2
2 [ Colligo for SharePoint Welcome to Windows Live ID T
= [ B's Beverages - Project Emails and Genese Castonguay_19Aug07 21.56.24_The Daily 451 Salesforce.c
=) |_J Email Archive =l older SE’
I Regerence @ 2k Dgyjd Whitehead 01/10/2q Project .
(23 To Be Deleted F #en for Purchase 611695, Garry Bradle (None) =,
[ To Be Retained
[ Requirements Documents (4 Genese Castonguay SR
@ Deleted Items The Daily 451: Salesforce.com adds a portal, Exadel, Egenerd
[7) Drafts (2 David Whitehead 17/08/20
) Inbox FW Contributor Information
L@} Junk E-Mail + I| 33 David Whitehead 13/07/20
—— FW: Network usage document
% 4 5884 (9 ) 3 [ ~ | & NETBriefing 05/04/2
10 tems All folders are up to date. £3 Connected to Micr|
Nt
Usage Calcu...

7 Projectemancand | [ Inbox - Microsoft O... |
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Drag from your Desktop into the Contribut@@achedview

1

into the Contributor Cached View in Outlook

f
f

Recycle Bin

Colligo
Contribut...

Contributor will prompt for metadata
Contributor uploads the files and folders to the selected library

 File Edit View Go Tools Actions
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Files or Folder structures can be uploaded to SharePoint simply by drag-and-drop direct from your Desktop (or My Computer)

Help pea ==
= —r 53] Project Emails and Documents: New Item [=]
i 3INew - | &R | Search address books @ @Bk ® R A AQ

i Document
Mail « ||[4 B's Beverages - Project Emails and Docume| (. Network Usage Calauator.xisx
i i A || g'sBeverages > Project Emails and Documents —ﬂ B
L Inbox 3, H
Lﬁ s - Project Emails and Documents Folder
[ Sent Items Store project emails in here to keep track of communication. lu/ [ [ Browse... ]
Mail Folders New ~ | Upload ~ | Filter + View: | By Subject gl -ereeries
2] All Mail Items Name Subject From  Content Type: [Email (idden Fieds) -]
= €6 Mailbox - Dave Mackay (3 Email Archive
= [3 Colligo for SharePoint [ Requirements Documents Powme™
= [ B's Beverages - Project Emails and ) B's Project.doox “ Wind Network Usage Calcuiator. xisx
H uz"z'e:":‘r":i ) DeleteDomains.xls LS\ Wind o Project #
(3 To Be Deleted @Engagemen‘t -M'a:kngh.'.. Wind
[ To Be Retained ‘?_]_,.--"
(3 Requirements Documents "} o*#f Viestone Completion Rep... Wind
@ Deleted Items ) 5's Beverages B's Beverages R s
tht 1D ':m - = i1 Fred Smith_195ep07 11.... Celebration Lunch Friday Fred
.
@] -J:REXE-'M” i Fred Smith_180ct07 22.5... Celebration Lunch Friday Fred
go®AR - o ¥ = om_2... Last chance to join 60,000 pe... Sear
(NE Bl @@ L] L | 2

Done

7z Project Emals and ... T® Colligo for SharePor..

Drag from your Desktop into the Outlook tree

1
folder tree

f
f

Recycle Bin

i

Colligo
Contribut...

April 14, 2010

Contributor will prompt for metadata
Contributor uploads the file to the selected library

i File Edit View Go Tools Actions

This folder is up to date. £3 Connected to Microsoft

Files can be uploaded to SharePoint simply by drag-and-drop direct from your Desktop (or My Computer) into the Outlook

Help Type a question f —=
o . - o 3] Project Emails and Documents: New Item 3
i 3iNew - | SR | Search ad @ Li@Bck @R A/ AQ
= Document
Mail « ||[1 B's Beverages - Project Emails and D (0 Network Usage Calaulator xisx
Favoens Foklers # || BsBeverages > Project Emails and Documents ——jﬂ
L Inbox : C
Folder
88 ubresi wal Project Emails and Documents
[ sent Items Store project emails in here to keep track of communication. [ =TI | [Browse... ]
Mail Folders 2 || | New + | Upload | Filter + View: | By Subject = e
2] All Mail Items v || | Name Subject From  ContentType: [Emai (Hidden Fieds) -]
= €4 Mailbox - Dave Mackay afl | C3Email Archive

= [ Colligo for SharePoint

[ Requirements Documents
Bs Project.docx

Name *
Network Usage Calculator. xisx

= _J B's Beverages - Projef ails and
= [ Email Archive ﬁ,,-
(3 Referegyl £

[ T 8t Deleted
| a*To Be Retained
&1 Requirements Documents
(Gh Deleted Items

=2
] DeleteDomains. xis

@) Engagement Managemen...

]

4] Milestone Completion Rep...

) 8's Beverages

B's Beverages R ts....

..'Y‘Z“ Drafts
[ nbox
(gl Junk E-Mail

o

v

I Fred Smith_195ep07 11....

=

NEEALEE

Gir I

[ Fred Smith_180ct07 22.5...

com_2...

Celebration Lunch Friday

Celebration Lunch Friday

Last chance to join 60,000 pe...
J

WIn?
Win

Project #
vind
Wind
Fred|
Fred|
Sear,

»

Done

This folder is up to date. £3 Connected to Microsoft|

77 Project Ematls and . T® Colligo for SharePor.

Copyright 2010 Colligo Networks, Inc. All rights reserved.
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Drag attachment from an email into the Outlook tree

1  Attachments can be uploaded to SharePoint simply by drag-and-drop direct from an email into the Outlook folder tree (or
Contributor Cached View).

1 Contributor will prompt for metadata

9 Contributor uploads the file to the selected library

Recycle Bin

P

Colligo
Contribut...

Network
Usage Calcu..

: File Edit View Go Tools Actions Help

User Guide ¢ Colligo Contributor v4.1 Add-in

i3dNew - | i 3 X | uaReply (ReplytoAll (3 Forward |H5 ¥ | &2t | (W Ses {3l Project Emails and Documents: New Item ==
Mail «‘ L3 Inbox Eadkped:
Favorite Folders — N <Mutiple Fles>
R b o) d . & % |5 Bxended Benefits Forms - Message (HTML) .\‘ ST
LS ;’"’:;“ Malk ) Message | Add-ns e
U= Sent Items e
r = = o o (= Browse...
Mail Folders hl —é B} x A5 8, || O Categorize A [ ‘ ( ]
o — & ¥ Follow Up ~ Properties
L] Al Mail ltems Reply Reply Forward | Delete Junk | Find ContentType: ~[ProjectStats Repert =
3 €4 Mailbox - Dave Mackay to All 3~ | Email +|| (X Markas Unread ||~ ype:  |Project Repor
=) [ Colligo for SharePoint Respond Adtions Options = e
Christa Taylor [Christa@Beanheads.com] Sent: Tue 2 g

ﬁL_;jB:s EBwllr:g R QedtEm
- G Bavd Whtshead
D rechgeld/ng |
3 To Be Deleted ¥ fasC
Sab;’e:t:

- Extended Benefits Form:
[ To Be Retained p—

s

[ Requirements Documd

A
LI Message | 0] Heath Enroliment Info.xis (40 KE)

(&) Deleted Items
[7) Drafts

7 MSP Group App.pdf (111 KB)

[ Inbox

—
| "ZJENC Claim form.paf (65 Kb)

[g) Junk E-Mail

""" Hi Dave,

11 ltems

"

ttached are the forms per our discussion

If you want to fill them out with the updated information | will take it from|

[71show all available properties

(o ]

Tnbox: Microsort O | B Exten

UsingSend and File

= =4 —a —a —a 9

April 14, 2010

<PE

ded BenefitsF.. |

Automatically store a copy of a sent email using the Send & File command in the Colligo Send & File toolbar

Select the destination SharePoint location using the Colligo for SharePoint folders in the Outlook folder tree

Filing Advisor suggestions locations based or recently used folders or email conversation.

Contributor automatically extracts email metadata (To, From, Sent, Subject, etc) to similarly named SharePoint columns.
.msg format maintains fidelity of the message, including attachments

Unique SharePoint filename generated based on Sender, Sent, and, Subject

— - - =
J@ H 9 . O Untitled - Message (HTML)

—/ Message Insert Options Format Text Add-Ins

= o 0

E%| D W 1= g

\ ¢ Ee =0 =

Send Settings Paste |B £ U ||éD/ A H% 5_§| Address Check Upload Insert R

& File — Book Mames (& =~
Colligo Send & ...|| Clipboa.. = Basic Text MNames Inclu.. Colligo Attachme

Double-click a folder to Send File

Recent Folders | Folders Used In This Conversation ]

x|

rColligo for SharePoint\B's Beverages - Initiate

Select a Colligo For SharePoint Falderik

= Mailbox - Dave Foster
& [ Colligo for SharePoint
1 B's Beverages - Initiate
|_1 B's Beverages - Project Announcements
3 [ B's Beverages - Project Emails and Documents
B [ Closed Items for 41224
B [ Status Reports
[0 week 1

Copyright 2010 Colligo
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User Guide ¢ Colligo Contributor v4.1 Add-in

UsingCopy Folder

1  Folders and their contents (including sub-folders) from your Mailbox can be uploaded to SharePoint using the Copy folder
command in the Colligo toolbar

1 Acorresponding folder tree is created in SharePoint and the individual emails are uploaded.
9 Contributor automatically extracts email metadata (To, From, Sent, Subject, etc) to similarly named SharePoint columns.
1 .msg format maintains fidelity of the message, including attachments
1 Unique SharePoint filename generated based on Sender, Sent, and, Subject
Copy Cutleck Folder &l
Select Folder to qqu' Select Destination
1 Coligo for SharePoint it = [ Colligo for SharePoint i
|1 Deleted Items [ B's Beverages - Initiate
3 Drafts [ B's Beverages - Project Announcements
3 Inbox [= [ B's Beverages - Project Emails and Documents
[ Junk E-mail [d Closed Items for 4122-4
[ Meeting Responses I [ Email Archive
[ NRC-TRAP [ Reference
[ Outbox = [ To Be Deleted =
[ Patents [ To Be Retained
L Sent Items [ Requirements Documents
= [ Spam = 1 Status Reports
3 Allowed Senders A week 1
[ Blocked Senders [ week 2
3 Quarantine [ Week 3
1 Sync Issues 3 SharePoint 2010 Test Site - Announcements
[ The 451 Group 8 3 sharePoint 2010 Test Site - Correspondence =
Copy Options
Indude topevel folder
[ nclude sub-folders oK

Copyingexisting contentin Cached View

Dragand-drop

Existing content, files or folder structures, can be copied between SharePoint document libraries or folders by a drag and drop
operation. A new copy of the files or folders is created in the destination location and Contributor will prompt for metadata. In cases
where the metadata structure in the destination library is different from the source library Contributor will make a best effort to
match and retain existing metadata values.

April 14, 2010 Copyright 2010 Colligo Networks, Inc. All rights reserved. Page 11 of 18
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Emailing content as an Attachment

Upload Attachment

User Guide ¢ Colligo Contributor v4.1 Add-in @

You can share content with other users by sending them a link (SharePoint URL) to the content rather than an attached file. When

creating an email there is a Contributor toolbar to upload an

item and replace it with a link.

_rt':‘\ H9¢Ce 22 0)° Untitled - Message (HTML) el@| = |
- Message Insert Options Format Text @
=0 % TRIETE 23] @) @ ) Business Card - -

* A x|[EEE) s g = il ¥
B 2 =) (2] D vt Fg '

Paste (B % A |[E = == = Address Check | Attach Attach Upload Insert Rules  Follow Spelling
- J gZ-arEEs Book Mames  File Item Lk Signature - - Up~ -
Clipbaard & Basic Teat Hames Includy / #eBiigo Attachments || Options = | Proofing

To. bevidbsbev.com @
V4 :
.

— = < =
[A«oum-j Subject: :

Accos . - =

S T T——— W &) testingt.docx
Seinaldoc 12K = E —
&
-
Destination Ske:
Sk Nome: | ifie's Beverages
Library: [)Initiate
Folder: 4.0 Test
Choose Destination.
oK | Cancel | g
.

Insert SharePoint URL

You can share content from the cache with other users by using the Insert command. Insert Attachment formats the URL and inserts
it at the top of the body of the email as if it had just been uploaded. Insert Text link inserts the URL at the current cursor location for

inline URLs.

INCELRESS A Dl N Untitled - Message (HTML) =[E] R ]
e Message | Insert Options  Format Text @
@y — ~ ﬂ @] Q — F=HBusiness Card - ﬁ @ Y |E&~ w
’j 23 A ‘ = 3 Calendar ﬁ" ‘ L)
pste (B 7 |- A | [Anates chec || Attaenataen o o0 S0 Upload Insert Rules | Follow | o | spelling
> ook MNames | File Item ignature - up~ -
Clipboard & Basic Text Hames Include 5| colighfttachments || Optians | Fraofing
bev@bsbev.com k
~ | [ Link to SharePoint Content [/ =)
= y —
Subiect =
| | @ gifies Beverages [ dave =
Attached: | 3] Contoso Emalls ) Test 1.doc -
B (i3] Iniate: || Test Ltxt &
[34.0Test B Test 1.xs P
B [14.0.9 ALPHA ) Test 2.doc W
[ EmptyForhow | Test2.txt
(23 Explorer Crash Test B Test 2.ds
[ (3 Metadata Test 3] Test 3.doc
[ MyTestFolder | Test 3.txt
(3 office B Test 3.xs
B CIR32 Test
[ dave
[ TempFiles
(3 wordDocuments
5] Metadata Test Library =
3] Project Emails and Documents
5] Project Ph
Project Tracker
& § Colligo - Sales and Marketing Intranet
34 contributor ¥3.2 Release
34 Contributor v4.0 Release
3 Product Management.
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Attachment Rules

User Guide ¢ Colligo Contributor v4.1 Add-in

Contributor will prevent emails from being sent if the total size of attachments exceeds a defined limit. .If this limit is exceeded then
some attachments may be removed or uploaded to SharePoint and replaced with their URLs. The current limit can be seen with the

Rules command.

o) r v 20 ) Untitled - Message (HTML) N =8| %
S Message Insert Optians Format Text i @
o = =) ﬂ %@, Q 4@1 rﬂsu‘smess(umv ﬁf ﬁ @ Y T‘»‘ fy
Paste 73 (B -z w2 A Anaress Cheac ||PAtan At Upload Insert Rules | Follow | Spelling
E e ook Mames | File Item L Signature - = Up~ %
Clipboard [ Basic Text Names Include Options = || Froofing
| To.. bev@bsbev.com
sed
Account ~ | Subject:
Attached: | ] testingl.doc (12 KBI
&
Colligo Attachment Manager Rule =X M
Your total allowable size for attachments is: m KB
carel
Share Content with other users
Copy SharePoint URL
You can share content with other users by right-Of A Ol Ay 3 2y +y AGSY yR a8t SOGAy3a a/ 2Lk
item(s) are copied to your clipboard and can be pasted into many applications, files, or emails.
Dragand-Drop
Alternatively, for users that do not have access to the SharePoint site it is possible to drag and drop files or folder structures from
the Contributor Cached View into an email, Windows folder, or other suitable application.
Options Format Text
Nte ; Fle Edt View Go Ieo;: é:\l;nl Help quest
Cipbeard T dNew - G & 5 SendRegene - LU F WP D 33 AQ
This message has not been sent] - (8l Refresh Colligo Foiders @ Connect... (3] Syncheonize., "
Mail 4 Client Meeting Documents - Colligo for SharePoint
Favoslie Folders Form Documents > Unksded Documents > Chent Meetng Documents
s I Uploaded Documents
=4 Sent e thes lanes e
: Mad Folders
1) Al Mat Items o S Name
3% \Iul.hcw F.' Coleman _— ﬁ m:n:snu: X
3 3 rom ents -] | - — 2 EdtProerses.
: ‘o::"'"' Me’eﬂt:;"; » L Qpen with Mossht Office Word
i External Laware | e = "Nv Edt weh Moosoft Ofice Word
A Generad Client D
- General Guidebn|
S | DR
) Resesrch Papeny || Rerame
&) Deleted Rems X Qeete
3 funk E-Ma¥ -
il I AN . IR
Allfolders ace up to date. LT Connected to Microsoft Exchange ~
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User Guide ¢ Colligo Contributor v4.1 Add-in

Default Metadata and Prompting Behavior
Contributor allows you to specify default values for metadata. Default values can be set at a document library, or sub-folder level.
The default values support both inheritance and propagation.

Introducing the Metadata Dialog
A sample of the Default Metadata dialog is displayed below. The following table explains the function of the dialog.

1. List Selector Panel

Default Metadata Values

[l cokmns
B Contacts
5 [i5|Doaments

& [ Folder B
@ [31Email

Apply To
smn Defiition  This Folder and subfolders 2
This Folder and subfolders
efinition  This Folder and subfolders
This Folder and subfolders
efinition  This Folder and subfolders 3
This Folder and subfolders :

Default Value Settings

Add, Edit and Remove

[Projects

4. Inherit propagating values from parent
items

5. Clear locally-defined values on all child
items

Inherit propagating values from parent items.

7] Clear locally-defined values on all child items

6. Prompting Behavior

The List Selector allows you to change the List or Subfolder you wish to work with.
NOTE: The List selector is only visible if the dialog is access through the File menu.

List Selector Panel

Default Value Settings = Name The Display Name of the SharePoint column

Value The default value to be applied.

LYRAOIGSE 6KSNB /2y iNRodzi2 NI NBOSA
may take the following values:
9 SharePoint Column definition
1 <notinherited>
Parent Object Namé&his may be the name of a document library of parent
folder.
LYRAOI (G54
¢2Q F2f RSN YI @
This Folder and subfolders
9 This Folder only

Inherited From

6KSGKSNI §KS RSTI dz
G118 GKS F2fft

Apply To gt
GAy3

N Cn

Add, Edit and Remove | This buttons allow you to work with the locally-defined default values.

Multiple items can be selected for removal using the Windows standard Ctrl and Shift selection

modifiers.
Inherit propagating CKA& F2tRSNI gAft AYKSNARG LINBLI I GAYy3 Blddr dzS
values from parent FYR adzo¥2ft RSNBQ NBE LINRLI IFGAy3a @I fdzSa | yR
items When un-checking the option Contributor provides the option to copy inherited values locally.

Clear locally-defined
values on all child items | When settings are applied with this values checked, child-items are reset to inherit values; any user-

specified default values on child-items are cleared.

Prompting Behavior Modify the prompting behavior. The options are:
1 Always: The metadata prompt will be displayed when an item is added
1 Never: The metadata prompt will *not* be displayed when an item is added
9 According to application global settings: Prompting behavior is as defined in the View->
Options dialog
Child-items that are configured for inheritance will inherit this setting.
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User Guide ¢ Colligo Contributor v4.1 Add-in
Accessinghe Dialog
File Menu

The file menu may offer different options according to the flavor of Contributor deployed. The Contributor Control Panel interface
may be accessed by double-clicking the Contributor icon in the system tray.

(@ Celtige Contributor |

(e | e wew e ) '

| Defait Metadsta Vaes... |

Esgeat Gite Corfiguraton. .. | :n'

Ext i

;

i

T e e i "“
Control Panel

* When accessed through the File menu, the Default Metadata dialog includes the List Selector Panel.

Navigation Breadcrumbs

The Default Metadata dialog may be accessed by right-clicking on the navigational breadcrumbs.

uct Demo Site + | [2] Synchronize... | @y, View Sync ssues

Collige Contributor - Product Demo Site > D’EMEDE_LM—i
uments Default Metadata Values. ..

i : —= ]
* Whenaccessed through thereadcrumbsthe Default Metadata dialog does not include the List Selector Panel; the
dialog applies values to the selected list or subfolder.

Context Menus

The Default Metadata dialog may be accessed by right-clicking on a list in the quick launch area or on a folder in the cached view.

l@ Colligo Contributor 3.1 Pro Pro
File Site  Wiew Help
site: g Contributor Product Demo = | [2) synchronize... =, t Demo - | [2) synchronize... - | @ view Sync Issues
— Contributor Product Demo > Docu Contributor Product Demo > Documents
| Documents Documents
Documents :|| Mew = | Upload - | Filter = ? * || New = | Upload - | Filter = View: | All Doculg
|

OEs ] Name

A " Folder 2
Disable Synchronization 5 £ Folder] Open
Enable Synchronization utor_Release_Motes.xd 1 @_]Cnnh'i Rename

Pictu| Filter Synchronization. .. erRelationship_UserIn ] Custo ¥ Delete oo
itandDiscountlist_Uiser! @_]D\sco = 5, docx

s | TR i rEEdEE s InityRelationship_User ? £ @_]Oppor Default Metadata Values. .. |s.docx

= Columns

* When accessed through tlventextsensitivemenus, the Default Metadata dialog does not include the List Selector
Panel; the dialog applies values to the selected list or subfolder.
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User Guide ¢ Colligo Contributor v4.1 Add-in

Synchraizing Content

Contributor offers different user-configurable synchronization processes to ensure data is kept synchronized with SharePoint.
Synchronization runs silently in the background allowing you to continue working with your documents.

Automatic Syichronization processes

Colligo Contributor Options =]

Synchronize on startup
ol Contributor synchronizes cached content when it starts

[V Prompt for properties when adding documents
[FlUse current Windows appearance Synchronize when list is viewed
When you navigate to a list the content is synchronized

Storage [ Configurable Synchronization Options I
Storage location A 3 . .
C:\Users\dnhitehead\AppData\.ocal\Coligo0 | Browse... Synchronized when list is modified

Modifications include changes to the document or metadata
Synchronization
[]synchronize on startup

Enable background synchronization
Contributor synchronizes content periodically. The default sync-
interval is 30 minutes.

[~]synchronize when list is viewed
[¥] Synchronize when list is modified

[¥] Enable background synchronization

Background synchronization interval: 30 minutes

[¥] Automatically download lists to resolve Site Column values

[ OK ] [ Cancel

Manual Synchronization processes
1 Synchronize Specific Site Synchronizes the current site
1 Synchronize Multiple Sites Allows selection of specific sites to synchronize
1 Synchronize All Synchronizes all sites defined in Contributor
1 Synchronize Pending Changes Synchronizes lists containing changed content

(@) Colligo Contributor 3.0 Professional [oll& ==
File Ste View Help
Site: g4 6's Beverages | |[2) synchronize... ~|| @, View Sync Issues
- ’ Synchronize "B's Beverages” Site...
| _L Synchronize Multiple Sites... Hts
Documents -~ Synchronize Al P Elicaton
Synchronize Pending Changes [ View: | All Emails -l
@8 Download New Site... Fom  Project|
* Project Emails and = -
Documents -
= \
. Froject Trackes )] B's Beverages Requirements.... 412
@ Cierit Docs Folder (=) Windows SharePoint Services. . 412:}
Pictures & Windows SharePoint Services... 412i =
= & Windows SharePoint Services... 412:;
e = Celebration Lunch Friday ‘helmut@contoso.com’; barb... Fred Smith |
= Celebration Lunch Friday ‘helmut@contoso.com’; 'barb... Fred Smith 4127
d MetaTags Issue Barb Sankovic Helmut Schuler i
4 Team Meeting Barb Sankovic Helmut Schuler
4 Oustanding Issue Barb Sankovic Helmut Schuler 412;
4 Re: Oustanding Issue Barb Sankovic Helmut Schuler
£ Re: Oustanding Issue Barb Sankovic Helmut Schuler 412
i s I LatestIssue Report Barb Sankovic Helmut Schuler
I Latest Issue Report Barb Sankovic Helmut Schuler 412 _
|| < = n | »
4@ Last Synchronization: 26/02/2008 12:30:44 PM

Full Synchronization

Severalof i KS a8y OKNBYAT FiGA2Yy LINRPOS&aSa Hft2¢g e2dz (2 &aLISOATE wCdA ¢
synchronization additional information is downloaded, this includes definitions for Sites, Lists, Views and Content-Types, etc, plus
other site-content that may not be retrieved during other standard sync processes.
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User Guide ¢ Colligo Contributor v4.1 Add-in @
Pending ChangeSynchronization

You may review content that has changed since the last synchronization by accessing the View->Pending Changes window. For each

item with a pending change you can choose to discard the changes. Discarded changes will be reverted upon the next
synchronization.

Pending Synchronization Changes

(EX2)|
| Name site List Modified Status ]
[ Site: B's Beverages (5)
| @)’ Project.docx §ifie's Beverages [E3)Project Emails and ... 26/02/2008 2:20:59PM  Updiate
| B peleteDomains.xls §ifiB's Beverages (3] Project Emails and ... 26/02/2008 2:20 Update
1l 2% Engagement Management.ppt

\E_] ITI Case Study - short_bwj.doc

34 8's Beverages (i3] Project Emails and ...
) Meta Tags Report.docx

g &' Beverages i3] Project Emails and ...

e
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Configuration

User Guide ¢ Colligo Contributor v4.1 Add-in

Contributor provides easy access to the common configuration options:

(@ Colligo Contributor 3.0 Professional

e ste [vew | teb

ste: g o @y View Sync [ssues

View Pendng Changes...

Documeni 78 Show Fiter Choices

(3 Client Docs Folder

Pictures d  Testing Complete
= 4 Team Meetng Needed
Usts L1 Latest Issue Repoet

=4 Returned Mai
) Meta Tags Report.docx
2

= OpenPr =
Spanfrcjacts &) Project Status Report.docx
)  project Status Report.docx

«|l< i

~ | @y View Sync Issues

| Iroject Emais and Documents

pails and Documents

=1 Re: Oustanding Issue

= Last chance to join 60,000 pe... Barry Jnks

=itz <)

Colligo Contributor Options ]

barbgcon] T

‘barb@con! Storage

Barb Sankof Storage location -

Barb Sanko Ci\Users\dwhitehead\AppData\Local\ColigoO | Browse...

Synchronization

] Prompt for properties when adding documents

" General
: Barb Sanikol
)
3 Re: Oustanding Issue =

Use arent Windows appearance

[] synchronize on startup
Synchronize when lstis viewed
7| Synchvonize when lstis modfied
V] Enable background synchvonization
Background synchronizaton interval: 30 minutes

V| Automatically download lists to resolve Site Column values

o (=

For details regarding the Synchronization options please check the Synchronizing Contergection.

Prompt for properties when adding documents
By default Contributor prompt for metadata when content is added. This option allows you to disable the prompt. If the prompt is

disabled content is uploaded to SharePoint with default metadata.

Use current Windows appearance

{ 6A 00K

/I 2y G NROdzi 2 NDA

'L 6-&nd-feeBaBays WESV3 styleybskarl-feel. Withithe Wikbwis A 2 Y

appearance Contributor will adopt the underlying Windows color scheme.

Standard Appearance

f22]

Windows Appearance

= Project Tracker
[ Client Docs Folder

Name Issue  Status
[ Finandial Statements

[ LE1600_Spec_Us.pdf com...

@) sharepoint v2reve... Test..

= Project Emails and
Documents

* Project Tracker
[aClient Docs Folder

@ Colligo Contributor 3.0 Professional s ==] @ Colligo Contributor 3.0 Professional [EIEIE=]
Fle Ste Vew Hep File Site View Help
Site: g B's Beverages ~ | [ sunchronize... ~ | @y View Sync Issues Site: §iff B's Beverages ~ | [] Synchronize... ~ | @ View Sync Issues
— 8's Beverages > Project Tracker > Cient Docs Folder . Bs Beverages > Project Tracker > Client Docs Folder
EE Project Tracker | = Project Tracker
Documents 4 || Use this library to store forms, reports and emais relating to issues. | Documents | [use this ibrary to store forms, reports and emails relating to issues.
New - | Upload ~ | Filter - View: | ARTssues .../ New ~ | Upload ~ | Filter View: Al Issues -

Name Issue  Status
£ Financial Statements

=) LE1600_Spec_us.pdf  com...

(B4 sharepoint v2revie... Test...

Pictures

Lists

= Open Projects

Pictures

Lists.

* Open Projects

(@ Last Synchronization: 25/02/2008 7:58:43 PM

@ Last synchronization: 26/02/2008 2:10:28 PM

Storage location

You are able to move the Contributor cache to another location.

Automatically downloads lists to resolve Site Column values
Contributor will ensure that data for Lookup columns is also synchronized.
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