User Guide — Colligo Contributor v4.1 File Manager

Colliso
CONTRIBUTOR™
File Manager

USER GUIDE

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/Allltems.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/.

We hope you enjoy using the product, and please don’t hesitate to send us questions or provide feedback at support@colligo.com.
Thank You.
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Installing Colligo Contributor
Systems Supported

. Microsoft” Windows 7 Home Premium; Professional or Ultimate.

. Microsoft’ Windows' Vista Business; Enterprise or Ultimate.

e Microsoft Windows XP Home or Professional

e Microsoft Windows 2000 Service Pack 2 or greater

e  Microsoft Office 2000 — 2007 (Office 2003 SP2 or later for InfoPath forms)

e Internet Explorer 6.0 or later

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

e  Consumes roughly 20MB of disk space, not including content

e If you have a previous version installed, the new version can be installed “over top” of the old version without needing to
uninstall. This will also preserve all of the cached content.

Application Prerequisites
e  .NET Framework 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.
e  .NET Framework 3.0
Required to support embedding and extraction of metadata from Office 2007 documents.

File Manager Prerequisites
e  Office 2003 or Office 2007 Primary Interop Assemblies (depending on which version of Office is installed)
e  Microsoft Visual Studio 2005 Tools for Office Second Edition (VSTO 2005 SE) Runtime
e  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.

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.  Enter your license key.

vk wnN

Terminal Server Install
The File Manager is only supported in guaranteed single session Terminal Server environments at this time. 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/Knowledqge%20Base/DispForm.aspx?ID=16

Notes

e  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.

e 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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The File Manager
Adding a Site to Contributor

It is possible to add a site to Contributor in a number of other ways, including:
e  Use the “Connect to Contributor” option in Internet Explorer
e  File->New-> Download Site menu option
e Right Click the site drop-down menu and select “Download Site...”

The simplest approach is using the “Connect to Contributor” option. This process is described below.

Step 1: IE Toolbar button “Connect to Contributor”

Navigate to a SharePoint site in Internet Explorer
Click the green “Connect to Contributor” icon on the toolbar

é Project Tracker - Windows Internet Explorer =8 EoR| |
@@ v ‘g http://server/bsbev/Issue%20Tracker/Fort v I ‘7| X ‘ ’ Live Search pel -
A h = Y | — . 35
D ‘ é Project Tracker | {:}f v i) v @ v | Page v {C; Tools v ﬂ

" @ Help ¥

B's Beverages > Project Tracker
£ 3 7 Send to OneNote
| 1| Project Tracker b
- o i, Research
View All Site Content | Use this library to store forms, reports and emails relating to issues.

Documents

(v Connect to Outlook

1 Connect to Contributor

New ~ Upload ~ Actions v Settings v View:

= Initiate

Step 2: Enter your credentials

Contributor will prompt you to enter your credentials for this site. You may use default windows credentials or enter other specified
credentials.

&8 Download New Site =]

Site: | <New Site> v

URL:  http://server/bsbev
Examples: http:
https

Server Authentication
©) Use default credentials

pace
rfworkspace

() Use the following credentials:

User name:

Password:

[ Download ] [ Close

Contributor will access the SharePoint web-services and request a list of Lists and Libraries you have access to.
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Step 3: Choose the lists to sync

Once Contributor has received the list of Lists you are able to select which Lists you which to synchronize.
You may choose to:
e Synchronize all document libraries and lists.
e Synchronize specific lists (described below)
Select the lists you wish to Synchronize by ticking the box next to the list in the “Select for Synchronization” dialog.

Step 3.1: Apply Sync-Filters
You may apply a filter to each list to restrict cached content. Available filters are
e Allfolders or specified folders. All subfolders will also be synchronized.
e Acollection of Views. Contributor will synchronize all content selected in any View.

The “Select Filters for Synchronization” process is shows below:

Select for Synchronization =]
VSR Select Filters For Synchronization [=]
Synchvonze all document lbranies and Ists
@ Syndvorize the folowiny: " Disable Synchronization for this Document Libeary
- = Synchronize Entre Document Libary.
1 Invoices
B Bl Tty  Ony synchronize content based on the following fiters:
] [ Miestones Syndhvonized Folders
& Topenprogcs
Il [l Project Amaouncements (2 fclent of Select for Synchronization =
[ (S Project Calendar
"] (EaiProject Emaits and Documents = o Document Libraries and Lists
"] (3Project Management Links Add >> 7 Synchronize all document lbraries and lsts
[ GyProject Photos e © Synchronize the following:
o - z
[ EResources [ [Mimiestones
= [ (1) Open Projects
Click the checkbox to enable o disable synchonization for [} EProject Announcements
the specfied ist. y. [ @ Project Calendar I
Chedk Al Uncheck Al \l[ Fiter... ]R i [ (131 Project Emais and Documents:
— N EEEEIT | O Eroect vanagement ks
[syndvonze | e (17 A8 1ssues 1My Doasf T @) Project Photos 3
[ - A .,,» G50 ot s
T,
Tl My Issues 23 Clent Docs Folder
[TIProject Status 7] (85 Resources =
Cick the checkbox to enable or disable synchronization for
the speciied st
e [ crekmr | [ unchekar | [Crite.. |
Step 4: Synchronize content
Contributor synchronizes the selected content.
Synchronization In Progress... oSy
S%e Lot Site: 3 Man ste
% §ifiMain Site Server:  (§1http:/fsupport.coligo.com/bsbey
Sl [ESEEr==)
Current List: )] Project Emals and Documents
Received: 00f0 Sent: 00f 0 'I"”'\m - 2
Working ..
— —
T Description
Cancel | i
& Use this list to record and track project action items.
/] Close this! when syndhvonization conpletes Use this library to store emails related to the Contoso project
e Deliverables Use this custom list to record and track of project deliverables.
More ¥ Expenses Use this custom list to record and track project expenses.
Initiate Use this document library to share and collaborate on project ...
Folders v Invoices Use this custom list to record and track project invoices.
& Recycle Bin Metadata Test Library
@ Colligo for SharePoint Milestones Use this custom list to record and track project milestones.
$3 B's Beverages Open Projects
7] Action Rems Project Use this list to post and review project annou...
(8 Contoso Emails Project Calendar Use this events list to post and review project events such 3 ..
1] Deliverables ‘ 31 Project Emails and Documents  Store project related documentation in here to keep track of ¢...
10 &p Project Management Links Use this link list to share links to sites pertinent to your project.
L) Initiate 1| Project Photos
10 Invoices 3l Project Tracker Use this library to store forms, reports and emails relating to is...
(13) Metadata Test Library SlResources Use this contacts list a5 a central repository of project resourc...
] Milestones
(10 Open Projects
47 Project Announcements
|_d Project Calendar
1 item selected

Once Synchronization is complete you are ready to start working with the cached content.
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Editing content

Open a document by double-clicking on the item
Right-click on an item to:
e  Edit the properties (metadata) of the item.
e  Open/Edit a document
e  Check Out; Check In; or Discard Check Out
. Rename content
e  Delete content

=/ E
@bvlg | B Eeveage T Project Eraik ard Docomentsiy ~ [ %3 searcn 2]
File Edit View Tools Help
& Organize ~
Favorite L Name From Subject *
E Documents AonTe)
#)B's Beverages Requirements.docx John Smith B's Bever:
B Pictures
i 1 John Smith_16Marl0 12.56.32_Latest Is... John Smith Latest Issi|_
A= ) Project Status.docx John Smith Project St
41222 (14)
Fotders Y| 2 Email Archive p
8 B?"E’ages * | [ Requirements Documents
[id] Action Items‘ ) DeleteDomaine e i earu Domain ¢
‘j’ ;°|’_“°’°b|5’“a"5 [AFredSmith | Edit Propetties... Celebratic
1] Deliverables
I s | HHelmutSch  open with Microsoft Office Excel Team Me
&R it A Helmut Sch| Outstand
2 Initiate
M Tvoices I Helmut Sch CheckIn Re: Outsti
(23 Metadata Test Library .| ElHemut sch Discard Check Out Latest Isst
{711 Milestones Sian Gaglan Copy SharePoint URL REOuEY
. (= Jim Dwyer Testing C
(1] Open Projects - 9
&7 Project Announcements EdKate Hoof. S Re: Outsti
7 Project Calendar ] Meta Tags Delete Meta Tag
2] Project Emails and Document: @]Milestone Completion Report.docx Helmut Schuler Milestone +
|=] Project Management Links  ~ | < | n J =
1 item selected
Creating new content
Using the New command
H " 2" B
New content can be created by selecting the “New” option.
On SharePoint 2007 site content can be created based on content-type templates.
o= Q
@bvlu <« Shared Documents » User Guides v |4y I ' Search 2

Edit View Tools Help
Edit Properties...

Open with Microsoft Office Picture Manager Modified
Edit with Microsoft Office Picture Manager ligo Contributor v3.2 Add-In - User... 7/26/2009 2:58 PM
r Check Out ligo Contributor v3.2 Client - User ... 7 009 2:55 PM
ligo Contributor v3.2 Pro - User Gu... 7, 009 2:53 PM
L Copy SharePoint URL sen-filemanager-status.png 7/26/2009 3:45 PM
I R ligo Contributor v3.2 Add-In - User... 7/26/2009 2:58 PM
NSNS ligo Contributor v3.2 Client - User ... 7/26/2000 2:58 PM
Delete ligo Contributor v3.2 Pro - User Gu... 7/26/2000 2:58 PM
New » New Dociment Gu... 7/26/2009 3:06 PM
7/26/2009 3:50 PM
Upload Documents New Folder 7/26/2000 9:21 PM
Close
(8] Calendar
(23] Documentation
[=] Links

[4] Remaining 4.0 Tasks =
[ 3] Shared Documents
(23 BIM Test
[ Licensing
(23 Product Research
(23 R4 Screenshats
(23 R4.0 Datasheet
(23 User Guides
(3 WEA Screenshot Sl 1) i ]

m
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Using the File SaveAs command

The Colligo for SharePoint root location appears in application Save As dialogs which use the standard Windows Explorer tree. Saving
a file into the Contributor location creates a new file and a metadata prompt to request the content type and associated metadata
data completes the creation process.

M
DR
mv|_ﬂ e« B's Be\reragJ b Project Emails and Documents - | 3 | | Search Project Emails and Doc... 0 |

Organize + FE @ |
v Microsoft OﬁiceW: [ Closed Items for 4122-4 ] Milestone Completion Report.docx
|i| £ Email Archive @Project Status.docx
I Favorites [ Requirements Documents @Statusfor Demo.docx
Bl Desktop (L3 Status Reports B testd.docx
| Work @J B's Beverages Requirements.docx @Jtastingl.ducx
@ Colligo for Share 1] B's Project.docx ] testingl - bevs.docx
. . il
.. Documents {E]8's Project2.docx
&) Interim Report.docx
Bl Desktop B Interim Reportb.docx |
3 Libraries i1 Meta Tags Report.dock
ZIENEL M Colligo Contributor vi 1 FileMgr - User Guide.docy] -
Save as type: [Word Document (*.docx) v]
Authors: Add an auther Tags: Add atag
[ Save Thumbnail
' Hide Folders Tools ~ [ Open | [ Cancel

Uploading existing content

Using “Upload Documents” menu

Existing content can be added to Contributor by selecting the “Upload” option:
Contributor will prompt for metadata when the document is uploaded.

[ (= [E st
@vv[m < Shared Documents » User Guides g - I‘f‘ l Search 2|
Edit View Tools Help
New » .
Upload Documents = 2 e difiot
# Upload Documents (=]
Close =
E‘ Pocumments @Uv’ .. « Shared Docs » R4 Screenshots - | $,| | Search pel |
y N | [53) Shared Documents: New Item | = ‘
(% Recently Changed " iews v B New Folder
B Searches Document
Favorite Links Name
E‘ et ‘%R-l-scn-custom-large.psd
- |9) R4-scn-download-site.psd
Folders “)y RecertlyiChianged ?: R4-scn-email-on-desktop.psd Fold —
3 Contributor V3.2 Release &l Recent Phaces 2 R-S-scn-f|lemanager-che(k-inMD {User Guides l [ Browse... ]
8B Contributor V4.0 Release More » @ R4-scn-filemanager-doclibs.psd Properties
€] Announcements Falders v % R4-sen-filemanager-icon.psd
*
{8 Calendar | Shared Docs . | 9 Rd-sen-filemanager-list.psd Name ! :
[5] Documentation ; J Contributor [@ R4-sen-filter-view-content.psd R4-scn-filemanager-doclibs. psd
(=] Links Mail 3 R4-scn-folder-on-desktop.psd Title
) f
(] Remaining 4.0 Tasks |. R3 Picture [@ Rd-sen-infopath-large psd
|3 Shared Documents B R3 Screenshots % R4-sen-manual-sync.psd
\;] BJM Test 1) R4 Screenshots 3 R4-scn-metadata-edit.psd
3 Licensing Ii Snagit @ £ R4-sen-metadata-new.psd
3 Product Research || Storage5 —g' R4-sen-outlook-inbox.psd
(3 R4 Screenshots 5 CallinaNaFualiation 7in v [ i ]
‘? RE0 Dat.asheet File name: R4-scn-filemanager-doclibs. psd v |AlFiles %)
3 User Guides
[ WEA Screenshot Open
Create ] [ Cancel
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Alternatively you can drag and drop content into Contributor from your desktop. Contributor will accept one or more files or

complete folder structures for uploading. Contributor will prompt for metadata when the items are uploaded.

Ei

R4-scn-file.

P T .
@Uv\‘)(ﬁmm Documents » User Guides [ 43 ][ searcn

File Edit VieWh Tools Help

Name
] Colligo Contributor v3.2 Add-In - User
&) Colligo Contributor v3.2 Client - User

&) Colligo Contributor v3.2 Pro - User Gu.
EH]R4-scn-filemanager-status.png
2 Colligo Contributor v3.2 Add-In - User

Documents

J} Recently Changed

Colligo Contributor v3.2 Client - User
T Colligo Contributor v3.2 Pro - User Gu
&) Colligo Contributor v4.0 Pro - User Gu.,

i) Shared Documents: New Ifsm

o e

Folders 3} Rd-scn-filemanager-check-injpg
3 Contributor V3.2 Release + | IR4-sen-filemanager-upload.jpg
3 Contributor V4.0 Release AN scn-filemanager-new.jpg
£ Announcements EJ]R4N¢n-filemanager-drag jp
78 Calendar
(5] Documentation £
=] Links

2] Remaining 4.0 Tasks
(23 Shared Documents

Document

Gy s flemanager-chedn.psd

Folder

3 JUser Guides Bromwse...

Properties.

Nome *
Ra-scr-filemanager-chack-n.psd

Copying existing content

Drag-and-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.

Share Content with other users

Copy SharePoint URL

You can share content with other users by right-clicking on an item and selecting “Copy SharePoint URL”, URLs for the selected
item(s) are copied to your clipboard and can be pasted into many applications, files, or emails.

Drag-and-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 File Manager into a Windows folder, a file, or as an attachment to an email.

March 18, 2010

Copyright 2010 Colligo Networks, Inc. All rights reserved.
Not to be reproduced without permission. Learn more here www.colligo.com.

Page 8 of 13



User Guide — Colligo Contributor v4.1 File Manager

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.

deb s 1. List Selector Panel
{ 2
vall Apply To
[l columns Yes niton  This Folder and subfolders .
ﬁzuntads This Folder and subfolders 2 Defau It Value SEttIngs
(5] Documents. Stage Draft inition ~ This Folder and subfolders
[l = Folcer ] state FYL 8§ This Folder and subfolders
[ Folder B Status Draft g sharePoint Column Definiton  This Folder and subfolders B
o [ Email To §4 sharepoint Column Definition  This Folder and subfolders 3 Add’ Edlt and Remove
[Projects
4. Inherit propagating values from parent
items
Lo 5. Clear locally-defined values on all child
Inherit propagating values from parent items. .
[ Clear locally-defined values on all child items items
6. Prompting Behavior
List Selector Panel 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.

Default Value Settings Name The Display Name of the SharePoint column
Value The default value to be applied.
Inherited From Indicates where Contributor receives this value from. The ‘Inherit From’ column

may take the following values:

e  SharePoint Column definition

e  <notinherited>
Parent Object Name. This may be the name of a document library of parent
folder.

Apply To Indicates whether the default value may be inherited by a subfolder. The ‘Apply
To’ folder may take the following values:
e  This Folder and subfolders
e  This Folder only

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 This folder will inherit propagating values from the parent item. Values specified with ‘This Folder
values from parent and subfolders’ are propagating values and may be inherited.
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:
e Always: The metadata prompt will be displayed when an item is added
e Never: The metadata prompt will ¥*not* be displayed when an item is added
e 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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Accessing the 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.

1,44 Coge Contributor
e | S jew Help
| oefaimmanadens vaes
Expaort e Confguraton. .. e
e
Ext

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

Context Menus

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

Falders v T Colliga ¢
I .
Aﬂ:ﬁ Contributer V4.0 Release o -__F]Eo::fgo E
€7 Announcements @jcollfgo(
E olligo
B Caentar Scaiga P—
3] Documentation K - 1n.. &~ | -
& Links EH]File Man MName Madified
- IgﬂR-lfscrra
¥ ini - 2009 3:57 P
a 2 ::mammg = Bl R-scn-c Cali Open /2000 5:57 PM
ERishare Collapse cn-f . .
> BIM e W | PR Copy SharePoint URL /2000 5:57 PM
> [ Licel Disable Synchronization et g 3 R4 /2000 5:57 PM
sl Prad o Epable Synchronization en-f 3 R4 Rename /2000 5:57 PM
g E :i; Filter Synchronization... cn-f [T Us Delete /2009 2:39 P
[+ 3 g .
> [ User Copy SharePaint URL j" e . Default Metadata Values... _.-.2009 537FM
B3 WE cn-c AWl /2009 5:57 P
. £ Wha Default Metadata Values... cn-c rﬁTeu-at Required far CAM.docx 4/29/2000 3:57 PM
T T TERTTRTAa e e om - e ,anan e emAAA A A AR

* When accessed through the context-sensitive menus, 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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Synchronizing 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 Synchronization processes
Colligo Contributor Options =]
‘ Synchronize on startup

Contributor synchronizes cached content when it starts

General

[¥] Prompt for properties when adding documents synchronize when IiSt is vie WEd

[T]Use current Windows appearance When you navigate to a list the content is synchronized

Storage l Configurable Synchronization Options . .. e

o oo Synchronized when list is modified
C:\Users\dwhitehead\AppData\Local\CollifoO | Browse... Modifications include changes to the document or metadata
Syl Enable background synchronization

"I synchronize on startup Contributor synchronizes content periodically. The default sync-
[T} synchronize when list is viewed interval is 30 minutes.

[¥] Synchronize when list is modified
[¥] Enable background synchronization

Background synchronization interval: 30 minutes

[¥] Automatically download lists to resolve Site Column values

[ OK ][ Cancel Aopl

Manual Synchronization processes
e Synchronize Multiple Sites: Allows selection of specific sites to synchronize

e  Synchronize All: Synchronizes all sites defined in Contributor
e Synchronize Pending Changes: Synchronizes lists containing changed content
File | Site | Wiew Help
\Synd 3 Synchronize Al Fa

| Issul 3y Synchronize Pending Changes

3

Manage Sites. ..

Full Synchronization

Several of the synchronization processes allow you to specify ‘Full Synchronization”. When Contributor performs a full
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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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.

DeleteDomains. xls
Engagement Management.ppt
\E_] ITI Case Study - short_bwj.doc
) Meta Tags Report.docx

Pending Synchronization Changes ==
| Name Site: List Modified Status &

Elsite: B's Beverages (5)
| ) &'s Project.docx §8's Beverages (i3] Project Emails and ... 26/02/2008 2:20:59PM  Update

3 6's Beverages (53] Project Emails and ...

34 8's Beverages (i3] Project Emails and
g &' Beverages (i3] Project Emails and ... 26/02/2008 2:20:59PM  Update
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Configuration

Contributor provides easy access to the common configuration options:

(@ Colligo Contributor 3.0 Professional =3 o8 =<
Be St | Vew | Heb
ste: gis] G View Synclssues o+ | @y View Sync Issues
| kosect Emais and Documents
VewpendngChanges-.  pails and Documents
"Documen{ “8 Show Eiter Choices \ here to keep track of communic
Refresh = e Colligo Contributor Options =2
| To
* Project ENEEG" e S
s Issue Report Barb Sankof el
3 Latest & Barb Sanko
* Project Tracker @_] ¥|Prompt for properties when adding documents
Cl Folde
A1k Fls 4 Re: Oustanding Issue = Use aurent Windows appearance
Pictures 4 Testing Compiets [—— Y
= = Team Meetng Needed “barb @con! Storage
Uists I LatestIssue Report Barb Sanko Storage location . -
1 Re: Oustanding Issue Barb Sanko C:\Users\dwhitehead\AppDatalLocal|Coligo | Browse...
" Re:Oustandnglse | BarbSanko
=4 Returned Mai Barry Jinks Synchronization
) Meta Tags Report.docx [Flsynchronize on startup
L)
< Synchronize when lstis viewed
i Last chance to joi 60,000 pe.. Barry Jrks i
* Open Projects | @) Project Status Report.docx V| Synchronize when st is modified
) Project Status Report.docx V] Enable background synchronization
«|le m
Background synchronizaton interval: 30 minutes
¥) Automatically dowrioad lists to resolve Site Column values
o (=

For details regarding the Synchronization options please check the Synchronizing Content section.

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
Switch Contributor’s Ul between a Windows application look-and-feel and a WSSv3 style look-and-feel. With the Windows

appearance Contributor will adopt the underlying Windows color scheme.

Standard Appearance Windows Appearance
@ Colligo Contributor 3.0 Professional [EE]E=] @ Colligo Contributor 3.0 Professional [==E]=]
fle Ste Vew Help File Site View Help
Site: g4 B's Beverages - | [ sunchronize... ~ | @ View Sync Issues Site: §if B's Beverages - | [2) Synchronize.. « | @ View Sync Issues
— B's Beverages > Project Tracker > Client Docs Folder - B's Beverages > Project Tracker > Client Docs Folder
EE Project Tracker BT Project Tracker
Documents | [use this lbrary to store forms, reports and emais relating to issues | Documents ] [use ths lbrary to store forms, reports and emai relating to issues
New ~ | Upload - | Filter View: | All Issues =) m)| New ~ | Upload « | Filter ~ View: AllIssues -lim
Name Issue  Status Name Isswe  Status
- il
5 :‘En;ﬂ;a\ SBEZ\SEH':F Brcjest el and £ Financial Statements
= Project Tracker s, p-s‘:e;— Z :’"‘t * Project Tracker LEIE00. oec A5 pdf. com:,,
N G o ok arePoint v2 revie... Test... e e ok 8 sharePoint v2 revie... Test...
Pictures Pictures
Lists Lists
= Open Projects L = 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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