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Introduction

ThisUserGuide is designed to serve as a brief overview to help you get staitedle is also information available under the Help
option in the variousContributor interface toolbar. If necessary you can access the Help by launching the Contributor interface from
the System Tray and selecting Heldelp and Support.

If you would like further instructions, please consult the Features listtpt//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 husityeentasts

on the support site that walk you through the main product features. The SharePoint support site can be synchronizedigath Col
Contributor for anytime access, online affline. Pleasdollow the instructions on the home page lttp://support.colligo.com/.

28 K2LJS e2dz Sy2z2eée dzAAy3d (KS LINRBRdzZOGZ FyR L} SlsupSort@plig®dom KS&A G G
Thank You.
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Installing Colligo Contributor
Systems Supported

1 Microsoff’Windows’7 Home PremiumProfessionabr Ultimate.

Microsoft®windows’VistaBusiness; Enterprise or Ultimate.

Microsoft®Windows’XP Home or Professional

Microsoft” Windows 2000 Service Pack 2 or greater

Microsoft Office 200@ 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

Consumesroughly 20MB of disk space, not including content

LT @2dz KFc@S | LINS@GA2dza OSNERA2Y AyadlitSRI (GKS yifgio GSNEAZ2Y
uninstall. This wildlso preserve all of the cachedntent.

=4 =4 —a -8 _a_9a_°a_-»

Application Prerequisites
.NET Framework 2.0
For XP or 200(@leaseensurethe .NETFramework2.0 is installed first (included with Vista). You can check in the Control
Panel > Add/Remove Program
T .NET FrameworB.0
Requiredio support embedding and extraction of metadata from Off2®7 documents.

Outlook Addin Prerequisites
1 Compatible version of Outlook (Outlook 2003 or Outlook 2007)
1 Office 2003 or Office 2007 Primary Interop Assemblies (depending on which version of Office is installed)
1 Microsoft Visual Studio 2005 Tools foffice Second Edition (VSTO 2005 SE) Runtime
1 Microsoft Visual C++ 20 1Redistributable Package

Interactive EXE Install

Download the Colligo Contribut&XEnstallation file to your local computer.

Doubleclick on the installation file to install Qigb 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 ad ensure the prerequisites are installed.
2. Download the Colligo Contributor MSI installation file to your local computer.
3. Doubleclick on the installation file to install Colligo Contributor.
4. Enter your license key.

arONPE

Terminal Server Install
For information on installing in a Terminal Server environment se€tigo Contributor Terminal Server User Guide

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

Notes

Concurrent version installations
Cdligo does*not* supportside-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 asl#tebase is d¢én updated.

q Microsoft® Windows® 2000
Microsoft® Office” 2007 is *not* supported on MicrosotWindows 2000. Contributor does *not* support metadata
embedding and extraction from Offié2007 documents on WindoW&000 systems.
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The Desktop Client
Addinga Site to Contributor

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

UserGuidec Colligo Contributor v4.Pro

f 1'aS GKS a/2yySOG G2 /2y(iNRGdzi2NE 2LIiA2Yy Ay LYGSNYySaG 9ELX 2
i Site-> Download Site menu option
1 Clickthe site selectordreR2 6y | YR aSt{Si0ilsSx&E 26yt 21 R
1 Drag and Drop a URL from IE Into Contributor
¢KS aAYLX Sad | LIINRIOK Aa dzaAiAy3d (GKS a/2yySOG (2 /2y GNRAodzi2NE 2
{GSLI MY L9 ¢22t06F N odzidi2y a/2yySOG G2 [/ 2y idNRKOdzi 2 NE
Navigate to a SharePoint site in Intert®tplorer
/ tA01 GKS 3INBSYy a/2yyS0O0 G2 /2y iNROodzi2NE AO2y 2y (KS G22ft0l NJ
/€ Project Tracker - Windows Internet Explorer [ol[@]==)
@@ v 1@ http://server/bsbev/Issue%20Tracker/Fort 'I‘yl X || Live Search £~
\ M v B v = v [ Page v fJ‘-Toolsvy—i‘

W ‘ (& Project Tracker

[

View All Site Content
Documents

New ~ Upload ~

d Initiate

Step 2: Enter your credentials

B's Beverages > Project Tracker
Project Tracker
:‘ Use this librarv to store forms, reports and emails relating to issues.

Actions ~

@ Help >
,EZ: Send to OneNote

&l Research

(v Connect to Outlook
Yiew: ) Connect to Contributor

Settings ~

Issue

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

credentials.

ﬂ Download New Site

Site: | <ew Site>

http: //server jbsbev
http://ser

URL:

Examples:
Server Authentication

©) Use default credentials
() Use the following credentials:

User name:

Password:

rfworkspace
https: f/secureserver fworkspace

[ Download ]

{ Close

Contributor will access the SharePoint wedrvices and request a list of Lists and Libraries you have access to.

April 14, 2010
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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 syachroniz
You may choose to:

1 Synchronize all document libraries and lists.

1 Synchronize specific lists (described below)
{StS0G GKS fAalta e2dz sAaKk

ety
>
(@]
—_—
>
<
L
ety
ey
u»
(@]

iz {8yOKNRBYATS oeé
Step 3.1: Apply SyHEilters
You may apply a filter to each list to restrict cached content. Available filters are

1 Allfolders or specified folders. All subfolders will also be synchronized.

1 Acollection of Views. Contributor will synchronize all content selected iVaavy.

(@]
w»

¢CKS a{StSOU CAfUSNA T2NI {eyOKNRBRYAIIUA2y¢ LINROSaa Aa akKzga
Select for Synchronization =
D Select Filters For Synchronization =]
Synchronize al document lbranies and ksts
@ Synchronize the following: Disable Synchronization for this Document Library
. “:""" Synchronize Entire Document Library
: ;‘:‘:::;wmw @ Oniy synchvonize content based on the follovang fiters:
Tl Miestones Synchronized Folders
(5 Mopenproecs [Avaiabic rolders | sciectedrolders |
i} L?Progcllmometmeﬂt =1+ 11 (33 /Ctent O Sefect for Synchronization P
[ [l Project Calendar B
[ (L1 Project Emais and Documents = [ Issue Archive Folder Document Libearies and Lists
[F] (2 Project Management Links Bl Status Reports [ add>> | Synchronize all document ibraries and ists
[F] GaiProject Photos @ Synchronize the following:
61 5 poect s —
[C] (s8Resources = [ open Projects
for / 1Progect Amnouncements
& Project Calendar
btk 31Project Emais and Documents
\\% SproctMansgenent s
——m— LTI AN Issues (i) Project Photos
Synchronize Close " 7 opect 3
— o a— Ty Documents
My Issues emove ) 3 Client Docs Folder
[T Project Status 8 Resources
Cooest -1
Step 4: Synchronize content
Contributor synchronizes the selected content.
Synchronization In Progress =]
Site List: Site: §8's Beverages
% §ifiE's Beverages Server: D http:/Jsupport.coligo.combsbev
Synchronization Activity
Current List: g Site Design
Status: Completed successfully.
Received: 140of 14 Sent: 0of 0
Working ...
— [=SJEE=]
— ic Issues
7] Close this wr\dnw\en synchronization completes
— Jient Docs Folder
| ¥_} Project Tracker
Documents |[us store forms, re ‘and emails relating to issues. =
| New ~ | Upload ~ | Filter » View: All Issues =
| Name Issue  Status
[ Financial Statements
R [= Le1600_Spec_us.pdf com...
G ) sharepoint v2 revie... Test...
(3 Client Docs Folder
Pictures
15
Lists
= Open Projects P
@ Last Synchronization: 25/02/2008 7:58:49 PM
Once Synchronization is complete you are ready to start working wéhex content
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Open a document by doublgicking on the item
Rightclick on an item to:

= =& —a —a —a

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

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

Delete content

@ Colligo Contributor Pro 4.0 [P %)
File Site View Help
Site: §ifi B's Beverages ~ | [2) synchronize... ~ | @ View Sync Issues
— B's Beverages > Inttiate
| Initiate
Documents 4 || Use this document library to share and collaborate on project initiation documents, This document library can contain Proposals,
Statements of Work, and Kick Off documents.
= Initiate New v | Upload ~ | Filter ~ View: All Documents ~ || 7]
M " Name Created Testing
4 MyTestFolder 7/9/2009 1:40 PM b
[ EmptyForhlow 7/9/2009 3:20 PM
% s S
58) Gener| S| Edit Broperties... 5/30/2008
Pictures = S A AR ey ]
1 webC| . Open with Microsoft Office Word 7
. 17000 @) it with Microsoft Office Word 5/29/2008
Lists 3 Hello.q — | 5j29/2008
on Tten Emeon| A1 Checkowt | spe0po008 s
" Weng @ Copy SharePoint RL
Bjpaxc{ 1 5/29/2008
||| Eesee Rename 5/29j2008
1 Helmu % Delete

1] _265ep07 12.51,52_Test... 10/18/2007 10:48 PM
4 Helmut Schuler_190ct07 ... 10/18/2007 10:54 PM
L # ~allina_contributar dac 12012008 10:14 Ph1 &

1

(@) Last Synchronization: 7/26/2009 11:22:27 PM

Creating new content
New contentcad S ONBIF G SR o0& aStSOGAy3a GKS abSgée 2LHA2y D
On SharePoint 2007 site content can be created based on cotypattemplates.

April 14, 2010

(&) Colligo Contributor 3.0 Professional folfE@ ==
File Site View Help
site: 4 B's Beverages ~ | [2) sunchronize... ~ | @ View Sync Issues
~ B's Beverages > Project Emails and Documents
e Project Emails and Documents
Documents » || store project emails in here to keep track of communication. |
New ~|| Upload ~ | Filter ~ view:  All Emails || |
B Email (Hidden Fields) To From Project |
* Project Emails and -
Documents @) emai :
= Project Tracker )] Project Status Report ] Create New Project Status Report
[ Client Docs Folder B
[y Folder Site Templates | Other |
Pictures
ojec =l #
Li 4 celebration Lunch Friday ‘helmut@j ProjectStatus
7 4 celebration Lunch Friday *helmut @ Report
=4 Meta Tags Issue Barb Sanl
4 Team Meeting Barb Sanl
L4 Oustanding Issue Barb Sanl
4 Re: Oustanding Issue Barb Sanl
] Re: Oustanding Issue Barb Sanl
" Open Projects | 8 i Latest Issue Report Barb Sanl
I Latest Issue Report Barb Sanl
~ i [
Please enter a name for this new document:
New Document
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Uploading existing content

AAy3a a!LX2FR 520dzySydaé YSydz

Existing content can be added @ontributoro @ & St SO A yaptionit K S
Contributor will prompt for metadata when the document is uploaded.

Gl LX 21 Ré

(@ Colligo Contributor 3.0 Professional o=
Be St Yew tep
Site: §i 5's Beverages ~ | [2) Swevonize... « | @y View Sync Issues oI Project Emails and Documents: New ltem =
— B's Beverages > Project Emals and Documents Document
EE | Project Emails and Documents 3y Meta Tags Report.docx
Documents || store project emails in here to keep track of communicatior J
tew ~ | [Upload ~| Fiter ~ View: | All Emails 1 Folder
Tipe & From Project (= | [oromse... |
* Project Emails and Ga - ‘
Documents |l = Propertes
= Project Tracker &) ssee ‘3\_ Content Type: [Project Status Report B
< Client Docs Folder @ et
. . kin: ), Project Docs - Of |t
e ?T] # -] Meta Tags Report.docx
Al .
=l = 2 Name Date modif... Type Size N
Lists = ‘etvaiion L ridey P 5] Mets Tags Report.docx 5
=1 Celebration Lunch Friday Recent Places E_']Sletus!or Demo.dock
1 Meta Tags Issue S Testdoo .
[ TeamMeetng C
H outnanisae |
4 Re: Oustanding Issue Desktop
4 Re: Oustanding Issue
% OpenFyopcs 1 Latest Issue Report ™
1 |
< Latest Issue Report ‘
vilel i David
Whitehead -m_
Cancel
Computer
. Fie name Meta Tags Report docx -
.
- Fies of type: (A1 Fies ) > Cancel

Upload content with dragand-drop

Alternatively you can drag and drop content ir@ontributorfrom your deskbp. Contributor will accept one or more files or
complete folderstructures for uploadingContributor will prompt for metadata when thigems areuploaded.

(3 Colligo Contributor 3.0 Professional = [Eo| =5
File Site View Help
Site: § B's Beverages ~ | [&) sunchronize... ~ | @ View Sync Issues

B's Beverages > Project Emails and Documents

x|
| = Project Emails and Documents
Documents  |[ store project emails in here to keep track of communication. |
Colligo New ~ | Upload v | Filter ~ {3] Project Emails and Documents: New Item [g\
Contribut...
20008 Type Subject To Document
® Project Emails and
hCts o Latest Issue Report Barb Sankovic E? b Meta Tags Report.docx
] LatestIssue Report Barb Sankovic = fi
® Project Tracker @ 2 6,314 S
S Bocsakier 4 Re: Oustanding Issue Barb Sankovic Folder
Fmaart 7595 4 Testing Complete ‘barb@contoso.com’ ‘u’ / [ [ Browse. J
Xeport.doc
i A E L Team Meeting Needed ‘barb@contoso.com'; ‘fred@ = 5
] LatestIssue Report Barb Sankovic ok
tanding Issue Barb Sankovic Content Type:  |Project Status Report ']
Name =
Meta Tags Report.docx
Meta Tags Report.docx
N Title
% -
Last chance to join 60,000 pe... Barry Jinks
.
SpeaFrojects Project Status Report.docx
Project Status Report.docx
m
. :: (=S . A'Windows Explorer v ,.‘ Project Emarls and ... | #) Colligo Contributor ... f
[ Create ] l Cancel
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Copyingexisting content

Dragand-drop

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

Share Content with other users

Copy SharePoint URL

You can shareontent with other users by rigdt A O1 Ay 3 2y Ly AGSY FyR aStSOGAy3a a/ 2Lk
item(s) are copied to your clipboard and can be pasted into many applications, files, or emails.

Dragand-Drop

Alternatively, for users thatalnot have access to the SharePoint site it is possible to drag and drop files orstaldtures from
the Contributor Client into a Windows folder, a file, or as an attachment to an email.

& Caligo Cortrisutor 12 Pen
B 9= Pev teb

Ste: §ifi 6's Beverages v 3) Serovonae.. - | @ ew Sy sues

2 Beverages > Projgect Emals ard Docarents

Project Emails and Documents

v | cad v Pler « Vs AR Lmath
Sudrmet T From
wal ustanony isse BAD SATRDVC T ST
Rei Oustanding lssue Bard Sankoaic Hedont Schubes
Latest losue Report Bard Sankowvic Helnut Schuler
Latest ksue Report Bard Sanboc Hetnut Schuler
[T Case Saay Felnut Schuer
Re1 Qustanding lssue Bard Sankonic on Gagvd
Testng Corplete D DPCONIIE0 LN 3o O pes
Tears Meetng Needed DD S0 1060 . co| "red P 3o Dwper
Latest sue Repart Bard Sanbowac Jobny Sewth
Bard Sarbon Kale Mool

Exde Byopertes... ‘-"‘"-‘"'

*  Qpen wih Mcromft Ofice Word |
Spen with o» Wor: 18

Last charce 1o jon A 1% S weh Mcrcsslt Office Word boar e terkrg com

7 T re el @ Calvg
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The Outlook Aden
Adding a Site to Outlook

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

UserG

uideg Colligo Contributor v4.Pro

1 1'aS GKS a/2yySOG G2 hdzit221¢é¢ 2LIA2y AY LYyGSNYySid 9ELX 2NBNJ
i Site-> Download Site menu option
1 Clickthe site selectordreR2 6y | YR &St SOG 4526yt 2FR {AlSXE
1 Drag and Drop a URL from IE I@ontributor
¢CKS aAYLX Sad LIINRBIFOK Aa dzaAy3ad GKS a/2yySOG (2 hdzif221¢ 2LIJAZ2
{GSLI MY L9 ¢22t06l N odzidi2zy a/2yySOG G2 hdzif221¢%
Navigate to a SharePoint List or Library in Internet Exploliek theyellowd / 2 Yy SOG (2 hdzif 221¢ A02y 2y {Uf
(€ Project Emails and Documents - Windows Internet Explorer =& ===
@\—/ > ‘Q‘ http://server/bsbev/Project%20Emails/Forms/Allltems.a v‘*" X “Lu‘eSear:h p |

7:3 ke ‘ @ Project Emails and Documents ‘ \

[

B's Beverages > Project Emails and Documents

Project Emails and Documents

[ view Al ite Content
i Documents

| Store project emails in here to keep track of communication.

‘New v | Upload ~ Actions v Settings v

‘ = Initiate

[ Type  subject o From

Step 2: Confirm the connection in Outlook

&l Research

8@ Connect to Outlook

@ Connect to Contributor

) v B v ™ v [:hPage v A_","Toolsvm

" @ Help

[t Send to OneNote

<

Contributor will start Outlook if it is not already running and confirm that you wish to connect the library to Outlook.

Youmay choos&t 02y y SOi

Colligo Contributor Outlook Add-in

GKE/ F OBPERWYhyt AySQ 2NJ
)

Connect this SharePoint list or library to Qutiook?

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

For an introduction to the differedS 06 S 6SSy

4

a h y§ A NS ICentifuRSAdd N ICAb e& SR0Onlinesection of this

document.

You may be prompted for credentials to connect to thar@Roint site.You may use your default Windows credentials, or supply

other specific credentials.

Login to "support.colligo.com” =]

=
WA

@) Use default credentials
") Use the following credentials:

User name:

Password:

Lo ]

( Cancel ]

April 14, 2010
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UserGuidec Colligo Contributor v4.Pro

O 02 hdzuft221¢ LINROSaa Aa aiul NOUSR
AO01 hYZ yI@AIIGS G2 | [Aad Ay LO
Colligo Contributor Outlook Add-in \Y!
[ ) An error occurred while trying to connect this SharePoint list or library
@7 to Outlook. Please make sure your browser is pointed at a SharePoint
list or library, rather than the home page of a SharePoint site.
http://server/bsbev/default.aspx

Step 3: Use the Contributor Adth

2y lboxk¥ 3§
FyR Of A0}

Once Contributor has finished downloading the List definitions the folders are made available in Outlook.
Contributor will build out a tredor the subfolders of the selected document library.

The Online an€ached/iews are presented below:

Cachedview

Fle Edt View Go
>iNew -
Mail

Tools Actions  Help

& G fsendReseve - |

«|[= B

- Project Email

- B0k HAAQ

d

Favorite Folders

Jinbox
2 Unread Mail
3 Sent Bems
Mad Foiders 2 - | Upkosd - | Fiter ~
o ||| veme
223 oo Dae o
olligo for SharePoint

L Bl Archwve

3 Reaurenents Coaments
s prosectdoox

) oseteDomans. <o
B]rgagement Mansgeren
)17 Case Sty -shart .
@) miestone Compieton Rep.

85 Beverages > Project Emaiks and Documents

Project Emails and Documents

- Colligo for Share... || «

avg og-oL

dn o [

21 Fred Srith._195e507 11
1 Fred Smh_180ct07 22.5.
I Searchietworking.com._2,

1 Jobn Srith_22Jan07 12,
1 Hetmut Sehuder_221007
- Hemut Schuler_223n07
) Heimut Schuler 223007

Ceebaton Lunch Frday
Celebraton Lunch Frday
Last chance to 3o 60,000 pe.
Latest e Report

Fred Smith heln
Fred Smith
Searchletworkng.com
3o Smth

Helut Schuler

Helout Schuler

Hebmut Schuer

syseL o tepol §

Latest osue Report
. Latest Issue Report
Vet Tags Issue

Bart ™

A folders are up to date. {3 Connected to Microsolt Exchange ™

Contributor AddIn Cached;vs- Online

Contributor AddL y Fdzy OliA 2y a

Ay (CacRedWa2RSAQX

Ele fdt View Go
iNew +

& G send/Resev

3 4 85 Beverages - roject Emails and.

Tooks Actions  Help
e |6

Online View

c @ @Bk §

d

2

aQ

- Project Email

- Project Emails ...

+ Actons ~

Celebratontunch T
Friday h:

Celebratontnch Y
Fridey

| MetaTagslsme

i’roje& Emails Vanbd bocitments

iegog-oy |+

Settrgs -

2dn on [

swsey 0:hepoy

Helnut Schuler

Al folders ace up to date.

£2 Connected to Microsoft Exchange *

hyt AyS$

by R

If you attempt comect a list to Outlook that has already been synchronizedaohedVlode Outlook will present the SharePoint
View of the list, however the list will remain synchronize€achedode.

Online Mode

Key functionality of Contributor Adith operating irOnline Mode is:

Automatically extract Email metadata (To, From, Sent, Stjlgen)

9 Does not maintain a cache of data
1  Upload content to SharePoint with metadata Prompt
 View the SharePoint site in Outlook
1 Navigate through SharePoint site using Outlook folder tree
1

CachedViode

Key functionality of Contributor

1

1
1
1

April 14, 2010

Adih operating inCachedMode is:

Content is cached providirgffline 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 inCachedViode

Select the folder in Outlook to access the Contributor At@acheeView of the List.

1 TheCachedsiew provides access to the content. Here you can work with your content and perform the actions highlighted
below:

Open a document by doubigicking on the item
Rightclick on an item to:
o Edit the properties (metadata) of the item.

1
1

o Open/Edit a document
0 Check Out; Check In; or Discard Check Out
[0} Rename content
o Delete content
[& Colligo for SharePoint - Microsoft Outlook o~ 3
i File Edit View Go Tools Actions Help Type a question for help -
E - Search address books - (@ H 2) &
idINew - | | 4B | @ Search addr @ @Bk X2 GQ :
Mail « || (3 B's Beverages - Project Emails and Documents - Colligo for Shar... &
s Foltess 2 || B'sBeverages > Project Emails and Documents o |
[ Inbox : - o
5B Unvead Ml Project Emails and Documents &
[ sent Items | Store project emails in here to keep track of communication. B } o
Mail Folders 2 New ~ | Upload ~ | Filter ~ View: By Subject ~/|. 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 BsBeverages - Project Emailsand ) 8's Project.docx Windows SharePoint Services. . 3
24 EI"ER":::"":: ) DeleteDomains. xis Windows SharePoint Services. .. 2
E Sevni Engagement Managemen. .. Windows SharePoint Services... £
(3 To Be Retained Y
3 Requi )i Comg [} Edit Properties... Windows SharePoint Services... 5
&) Deleted Items ) 6's Beverages —_— L4 g
2 Dratts (S [ oos e Fred Smith ‘helr 2
B j"":"E = 14 Fred Smith_1a¢ [/ Edit with Microsoft Office Word Fred Smith helr =
U unk E-Mail = _-_— -
[ﬁ Outbox 1 SearchiNetwork | Check Out SearchNetworking.com Barr s
[F5) RSS Feeds i John Smith_22]  ————————————————— John Smith Bart
(5 sent ttems 4 Helmut Schuler|  Bename Helmut Schuler Bart
S:ILZ SW'“h " ol | = Heimut schuler| % Delete Helmut Schuler Bart
S iz i H - 33%n07 ... Mieta Tags Tssue Helmut Schuler Bart ~
(2 ED W@ @ L n, ] l -
Done This folder is upto date. £ Connected to Microsoft Exchange *

Creating new content irCachedvViode

bSs Oz2yidSyd OFy 68 ONBIGSR 08 aStS80GAYS
On SharePoint 2007 sites content can be created based on cetyfgatemplates

ey
A
u»

GbSgé¢ 2LGA2Yy D

[& Colligo for SharePoint - Microsoft Outlook Rkl
¢ File Edit View Go Tools Actions Help Type a question for help -
i A3New - | @B | 4B [ @ Search address books - @ 2 i @ Back D DA ] =
£ cr Project Status Report 5
Mail «||3 B'sBeverages - Project Emailsang
2 o Site Templates | Other
e Folters 2 || B'sBeverages > Project Emails and Documents L
L Inbox = H A
[g Bircann Project Emails and Documents g
[ sent items Store project emails in here to keep track of communica|
Mail Folders New ~|| Upload ~ | Fiter + Report
2] All Mail items @) Email (Hidden Fields) Libject
= €4% Mailbox - Dave Mackay ) Emai i
= [ Colligo for SharePoint - /
5 [ B's Beverages - Project Emails and B Project tatus Report
3 (23 Email Archive B Foider
[C3 Reference -
3 To Be Deleted Engagemem Managemen...
[ To Be Retained ) ITl Case Study -short b...
(23 Requirements Documents 4] Milestone Completion Rep...
(& Deleted Items 4] 8's Beverages Requireme... B's Beverages Requir
-,% l”’:“‘ I Fred Smith_195ep07 11.... Celebration Lunch Fri = = e 5
(5 Inbox s is ment:
B D00 i Fred Smith_180ct07 22.5... Celebration Lunch Fri| o 1ot 2 name for this new docume
(g Junk E-Mail New Document
(3 Outbox 1] searchNetworking.com_2... Last chance to join 6{
[ RS Feeds £ John Smith_22Jan07 12.... Latest Issue Report —
g-jl Sent Items. [ Helmut Schuler_221an07 ... Latest Issue Report
‘ﬂ \_Jn SW"‘h i Il | = Helmut Schuler_223an07 ... Latest Issue Report Helmut Schuler Bart
""" £ Helmut Schuler_221an07 ... Meta Tags Issue Helmut Schuler Bark ~
(@ L@@ L it | 3
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 @ontributoro @ &St SOGAYy3a GKS a! LJX 21 Ré 2LIGAz2Y
Contributor will prompt for metadata when the document is uploaded.

ile Edit View Go Tools Actions Help Type  question for help z

195108k 9 nd BQ

P 3dNew v i 7 | Y Send/Receive + | [

{31 Project Emails and Documents: New Item [=]

%3]

Mal! I3 B's Beverages - Project Emails and Documents - Colligo for Shary =
Favants Folders 2 || B'sBeverages > Project Emails and Documents (. Network Usage Calauator.xsx
[ Inbox : . S otie ke 2
B8 U i Project Emails and Documents
[ sent items Store project emails in here to keep track of communication. Folder
Mail Folders & New v ||Upload ~ || Filter ~ View: By Subject x|l ‘ 0/ ‘ [B(owse J
2] All Mail Items v || | Name || 3 Upload Documents From To p—
— roperties
= 25¥ Mailbox - Dave Mackay || | (3 Email Archive ContaitTyee: S =
= [ Colligo for SharePoint | | 23 Requirements Documents ontent Type:  (Emal (Hidden Fields) -
=) [ B's Beverages - Project Emails and ) 8's Proj

Name *
Network Usage Calculator.xisx

3 (23 Email Archive
[ Reference
[l To Be Deleted
[ To Be Retained
[ Requirements Documents
@) Deleted Items
[Z| Drafts

&) Deletep| Upload Documents

B engages Lookin: | Project Do - 08 W
[

| 2] Miestor P Name' e modif... Type 5‘28/‘
| E)ps Beve e :

Recent Places

& b A Fred sny ¥ Marketing Datasheet.xisx
i = }’l‘mz"EVMa“ 11 Fred sm| - £21] Capabilities.pptx
(3 Outbox £ search 4] Capabilities Notes.docx
(65} RSS Feeds Ejohnsm  Desktop
[ sent Items I Helmut T>~
= [ i
@ [ Spam v il | & Heimut L1

| EdHelmut{ Dave Mackay
1«

EETEINEIER [ .

-

Done

Computer
[ W

-
Network

Fil name: Network Usage Calculatorxisx -

Flesoftye:  [AlFies () v] [ Cancel |

Using Dragand-Drop

Drag from your Inbox into tk Outlook tree
1 Emails can be uploaded to SharePoint simply by-dradrop 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(dcdhegns
are defined).

.msg format maintains fidelity of the message, including attachments
Unique SharePoint filename generated based on Sender, Sent, and, Subject

== —a

() Inbox - Microsoft Outlook

: File Edit View Go Tools Actions Help Type a questjon for help -

Recycle Bin

 SANew - |81 23 X | GuReply GlReplytoAll G Foward | B2 W | G| @ Seorch addres 53] Project Emails and Documents; New ftem =]
- = Document
_ «
g Mail Inbox 1 Genese Castonguay_19Aug07 21.56.24_The Dally 451 Salesforce...
[ Favorite Folders 2 |[[search inbox ] ;
<< o) - g
b - Bmbox. Arranged By: Date Newest o
Colligo L Unread Mail Folder
Contribut... [ sent items B Three Weeks Ago ‘ﬂ/ ‘ [(Bromse... |
Mail Folders 2 3 Mi ft Custs S t 07/02/2
[ icrosoft Customer Suppol Properties
2] All Mail Items . Confirm your e-mail ad f ) i
> : ContentType: [Email (Hidden Fields) -]
= €5 Mailbox - Dave Mackay A || =4 Windows Live ID 07/02/2
= [ Colligo for SharePoint Welcome to Windows Live ID a

= [ B's Beverages - Project Emails and

= _| Email Archive
e ——
[ To Be Deleted

[ To Be Retained
[ Requirements Documents
(@ Deleted Items

Genesj Castonguay_19Aug07 21.56.24_The Daily 451 Salesforce.c

P Project #
«=l Dgyjd Whitehead 01/10/20
F el LT T 611695, Garry Bradley [ Qione) sz,

i Genese Castonguay 19/08/20
The Daily 451: Salesforce.com adds a portal, Exadel, Egener:

[2) Drafts i David Whitehead 17/08/20
3 Inbox FW g ntributor Information
L@ Junk E-Mail ~ | 3 David Whitehead 13/07/2¢

,,,,, FW: Network us

ocument
(458 I ) 3 @ - § 2 NeTBriefing 05/04/2

ﬁ All folders are up to date. £3 Connected to Micr|

e
Usage Calcu...

e Pro et Emaneand | (@ Inbox - Microsoft O... |
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Drag from your Desktop into the Contribut@@achedview

1

into the ContributorCachedview in Outlook

f
f

Recycle Bin

Colligo
Contribut...

Contributor will prompt for metadata
Contributor uploads the fieand foldersto the selected library

 File Edit View Go Tools Actions

UserGuidec Colligo Contributor v4.Pro @

Filesor Folder structuresanbe uploaded to SharePoint simply by diagd-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] Beverages B's Beverages R ts.
tht 1D ':m - = i1 Fred Smith_195ep07 11.... Celebration Lunch Friday Fred
7
@] -J:REXE-'M” i Fred Smith_180ct07 22.5... Celebration Lunch Friday Fred
setom ¥ = om_2... Last chance to join 60,000 pe... Sear
(B E@ @@ - L 1 I
Done

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

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

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

Help Type a question f —=
o . - o 3] Project Emails and Documents: New Item g2
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

= _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
..'Y‘Z“ Drafts
+* [ nbox
(g} Junk E-Mail

]

v

NEEALEE

@) Engagement Managemen... Wind
4] Milestone Completion Rep... wind
) g's Beverages B's Beverages R S0

[ Fred Smith_195ep07 11.... Celebration Lunch Friday Fred|
1 Fred Smith_180ct07 22.5... Celebration Lunch Friday Fred
= com_2... Last chance to join 60,000 pe... Sear,
g | 5

g B's Project.docx Wln?
] DeleteDomains. xis Win

Name *
Network Usage Calculator. xisx

Project #

Done

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

77 Project Ematls and . T® Colligo for SharePor.
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Drag attachment from an email into the Outlook tree

1 Attachments can be uploaded to SharePoint simply by-dragdrop direct from an email into the Outlook folder tree (or
ContributorCachedView).

1 Contributor will prompt for metadata

1 Contributoruploads the file to the selected library

: File Edit View Go Tools Actions Help
i 3dNew ~ | & 23 X | SuReply ilReplytoAll (2 Forward |85 ¥ | &2 | (@ Sea

Recycle Bin

~ {3 Project Emails and Documents: New Item ==

5= Mail «‘ 2 Ihbox Document
[ Favorite Folders = ) <muitile Fies>
@ = () . & % )5 Extended Benefits Forms - Message (HTML) .H e
[ Inbox )
. Colhg:\ [P Unread Mail ) r— Folder
ontribut... (5] sent Items
- ; FEp— (& | [eronse... |
Mail Folders ) ¥ ) x 237 ||| 8 | | Oa Categ A
e — B ¥ Follow Up ~ Eropestes
2] All Mail Items Reply Reply Forward || Delete k[ o || PRl Content Type:  [PrajectSiatis Repart =
= 5% Mailbox - Dave Mackay to All [~ e-mail~| (3 Markas Nﬁr - Repor
=) [ Colligo for SharePoint Respond Actions Options £l ==y

] Fron: Christa Tayior [Christa@8eanheads.com] Sent:_Tue 2 ;
- 1o Bavid Whitehead

G rerehgallgy |

3 To Be Deleted ¥ .;

[ To Be Retained ek

[ Requirements Docume || Messdeg | =]Heath Enrollment Info.xis (40 KE)

‘@ Deleted Items @MSP R
(2 Drafts
[ Inbox [T™FEFIC Claim form.paf (68 k&)
[ Junk E-Mail

Extended Benefits Forms
—

""" Hi Dave,

Network
Usage Calcu..

ttached are the forms per our discussion [T} show all available properties

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

"

7 Project Emails and ... Tnbox - Microsoft O...

11 ltems

B Etended BenefitsF.. |

UsingSend and File

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 finldleesOutlook 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 Shacdaims.
.msg format mairdins fidelity of the message, including attachments

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

= =4 —a —a —a 9

(On) | H T e Y v " Untitled - Message (HTML)
= :
Message Insert Options Format Text Add-Ins
|

&R T =R AFENCR ¥

Send Settings Paste /B £ U ||éD/ A= £=|| Address Check Upload Insert R
& File F — Book Mames (& <
Colligo Send & ...|| Clipboa.. = Basic Text MNames Inclu.. Colligo Attachme

Double-click a folder to Send File X

Recent Folders | Folders Used In This Conversation ]

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

April 14, 2010 Copyright 201@olligo Networks, Inc. All rights reserved. Pagel5of 29
Not to be reproduced without permission. Learn mdwere www.colligo.com.



UserGuidec Colligo Contributor v4.Pro

UsingCopy Folder

1 Folders and their contents (including stddders) from your Mailbox can be uploaded to SharePoint usingthey folder
command in the Colligo toolbar

1 Acorresponding folder tree is created in SharePoint and the individual emails are uploaded.
1 Contributor automatically extracts email metadata (To, From, Sent, Subject, etc)itarlsimamed 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 [ 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 dr
operation. A new copy of the files or folders is created in the destination locatio€anttibutor will prompt for metadataln cases
where the metadata structure in the destination library is different from the source library Contributor will make a loestaeff
match and retain existing metadata values.
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Emailing content as an Attachment

Upload Attachment

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

UserGuidec Colligo Contributor v4.Pro @

creating an email there is a Contributor toolbar to upload an item and replace it with a link.

= 1
EN\HIC s >3- 07 Untitled - Message {HTML) =8| =
)
> Message Insert Options Format Text L2
can % 5 & @ pus < &
== E) (a8 | ££3 Business Card =
B A wEEE) () s, =t Il 72 :
Paste  |I[B. 7 By A | = 3||IE iE| Address Check | Attach Attach Upload Inset Rules  Follow | Spelling
i 4 LU= a Book Momes | File Item Lk Signature — ees, - Up~ -
Clipboard = Basic Tedt Mames Indlud, /1 Fiblligo Attachments Options = Proofing
Tou bevidbsbev.com 4
. /[ =01
Ceu g
— = < “ =
[Acwunl'j Subject: :
S 4 = k
Atached: | @)ecunat docr 12401 W &) testingt.docx
Seinaldoc 12K - E =
&
-
Destination Ske:
Site Name: | gi8's Beverages
Library: [} Initiate
Folder [34.0Test
Choose Destination.
oK | Cancel | g
.

Insert SharePoint URL

You carshare 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 currerbcatisn for

inline URLs.

April 14, 2010

NECEEESS B N Untitled - Message (HTML) =[E] R ]
e Message | Insert Options  Format Text @
‘3 ) (O ) ﬂ @] Q ;@1 &4 Business Card ~ ﬂf ﬁ @ Y ‘uév w
- 23 3 Calendar L)
pste (B 7 |- A || Address check || Attach Attach 5 Upload Insert Rules | Follow Spelling
- Book Mames | File Item L Signature = up- | § -
Clipboard & Basic Text 5 Hames Include Options | Proofing
bev@bsbev.com
_ | | [ tinkto Sharepoint Content =)
-
subject [ - 3
o | | = gifies Bever [ dave =
Attached: | alc malls ) Test 1.doc -
B (i3] Iniate: || Test Ltxt &
[34.0Test B Test 1.xs &
B [14.0.9 ALPHA ) Test 2.doc W
(3 EmptyForNow | Test 2.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 =
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

Contributor will prevent emails from being sent if the total size of attachments exceeds a defined limit. .If this ko@dd ¢hen
some attachments may be removed or uploaded to SharePoint and replaced wittUtRes. The current limit can be seen with the
Rules command.

Share Content with other users

Copy SharePoint URL

You can share content with otherusersby right A Ol Ay 3 2y |y AGSY |yR a8t SOGAy3a &/ 2Lk
item(s) arecopied 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 fotdezssfrom
the Contributor Caold View into an email, Windows folder, or other suitable application.
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