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INTRODUCTION

This User Guide is designed to serve as a brief overview to help you get stdmee.is also

information available under the Help option in the various Contributor interface toolbars. If necessary
you can access the Help by launching the Contributor interface from the System Tray and sdigpting
>Help and Support

If you would ke further instructions, please consult the Features list at
http://support.colligo.com/Lists/Features/Allltems.asmhere you will find a complete list of features
by product along wh instructions for use. Yocanfind a number okcreencastsn the support site that
walk you through the main product features. The SharePoint support site can be synchronized with
Colligo Cotributor for accesat any time online oroffline. Please follow the instructions on the home
page athttp://www.colligo.com/support/.

Please senduestionsandfeedbackio support@colligo.com

29/07/2011 Copyright 2011 Colligo Networks, Inc. All rights reserved. Page3 of 34
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TECHNICAREQUIREMENTS

Systems Supported

Microsoff® Windows 7 Home PremiumProfessionabr Ultimate

Microsoff®Windows’ VistaBusiness; Enterprise or Ultimate

Microsoft®Windows$”XP Home or Professional

Microsoft Office2003¢ 201QOffice 2003 SP2 or later for InfoPath forms)

Internet Explorer 6.0 or later

SharePoint Server 2010, MOSS 2007 and SPS 2003; SharePoint Foundai&s4ad or 3)0
SharePoint 2010 Online (Office365) and BPOS

Consumesoughly 20MB of diskpace, not including content

If you are running a previous version, the new version can be installed over top of the old
version without an uninstall. This also preserves all of the cached content.

= =4 =4 =4 -4 =9

=a =4

Application Prerequisites
1 Microsoft® .NET framework 3.51Rime

Outlook Addin Prerequisites

1 Compatible version of Outlook (Outlook) 2007 or 20083
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 SecontioBdiVSTO 2005 SE) Runtime
1 Microsoft Visual C++ 20(P 1Redistributable Package
29/07/2011 Copyright 2011 Colligo Networks, Inc. All rights reserved. Paged of 34
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INSTALLINGOLLIGGIONTRIBUTOR

Colligo provides both an .exe installer and an .msi installer for Contributor.

There are different installer packages dependent on whickigarof Office you have installed:
1 For 32bit Office, use the x86 installer

1 For 64bit Office, use the x64 installer

EXE Installer

This installer package is an executable file with the following key features:

1 Supports interactive install only (does rsatpport silent install)

1 Automatically installs software prerequisites (downloaded from www.colligo.com)
1 Not customizable

Interactive EXE Install
NOTEMicrosoft Outlook must be closed for the installation to be successful.

1. Doubleclick the installation file.

2. Prerequisites are downloaded and installed.

3. Enter your license key.
Colligo Contributor can be set to launch at Windows Start Up. This enables the background
synchronization to start automatically.

MSI Installer

The M$installer package has the following key features:

9 Supports silent and interactive installs

9 Does not install prerequisiteghese must be downloaded and pmestalled
1 Customizable

Interactive MSI Install

NOTEMicrosoft Outlook must be closed for the taiation to be successful.

1. Ensure prerequisites are installed.

2. Doubleclick the installation file.

3. Enter your license key.

Terminal Server Install

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

ConcurrentVersionInstallations

Colligo does not supposide-by-side installations, running multiple versions or different versions of
Contributor.

VersionReversion/Downgrading

It is not possible to revert to an earlier version of Contributor after upgrading as the database is often
updated.
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THEDESKTORLIENT
Adding a Site to Contributor

It is possible to add a site to Contributara number of ways, including:
1 Use theConnect to Contributooption in Internet Explorer

1 Site > Download Sitenenu option

f Click the site selector dregown and seleck 2 gy f 2 I R
1 Draganddrop a URL frormternet Explorerinto Contributor

Using theComect to ContributorOption

1. Navigate to a SharePoint site in Internet Explorer
2. Click the greei©onnect to Contributoicon on the toolbar

- B's Beverages > Project Tracker
| ;—_ﬂ Project Tracker
[ view Al site Content
Documents ‘ New ~ | Upload ~ Actions v
= Initiate ‘ el

“ Use this library to store forms, reports and emails relating to issues.

Selnoe Ml ) Connect to Contributor

é Project Tracker - Windows Internet Explorer E@@
@@ v ‘é http://server/bsbev/Issue%20Tracker/Fort v | 4f| ¢ | ‘ Live Search pel =
A\ { > — »
W ke ‘@ Project Tracker oo~ v (= v ;2 Page v {(f Tools v ﬂ
" @ Hep -

Lt Send to OneNote
&, Research
(v Connect to Qutlook

ColligoContributor Pro

{ A0 SX

3. Contributor prompsyou to enter your credentials for this site. You may use default windows
credentials or enter other specified credentials.

ﬂ Download New Site

(=]

Site: [<New Site> v]

URL:  http://server/bsbev

rfworkspace
reserver /workspace

Examples: http://s
https: //

Server Authentication
©) Use default credentials

() Use the following credentials:

User name:

Password:

[ Download ] [ Close ]

4. If the site you are connecting to is an Office365 site, a prompt for your Office365 credentials

displays:

29/07/2011
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@) http://benhenderson.sharepoint.com)/ Elﬂ‘ﬂ—hj
J Mw(m@of!
0 Office 365

Microsoft Online Services 1D:

Password:

Forgot your password?

[¥] Remember me
[C] keep me signed in

Don't have a Microsoft Online Services 1ID?
Use a Hotmail account to sign in

Show saved Microsoft Online Services IDs

22011 Microsoft Corporation | Privacy | Legal

Contributor accesssthe SharePoint wekervices and requesa list of Lists and Libraries you have
access toOnce Contributor has received the Jigbu are able to select whidsts youwant to
synchronize.

Synchronizing Lists
You may choose to:
1 Synchronizelhdocument Ibraries and lists
1 Synchronize specific lists (described below)
Select the lists you wish to Synchronizechgckinghe box next to thdist in theSelect for
Synchronizatiordialog.

You may apply a filter to each list to restrict cacleedtent. Availabldilters are:
1 All folders or specified foldersll subfoblers will also be synchronized
1 A collectionof Views;Contributor synchronizgall content selected in any View

TheSelect Filters for Synchronizatigerocess is showhelow:

| Select for Synchronization =

Document Ubraries and Lists e =
Select Filters For Synchronization =
Synchronize all document lbranes and Ists.
© Synchronize the following: Disable Synchonization for this Document Libeary
o = Synchronize Entire Document Library

T 1nvoices
) Only synchronize content based on the following fiters:

3] Metadata Test Lbrary
N tcstonis Synchvonized Folders
7| 1l Open Projects. !
EProject Announcements a/ (2 fctent O Select for Synchronization bg

lProject Calendar 3]
3| Project Emais and Documents = 3 Issue Archive Folder

JProject Management Links B status Raors Add >> Synchronize all document ibraries and ists
] Project Photos @ Synchronize the following:
IE Sl -
— 1] Milestones
dResources n
e < =) 11l Open Projects
 the ch ; P

Document Libraries and Lists

st / { \::D)ez::m"mz\crehe’\b:
cmb N e e
m P \ 1] Al Issues 7] My Doau (i) Project Photos.
e asrodpsv Leader [E‘ ] v JJMy -
e [ cnedcm uncheck Al | [ Fiter... |
Contributor synchrorzes the selected content.
29/07/2011 Copyright 2011 Colligo Networks, Inc. All rights reserved. Page7 of 34

Not to be reproduced without permission. Learn matevww.colligo.com.



Synchronization In Progress
Site List:

Site: i 8's Beverages

% §ifiB's Beverages

Server: {32 http://support. coligo.com/bsbev
Synchronization Activity

Current List: g Site Design

Status: Completed successfully.

Received: 14of 14 Sent: 00f 0

Working ...
-

Cancel
[¥] Close this wlndow\en synchronization completes

pe Issues

| @ Project Tracker

ient Docs Folder

Use this library to store forms, reports and emails relating to issues.

| New ~ | Upload ~ | Filter +

View: All Issues =l

Documents \ B

= Project Tracker
[ Client Docs Folder

| Name
| 2 Finandial Statements
|

= LE1600_Spec_us.pdf

Pictures

m

Lists.

= Open Projects

Issue  Status

com...

| @) sharepoint v2revie... Test...

@ Last Synchronization: 25/02/2008 7:58:49 PM

ColligoContributor Pro

Once Synchronization is compley®u are ready to start working withached content

Editing conte

nt

1. Open a document by doubidicking on the item
2. Rightclick on an item to:

= =4 48 -4 -

Edit the properties (metadata) of the item
Open/Edit a document
Check Out, Check In, Discard Check Out
Rename content
Delete content

@ Colligo Contributor Pro 4.0

(5. S

File Ste Yiew Help

Site: 3 B's Beverages

=
e |

~ | [2) synchronize... v | @ view Sync Issues
B's Beverages > Initiate

Initiate

Documents

>

= Initiate

Pictures

m

Lists

Use this document library to share and collabarate on project initiation doc
Statements of Work, and Kick OFf documents.

uments, This document library can contain Propasals,

L _265ep07 12.51.52_Test... 10{18/2007 10:48 PM
1 Helmut Schuler_130ct07 ... 10{18/2007 10:54 PM

1

L) Callinn._Cantributar do 12012008 10:14 PH

Mew v | Upload v | Filter View: All Documents ~ | ]
Name Created Testing
L MyTestFolder 7192009 1:40 PM s
[ EmptyForhiow 7/9/2009 3:20 PM
S Cr i 008
E_] Gener/SA4 Edit Properties... 5/30/2008
w,  Open with Microsoft Office Word
w,  Edit with Microsoft Office Word 5/29/2008 ‘
5/29/2008 |
) Check Out 512912008 =
Copy SharePoint URL
5/29{2008
z I sf29/2008
Delete

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

29/07/2011
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Creating New Content

New content an be created by selecting tiew option.
In SharePoint 200 &ite content can be created based on contge templates.

@ Colligo Contributor

3.0 Professional

UploadingExisting Content

Using Upload Documents Menu

=lfEEs
File Site View Help
site: §iff B's Beverages ~ | [2) sunchronize... ~ | @y View Sync Issues
— B's Beverages > Project Emails and Documents
| Project Emails and Documents
Documents 4 || Store project emails in here to keep track of communication.
New ~ || Upload ~ | Filter ~ view: | All Emails ~||.m
@] Email (Hidden Fields) To From Project
= Project Emails and : e
Documents @] Emai — "
® Project Tracker i) Project Status Report ] Create New Project Status Report
(3 Client Docs Folder ; —
[ Folder Site Templates | Other |
Pictures
[
Lists 4 celebration Lunch Friday ‘helmut @ Project Status|
4 Celebration Lunch Friday *helmut@ Report
£ Meta Tags Issue Barb Sanl
L Team Meeting Barb Sanl
4 Oustanding Issue Barb Sanl
2 Re: Oustanding Issue Barb Sanl
4 Re: Oustanding Issue Barb Sanl
* Open Projects 4 Latest Issue Report Barb Sanl
4 Latest Issue Report Barb San
Please enter a name for this new document:
New Document

ColligoContributor Pro

Existing content can be added @ontributorby selecting theJploadoption. Contributor promps for
metadata when the document is uploaded.

29/07/2011
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(@ Colligo Contributor 3.0 Professional =2y
Be Ste Vew Hep
Site: i 8's Beverages v | [2) sunchronize... ~ | @y View Sync [ssues 2l Project Emails and Documents: New Item
— B's Beverages > Project Emals and Documents Docieent
| - Project Emails and Documents {3 Veta Togs Report.docx
Documents Sl store project el e traick of communicalion j
New View: All Emails = |l Folder
Type |3 Upload Documents T From Project ‘ =T [ Browse... |
* Project Emais and ca N\
Documents. ] Propertes
 ProctTracker & FH Content Type: [Proec stas Repert g
& Client Docs Folder @_]
B in: |, Project Do - on |k
Bctires ) i e Meta Tags Report.docx
&) - Name Date modif... Type Size -
st | Celebration Lunch Friday -t 5] Meta Tags Report.d S
5 camstun Linchrran Recent Places @) tatus for Demo.docx =
4 Meta Tags Issue S Testdocx .
= Team Meetng .
B Oustaring ame |
=4 Re:Oustanding Issue Desktop
=4 Re: Oustanding Issue
2 Openroecs 2 LatestIssue Report ™
< LatestIssve Report §
Vil i David
Whitehead
Create cancel |
A
Computer
= Fie name Meta Tags Report docx -
.
.-.' Fies of type: (A Fies ) - Concel |
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Uploading Content with Drag-and-Drop

Alternatively you can dragand-drop content intoContributorfrom your deskop. Contributor accepts
one or more files or complete folder structures for uploadi@gntributor promps for metadata when
the items areuploaded.

g‘ @ Colligo Contributor 3.0 Professional

’ . Fi i Viey )

Recycle Bin e tD )

site: §Hi B's Beverages ~ | [2) sunchronize... ~ | @y View Sync Issues
B's Beverages > Project Emails and Documents

@ e Project Emails and Documents
m Documents

# || store project emails in here to keep track of communication. p
. Colligo | New ~ | Upload ~ | Filter ~ 3} Project Emails and Documents: New Item =]
tribut... r
il Type Subject To Document
® Project Emails and 0
it il Latest Issue Report Barb Sankovic G2 Meta Tags Report.doc
L LatestIssue Report Barb Sankovic = f -
*® Project Tracker @
32 Cli Fol
e SR 21 Re: Oustanding Issue Barb Sankovic Folder
;V'1Et;T‘J395 - Testing Complete ‘barb@contoso.com’ ‘u / ‘ [ Browse... ]
Report.docx
&h £ L Team Meeting Needed ‘barb@contoso.com’; 'fred@ <
~— ) Properties
Lists M| Latest Issue Report Barb Sankovic -
- standing Issue Barb Sankovic Content Type: [Pro]ect Status Report ']
T
anko: R
Meta Tags Report.docx
Meta Tags Report.docx
2 k Title
S I
Last chance to join 60,000 pe... Barry Jinks
e = Project Status Report.docx
Project Status Report.docx
i
1 ®C f A'Windows Explorer Sz Project Emarls and ... | ) Colligo Contributor ...
Create ] [ Cancel
29/07/2011 Copyright 2011 Colligo Networks, Inc. All rights reserved. PagelOof 34
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CopyingExisting Content

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

Sharing Content with Other Users

Copy SharePoint URL

You can share content with other users by rightking on an item and selecti@ppy SharePoint URL
The URLSs for the selected item(s) are copied to your clipboard and can be pasted into many applications,
files, or emails.

Dragging-and-Dropping

Alternatively, for users that do not have access to the SharePoint site, it is possible tardkdgop
files or folder structures from the Contributor Client into a Windows folder, a file, or as an attachment to
an email.

& Caligo Cortributor 12 Pro
Be 9% Pev teb

Ste: §ifi 65 Berages v 2] Serovonae .. - @ Wew Syrc s

H2 Beverages > Progoct Emals ard Docarents

Project Emails and Documents

v | ad v Pler « Vien: AR Lmath

pw  Subyect
) e USTINON ssue

Case Sasy
Ret Qustanding lssue
Testng Corglete DADSCNIosD oo
Tears Meetng Needed Db S0 sd oo "Ped @
Latest lsue Repart Bard Sanbovc
Re: Oustandng Iy Bard Sarbonv
£t Propertes..
w Qpen with Mcrosoft OFice Word

Last charce 15 jon A 1) Edt weh Mcrossft Office Word
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THEOUTLOOKADD-IN

Adding a Site tadOutlook
It is possible to add a site to Contributor in a number of ways, including:
1 Use theConnect to Outlooloption in Internet Explorer
1 Site > Download Sitenenu option
| Click the site selector dregown and selec6 2 syt 2 R { A (i SX
1 Draganddrop a URL fronnternet Explorerinto Contributor

Internet Explorer Toolbar Connect to Outlook Button

1. Navigate to a SharePoint List or Library in Internet Explorer
2. Click theyellowConnect to Outlookicon on the toolbar

é Project Emails and Documents - Windows Internet Explorer E@@
@U % ‘E http://server/bsbev/Project%20Emails/Forms/Allltems.a V! +s ‘ X ‘ ’ Live Search bl =
%) i I = N 5
¢ 4 | @ Project Emails and Documents | ) v B v @ v [ Page v () Tools v H
= B's Beverages > Project Emails and Documents @ Help i
| ;Jj Project Emails and Documents £ Send to OneNote
L B o . - &, Research
View All Site Content | Store project emails in here to keep track of communication. u e Oulaok
Documents - - i - i - =
1 Lew Jplond Seioos Settnes (@ Connect to Contributor
= Initiate | Type  Subject Fron P
I

Outlooklaunchesijf it is not already runningand confirnsthat you wish to connect the library to

Outlook.
3. You may choosetconnect the LisDnlineor Cached

& b
Colligo Contributor Outlook Add-in @J

I C ) 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 Emails Forms/Group by Project.aspx

[1Enable local caching for this list or library

4

For more information, se€ontributor Addin Cached vs. Online

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

Login to "support.colligo.com” [%=]

i \

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

User name:

Password:

[ OK ] ( Cancel ]

If the site you are connecting to is an Office365 site, a prompt for Office365 credentials displays:
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@) http://benhenderson.sharepoint.com)/ Elﬂ‘ﬂ—hj
13 e
0 Office 365

Microsoft Online Services 1D:

Password:

Forgot your password?

[¥] Remember me
[C] keep me signed in

Don't have a Microsoft Online Services 1ID?
Use a Hotmail account to sign in

Show saved Microsoft Online Services IDs

22011 Microsoft Corporation | Privacy | Legal

If the Connect to Outlookprocessstartson a page that does not relate to a SharePoint, lthet
following message displays:

Colligo Contributor Outlook Add-in =]

y ~ \ An error occurred while trying to connect this SharePoint list or library
@ 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

4. QickOK thennavigate to dist in IE and clickonnect to Outloolkagain.

Once Contributor has finished downloading the Listrdifins, the folders are made available in
Outlook.Contributor builag out a tree for the subfolders of the selected document library.
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Contributor AddIn Cachedvs.Online
Contributor Addin functions in twanodes:Online andCached

If you attempt conect a list to Outlook that has already been synchronizeddanohedviode, Outlook
displayghe SharePoint View of the liddowever, the list remairs synchronized irCachedviode.

The Online an€achedriews are presented below:

Cachedview Online View

Colligo for SharePoint

B's Beverages - Project Emails and Documents

B's Beverages
Bcwmgcs

| 3 Project Emails and Documents

oster 54 Beveroges > Prpect Gk and Cocuments ‘
Project Emails and Documents ‘

Mew = Lphad - F2

Online Mode

Key functionality of Contributor Adih operating in Online Mode is:

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 fotdes
Automatically extract Email metadata (To, From, Sent, Subject, etc)

= =4 =4 =4 =9

CachedMode

Key functionality of Contributor Adbh operating inCachedvode is:
1 Content is cached providirgjfline access
1 Upload content to SharePoint with metadata Prompt
1 Access ath Edit existing SharePoint content including accessing metadata.
1 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 AtGacheeView of the ListTheCachedriew
provides access to the content. Here you can work with your content and perform the actions below:
1 Open a document by doubidicking on the item
1 Rightclick on an item to:
o Edit the properties (metadata) of the item.
Open/Edit a document
Check Out; Check In; or Discard Check Out
Rename content

0]
0]
0]
0 Delete content

- - — Ty e == =
CIEGEE Colligo for SharePoint - Microsoft Outlaok ‘ W=
Home | Pen e | Polder | View  Coligo  pucs -
3 l”%l gnare f & Meetin } Connect [ copy s N ] [Find a Contact -
up " = v @ o synchronize L7 S i agaress ook
MNew  Nes Delete Repl Repl Forwal e Rules OneNote
E-mail Ttems~ | & Junk A B3 More [2@ Refresh Falders - ¥ Filter E-mai
New Delete Respand Colligo for SharePaint Move Find
I Favorites g . .
Colligo for SharePoint
4 Mailbox - Dave Foster “* | B'sBeverages > Project Emails and Documents
[5) Inbox (259) Project Emails and Documents
7] Drafts

Store project related documentation in here to keep track of communication.
[ Sent Items [676]

New - | Upload - | Filter = View: | Gr Project =
(3 Deleted Items 7) SN ier jiew: | Group by Proj
) MName From Subject. Received Project #  Created Modified i
43 Colligo for SharePaint B erogect = -
> [ Arne Test - Document Sets roject #: (tone) (60) Il
® £ Arne Test - Managed Metadata ElProject #: 4122-1 (3)
[ B's Beverages - Adtion Items 1 John Smith_16Mar10 12.... John Smith Latest ssue Repert 16/03/2010... 41221 13/09/2007 ... 18[01f2.
> 3 B's Beverages - Initiate ) pros =
. o — IR DR,
]G s BevesaoesploleclEms iz and i )8’ ge - | B's Beverages Requireme... 01/03/2010... 41221  18/10/2007... 07/07f2...
4 B's Beverages - Project Emails and Dc o prggect Open with Mirosoft Word
3 rojec
[ Closed Items for 41224 ST T et it mcrosoft word
> [ Email Archive BlProject
[23 Requirements Documents B proect g Checkout
>[4 Status Reports —
>0 testing Project 8, Copy SharePoint URL

[ B's Beverages - Project Tracker Rename
[ Import Issues
1 F5_ A tacking nnt cite _ Cantant hne d

[~ Mmail
5] calendar
] Tasks

X

Delete

Allfolders are up to date. [] Connected to Microsoft Exchange | 100%

Creating Nw Content in CachedMode

New content can be created by selecting thew option.
On SharePoint 20@nd 2010sites content can be created based on contéppe templates

= Colligo for SharePoint - Microsoft Outlook N =

Home | Send/Receive  Folder  View  Coligo  AddIns a
B i o P p Meet 4 Connect Ecopy \/ NY | [Finda Contact ~
L R 2 Synchronize s S (4 Address Book
New  New et R Rules
E-mail ftems - | & Junk~ | A [38 Refresh Folders 2 7 Fitt
New Delete Respand Colligo for SharePoint Move Find

Favorites <

Colligo for SharePoint

4 Mailbox - Dave Foster B's Beverages > Project Emails and Documents

Project Emails and Documents

[ mbox (261)
[ Drafts

| = Store project related documentation in here to keep track of commygication,
() sentItems 576] - " Create New Project Status Report
l 5 Deleted Items (7} e, ypoad - | Fitr
@] Email (Hidden Fields) pm Suble] [sie Temoiates | fied
43 Colligo for SharePoint g o ) %] | site Templates [other |
> 3 Arne Test - Document Sets 8] email

>3 Ame Test - Managed Metadata @) Project N \EB

[ B's Beverages - Action Items hn Sr Lates Project Status L/2...
[ B's Beverages - Initiate | Folder | Report
> B's Beverages - Project Emails and Dc @8's Beverages Requireme.... John Smith &'s Bel [N /2.

4[4 B's Beverages - Project Emails and D¢ lisetmisidion
[ Closed Items for 41224 B PROFECE ¥ 41222 1(15)

3 Email Archive @ project =1 41223 (9 N

(3 Requirements Documents BlProject #: 41224 (5) \
| [ Status Reports =
f £3 testing @ Project #: 4122-5 (8) Y

>[4 B's Beverages - Project Tracker
(3 Import Issues
"3 04 tactinn rnat cits - Cantant tma d 7

L= Mail Please enter a name for this new document:
=
| 5] catendar

| )

Allfolders are up to date. [} Connected to Microsoft Exchange | 1007
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UPLOADINEXISTINGOONTENT

UsingUpload Documentdvienu

Existing content can be added @ontributor by selecting thelploadoption. Contributor promps for
metadata when the document is uploaded.

[

(O] Upload Documents S

i Home | Send/Receive  Folder  View  Colligo Ins —
. @U'l J < DATA (D) » Work » Documents » Documents «[[#2 [ Search Documents r
= I ) ) Connect 1 copy
lj L@ le - 2 Synchronize Organize(v New folder = Al @
New  New p = - =
E-mail Htems + | & Junk ~ ] £ [aliRefrech Folder: 1l RegentPlaces  *  Name Date nodified Type Size
New Delete Respond Colligo for SharePoint Wirk
. = T 64bitClientlnstallation_Office2010.pdf 23/04/201012:13 ... Adobe Acrobat D..,
© Faverites 5 2 uments
Colligo for SharePoint ® Coligotors T Value of Eaming a Microsoft Competenc...  27/03201010:32...  Adobe Acrobat D.., 1
P ofliqo for Share
4 Mailbox - Dave Foster = | B'sBeverages > Project Emails and Documents Il I
[ nbox (261) Project Emails and Documents | B Desitop =
5 i Store (FOTETTTEISTEMHOCMENTE 0T ITHEY to kewfock of communication. 5 Libraries G| SRR C e R )
[=3 Sent ltems [576] = |1y s
5 Deleted lems 7] New +f ||upload ~ | Fiter - 2 Dave Foster Document
Name Upload Documents Subject g % Comput
4[] Colligo for SharePoint = \_‘ii.m—' A N :P omputer
® 7 -
3 Arne Test - Document Sets Bt fonelE0 & os(c)
>[4 Ame Test - Managed Metadata ElProject #: 4122-1 (3) s DATA (D) Folder
[3 B's Beverages - Adtion Items 11 John Smith_16Mar10 12..., John Smith Latest Issue Report 14 a HP_RECOVERY |Dt | [mromse... |
® [ B's Beverages - Initiate & 2 - = | RECOVERY
1[4 B's Beverages - Project Emails and Dc [ 8's Beverages Requireme.... John Smith B's Beverages Requireme... 0 BN DVD RW Drive | 1 Properties
43 B's Beverages - Project Emails and De - = el contentType: ,
| b [ Closed kems for 41224 Lo et szl = ]
ile name:
& [ Email Archive E Project #: 4122-3 (5) Hame =
(-3 Requirements Documents L) 64bitClientInstalation_Office2010.pdf ]
[ Status Reports Title
&[4 testing M Project #: 4122-5 (8)
» [ B's Beverages - Project Tracker
| L3 Impart Issues
b P2 O tactinn rnt site - Cantent tuna d 7
=] Mait
5] catendar
|/ Tasis
=
Allfolders are up to date, [i] Connected to Microsoft Exchange | 100% = ——————— B |
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Using Dragand-Drop

Emails can be uploaded &harePoint by dragingand-droppingdirect from your Inbox ind a folder
connected to OutlookContributor automatically extracts email metadata (To, From, Sent, Subject, etc)

to similarly named SharePaioolumns (if they are defined).

The.msg format maitains fidelity of the message, including attachmemtanique SharePoint filename
isgenerated based on Sender, Sent, and Subject

9= . Microsoft at Home - Mailbox - Dave Foster - Microsoft Outlook ‘
Home Send / Receive Folder View Colligo Add-Ins o

£ ] P’ﬂ nore x ) \  Connect I3 Copy L.} SN N\ Find a Contact ¥
S % CleanUp + ¢ @ == e = synchronize o N7 R y——

(0]

Move Rules OneNote

New  New Delete Re Rej Forward
E-mail Ttems * i B More~ | [@@l Refresh Folder: . Filter E-mail =
New Delete Respond Cotigo or {| 5] Project Emails and Documents: New ltem o]
Favorites &
Search Microsoft at Home (Ctrl=E) Document
(2 Dratts Amanae T DAt Microsoft At Home_07Jun10 00.00.00_Worried about computer s...

(=3 Sent Items [666]

(&) Deleted Items Folder
423 Collige for SharePoint Microsoft At Home =T | (Browse... ]
> 3 Arne Test - Document Sets Summer vacation is just around the bend
I > 3 Arne Test - Managed Metadata Properties
(L3 B's Beverages - Action Items 4 Two Weeks Ago Content Type: [Ema; (Hidden Fields) v]
> (3 B's Beverages - Initiate g" Microsoft At Home
4|_| B's Beverages - Project Emails 3 Worried about computer security? Hacha® =
3 Closed Items for 41224 Microsoft At Home_073un 10 00.00.00_Worried about computer sec
[ Email Archive Teeks Ago To
[ Requirements Documents 5] Microsoft At Home =
(3 status Reports Be a Windows wiz
(3 testing | From
Microsoft At Home
(3 B's Beverages - Project Emails and D 4 Last Month L3
> (3 B's Beverages - Project Tracker 5] Microsoft At Home Ce
(3 Import Issues (1) Work from home?
(33 Product Management -Documents ¥ | ) wicrosoft At Home i
e Want to go wireless at home?
= &) Microsoft At Home a2, >
2 Catendar Two monitors are better than one
2 Wt atome
;ﬁ Tasks Check out our new video channel
T |4 Oider b
Items: 151 Unread: 145 | Al folders are up to date, [] Connected to Microsoft Exchange | [0 B 100% (=) { (+) J

Dragging from Desktop to Contributor CachedView

Filesor Folder structuregsan be uploaded to SharePoint by dyagyrand-droppingdirect from your
Desktop (or My Computer) into the ContributGachedview in OutlookContributor promps for
metadata anduploads the fils and folderdo the selected library

64bitClientl...

Home | Send/Receive  Folder  View  Coligo  AddIns

| . =
‘j £ .] ‘"ﬁ ore 1( ) % Meeting 4 Connect I copy AN N Find a Contact ~
| e Clean U on » @ > synchronize £V S| ) Address Book
New  New elete | Reply Reply Forward o ove Rules Onenot
Email ttems - | & Junk - A % More - | (W Refresh Folder: 3] Project Emails and Documents: New Item (S
New Delete Respond Colligo for SharePoint
y 4
> Favorites < 5 5 / Document
Colligo for SharePoint - 64bitClientinstallation_Office2010.pdf
4 Mailbox - Dave Foster * | B'sBeverages > Project Emaiis and Documents ) 2O >
(3} Inbox (261) _| | Project Emails and Document AN
[ Drafts | | [store project related documentation in here to keep fack of communication. = ( ]
[} SentItems [576] U e =1 Browse...
e+ ~ | Filter +
&) Deleted Items (7) Propecies
i Name From subject /-
alligo for SharePoint = — ContentType: (Emal (Hidden Fields) >
> [ Ame Test - Document Sets Project #: (None) (60) /
>3 Arne Test - Managed Metadata B Project #: 4122-1 (3) / Name * =
(3 B's Beverages - Action Items 1 John Smith_16Mar10 12.... John Smith Lateft Issue R 6bitClientinstallation_Office2010.pdf
» (3 B's Beverages - Initiate -
| [ B's Beverages - Project Emails and Dc (] 5's Beverages Requireme... John Snith 8f Beverages § =
| 4L &' Beverages - Project mails and D¢
® #: 41224
> 3 Closed Items for 41224 Profect #: 4122-2 (15) Fros
(3 Email Archive o | | E@Project =: 41223 (5) Dave Foster L
= = : B Project #: 4122-4 (5) ( %;_‘ ) Go
[~ Mail
= [ Project #: 4122-5 (8) |
5] catendar Boc
/] Tasks Samt =

<« | m
=

All folders are up to date. [5] Connect
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Dragging From Desktop to Outlook

Files can be uploaded ®harePoint by dragingand-droppingdirect from your Desktop (or My
Computer) into the Outlook folder tre€ontributor promps for metadatg anduploads the file to the

selected library

Dragging Email Attachment s into Outlook

Attachments can be uplakd to SharePoint by drgggand-droppingdirect from an email into the
Outlook folder tree (or Contributo€achedview).Contributor promps for metadataand uploads the

file to the selected library
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