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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 toolbars. 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/Alllitems.aspx where you will find a complete list of features
by product along with instructions for use. You can 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 access at any time, online or offline. Please follow the instructions on the home
page at http://www.colligo.com/support/.

Please send questions and feedback to support@colligo.com.
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TECHNICAL REQUIREMENTS

Systems Supported

Microsoft” Windows 7 Home Premium; Professional or Ultimate

Microsoft” Windows' Vista Business; Enterprise or Ultimate

Microsoft” Windows  XP Home or Professional

Microsoft Office 2003 — 2010(Office 2003 SP2 or later for InfoPath forms)

Internet Explorer 6.0 or later

SharePoint Server 2010, MOSS 2007 and SPS 2003; SharePoint Foundation and WSS (2.0 or 3.0);
SharePoint 2010 Online (Office365) and BPOS

Consumes roughly 20MB of disk space, 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.

Application Prerequisites

Microsoft® .NET framework 3.5 Runtime

Outlook Add-in Prerequisites

Compatible version of Outlook (Outlook 2010, 2007 or 2003)

Office 2003 or Office 2007 Primary Interop Assemblies (depending on which version of Office is
installed)

Microsoft Visual Studio 2005 Tools for Office Second Edition (VSTO 2005 SE) Runtime
Microsoft Visual C++ 2008 SP1 Redistributable Package
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INSTALLING COLLIGO CONTRIBUTOR

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

There are different installer packages dependent on which version of Office you have installed:
e For 32-bit Office, use the x86 installer

e For 64-bit Office, use the x64 installer

EXE Installer

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

e Supports interactive install only (does not support silent install)

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

Interactive EXE Install
NOTE: Microsoft Outlook must be closed for the installation to be successful.

1. Double-click the installation file.

2. Prerequisites are downloaded and installed.

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

MSI Installer

The MSI installer package has the following key features:

e Supports silent and interactive installs

e Does not install prerequisites - these must be downloaded and pre-installed
e Customizable

Interactive MSI Install

NOTE: Microsoft Outlook must be closed for the installation to be successful.

1. Ensure prerequisites are installed.

2. Double-click the installation file.

3. Enteryour license key.

Terminal Server Install

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

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.
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THE DESKTOP CLIENT
Adding a Site to Contributor

It is possible to add a site to Contributor in a number of ways, including:
e Use the Connect to Contributor option in Internet Explorer

e Site > Download Site menu option

e Click the site selector drop-down and select Download Site...
e Drag-and-drop a URL from Internet Explorer into Contributor

Using the Connect to Contributor Option

1. Navigate to a SharePoint site in Internet Explorer.
2. Click the green Connect to Contributor icon on the toolbar.

é Project Tracker - Windows Internet Explorer

l=iEr]Es)

@@ = ‘é http://server/bsbev/Issue%20Tracker/Fort V|

Wk ‘ (& Project Tracker

Live Search P~ |

‘r|x|

v B v @ v |:hPage v ,’_.;Tools'm

- B's Beverages > Project Tracker
| ;—Jj Project Tracker

View All Site Content

Documents

= Initiate

pe Name

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

" @ Help N
&E: Send to OneNote

&, Research

(v Connect to Qutlook

New ~ Upload ~  Actions v Settings View: Con to Contrib utor

Colligo Contributor Pro

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

ﬁ Download New Site

Site: [<New Site> v]

URL:  http://server/bsbev

Examples:

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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=NACAL X

@) http:/fbenhenderson.sharepoint.com/

£.aOffice 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 accesses the SharePoint web-services and requests a list of Lists and Libraries you have

access to. Once Contributor has received the list, you are able to select which lists you want to

synchronize.

Synchronizing Lists
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 checking the box next to the list in the Select for
Synchronization dialog.

You may apply a filter to each list to restrict cached content. Available filters are:
o All folders or specified folders; all subfolders will also be synchronized
e A collection of Views; Contributor synchronizes all content selected in any View

The Select Filters for Synchronization process is shown below:

| select for Synchronization b
[

Document Ubraries and Lists ( =

| Select Filters For Synchronization =

Synchronize all document lbranes and Ists.

® Synchronize the following: Disable Synchronization for this Document Libeary

—w z Synchronize Entire Document Library
T tnvoices
© Only synchronize content based on the following fiters:
3] Metadata Test Library
D Miestones Synchronized Folders
] [l Open Projects I
EProject Announcements o/ (3 /Clent O{ Sefect for Synchronization bg
] Project Calendar s |
4lProject Emais and Documents £ 3 Issue Archive Folder Document Libraries and Lists
~]Project Management Links £ Status Reports Add >> Synchronize all document lbraries and lists
] Project Photos @ Synchrorize the following:
&l i [ T
e imlestones
dResources n
5| 1) Open Projects

/ Project Amnouncements
5 Project Calendar

Synchvonized Views 13l Project Emals and Documents

N Las eViews ted Vie 2 Project Management Links
] \ O My (i) Project Photos.
Synchvonze | Cose | — e AN v r 3
— 1Group By Leader 2> ] .
- e My Documents

My ssues | 3 Client Docs Folder

[TlProject tatus | §5Resources

Contributor synchronizes the selected content.

Copyright 2011 Colligo Networks, Inc. All rights reserved.
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Synchronization In Progress
Site List:

g

Site: §ifiB'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 ...

[¥] Close this wlndow\

he Issues

en synchronization completes

— ient Docs Folder
| ¥I Project Tracker

Documents -

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

New ~ | Upload ~ | Filter +

View: All Issues =\

Name Issue  Status
(33 Finandial Statements
= Project Tracker %Lim“_smc_us-pdf com...
SharePoint v2 revie... Test...
3 Client Docs Folder

Pictures

m

Lists.

= Open Projects

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

Once Synchronization is complete, you are ready to start working with cached content.
Editing content
1. Open a document by double-clicking on the item.
2. Right-click on an item to:
e Edit the properties (metadata) of the item
Open/Edit a document

[ )
e Check Out, Check In, or Discard Check Out
e Rename content

e Delete content

@ Colligo Contributor Pro 4.0

File Ste Yiew Help

Site: §iff B's Beverages ~ | [) sunchronize... ~ | @ View Sync Issues

B's Beverages > Initiate

=
| Initiate

Documents || use this document library to share and collaborate on project initiation documents, This document library can contain Proposals,
: Statements of Wark, and Kick OFF documents.
= Initiate New v | Upload ~ | Filter ~ view: | All Documents - || (1] |
p L Hame Created Testing
L4 MyTestFolder 7/9/2009 1:40 PM ;
[ EmptyForflow 7/9{2009 3:20 PM
—— s
E_] P Edit Properties... 5/30/2008
Pictures =
1 webC| lw.  Open with Microsoft Office Word
A #rong i) Edit with Microsoft OFfice Word 5/29/2008
Lists ) Hello.q - | 5i29/2008
\ction Ttem: i meow| &1 Check Out 5/29{2008 L
“dWeng @ Copy SharePaint URL
) Fax ¢ | 5/29/2008
| Eesee Rename 5/29/2008
- Helmu| % Delete
1 _265ep07 12.51.52_Test... 10{18{2007 10:48 PM
L Helmut Schuler_{90ct07 ... 10/18{2007 10:54 PM
T LB allion_Cantributar do 12a{2007 10:14 PH

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

29/07/2011 Copyright 2011 Colligo Networks, Inc. All rights reserved.
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Creating New Content

New content can be created by selecting the New option.
In SharePoint 2007, site content can be created based on content type templates.

@ Colligo Contributor 3.0 Professional

= iErE
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 ) Project Status Report ] Create New Project Status Report
£ Client Docs Folder = ——
4 Folder Site Templates {gm ]
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
~ G il

Please enter a name for this new document:
New Document

Uploading Existing Content

Using Upload Documents Menu

Existing content can be added to Contributor by selecting the Upload option. Contributor prompts for
metadata when the document is uploaded.

(@ Colligo Contributor 3.0 Professional E=3 Eo8 =5
Be Ste Vew Hebp
Site: 3 8's Beverages v | [2) swdhronize.., ~ | @ View Sync [ssues. 3| Project Emails and Documents: New ltem
— B's Beverages > Project Emals and Documents Doamant
| - Project Emails and Documents {6, Meta Togs Reportdocx
Documents 4 || Store pr mak ere ep track of communication j #
Upload | Fiter + View: | All Emails =|i{m Folder
[5_wosdvoamenss o J7o ~ Fom == (= [(Browse. |
® Project Emals and RN -
Documents Propertes
= Project Tracker ; O\_ Content Type: [Project Status Report -
(3 Client Docs Folder i!l_] r — e —
= s
Pictures = i Progect Dack - 0 Meta Tags Report.docx
=l = - Name Date modif... Type Size —
s <4 Celebration Lunch Friday &% VG ea Togs Reporta R —
S Chlsbuio Lindh ey Recent Places i) Status for Demo.docx =
 Meta Tags Issue S Testdocx -
= Team Meetng .
1 Oustanding Issue -
=4 Re:Oustanding Issue Desktop
=4 Re: Oustanding Issue
* Open Projects 4 Latest Issue Report T~
S LatestIssue Report §
Vil i David
Whitehead
E=
A
Computer
S Fie name Meta Tags Repott docx -
L [MResca =) Cancel |
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Uploading Content with Drag-and-Drop

Alternatively, you can drag-and-drop content into Contributor from your desktop. Contributor accepts
one or more files or complete folder structures for uploading. Contributor prompts for metadata when
the items are uploaded.

)

Recycle Bin

@ Colligo Contributor 3.0 Professional
File Site View Help

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

B's Beverages > Project Emails and Documents

=
@ | - Project Emails and Documents
& Documents || store project emails in here to keep track of communication.
. Colligo | New ~ | Upload ~ | Filter ~ 3} Project Emails and Documents: New Item =]
ontribut... [
i 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 @J 631
32 Cli Fol
DBy 24 Re: Oustanding Issue Barb Sankovic Folder
;V'1Et;T‘J395 - Testing Complete ‘barb@contoso.com’ ‘ Ea/ ‘ [ Browse... ]
Report.docx
<P = L] Team Meeting Needed ‘barb@contoso.com’; ‘fred@ <
Ty 2 Properties
Lists M| Latest Issue Report Barb Sankovic -
- standing Issue Barb Sankovic Content Type: [Pro]ect Status Report ']
_Re u oV Name *
Retur il Meta Tags Report.docx
Meta Tags Report.docx
2 k Title
S I
Last chance to join 60,000 pe... Barry Jinks
* Open Projects

Project Status Report.docx
Project Status Report.docx
i

=@ 7 ‘ 4’\‘-’Indr_‘.ws Explorer o ,‘ Project Emails and ... | ) Colligo Contributor ...

Create ]

Page 10 of 34
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Copying Existing Content

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 prompts for metadata. In cases where the metadata 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 right-clicking on an item and selecting Copy SharePoint URL.
The URLs 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 to drag-and-drop
files or folder structures from the Contributor Client into a Windows folder, a file, or as an attachment to
an email.

& Caligo Comtriutor 12 Pro
e 9= Pev teb
Ste: 65 Beovage v 2] Serovonae .. - @ Wew Syrc s

2 Severages > Pragoct Emals ard Docsrents

Project Emails and Documents

Mo v | ad v Pler - Viwn: AR Lmath
Tiow Subpect T From
) el Uustanong issee e ST
| Rei Oustanding lssue b S W Hednut Schules
| Latest losue Report 3 Hedout Schuler
1 Latest Msue Report Bard Sankowc Heltnut Schuler
) 1 Case Sauty Hedout Schube
Ret Qustanding lssue Bard Sankanic an Gagd
Testng Corplete D DSCONIIE0 Lo Jon O per
Tears Meetng Needed Db SConmosd oo’ "Ped @ . I Dwper
Latest lsue Repart Bard Sanbowc Jobn Sewth

i

i

i

i

= | Bard Sarbon Kale Hoof
J
-

e o —
Prirwst Schuder 12
w S veh Mcroseft Office Word boa 7 e trcekr g com

Cpen with Mcrosoft Ofice Word

Copy SharePort URL,
W
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THE OUTLOOK ADD-IN

Adding a Site to Outlook
It is possible to add a site to Contributor in a number of ways, including:

e Use the Connect to Outlook option in Internet Explorer

e Site > Download Site menu option
e Click the site selector drop-down and select Download Site...
e Drag-and-drop a URL from Internet Explorer Into Contributor

Internet Explorer Toolbar Connect to Outlook Button

Navigate to a SharePoint List or Library in Internet Explorer.
Click the yellow Connect to Outlook icon on the toolbar.

/€ Project Emails and Documents - Windows Internet Explorer =[5
@U = ‘Q http://server/bsbev/Project%20Emails/Forms/Allltems.a v I +s ‘ X ’ ’ Live Search £ |
A T— - g >
¢ 4 | @ Project Emails and Documents ‘ ) v B v @ v [ Page v () Tools v H
- B's Beverages > Project Emails and Documents @ Hep =
| —ﬂ Project Emails and Documents SR
i » — . B e [ Research
:: Al sw:s Content Store project emails in here to keep track of communication. 88 G TS CRiGoE
umen - - ons ¥ ings v S
ey Unlonid (CEnti Seltines (@ Connect to Contributor
® Initiate [ Type  subject From -
I

Outlook launches, if it is not already running, and confirms that you wish to connect the library to

Outlook.
You may choose to connect the List Online or 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, see Contributor Add-In Cached vs. Online.

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

Login to "support.colligo.com” [==]

A

@) 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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Colligo Contributor Pro

@) http://benhenderson.sharepoint.com)/ Elﬂ‘ﬂ—hj
i 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 Outlook process starts on a page that does not relate to a SharePoint List, the
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. Click OK, then navigate to a list in IE and click Connect to Outlook again.

Once Contributor has finished downloading the List definitions, the folders are made available in
Outlook. Contributor builds out a tree for the subfolders of the selected document library.
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Colligo Contributor Pro

Contributor Add-In Cached vs. Online

Contributor Add-In functions in two modes: Online and Cached.

If you attempt connect a list to Outlook that has already been synchronized in Cached Mode, Outlook
displays the SharePoint View of the list. However, the list remains synchronized in Cached Mode.

The Online and Cached views are presented below:

Cached View v Online Vie

croroh Dutlool

Colligo for SharePoint B's Beverages - Project Emails and Documents
4 Beveropes > ProsctEms ond Documerts . 450 ot
ls and Documents

Project Email

8's Beverag ges
// Bcvcmgcs
ots
s "

EE Project Emails and Documents

Online Mode

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

e Does not maintain a cache of data

e Upload content to SharePoint with metadata Prompt

e View the SharePoint site in Outlook

e Navigate through SharePoint site using Outlook folder tree

e Automatically extract Email metadata (To, From, Sent, Subject, etc)
Cached Mode

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

e Contentis cached providing offline access

e Upload content to SharePoint with metadata Prompt

e Access and Edit existing SharePoint content including accessing metadata.

e Automatically extract Email metadata (To, From, Sent, Subject, etc)
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Editing Content in Cached Mode

Colligo Contributor Pro

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

e Open adocument by double-clicking on the item
e Right-click 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

(@]
(@]
(@]
o Delete content

— e =
Colligo for SharePaint - Microsoft Outiook ‘ =
Send / Receive Folder View Colligo Add-Ins [~
3y l-%l ,( ) & M 3 Connet (& copy N  [Finds Contact -
5 Clean Up N o T ¥ @m o synchronize [ Address Book
MNew  Nes Delete Repl Repl Forwal love Rules O e
E-mail Ttems~ | & Junk L [2@ Refresh Falders - ¥ Filter E-mai
New Delete Respond Callige for SharePoint Move Find
I Favorites g . .
Colligo for SharePoint
4 Mailbox - Dave Foster “* | B'sBeverages > Project Emails and Documents
[= 1nbox (259) Project Emails and Documents
14| Drafts Store project related documentation in here to keep track of communication,
[5] Sent Items [576] " T e y < ot
& Deleted Hems 1) lew + | Upload - | Filter + jiew: | Group by Proje =
) MName From Subject. Received Project #  Created Modified i
43 Colligo for SharePaint B erogect = - I
> [ Arne Test - Document Sets roject #: (Hone) (60)
3 Arne Test - Managed Metadata [ Project #: 4122-1 (3)
[3 B's Beverages - Action ltems 14 John Smith_16Mar10 12.... John Smith Latest Issue Report 16/03/2010 ... 41221 19/09/2007 ... 18/01/2.
» [ B's Beverages - Initiate ) pros
5 L5 et propert
[ B's Beverages - Project Emails and Dc [T i B's Beverages Requireme... 01/03/2010... 4122-1  18/10/2007 ... 07/07/2...
4] B's Beverages - Project Emails and De¢ |l w]  open with Miresoft word
> [ Closed Items for 41224 HProfect 4
| (W] Edit with Mirosoft word
> [ Email Archive BlProject
[23 Requirements Documents B proect [fy Checkout
>[4 Status Reports ]
Copy SharePoint URL
> [ testing Eroecty B Y
[ B's Beverages - Project Tracker Rename
[ Import Issues % Delete
7 A8 tactinn rnnt cite - Cnntant hna d T —
[~ Mmail
4| Calendar
] Tasks
Allfolders are up to date.  [%] Connected to Microsoft Excnange | 100%

Creating New Content in Cached Mode

New content can be created by selecting the New option.
On SharePoint 2007and 2010 sites, content can be created based on content type templates:

Colligo for SharePoint - Microsoft Outlook

- w .

=D N

Home Send / Receive Folder View Colligo Add-Ins o
3 E‘ pa L Meeting [} Connect Ercopy Find a Contact ~
Ve & > @ 2 synchronize (4 Address Book
New  New elet - te
E-mail ftems - | & Junk~ & Refresh Folders 7 Fitt
New Delete Respond Colligo for SharePaint Find
Favorites <

4 Mailbox - Dave Foster
| [ mbox 251)

[ Drafts

(=3 sent Items [676]
@ Deleted Items (7)

43 Colligo for SharePoint
> L3 Ame Test - Document Sets
>3 Ame Test - Managed Metadata
[3 B's Beverages - Action Items
>3 B's Beverages - Initiate
> [ B's Beverages - Project Emails and Dc
41 B's Beverages - Project Emails and Dc
[ Closed Items for 41224
3 Email Archive
(23 Requirements Documents

t [ Status Reports
l (3 testing
> [ B's Beverages - Project Tracker
fl (3 Import Issues |
)73 A tactinn eant cit . Cantant fins d
(-~ Mail

| 5] catendar
|| 7] Tasks

Colligo for SharePoint

B Beverages > Project Emails and Documents

Project Emails and Documents

Store project related documentation in here to keep track of comm

iew - || Upload - | Fiter -

Create New Project Status Report

@) Email (Hidden Fields) m

Sublel ["ite Templates | Other | [
@) Email -
o e hn s Lates| Pra]:::f"t?ms /2.
] g's Beverages Requireme. .. Ja;\n Smith &'s Bel [N /2.

@ Project #: 4122-2 (15)

EProject #: 41223 (5)

EProject #: 41224 (5)

B Project #: 4122-5 (8)

Please enter a name for this new document:

All folders are up to date.

[ Connedted to Microsoft Exchange | 1007
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UPLOADING EXISTING CONTENT

Using Upload Documents Menu

Existing content can be added to Contributor by selecting the Upload option. Contributor prompts for
metadata when the document is uploaded.

Send/Receive  Folder

View  Collige  Addins

Colligo Contributor Pro

0] Upload Documents i S

[

5] catendar
|/ Tasis

-~
. @U'l ) < DATA(D:) » Work » Documents » Documents <[ 4 ][ search Documents r
7} Connect 1 copy =
. 2 synenronize Organize|v  Newfolder = 0 @
New  Mew = o
E-mail ftems v | @ lunk ~ (23 Refresh Folders ent Places  *  Name Date [nodified Type Size
Hew Delete Respond Colligo for SharePoint Wdrk
. T 64bitClientlnstallation_Office2010.pdf 23/04/201012:13 ... Adobe Acrobat D..,
©> Favorites i 5 = tuments =
Colligo for SharePoint = T Value of Eaming a Microsoft Competenc...  27/03201010:32...  Adobe Acrobat D.., 1
& @ Cofligo for Share,
4 Mailbox - Dave Foster = | B'sBeverages > Project Emails and Documents Il
[ 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] 2 i
Secse ew o[ upoad «| Fiter - 2 Dave Foster Document
Name| || 3 Upload Documents Subject Rg[ 1 Comput s4bitClientinstalation_Office2010.pdf
4[] Colligo for SharePoint = b ol & N :P o Iﬂt = d
® : ; 4
1> 3 Ame Test - Document Sets Epropet#: Tonel 160 = 05(C) s
>[4 Ame Test - Managed Metadata ElProject #: 4122-1 (3) s DATA (D) Folder
3 B's Beverages - Adtion Items =1 John Smith_16Mar 10 12....  John Smith Latest [ssue Report 14 s HP_RECOVERY |Dt | [ — ]
8's Beverages - Initiate ] 2 - = | RECOVERY
I3 B's Beverages - Project Emails and Dc [ 8's Beverages Requireme.... John Smith B's Beverages Requireme.... 0 BN DVD RW Drive | ‘ Properties
4[] B's Beverages - Project Emails and De ) ~ ad| Content Type: G
| 1[4 Closed ltems for 41224 Lo et szl = ]
ile name:
& [ Email Archive E Project #: 4122-3 (5) Hame =
a &4bitCientinstalation_Office2010.pdf
[ Requirements Documents EiProfect #1 4122:4 (5) itClientInstallation_Office2010.px ]
[ Status Reports Title
»Ea testing project #: 4122-5 (8) — )
| ©3 Bs Beverages - Project Tracker
| L3 Impart Issues
5 (8 tackinn rant cita - Cantent tina d T
=] Mait

All folders are up to date,

[:] Connedted to Microsaft Exchange | 1005

Cancel
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Colligo Contributor Pro

Using Drag-and-Drop

Emails can be uploaded to SharePoint by dragging-and-dropping direct from your Inbox into a folder
connected to Outlook. Contributor automatically extracts email metadata (To, From, Sent, Subject, etc)
to similarly named SharePoint columns (if they are defined).

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

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

paes L nore x ) i Meetir 3 Connect I3 Copy L.} SN ﬁ\ Find a Contact ¥
5 ] 2 Clean Up ~ @ ¥ W ey = synchronize L &Y #=2 | g address Book

New  New Delete | Reply Reply Forward = Move Rules OneNote
E-mail Ttems * u i 5 More » | [@@l Refresh Folder: . Filter E-mail =
New Delete Respond Colligo for {{ o] Project Emails and Documents: New ktem =)
Favorites o
Search Microsoft at Home (Ctrl~E) Document
) Drafts Arrange By: Date Microsoft At Home_07Jun10 00.00.00_Worried about computer s...
(3 )

(=3 Sent Items [666]

@) Deleted Items Folder
43 Colligo for SharePoint Microsoft At Home [L]I l [ R ] .
> 3 Arne Test - Document Sets Summer vacation is just around the bend
\f >[4 Arne Test - Managed Metadata Properties
(L3 B's Beverages - Action Items 4 Two Weeks Ago Content Type: [Ema; (Hidden Fields) v]
> [ B's Beverages - Initiate 5] 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 &) Micosoft At Home =
(3 status Reports Be a Windows wiz
[ testing From
Microsoft At Home
(3 B's Beverages - Project Emails and D 4 Last Month L4
» 3 B's Beverages - Project Tracker 5] Microsoft At Home | Cc
(3 Import Issues (1) Work from home?
(33 Product Management -Documents ¥ | ) wicrosoft At Home N s
S ] Want to go wireless at home?
= &) Microsoft At Home ) >
9 Catendar Two monitors are better than one
;ﬁ Tasks Check out our new video channel
T |4 Oider he
Items: 151  Unread: 145 | All folders are up to date, [%] Connected to Microsoft Exchange | [0 E 100% (=) {) (+) 4

Dragging from Desktop to Contributor Cached View

Files or Folder structures can be uploaded to SharePoint by dragging-and-dropping direct from your
Desktop (or My Computer) into the Contributor Cached View in Outlook. Contributor prompts for
metadata, and uploads the files and folders to the selected library.

64bitClientl...

Home | Send/Receive  Folder  View  Coligo  Add-Ins
) Connect [ copy Xy (7 | [Finda Contact -

Ex N gnore ¢ ) % Meeting |
jj “ﬂ £ Clean Up N " oW Y% g = synchronize &y w4 (& Address Book
N M| o elete | Reply Reply Forward o — ove Rules Onetot
E-mail Items > L A MO M Retresh Foders 3| Project Emails and Documents: New ltem 5]
New Delete Respond Colligo for SharePoint
y 4
> Favorites ¢ 5 5 / Document
Colligo for SharePoint Ky, S®Cienttalaton Offce2010 0t
4 Mailbox - Dave Foster * | B'sBeverages > Project Emails and Documents {Raf AETEC osralalt
(2 Inbox (261) _| | Project Emails and Documen AN
[Z) Drafts I 5t i ritated Houmesiation s here o ke Bckiof: e
2 project related documentation in here to keep tfack of communication. Y =
(=] Sent Items [676] L T e ‘u/ ‘ [ Browse... ]
e~ ~ | Fiter +
(3 Deleted Items (7) Properties
ot Gollon torSharssot Name From subject
alligo for SharePoin — Content Type:  [Email (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 Ref| | 6%bitCientinstallation_Office2010.pdf
| > [ B's Beverages - Initiate & -
| > [ B's Beverages - Project Emails and Dc (@ 5's Beverages Requireme... John Smith Bif Beverages =
| 40 BsBeversges - Project Emait and ¢
& #: 4122+
> [ Closed Items for 41224 LB 41022 (15) Erons
(3 Email Archive o | | Eeroect #: 41223 (5) Dave Foster L4
= = : B Project #: 41224 (5) ( %;_‘ ) o
[~ Mail
= B Project #: 41225 (8)
Beo
5] catendar
] Tasks = x|
< | 1
o
B Al folders are up to date. [%] Connecte =
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Dragging From Desktop to Outlook

Colligo Contributor Pro

Files can be uploaded to SharePoint by dragging-and-dropping direct from your Desktop (or My
Computer) into the Outlook folder tree. Contributor prompts for metadata, and uploads the file to the

selected library.

Home

Send/Receive  Folder  View

Colligo

64bitClientl...

ome -

Add-Ins

() sent Items [666]

3 7;,—‘ x i Meet  Connect Lt AN IN_‘! Find a Contact v
LT | e « 8 qy. o i e 5
5 Clean Up ™ 2 Synchronize (G Address Book
New  New Delete  Reply R Forward Move _Rules_OneNote
E-mail Items ~ =2 More ~ | = -
e Derete E— 3 Project Emails and Documents: New Item
b Favorites 5 Document
Search Microsoft at Home (Ctg
= ., 64bitClientInstallation_Office2010.pdf
[ Drafts “ | Arrange By: Date Newest on top !

Items: 150  Unread: 144 |

(5) Deleted Items 4 Monday Folder
43 Colligo for SharePoint &) Micros, I\LD/ ‘ [ Browse... ]
> 2 % = Sumgfer vacation is just around the bend >
3 Ame Test - Document Sets i ——
[ Ame Test - Managed Metadata
{3 B's Beverages - Action Items Three Weeks Ago Content Type: - |Emal (Hidden Fields) T
> (4 B's Beverages - Initiate Microsoft At Home 31/05/2010 Name * -
4| B's Beverages - Project E Be a Wigdavr ! s4bitdl Office2010.pdf
(23 Closed Items for 41224/ -
> 3 Email Archive 4 Last Month o,
LK enulie meatsBocuments &) Microsoft At Home 24/05/2010 F
> [ Status Reports Work from home? From
(3 testing |&] Microsoft At Home 17/05/2010 Dave Foster
> [l B's Beverages - Project Emails and D Want to go wireless at home? o i
[ B's Beverages - Project Tracker 5 Microsoft At Home 10/05/2010
[ Import Issues (2) Two monitors are better than one
[ Product Management - Documents ¥ | ) Microsoft At Home 03/05/2010 Boc
Check out our new video channel
=] Mail Sant &
« 4 Older
i ==
] Microsoft At Home 26/04/2010 m -
] Tasks Ensure your email gets read
&) Microsoft At Home 19/04/2010

Basic PC advice at your fingertips

v

All folders are up to date. [3] Connected to Microsoft Exchange | [ E2 100% (=)

Dragging Email Attachments into Outlook

Attachments can be uploaded to SharePoint by dragging-and-dropping direct from an email into the
Outlook folder tree (or Contributor Cached View). Contributor prompts for metadata and uploads the

file to the selected library.

[} Sent Items [676]

4 Inbox - Mailbox - Dave Foster - Microsoft Outlook =8 %
/ { - = -
Home [send/ Recen g NCIRE NI ' | Some Microsoft information - Message (HTML) [E=NE )
j.j hjz - ) Message Attachments s a‘
%5 Clean Up ~
ew Dell L ] VAN e P
E-mail Items - | & Junk - s FE& -H x S 0F | R
New Delete n Q Save Save All Remove Select Copy Show | Project Emails and Documents: New Item @]I
Pr As  Attachments Attachment Al Message
Favorites
Actions Selection Message Document It
4 Mailbox - Dave Foster File name:  64bitClientInstallation_Office2010.pdf I <Multiple Files>
[} Inbox (253) Size: 2517 KB Folder N
3 Last changed: June-23-10
(2 Dratts (& ‘ [(Browse... |

(5 Deleted Items (7] - Message |

64bitClientInstallation_Office2010.pdf (257 KB) |

Properties

43 Colligo for SharePoint
>3 Ame Test - Document Sets
> 3 Ame Test - Managed Metai

[ B's Beverages - Action Item
(3 B's Beverages - Initiate
4| B's Beverages - Project |
[ Closed Items for 4122
> (23 Email Archive
(23 Requirements Document
(3 Status Reports
[3 testing
> [ B's Beverages - Project Emal

3 B's Reveranes - Praect Track
4 mai |
5] catendar
7] Tasks

= Value of Earning a Microsoft Competency May Edition(1].paf

ContentType: | Project Status Report -
Title

]

y

[ show all available properties

Items: 5,355  Unread: 253 |

m—
All folders are up to date. [ Connected to Microsoft Exchange | [ 1 100% ()
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Colligo Contributor Pro

Using Send-and-File

You can automatically store a copy of sent mail using the Send & File command in the Colligo Send &
File toolbar.

Select the destination SharePoint location using the Colligo for SharePoint folders in the Outlook folder
tree. Filing Advisor suggestions locations based or recently used folders or email conversation.
Contributor automatically extracts email metadata (To, From, Sent, Subject, etc.) to similarly named
SharePoint columns.

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

eI | L N Status Report Week 4 - Message (HTML) = B

Message Insert Options Format Text Review = @

= & h . A A g 0 oasnrie v * T -l =
@ By | B I U|: f=p= 9 attach Item ~ .
Names Tags | 7 Upload Insert Rules

Send Paste
& File - [ Signature ~ v

Colligo Send & ... | Clipboard = Basic Text Include Zoom Colligo Attachments

Colligo Send & File [BF

]
&

Double-click a folder to Send & File F

Recent Folders  Folders Used In This Conversation E

| B's Beverages - Initiate)

| B's Beverages - Project Emails and Documents',

~ | Bs Beverages - Project Tracker|

| B's Beverages - Project Emails and Documents\Email Archive)

| B's Beverages - Project Emails and Documents\Status Repartsy

Select a Colligo For SharePaint Folder:
[ B's Beverages - Initiate -
[ [ 8's Beverages - Project Emails and Documents
[ Closed Items for 4122-4
3 Email Archive ,
3 Requirements Documents
[ Status Reports
[ testing
[ B's Beverages - Project Emails and Documents-1
=1 [23 B's Beverages - Project Tracker
[ 4.0 Testing

[ Client Docs Folder
i @ 3 Teciia Arrhive Enldar

m
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Colligo Contributor Pro

Using the Copy Folder

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

A corresponding folder tree is created in SharePoint and the individual emails are uploaded. Contributor
automatically extracts email metadata (To, From, Sent, Subject, etc) to similarly named SharePoint
columns.

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

Copy Cutlock Folder ﬁ
Select Folder to Clqu Select Destination
1 Colligo for SharePoint . = [ Coligo for SharePoint it
[ Deleted Items + [ B's Beverages - Initiate
[3 Drafts [ B's Beverages - Project Announcements
[ Inbox =) [_1 B's Beverages - Praject Emails and Documents
3 Junk E-mail # [ Closed Ttems for 4122-4
[ Meeting Responses =l 3 Email Archive
3 NRC-IRAP [J reference
[[3 Qutbox = 3 To Be Deleted =
[ Patents (3 To Be Retained 1
_d Sent Items |1 Requirements Documents
= [ spam = [ Status Reports
3 Allowed Senders [ Week 1
[ Blocked Senders (3 week 2
3 Quarantine A Week 3
# [ Sync Issues [ sharePoint 2010 Test Site - Announcements
3 The 451 Group pL [ SharePoint 2010 Test Site - Correspondence -

Copy Options
V| Incude top-evel folder

Indude sub-folders oK. Cancel

Copying Existing Content in Cached View

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 prompts for metadata. In cases where the metadata structure in the
destination library is different from the source library. Contributor makes a best effort to match and
retain existing metadata values.
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Emailing Content as an Attachment

Uploading Attachments

Colligo Contributor Pro

You can share content with other users by sending them a link (SharePoint URL) to the content rather
than an attached file. When creating an email, there is a Contributor toolbar to upload an item and

replace it with a link.

FormatText  Review ?
= SRl @ ¥ Follow Up - i =
<~ J = =

] ¥ High Imy
send Paste B J U - A- Address Check | Aftach Atta Zoom | Upload Insert Rules
& File - F e — e 5 § LowImportance =
Colligo Send ... | Clipboa... Basic Text Hames Include Tags 5| Zoom |  Colligo Attachments
—
~ i i |
Upload Attachments to SharePoint
To.. | | DovidFoster (fostergeolign.coml; o (-
— -
= ce Choose Files
send | P
Subject: ) 64bitClientinstallation_Office2010.pdf
Attached:
iz
I
! Destination Site
1|
Site Name: | [, B's Beverages
Library: |3Project Emails and Documents
Folder: [ Requirements Documents
i Choose Destination. .
C o [ coe |
—|

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

Insert

_>‘ © calibriBody v 11+ A" A7
o Ga

Ouhuns% Format Text

Mew Microsoft Information - Message (HTML)

Review

Add-Ins

5 &

¥ Follow Up =

0 = x

¥ High Importance

‘§ Gj 1@

8] Test Dacib
Contoso Emais
Contracts
Dave Column Test
Form library

(Eal itiate
Metadata Test Library

® [ Email Archive

[ testing
Project Photos
[l55] Project Tracker
Test with Versioning

Wiki
 cariboo

5[] Project Emails and Documents
[ Closed Items for 41224

[ Requirements Documents

Test without Versioning

(] status Update. p
] Team A.docx
| Test.txt

i

Send Paste B I U w-A-|[= &= | Address Check | Aftach Attach Signature Zoom | Upload Insert Rules
& File h v‘ - - Book Names File  Item - 4§ LowImportance o
Colligo Send ... | Clipboa... Basic Text Names Include Tags | Zoom o
Tou. David Foster (dfoster@colligo.com);
- —_
o —
Send Link to SharePoint Content -
subject: ——
. | Ame Test || Eawesk 1 1
1 s Barrys Test Site [ week 2 & =
= [, B's Beverages 3 week 3 ix]

Attachment Rules

Colligo Contributor Pro

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

total attachment size greater than (kb):

D ED ¢ v |7 New Microsoft Information - Messa-ﬁ(HTML)
[N message | mset  options  FormatTet  Review  Adddns &
ﬁ =) 4 Calibri (Body) 11 - A A @ 0 Attach File ¥ Follow Up ~ € * L |
—“ y | B 7 U . =9 Attachitem ~ ¥ High Import =
Send Paste lames oom Upload Insert Rules
& File - J | ®-A-||E ) + | [&signature ~ portance 4 =
Colligo Send &F...| Clipboard 7« Basic Text Includ, % | Zoom Colligo Attachments
7
ton | T bavdFesd Colligo Attachment Manager =) 2
_7 = = =
B ca
Send & o"==,  Prompt when sending emails with =
Subject: New Microsof (. ‘.’ total attachment size greater than (kb): 10000
- = =
Attached: | "B -’ it ¥
T eabitclien Block when sending emais with pree .

s

Sharing Content

Copying SharePoint URL

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

or emails.

Dragging-and-Dropping

Alternatively, for users that do not have access to the SharePoint site it is possible to drag-and-drop files
or folder structures from the Contributor Cached View into an email, Windows folder, or other suitable

applications.

29/07/201
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FILE MANAGER
Adding a Site to Contributor

Colligo Contributor Pro

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

e File > New > Download Site menu option

Using the Connect to Contributor Option
1.

Use the Connect to Contributor option in Internet Explorer

Right-click the Site drop-down menu and select Download Site...

Navigate to a SharePoint site in Internet Explorer.

2. Click the green Connect to Contributor icon on the toolbar.

(€ Project Tracker - Windows Internet Explorer

=)

Live Search

@ @ v ‘é http://server/bsbev/Issue%20Tracker/Fort v | +5 | X

'VQ'ED'E,@AT

W ‘ (& Project Tracker ;

B's Beverages > Project Tracker

Project Tracker

[

" @ Help ¥

View All Site Content ] Use this library to store forms, reports and emails relating to issues.

Documents | New - Upload ~ ' Actions ~ Settings

= Initiate

ype Name

£ |
|z} Page v {C} Tools v m
@ Send to OneNote

&, Research

(v Connect to Outlook

Yew: ¥ Connect to Contributor

3. Contributor prompts you to enter your credentials for this site. You may use default windows

credentials or enter other specified credentials.

[=]

=

@ Download New Site

Site: [ <lew Site>

URL:  http://server/bsbev

Examples: http://server fworkspace

https: //secureserver fworkspace
Server Authentication
©) Use default credentials
() Use the following credentials:

User name:

Password:

[ Download ] [ Close I

4.
displays:

29/07/2011
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=NACAL X

@) http:/fbenhenderson.sharepoint.com/

£.aOffice 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 accesses the SharePoint web-services and requests a list of Lists and Libraries you have

access to. Once Contributor has received the list, you are able to select which lists you want to

synchronize.

Synchronizing Lists
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 checking the box next to the list in the Select for
Synchronization dialog.

You may apply a filter to each list to restrict cached content. Available filters are:
o All folders or specified folders; all subfolders will also be synchronized
e A collection of Views; Contributor synchronizes all content selected in any View

The Select Filters for Synchronization process is shown below:

| select for Synchronization b
[

Document Ubraries and Lists ( =

| Select Filters For Synchronization =

Synchronize all document lbranes and Ists.

® Synchronize the following: Disable Synchronization for this Document Libeary

- Z Synchvonize Entre Document Library
Dinvoices
 Only synchronize content based on the following fiters:
3| Metadata Test Lixary
IMiestones Synchvonized Folders
] [l Open Projects I
Eproject Announcements ca/ 23 fctent Of Select for Synchronization ®
[ Project Calendar [ |

Document Libraries and Lists
Synchronize all document ibraries and ists
® Syndhrorize the following:

AlProyect Emais and Documents E G Iomue Archive Folder
1Tl Miestones

2l Project Management Links. (3 Status Reports (st >>
4] Project Photos
Eaf 0 Project Trad
dResources e Tl 0pen Projects

/ Project Amnouncements
5 Project Calendar

Synchvonized Views 13l Project Emals and Documents

N Las eViews ted Vie 2 Project Management Links
] \ O My (i) Project Photos.
Synchvonze | Cose | — e AN v r 3
— 1Group By Leader 2> ] .
- e My Documents

My ssues | 3 Client Docs Folder

[TlProject tatus | §5Resources

Contributor synchronizes the selected content.
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Once Synchronization is complete you are ready to start working with the cached content.

Colligo Contributor Pro

[ESEr==)

=1 || Search 3

Synchronization In Progress... —
Site List: Swe: ﬁ T
 §fiMan st Server:  (§3http:/fsupport.coigo.combsbey

Synchronization Activity

Current List: )] Project Emals and Documents

Received: 00f0 Sent: 00f0

Working ..
P —
V| Close this
- Deliverables
More » i
Initiate
Folders Invoices
&' Recycle Bin Metadata Test Library
@ Colligo for SharePoint Milestones
38 8's Beverages Open Projects

2] Action ems Project Announcements
{43 Contoso Emails Project Calendar
1] Deliverables 31 Project Emails and Documents.
Il Expenses Project Management Links
L) Inttiate Project Photos
1 Invoices 3l Project Tracker
(5] Metadata Test Library S Resources
1] Milestones

Editing Content

1.
2.

[0} Open Projects
471 Project Announcements
[ Project Calendar

1 item selected

 —,

Description

Use this list to record and track project action items.

Use this library to store emails related to the Contoso project
Use this custom list to record and track of project deliverables.
Use this custom list to record and track project expenses.

Use this document library to share and collaborate on project ...
Use this custom list to record and track project invoices.

Use this custom list to record and track project milestones.

Use this announcement list to post and review project annou...
Use this events list to post and review project events such as ...
Store project related documentation in here to keep track of c...
Use this link list to share links to sites pertinent to your project.

Use this library to store forms, reports and emails relating to ..
Use this contacts list a5 3 central repository of project resourc...

Open a document by double-clicking on the item.
Right-click on an item to:
e Edit the properties (metadata) of the item

Delete content

Open/Edit a document
Check Out, Check In, or Discard Check Out
Rename content

V‘ﬁ] <« B'sBeverages » Project Emails and Documents »

File Edit View Tools Help

Favorite Links

| Documents

B Pictures

More »
Folders v
31 B's Beverages -

[14] Action ltems

3] Contoso Emails

(1] Deliverables

[[] Expenses

3] Initiate

[ Invoices

23] Metadata Test Library

{11 Milestones

{1l Open Projects

[&7] Project Announcements

{2 Project Calendar

[3) Project Emails and Document:
=] Project Links  ~

Name
4122-1(3)
@B's Beverages Requirements.docx

From

John Smith

1 John Smith_16Mar1012.56.32_Latest Is... John Smith

) Project Status.docx John Smith
4122-2 (14)

(23 Email Archive

[ Requirements Documents

& DeleteD ine Jire Dia

=

4 Fred Smith Edit Properties...

SHelmutSch  Open with Microsoft Office Excel
I Helmut Sch

EdHelmutSch|  Checkln

[“d Helmut Sch. Discard Check Out

B Jan Gaglard Copy SharePoint URL

(=1 Jim Dwyer 2

[ Kate Hoof 2 Rename

) Meta Tags Delete

&) Milestone Completion Report.docx

Helmut Schuler

O 0

1 item selected

Subject *

B's Bever:
LatestIssi _
Project St

Domain ¢
Celebratic
Team Me
Outstand
Re: Outsti
Latest Isst
Re: Outsti
Testing C
Re: Outsti
Meta Tag
Milestone
»
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Creating New Content

New content can be created by selecting the New option.
In SharePoint 2007, site content can be created based on content type templates.

[ESEE

&3 )=/ « Shared Documents » User Guides

» % | search

ol

Edit View Tools Help
K Edit Properties...

Open with Microsoft Office Picture Manager
Edit with Microsoft Office Picture Manager

! Check Out
Copy SharePoint URL

Rename

Delete
New
Upload Documents

Close

ligo Contributor v3.2 Add-In - User...
ligo Contributor v3.2 Client - User ...
ligo Contributor v3.2 Pro - User Gu...

scn-filemanager-status.png

lligo Contributor v3.2 Add-In - User..,
ligo Contributor v3.2 Client - User ...
ligo Contributor v3.2 Pro - User Gu...
Gu...

> New Document

New Folder

e

(8] Calendar
(5] Documentation
[ Links
[] Remaining 4.0 Tasks
(3] Shared Documents
3 BJM Test
(23 Licensing
3 Product Research
[ R4 Screenshots
(23 R4.0 Datasheet
[ User Guides

m

4 WEA Screenshot v |l

Modified

7/26/2009 2:58 PM
7/26/2009 2:58 PM
7/26/2009 2:55 PM
7/26/2009 3:45 PM
7/26/2009 2:58 PM
7/26/2009 2:58 PM
7/26/2009 2:55 PM
7/26/2009 3:06 PM
7/26/2009 3:50 PM
7/26/2009 9:221 PM

Using the File SaveAs Command

Colligo Contributor Pro

The Colligo for SharePoint root location appears in Save As dialogs that 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.

) Save As TeSNEEE—_—_—_—_——— =

I,
@(ﬁ)v|ﬂ « E‘;Eeveraglm » Project Emails and Documents »

+ | 44 |\ Search Project Emails and Doc.. O |

Organize « - @
i M\cmsuf‘tOf‘fi(eW: (3 Closed ltems for 4122-4 i Milestone Completion Report.docx
|E‘ [ Email Archive @l__]iject Status.docx
't Favorites 3 Requirements Documents @I_]Statu;fnr Demo.docx
Bl Desktop [ Status Reports Btestd.docx
. Work 4B's Beverages Requirements.docx B testingl docx
@ Colligo for Share E]B's Project.docx ] testingl -bevs.docx
Documents {]B's Project2.docx
B Interim Report.docx
M Desktop i Interim Reportb.docx
- Libraries @__]Meta Tags Report.docx
FNEL I Colligo Contributor v4.1 FileMagr - User Guide.docx -
Save as type: [Word Document (*.docx) v]
Authors: Add an author Tags: Add atag
[] Save Thumbnail
= Hide Folders Tools = [ Open J [ Cancel
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Uploading Existing Content

Existing content can be added to Contributor by selecting the Upload option. Contributor prompts for
metadata when the document is uploaded.

@ () v‘n_i « Shared Documents » User Guides

-’.’,[

Edit View Tools Help

New >

Upload Documents

Close

# Upload Documents [ = W

@Uv| « Shared Docs » R4 Screenshots

Sea

v [4]

TN

[E| Documents

ﬁ
&

|3} Shared Documents: New ftem

%} Recently Changed New Folder
B Searches > Document

= 35 Name ) .

= < R4-scn-filemanager-doclibs. psd
@ R4-sen-custom-large.psd
T Documents = al
” @ R4-scn-download-site.psd o
¢ Recently Changed Foldk

Folders @) R4-scn-email-an-desktap.psd

é’ RJ-scn-flIemanager-check-inﬂ’ [ JUser Guides

| Recent Places

348 Contributor V3.2 Release ‘ [ Browse. ..

39 Contributor V4.0 Release Moge s> g\' R4-sen-filemanager-doclibs.psd e
<] Announcements Falders v g‘ R4-sen-filemanager-icon.psd
78] Calendar Shared Docs = S‘ R4-scn-filemanager-list.psd Name * ’ .
(3] Documentation Contibutor g R4-sen-filter-view-content.psd R4-scn-filemanager-doclibs. psd
=] Links Mail 9 Rd-sen-folder-on-desktop.psd Title
] Remaining 4.0 Tasks R3 Picture ﬂT‘ R4-scn-infopath-large.psd
| 3] Shared Documents R3 Screanshots g R4-sen-manual-sync.psd
3 BJM Test R Screenihats g R4-scn-metadata-edit.psd
[ Licensing Snagit Cf R4-scn-metadata-new.psd
[ Product Research StarageS g R4-scn-outlook-inbox.psd
[ R4 Screenshots S -« i
i Ré D Datashert File name:  R4-scn-filemanager-doclibs. psd v |AllFiles %)
[ User Guides
4 WEA Screenshot Open

Create |

[

Cancel

Uploading Content with Drag-and-Drop

Alternatively you can drag-and-drop content into Contributor from your desktop. Contributor accepts
one or more files or complete folder structures for uploading. Contributor prompts for metadata when
the items are uploaded.

4

R4-scn-file.

GL

_‘h‘%md Documents » User Guides

v |4 ‘ ‘ Search

Tools  Help

‘ File Edit Vie

‘ Organize v

Folders
34 Contributor V3.2 Release
3 Contributor V4.0 Release

<7 Announcements

7 Calendar

[13] Documentation

=] Links

] Remaining 4.0 Tasks

(3] Shared Documents

m

Name

e ) Colligo Contributor ¥3.2 Add-In - User,| | 0ot b
&) Colligo Contributor v3.2 Client - User . a i
Docliments ) Colligo Contributorv32 Pro - User Gu.f| .
4 Recently Changed GHR4-scn-filemanager-status.png T —|
IB Searches 2 Colligo Contributor v3.2 Add-In - User. —
1 Colligo Contributor v3.2 Client - User .| ="

"= Colligo Contributor v3.2 Pro - User Gu.

&) Colligo Contributor v4.0 Pro - User Gu.‘ﬂ ot

] R4-scn-filemanager-check-in,jpg d

B R4-scn-filemanager-upload.jpg

1) Shared Documents: New Ifxm

Rd-scn-Flemanager-chackn psd

Create
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Copying Existing Content

Existing content, files, or folder structures can be copied between SharePoint document libraries or
folders by either a drag-and-drop or copy-and-paste operation. Copy-and-paste can be accessed through
standard Windows operations, such as right-click or Ctrl-C/Ctrl-V keyboard shortcuts.

A new copy of the files or folders is created in the destination location and Contributor prompts for
metadata. In cases where the metadata 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

Copying a SharePoint URL

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

Drag-and-Drop, Copy-and-Paste

Alternatively, for users that do not have access to the SharePoint site, it is possible to drag-and-drop or
copy-and-paste files or folder structures from the Contributor File Manager into a Windows folder, a file,
or as an attachment to an email.
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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.

Loz g 1 1. List Selector Panel
o - 2. Default Value Settings
i 3. Add, Edit, and Remove
oG - 4. Inherit propagating values from
Drroees parent items
5. Clear locally-defined values on all
child 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 Name The Display Name of the SharePoint column
Settings .
& 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 These buttons allow you to work with the locally defined default values.
Remove 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

values from parent Folder 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 = When settings are applied with this values checked, child-items are reset to inherit values;

values on all child any user-specified default values on child-items are cleared.
items
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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.

File Menu

The File menu may offer different options depending on the elements of Contributor deployed. The

Contributor Control Panel interface may be accessed by double-clicking the Contributor icon in the
system tray.

'@ Collige Contributor 3.1 Pro '@) Collige Contributor Add-in 3.1 (Onling)
Elle | Site  View Help File | Site  View Help
A - @ Synchronize... ‘ Default Metadata Values...
Open ributor Product Demo > Docur, Export Site Configuration... Site
Rename icuments Close
K Delete v - | Upload ~ | Filter = Exit
Mew ]

% Upload Documents

Folder B
| Default Metadata Values. .. claer
Contributor_Release_Motes.xd
Export Site Configuration... CustomerRelationship_UserInt
Close DiscountandDiscountlist_UserE
OpportunityRelationship_User!
Exit
=TT
= Columns
[ gy Y PSSy Sy N N U Y SRS
Full Desktop Client Runtime Engine

* 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 quick launch area or on a
folder in the cached view.

l@) Collige Contributor 3.1 Pro Pro
File Site Wew Help

Site: w Contributor Product Dema - @ Synchronize... = t Demo - @ Synchronize... = ‘&\u‘iew Sync [ssues
= Contributor Product Demo > Docu Contributor Product Demo > Documents
| =N Documents Documents

Documents * || Mew = | Upload ~ | Filter = “ || Mew = | Upload = | Filter = View: | All Docu

= Do n
A

Disable Synchronization & 3 Foider Open
Enable Synchronization utor_Release_Motes.x } EIJ Contri Rename

Pictu Eiter Synchronization. .. erRelationship_UserIn ‘l‘jﬂCusm x Delete oCx
tandDiscountlist_Uiser! @ Discon docx

s | Default Metadata values... e ) Oppor|___ Defeult Metadata Values. . P

=TT

= Columns

* 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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Navigation Breadcrumbs

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

Juct Demo Site - @ Synchronize... - 01 View Sync Issues

Colligo Contributor - Product Demo Site > D
Ocuments Default Metadata Values...

* When accessed through the breadcrumbs, 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

Calligo Controtior Options (=] Synchronize on startup: Contributor synchronizes
cached content when it starts

General

Synchronize when list is viewed: When you
navigate to a list the content is synchronized

[¥] Prompt for properties when adding documents

[ Use current Windows appearance

Storage [ contaurabl synchvonizaton Options Synchronized when list is modified: Modifications
Stcane jocation include changes to the document or metadata
C:\Users\dwhitehead \AppData\Local\ColiifloO g

— Enable background synchronization: Contributor
ynchronizaton

o —— synchronizes content periodically. The default sync-
[~] synchronize when list is viewed |nterva| |S 30 mlnuteS

[¥] Synchronize when list is modified

[¥] Enable background synchronization

Background synchronization interval: 30 minutes

[V] Automatically download lists to resolve Site Column values

[ ok ][ concel |

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

() Colligo Contributor 3.0 Professional =3 fcR =7
File Site View Help

site: g4 8's Beverages ~| |2 synchronize... || @y view Sync Issues
% ' Synchronize "B's Beverages” Site...
| jJ Syndhronize Multiple Sites... [ ts
Fo——— ) Synchronize Al ;i 1 — 1
[ synchvonize pending Changes | oo Al Emalis =Tl
‘ @8 Download New Site... Erom Project |
* Project Emails and = e
Documents |
® Project Tracker ;—: 5 -
B's Beverages Requirements.... 412
B cheit:Dacs Fokder ) Windows SharePoint Services... 412
Pictures | =] Windows SharePoint Services... 412i=
= Windows SharePoint Services... 412
it i Celebration Lunch Friday ‘helmut@contoso.com'; ‘barb... Fred Smith
4 Celebration Lunch Friday ‘helmut@contoso.com'; ‘barb... Fred Smith 412
B MetaTags Issue Barb Sankovic Helmut Schuler |
i Team Meeting Barb Sankovic Helmut Schuler
4 Oustanding Issue Barb Sankovic Helmut Schuler 412
0 Re: Oustanding Issue Barb Sankovic Helmut Schuler
& Re: Oustanding Issue Barb Sankovic Helmut Schuler 412
HISEEEE s 4 LatestIssue Report Barb Sankovic Helmut Schuler
1 LatestIssue Report Barb Sankovic Helmut Schuler 412 _

. »

1

(@ Last synchronization: 26/02/2008 12:30:44PM
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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.

Pending Changes Synchronization

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 are reverted upon the next synchronization.

Pending Synchronization Changes ==
Name Site List Modified Status a
= Site: B's Beverages (5)
) 8's Project.docx 3 8's Beverages (3] Project Emails and ... 26/02/2008 2:20:59 PM Update
DeleteDomains. xls Bﬁﬁ's Beverages |3) Project Emails and ...  26/02/2008 2:20:53 PM Update

=]

Engagement Management.ppt 1 B's Beverages JE51 Project Emails and ... it
W 171 Case Study - short_bwj.doc 3 B's Beverages 23] Project Emails and . ate

9] Meta Tags Report.docx g &' Beverages [SIProject Emails and ... 26/02/2008 2:20:59PM  Update

Discard Changes
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CONFIGURATION

Contributor provides easy access to the common configuration options:

(@ Colligo Contributor 3.0 Professional =eEs
Be ste [vew [ e
ste: gifs| G View Sync [ssves

~ | @y View Sync Issues
oject Emais and Documents
View Bendng Changes... ails and Documents

Documen{ 8 Show Eilter Choices s i ks acoF

Refresh Fs

Colligo Contributor Options b

General

7] Prompt for properties when addng documents

1 Re: Oustanding Issue o Use current Windows appearance
Pictures - Testing Complete ‘barb@cont
1 Team Meetng Needed ‘barb@con! Storage
Lists L1 LatestIssue Report Barb Sanko Storage location
[ Re: Oustanding Issue Barb Sanko C:\Users\dwhitehead\AppDatalLocallColigoO | Browse...
s 7 -
d Retumed Mai Barry Jnks Synchronization
4] Meta Tags Report.doox Synchronize on startup
)
3 Last chance to join 60,000 pe... Barry Jnks Selvantac whon ot s vewed
* Open Projects &) Project Status Report.docx | synchronize when st is modified

) Project Status Report.docx 7| Enable background synchronizaton
Baciground synchronization interval: 30 minutes

V| Automatically downioad lsts to resolve Site Column values

[oc ][ conen

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

Prompting for Properties when Adding Documents
By default Contributor prompt for metadata when content is added. You can disable the prompt. If the
prompt is disabled, content is uploaded to SharePoint with default metadata.

Using Current Windows Appearance
You can switch Contributor’s user interface 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 (= =E=] @ Colligo Contributor 3.0 Professional [SE]=
Fle Ste Vew Hep File Site View Help
Site: g B's Beverages ~ | [2) synchronize... ~ | @ View Sync Issues Site: §iff B's Beverages ~ | [2] Synchronize... ~ | @ View Sync lssues
— B's Beverages > Project Tracker > Client Docs Folder " B'sBeverages > Project Tracker > Client Docs Folder
E | Project Tracker | =N Project Tracker
Documents [u ary to store forms, repo relating to issues. Documents B s, reports 3 ue
New + | Upload ~ | Fiter + View: | All Issues - m | P —— Nise] ARJssues ~lim
Name Issue  Status Name Issue  Status
(3 Financi Statements %iPictect Seka and 3 Pl Satements
Sl e v g Bentsr e, Tt
£ Client Docs Folder £ Client Docs Folder BEPIRLYZIVESs Jesti
Pictures Pictures
Lists Lists
= Open Projects . = Open Projects. |
- )
(@ Last Synchronization: 25/02/2008 7:58:49 PM @ Last Synchronization: 26/02/2008 2:10:28 PM

Storage Location

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

Automatically Downloading Lists to Resolve Site Column Values

Contributor ensures that data for Lookup columns is also synchronized.
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