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ColligoContributor AddIn for Outlook

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 tocldfnecessary
you can access the Help by launching the Contributor interface from the System Tray and sdigpting
>Help and Support

If you would like further instructions |@ase consult the Features list at
http://support.colligo.com/Lists/Features/Allltems.aspxhere you will find a complete list of features
by product along with instructions for usgéoucanfind a number ofcreencastsn the support site that
walk you through the main product features. The SharePoint support site can be synchronized with
Colligo Contributor for access any time, online oroffline. Please follow the instructions on the home
page athttp://www.colligo.com/support/.

Please senduestionsandfeedbackio support@colligo.com
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ColligoContributor AddIn for Outlook

TECHNICAREQUIREMENTS

Systems Supported

Microsoff Windows 7 Home PremiumProfessionabr Ultimate

Microsoft®Windows’ VistaBusiness; Enterprise or Ultimate

Microsoft®WindowsXP Home or Professional

Microsoft Office 2008 2010 (Office 2003 SP2 or later for InfoPath forms)

Internet Explorer 6.0 or later

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

Consumesoughly 20MB of disk space, natluding 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
1 Microsoft® .NET framework 3.5 Runtime

Outlook Addin Prerequisites
1 Compatible version of Outlook (OutlookZD) 2007 or 20083
1 Office 2003 or Office 2007 Primary Interop Assemblies (depending on which version of Office is
installed)

= =4 =4 =4 -4 =4

= =4

9 Microsoft Visual Studio 2005 Tools for Office Second Edition (MVBBECBE) Runtime
1 Microsoft Visual C++ 20(P 1Redistributable Package
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ColligoContributor AddIn for Outlook

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

There are different installer packages dependent on which versi@ffafe you have installed:
1 For 32bit Office, use the x86 installer
I 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 not suppomrtsilinstall)

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

Interactive EXE Install

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

1. Doubleclick the installation file.

2. Prereaquisites 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.

Terminal Server Install

For information on installing in Berminal Server environment see tlmlligo 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 upgradisaghe database is often
updated.
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ColligoContributor AddIn for Outlook

THEOUTLOOKADD-IN

Adding a Site to Outlook
It is possible to add a site to Contributor in a number of ways, including:
9 Use the Connect to Outlooloption in Internet Explorer
1 Site > Download Sitenenu option
| Click the site selector dregown and seleck 2 gy f 2 R { A (i S X
1 Dragand-drop a URL frormternet Explorerinto Contributor

Internet Explorer Toolbar Connect to Outlook Button
1. Navigate to a SharePoint List or Library in Internet Explorer
2. Click theyellow Connect to Outlookcon on the toolbar

/€ Project Emails and Documents - Windows Internet Explorer =0 R (<=
@u = ‘g http://server/bsbev/Project%20Emails/Forms/Allltems.a v 1 *" X ‘ ’ Live Search pe) v|
2 A = T - Y 5
9% 4 | @ Project Emails and Documents [ ) v B v @ v [:2hPage v () Tools v H
@ Hep ~

B's Beverages > Project Emails and Documents

E = : 7 Send to OneNoty
| &5 Project Emails and Documents BD seridto Orictiote
T T @&, Research
View All Site Content | Store project emails in here to keep track of communication.
Etmdatishs = B® Connectto Outlook

Documents

‘New v  Upload ~ Actions ~ Settings v
» Initiate r :

@@ Connect to Contributor

| Type Subject 0 Fron Pro

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

3. You may choosevtconnet the ListOnlineor Cached

Colligo Contributor Outlook Add-in =

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

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

[ Enable local caching for this list or library

For more informationseeContributor Addin Cached vs. Online

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

Login to "support.colligo.com” [==]

>
".:1'\ \

@) Use default credentials
) Use the following credentials:

User name:

Password:

[ OK ] ' Cancel ]

If the site you are connecting to is an Office365 sitpromptfor Office365 credentialdisplays
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ColligoContributor AddIn for Outlook

@) 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 messagdisplays:

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 List definititims folders are made available in
Outlook.Contributor build out a tree for the subfolders of the sefeed document library.
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Contributor AddIn Cachedvs.Online
Contributor Addin functions in twanodes:Online andCached

If you attempt connect a list to Outlook that has already been synchroniz€dechedVode, Outlook
displayshe SharePoint View dhe list However, the list remairs synchronized irfCachedviode.

The Online an€ached/iews are presented below:

Cachedview Online View

< - - <
Colligo for SharePoint B's Beverages - Project Emails and Documents

B's Beverages
Bcvcn\gcw

| Pfoje&ErnaiIs and Documents

4 Beversges > Preac el and Cocmerts
Project Emails and Documents

Mew » Lphoad - Fe +

2] o
2 s

Online Mode

Key functionality of Contributor Ain operating in Online Mode

Does not maintain a cache of data

Upload content to SharePoint with metadata Prompt

View the SharePoint site in Outlook

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

=A =4 =8 -8 -4

CachedMode
Key functionality of Contridor AddIn operating inCachedVode:
1 Content is cached providirgjfline access
1 Upload contat to SharePoint with metadatarpmpt
1 Access and Edit existing SharePoint content including accessing metadata.
1 Automatically extract Email metadata (To, From, S8nbject, etg
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Editing Content in CachedViode

Select the folder in Outlook to access the Contributor At@acheeView of the ListTheCachedriew
provides access to the content. Here you can work with your content and perform the actions below:
1 Opena document by doublelicking 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]
o0 Delete content

4[] B's Beverages - Project Emails and Dc
> [ Closed Items for 41224
> [ Email Archive
[3 Requirements Documents
» [ Status Reports
> [ testing
> [ B's Beverages - Project Tracker
(3 import Issues
: F3 08 testinn rant site . Cantent e d

. J[W]_0pen with Microsoft word
.

. — T ——
OE9 = Collig for SharePaint - Microsoft Outloak i‘g@&]
bome | ‘Sena/Reche | roaer  view  Colgo  Adain -
.] “%n‘l P L 3 Connect [E copy b N FindaContact -
b ¢ ] = Synchroniz LS (G Address B
New  New Delet = Rules OneNot o
E-mail Items~ | d&Junk~ (3 Refresh Folders B 7 Filter £
New Delete Respond Colligo for SharePoint Move Find
> Favorites 4 N N
Colligo for SharePoint
4 Wailbox - Dave Foster “ | BsBeverages > Project Emails and Documents
2 1nbox (259) Project Emails and Documents
1] brafts Store project related documentation in here to kee track of communication.
'] senttems [576] N Upload ~ | Filter Vi G Project
e iew ~ | Upload ~ | Filter - jew: | Group by Proj
Name From Subject Receivec d Project #  Created Modified Il
4[] Colligo for SharePoint I
m =
> [ Armne Test - Document Sets Project #: {None) (60)
> [l Arne Test - Managed Metadata ElProject #: 4122-1 (3)
[ B's Beverages - Action ltems 14 John Smith_16Mar 10 12.... John Smith Latest [ssue Report 16/03/2010 ... 4122-1 18/09/2007 ... 18/01/2...
> [ B's By s - Initiate
e 9 PSR 5 Edit properties..
>[4 B's Beverages - Project Emails and Dc ] g's Ber B's Beverages Requireme... 01/03/2010... 4122-1 18/10/2007 ... 07/07f2...

1] Edit with Miarosoft word
.

[ Project Liy Chedcout

[ Project | & Copy SharePoint URL

Rename

¥ Delete

=] Mail
] calendar
] Tasks

All folders are up to date, [} Connected to Microsoft Exchange | 100%
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Creating Nw CGontent in CachedViode

ColligoContributor AddIn for Outlook

New congént can be created by selecting thiew option.

On SharePoint 20@nd 2010sites content can be created based on contéype templates

™ W w

=&

4[] B's Beverages - Project Emails and Dc
Closed Items for 41224
& (3 Email Archive

(3 Requirements Documents

I > (3 Status Reports
| > [ testing
>[4 B's Beverages - Project Tracker
I (3 Import Issues
173 O tactinn rant cits . Contant tna d
| =
(=] mait
| 53 catendar
([ ] Tasis

HProject #: 4122-2 (15)

B Project #: 4122-3 (5) \

@ Project #

224 (5)

B Project #: 4122-5 (8)

of['\A 8- Colligo for SharePoint - Microsoft Outlook
File. ] Home | Send/Receive  Folder  View  Colligo  AddIns Aq
= ] ‘@ % Connect I copy Find a Contact ~
e " 2 synchronize - [ Address Book
New  New eply Reply Forward e
E-mail ems~ & Junk~ All &5 More [ Refresh Folders Filter E-
New Delete Respond Colligo for SharePoint Move Find
Favorites ¥ = e
Colligo for SharePoint
4 Mailbox - Dave Foster B's Beverages > Project Emails and Documents
|| 2 mboxeey Project Emails and Documents
| 20wt [ Store project related documentation in here to keep track of comm:
[ SentItems [576] e e ) Create New Project Status Report
5 Deleted Items [7) | B - —
@) Email (Hidden Fields) m suble = Temomtes | fied
423 Colligo for SharePoint ) I ) 02| [ ste Templates | Other
> 2 Ame Test - Document Sets @) emai @ —
I > 3 Ame Test - Managed Metadata (@] Project N =
[3 B's Beverages - Action Items 3 Lates| | | project Status 2... |
> 3 B's Beverages - Initiate 4 Folder h Report 2
» [ B's Beverages - Project Emails and Do @) 5's Beverages Requireme... John Smith B's Be} % /...

Please enter a name for this new document:

All folders are up to date. [ Connected to Microsoft Exchange | 100%
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UPLOADINEXISTINGOONTENT

UsingUpload Documentdvienu
Existing content can be added @ontributorby selecting theéJploadoption:

0] Upload Documents A =]
Home | Send/Receive  Folder  View  Colligo —
. @U'l J < DATA (D) » Work » Documents » Documents = r
53 I= | Connect &1 copy
G N S Organize|r  Newfolder
New  New Rep = Move Rules O - =
E-mail Ttems~ | & lunk - o Maie o || SR el Fulre 7 &l RegentPlaces  *  Name Date [nodified Type Size
Hew Delete Respond Colligo for SharePoint Mave | Wdk
= G4bitClientlnstallation_Office2010.pdf 23/04/20101243 .. Adobe Acrobat D...
> Favorites < m = uments —
Colligo for SharePoint - ) Value of Eaming a Microsoft Competenc...  27/04/201010:32 .. Adobe Acrobat D...
& (3 Collige for Share
4 Mailbox - Dave Foster | B'sBeverages > Project Emails and Documents I
5 Inbox (261) Project Emails and Documents || B Deskeop
7] Drafts

[ Sent Items [576]
5 Deleted Items (7)

Store goyeCTTETT= \Hnlwﬂf B3 Libraries

DNew = |{Upload ~ || Filter ~ A Dave Foster

name| ([} Upload Documents Subject Ryl M Computer
5l Project = (None) (60,

5] Project Emails and Documents: New Item @

Document
43 Colligo for SharePoint

1+ 3 Arne Test - Document Sets

sabitclientinstalation_Office2010.pdf
& os@ )

> [l Arne Test - Managed Metadata ElProject #: 4122-1 (3) s DATA (D) Folder

L3 &'s Beverages - Adtion Items 11 John Smith_16Mar10 12.... John Smith Latest Issue Report 16 s HP_RECOVERY = | [ —_ ]
I [ B's Beverages - Initiate il : 5.doc 3 n 5 F 5 | RECOVERY
Pl B Beicmges - Hroject Eanibond D (#15's Beverages Requireme... John Smith B's Beverages Requireme... 0 "N DVD RW Drive | R, | ==
4[] B's Beverages - Project Emails and D Ny ~ | d ContentType:  [Project Status Report - b

| b3 Closed ltems for 41224 Cliioes s i) -
ile name:
1> [ Email Archive [ Project #: 4122-3 (5) Hame *
[ Requirements Documents

[ Project =: 4122-4 (5)
1* 3 Status Reports

64bitClientinstallation_Office2010.pdf

—

Titl
3 testing [ Project #: 4122-5 (8) le
| I 24 B's Beverages - Project Tracker
| [ Import Issues
[ 18 tastinn rank sits - Crntent funs A 7
L] Mait

5] calendar
|/ Tasis

All folders are up to date. L_-..;‘Cunnededtu Microsoft Exchange | 100% —
Contributor prompsfor metadata when the document is uploaded.
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Using Dragand-Drop
Emails can be uploaded to SharePoint by ditagiand-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).

ColligoContributor AddIn for Outlook

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

o&i9 =

Microsoft at Home - M

lailbox - Dave Foster - Microsoft Outlook

‘ -
Ins N

[} Sent Items [666]

Home | Send/Receive  Folder  View  Colligo  Add
= r . 2 Meeting % Connect [ copy N X, (N9 FindaContact v
_}J VR < == g, ~ 4 4 -@—‘j
2 Clean Up ~ - 3 @ - 2 synchronize — (6l Address Book
New New | Delete Reply Forward : Move Rules OneNote
E-mail temsv | & i 5 More ~ | (8@l Refresh Foldgr: Y Filter E-mail -
New Delete Respond Cotligo for {} o] Project Emils and Documents: New ltem =] i
> Favorites &
Search Microsoft at Home (Ctrl~E) Document
32 Dratts Avrange By: Date Microsoft At Home_07Jun10 00.00.00_Worried about computer s...

&) Deleted Items Folder
4[4 Colligo for SharePoint Microsoft At Home W l‘:” ‘ [Browse... |
» 3 Arne Test - Document Sets Summer vacation is just around the bend
|| > [ Arne Test - Managed Metadata Properties
[ B's Beverages - Action Items 4 Two Weeks Ago Content Type:  [Email Hidden Fields) -]
> 3 B's Beverages - Initiate
4| B's Beverages - Project Emails Saaa —
3 Closed Items for 41224 Microsoft At Home_07Jun 10 00.00.00_Worried about computer sec
> [ Email Archive feeks Ago To
[ Requirements Documents &) Microsoft At Home =
[ Status Reports Be a Windows wiz
(4 testing From
, ) Microsoft At Home
» [ B's Beverages - Project Emails and D 4 LastMonth L4
» [ B's Beverages - Project Tracker &) Microsoft At Home ce
(3 Import Issues 1) Work from home?
(33 Product Management -Documents ¥ | ) microsoft At Home s
Want to go wireless at home?
[—4 Mail "
|5 Microsoft At Home ) -
5 Cotendar Two monitors are better than one
- 3 masanrone
ﬁ Tasks Check out our new video channel
" | 4 Oider bt
Items: 151  Unread: 145 | All folders are up to date.  [5i] Connected to Microsoft Exchange | [0 B3 100% (=) " {+) J

Dragging from Desktop to Contributor

CachedView

Filesor Folder structuregsan be uploaded to SharePoint 8saggingand-droppingdirect from your
Desktop (or My Computer) into the ContributGachedview in Outlo&. Contributor promps for
metadata anduploads the fils and folderdo the selected library

&) Deleted Items (7)
4[24 Colligo for SharePoint

> [ Ame Test - Document Sets

> [ Ame Test - Managed Metadata

(3 B's Beverages - Action Items
| >[4 B's Beverages - Initiate
| > [ B's Beverages - Project Emails and Dc
| 42 & Beverages - Poject Emsil and D¢
> [ Closed Items for 41224

¢ (3 Email Archive

[~ Mail

5] catendar
] Tasks

New ~ | Upload ~ | Filter ~

Home | Send/Receive  Folder  View  Coligo  Add-ns a2
] ‘:‘E] 1( L Meeting [ Connect E copy R N Find a Contact ~
HE \ " P @mm > synchronize - [ Address Book
New NeW | o De A yles Onenor
E-mall Remss L2 (R Retresh Folaees 3| Project Emails and Documents: New ltem 8
New Delete Respond Colligo for SharePoint
7/
> Favorites < = . / Document
Colligo for SharePoint . SatCintinstalaton Offce20 054t
4 Mailbox - Dave Foster “ | B'sBeverages > Project Emais and Documents || Sosa srance
(2 Inbox (261) ‘7 Project Emails and Documen AN
L2 Drafts | | [store project related documentation in here to keep fack of communication. = [ ]
[} Sent Items [576] =T} rowse. .

Name

Properties

From Subject
// Content Type:  |Email (Hidden Fields) M

@ Project #: (None) (60)

ElProject #: 4122-1 (3) / Hame * =
1 John Smith_16Mar 10 12.... John Smith Lateft IssueRe}| | StCientinstalation_Office2010.pdf
T Proje o
) 8's Beverages Requireme... John Smith BffBeverages H E
ElProject #: 4122-2 (15) From
ElProject #: 4122-3 (5) s ot &
[ Project *: 41224 (5) ( %ﬁ I Ce
[ Project #: 4122-5 (8) = I

Bec

Cant X

All folders are up to date.  [%] Connect

e
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Dragging From Desktop to Outlook

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

selected library

ColligoContributor AddIn for Outlook

(5 sent Items [666] 3
@) Deleted Items

43 Colligo for SharePoint
> [ Arne Test - Document Sets
> [ Arne Test - Managed Metadata
[ B's Beverages - Action Items

4 Monday

Home | Send/Receive  Folder  View  Colligo  Add-ns
x N 8L Meetin  Connect (N9  FindaContact ~
%5 Clean Up ~ G- = synchronize 5 [ Address Book
New  New Delete Forward = Move _Rules_OneNote
E-mail Ttems B, More~ | (3 Refrespoff e -
New Delete Respond o for SharePoint [l Froec s and Bocuments Noiem
b Favorites 53 Document
Search Microsoft at Home (Ctg
Cart ., 64bitClientInstallation_Office2010.pdf
2 Dratts “ | Arrange By: Date Newest on top ! b D

[ B's Beverages - Initiate
4| B's Beverages - Project i
> [ Closed Items for 41224
> [ Email Archive
(3 Requirements Documents
[ Status Reports
>[4 testing
> [ B's Beverages - Project Emails and D
(3 B's Beverages - Project Tracker
[ Import Issues (2)
(23 Product Management - Documents ¥

L Mmail
3] catendar
/] Tasks

31/05/2010

Name *
64bitc) _Office2010.pdf

4 LastMonth
&) Microsoft At Home

Work from home?
|&] Microsoft At Home

Want to go wireless at home?
5] Microsoft At Home

Two monitors are better than one

/6] Microsoft At Home
Check out our new video channe

4 Older
] Microsoft At Home
Ensure your email gets read

] Microsoft At Home
Basic PC advice at your fingertips.

24/05/2010

17/05/2010

10/05/2010

03/05/2010

26/04/2010

19/04/2010

To

From
Dave Foster

ce

Sant

Folder
& | (o)
Properties

i

Create

Items: 150  Unread: 144 |

All folders are u

p to date.

Dragging Email Attachment s into Outlook
Attachments can be uploaded to SharePoint by dmagand-droppingdirect from an email into the
Outlook folder tree (or Contributo€achedView).Contributor promps for metadataand uploads the
file to the selected library

[] Connected to Microsoft Exchange | [ 3 100% (=)

Inbox - Mailbox - Dave Foster - Microsoft Outlook

[ol® =

AN | Home | send/Recei =l B 3 ‘»‘ =
j' ninu_] «lgnore > Message Attachments
X % Clean Up ~ 8
New  New Dell NS Y
E-mail Items - | & Junk - ﬁ H x
New Delete Save  SaveAll  Remove
As  Attachments Attachment

Favorites

Actions

Select Copy = Show
All Message

Selection

Some Microsoft information - Message (HTML)

[ESEEET5")

2| Project Emails and Documents: New Item

==

@

Document

4 Mailbox - Dave Foster
[ Inbox (253)
(7 Dratts
[} SentItems [576]

Size: 257 KB
Last changed:

File name: 64bitClientinstallation_Office2010.pdf

June-23-10

[T <vuitole Fies>
N

Folder

@

===

5] Deleted Items (7]

4[4 Colligo for SharePaint
>3 Ame Test - Document Sets
> 3 Ame Test - Managed Meta

[3 B's Beverages - Action Item:
>[4 B's Beverages - Initiate
4| B's Beverages - Project
[ Closed Items for 4122
(23 Email Archive |
(3 Requirements Documents
[ Status Reports
[ testing
>[4 B's Beverages - Project Emal
> 2 R's Reveranes - Proiect Tracl|

[~ Mail
1) caenr
7] Tasks

[ Message | = 64bitClientinstallation_Office2010,pdf (257 KE)

Properties

lue of Eaming a Microsoft Competency May Edition(1] paf (1

Content Type:

Project Status Report -

[T show all available properties

Items: 5,355  Unread: 253 |
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ColligoContributor AddIn for Outlook

Using Send-and-File
You can atomatically store a copy of sent mail using thend &Filecommand 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 recentlg tedders or email conversation

Cortributor automatically extracts email metadata (To, From, Sent, Subjec},tetsimilarly named
SharePoihcolumns

The.msg format maintains fidelity of the message, including attachmehisique SharePoint filename
isgenerated based on Sender, Searid Subject

&) ¥ |+ [N Status Report Week 4 - Message (HTML) =8 R

Message Insert Options Format Text Review @ 0
a A N il Attach File v L _] l |ﬂ; =

0 Attach Ttem ~
Send Paste Tags Zoom Upload Insert Rules
& File - [& signature = - =

Colligo Send & ... Clipboard Include Zoom Colligo Attachments

Colligo Send & File 8]

Double-click a folder to Send & File

RecentFolders  Folders Used In This Conversation

| B's Beverages -

Initiate} o

- | B's Beverages

- Project Emails and Documents)

| B's Beverages -

Project Tracker)

| B's Beverages -

Project Emails and Documents\Email Archive),

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

Select a Colligo For SharePaint Folder:

[ 8's Beverages - Initiate -
(=) [ B's Beverages - Project Emails and Documents

[ Closed Items for 4122-4

(3 Email Archive

[£3 Requirements Documents

3 Status Reports

[ testing
[ 8's Beverages - Project Emails and Documents-1
(= (4 B's Beverages - Project Tracker

[23 4.0 Testing

[ Client Docs Folder

It chinza Enlch

m
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ColligoContributor AddIn for Outlook

Using the Copy Folder
Folders and their contents (including stddders) 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 andrtividual emails are uploade@ontributor
automatically extracts email metadata (To, From, Sent, Subjec},tetsimlarly named SharePoint
columns

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

Copy Qutleok Folder lé]
Select Folder to CFEV Select Destination
_ Colliga for ShareP i = [ Calligo for SharePoint i
3 Deleted Items # [ B's Beverages - Initiate
[d Drafts |1 B's Beverages - Project Announcements
3 Inbox =| 1l B's Beverages - Project Emails and Documents
3 Junk E-mail & [ Closed Items for 4122-4
4 Meeting Responses =1 3 Email Archive
[ NRC-IRAP A Reference
3 outbox E [ To Be Deleted =
[ Patents 1 To Be Retained 1
1 Sent [tems 3 Requirements Documents
= [ Spam =l 1 Status Reports
3 Allowed Senders [T week 1
3 Blocked senders [ week 2
3 Quarantine 3 Week 3
# [ Sync Issues [ sharePaint 2010 Test Site - Announcements
3 The 451 Group = [ SharePoint 2010 Test Site - Correspondence =
Copy Options
| Indude top-evel folder
Indude sub-folders 0K, Cancel

CopyingExisting Content in Cached View

Existing content, filesor folder structuresan be copied between SharePoint documimiaries or
folders by a dragind-drop operation. A new copy of the files folders is created in the destination
location andContributor promps for metadata In cases where the metadata structure in the
destination library is different from the source libragontributor maks a best effort to match and
retain existing metedata values.
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ColligoContributor AddIn for Outlook

EmailingContent as an Attachment

Uploading Attachment s

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 em#tikre is a Contributor toolbar to upload an item and
replace it with a link.

Message Insert Options Format Text Review Add-Ins ) ?
% BB cmesn caa =om-w B @ (g [ T "NOE
— Q@ = ¢ HighIm =
Send Paste B 7 U ®-A- £ | Address Check | Attach_Atta, Zoom | Upload Insert Rules
& File - & & - b pr—— S $ LowImportance =
Colligo Send ...| Clipboa... & Basic Text Names Include Tags 5| zoom | Colligo Attachments
1| Upload Attachments to SharePoint =
Tou. David Foster (dfoster @coligo.com)
= = -
=1 e Choose Fies
Send = -
Subject: | New Microsoft Informatioj T s4bitClientinstallation_Offic=2010.paf
= = - =
Attached: l s4bitc Office2010.pdf (253 KB]
l — = —
iz]
I
I
f Destination Site
I
Site Name: | [, B's Beverages
Library: [i3IProject Emails and Documents
Folder: [ Requirements Documents
| Chouse Destination. .
( oK ] [ concel ]
—

Insert SharePoint URL

You can share content from the cache with other users by usinthegt command.Insert Attachment
formats the URL and inserts it at the top of the badyhe email as if it had just been uploadédsert
TextlLink inserts the URL at the current cursor location for inline URLSs.
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