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Colligo Engage Outlook App

CoLLIGO ENGAGE OUTLOOK APP

Welcome to Colligo Engage Outlook App, the simple, powerful, and reliable solution to enterprise email
management in Microsoft SharePoint 2010. Featuring seamless integration with Microsoft Outlook, Col-
ligo Engage Outlook App makes it fast and easy to file, tag, find, view, and share email and attachments
in SharePoint, all from within the familiar Outlook interface.

Colligo Engage Outlook App streamlines SharePoint interaction by providing simple, intuitive ways to
move or copy email and attachments to SharePoint from Outlook, including drag-and-drop or send-and-
file. Email metadata is automatically captured for findability, and additional metadata can be easily
added to classify content according to corporate guidelines or regulatory requirements. The integrated
search functionality searches both SharePoint and Outlook to locate emails, or find documents to send
as attachments. SharePoint sites can also be viewed from within Outlook, making finding content a
breeze.

Benefits

¢ Easily manage email and documents in SharePoint, without changing work habits
e Increase the quality and quantity of content captured and tagged in SharePoint

¢ Reduce risk, improve compliance, and records retention

e Reduce uncontrolled content in personal archives and PSTs

e Improve collaboration, document, and project management

e Drive SharePoint adoption of by improving ease of use

Key Features

o File: Drag-and-drop email and attachments to SharePoint from Outlook
e Tag: Add automatic or customized metadata

o Find: Search Outlook and SharePoint together

o View: See SharePoint content right inside Outlook

o Share: Replace attachments with links for easy collaboration

Platforms Supported

¢ SharePoint 2010, SharePoint 2010 (Office 365), and SharePoint 2013
¢ Outlook 2007, 2010, and 2013 (32-bit and 64-bit)
¢ Windows Vista, Windows 7, and Windows 8

NOTE: The screenshots in this document use Outlook 2013, SharePoint 2010, and Windows 7. Your user
interface may differ depending on your specific configuration.
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INSTALLING AND ACTIVATING COLLIGO ENGAGE OUTLOOK APP

Colligo Engage Outlook App can be installed in one of two modes. Before you install Colligo Engage Out-
look App, ensure that you have chosen the correct mode; if you want to change modes, you will need to
uninstall and reinstall the program.

e Connected: If you install Colligo Engage Outlook App in Connected mode, you do not have the abil-
ity to synchronize content so it is available for viewing and editing offline; you can only access your
SharePoint content when you are connected to your SharePoint server. NOTE: SharePoint 2007 is
not supported in Connected mode.

o Offline: If you install Colligo Engage Outlook App in Offline mode, you have the ability to syn-
chronize content so it is available for viewing and editing offline; your SharePoint content is avail-
able to you even if you are not connected to your SharePoint server.

NOTE: This user guide addresses Colligo Engage Outlook App Connected mode only.

To install and activate Colligo Engage Outlook App:

1. Double-click to open the Colligo Engage Outlook App XX.zip file and extract the contents.
2. Inthefolder, double-click the folder that corresponds with your operating system:
a. x86: choose this option if you have a 32-bit operating system
b. x64: choose this option if you have a 64-bit operating system
4. Double-click Setup.exe.
Follow the steps in the install wizard.
6. Afterinstallation is complete, enter your information to activate the software. If you do not activate
Colligo Engage Outlook App, the Outlook add-in does not display.
7. Ifyou are unable to connect to the activation server, the following error message displays:

(€ colligo Engage ot
go Engag

v

To complete your installation, please complete the fields below and click
Activate. Your privacy is impeortant to us, and your perscnal information will
never be shared with third parties.

Marne: David Jackson
Crganization: Firestarter
Ernail address: djaclcson@firestarter.cc-n{

€3 Unable to connect to the activation server. Please try again later
or activate by email.

| Activate || Activate by Email || Exit

NOTE: The inability to connect could be due to firewall settings in your corporate network or a
dropped internet connection. If the connection issue is temporary, Colligo advises to attempt acti-
vating at a later time before trying activation by email.

8. Click Activate by Email.
9. Onethe following screen, click Export Activation Request.
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10. Savethe ActivationRequest.txt file in your preferred location.
11. Attach this file to an email and send to activation@colligo.com.

You will receive a response from Colligo Technical Support with instructions for manual activation.

After Colligo Engage Outlook App is installed, a new group called Colligo Engage displays in the
left-hand pane in Microsoft Outlook:

4 Favorites

Inbox
Sent Itermns

Deleted Iterns 814

4 Colligo Engage
Deleted Iterns
Browser

I» Favorites

I Folders

I* Recovered Items

Search Folders

You can now add SharePoint sites and designate folder locations for your Favorites and Folders
lists.
Checking for Updates

To check if you are using the most current version of Colligo Engage Outlook App, click the Colligo drop-
down arrow and select Check for Updates.

The www.colligo.com site launches in your web browser. If there is a newer version available, click the
Download the latest version now link to install the newer build.
Updating Your License Key

To change your license key:
1. Click the Colligo drop-down arrow and select Install License Key.

The Enter License Key dialog displays:

{? Enter License Key 22

Please enter your 25-digit license key (include dashes):

Cancel |

2. Enteryour license key and click OK.
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CONNECTING TO COLLIGO ENGAGE CONSOLE

If your solution includes Colligo Engage Console, the prompt displays when you are connected:

| @ Colligo Engage Console g
Please enter your Colligo Engage credentials:
User name: | | ]
Password:
Forgot Password?
[ OK ] [ Cancel
\ J

Enter your User name and Password and click OK to connect.

If you have forgotten your password, click Forgot Password?

A password reset request has been submitted. A termporary password has been
sent to your registered email address.
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MANAGING SHAREPOINT SITES

Colligo Engage Outlook App lets you connect to SharePoint sites through Outlook. You can add, edit,
and remove sites, as well as add folders to your Favorites and Folders lists.

Adding a SharePoint Site

You can add a SharePoint site in one of two ways:

1. Using the SharePoint Sites dialog in Outlook.
2. Using the Connect to Outlook App button in Internet Explorer.

Using the SharePoint Sites Dialog in Outlook
1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.

The SharePoint Sites dialog displays:

{? Colligo Engage Configuration é
SharePoint Sites = SharePoint Sites
Favorites ‘ o Add Remaove Edit o ‘

Folders
Add SharePoint Site
Search Locations
Search Options
Launchpad

Settings

Close |

8

2. Click the Add SharePoint Site link or the Add icon.
The Add SharePoint Site dialog displays:
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' N
) Add SharePoint Site [

URL:

Examples: http://serverfworkspace
https://secureserver/workspace

Server Authentication

Authentication Type: [Auto-detect -
Auto-detect

@ Use default crd Windows Classic
Windows Claim-based ||
Farm-Based

User name: | ADFS 2.0

Office365

Office365 by Prompt

Domain CORPORATE

) Use the follow

Password:

[ OK ][ Cancel |

i oy

3. Enter the following information in the dialog:

a. URL: enter the web address of the SharePoint site you want to add. You can type or
copy-and-paste the address, or drag-and-drop an address from Internet Explorer into
the field.

b. Server Authentication

o Authentication Type: choose one of the following options

o Auto-detect

e Windows Classic

e Windows Claim-based

e Form-Based

e ADFS2.0

o Office365

o Office365 by Prompt
o Use default credentials: select this option to choose default credentials
¢ Use the following credentials: select this option to enter user-specific credentials

and enter the following information:

e Username

e Password

e Domain

4. Click OK. The site displays in the list. You can expand the site to see the subfolders:
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(6 Colligo Engage Configuration P
SharePoint Sites & SharePoint Sites
FrET= ‘ o Add Remaove Edit (9]
e Colligo Intranet
Search Locations Firestarter Portal
Marketing
Search Options Social
Launchpad
Settings

Close

Using the Connect to Outlook App Button in Internet Explorer

You can add a SharePoint site or library to Colligo Engage Outlook App directly from Internet Explorer
using the Connect to Outlook App button.
To add a site with the Connect to Outlook App button:

1. Navigate to the SharePoint site or library that you want to add to Colligo Engage Outlook App and
click the Connect to Outlook App button:

Internet Explorer 9:

5 ~ B »~ ] @ v Page~v Safetyv Toolks~ @@~ @) ¢

Connect to Outlook App

site Actions ~ B B BT

Colligo Intranet » Home

NOTE: If the Connect to Outlook App button is not visible, you need to enable the Command bar.

2. Ifyou are logged in with your default credentials, you are not prompted for a username and pass-
word.

If not, you are prompted for your login credentials with the Connect to Outlook screen.

3. Enter your login information and click Continue.
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The following screen displays.

Colligo Engage; Connect to Outlook

Connect this SharePoint location to Cutlook:
http://vs-dev-sp2010/5teveTest/Shared %
20D ocuments/Forms/Allltems.aspx

Add as Favorite in Engage ’; Colligo Engage A
A Favaorite is a location you frequently use to file email.
Selecting this option will add the SharePaint location to 4 [0 Favorites
Cutlook as shown here. Any sub-folders are not visible [ New Favorite
within Favorites.

" "

["| Add as Folder in Engage

-
4 Colligo Engage
A folder is used to represent a SharePoint document library

or folder. Selecting this option will add the SharePoint 4 [0 Favorites

location to Outlook as shown here, All SharePoint sub- 40 Folders

folders within this library or folder will also be visible in 4[] Mew Folder
Outlook. L £ Sub-folder )

Continue | [ Cancel

4. Check the Add as Favorite in Colligo Engage box to add the location to your Favorites list.
If you are adding a site-level location, the option to add it as a Favorite does not display.
5. Check the Add as Folder in Colligo Engagebox to add the location to your Folders list
When the connection is complete, the site or library now displays in your SharePoint Sites list and,
depending on which boxes you checked, your Folders and/or Favorites list in Colligo Engage Outlook
App.
Enabling the Command Bar in IE 9

In Internet Explorer 9, the Command bar is disabled by default. To see Colligo Engage Outlook App’s Con-
nect to Outlook App button, the Command bar must be enabled and visible.

To enable the Command bar:

1. Right-click in the white space at the top of your browser window:
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a( | http:/vs-sp2010/PM/SitePages/Home.aspx?RootFo L~CXx H Product Management - Ho... L ‘ —

File Edit View Favorites Tools Help

Menu bar
site Actions - i B R Favorites bar
Command bar
= . ¥ Status bar
Gip “ Collaboration Made Easy.™ Product Management » Home _
- Cm?mslso y Colligo Intranet site for the Product Management de SRagit

v Lockthe toolbars

Home AdminTest Document Workspace Records Demo Show tabs on a separate row

2. Select the Command bar option.

The Command bar displays at the top of your browser.

Removing a Site

To remove a site from the Colligo Engage Outlook App group:

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Inthe SharePoint Sites list, click the site you want to remove and click Remove.

A dialog asks for confirmation of the deletion.

NOTE: Removing a site removes all search locations, favorites, folders, and history items referencing
the site.

3. Click OK to continue with the removal, or Cancel to retain the site.
Editing a Site
To edit a site in the Colligo Engage group:

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Inthe SharePoint Sites list, click the site you want to edit and click Edit.

The Edit SharePoint Site dialog displays.

3. Edit the fields as necessary. See Adding a SharePoint Site for a description of the fields.
4. Click OK.

Adding a Folder to the Favorites List

You can add your most frequently used SharePoint folder locations to your Favorites list in your Colligo
Engage Outlook App list. A folder in your Favorites list is a link to that folder only; if there are any sub-
folders underneath that folder, you cannot navigate to them in the list. If you want to add a top-level
folder and its subfolder, you need to add them separately. This differs from folders in your Folders list,
which do include subfolders.

You can add a SharePoint site to your Favorites list in one of two ways:

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
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2. In the SharePoint Sites list, select the site and the folder within the site that you want to add to
your Favorites and click the Add Favorite icon: |:|
The folder displays with the Favorites star beside it:

((3 Colligo Engage Configuration @
SharePoint Sites = SharePoint Sites
Favorites BAdd (12 Remove [ Edit | B C 1] 00 /
e 4 Firestarter Portal
Search Locations Marketing
Sales

Search Options E} Finance

E} Form Templates
Launchpad E} o
Settings E} Manufacturing

- E? Marketing

E? Brochures
E? Campaigns
Ei- Datasheets
Ei- Graphics
Ei Market Research 5 |
] Praposals
s Strategy

E} Sales

E} Site Assets

E} Social

[ Style Library

Close

OR

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Inthe left-hand pane of the Colligo Engage Configuration dialog, select Favorites.

The Favorites dialog displays:
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lf Colligo Engage Configuration [&J

SharePoint Sites . Favorites

Favorites

« Add Remove Prompt

Folders
Add Favorite
Search Locations
Search Options
Launchpad

Settings

Close

3. Click the Add Favorite link or the Add icon.
The Add Favorite dialog displays:

@) Add Favarite = B85 =

—~

Callige Intranet
Firestarter Portal

Please select a location to add as a favorite

Cancel

4. Browse to the location of the folder you want to add to your Favorites list, and click OK.

NOTE: if you right-click Favorites under the Colligo Engage Outlook App list, you can select Add Favorite
from the contextual menu and the above dialog displays.

Any folders added display under Favorites in the Colligo Engage Outlook App list:
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4 Colligo Engage

Deleted Itemns

Browser

4 Favorites
Graphics (firestarter.sharepoint.co...
Marketing (firestarter.sharepoint.c...

Folders
Recovered Items

Search Folders

You can now use the folders to view, upload, and download your SharePoint files. Click on a folder to
view its contents:

BCAB4287BFBDB010EGE416

4 Favorites @ =mp 7 titps//frestater sharepoint com/ layouts/ 15/start aspxdt/Marketing/Fomns/ Allkems 2sp?RoatFolder= 42 Marketing % 2Graphics FolderC TID-:012000DDDB923!
Inbox - .
I:l Office 365 Outlook  Calendar  People  Newsfeed  OneDrive  Sites ol 2
Sent ltems
Deleted tems 835 = a
BROWSE | FILES  LIBRARY ) sHARE Yy Fouow O
)g Firestarter Portal Firestarter Marketing Firestarter Sales " EDIT LINKS Search this site - 0
 Coligo Engage Marketing » Graphics
Deleted tems
Browser
4 Favorites Home ®new Tupload @sync # edit #manage ¢ share
T i All Documents  Flat  Item Count == Find a file L
Marketing (firestarter.sharepoint.c... Finance
Folders Drag files here to upload
Manufacturing .
Recovered ltems v O Neme Modified Modified By Author  Related Company  Person/Group  Product  Published
Marketin
eachiiokies) 9 Logos ... September 19,2013 [ David Jackson
Sales
@ firestarter ..« September 19, 2013 David Jackson
Social
. g firestarter_blue «.  March 05 David Jackson Yes
Campaign Tasks
cyent Schedule [& firestarter_blue_sm ... September 19,2013 [ | David Jackson
Staff Directory B firestarter_purp ... September 19,2013 [ David Jackson
Vacation Tracking firestarter_purp_sm - September 19, 2013 David Jackson
= firestarter sm - September 19, 2013 David Jackson
# EDIT LINKS
& firestarter sm_purp ... September 19,2013 [ | David Jackson
= Helen Jones_090ct13 10.11.45_logo «= October 09, 2013 David Jackson Excite;
image

NOTE: you can also add a folder to your Favorites list by right-clicking on a folder under the Folders list
and selecting Add as Favorite from the contextual menu:

MNew Folder...

I = r —_
et o .

2| SortSubfolders Ato Z

[

*  Move Down

Remuowve this Folder

Add as Favorite

Rename..

Refresh
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Prompting for Properties

For locations that you have added as Favorites, you have the option to turn the prompt for the Edit
Properties dialog on or off:

r@,‘- Edit Properties Elﬂlg‘
.Dptions
Content Type: | Email v
-P roperties
Name Value |+
+ Name 010ct14 23.21.01_Djackson@firestarter.onmicre .msg
Title Djackson@firestarter.enmicrosoft.oom
Subject Djackson@firestarter.cnmicrosoft.com
From Helen Jones E

From-Address

Sent 10/1/2014 11:21 PM

Received [10/1/2014

-y |
o

To

To-Address

cC

CC-Address

BCC

BCC-Address '

| CK |[ Cancel l

This prompt is enabled by default. You can turn it on or off in one of two ways:
* Inthe Favorites tab, select the location you want to disable the property prompt for, and click the

Prompticon: E

OR
e Inthe Favorites group in the Outlook folder tree, right-click a location and select either Don't
Prompt for Properties or Prompt for Properties from the contextual menu:
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MNew Folder...

*  Move Down

Remowve this Favorite

Don't Prompt for Properties

Add as Folder
Rename...

Refresh

Removing a Folder from the Favorites List

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.

2. |n the left-hand pane of the Colligo Engage Configuration dialog, select Favorites.
The Favorites dialog displays.
3. Select the folder you want to remove and click Remove.

The folder is removed from your Favorites list and from the Colligo Engage section in your Outlook
Task Pane.

NOTE: you can also remove a Folder from your Favorites list by right-clicking the Folder in your
Favourites list in Outlook and selecting Remove this Favorite from the contextual menu:

Mew Folder...

Fd
—

Sort Subfolders Ato £

* Move Down

Remove this Folder

Add as Favorite
Rename...

Refresh

Adding a Folder to the Folders List

When you add a folder to your Folders list in your Colligo Engage Outlook App group in the left pane of
Microsoft Outlook, you are adding the folder and any subfolders it contains. If you want to move or copy
an email to a folder in your Folders list, you can navigate through the subfolders to the location where
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you want to file your email. This differs from folders in your Favorites list, which do not include the folder
hierarchy.

You can add a folder to your Folders list in one of two ways:

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.

2. |n the SharePoint Sites list, select the site and the folder within the site that you want to add to
your Folders list and click the Add Folder icon: |:|
The folder displays with the folder icon beside it:

- 5
(F Colligo Engage Configuration @

SharePoint Sites iz SharePoint Sites

Favaorites

| BAdd [2 Remove [2Edit | B C 53] 00]/ |

Folders 4 Firestarter Portal ,

Search Locations Marketing
Sales
Search Options E__!]Finance
E__H Form Templates
Launchpad E} -
E__l] Manufacturing
4 [ Marketing 15[
Ei Brochures
Ei Campaigns
E? Datasheets
% Graphics [
Ei Market Research
E? Proposals
Cs Strategy
E__H Sales
E} Site Assets
E__l] Social
[, Style Library

Settings

Close |

OR

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Inthe left-hand pane of the Colligo Engage Configuration dialog, select Folders.

The Folders dialog displays:
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' ™y
(C,‘,‘- Colligo Engage Configuration ﬁ

SharePoint Sites |_:| Fﬂlders

Favorites

¢ Add © gRemove

Folders
Add Folder
Search Locations
Search Options
Launchpad

Settings

Close

o8 J

3. Click the Add Folder link or the Add icon.
The Add Folder dialog displays:
(@ Add Favorite E=EES)

=
—

4[] Firestarter Portal
Ll Marketing
Ll Sales
E_j Finance
E} Form Templates
B
E} Manufacturing
Ei- Marketing
E_j Sales
E_j Site Assets
E_j Social
[} Style Library

Please select a location to add as a favorite

Cancel

NOTE: if you right-click Folders under the Colligo Engage list in Outlook, you can select Add Folder
from the contextual menu and the above Add Folder dialog displays.

4. Browse to the folder you want to add to your Folders list and click OK.

Any folders added display under Folders in the Colligo Engage list:
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4 Colligo Engage
Deleted Iterns
Browser

[- Favorites

4 Folders

I Graphics (firestarter.sharepoint.co...

I Marketing (firestarter.sharepoint.c...

Recovered Items

Search Folders

NOTE: you can also add a Folder by right-clicking on a folder under your Favorites list and selecting
Add as Folder from the contextual menu:

Mew Folder...

w  Moaove Down
Remuowve this Favorite

Don't Prompt for Properties

Add as Folder

Rename...

Refrezh

NOTE: As a best practice, it is recommended that you do not add folders with more than 50 sub-
folders to your Folders list, as they will take a long time to populate and refresh. If there is a top-level
folder that has a number of subfolders to which you frequently file emails, it is recommended that
you use the Move or Copy buttons and browse to the SharePoint location, rather than using the
Folders list in your Outlook pane.

Removing a Folder from Folders List

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Inthe left-hand pane of the Colligo Engage Configuration dialog, select Folders.

3. Select the folder you want to remove and click Remove.

The folder is removed from your Folders list.
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NOTE: you can also remove a folder by right-clicking on a folder under the Folder list in Outlook and

selecting Remove this Folder from the contextual menu:

Mew Folder...

Pl
—

Sort Subfolders Ato £

* Move Down

Remove this Folder

Add as Favorite
Rename...

Refresh

Renaming a Favorite or Folder

When you have a location added as a Favorite or a Folder, you can right-click a location and select

Rename:

MNew Folder...

[ b =
—

Sort Subfolders Ato £

w  Move Down
Remuowve this Folder

Add as Favorite

Rename...

Refresh

The Rename Favorite or Folder dialog displays:
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e

If Rename Favorite or Folder lﬂ

Pick a new name for this location:

@ Shared Documents (vs-sp2010)
Shared Documents (Colligo Intranet)
Shared Documents (hitp:/fvs-sp2010)
http:/fvs-sp2010/5hared Documents
Calligo Intranet : Shared Documents

Shared Documents

I OK I[ Cancel ]

The dialog offers you a number of options, as well as a blank field to enter your own custom name for the
location.

Choose an option and click OK.

If you have chosen any of the predefined options, the following dialog displays:
Colligo Engage —c—

I Apply naming pattern to all unmoedified locations?

o -

Click Yes or No, as preferred.

Viewing Content

Once your SharePoint locations have been set as either a Favorite or Folder, you can select the location
in the folder tree to display the content.
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aFavorites N
Inbox
‘Calendar People Newsfeed
Sent Items
Deleted Jtems 835 - o
BROWSE | FILES  LIBRARY ) sHare Yy Fouow O
Firestarter Portzl  Firestarter Marketing  Firestarter Sales # EDITLINKS Search this site -0
«caligo cngage Marketing » Graphics
Deleted Items
Browser
4 Faverites Home new Fupload & sync
Graphics (firestarter.sharepoint.... ™
SR All Documents  Flat  Item Count Find a file )
Marketing (firestarter.sharepoint.c... Finance
Folders ot Drag files here o upload
Recovered Items anuietunng v D Name Medified Modified By Author Related Company Person/Group Product Published
Marketin
SerdiTs Z Logos . September 19, 2013 David Jackson
Sales
Sy firestarter « September19,2013 [ David Jackson
social
) sy firestarter blue « March 05 David Jackson Yes
Campaign Tasks
fvent Schedule = firestarter_blue_sm + September 19,2013 [ David Jackson
Staff Directory Sy  firestarter purp + September 19,2013 [ David Jackson
Vacation Tracking = firestarter_purp_sm « September 19,2013 [ David Jackson
= firestarter sm - September 10,2012 [ David Jackson
# EDIT LINKS
= irestarter sm_purp - September 19,2013 [ David Jackson
(2 Helen Jones 080Ct13 10.11.45_logo - October 09, 2013 David Jackson Excite;
image

Viewing Content in Outlook View

You have the option of displaying your SharePoint content in Outlook view,

which means your content

displays as if the items were emails. See Managing Settings for information about configuring your view.

If you choose this option, your content displays as follows:

o] & = Social (firestarter.sharepoint.com) - Calligo Engage - Outlook
HOME SEND / RECEIVE FOLDER VIEW COLLIGD LAUNCHPAD
B AN N P " ) '\
= = Ignare x £ j rE (_1 ¢ _)q Meeting ? Mark as read [3i Copy to: Advan... F E /" Search
N .r: cleanup © i *PM 3 To Manager | e o @ Colligo -
ew  New elete  Reply Reply Forward Eppore- |27 v - ove Copy
ol e & unk~ o ] Team Email Done = °
New Delete Respond Quick Steps & Colligo Engage
<
4 Favorites All Unread | Search Social (firestarter sharepoint.com) (Ctrl+E) P | Current Folder v|
Inbox 7| (@ | FROM SUBJECT sizE v [+]
Sent Iterms 4 Date: Today
Deleted Items 1 |  David Jackson SPYam on Yammer_21Mar14 18.57.29_Top conversations for you this w... 2KB
|  David Jacksan Spiceworks_24Mar14 17.02.05_Cloud-based file sharing - get your live ... 3KB
» BHendersonz@colligo.com | David Jackson Nick Sawadsky_16Jan07 23.57.49_RE Proposed protocol farmat.eml 2KB
4 Colligo Engage | David Jackson Microsaft Canada_27Mar07 15.08.20_Your Microsaft Office 2007 syste... 3KB
Deleted ltems | David Jackson Jerry McKenzie_185ep13 21.11.32_background material.eml 2KB
Browser | David Jackson T News Daily_21Mar14 12.37.00_Remembering Pat McGovern, the tech... 3KB
Favorites | David Jackson Dave Mackay 23Aug13 15.49.23_no subject .eml 2KB
4 Faolders
Emals frestarter sharepoint.com... |  David Jackson Dave Mackay_22Aug12 22.49.32_Latest Contoso Agresment.eml 2KB
4 Social (firestarter.sharepoint... [16] @ David Jackson Colligo Sharepoint RETURN COI -14.pdf 2KB
b Testing i David Jackson CAMP IT Conferences_10Mar14 12.09.23_Meet w Midwest Enterprise M... 3 KB
[ Recovered ltems
= David Jackson Ben Henderson (Demo)_060¢t14 23.49.34_Document for approval.msg 2 KB
Search Folders
|  David Jackson Argyle Executive Forum_27Mar07 19.00.00_Oprah CFO, Godiva, Eli Lilly... 3 KB =
1 David Jackson 3BureauMonitoring_10Mar12 14.55.39_TransUnion Experian Equifax R... 22 KB
4 Date: Older
1 David Jackson Note Taking. pages.zip 102 KB -
Mail Calendar People Tasks -

T E - O %
3 >
EE! Address Book
Move Rules Unread/ Categorize Follow )
- - Read - Up- Y Filter Email -
Move Tags Find ~
Ben Henderson (Demo)_060ct14 E

Last changed:  October 6, 2014

Maon 2014-10-06 11:50 PM
Ben Henderson (Demo)

Document for approval

To  Ben Henderson {Dema)

B FinalPlan.xsx

Attachments

Hi,

Please see the attached final plan document for your
approval.

Thanks.

Note: After enabling you need to select a new folder within the Colligo PST to view the new mode.

When you select a folder, the list of contents within the location is displayed
mation displayed in the Outlook columns are:

e lcon: Theicon of the item

in the list pane. The infor-

e From:The name of the person who uploaded the item (this may not be the same as the person

who last edited the file)
e Subject: The SharePoint File Name of the item
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o Size: This is initially the size of the stub holding the metadata, but once clicked on it will display the
size of the item.

If you are using Outlook 2013 you can add the column Received to the view. This displasy the date and
time the item was uploaded to SharePoint. By default, although this isn't shown, Outlook sorts by this
column. The addition of the column is lost the next time Outlook restarts and Colligo Engage builds out
the view.

To edit items in this view right click the item and select Open. This opens the item directly from Share-
Point. Any edits to the items are saved directly or synced later to SharePoint. It may take some time to
update the preview of the item in Outlook after an edit has occurred on an item.

To reply or forward an email, right-click and select Open , then select the Reply or Forward button in the
ribbon of the email.

The Outlook search box will search the metadata of any items in the list view, and search the content of
any items that have been selected and have been previewed. From a more advanced search use the Col-
ligo Search pane by clicking on the Search button in the Colligo Engage ribbon.

Refreshing a Site
To refresh a site in the Colligo Engage list:
1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Click on the site you want to refresh and click the Refresh icon: .
NOTE: you can also refresh a folder by right-clicking on a folder under either your Folder list or Favor-

ites list in Outlook and selecting Refresh from the contextual menu:

Mew Folder...

*  Move Down
Remove this Favorite
Don't Prompt for Properties
Add as Folder

Rename...

Refresh
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MANAGING SETTINGS

To manage your settings:
1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Inthe left-hand pane of the Colligo Engage Configuration dialog, select Settings.

The Settings dialog displays:

(? Colligo Engage Configuration @
SharePoint Sites P Se‘ttings
Favorites History Il
Folders
Number of History items: 10

Search Locations

Search Optians Drag-and-Drop Behavior | |Send—and—FiIe Behavior

@ Copy to SharePaint

_) Maove to SharePoint

Launchpad ©® Copy to SharePaint
_' Maove to SharePoint

Settings

m

Mark Copied Emails with Label and Color

Q@ Enabled Label: Copied to SharePoint H - |
_) Disabled

View SharePoint content in:

! Qutloock View

@ Browser and Offline View

Uplcad Progress Window —

9 Always Show on Upload

_) Only Show on Error

Logging

Log level: | Normal =

Log file: Open log file location 5|

Close |
o

3. Inthe History section, enter the maximum number of items you want to display in the following His-

tory list (must be between five and 50).
4. In the Drag-and-Drop Behavior and the Send-and-File Behavior sections, choose one of the fol-
lowing options:
o Copy to SharePoint: choose this option if you want to retain a copy of the email in Outlook

as well as filing a copy in SharePoint
e Move to SharePoint: choose this option if you want to move the email to SharePoint with-

out retaining a copy in Outlook
NOTE: If you choose the Move to SharePoint option as the default behavior, you have the
option to right-click and drag one or more items into a destination folder, and a contextual
menu displays, giving you the option to Copy OR Move the item.
5. Inthe Mark Copied Emails with Label and Color section, choose from the following options:
o Enabled: if this setting is enabled, the text in the Label field displays in the header of any
email that has been copied to SharePoint
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o Disabled: if this setting is disabled, there is no indication in the header of an email header
that has been copied to SharePoint
e Label: The default text in the label field is Copied to SharePoint; enter a new label if pre-
ferred
e Color: Choose an Outlook color category from the drop-down menu for the label to display
in
NOTE: this label is automatically applied to any items filed when offline.

6. Inthe View SharePoint content in section, choose from the following options:

e Outlook View: Choose this option if you want to display the content of the Share-
Point location as an Outlook folder view with a preview pane (see Viewing Content)

o Browser and Offline View: Choose this option if you want to display the content of
the SharePoint location as either upload-only or offline (see Viewing Content)

7. Inthe Upload Progress Window section, you can choose if you want to see the window whenever
an upload is occurring: Always Show on Upload; or only when there is an error: Only Show on
Error.

8. The Logging section allows you to set the level of detail you want to have in your error log files.
These log files assist Colligo technical staff in solving any issues that may arise while using Colligo
Engage Outlook App.In the Logging section, select the preferred option from the Log level drop-
down menu:

o Off: select this option if you don’t want to log any information about any activity errors or
warnings
o Normal: select this option to log information about activity, errors, and warnings
NOTE: this is the default logging level
o Verbose: select this option to include more detail about activity, errors, and warnings
e Verbose with Web Services: select this option to include the most detailed level of infor-
mation about activity, errors, and warnings

NOTE: choosing this option creates a very large log file and may slow the performance of
your system

9. The Logging section allows you to set the level of detail you want to have in your error log files.
These log files assist Colligo technical staff in solving any issues that may arise while using Colligo
Engage Outlook App. Click Open log file location to access the log files.
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MANAGING EMAILS

You can move emails and attachments from Outlook into SharePoint folders in one of the following
ways:

1. Dragging-and-dropping emails.

2. Using the Move and Copy buttons in the Colligo Engage group.

3. Using contextual menu options.

If you choose to move an email, there is no longer a copy of it in your Outlook account. If you choose to
copy an email, a copy is retained in your Outlook account.

Upload Progress Pane

Whenever you upload an email to Colligo Engage, you can see the status of the upload in the Upload
Progress pane:

FILE HOME SEMD / RECEIVE FOLDER VIEW COLUGO LAUMCHPAD

. A . T r = Y e - r
El ,‘_|'j 3 x [_,] FL_,] L_IW m z Product Manag... B Ilﬁ' 4 Search Maove [ Unread/ Read Si:ilch People
N .I': - Delet: Reply R |e F 9d 3 To Manager - Y c % Uploads - Rules~ e Categorize ~ [EE: Address Book
ew ew elete  Reply Reply Forwar . : — ove Copy ) .
Email Items~ ﬁ’.\ - ’ ;:\||J E-E E1 Team Email T - - ! ('1) Colligo~ _)I}B OneMote  [™ Follow Up~ Y Filter Email
MNew Delete Respond Quick Steps [P} Colligo Engage Move Tags Find ~
£ -
4 Favorites Search Current Mailbox (Ctrl<E} O |~ £ Reply 2 Reply All £ Forward 3 o
< Reply Fa Reply AL 53 Upload Progress v %
Inbox Al Unread *  Mewest 4 Thu 2/12/2015 8:54 + _
. |Copying files to: |
Sent ltems 4 Two Weeks Ago Coll Igo Tec |Marketing (firestarter sharepoint.com) |
Deleted Items 464 : : .
Colligo Tec... Colligo - "1 Ben Henderson_010ct14 23 21.01_Djack.. o
Colligo Engag... 2/12/2015 Engage -
. Hi Tessa, H 9ag
4 Colligo Engage i : To Tessa MacKinnon -~
Deleted Iterns
-
Browser Hi Tessa,
4 Favorites
Marketing (firestarter.sharepoi... Congratulations! An
4 Folders administrator from vonr

You can choose if you want to have this pane displayed all the time, or only when there is an error in the
upload process.

See Managing Settings for more details.

Dragging and Dropping Email

When you drag-and-drop an email to a SharePoint folder, the default behavior is to create a copy of the
email in that location while retaining the original in your Outlook account. You can change this behavior
in the Settings dialog. See Managing Settings.

If your default behavior is set to Move, you have the option of doing a right-click drag-and-drop that dis-
plays the following dialog, giving you the option to Copy:
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@ Deleted ltems

\_} Browser
» L Favorites
4 Folders
>Ei- Product Management [vs-sp2010.corporate.local)
4 Et Shared Documents [portal.colligo.com)
Et Briefings
[ Pne Moye
CF s Is
53 Copy
> Recove
L0 search Cancel

NOTE: if you have a folder in your Folders list that has numerous subfolders that you have to scroll
through to find the folder to drag-and-drop your email into, it is easier to use the Move/Copy buttons
and use the filter feature to isolate the folder. See Using the Move and Copy Buttons.
To drag-and-drop an email to a SharePoint folder:

1. Select the email you want to move to a SharePoint location.

2. Click and drag the selected email to a folder in your Favorites or Folders list.

The Edit Properties dialog displays:

r@,‘- Edit Properties E@g‘
IOpti ons
Content Type! | Email -
-Properties
Name Value |« |
+ Name 010ctl4 23.21.01_Djackson@firestarteronmicre .msg
Title Djackson@firestarter.onmicrosoft.com
Subject Djackson@firestarter.cnmicrasoft.com
From Helen Jones =

From-Address

Sent 10/1/2014 1121 PM

Received [10/1/2014 ]

To

To-Address

cC

CC-Address

BCC

BCC-Address &

| OK |[ Cancel ]

A ”

3. Inthe Options section, choose the Content Type from the drop-down menu.
4. In the Properties section, modify the fields as preferred.
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The property fields are inherited from the SharePoint library you are moving your email into. Most

SharePoint 2010 metadata is supported, including Enterprise Managed Metadata (taxonomies, key-

words). Email properties such as To, From, and Subject are automatically extracted. The Title field
auto-populates with the Subject of the email. This can be configured for your specific needs (see
Administrator’s Guide). For more information, see Using Managed Metadata.

5. Click OK to complete the process.

NOTE: If you have enabled the Copied to SharePoint setting, the marker displays in the header of
the email and in the list view:

Search Inbox (Ctri+E) #| 6 Tips to Get Started with Automated Testing [Complimentary eBook]
= i - . .
Arrange By: Date (Conversations) Mewest on top Goran Beglc <|nfo@smar‘tbearma|l‘com>
4 Eatlier this Month Copied to SharePoint
Thu 2/28/2013 5:13 AM
[~ MCI¥'s 48 Hour Super Sale! Huge savings on the.. 1] Archie Bunker
MCIX Mewsletter 3/2/2013
To view this email 35 3 web page, click here
4 Last Month X
4 BTips to Get Started with Automated Testing [C... 1]
Goran Begic 2/28/2013 V2
(= NCD<'s Bundle Up the Savings Event - 54,99 Ship... [ | v TestCOmplete
MCIX Mewsletter 2/28/2013 ¥ SMARTBEAR
=4 (no subject) ]
Bernard Cheng 2/27/2013
=] Get creative with your photos ] - - -
Windows 22013 Six Tips to Get Started with Automated
=4 Your eBook: Automated Testing in Virtual Labs '] =
SmartBear Software 2/26/2013 Tes.tl ng
=4 Automated Testing in Virtual Labs [Complimenta...
Goran Begic 2/26/2013 New SmartBear eBook! A T —

To enable or disable this setting, see Managing Settings.

Using the Move and Copy Buttons

To move or copy an email to a SharePoint folder:

1. In Outlook, select the email you want to move or copy, or double-click it to display it in its own win-
dow. The Move and Copy buttons display in both views:

I_»‘: [ﬁ* /° Search

M c % Uploads
ove Copy ' _
- - @ Colligo -

Colligo Engage

2. From the drop-down menu, choose the folder you want to move your email to:

B [F‘ 4 Search @ )

% Uploads =1 1
Move Copy Mowve Rules Oy
. . @ coligoa~ . .
Favorites
E Marketing (firestarter.sharepoint.com)

Shared Docurnents (vs-sp2010)

gz Other SharePoint Locations...
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3. Ifthefolder you want is not in your Favorites or History list, select Other SharePoint Locations.

The Select Move/Copy Destination dialog displays:

(C)) Select Move Destination [ = | E éj

o Add Remaove Edit

0

Collige Intranet

Select a list or folder as a valid destination

Cancel

NOTE: When you are offline, locations that are not set to upload-only are greyed out. If you want to
be able to file items to specific locations when offline, ensure that you set them as upload-only prior
to going offline.

4. Browse to the location of the folder or list you want to copy the email to.
NOTE: If you are filing to a location that has not been set as upload-only, you can set it by double
clicking it. You cannot do this when you are offline.

5. Click OK. The Edit Properties dialog displays.

6. Choose your Content Type and enter the Properties as needed.

7. Click OK to complete the process.
NOTE: If you have enabled the Copied to SharePoint setting, the marker displays in the header of the
email and in the list view:

Search Inbex (8 # || 6 Tips to Get Started with Automated Testing [Complimentary eBook]
Arrange By: Date (Conversations) Newest on top a Goran Begic <info@smartbearmail.com s
+ Carter this Montn
Thu 2/28/2013 5:13 AM
=4 NCI¥'s 48 Hour Super Sale! Huge savings on the... [ ] Archie Bunker

NCIX Mewsletter 3/2/2013

To view this email as a web page. click here

4 Last Month

.4 6 Tips to Get Started with Automated Testing [C... ]

Goran Begic 2/28/2013 l
{4 NCIX's Bundle Up the Savings Event - $4.99 Ship... [l b | “' TeStcomPIEte =
NCIX Mewsletter 2/28/2013 SMARTBEAR
= (no subject) ']
Bernard Cheng 2/27/2013
[~ Get creative with your photos ] - - -
Windows 2zt Six Tips to Get Started with Automated
=] Your eBook: Automated Testing in Virtual Labs '] H
smartBear Software 2/20/2013 TEStI ng
L= Automated Testing in Virtual Labs [Complimenta...
Goran Begic 2/%6/2013 New SmartBear eBook! A T O —

To enable or disable this setting, see Managing Settings.
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To file emails to SharePoint using the contextual menu options:

1. Right-click an email and select Copy to SharePoint or Move to SharePoint from the contextual

menu:
B 5 : 1
HOME SEMND / RECEIVE FOLDER VIEW COLLIGO LAUMCHPAD
(T Ignore x [_\;I 6_\,1 ﬁ_\/‘ 2 Meeting Product Manag... £3 To Manager |]
7= Clean Up~ < 2> EJ Team Email v Done
Mew  Mew Delete  Reply Reply Forward [ pigre~ =) —_| N
. ore =
Email Ttems~ &5 Junk= Al o & Reply & Delete ¥ Create New
Mew Delete Respond Quick Steps P
4 Favorites Search Current Mailbox (Ctri+E) £ | Current Mailbox - Q_ Reply @_
Inbax All  Unread By Date =  MNewest &
Sent Items 4 Today
P e its colligo.com on Yammer [ |
Your Yammer activity for Thursday, Octob... 7:49 AM )
] colligo.com To  Tessa Mackir
4 Colligo Engage @ We removed
I> Yesterd
Deleted Items —
Browser 2 UL
4 Favorites Microsoft Online Services Team =1

Marketing (firestarter.sharepoint.c...
Shared Documents (vs-sp2010)
4 Folders
I Graphics (firestarter.sharepoint.co...
Marketing (firestarter.sharepoint.c...
Recovered ltemns

Search Folders

4 TMacKinnon@colligo.com

I Inbox
Drafts [4]
Sent Itemns

I Deleted Items 835

I Colligo For SharePoint
Conversation History
Junk E-Mail
Cutbox
RSS Feeds

I Search Folders

Action ’ ar..  Tue®&:ld FM
sttent B2 Copy
4 Two W s Quick Print
. Reply
Micre 2 Repl m
viewy 2 Reply Al illi... 9/19,/2014
Your b
=3 Forward I
E ] o
—— E=3  Mark as Unread
Micrc i Categorize » M =
REMEWV all 8/20/2014
Your C |" Follow Up 4
Siens [E Find Related » =]
RE: Inv Quick StEpE » 8/6/2014
Hello 1 185
scy Rules 3
Ben 't Move N
Re: Ma FH12014
Mot sul __*' Copy to SharePoint  * || Favorites i
Ben | 1 Moveto SharePoint » Marketing (firestarter.sharepoint.com)
Re: Sp OneNote Shared Documents (vs-sp2010)
candic
. & Ignere fn  Other SharePoint Locations... b
ern: o =
- » =
RE: sp %o dunk no..  6/21/2014 )
*Happy Frid

Tryto | X Delete

=

2. Choose a location from your Favorites or History, or choose Other SharePoint Locations to browse

to any location in any of your sites.

The Edit Properties dialog displays.

3. Choose your Content Type and enter the Properties as needed.
4. Click OK to complete the process.
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NOTE: If you have enabled the Copied to SharePoint setting, the marker displays in the header of

the email and in the list view:

Search Inbox [Ctri+E)

Arrange By: Date (Conversations) Mewest on top

4 Earlier this Month

=4 NCI¥'s 48 Hour Super Sale! Huge savings on the... 1]
MCIX Newsletter 3/2/2013

A1 6 Tips to Get Started with Automated Testing [Complimentary eBook]

- . . -
Goran Begic <info@smartbearmail.com>

Copied to SharePoint

Thu 2/28/2013 5:13 AM
Archie Bunker

=4 Automated Testing in Virtual Labs [Complimenta...
iGoran Begic 2/26/2013

4 Last Month

| B Tips to Get Started with Automated Testing [C... 1] ]
Goran Begic 2/28/2013 |

[ MNCI¥'s Bundle Up the Savings Event - 54.99 Ship... ']
MCIX Newsletter 2/28/2013

L= (no subject) ']
Bernard Cheng 2/27,/2013

= Get creative with your photos ]
Windows 2/27/2013

=4 Your eBook: Automated Testing in Virtual Labs ]
SmartBear Software 2/26,/2013

v SMARTEEAR

To view this emasil a5 3 web page, click hers

‘lv’ TestComplete

Six Tips to Get Started with Automated

Testing

New SmartBear eBook!

A O —

Moving or Copying Multiple Emails

To move or copy multiple emails:
1. Select your emails in Outlook (use Ctrl + click to select more than one email).

NOTE: If you select greater than 10 emails, a warning displays and you have the option to cancel. If you
select more than 50 the operation cannot be completed. These numbers are configurable in the con-
figuration settings.

2.

In Outlook 2010, click either the Move or Copy button in the Colligo Engage group on the Home
tab; in Outlook 2007, click the Move to SharePoint or Copy to SharePoint button in the Colligo

Engage toolbar.

3. Select the folder location that you are moving or copying the emails to.
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) Edit Properties o] B e
2 P

-1 colligo.com on...
1 Microsoft Onlin...

.Dpti ons

Content Type: | Document

lProper‘ties
MName Value
= MName colligo.com on Yammer_020ct14 07.]
Title

m | »

| OK |[ Cancel l

e ”

4. In the left pane, select the email and edit the Content Type and Properties as needed.
See Using Managed Metadata for information about metadata fields.

See Applying Metadata to Multiple Emails for information about applying metadata to multiple
items.

5. When metadata for all emails is complete, click OK.

The emails are moved or copied to the selected folder.

Sending and Filing Emails

When you are sending an email, you can choose the send-and-file option so the email is saved to a Share-
Point site at the same time as being sent to the recipient.

1. When your email is complete and ready to send, click the Send & File button that displays in the
Message ribbon of a new email message.

Alist of your SharePoint Favorites and your most recently used SharePoint folders
(History) displays:
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E H s
FILE MESSAGE IMNSERT OPTIONS FORMAT TEXT REVIEW
»

Send & Attach Paste
File - - -

Favorites Basic Text
Marketing (firestarter.sharepoint.com)
Shared Documents (vs-sp2010)

gz Other SharePoint Locations..,
Subject

Choose a location in your Favorites or History list, or choose Other SharePoint locations to see all
your SharePoint sites.

The Edit Properties dialog displays.

Edit the Content Type and any Metadata fields as preferred.

See Using Managed Metadata for information about metadata fields.
Click OK to submit the property information.

The email is sent to the SharePoint location.

NOTE: You can determine whether or not this action means that the email is copied or moved to
the SharePoint site by changing the Colligo Engage Outlook App settings. See Managing Settings.

Applying Metadata to Multiple Emails

You can apply the same metadata properties to multiple emails. However, the properties that are avail-
able for group edit are the ones that are common to all selected upload items. Therefore, items that are
based on the same content type will have more common properties available for group edit than a group
of items that are based on different content types.

To apply the same metadata to multiple emails:

1. Select your emails in Outlook (use Ctrl + click to select more than one email).

2. |n Outlook 2010, click either the Move or Copy button in the Colligo Engage group on the Home
tab; in Outlook 2007, click the Move to SharePoint or Copy to SharePoint button in the Colligo
Engage toolbar.

3. Select the folder location that you are moving or copying the emails to.

The Edit Properties dialog displays.

4. Ppress the Ctrl key and click to select the emails in the left column that you want to apply the same
metadata to.

The metadata properties that are common to all selected items display. All metadata you enter is
applied to all selected emails:
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(F:’ Edit Properties

1 colligo.com on Yam... | [ ] _ .
1 Microsaft Online Ser... || RS Edit: Enter property values to apply to the 2 selected upload items.

Options

Content Type: | Decument

Properties

MName Value

« Name

Title

m | »

I oK |[ Cancel l

“ 4

See Using Managed Metadata for information about metadata fields.
5. Edit the Content Type and Properties as needed.

6. When metadata for all emails is complete, click OK.

The emails are moved or copied to the selected folder.

Using Managed Metadata

Managed metadata is a set of hierarchical terms that you can use to classify items in SharePoint. The
terms are defined in the SharePoint site, and are available to you when you are filing emails.

To read more about managed metadata in SharePoint, please see:

http://technet.microsoft.com/en-us/library/ee424402.aspx

When you are entering metadata, you can use typeahead or select from the entire list of terms to make
the process more efficient, and you can add your own terms to a set of metadata.

Using Typeahead

If you are typing in a field that has managed metadata, a drop-down list of options displays when you
start typing the first few letters. You can then select from the list of options rather than typing in the rest
of the term.
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Cc-Address

Bec-Address

Tags Pl 7

Suggestions -
Public Relations [Keyweords]
[ ok ][ Cancel

Using Person or Group Metadata

You can assign person or group metadata when filing emails.
Depending on how your SharePoint document library was configured, you may have the following
options to:

o enter multiple people and/or groups
e choose people only or people and groups
e choose from all users or a group

Validating a Person or Group Name
To validate a person or group name:
1. Ifyou only know part of the name of a person or group, you can enter one or more letters in the

field and click the validation icon BV

The following error message displays:

Person Single e 8

No exact match was found. Click the item(x) thor did rot resolve for more options.

2. Click the item to display a drop-down menu of suggestions based on the letter(s) you entered:

Person Single £ & m
Suggestions irem(s) that did not resclve for more options.
Ben Henderson =

Person and Group 5it . &/ [ i
Bill England

Person Multi Brad Wilde &

Person and Group M Braeden Calyniuk 8, @
Brent Belleman

Person Home Memb« | CORPORATE\ablock & @

« Person Required CORPORATE\abunker 8, (@ L

CORPORATE\ahoogensen

Group Within Group CORPORATE\barryj a/ [E%] -
CORPORATE\bbarker
Mone of the above oK | [ Cancel ]

Remaove
ﬁ More Names..

3. Select an item from the list to enter in the field, or enter new search letters.
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Searching for a Person or Group Name
To search for a person or group name:

1. Click the address book icon @‘ to view the directory of your SharePoint people and groups. The
Search People dialog displays:

-

L

(?_. Search People

Find y

Display Name Emiail Account Name

Type into the search box above then press "Enter” to
start your search

Cancel |

v,

W

2. Click the search icon to display a complete list of all people and groups, or enter a name in the

Find field and press Enter to search.
3. Select the person or group you want to add to the field and click OK.

Filing Emails to a Drop-Off Library
You can drag-and-drop, send-and-file, move or copy an email to a drop-offf Library destination.
When you file an email to a drop-off library location, the following message displays in the Edit Prop-

erties screen:
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and folder after document properties are collected.

Content Organizer: Documents uploaded here are automatically moved to the correct library

Options

Content Type: | Email

Properties
MName Value
+ Name Eob Barker_030ct11 14.45.29_Terminal Services msg
Title Terminal Services 3
To Bob Barked
Subject Terminal Services
From Dave MacKay
cC -

I OK |[ Cancel l

This message indicates that after the email is filed to the drop-off library, the related routing rules will
route the email to the appropriate location.

The upload dialog confirms that you have filed the email to the drop-off library:

Upload Progress

- ¥

Copying files to:

Dirop Off Library (vs-dev-sp2070)

~ David Jackson_060ct14 20.49.34_Document for app... C;f

NOTE: If you file an email to a location that is a destination point of the drop-off library, Colligo Engage
Outlook App overrides the action and re-routes the email to the drop-off library itself, rather than the
destination. The reason for this is to ensure that the content is routed according to how the Content

Organizer has been configured to move content to the desired libraries.

Managing Attachments in Emails

When you are sending an email, you have the option of inserting a link to a document location in Share-
Point, orinserting a SharePoint item as an attachment.
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1. When you want to attach a document or insert a link, click the Attach button that displays in the
Message ribbon of a new email message.

Alist of your SharePoint Favorites and your most recently used SharePoint folders (History) displays:

= Hd =
FILE MESSAGE IMSERT OPTIOMS FORMAT TEXT REVIEW
» . Cut
Send & Attach = Paste -
File = - - Farmat Painter
Colligo | Faworites Basic Text

Marketing (firestarter.sharepoint.com)
=1 Shared Documents (vs-sp2010)

send | by Other SharePoint Locations..,
subject

2. Choose alocation in your Favorites or History list, or choose Other SharePoint locations to see all
your SharePoint sites.

The Insert Attachment From SharePoint dialog displays:

(ﬁ Insert Attachment From SharePoint [ =HAC] é,l
| History| Favarites | Folders | Sites | / |
Arrange By: Date | Newest on top

firestarter.sharepoint.com > Marketing

ws-3p2010 = Shared Documents

I Insert Item | I Insert Link | [ Cancel l

e o

3. You can find an item by accessing your History and Favorite locations by clicking on the appropriate
tab, or see all of your SharePoint locations on the Sites tab. You can also use the Search field to nar-
row the list.

NOTE: The number of items that display in the results pane when you select a folder location or
when you use the search feature, are set in the SharePoint Query Options field in the Search
Options tab (see Managing Search Options).

4. Browse through either the search results or your folders and subfolders until you find the item you
are looking for. You can use the Arrange By toggle to arrange items by the Date the item was
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created or by who created the item (From).
5. Choose one of the following options:
a. Insert Item: choose this option if you want to insert the item as an attachment
b. Insert Link: choose this option if you want to insert a link to the item's location in Share-

Point
6. Click Send or Send & File.

Copying an Outlook Folder to SharePoint
You can copy a folder from Outlook to a SharePoint location using Colligo Engage Outlook App.
NOTE: you can only copy folders to SharePoint; moving a folder is not available.

1. Right-click on the folder you want to copy to SharePoint and select Copy to SharePoint from the
contextual menu:

4 Inbox

E= Openin New Window
D Mew Folder...

il Wy Rename Folder

Copy Folder
I
Move Folder
[
c 2 Delete Folder
=

p 'L;, Recover Deleted Items...
b S E Mark Al as Read
Clean Up Folder
T &, Delete Al

Show in Favorites

Serf ¥ Move Down
I Del Properties...
I Co Refresh

CDJ _‘; Copy to SharePoint * | Favorites
Ju
- New Folder... Marketing (firestarter.sharepoint.com)
u
RSS Feeds Shared Documents (vs-sp2010)
I Search Folders gy Other SharePoint Locations...

2. Choose alocation in your Favorites or History list, or choose Other SharePoint locations to see all
your SharePoint sites.

The Edit Properties dialog displays:

2/22/2015 Copyright 2015 Colligo Networks, Inc. All rights reserved. Page 37 of 57

Not to be reproduced without permission. Learn more at www.colligo.com.



Colligo Engage Outlook App

-
(@,‘- Edit Properties
1 colligo.com on Yam... _ ] _ .
= Y TS | Group Edit: Enter property values to apply to the 2 selected upload items.
-Dptiu-ns
Content Type: | Document
lProperties
Narne Value
= Name
Title
P n | L
| OK | [ Cancel l
A >

For information about applying metadata to multiple emails, see Applying Metadata to Multiple
Emails.

Using Outlook Rules to File Emails

To use an Outlook rule to file an email:
1. In Outlook, use the Rules Wizard to define the properties of the email that will be filed by the rule.

2. To choose the SharePoint folder you want to file the email in, click the move it to the specified
folder link in Step 2 of the Rules Wizard:
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Rules Wizard Iﬁ

Start from a template or from a blank rule
Step 1: Select a template

Stay Organized

¥ Move messages from someone to a folder
¥ Move messages with specific words in the subject to a folder
+

Move messages sent to a public group to a folder
|.' Flag messages from someone for follow-up
¥ Move Microsoft InfoPath forms of a specific type to a folder
¥ Move R55 items from a specific RSS Feed to a folder
Stay Up to Date
Display mail from someone in the Mew Item Alert Window
4! Play a sound when I get messages from someone
@ Send an alert to my mobile device when I get messages from someone
Start from a blank rule
Apply rule on messages I receive
*=] Apply rule on messages I send

Step 2: Edit the rule description [click an underlined value)

Apply this rule after the message arrives

from people or public group
move it to the specified folder
and stop processing more rules

Example: Move mail from my manager to my High Importance folder

<Back || Ned> | [ Finish

L A

The Rules and Alerts dialog displays:

ra

Rules and Alerts

Choose a folder:
4 E Colligo Engage

\=/ Deleted Items

i g

¥ Browser Cancel
» " Favorites
5 Folders

Recovered Items
> ©7 TMacKinnon@colligo.com
[+ E Public Folders - TMacKinnon@colligo.co

| 11 | »

L v

3. Browse to your preferred SharePoint folder in the Colligo Engage group.
4. Click OK.

5. Edit the remaining elements of the rule description in the wizard and click Finish.
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All emails that meet the criteria of the rule are filed to the SharePoint location you selected; how-
ever, the Edit Properties dialog displays so you can edit the metadata for each email.

Using Outlook Quick Steps to File Emails

To use Quick Steps to file emails:

1. In the Quick Steps group on the Home ribbon, click Create New:

Product Manag... £3 To Manager
E1 Team Email v Done
£2 Reply & Delete | F Create Mew

4|

il

Quick Steps

The Edit Quick Step dialog displays:
[ Edit Quick Step D [t |

Mame:
|

Add actions below that will be performed when this quick step is clicked on.

¥ Move to folder El >
Choose folder EI

Add Action

Shorteut key: |Choose a shortcutlzl
Tooltip text: | This text will show up when the mouse hovers over the quick step,

Cancel
J

.

2. In the Name field, enter a name for the Quick Step.
3. Under the Choose an Action drop-down menu, in the Filing group, choose Move to folder or Copy
to folder as preferred.

After you have chosen the Filing action, the Choose folder menu displays on the Edit Quick Step
dialog.
4. Choose Other Folder from the drop-down menu.

The Select Folder dialog displays:
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e

Select Folder

Folders:

4 E Colligo Engage
'E_,' Deleted Items
I Browser Cancel
> Favorites

» Folders

Recovered Items

i g

",

L

5. Choose a folder from the Colligo Engage group and click OK.
6. Click Finish.

You can file emails to the SharePoint location you chose by selecting an email in Outlook and click-
ing the Quick Step you created in the Quick Steps group.

The Edit Properties dialog displays so you can edit the metadata for each email.
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CONFIGURING LAUNCHPAD

Launchpad is a ribbon in Outlook where you can create groups that contain buttons linking to your most
frequently used web pages and web applications for quick access from within Outlook. Once you have
buttons you can choose to add related items underneath it, as shown in the below image:

Folder Wiew Colligo Colligo Launchpad F
O M LIt
i | US Dept | CRM Sharepaint Elite
of Justice - Favorites -
Legal resources epoint sites Billing Applicafions
Legal forms

[tem Group Bu

Launchpad

NOTE: Launchpad is not available in Outlook 2007.

To configure the Launchpad ribbon:

1. Inthe Colligo Engage group on the Home tab, click the Colligo drop-down arrow and select Con-
figure.
2. Inthe left-hand pane of the Colligo Engage Configuration dialog, select Launchpad.

OR

From the Launchpad ribbon, click the Launchpad icon to display the configuration dialog:

e Marketing (firestarter.sharepoini
HOME SEND / RECEIVE FOLDER VIEW COLLIGO LAUMNCHPAD

©

Launchpad Favorites

-

Colligo

The Launchpad dialog displays:
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re ™y
(c;,‘- Colligo Engage Configuration ﬂ
SharePoint Sites n Launchpad
Favorites o Add Remove [# Edit|7.7 Display Favorites _:’H‘;Import _4&:Export
Folders
4 LAUNCHPAD
Search Locations 7.4 Engage Favorites

Search Options
Launchpad

Settings

Close

o >,

Editing the Launchpad Tab

To edit the name of the Launchpad tab:
1. Select Launchpad and click Edit.
The Edit Launchpad dialog displays:

s '
() Edit Launchpad =
Title: launcHPAD
Screen Tip:
Description:
I Ok | [ Cancel ]
e ”,

2. Edit the Title field.

3. Enter Screen Tip text and a Description if needed.

4. Click OK.

5. Restart Outlook for the change to take effect.
Adding a Group
To create a group in Launchpad:

1. Select Launchpad and click Add.

The Add Group dialog displays:
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5.
Adding a Button to a Group

(P_. Add Group

Title:
Sereen Tip:

Description:

Mew Group

[ OK ][Canr_el |

”

In the Title field, enter the name of the group.
Enter Screen Tip text and a Description if needed.

Click OK.

Restart Outlook for the change to take effect.

Once you have added a group, you can add a button to it:

1. Select the group that you want to add the button to and click Add.
The Add Button dialog displays:

4.
5.
6.

Adding an Item to a Button

€ Add Button

=

Title:
URL:

Icon:

Screen Tip:

Description:

"\I ew Button

Eru:-wsel

[ OK ] [ Cancel |

’

In the Title field, enter the name of the button.
In the URL field, enter the address of the web page or web application. After you enter the URL and
click away from the field, the icon associated with the URL displays in the Icon space. If you want to
change theicon, click Browse to choose your preferred icon. If you click Clear, the default icon

above s used.
Enter Screen Tip text and a Description if needed.

Click OK.

Restart Outlook for the change to take effect.

Once you have added a button, you can add one or more items to it:
1. Select the button that you want to add the item to and click Add.

The Add Item dialog displays:
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(@) Addtem )

Title: MNew Item

URL:

Icon:

Browse|

Screen Tip:

Description:

[ oK I[Cancel |

8 &

2. IntheTitle field, enter the name of the item.

3. Inthe URLfield, enter the address of the web page or web application.After you enter the URL and
click away from the field, the icon associated with the URL displays in the Icon space. If you want to
change theicon, click Browse to choose your preferred icon. If you click Clear, the default icon
aboveis used.

NOTE: this is a required field. You cannot create an item without a URL.
1. Enter Screen Tip text and a Description if needed.

2. Click OK.
3. Restart Outlook for the change to take effect.

Displaying Colligo Engage Outlook App Favorites

If you have added SharePoint locations to your Colligo Engage Outlook App Favorites list, you can also
choose to display them in the Launchpad ribbon.

1. Click the Display Favorites button in the Launchpad dialog:

-
(? Colligo Engage Configuration

SharePoint Sites n Lau“chpad
R @ Add [lg Remove [1# Editl 25 Display Favoritesl
Folders
4 LAUNCHPAD

Search Locations 1.0 Engage Favorites
Search Options “ @ New Group

D Mew Button
Launchpad
Settings

2. Restart Outlook for the change to take effect.
NOTE: This button is a toggle. To remove the Favorites group from the Launchpad ribbon, click the
button again and restart Outlook.

The SharePoint locations from your Favorites list do not display in the Launchpad dialog; they dis-
play in the Launchpad ribbon in a group called Favorites:
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B E S -

FILE HOME SEND f RECEIVE FOLDER VIEW COLLIGO

© =

Launchpad Favarites

-

Colliv 5 Marketing (firestarter.sharepoint.com)

4 Favorite ¥ Shared Documents (vs-sp2010) :Hailb-:n( [Ctrl+E)

Viewing Launchpad URLs

After you have configured your groups, buttons, and items, they display on the Launchpad tab in Out-
look:

s -

FILE HOME SEND / RECEIVE FOLDER VIEW COLLIGO LAUNCHPAD

© w © ©

Launchpad Favorites  Mews Entertainment

- - -

Colligo Mews Ent

Click on any button or item to display its associated URL. If you move to another tab in Outlook, you
can click the Browser icon in the folder tree to go back to the last page you viewed.

You can use the refresh icon and the browser buttons in the navigation bar to navigate through the
web page.

HOME SEND / RECEIVE FOLDER VIEW COLUGO LAUNCHPAD

© * © O

Launchpad Favorites  Mews Entertainment
Colligo Mews Ent ~
<

4 Favarites 4o =

Inbox

EDITION: INTERNATIONAL | us. | mixco | aresic

Sent ftems

Deleted ltems 835

TV:  CNn CNM en Espafiol

Set edition preference

4 Colligo Engage Video World U.5. Africa Asia FEwrope Lafin America Middle East Business World Sport  Enterfainment  Tech

Deleted Items

Browser I

4 Favorites

. . . [ ol pgel:lqe (o] Scenes from the fieild - Hong Kong - Ebola - ISIS . Pluto a planet? . Supercars - Kelly Slater . 35,000 walruses
Marketing (firestarter.sharepaint.c...
Shared Documents (vs-sp2010)

R
I Folders

ADLERTISEHENT

FOLLOWUS
m- 7.3m| | W Follow @c

EXTREMIST THREAT b
I Recovered ltems ¥
Search Folders

Importing and Exporting Launchpad Settings

You can export your Launchpad settings and save it as a .ribbon file on your computer. You can then
import this file to another installation of Colligo Engage Outlook App.

NOTE: The Colligo Engage Outlook App Favorites list is not exported.

To export a Launchpad configuration file:
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Colligo Engage Outlook App

=
@,‘- Colligo Engage Configuration

S5

SharePoint Sites

Favorites

Folders

Search Locations

K Launchpad

& Add Remove [ Edit (7. Display Favorites _:'H_‘leportl‘_@Export |

4 LAUNCHPAD
74 Engage Favorites

Search Options 4 [E] News & Ent

- EI Mews
Launchpad El CNN
Settings - EI Entertainment
El Yahoo

A Windows Save As dialog displays.

2. Enter a name for the file and browse to the location where you want to save it.
3. Click Save.

To import a Launchpad configuration file:
1. Inthe Launchpad configuration dialog, click the Import button.

- ™y
@,‘- Colligo Engage Configuration ﬁ

SharePoint Sites (@] Launchpad
Favorites @ Add Remaove [L# Edit|§j Display Favorites IjImportlj Expaort
Folders

4 LAUNCHPAD
Search Locations 5.7 Engage Favorites
Search Options 4 [ News & Ent

Fl EI Mews
Launchpad EI CNN
Settings 4 [ Entertainment
=

A Windows Open dialog displays.

2. Browse to the location of the saved .ribbon file.
3. Click Open. The Launchpad groups, buttons, and items display in the dialog.
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SEARCHING SHAREPOINT AND OUTLOOK

Colligo Engage Outlook App provides advanced search functionality, allowing you to search within spe-
cific SharePoint sites and your Outlook account. You can use this to search for email or documents that
you or others have uploaded to SharePoint, or for items in your Outlook mailbox.

NOTE: When you upload an item to SharePoint, it is available immediately within the SharePoint site.
However, the item will not be returned in a search until the item has been indexed by a SharePoint
crawler. The timing and frequency of the crawls are set by your administrator.

Enabling Search Capability

To enable search functionality in Outlook 2010, click the Search button in the Colligo Engage group on
the Home tab; in Outlook 2007, click the Show/Hide Search Pane button in the Colligo Engage toolbar:

oy [y ]

¥ Uploads
Move Copy @) Colligo -

Colligo Engage

A search pane displays along the right side of your Outlook main window. You can move the search
pane to any location in your Outlook window and it stays in that location the next time you start Out-

look.
Colligo v
| A a|
Enter critena fo search ShareFoint
Searching

You can perform both basic and advanced searches using Colligo Engage Outlook App’s search function.

A basic search means you type a keyword and the search returns anything that matches that word,
regardless of the occurrence of that word.

An advanced search means you are searching specific metadata fields, using the same syntax you would
use in an Outlook search. You type the name of the metadata field you want to search, followed by a
colon, followed by the term you are searching for. You can enter multiple search terms in this format.

For example, a search with the parameters to:John subject:manual means you are searching the meta-
data fields to and subject for the terms John and manual. Any results returned from the search will meet
both of these search criteria. The searchable metadata fields are configured by your systems admin-
istrator. Custom metadata is also supported.

After you have entered a search term and started the search, you can look at the progress of the search
by clicking the arrow at the bottom of the search pane:
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 foam ] >
. ltems: 8 Locations: 2 in progress, 1
completed

The search locations display. You can click Cancel to remove results from a particular site from the

search.
collige X[
Arrange By: Date Mewest on top
4 5/3/2012 B
[l Demol
Colligo and SharePoint Solves Rem
o T b
ltems: 8 Locations: 3 in progress, 1
completed
/" Colligo Team Site (Caolligo”
Retrieving search meta
data... (0 item(s) found)
/" JBDema (JEDema)
Performing search... (0
item(s) found)
/" Eriefcase (Bricfease)
Search complete (8 item(z) found)
/" Colligo Team Site (Caolligo”
F‘erf:-rﬂ'i’ug search. (0
item(=) found)

Defining Search Locations and Terms

To define your search locations and parameters:
1. Enter your search term in the search field.
2. Click the drop-down arrow to manage your search locations and options:

Search Locations

Search Options

3. Select Search Locations to select the location(s) you want to search in. For more information, see

Managing Search Locations.
4. Select Search Options to define your search options. For more information, see Managing Search

Options.
5. Click the search icon to begin the search.
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Any results display under the search field:

Colligo v X
| test 2w
Arrange By: Date Mewest on top
4 28/06/2011
]! Corporate\Bchang 1017 PM —
New Microsoft Office Word Document.doox
- Corporate\Bcheng 757 PM
Bernard Cheng_28Junll 08.44.01_testmsag
- Corporate\Bcheng 3:46 PM
Bernard Cheng_28Junll 08.44.01_testmsag
Corporate\Bcheng 3:3% PM
random_test_doc.bd
W]} Corporate\Bcheng 339PM L
[+ ltems: 202 Locations: 1 completed, 1 complete with warning

NOTE: If you are not getting any search results it is likely because the search capability for the Share-
Point site has not been configured. Please contact your systems administrator.

Viewing Search Results

You can arrange your search results by item Date or Author (From). To toggle between these views, click
on the Arrange By field in the results pane and select Date or From:

v  Date
From

You can also sort the results by viewing the newest item on top or the oldest item on top. To toggle
between these views, click the top-right corner of the search results to get the view you want:

| test el
Arrange By: Date QOldest on top

4 01/04/2007 =
[l Corporate\Barryj 12:00 PM

T Bs Beverages, Inc. Project Requiremenis

4 09/03/2010

W] Corporate\Ahoogensen 12:50 AM
Test Document.dock

[EI Corporate\Ahoogensen 12:52 AM
Test Document2.doox

] Corporate\Ahoogensen 12:54 AM

"~ Test Document3.docx

(W]} Corporate\Ahoogensen 12:59 AM

est2Z.docx

[+ ltems: 202 Locations: 1 completed, 1 complete wath warning

Additionally,if an email with an attachment is returned in your search results, the paperclip icon displays
to indicate the attachment:
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Caolligo - X
| invoice| 2]
E;—‘-.rmnge By: Date | Newest on top |
4 Today
] Dave MackKay [ 9:51 AM

Managing Search Results

You can open and view items that display in your search results, as well as create a new email with a link
to the SharePoint item.

Viewing an ltem
To view an item in your search results, either double-click it to open and view, or right-click and select
Open from the contextual menu:

4 Colligo Technical Support

-~ Collige Technical Support

FW: Bug Cpen ager

Send As Link
4 Corporall  Send As Astachment

] Corperatl  Copy SharePoint Link

m

Emailing a Link to an Item
To email a link to an item in your search results, right-click the item and select Send As Link from the con-
textual menu. This opens up a new email with a link to the item's location in SharePoint.

You can also drag-and-drop the item into your Inbox for the same result.

If you have an item in your search results that is an email with an attachment, you can open the email,
then drag-and-drop the attachment into your inbox; this opens up a new email with the attachment
attached. The subject line of the email defaults to the name of the attached file.

Sending Item as an Attachment

To send the item as an attachment, right-click the item and select Send As Attachment from the con-
textual menu. This launches a new email with the search result item in the Attached field.

Creating a Link to an Item

To copy the link to the item’s location in SharePoint, right-click the item and select Copy SharePoint Link
from the contextual menu. You can then paste the link into an email or document as needed.
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Managing Search Locations

Any SharePoint site that you add to Colligo Engage Outlook App is added to your search locations list by
default. You can remove a site from the list to reduce the scope of a search, but then add it back at a later
time for another search.

Adding a Search Location
You can add a site to your search locations list in one of two ways:
1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. |nthesite list, click the site you want to add to your search locations and click the Add Search Loca-

tion icon: .

A small magnifying glass icon appears at the end of the site name, indicating it is included in
your search locations list.

Susan Test
3 Drop Off Library
5 Email Document Library_new
5 Form Templates
5 lotus_notes_emails
4 Mew Library
3 Cffline Library
3 5hared Documents

OR
1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in

Outlook 2007, click the Colligo drop-down arrow and select Configure.
2. Inthe left-hand pane of the Colligo Engage Configuration dialog, select Search Locations.

The Search Locations dialog displays:
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' B’
@ Colligo Engage Configuration g

SharePoint Sites +- Search Locations

Favorites ‘

soAdd e Remove

Folders
Add Search Location
Search Locations
Search Options
Launchpad

Settings

Close

3. Click the Add Search Location link or the Add icon.
The Add Search Location dialog displays:

s I
(®) Add Search Location [EERIE 5

~

e’

L) Collige Intranet
Ll Firestarter Portal

Please select a location to search from
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4. Select the site you want to add to the search list and click OK.

The site is now included in your search locations list.

Removing a Search Location
To remove a site from your search locations list:

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.

2. Inthe left-hand pane of the Colligo Engage Configuration dialog, select Search Locations.

3. Inthesite list, click the site you want to remove and click Remove. The site no longer displays in the

list.

Managing Search Options
The Search Options area of Colligo Engage Outlook App lets you define your search parameters. To
define the search options:

1. Inthe Colligo Engage group on the Home tab in Outlook 2010 or 2013, or, in the Colligo Toolbar in
Outlook 2007, click the Colligo drop-down arrow and select Configure.

2. |n the left-hand pane of the Colligo Engage Configuration dialog, select Search Options.
The Search Options dialog displays.

{F Calligo Engage Configuration @
SharePoint Sites y Search Options
Favarites Outlaok
Folders [C] Search all mail items
Search Locations [C] Search Qutlook Inbox

Search Options Limit results to: 200

Launchpad SharePoint Query Options
Settings Limit results to: 200
Search On

_ Files and Folders @ Files Only ) Folders Only
@ All Files ) Filter Files

Type Extension

=1
o

Microsoft Word Document  docx

Microsoft Excel Worksheet  xdsx
Microsoft PowerPoint Prest  ppix
Microsoft Word 97 - 2003 | doc

Microsoft Excel 97-2003 W «s

il e

Microsoft PowerPoint 97-2  ppt

Close |

3. Inthe Outlook section of the dialog, check the Search Outlook Inbox option if you want to include
your inbox content in your search. In the Limit results to field, enter the number of results you
want returned.

o

o
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4. Inthe SharePoint Query Options section, enter the results number in the Limit Results to field.
5. Inthe Search On section, choose your parameters:
a. Choose from one of the following:
a. Files and Folders
b. Files Only
c. Folders Only
b. Ifyou choose either the Files and Folders or Files Only option, you can further deter-
mine the file types you want to search by choosing one of the following:
a. All Files
b. Filter Files
c. Ifyou choose Filter Files you can further define the type of files you are searching by
checking the boxes of the file types in the list.

Custom Search Folders

Custom search folders are functionality native to Outlook and are separate from Colligo’s search capabil-
ity. A custom search only searches within Outlook, whereas an Colligo Engage Outlook App search
includes both your Outlook account as well as your SharePoint sites.
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MANAGING RECOVERED ITEMS

The Recovered Items folder in the Colligo Engage Outlook App list is a catch-all for any emails or items
that are not successfully uploaded to a SharePoint folder.

You can drag-and-drop any item in the Recovered Items folder to your Folders and Favorites lists, or
delete the items altogether. You can also move or copy the items to SharePoint using the Move and
Copy buttons.

2/22/2015 Copyright 2015 Colligo Networks, Inc. All rights reserved. Page 56 of 57

Not to be reproduced without permission. Learn more at www.colligo.com.



Colligo Engage Outlook App

UNINSTALLING COLLIGO ENGAGE OUTLOOK APP

To uninstall Colligo Engage Outlook App:

1. Inyour Control Panel, choose Uninstall a Program from the Programs group.
2. Select theColligo Engage Outlook App in the program list and click Uninstall.
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