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Colligo Contributor Add-In for Outlook

INTRODUCTION

This User Guide is designed to serve as a brief overview to help you get started. There is also
information available under the Help option in the various Contributor interface toolbars. If necessary

you can access the Help by launching the Contributor interface from the System Tray and selecting Help
> Help and Support.

If you would like further instructions, please consult the Features list at
http://support.colligo.com/Lists/Features/Allltems.aspx where you will find a complete list of features
by product along with instructions for use. You can find a number of screencasts on the support site that
walk you through the main product features. The SharePoint support site can be synchronized with
Colligo Contributor for access at any time, online or offline. Please follow the instructions on the home
page at http://www.colligo.com/support/.

Please send questions and feedback to support@colligo.com.
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Colligo Contributor Add-In for Outlook

TECHNICAL REQUIREMENTS
Systems Supported

Microsoft” Windows 7 Home Premium; Professional or Ultimate

Microsoft” Windows' Vista Business; Enterprise or Ultimate

Microsoft” Windows  XP Home or Professional

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

Internet Explorer 6.0 or later

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

Consumes roughly 20MB of disk space, not including content

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

Application Prerequisites

Microsoft® .NET framework 3.5 Runtime

Outlook Add-in Prerequisites

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

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

Microsoft Visual Studio 2005 Tools for Office Second Edition (VSTO 2005 SE) Runtime
Microsoft Visual C++ 2008 SP1 Redistributable Package
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Colligo Contributor Add-In for Outlook

INSTALLING COLLIGO CONTRIBUTOR

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

There are different installer packages dependent on which version of Office you have installed:
e For 32-bit Office, use the x86 installer
e For 64-bit Office, use the x64 installer

EXE Installer

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

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

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

Interactive EXE Install

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

1. Double-click the installation file.

2. Prerequisites are downloaded and installed.

3. 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 a Terminal Server environment see the Colligo Contributor Terminal
Server User Guide.

Concurrent Version Installations

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

Version Reversion/Downgrading

It is not possible to revert to an earlier version of Contributor after upgrading, as the database is often
updated.
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Colligo Contributor Add-In for Outlook

THE OUTLOOK ADD-IN

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

e Use the Connect to Outlook option in Internet Explorer

o Site > Download Site menu option

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

Internet Explorer Toolbar Connect to Outlook Button

1.
2.

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

/€ Project Emails and Documents - Windows Internet Explorer =0 R (<=
&9\ - [&] htpu/senver/bsbes/Projectse20Emails/Forms/Alltems.2 + | 43 | x | [ Live Search o -
rR— = T = " >
Wk | @ Project Emails and Documents \ 1’} v By v &= v |-»Page v {} Tools v ﬂ
B's Beverages > Project Emails and Documents @ Help i
5 : : /1 Send to OneNots
| ;—ﬂ Project Emails and Documents Mifsercic Coctiots
r @&, Research
View All Site Content | Store project emails in here to keep track of communication. ﬂ RS Ok
- - — - nnect to
Documents - - ions ings v =
- ‘ tew o cfons Sethng.s (@ Connect to Contributor
= Initiate | Type  Subject To From Proye

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

You may choose to connect the List Online or Cached.

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 information, see Contributor Add-In Cached vs. Online.

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

Login to "support.colligo.com” [==]

A

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

User name:

Password:

[ OK ] l Cancel ]

If the site you are connecting to is an Office365 site, a prompt for Office365 credentials displays:
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Colligo Contributor Add-In for Outlook

@) http://benhenderson.sharepoint.com)/ Elﬂ‘ﬂ—hj
i e
0 Office 365

Microsoft Online Services 1D:

Password:

Forgot your password?

[¥] Remember me
[C] keep me signed in

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

Show saved Microsoft Online Services IDs

22011 Microsoft Corporation | Privacy | Legal

If the Connect to Outlook process starts on a page that does not relate to a SharePoint List, the
following message displays:

Colligo Contributor Outlook Add-in

=]

y ~ \ An error occurred while trying to connect this SharePoint list or library
\@? to Outlook. Please make sure your browser is pointed at a SharePoint
list or library, rather than the home page of a SharePoint site.

http://server/bsbev/default.aspx

4. Click OK, then navigate to a list in IE and click Connect to Outlook again.

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

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

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

The Online and Cached views are presented below:

Cached View Online View

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

B's B J es
Bcvcmgcw

81 Beverages > Prosect Emate

1 et Cocuments
Project Emails and Documents F

| Prbojecvf Emails and Documents

2] ot
] e

Project #:4122.2(15)

uptadite, |5} Conneardto Micissot Exchange | Al fokders ace up Lo date. (5] Connected to Miroson Exchange | 100%

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

Does not maintain a cache of data

e Upload content to SharePoint with metadata Prompt

e View the SharePoint site in Outlook

e Navigate through SharePoint site using Outlook folder tree

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

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

e Contentis cached providing offline access

e Upload content to SharePoint with metadata prompt

e Access and Edit existing SharePoint content including accessing metadata.

e Automatically extract Email metadata (To, From, Sent, Subject, etc.)
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Colligo Contributor Add-In for Outlook

Editing Content in Cached Mode

Select the folder in Outlook to access the Contributor Add-In Cached-View of the List. The Cached view
provides access to the content. Here you can work with your content and perform the actions below:
e Open a document by double-clicking on the item
e Right-click on an item to:
o Edit the properties (metadata) of the item.
o Open/Edit a document
o Check Out; Check In; or Discard Check Out
o Rename content
o Delete content

CECIE Colligo for SharePoint - Microsoft Outlook -Mﬁ‘

bome | ‘Sena/Reche | roaer  view  Colgo  Adain 3
]. -%‘ ,ﬂ L Meeting [} Connect IS copy b N FindaContact -

& = Synchronize - (G Address Book
New  New Delete | Reply Reply Forward ¢ Rules OneNote
E-mail Items~ | d&Junk~ A B, More (3 Refresh Folders B 7 Filter E-mai
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 Received Project #  Created Modified Il
4[] Colligo for SharePoint I
m =
> L Arne Test - Document Sets Project #: (fone) (£0)
> Arne Test - Managed Metadata [ Project #: 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 Beverages - Initiate
)L;' : 9 PSR 5 Edit properties..
[ B's Beverages - Project Emails and Dc ] g's Ber e — B's Beverages Requireme... 01/03/2010... 4122-1 18/10/2007 ... 07/07f2...
4[] B's Beverages - Project Emails and Dc [W] open with Mirosoft word
> E3 Closed Items for 41224
[W] Edit with Microsoft Word
> 3 Email Archive @ Project
3 Requirements Documents HFroject Lfy Checkout
» [ Status Reports —
>3 testing [ Project | & Copy SharePoint URL
] B's Beverages - Project Tracker Rename
[ Import Issues X Delete
73 N8 testinn rnnt site . Cantant hne d " —
=] Mail
5] calendar
] Tasks

All folders are up to date, [} Connected to Microsoft Exchange | 100%
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Creating New Content in Cached Mode
New content can be created by selecting the New option.

On SharePoint 2007and 2010 sites, content can be created based on content type templates:

Colligo Contributor Add-In for Outlook

= = > = o
0 > Colligo for SharePoint - Microsoft Outlook. W =ifi=
] Home Send / Receive Folder View Colligo Add-Ins o
I ']. !@ HMeeting [T} Connect ©copy Finda Contact v
e 2 synchronize G Address Book
New New "
E-mail ems~ & Junk~ g [ Refresh Folders W Filter E-mai
| New Delete Respond Colligo for SharePoint 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:
| S sentitems 576) e e ) Create New Project Status Report
5 Deleted Items [7) IF i 7
@) Email (Hidden Fields) m suble = Temomtes | fied
43 Colligo for SharePoint 2 L ) biel [ site Templates [other
> 2 Ame Test - Document Sets @) emai @ —
I > 3 Ame Test - Managed Metadata (@] Project N =
[ B's Beverages - Action Items = | Lates| | | Project Status 2. |
>3 B's Beverages - Initiate iy Cocer h Report 2
i » [ B's Beverages - Project Emails and Do @) 5's Beverages Requireme... John Smith B's Be % /...
|| 41 B's Beverages - Project Emails and De sl
> (3 Closed Items for 41224 BRSO (1S) -
I © 3 Email Archive @ Project #: 41223 (5) \
t =
(3 Requirements Documents Eproject £: 41224 (5) \
I 13 Status Reports —
I b [ testing @ Project #: 4122-5 (8) '\ =
>[4 B's Beverages - Project Tracker
f (3 Import Issues
574 08 tactinn rant cits - Cantant tna d
(=] Mail Please enter a name for this new document:
I =5
3] Calendar
>
|| |s/] Tasks
All folders are up to date. [7] Connected to Microsoft Exchange | 100% _— )
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UPLOADING EXISTING CONTENT
Using Upload Documents Menu

Existing content can be added to Contributor by selecting the Upload option:

Home | Send/Receive  Folder

Colligo Contributor Add-In for Outlook

(D] Upload Documentts 50—

[

View  Colige  AddIns —
. @U'l J < DATA (D) » Work » Documents » Documents «[[#2 [ Search Documents r
= 7} Connect 1 copy
lj L@ . 2 Synchronize Organize(v New folder = Al @
New  New = 3 .
E-mail Ttems~ | & lunk - EEEEh brliee &l RegentPlaces  *  Name Date [nodified Type Size
Hew Delete Respond Calligo for SharePaint Wtk
" 64bitClientlnstallation_Office2010.pdf 23/04/201012:13 ... Adobe Acrobat D...
> Favorites < m = uments —
Colligo for SharePoint - ) Value of Eaming a Microsoft Competenc...  27/04/201010:32 .. Adobe Acrobat D... 1
(3 Collige for Share
4 Mailbox - Dave Foster B's Beverages > Praject Emails and Documents Il
5 Inbox (261) Project Emails and Documents || B Deskeop
A Drafts & e R oF i) Project Emails and Dacuments: New Item @
} ore fEyECTTET }Epﬁn B3 Libraries
23 sent items [676] =
(3] Deleted Items (7) bew < ||Upload + | Fiter - A Dave Foster Document
- Name, Upload Documents Subject Rel| . C it &bitClientinstallation_Office2010.pdf
4[4 Colligo for SharePoint = L—ﬁ(_’_' x s S Lo = L
[ Ame Test - Document Sets HProfect # (one) (60 & os@
> [l Arne Test - Managed Metadata ElProject #: 4122-1 (3) s DATA (D) Folder
[ B's Beverages - Action Items 11 John Smith _16Mar10 12.... John Smith Latest Issue Report 14 s HP_RECOVERY = | [romsen |
1[4 B's Beverages - Initiate | - s.doc: John Sn 5 5 | RECOVERY
LW = Bevemnes - Biojec: Bl s ad b (] E's Beverages Requireme... John Snith §'s Beverages Requireme. . 0 N DVD RW Drive | B
4[| B's Beverages - Project Emails and Dc ) P i J ContentType:  [Project Status Report = G
| b3 Closed ltems for 41224 Cliioes s i) -
ile name:
Email Archive Bl Project #: 4122.3 (5) Hame *
Requirements Dacuments

© [ Status Reports

1[4 testing
l 1> [ B's Beverages - Project Tracker
| [ Import Issues
[ 18 tastinn rank sits - Crntent funs A 7
L] Mait

5] calendar
|/ Tasis

EPraject #: 41224 (5)

ElProject #: 4122-5 (8)

All folders are up to date,

[:] Connedted to Microsaft Exchange | 1005

64bitClientinstallation_Office2010.pdf

Title

—

Cancel

Contributor prompts for metadata when the document is uploaded.
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Using Drag-and-Drop
Emails can be uploaded to SharePoint by dragging-and-dropping direct from your Inbox into a folder

connected to Outlook. Contributor automatically extracts email metadata (To, From, Sent, Subject, etc)
to similarly named SharePoint columns (if they are defined).

Colligo Contributor Add-In for Outlook

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

Microsoft at Home - Mailbox - Dave Foster - Microsoft Outlook

[ copy Lt AN \;ﬁ:‘ Find a Contact +
W ey &4 [ Address Book

Move Rules OneNote
N Eilter E-mail ~

[} Sent Items [666]
&) Deleted Items
4[4 Colligo for SharePoint
> [ Ame Test - Document Sets
|| > 3 Arne Test - Managed Metadata
[ B's Beverages - Action Items
> [ B's Beverages - Initiate
4 B's Beverages - Project Emails
(3 Closed Items for 41224

Send/Receive  Folder  View  Colligo  Add-Ins
Tl L o E&l Meeting 3 Connect
W& X 2984572
1 Clean Up ~ - v P~ = synchronize
New New | Delete | Rep) Forward =
Eiall Henes 5 More ~ | (8@l Refresh Foldgr:
New Delete
> Favorites < -
Search Microsoft at Home (Ctrl~E)
[ 2| Drafts “ | Arrange By: Date

Microsoft At Home
Summer vacation is just around the bend

4 Two Weeks Ago

Document
Microsoft At Home_073un10 00.00.00_Worried about computer s...

@ ===

Properties
Content Type: ~ [Emal (ridden Fields) -

Name = 2
Microsoft At Home_073un 10 00.00.00_Worried about computer sec

Respond Colligo for {| 5| Project Emails and Documents: New Item ===

> [ Email Archive feeks Ago To
[ Requirements Documents &) Micosoft At Home =
(3 Status Reports Be a Windows wiz
(4 testing From
X X Microsoft At Home
> [ B's Beverages - Project Emails and D 4 LastMonth L3
> [ B's Beverages - Project Tracker 5] Microsoft At Home ce
(3 Import Issues 1) Work from home?
L3 Product Management - Documents ¥ | i wricrosoft At Home g
Want to go wireless at home?
[~ Mail S
|5 Microsoft At Home ) -
£ Catendar Two monitors are better than one
= 1 Mot tvame
ﬁ Tasks Check out our new video channel
~ | 4 Oider bd
Items: 151 Unread: 145 | Al folders are up to date, [] Connected to Microsoft Exchange | [ B 100% (=) " {+) 8 |

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

metadata, and uploads the files and folders to the selected library.

-

Home | Send/Receive  Folder

" Colligo for SharePoint = Microsof

View  Colligo  AddIns

= synchronize

eting [} Connect 1 copy R

N+ [Finda Contact -

y [ Address Book
wles Qnelot

(5] sentItems (576]
&) 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
| >3 B's Beverages - Project Emails and Dc
| L3 B Beverages - Project maits and D¢
> [ Closed Items for 41224
¢ (3 Email Archive e

[~ Mail

5] catendar
] Tasks

New  New &J K 3] Refresh Fold
E-mail Items ~ iy e 5] Project Emails and Documents: New Item £

New Delete Respond Colligo for SharePoint

v -
> Favorites < o - / Document
Colligo for SharePoint [ i s

4 Mailbox - Dave Foster “ | B'sBeverages > Project Emais and Documents P~ s esrni

(3 mbox (261) _| | Project Emails and Document ol

L] prafts | | [store project related documentation in here to keep fack of communication. (@ | (eromse... |

New ~ | Upload ~ | Fiter +

Properties

Name From

@ Project #: (None) (60)

Subject
I/ ContentType: |Email (Hidden Fields) -

ElProject #: 4122-1 (3)

/ Name * =

141 John Smith_16Mar10 12.... John Smith
Gl

)5 Beverages Requireme.... John Smith
[ Project #: 4122-2 (15)

i

Latedt Issve Rel 64bitClientinstallation_Office2010.pdf
To

Bjf Beverages H
From

BProject #: 41223 (5) el =
BProject #: 41224 (5) ( %ﬁ I =
[ Project 2: 4122-5 (8) ~ |

Boc

Sant. =

All folders are up to date.  [%] Connect

e
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Dragging From Desktop to Outlook
Files can be uploaded to SharePoint by dragging-and-dropping direct from your Desktop (or My

Computer) into the Outlook folder tree. Contributor prompts for metadata, and uploads the file to the
selected library.

Home

Send /Receive

ome -

View Add-Ins

Folder Colligo

 Connect

Colligo Contributor Add-In for Outlook

L2 AN |'T! Find a Contact ~

(23 Sent Items [666]
@) Deleted Items

4[4 Colligo for Shar
> [ Amne Test - Do

[ B's Beverages

[ B's Beverages
4| B's Beverages

[ mail
3] catendar
|o7] Tasks

> [ Arne Test - Managed Metadata

4 Monday

ePoint
cument Sets

- Action Items

) @ X aQ | i B
= %5 Clean Up ~ v v G- = Synchronize - [ Address Book
New  New Delete R Reply Forward .o Move Rules OneNote |
E-mail Items~ | & %2 More ~ g b T —
New Delete Respond 0 for SharePoint [l Froec s and Bocuments Noiem
b Favorites 53 Document
Search Microsoft at Home (Ctg
= ., 64bitClientinstallation_Office2010.pdf
2 Dratts “ | Arrange By: Date Newest on to b D

& | (o)
Properties

- Initiate
- Project Ei

31/05/2010

64bitc) _Office2010.pdf

> [ Closed Items for 41224

Check out our new video channel

> [ Email Archive 4 LastMonth
3 Requirements Documents 5] Microsoft At Home 24/05/2010
[ status Reports Work from home?

> [ testing &) Microsoft At Home 17/05/2010

>[4 B's Beverages - Project Emails and D Want to go wireless at home?

[ B's Beverages - Project Tracker |5 Microsoft At Home 10/05/2010

[ Import Issues (2) Two monitors are better than one

(4 Product Management - Documents ¥ | ) Microsoft At Home 03/05/2010

4 Older
& Microsoft At Home 26/04/2010
Ensure your email gets read
|5 Microsoft At Home 19/04/2010
i Basic PC advice at your fingertips

To

i

From
Dave Foster

ce

Sant

Items: 150  Unread: 144 |

All folders are up to date.

Connected to Microsoft Exchange | [0 B3 100% (=

Dragging Email Attachments into Outlook
Attachments can be uploaded to SharePoint by dragging-and-dropping direct from an email into the

Outlook folder tree (or Contributor Cached View). Contributor prompts for metadata and uploads the
file to the selected library.
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Colligo Contributor Add-In for Outlook

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

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

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

Status Report Week 4 - Message (HTML) =B ®

sl ple o

Message Insert Options

Format Text Review @ e

a & % @ 0 atacn e v i j 1 |ﬂ; =
By B r u 0 Attach Ttem ~ =
Send Paste = Names Tags Upload Insert Rules
& File - J| ¥ ~ | [&signature - - =
Colligo Send & ... | Clipboard & Basic Text 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}

| | 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 L
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m
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Colligo Contributor Add-In for Outlook

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

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

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

Copy Qutleok Folder lé]
Select Folder to CFEV Select Destination
1 Colligo for SharePoint i =) 3 Colligo for SharePoint =
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 [ To Be Retained |
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
# [_J Sync Issues [ sharePaint 2010 Test Site - Announcements
3 The 451 Group = [ SharePoint 2010 Test Site - Correspondence =

Copy Options
Indude topevel folder

[ tndude sub-folders oK. Cancel

Copying Existing Content in Cached View

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

Emailing Content as an Attachment

Uploading Attachments

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

Microsoft Informatio

Options  FormatTet  Review  Addns ?
Calibri (Boch » 11~ A" A7 | & & Sﬁﬁ @ @ -0 z ¥ Follow Up - * ﬂf
E; ¥ High —
E] ¥ High Im
Send Paste B A §=  Address Check | Attach _Afta Zoom | Upload Insert Rules
& File - & B /U ¥-A = o S 3 LowImportance Ls =
Colligo Send ...| Clipboa... & Basic Text Names | Include | Tags | Zoom | Colligo Attachments
~ Upload to SharePoint S|
To.. | [ DavidFoster (dfuster@ooligo.com; =
=9 ~
=1 ce Choose Files
Send o
Subject: | Hew Microsoft Informatiogfi” T esbitclientinstallation_0ffice2010.pdf
Attached: | " 64bitClientinstallation Office2010.pdf (253 KB
liz)
i
i Destination Site
1
Site Name: | [, B's Beverages
Library: [:3Project Emails and Documents
Folder: (ARequirements Documents
i Choose Destination. ..
( oK ] [ concel ]
=  —

Insert SharePoint URL

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

I B« w3

Message | Insert Optmns% Format Text

j “ calibriBod) v 11 < AT A7

paste _; BIU ¥-A-|[E=

Review  Add-Ins

Mew Microsoft Information - Message (HTML)
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(3] Initiate:
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1 143 Project Emails and Documents
[ Closed Items for 41224
) [ Email Archive
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5|Project Photos
3] Project Tracker
3] Test with Versioning

2]

3] Test without Versioning
2] Wiki
 cariboo

Colligo Send ...| Clipboa... & Basic Text Names Indude Tags % | Zoom o
To.. | || DavidFoster (dfoster@coligo.com)s L~ |
=1 , _—
Send e link to SharePoint Content / =)
Subject: —
e 3 Ame Test ) | Caweek 1
= [ Week 2

i

[ week 3 iz}
(] status Update. p
] Team A.docx
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Attachment Rules

Colligo Contributor Add-In for Outlook

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

Colligo Send &F... | Clipboard 1

Basic Text

=9 Attachitem ~ ¥ High Import

¥ Follow Up ~

READ 6+ + |7 New Microsoft Information - Message (HTML)
[Tl Message Insert Options Format Text Review Add-Ins 1}
a & =] % Calibri (Body) 11 N g 0 AtacnFie
Send 735!! z B £ ; ; - Names
&File ER 4 &), (& signature

Zoom

Zoom | Upload Insert Rules

Colligo Attachments

e

6:=

I =
to.. | | oviramg Colig0 Atchment Manager =]
=1 w J[
peod = I Prompt when sending emails with s =
Subject: | New Microsof (f j) total attachment size greater than (kb):
Attached: | ssbitClien Block when sending emails with
— total attachment size greater than (kb): 10000

iz

Sharing Content

Copying SharePoint URL

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

or emails.

Dragging-and-Dropp

ing

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

applications.
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Colligo Contributor Add-In for Outlook

DEFAULT METADATA AND PROMPTING BEHAVIOR

Contributor allows you to specify default values for metadata. Default values can be set at a document
library, or subfolder level. The default values support both inheritance and propagation.

Using the Metadata Dialog
A sample of the Default Metadata dialog is displayed below. The following table explains the function of

the dialog.

Default Metadata Values

[0 Columns
B Contacts
= [ Documents

# [ Folder B
i (3 Emai
[ Projects

List Selector Panel

Name Value
Attachment
From

Inherited From

Apply To

Default Value Settings
Add, Edit, and Remove
Inherit propagating values from

PwnNpeE

parent items
5. Clear locally defined values on all
child items

Add...

] Inherit propagating values from parent items

Clear lacally-defined values on al child items

6. Prompting Behavior

List Selector Panel

Default Value
Settings

Add, Edit, and
Remove

Inherit propagating
values from parent
items

Clear locally-defined
values on all child
items

23/09/2011

The List Selector allows you to change the List or Subfolder you wish to work with.

NOTE: The List selector is only visible if the dialog is access through the File menu.

Name
Value

Inherited From

Apply To

The Display Name of the SharePoint column
The default value to be applied.

Indicates where Contributor receives this value from. The ‘Inherit
From’ column may take the following values:

e  SharePoint Column definition

e <not inherited>
Parent Object Name. This may be the name of a document library of
parent folder.

Indicates whether the default value may be inherited by a subfolder.
The Apply To folder may take the following values:

e This Folder and subfolders

e This Folder only

These buttons allow you to work with the locally-defined default values.

Multiple items can be selected for removal using the Windows standard Ctrl and Shift
selection modifiers.

This folder will inherit propagating values from the parent item. Values specified with ‘This
Folder and subfolders’ are propagating values and may be inherited.

When un-checking the option Contributor provides the option to copy inherited values

locally.

When settings are applied with this values checked, child-items are reset to inherit values;
any user-specified default values on child-items are cleared.

Copyright 2011 Colligo Networks, Inc. All rights reserved.
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Colligo Contributor Add-In for Outlook

Prompting Behavior = Modify the prompting behavior. The options are:
e Always: The metadata prompt will be displayed when an item is added
e Never: The metadata prompt will not be displayed when an item is added
e According to application global settings: Prompting behavior is as defined in the
View > Options dialog
Child-items that are configured for inheritance will inherit this setting.

ACCESSING THE DIALOG

File Menu

The File menu may offer different options depending on the elements of Contributor deployed. To
access the Contributor Control Panel interface, double-click the Contributor icon in the system tray.

| 44 Collge Contnbutor L
Bl | St w  Help

I Diefpuit Metadats Valses.. "

Eaxzwyt Gt Configurabon. . Lae
=0
Ext

Control Panel

* When accessed through the File menu, the Default Metadata dialog includes the List Selector
Panel.
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Colligo Contributor Add-In for Outlook

SYNCHRONIZING CONTENT

Contributor offers different user-configurable synchronization processes to ensure data is kept

synchronized with SharePoint. Synchronization runs silently in the background allowing you to continue
working with your documents.

Automatic Synchronization Processes

Calligo Controtior Options (=] Synchronize on startup: Contributor synchronizes
l cached content when it starts
General
[ Prisepst b opeciiss wheth g docimeats Synchronize when list is viewed: When you
[ Use current Windows appearance navigate to a list the content is synchronized
Z:'agel . [ contiourabie synchroniztion opions Synchronized when list is modified: Modifications
rage location .
Ci\users\dnhitehead\AppData LocalIColigo0 include changes to the document or metadata
Sycheonton Enable background synchronization: Contributor
[] synchroni tarty . . .
SN synchronizes content periodically. The default sync-
[~ synchronize when list is viewed . . A
[¥] synchronize when list is modified Interval IS 30 mInUtes

[7] Enable background synchronization

Background synchronization interval: 30 minutes

[¥] Automatically download lists to resolve Site Column values

[ OK ] [ Cancel ]

Manual Synchronization Processes
You can manually start the Synchronize command in main toolbar or ribbon:

: T
0| 35 = Calligo far SharePoint - Microsoft Outloak == %
= 9
File Home Send / Receive Folder  View  Colligp  AddIns o @
]. " i p = % Connect [ copy \7 N y Find a Contact ~
d ¢ ¢ v = synchronize - » [ Address Book
New  New Rules
E-mail Tems - | & Junk - B [ Refresh Folders > 4
HNew Delete Respond Colligo for SharePoint Move Find
> Favorites ol
— —mn N
i3 Synchronize SharePoint Content ==
[(5) mbox (262 '_
= el Qutlook Folder Content
[J7 Dratts [1]
[=3 Sent Items [576] s Ame Test i ki of communiication.
(&) Deleted Items 7} (3] Bocument seis View: | Group by Project -
A | S it e 3] Managed Matadata Subject Received Project®  C
> ©3 Arne Test - Docume [, B's Beverages
> £ Arne Test - Managel 2] Action Ttems 3
[ B's Beverages - Actid| (3] Initiste
> L3 B's Beverages - Initid | [E] Project Emais and Documents Latest Issue Report. 16/03/2010 ... 4122-1 1
> 1 B's Beverages - Projq| [E5] Project Tracker L
4[4 B'sBeverages -Projlll | (7] [} Qa testing root site B's Beverages Requireme... 01/03/2010... 4122-1 1
>[4 Closed ltems for & (23] Gontent typs decumsnt
> £ Email Archive — . ) 2
Requirements Do
e Check Al Uncheck Al
Mail
= | [ClPerform ful synchronization
E Calend Selecting this option synchronizes all site content, induding users,
endar views and templates. If your permissions on the site have changed,
. you should select this option to get all the content you now have
7] Tasks access to. Selecting this option wil result in longer download tmes.
[(syncvonze | [ cancel | G
L TNl to Microsoft Exchange | 100% () Y @

Full Synchronization

Several of the synchronization processes allow you to specify Full Synchronization. When Contributor
performs a full synchronization, additional information is downloaded. This includes definitions for Sites,

Lists, Views, and Content Types, plus other site content that may not be retrieved during other standard
sync processes.
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