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Introduction

Welcome to Colligo Engage, the enterprise solution for SharePoint access from your iPad,
iPhone, and iPod Touch.

Colligo Engage lets you securely store, sync, view, edit, and find SharePoint content on your
iPad, iPhone or iPod Touch. Access and share files, lists, images, documents and emails.
Synchronize SharePoint content to your iPad, iPhone or iPod Touch automatically, for instant
access, even when offline.

Devices Supported
NOTE: All devices require iOS 7.0 or higher
e iPad (2" generation and above) and iPad Mini

e iPhone (4 and above)
e iPod Touch (4™ generation)

SharePoint Platforms Supported

e SharePoint 2010
e SharePoint 2013
e SharePoint Online (Office 365)
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Overview

This user guide explains how to use Colligo Engage on iPad. View the user guide in Colligo
Engage on an iPhone or iPod for instruction on how to use Colligo Engage on those devices.

Installing the Colligo Engage iOS Application

How the Colligo Engage iOS app is installed depends if you’re organization is using the Colligo
Engage Console or not. If you are using the Colligo Engage Console you can install the latest
version from the iTunes App Store. If you are not using the Colligo Engage Console the
application will be available from your IT administrator.

Setting Language Preference

Colligo Engage is available in the following languages: French, German, Spanish, Italian,
Japanese, and Chinese.

To set the language for the app:
1. Inthe Settings app, tap General > International.
2. On the International screen, tap Language.
3. Tap the language of choice in the list.
4. Click Done.
Colligo Engage now displays in the supported language you have chosen.
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Signing in to the Colligo Engage Console

If you are using the Colligo Engage Console the first screen you will see requires your Colligo
Engage credentials to access the application.

C colligo

Password

Forgot Password?

Email ‘

Tap Forgot Password if you are unable to login, enter your email address and a temporary
password will be sent to your email address if you have a valid Colligo Engage account.

You will not be prompted again for your Colligo Engage credentials unless you change your
password or your account is deactivated on the Colligo Engage console by your administrator.

Receiving Application Configuration from the Colligo Engage Console

If your administrator has specified specific any policies, sites, lists or libraries to synchronize
these will be immediately configured for you with the iOS app. You will be prompted for your
SharePoint credentials to use with these sites. The app will attempt to use the provided
credentials for all sites pushed to you from the Colligo Engage Console. You will be prompted
for additional credentials if any of the pushed sites require them.

Cancel Colligo Engage

Please enter your SharePoint credentials.
Username
Password
Domain
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Managing SharePoint Sites

Colligo Engage lets you add, edit, and remove SharePoint sites.

Using the Colligo Sample Site

Colligo has provided a sample site that you can add when you first launch the product. This site
provides you with read-only content that allows you to see how Colligo Engage works, even if
you don’t have your own SharePoint site to add.

To launch the sample site:
1. Inthe Add Site dialog, tap the Add Sample Site link:

Cancel Add Site Done

Site Information Add Sample Site

URL

AUTHENTICATION
User Name

Password

Domain

Advanced Settings

The Add Sample Site dialog displays:

£ Back Add Sample Site

This SharePoint site is designed to show you how Briefcase can be used
to provide mobile access to SharePoint, even if you don’t have
SharePoint installed. To access the site, enter your first name, last name
and email address and tap Done.

PERSONAL INFO

First Name
Last Name

Email Address
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In the dialog, enter your First Name, Last Name, and Email Address.
Tap Done.

The site begins to sync and the lists and libraries for the sample site display:

iPad = 1:05 AM

Sync Site

Colligo

Select the lists and libraries to use on device

Libraries

(/] i:‘l Calculated (5)
() m Documents (5)
(V] m Document Set Library (5)
(] m Documents (185)
(] i:‘l DropDown (4)
(V] m Folders (4)
E Site Assets (2)
E Site Pages (2)

o Lists
& [z calendar (1)

Tap to select or deselect a
list or library that you want to sync. Tap to select or deselect a list or library that you want to
sync. Tap the checkmark at the top of each list to select all or deselect all.
The following lists are disabled by default and need to be enabled manually:

a. Form Templates

b. Site Assets

c. Site Pages

d. Style Library
Choose Later or Now. If you choose the Later option, you can revisit this dialog and set
different sync options.

The site syncs and the lists and libraries display in the left pane:

iPad = * 11:05 AM

iiii Colligo (3

Playlists

ﬁ Favorites
o7 test

Libraries

) Documents

Lists.

[ catendar
[mh client
[mh MicroFeed
[ Tasks

For information about viewing content, see Viewing and Previewing Iltems.
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Adding a Site
1. Tap the sites icon IIII to display your list of sites:

+ Sites Edit

2. Tap the plus icon .
The Add Site dialog displays:

Cancel Add Site Done

SITE INFORMATION

URL

AUTHENTICATION

User Name
Password

Domain

Advanced Settings

3. In URL field, enter the web address of the SharePoint site you want to add. You can type or
copy-and-paste the address. This field validates the URL you enter, so you cannot enter an
incomplete or unqualified URL.

NOTE: the format of the URL must match the SharePoint server URL.
If you require a fully qualified URL, you may need to define alternate access mappings for it.

4. Inthe Authentication section, enter your User Name, Password, and Domain for the site.
NOTE: the Domain field displays only if needed.

5. Tap Advanced Settings to configure the following options:
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< Back Advanced Settings

SETTINGS

Sync Interval

Storage Limit

Hide disabled lists

Manually
No Sync

Use Global S...

a. Tap the Sync Interval field and choose one of the following options to determine the
frequency of the sync interval:

i.
ii.
iii.
iv.
V.
Vi.

Manually
Every Open
15 min

30 min
Hourly
Daily

b. Tap the Storage Limit field and choose one of the following options:

i.
ii.
iii.
iv.
V.
Vi.
Vii.
viii.
iX.
X.
Xi.
Xii.

No Sync
10 MB
20 MB
50 MB
100 MB
200 MB
500 MB
1 GB
2GB

8 GB

16 GB
Unlimited

NOTE: this setting is different from the Global storage limit that applies to the
entire application (see Managing Settings). The Global storage limit setting
overrides any individual site storage limits.

c. Tap Hide disabled lists and choose one of the following options:

i
i
. Tap Back to return to the Add Site screen.
. Tap Done.

If you choose Use Global Setting, the setting you have chosen for this item
in the Colligo Engage Settings screen applies to this site; see Managing
Application Settings.

If you choose Yes, you are hiding the disabled lists for this specific site.

If you choose No, you are displaying the disabled lists for this specific site.

The site syncs and then displays the Sync Site dialog:

02/10/2015
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Later Sync Site Now

Colligo Portal

Select the lists and libraries to use on device

Libraries

(V) i:l Customized Reports (4) )
tl Form Templates (2)

(V) -.:l Shared Documents (114) )
'i:l Site Assets (3)
‘i:l Site Pages (5)

tl Style Library (1)

8. Tap to select or deselect a list or library that you want to sync. Tap the checkmark at the top
of each list to select all or deselect all.
The following lists are disabled by default and need to be enabled manually:
a. Form Templates
b. Site Assets
c. Site Pages
d. Style Library
9. Tapthe 'V icon beside a selected list or library to display the following screen:

( Sync Site Customized Reports ﬂ? m

LIST

Store Files Offline U

10. In the List section, tap to Store Files Offline.

11. Tap Sync Site to return to the previous screen.

12. Choose Later or Now to choose when you want to sync the site. If you choose the Later
option, you can revisit this dialog and set different sync options.

Syncing a Site
Depending on your Sync Interval setting, you may need to sync the site to retrieve all the

information for the lists and libraries. Until a site is synced, no information or data is available for
display.

To sync a site, tap the icon in the bottom right corner:
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Close Syncing Clear All
Colligo Portal
' Processing: Calendar

Metadata: 11/14 C |

If this is the first time a site has been synced, all information is downloaded. The app
downloads all data until it reaches the limit you set in the Storage Limit option (see Adding
a Site)

Editing a Site
To access and edit the information for a SharePoint site:
1. Tap the sites icon IIII to display your list of sites.
2. Tap the blue icon 'V beside the site you want to edit:
The Edit Site dialog displays.
3. See Adding a Site for a description of the fields.
NOTE: after you have synced a site, if you go into the Advanced Settings screen and tap the

‘U icon beside a selected list or library, the settings allow you to choose which views you
want to sync:

< Advanced Settings Shared Documents 5 @

LsT

Store Files Offline [

SYNC VIEWS

All Documents Q

My submissions u

Approve/reject ltems Q
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Deleting a Site
To delete a site:

1. Tap the sites icon lﬂ to display your list of sites:
2. Tap Edit.
The Sites display with a red icon beside each top-level site.

ini Colligo Portal ']
+ Sites Done

@ Colligo Portal

3. Tap the red circle icon beside the site you want to delete.
The Delete button displays beside the site name:

(111 Colligo Portal ¢

+ Sites Done

ligo Portal

4. Tap the Delete button to remove the site from your list.
NOTE: sites are deleted at the root level, so all sub-sites are also deleted.
5. Tap OK to continue with the removal, or Cancel to retain the site.
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Reordering Sites
To reorder your list of sites:

1.
2.
3.

Tap the sites icon m to display your list of sites.

Tap Edit.

Tap and drag on the lines to the right of the site name and move the site up or down as
preferred. You can reorder top-level sites or sub-sites within a site.

Displaying a Site

To display a SharePoint site you have added, tap the sites icon m and tap the site you want to
view. The libraries and lists associated with the site display in the left column.

Viewing and Previewing Items

1.

SYN

5.

After you add a SharePoint site, the subsites, libraries, and lists in that site display in the left
column of the screen. The bracketed number beside each library or list indicates the number
of items in that location.

To display a subsite, tap the name in the Subsites list.

The libraries and lists for that subsite display and you can choose which ones you want to
be synced.

Tap on any library or list and the items contained in the library or list display in the right
column.

NOTE: If the item has a green circle icon, it means the item is synced and is viewable.

If the item has an orange circle icon, it means the item has not yet been synced and is
not yet viewable.

If the item has a grey circle icon, it means the item is not going to be synced for one of
the following reasons:

e Global storage limit is set to No Sync

e Site storage limit is set to No Sync

e List set to not store files offline

¢ File set to not be stored offline

If there are folders, you can tap the folder to display any subfolders or the items in the folder.

Name A

Playlists. g Assets
¢ Favorites

iijects
w
Libraries iPictures
B0 Documents i
sssss i G
[i Calendar g Cases G
B o
[mh MicroFeed
@ =

The subfolder name displays at the top of the screen. You can tap the back button to return
to the previous folder level.
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To preview an item in a document library, select the item in the library. The Preview pane is

open by default at the bottom of the screen. The file displays in the pane:

[11] Colligo Portal o

Playlists

'y Favorites

Subsites
ﬁii Finance O]
#fi Human Resources )

Ilii Information Systems ©)
Libraries

Customized Reports

Shared Documents

Announcements
Calendar
Contacts

Links

Tasks

Paaeadli®X

Team Discussion

Shared Documents

Name

= Colligo Networks_160ct08 10.46.33_Get Workgroup Edition 5.0
v

= Contract
-
-
. Crossing the Chasm to High User Engagement
-
e Declined_ FW_ GoToMeeting Invitation - Colligo Email Manager End-...
)
-
= NCIX Newsletter_14Apr13 20.11.01_NCIXPC 301-IA Silent gaming PC...

KA

= contributor@colligo.com_28Nov08 10.39.45_Collige Contributor Trial f... 0

+ o

(i)
()]

(i)

B % Preview Details

(1] C.olliso

Whitepaper

Last Sync: May 4, 2014, 2:46:52 PM

Space Used: 40 MB

To resize the preview pane, drag the tab up or down.

Tap the Details button to view the details of the item.

Tap the E icon to display the item on a separate full screen.

02/10/2015
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Viewing an Item

To view the contents of an item, tap the file name in the list. If the Preview pane is open, the
content displays there. If not, the contents display on a separate screen:

< Back Crossing the Chasm to High User Engagement ﬁ Lq

Whitepaper

Crossing the Chasm to User Adoption of
ECM Applications in SharePoint
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Applying Views and Filters to Lists or Libraries

You can change the view of your content by applying a view that is configured in SharePoint, or
you can filter the content by one or more metadata fields in your local view.

Applying Views
To filter your view of the items contained in a list or library:
1. Tap the BRicon in the top right corner of the screen.
A drop-down list of available views displays.
2. Choose your preferred option from the list of available choices:

VIEWS

All Tasks v
My Tasks

Due Today

Active Tasks

By Assigned To

By My Groups

OPTIONS
Filters

Show Grid View

NOTE: the views available for the list or library are set in SharePoint.
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Applying Filters
To apply a metadata filter to your content:
1. Tap the Boicon in the top right corner of the screen.
2. Inthe Options section, tap Filters.
A list of metadata fields that are attached to the list or library displays:

< Back Filters Clear
Type
Name
Modified
Modified By
Approval Status
Person or Group

Managed Metadata

3. Select the metadata type to display the filter options:

£ Filters Values Clear
(Empty)
doc
docx
eml
jrg
msg

pdf

E J

4. Tap a value to select it and apply that filter to your content.
5. Tap a second value if you want to apply multiple metadata filters:
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Liments + ©
£ Filters Values Clear
(Empty)
doc v
docx
eml
ipg v
msg

pdf

Lo ]

The check mark icon indicates which values are being used as filters.
To set new filters, tap the Clear button.

6. You can also add a second filter; the filter icon indicates which metadata fields are being
used:

< Back Filters Clear

Type

Name

Modified

Modified By

Approval Status
Person or Group

Managed Metadata

|
Tap the Clear button to clear any filters to the content.

NOTE: if you navigate away from the library or list that you have applied filters to, the filters no
longer apply to your content.
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Viewing Attachments in Lists
If a list item contains an attachment, a paperclip icon displays in the list view:

I“ Colligo Portal [13 Tasks L o
Name

Playlists
ﬁ New task

ﬁﬁ? Favorites

Subsites New task for Jerry

iii Finance O]

= New task for Trevor

fifi Human Resources (

iii Information Systems (

Libraries

Ny el L -y

The attachment is accessible from the metadata screen. Tap the icon at the end of the row
to display the item’s properties.

The Properties screen displays:

( Back Properties ﬁ m
Modified By Tessa MacKinnon

Modified May 4, 2014 at 3:37:48 PM PDT

PROPERTIES “
Title New task

Predecessors

Priority (2) Normal

Status Not Started

% Complete 67
Assigned To Helen O'Byrne

Description

Start Date September 24, 2012

Due Date

ATTAGHMENTS
Notes.txt

Any attachments display in list form in the Attachments section. To view the content of the
attachment, tap the file name to display the document in a separate screen.
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Deleting Attachments

To delete an attachment in a List:
1. Tap the Edit button.
2. Tap the red circle to display the Delete button:

ATTACHMENTS " Done ]

es.txt Delete

3. Tap Delete to delete the attachment or tap done to cancel the deletion.

NOTE: you can only delete attachments from List items. Attachments that are filed to Libraries
as part of an email (.msg file) cannot be deleted.
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Viewing, Editing, and Creating InfoPath Forms

Colligo Engage supports the creating, viewing, and editing of InfoPath forms in both libraries
and lists.

NOTE: InfoPath Forms are not available for viewing or editing when offline.

Viewing or Editing InfoPath Items
To view and edit the contents of an InfoPath form:
1. Select the item to display the form on a new screen:

ﬁ‘

BHKNB

Submit Save Save Close
As

Commit

Colligo Purchase Order

Purchase Order

Order Number  3012-07-19T15:46:03
Status  gelegy.
Date raised i
Requested By IR:-%
Vendor .

Currency  gojeet...

No ipti Qty. Unit Price Extended Price _Expense Account
1 50
Towl §p

[ losert item

Contract Information
Company

2. Edit as needed and tap Save.

InfoPath Forms in lists display as all other list item types, showing the item details in list
form:

£ Back Properties ﬁ:}‘ ©

FORM

[~ N
& New Document
Available for check out: Yes N

XML file 1.7 KB (1716 bytes) Checked out by: -
O Sync Documents and Attachments
LAST UPDATE
Modified By Tessa MacKinnon
Modified July 17, 2012 at 3:13:31 PM PDT
PROPERTIES
Name New Document.xml

Delete Item

You can edit the fields by tapping the Edit button. For more information about editing
InfoPath form properties, see
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Creating New InfoPath Form ltems
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If you try to add a new form to a library when you are offline, an error message displays.
However, if you try to add a new form to a list when you are offline, you are able to fill out the

item metadata, which will be uploaded when you are online again.

To create a new InfoPath form item:

1. Tap the B icon in the InfoPath form list or library.
For Lists, select List Iltem from the available actions.
The InfoPath form displays on a new page:

iPad % FFH ¢ 10:09 PM

Dismiss

i
Submit Save Save Close
As

Commit

Order Number  0]4-05-05T22:09:19
Status | geegy,,
Date raised m
Requested By
Vendor

Currency  gajeer...

No ipti Qty.

Unit Price

Colligo Purchase Order

Purchase Order

Extended Price  Expense Account

50

Total gp

|3 Insertitem

2. Edit as needed and tap Save.

02/10/2015
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Viewing and Editing ltem Properties

To view and edit the details of an item in a List or Library, tap the blue icon @ beside the item
file name. The item’s details display in a separate screen:

¢ Back Properties ﬁ? (4]
TASK

New task

U Sync Documents and Attachments

LAST UPDATE
Modified By Tessa MacKinnon
Modified May 4, 2014 at 3:37:48 PM PDT

PROPERTIES “
Title New task
Predecessors
Priority (2) Normal
Status Not Started
% Complete 67
Assigned To Helen O'Byrne
Description
Start Date September 24, 2012

Tap the star icon to add the item to a Playlist.

Tap the action icon to display contextual options for the item. The options are dependent on
the file type and the configuration of your iPad. For more information, see Sharing ltems.

Viewing Item Details

In the Document section, you can see the file type, name, and size. In the Last Update
section, you can view the name of the person who last edited the item, and the date it was last
modified.

Syncing an ltem
In the Document section, you can enable syncing for the item and any attachments by
choosing ON or OFF. If you choose OFF, the item is no longer viewable offline.

Checking an Iltem Out/In

To check an item out, tap the Check Out button in the Document section. The Check Out icon
is overlaid on the item in the SharePoint site so other users know you are editing it. If you have
checked an item out, the option to Check In displays. However, you can’t check a document in
if you didn’t check it out.

NOTE: you cannot check out items in Lists. The Check Out option displays only for items in
Libraries.

Deleting an Item
To delete an item, tap the Delete Item button. A confirmation dialog displays, asking for
confirmation of the deletion. If you choose Yes, the item is tagged with a Deleted icon:
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= Contract (baees
v

These items are deleted on your next sync.

If you return to the item’s Properties screen before you have synced the change, you can
cancel the deletion by tapping the Cancel Delete Item button.

Editing ltem Properties
In the Properties section, you can view the item properties. These properties are defined in
SharePoint.

To edit, tap the Edit button. The fields become editable:

PROPERTIES Dnne
Content Type | Document |
Description
Name |Contract.docx |
Title |T|tle Page |
Person or Group | |
Managed Metadata | |

Edit the fields as needed and tap Done. The changes are uploaded to SharePoint during
your next sync.

All SharePoint property types are supported in the app and different interfaces display
depending on the type of property. The following are some of the editing methods available
depending on the type of property:

e [f the field is text based, the keyboard displays

e [f the field is Yes/No, tap once to toggle between them

e For date fields, tap once to display the following and scroll to the preferred date:

TTZT NIOFAT

Clear -

May 4 2014

e May 4, 2014

02/10/2015 Copyright 2015 Colligo Networks, Inc. All rights reserved. Page 26 of 64
Not to be reproduced without permission. Learn more here www.colligo.com.



Colligo Engage iOS App

For Date and Time fields, tap once to display the following and scroll to the preferred date
and time:
For Hyperlink fields, tap once to display the following fields:

- Web Address =

Description

For Managed Metadata, tap once to display the following list:

r

Single Choice

105 Meridien
50th State Dairy Frmrs Cooprtv
A 1 Pallet Recyclers Lic
" A A Anderson & Co Inc -
A J Graphics
ABC LLC
AMEC
Aa Overhead Crane Svc Co Inc

Accents Publications Service

Metadata
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Viewing Item Properties in Grid View

Colligo Engage iOS App

Colligo Engage offers a grid view of all items in a list or library so you can see all metadata for
all items at the same time.

To display this view:
Click the E&l icon in the top right corner of the screen:

1.

VIEWS
All Documents

My submissions

Approve/reject ltems

OPTIONS
13y C
Filters

i Show Grid Vie
L W Lari ew

y |

2. From the Options menu, select Show Grid View.
The metadata displays in the grid view:

Type

pptx
doc
msg
msg
docx
msg
docx
eml
msg

docx

pdf

Name

Product Specs

SPC 2011 Presentati...

6.0 Colligo Pro highli...

ACME Quote-Word 2...

Colligo Marketing_29...

Colligo Networks_16...

Contract.docx

contributor@colligo.c...

Crossing the Chasm...
Declined_ FW_ GoTo...
NCIX Newsletter_14...
New Document.docx

Office2010Benefits(1...

Shared Documents

Modified

September 186, 2013
September 30, 2011
April 2, 2014
January 10, 2014
May 30, 2012

July 18, 2012
March 26, 2014
May 24, 2012
August 23, 2013
August 20, 2013
June 25, 2013

April 2, 2014

January 10, 2014

% Preview

Space Used: 40 MB

Moadified By

Tessa MacKinnon
CORPORATEMdyck
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon
Tessa MacKinnon

Tessa MacKinnon

Last Sync: May 4, 2014, 3:41:45 PM

Description

Slide deck

new document for p..J (i)

New document for re.| (

You can scroll back and forth to view all metadata columns. The metadata columns are defined
in the SharePoint list or library.

Tap the @ icon to view the details for that item.

Tap the item name to display the item contents on a separate screen.
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You can apply views and filters in the grid view. For more information, see Applying Views and
Filters to Lists or Libraries.

To exit grid view, choose the Exit Grid View from the menu:

o)

|
VIEWS
I All Documents v
(
OPTIONS
|
Filters
|
Exit Grid Views
hllll [A"IN] LA L J

Editing Item Properties in Grid View
While you are looking at a library’s item in grid view, you can edit the properties.

To do so, tap the field in the item line to select it, then double-tap to edit.
NOTE: not all properties are editable in grid view.
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Sharing ltems
After you have selected an item and the item content is displayed, you can tap the action menu

icon to display the contextual actions available for items of that type. Not all actions are
available for all items. Libraries and Lists have different options.

Library: Library: List:
w @ w @ w @
Open In... Open In... Copy Link
Approve/Reject Share To... E-mail as Link
Share To... opy Lk Go To Folder

. E-mail as Attachment ,
Copy Link Open In Sharepoint

E-mail as Link
E-mail as Attachment
Go To Folder

E-mail as Link
Open In Sharepoint

Print TS

View Details

Opening and Editing an ltem

Choose the Open In... option to display a list of programs that support that file type. You must
have programs compatible with the document type for this option to display. Examples of
applications you may want to use include Documents to Go, for viewing and editing Microsoft
Office documents, and GoodReader for Adobe Acrobat documents.

After you have opened and edited a document, you can upload it back to SharePoint using
Colligo Engage. Please see Uploading Iltems to SharePoint and Editing Items with for more
information.

Sharing an ltem

An item can be shared to another application on the iOS device by selecting Share To... and
selecting the 3™ part application to send the item to. This will open up the 3™ party application
inside a window within Colligo Engage for you to specify where to save the item to and what to
call it.
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Copying a Link to the ltem

Choose the Copy Link option to copy the link to the item’s location in SharePoint. You can then
paste this link into a document or email as needed.

Emailing an ltem as an Attachment

Choose the Email as Attachment option to launch a new email with the item embedded as an
attachment. You must have an email program present on your iPad for this option to display.

Emailing an ltem as a Link

Choose the Email as Link option to launch a new email with a link to the item in SharePoint
and a link to the item within Colligo Engage. You must have an email program present on your
iPad for this option to display. If you click on the Colligo Engage link you will be taken to the
Colligo Engage Offline copy of the item, and if this doesn’t exist you will be taken to the
document through the browser.

Getting the Colligo Engage Link

If you are looking to send a link to a document and for it to be opened using Colligo Engage the link
needs to be sent in the following format:

colligoengage://<location of File>/<File Name>
for example:
colligoengage://Firestarter.SharePoint.com/Shared%20Documents/Project365/Plan.xIsx

If this is sent to a user who doesn’t have the Colligo Engage iOS Application installed the link won’t work,
and if the user doesn’t have the item stored offline it will open the item in a browser.

Printing an ltem

Choose the Print option to print the item. This option displays only for PDF and image files, and
you must have Air Print enabled on your iPad.

Viewing Details
Choose the View Details option to view the item properties. See Viewing and Editing Item
Properties for more information.

Go to Folder

Choose the Go To Folder option to return to the item’s List location.

Open In SharePoint

Choose the Open in SharePoint option to launch the online view of the list.

Approving or Rejecting an ltem

If the SharePoint library your item is in has an approve/reject field, you can select
Approve/Reject from the action item menu.

NOTE: this option is only available for items that are in a Pending state.
The Approve/Reject dialog displays:
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Cancel Approve / Reject Update

Approved Rejected Pending

Comment

Enter any comments you might have and tap the appropriate label in the Approval Status bar:

o Approved
o Rejected
o Pending
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Uploading ltems to SharePoint

To upload an item to SharePoint through Colligo Engage:
1. Choose Engage from the native application’s Open In menu:

c | < | G

®

AirDrop. Tap to turn on Wi-Fi and Bluetooth to share
with AirDrop

co"igo ) @ c

Open in Engage Open in Numbers Open in Excel Open in Op
Quickoffice

2. Engage launches, with the Choose a destination dialog displayed:

Cancel Choose a destination

File: ACME Quote-Word 2003-1

£ Back Shared Documents

Briefings

Contracts

Desktop Data

Images

Photos

Product Specs

SPC 2011 Presentations

6.0 Colligo Pro highlights.pptx

PP RERRERERREREDR

ACME Niinta\Minrd 20072 Ane

Create Folder Upload

3. Navigate to the List or Library you want to file the item to.
NOTE: If you are saving an item to a library, you are uploading it as its own item. If you are
saving it to a list, you are attaching it to a list item.

4. To create a new folder in a Library, tap the Create Folder button and enter a name for the
folder in the Create a Folder dialog.

5. If alibrary has versioning enabled, you can tap Add New Version. If you do not want to add
a new version of the same document, you need to rename it before uploading it.

6. Tap Upload.
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The Properties screen displays, reflecting the fields that have been set up in the SharePoint
library you are uploading the item to:

Cancel Document
Email
PROPERTIES
Image
Content Type T
Description
Name ‘AC ME Quote-Word 2003-1.doc
Title ‘

Person or Group

Content Type

Managed Metadata ‘

7. Tap the Content Type field and choose the preferred option (if displayed). The fields that
display may change according to the Content Type chosen.

8. Enter any information about the item in the appropriate fields.

9. Tap Done.
The item is uploaded to the SharePoint location.
If you are offline, the file is uploaded on the next synchronization.
NOTE: if your SharePoint site has versioning enabled, you can save the document as a
major or minor version to the library.

Uploading items from 3rd party apps into Colligo Engage
To import an item from a 3rd party application like Box or iCloud:

1. Tap the Ml icon and choose the name of the 3™ party application that you wish to export
to.

Note: if the name of the application doesn’t show click More and select the application you wish
to use.

Phots [

chee.  JoH

Sketch (1

iCloud Fall

Box a
OneDrive c

I More saa I
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2. Use the application to browse for you item that you wish to import and select Done when
complete.
3. Select a location to save the item within Colligo Engage, and rename the item if needed.

Copying items from Colligo Engage to 3rd party apps

To export an item to a 3 party application like Box or iCloud:

1. Tap the action menu icon and select Share To...
2. Select the 3 part application that you want to copy the item into
3. From the application windows select the location and name of the file to save.
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Uploading a Photo or Video from the Camera
To upload a photo or video from the iPad camera:

1.

w

Tap the Il icon and choose either Photo or Video From Camera or Photo or Video From
Library from the menu.
NOTE: the menu differs depending on whether you are in a list or library:

Action menu for Libraries: Action menu for Lists:
Protos [ List Item

Camera .'\f\_:n ]

Photo or Video from Camera

Sketch Photo or Video from Library

iCloud Sketch

Box

OneDrive

I More aee I

If you choose Photo or Video From Camera, the iPad camera launches.
Take the photo or video and tap the Use button in the bottom right corner.
The Choose a destination dialog displays:

Cancel Choose a destination

File: ACME Quote-Word 2003-1

< Back Shared Documents

Briefings

DB <
e |“UE

Contracts

Desktop Data

Photos
Product Specs
SPC 2011 Presentations
2| 6.0 Colligo Pro highlights_pptx

[
[
[
i Images
]
[
]
[~ Y
[ o

ACNE Oiintadiard 2002 dae

Create Folder Upload

Navigate to the site List or Library where you want to save the photo.

NOTE: If you are saving a photo to a Library, you are uploading it as its own item. If you are
saving a photo to a List, you are attaching it to a list item.

Tap Upload or Attach.

The Properties screen displays, reflecting the fields that have been set up in the SharePoint
library you are uploading the item to.

Tap the Content Type field and choose the preferred option (if displayed). The fields that
display may change according to the Content Type chosen.

Enter any information about the item in the appropriate fields.

Tap Done.

The photo or video is uploaded to the SharePoint location. If you are offline, the file is
uploaded on the next synchronization.
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Uploading a Photo from the Library
To upload a photo from the iPad library:

1. Tap the M icon and choose Photo From Library from the menu.
The Photos menu displays:

Photos

Camera Roll
317

Photo Library
140 from My Computer

2. Navigate to the preferred image and select it.
The Choose a destination dialog displays:

Cancel Choose a destination

File: ACME Quote-Word 2003-1

£ Back Shared Documents

Bl Briefings
B cContracts

Desktop Data

Images

Photos

Product Specs

SPC 2011 Presentations

6.0 Colligo Pro highlights.pptx

PP RERERRR

ACNME Nuinta\AArd 2NN Aan

Create Folder Upload

9. Navigate to the site List or Library where you want to save the photo.
NOTE: If you are saving a photo to a Library, you are uploading it as its own item. If you are
saving a photo to a List, you are attaching it to a list item.

10. Tap Upload or Attach.
The Properties screen displays, reflecting the fields that have been set up in the SharePoint
library you are uploading the item to.

11. Tap the Content Type field and choose the preferred option (if displayed). The fields that
display may change according to the Content Type chosen.

12. Enter any information about the item in the appropriate fields.

13. Tap Done.
The photo is uploaded to the SharePoint location. If you are offline, the file is uploaded on
the next synchronization.
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To create and upload a sketch to a SharePoint location:

1. Tapthe icon and choose Sketch from the menu.

The Add Sketch dialog displays:

Cancel Add Sketch

Complete your sketch.
Tap Done.
The Choose a destination screen displays:

Cancel Choose a destination

File: ACME Quote-Word 2003-1

£ Back Shared Documents

i Briefings

i Contracts

i Desktop Data

i Images

Bl Photos

Bl Product Specs

il SPC 2011 Presentations

m,‘ 6.0 Colligo Pro highlights.pptx

= ACME Nuinta \inrd 20072 Ane

Create Folder Upload

Navigate to the Site, List, or Library you want to file the item to.

Colligo Engage iOS App

If you want to create a new folder in a Library, tap the Create Folder button and enter a

name for the folder in the Create a Folder dialog.

Tap Upload.

The Properties screen displays, reflecting the fields that have been set up in the SharePoint

library you are uploading the item to.

Enter any information about the item in the appropriate fields.

Tap Done.

The item is uploaded to the SharePoint location. If you are offline, the file is uploaded on the

next synchronization.
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Viewing, Annotating, and Searching PDFs

Colligo Engage allows you to view, annotate, and search PDFs.

Viewing PDFs

You can view PDFs in either single page mode (horizontal scrolling) or continuous mode
(vertical scrolling). Use the E icon in the bottom right corner to switch to single page mode

=
and to switch to continuous mode.

If you want to jump to a specific page in a large PDF without scrolling, use the ;] icon to
display the Go To Page pop-up:

Go To Page

d 2

Enter the page number you want to view and tap Done.

Annotating PDFs

/s
If you want to annotate a PDF, tap the edit icon on the bottom left corner of the screen. The
annotation icons display across the top of the screen.

Tap the draw icon if you want to use the freehand draw tool to mark up the page. You can
also change the color of the line by tapping the circle icon and choosing one of the displayed
colors:

Tap the highlight icon if you want to highlight a word, sentence, or paragraph. Then select
the text you want to highlight by dragging across it with your finger:

T

_ omputer,
xible and pow .o deliver
psentations witi4/ 1 f-.’elp you ca
away from your cGi———<i, with access 1

o, editing and reviewing files at the sam

Tap the note icon E if you want to place a sticky note on the page and enter a comment:
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=;

Cancel Note Save
Please change]
¢

e
c

Tap the text icon then tap a location on your document if you want to enter text on the
page. You can also change the color of the text by tapping the circle icon and choosing one of
the displayed colors.

Tap the strikeout icon E if you want to cross out a word, sentence, or paragraph. Then select
the text you want to strike out by dragging across it with your finger:

e

; ; 1
pfremyenONE ANCi-secesss
HergaReFews- <5 at the sam

etting things done and producing an

ually 1 En

Tap the erase icon \, if you want to erase an annotation you have made. Then tap and drag
across the annotation that you want to erase with your finger.

You can use the back arrow icon to undo any of the annotations you have made at any
time.

Saving an Annotated PDF
To save your annotated PDF:

1. When you have completed your annotations, tap the i icon in the top right corner of the
screen. From the drop-down menu, choose your save option.
2. If you choose Save As, the Choose a destination dialog displays:
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Cancel Choose a destination

File: ACME Quote-Word 2003-1

< Back Shared Documents

i Briefings

Bl cContracts
Bl Desktop Data
i Images

i Photos

Bl Product Specs

Bl SPC 2011 Presentations
[P Y

@

6.0 Colligo Pro highlights.pptx
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Create Folder Upload

Navigate to the List or Library you want to file the item to.

NOTE: If you are saving an item to a library, you are uploading it as its own item. If you are
saving it to a list, you are attaching it to a list item.

To create a new folder in a Library, tap the Create Folder button and enter a name for the
folder in the Create a Folder dialog.

If a library has versioning enabled, you can tap Add New Version. If you do not want to add
a new version of the same document, you need to rename it before uploading it.

Tap Upload.

The Properties screen displays, reflecting the fields that have been set up in the SharePoint
library you are uploading the item to.

Tap the Content Type field and choose the preferred option (if displayed). The fields that
display may change according to the Content Type chosen.

Enter any information about the item in the appropriate fields.

Tap Done.

The PDF is uploaded to the SharePoint location. If you are offline, the file is uploaded on the
next synchronization.
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Searching PDFs
To search a PDF:

1. Tap the search icon in the bottom middle of the screen.
A search field displays at the top of the screen:

iPad = R 4:57 PM Not Charging (@)

CED O ©

Microsoft” Office 2010 offers flexible and powerful new ways to deliver your best work — at the office, at home or at school.
Create standout reports and presentations with tools that help you capture your ideas more creatively. Stay connected to
your projects, even when you're away from your computer, with access to Office files via Web browser or smartphone.” Work
efficiently with others by sharing, editing and reviewing files at the same time — even across geographies and time zones.
With Office 2010, you're in contral, getting things done and producing amazing results however and wherever you work best.

1 Express your ideas more visually 3 Enjoy the familiar Office experience from more
Office 2010 opens up a world of design options to locations and devices
help you express your ideas with impact. New and With Office 2010, you can get things done on your
improved picture formatting tools, such as color schedule.
saturation and artistic effects, let you transform « Microsoft Office Web Apps. Extend your
Q W E R T i U I O =
A S D F G H J K L Search
! ?
Z X C Vv B N M
’ .
2123 2123
2. Enter your search term and tap Search. Any instances of your search term are highlighted
in the PDF.
3. Use the back and forth arrow icons to move between instances.
4. Tap anywhere on the PDF to exit search mode.
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Editing Items with QuickEdit

You can edit Microsoft Office documents in QuickEdit and save them directly back to Colligo
Engage.

NOTE: QuickEdit is a separate app that must be purchased and installed separate from Colligo
Engage.

1. From the action item menu, choose the Open In option.
2. Select QuickEdit from the available apps listed:

ACME Quote-Word 2003

ﬁ QR | &/
] ™ 4 i o8
n Open in Office? Open in Open in Openin Worx  Open ir
@ Pra for Good QuickEdit WorxMail Home N-Sent
Office?HD launches.

3. Use the app to make your edits. When your changes are complete, tap Close.
4. Tap Save Back to save the changes back to Colligo Engage:

10:16 PM

6D538C53-F45C-4548-8F14-2E26EC50B9C2.doc

About Microsoft Office 2010

1. What are some of the major updates to the ocument. Would y¢  to save th revious versions?

2. What products are included in the Office 20

Don't Save
3. Why should | use Office 20107
Save Back
4, What are the Office Web Apps?lill
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Creating New List Items

To create a new list item:

1. Select the list you want to add a new item to and tap the ™ button.
2. Select List Item from the menu:

List Item
Photo From Camera
Photo From Library

Sketch

3. A screen launches, displaying the fields related to the list item type you are creating. Fill in
the required fields for the task and tap Done.
The task is added to the list and to the SharePoint site during your next sync.
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Viewing Calendars
Colligo Engage supports special views for Calendars, presenting a graphical view of a calendar.

To change the view, tap the Day, Week, Month button:

Sun

18

25

Last Sync: May &

Mon

Tue

5 6
12 13
19 20
26 27

May 2014

Calendar

Wed

14

21

28

Thu

15

22

29

Fri

23

30

Sat

10

7

24

31

Colligo Engage iOS App

You can also tap a specific day in the Week or Month view, to display the Day view.

If you want to look at Calendar entries as list items, select this option from the following menu:

ar

VIEWS
Calendar
All Events

Current Events

OPTIONS
Filters

Show Grid View

+ ©
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Viewing Contacts
In your contacts list, you can select a contact to see the details:

¢ Back Properties ﬁ (a1
CONTACT
MacKay
O Sync Documents and Attachments
LAST UPDATE
Modified By Tessa MacKinnon
Modified June 28, 2013 at 11:25:52 AM PDT
FPROPERTIES “
Last Name MacKay
First Name Dave
Full Name
E-mail Address dmackay @firestarter.com
Company Firestarter
Job Title
Business Phone 604-685-7962
Home Phone

You can tap on a contact’s address and the location displays on the iPad mapping application.
You can tap a contact’s email address to launch your mail client:

Cancel New Message

To: dmackay®@firestarter.com

Sent from my iPad
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Managing Playlists
You can add your frequently viewed items and folders to a Playlist for quick and easy access.

You can create subject-specific Playlists to group relevant items and folders together. Playlists
are not site specific; the items and folders can be from any of the sites you have downloaded.

Adding an Iltem to a Playlist

To add items you view frequently to a Playlist:
1. Tap the item you want to add to a list.
A preview of the item displays.

2. Tap the Playlist icon in the top right corner of the screen
w @

Favorites

Add Playlist...

3. From the menu, choose to add the item to an existing Playlist or choose Add Playlist to
create a new one.
4. If you choose Add Playlist, the following dialog displays:

New Playlist

Cancel Save

5. Enter the name of the new Playlist.
6. Tap Save.
The new Playlist now displays as an option to add the item to:
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w [
Favorites
Presentations v
Add Playlist...

7. All lists display under the Playlists section on the home screen:

iii Colligo Portal ¢

Playlists

’{:? Favorites

ﬁ Presentations

Subsites

| §f# Finance (i)
NOTE: For information about adding a folder to a Playlist, see Managing Folder Settings.

Viewing Playlist ltems
To view items in a Playlist, tap one of the lists in the Playlists section on the home screen:

iii Colligo Portal 1Y

Playlists

’{:? Favorites

ﬁ Presentations

Subsites

| #8& Finance (i)

s |
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A list of your items displays, with the selected item content displayed in the preview pane
beside it:

{ Back  Presentations Edit 5: (]
@ 6.0 Colligo Pro highlights

=! Colligo Portal/Sharad Documents/

Built for the Enterprise

B sroroint 1] Office 365

C

File Tag i v Sync Share

Last Sync: May 4, 2014, 3:41:45 PM
Space Used: 40 MB

To view the item in full screen, tap the E icon.
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Editing and Deleting Playlist ltems

To edit or delete items in a Playlist:
1. Tap the Edit button.

iPad = [FH

< Back Presentations

6.0 Colligo Pro highlights

*!  Colligo Pertal/Shared Documents/

The list displays with a red icon beside each item.
2. Tap the red icon beside the item you want to delete.
The Delete button displays beside the item name:

6.0 Colligo Pro hi...
Colligo Portal/Shared Doc...

3. Tap the Delete button to remove the item from your Playlist.

NOTE: You can also remove an item or folder from a Playlist by tapping the Playlist icon
in the item or folder display and tapping the name of the Playlist currently selected. You can
also use this icon to associate the item with a different Playlist.

4. To reorder items in a Playlist, tap and drag on the lines to the right of the item name and
move the item up or down as preferred.
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Deleting a Playlist

To delete a Playlist:
1. Tap the Delete button at the bottom of the list:

e @ 6.0 Colligo Pro hi...
*|  Collige Portal/Shared Doc...

A confirmation dialog displays:

Delete Playlist?

Cancel Delete

2. Tap Delete.
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Resolving Synchronization Conflicts

There are three potential scenarios for a conflict to occur in Colligo Engage:
1. Metadata conflict: This conflict occurs when there is a difference between an item’s
metadata on the SharePoint site and the version stored on Colligo Engage.
2. Deletion Conflict: This conflict occurs in two different scenarios:
a. When a user deletes an item and another user makes changes to the item on
SharePoint.
b. When a user edits an item and another user deletes the item from SharePoint.
NOTE: In this scenario, the file must be synced for the conflict resolution process
to occur.
3. File Conflict: This conflict occurs when two users make changes to the same file at the
same time.
Conflicts are detected during synchronization and if any are found, the conflict icon N displays
beside the sync button.

Tap the conflict icon to display the list of sync issues and tap the item you want to resolve:

Sync Issues Clear All

Colligo Portal

@ Merge Conflict

EO) New task
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Metadata Conflict

The Conflict Resolution screen displays all conflicted fields marked in red. To resolve the
conflict:

1. Tap the field that you want to keep (the checkmark icon ™! indicates which property will be
saved).
If there are multiple fields in conflict, use the All button to select all metadata fields for one
version.

2. When you have made your selection, tap the Resolve button in the top right of the screen.

Conflict Resolution Resolve
=] Meta data conflict
Metadata fields marked in red are in conflict. Tap the field that you want to keep (the checkmark icon indicates which property will be saved).
If there are multiple fields in conflict you can use the All button to select all metadata fields for one version. When you have made your
selection, tap the Resolve button.
D Your Device E Colligo Portal
New task New task
Keep all metadata “ Keep all metadata All
LAST UPDATE LAST UPDATE
Modified By Me Modified By Tessa MacKinnon
Modified May 4, 2014 at 5:35:35 PM PDT Modified May 4, 2014 at 5:35:02 PM PDT
PROPERTIES PROPERTIES
Title New task Title New task
Predecessors Predecessors
Priority (2) Normal Priority (2) Norma
Status Completed v Status In Progress
% Complete 67 % Complete 67
Assigned To 21 « Assigned To
02/10/2015 Copyright 2015 Colligo Networks, Inc. All rights reserved. Page 53 of 64

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



Colligo Engage iOS App

Deletion Conflict

To resolve a deletion conflict:

1. Use the Preview button to view the changes that have been made since your last sync.

2. When you have decided if you want to go ahead with the deletion or not, tap either the Re-
Add As New button or the Confirm Delete button.

Cancel Conflict Resolution

& Deletion conflict

You have made edits to this item but the version on the server has been deleted since your last sync. Choose to
Confirm Delete or Re-Add As New as preferred.

D Your Device E Colligo Portal

Task for PM Task for PM

LAST UPDATE LAST UPDATE

PROPERTIES PROPERTIES

Title Task for PM Title Task for PM
Predecessors Predecessors

Priority (2) Normal Priority (2) Norma
Status Not Started Status Not Started
% Complete 20 % Complete 20
Assigned To Helen O'Byrne Assigned To Helen O'Byrne
Task Group Task Group
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File Conflict
To resolve a File conflict:
1. Use the Preview button to view the differences between the file on Colligo Engage and the

file on the server.
2. Tap the button beside Keep this file’s content to choose which version you want to keep.

The checkmark icon [l indicates which file will be saved.
3. Tap Resolve.

Cancel Conflict Resolution Resolve
=] File conflict

This file has changed since your last sync. Please use the Preview button to view the changes, and then tap

Keep this file when you have decided which version you want to keep.
D Your Device E Colligo Portal
= ACME Quote-Word 2003.doc = ACME Quote-Word 2003.doc

DOC file 74.0 KB (75776 bytes) DOC file 78.0 KB (79872 bytes)

Keep this file's content - Keep this file's content -

LAST UPDATE LAST UPDATE
Modified By Me Modified By Tessa MacKinnon
Modified May 4, 2014 at 5:39:37 PM PDT Modified May 4, 2014 at 5:39:37 PM PDT
PROPERTIES PROPERTIES
Description Description
Name ACME Quote-Word 2003.doc Name ACME Quote-Word 2003.doc
Title Title
Attachment Attachment
Bee Bee
Bee-Address Bee-Address
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Searching SharePoint Lists and Libraries

Filtering Lists and Libraries

To filter a site’s list and libraries, enter one or more characters in the search field. This filters the
available content and displays a list of the top 3 items in each list or library that contain the
characters you have entered.

You can select an item in the results and it displays in the right-hand pane:

B

il Colligo Portal o 3
L te (<]
Search Briefcase

Search SharePoint

Subsites
#fé Information Systems @

Lists

. R John Smith

[#4 Team Discussion AEME Comoration
123 Gorporate Lane

Milford, CT 06461

March 2, 2007

Documents

= ACME Quote
Charles Jones
CFO

B AAME Auinta Wiavd 2002

Q w E R T Y U | O P

rlsiolrie n e I

! ?

2123 123

To view the item in full screen, tap the E icon.

If the filter does not display the result you are searching for, you can use the Search
Engage or Search SharePoint options.
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Searching Engage
To search, enter your search term and choose Search Engage. This means you are searching

only the content that has been synced to your iPad. The results are sorted by List and Library
name. Tap a file to display the content:

{ Back Properties ﬂ? @
-, collige (%] CONTACT
Get Started with Microsoft...
E Colligo Portal/Announcements/ MacKay
g New announcement
Colligo Portal/Announcements/
g New item [ ) Sync Documents and Attachments
Colligo Portal/Announcemeants/
Product Release
E Calligo Portal/Announcements/ LA A=
@ Board meeting Medified By Tessa MacKinnon
Colligo Portal/Calendar/
@ New item Modified June 28, 2013 at 11:25:52 AM PDT
Colligo Portal/Calendar/
Review meeting “
@ Colligo Portal/Calendar/ e
@ Team Meeting Last Name MacKay
Colligo Portal/Calendar/
MacKay First Name Dave
Colligo Portal/Contacts/
. EM_User Guide Full Name
L Colligo Portal/Customized Reports/
2 Laurent - Web service_13J... | E-mail Address dmackay @firestarter.com
Colligo Portal/Customized Reports/
IF;!} Photo Company Firestarter
Golligo Portal/Customized Reports/
& Untitled Job Title
Colligo Portal/Customized Reports/
= 6 0 documentation review Business Phone 604-685-7962
= Colligo Portal/Shared Documents/SPC 2...

Last Sync: M :40:25 PM

iB

To view the item in full screen, tap the E icon.
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Searching SharePoint
To search, enter your search term and choose Search SharePoint.

Colligo Engag

e iOS App

This option means you are searching the online SharePoint site. The results display the path of
the file location. Tap a file to download and display the content.

NOTE: this option is only available online

£ Back

P EB MH [P P 1P B WP [P P 1P M Wp I

2, colligo

/sites/demofracords/Records

Colligo Briefcase Overview
/Shared Documents/Briefings

Infrastructure Development...

/sites/demo/Project Documents

Virtualizing Office 2010 wit...

/sites/demo/Project Documents

SharePoint PREP Technica...

/sites/demo/Project Documents

Briefcase - Board Update...
/Shared Documents/Briefings

Product News
/sites/demo/Project Documents/098752. ..

RELEASE BY DIGITAL AR...

/sites/demo/Shared Documents

Colligo Networks Custome...
/Shared Documents/SPC 2011 Presenta...

Request for Quotation File...

/sites/dermo/Shared Documents

This is a test document for...

/sites/dema/Shared Documents/Fun

Hello2.docx

/sites/demo/Shared Documents/A Set of ..

New Document.docx

/sites/demo/Shared Documents/New Fo...

Barry Jinks

/sites/dermo/Shared Documents/A Set of...

RA
KN

Trouble viewing this emall? Cpen itin your browser.

ol Colliso

&

March, 2011

Colligo Connections

In This Edition

Product News Case Study Awards Webinar Mews Releases [n the News

Product News

Colligo Contributor 5.0 — Sneak Peek

Events

‘We're very excited 1o announce a major upgrade Lo Celigo Contributar, with new fealures and enhancements

P | thatfurther extend email management capabilities in SharePoint 2010. Colligo Contrioutar 5.0 is currently in

urivale beta release, with general availability scheduled for early Q2 2011

New features include:

Search SharePoint from
Qutlook

Improve collaboration, document
management, and project
managemant by allowing users to
quickly and easily find sontent stored
in SharePueint, directly from Outlook.
With the new federated search
fealure, Contribular makes it easy lo
search Outlook and SharePoint
simultaneously for email, documents,
images, or other content

To view the item in full screen, tap the E icon.
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Managing Settings

In Colligo Engage you can specify settings both at the folder level and at the application level.
Site settings are specified when you connect the site initially. For information on editing site
settings, see Editing a Site.

Managing Folder Settings

You can manage the settings for each folder, provide links to the folder locations, and add
folders to a Playlist.

To manage folder settings:
1. Navigate to the advanced settings for the Folder you want to set tasks for.
The folder settings dialog displays:

< Advanced Settings Tasks w @

LIST

Store Files Offline

C

SYNC VIEWS

All Tasks

My Tasks

Due Today

Active Tasks

By Assigned To

QU000 0C

By My Groups

2. Inthe List section, choose if you want to store the files for that folder offline by choosing ON
or OFF.

3. Inthe Sync Views section, select which views you want to synchronize, by choosing ON or
OFF.

4. Click the icon to add the folder location to a Playlist. For more information about
Playlists, see Managing Playlists.

5. Click the action icon for access to the Copy Link and Email Link options.
e Copy Link: tap this button to copy the link to the folder location in SharePoint to paste
into a document or email
e Email Link: tap this button to launch a new email with a link to the folder location in
SharePoint
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Managing Application Settings
1. Tapthe . icon at the bottom of the screen to display the Colligo Engage Settings dialog:

Colligo Engage Settings Done

SYNC CONTROL

Global storage limit

Alert on playlist update

h
Sync on 3G/4G
Sync default lists
Hide disabled lists L/

Prompt for metadata

2. Inthe Sync Control section, configure the following settings as preferred:

a) Global storage limit: This setting specifies how much local storage on the iPad should
be used for syncing SharePoint content offline. You can also select a No Sync mode
where no content is stored offline, documents and other items are only downloaded
when they are previewed. Choose one of the following options:

i. ~ No Sync, Browse Only

i. 10MB
iii. 20MB
iv. 50MB
v. 100MB
vi. 200 MB
vii. 500 MB
vii. 1GB
ix. 2GB

x. 8GB
Xi. 16 GB
Xii. Unlimited

b) Alert on Playlist update: This setting lets you choose if you want to receive an alert
when an item that you have added to a Playlist is updated. Tap to choose ON or OFF.

c) Sync on 3G/4G: This setting lets you prevent any syncing on 3G/4G so your data plan
isn't used up. Tap to choose ON or OFF. If you choose to turn this setting off, you can
still sync data through a wireless internet connection.

d) Sync default lists: If this setting is on, when you select a subsite that has not been
synced, the default content is automatically synced. If this setting is off, you are
prompted to manually choose which content you want to sync. Tap to choose ON or
OFF.
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e) Hide disabled Lists: If this setting is on, any lists that you have chosen not to sync are
not displayed in the left column. If this setting is off, disabled lists are displayed but are
greyed out. Tap to choose ON or OFF.

f)  Prompt for metadata: this setting lets you control whether or not the Properties screen
that comes up when you add a new item to a List or Library displays. Tap to choose ON
or OFF.

NOTE: if the prompt is turned off but there is a required field in the Library or List, the file
remains checked out to the user who has uploaded the file and cannot be checked in
until these fields are completed.

In the Passcode section, tap the Passcode Enabled field.
The Enter Passcode screen displays:

© co||i90

Enter Passcode

o 0 0O

DO©
(D))

D)

Cancel

a. Enter your passcode.
b. Enter the passcode a second time to confirm it.
Once you have set a passcode, the following options display:

PASSCODE

Passcode enabled [ )

Background timer lockout

Erase data after 10 failed logins

Change passcode

i. Passcode enabled: if you want to disable the passcode you need to
enter the existing passcode to do so, unless you have enabled it within
the previous minute

i. Background timer lockout: tap to choose the length of idle time that will
trigger a lockout
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ii. Erase data after 10 failed logins: tap to choose ON or OFF
iv. Change passcode: tap this button to display the Change Passcode
dialog; enter the existing passcode, then enter the new passcode twice to
confirm.
In the Logging section, you can set your logging level as one of the following:
a. Off: choose this option if you do not want to log your actions
b. Error: choose this option if you want to log only error messages
c. Brief: choose this option if you want to log only warnings and error messages
d. Verbose: choose this option if you want to log all actions, warnings, error messages,
and all other information
Tap the Email log file field to launch an email that includes a screenshot of your current
screen, as well as the log.txt file.

In the About section, you can access additional resources
a. Tap the Support button to connect to the Colligo Community site.
b. Tap the Website button to launch www.Colligo.com.

c. Tap the Privacy Policy button to view Colligo’s privacy policy.
The version number is displayed below the About section
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Supported File Types | Common Icon Name

folder folder

txt Text file

text Text file

rtf Rich Text file

pdf Adobe file

doc Word file

docx Word file

xls Excel file

xlsx Excel file

ppt Power Point file

pptx Power Point file

ipg JPG file

jpeg JPG file

gif GIF file

png PNG file

tiff TIFF file

bmp BMP file

Bmpf BMPF file

numbers Numbers file

key Keynote file

pages Pages File

msg Email File

csv Excel File

aac Advanced Audio Coding file

mp3 MP3 file (audio)

mp4 MP4 file (video)

m4v M4V file (video)

3gp 3GP file (video)

mov Movie file (video)

tiff TIFF file

tif TIF file

ico Icon file

cur Cursor file

xbm X BitMap file
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Unsupported File
Types Common Icon Name
Zip Zip File
html html File
eml email File
htm html File
CsS css File
one OneNote File
All others Unknown File
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