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Document Purpose

This document provides guidance for using OnePlaceMail.

Imagine if SharePoint content was presented within Microsoft Outlook with the same look and feel as your Inbox.
Furthermore, imagine if you could combine the power of Outlook such as email and document preview with the strengths
of the SharePoint Platform. This is now possible with OnePlaceMail.

oz : Outlook 2 @ - x
FILE HOME SEND / RECEIVE FOLDER VIEW SHAREPOINT OMNEPLACEMAIL
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Switch to Show/Hide Show/Hide View Item Copy as Emailas Email as
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4 Favorites | [Search: Emai and Does Library £
Inbox 3 By From v ==
Sent ltems 8 (o scinapTic
ent ltems ] ] — 3 .
| |Ema|\ Date Mame Email From Ma... |Ema\ITu Size| y | OHEPIUCBMUII
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Picture Library v Email From Name: Dok Fober PRI W S3TEF TG AT M STO8 S Ao s B4 TIgEInG.
Task List
e ~ Email From Name: James Fox Are Sile Mailbares in SKAIEP0AL 2013 he ANSWe 10 30MNG IS pratiem?
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& site level, encompassing both SharePoint and Exchange content. In adation 1o Site Mailooxes, ShareFomt
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[ Project 002

<

Email From Name: Nichol, Anne

o thic whilepape
02 PAGE10F23
ltem Properties  File Preview

<

P Email From Name: Sara Dobson

OnePlaceMail: Outlook Style Interface to SharePoint

OnePlaceMail encourages the adoption of SharePoint by providing seamless capture, classification and access to content
within SharePoint from your familiar Microsoft Outlook Client and other desktop applications such as File Explorer, Word,
Excel and PowerPoint.
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Quick Start - Connect Outlook to SharePoint

1.1 Save to SharePoint

SharePoint Button on the Ribbon/Task Bar

OnePlaceMail provides a 'Copy To' and 'Move To' button on the ribbon/task bar. Simply select the emails you wish to save
to SharePoint and press the appropriate button. Alternatively, drag & drop the emails to the ‘My OnePlaceMail’ folder.

.Q|'i*] 7 |+

File Home Send / Receive

Folder

Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Outlook

View OnePlaceMail

]
[ - Recent -

LG Search Folders

Search Inbox (Ctri=E)

jj L“% ['s] x _,QL _,QB % a T & &) Why upgrade? (23 Move to: 7 125 move -
= - @Spread the word = .::; To Manager = @Rules a0
Erfne'l‘;\:l Itr::'l":' & Delete | Reply R;Tlly Forward By Shgfeppyoti:tv Sh?lfje\;eo{r?tv as Zaprérnt & Stay Connected ~ | |2 Team E-mail 7| | ] OneNiote
New l} Delete Respond nePlaceMail Quick Steps ] Move
> Favorites

- My OnePlaceMail (Recovered Files) -

Email with 3 attachments
tech3

Parmane: tratinm Llear

4 DemonstrationUserl @ SCINAFTIC B (1% | [ il Received From Subject
Lj Inbox [ @ Mon 23/03/2009 9:29 AM  tech3 Test Email Message
|_'Z| Dirafts [ @ Mon 23/03/2009 9:29 AM  tech3 Test Email with Pictures
L;-j Sent Items (= Mon23/03/20099:32 AM tech3 Project Requirements Workshop
& Deleted ltems i g | 0 Mon 23/03/2009 9:37 AM tech3 Email with 3 attachments
La =T (' =] I Mon 23/03/2009 9:40 AM tech3 Upcoming praoject
L_é.i Outbox L—; ‘Wed 30,/09/2009 2:52 PM  tech2 RE: Project Initiation Document (PID) - Review
Lﬁl RSS Feeds ,’ > L—; ‘Wed 30,/09/2009 2:55 PM  techl RE: Project Initiation Document [FID) - Review
L@ Search Folders ,’/ (2, Wed 30,09/2009 3:49 PM  techl RE: Project Initiation Document (FID) - Review (wi.
, ’ = Fri13/11/2009 7:10 AM Demonstration User 1 Example Email
4 _ OnePlaceMail - 4 = - ) R .
> [ Thu 26/11/2009 6:59 AM  Demonstration User1 RE: Project Initiation Document (PID) - Review
@ Deleted Items !’ [~ Mon7/12/2009 1:56 PM  Demonstration User 2 RE: Test Email Message
e - My OnePlaceMail - ) [~ Tuel5/12/2009 4:10 PM  Demonstration User 2 RE: Project Initiation Document (PID) - Review [wi.

Plssinne

Save to SharePoint using buttons or drag & drop

Tip: OnePlaceMail provides the ability to manage favorite SharePoint locations for an easy drag & drop of emails or
email attachments to folders on the left navigation of Outlook (representing SharePoint locations). This is explained in
the next section of this guide.
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Add SharePoint Connection

The first time you save content to SharePoint using OnePlaceMail you will need to define a connection to your SharePoint
environment. This is easily performed by clicking on the green plus icon under SharePoint.

2

-
OnePlaceMail-Saveto SharePoint (=] | =] ||v&|

Location |@ - Please select a location -

:+{.3) - My OnePlaceMail -

- SharePoint - Properties Location Content
¢op ..Click to Add SharePoint Connection...)
\ N '0' The selected location {on the left) is a category folder that files cannot be saved to.
\ . =" Please select a location.
‘ Add SharePoint Connection
URL: http:/A | Test

0 How do | add SharePoint connection?

[ ok ][ cancel

Files I_g Project Reguirements Workshop 1r0lhcr5.msq (19.5 KB Manage Files

[] Overwrite Existing Files?

Click Add SharePoint Connection
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The Add SharePoint Connection Window will appear and allow you to enter your SharePoint Site collection URL.

Simply Copy & Paste the full Web browser URL from your SharePoint Site into the window and OnePlaceMail will
resolve the Site Collection name for you.

BB OnePlaceMzil - Save to SharePoint /€ Example Document Library - All Documents - Windows Internet Explorer [E=5 EcR=>)
Location [ - Ple=se select a location - @u v@ https://oneplacemail.sharepoint, * 4 “9J}( (= Bing A -

{3 - My OnePlaceMai - A DALY W : >
5B Sraerorn. Properties || Losation Cantent i Faugi 5 [2) Suggested Sites + ] Web Slice Gallery = (5] Office 365 Demo - Home

“P ..Click to Add ShareFoint Connection. ’IﬂB’(amp\eDocumentL\brary—AHDocuments M ov B v @ v Pagev Safetyv Tooksv @+ ”
. The selected location {nnthiewﬁ I
" Please select 2 Iecat'y.’ .
” Si \ctions ~ ﬂ Bro
<
- ) New Document . L \ -
27 . QRBY) @
HAdd SharePoint Connection ".. - P J Upload Document » =
‘ - Edit Manage Share & Copies Workflows ILike Tags &
[ New Folder Document - Track - - - It Motes
URL:  https://onepl il sh int com/sites/Contoso,/Example% 200 " st
P://ONERIACEMal, SNarpOIT com/Sies oso/bEmeE ocum % MNew Open & Check Out Tags and Notes
@ How do | add SharePoint connection? M
Libraries [l Type Mame Email Date Email From Name

Example Email Library

[} Project 002
Minimal View
(] Project 003
Pictures % Add document
Picture Library -
4 m | 3
& Internet | Protected Mode: On g v HIBH -

Copy/Paste full URL from SharePoint Library/Site

Upon selecting ‘OK’, OnePlaceMail will resolve and test the URL you have entered.

-,

OnePlaceMail - Test Connection @

; 1 Congratulations you are connected.

Your SharePoint Site Collection is
‘https:/foneplacemail sharepoint.com//sites/ Test',

Confirmation of your connection to SharePoint
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Manage My OnePlaceMail Folders (Favorites) in Outlook

1.1.1 What is the My OnePlaceMail area?

The My OnePlaceMail (Favorites) area is located on the left navigation pane of Microsoft Outlook and is where you can
add (bookmark) one or more Microsoft Outlook folders to represent direct links to SharePoint locations (libraries, lists,
library folders or document sets). You can also add a SharePoint Site as a favorite location and subsequently drag/drop
content to the SharePoint site.

The SharePoint locations (represented as Outlook Folders) can be included in a folder structure reflecting your current
work patterns/projects and/or your personal Information Management preferences. Thereby, maintaining an intuitive and
highly productive environment within Microsoft Outlook for you to file information directly into SharePoint.

@] = = Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Outlook = B R
File Home Send /Receive  Folder  View  OnePlaceMail o @
] ‘ﬁl‘: I x 1 3 — - f:i y (23 Moveto: 7 (X3 Move~ [ Unread/Read Finda Contact ~
. |-'q Clean U et N F_ . w. : . ﬁt Mover o 3 +  [Srules~ | [BF categorize - | [ Address Book
ew ew elete | Reply Reply Forward 8 - opy to ove To eartl . —
E-mail Ttems - | & Junk = 2 MOt T arepoint - SharePoint - SharePoint - | ) Team E-mail = Honenote | ¥ Follow up - | V7 Fiiter E-mail ~
New Delete Respond OnePlaceMail Quick Steps ] Move Tags Find
> Favorites 3
Search Inbox [Ctri=E) pel <
4 DemonstrationUserl @SCINAPTIC A B |0 Received From Subject Categories size |w |~ EH
[ Inbox [~ @ Mon 23/03/2009 9:29 AM  tech3 Test Email Message 281 KB =
&
7 Drafts [ @ Mon 23/03/2009 9:29 AM  tech3 Test Email with Pictures 2MB %‘:
[ sent Items [~ Mon 23,03/2008 9:32 AM tech3 Project Requirements Workshop 5KB 'n
(& Deleted Items T~ 0 Mon 23/03/2009 9:37 AM  tech3 Email with 3 attachments \ 137 KB A
lB Junk E-mail Lo |~ U Mon 23/03/2009 9:40 AM  tech3 Upcoming project 33 KB Y
L;q Outbox H % \T‘lgd 30,09,/2009 2:52 PM  tech2 RE: Project Initiation Document (PID] - Review / 9 KB g
lt:l RSS Feeds L4 L% Wed 30/09/2009 2:55 PM  techl RE: Project Initiation Document [PID] - Review 10 KB Y =
]
>[@ Search Folders 'J i Wed30/09/2009 349 PM  tech2 RE: Project Initiation Document (FID] - Review (wit.. 11 KB jat
’ 7 :5 Fri 13/11/2009 7:10 AM Demonstration User 1 Example Email 6 KB E
4 _OnePlaceMail - y. By R " - . 3
/i iz Thu26/11/2009 6:53 AM  Demonstration User1 RE: Project Initiation Document (PID] - Review 12 KB
(8] Deleted Items k (4 Mon7/12/20091:56 PM  Demonstration User 2 RE: Test Email Message 10 KB
4| ] - My OnePlaceMail - [~4 Tuel5/12/2009 4:10PM  Demonstration User 2 RE: Project Initiation Document [PID) - Review [wit... 14 KB
[E.] > Archived Projects =  Eein7mtontn T ke S PE Drminns Pt (T mnsimns P ¥
SL_JEASOE Email with 3 attachments
[_d ACME Projects
3 Bampl ; tech3
ple Document Library (Conto|
[ Example Email Library {Contoso) MMM‘ 23/03/2009 9:37 AM
£3 Minimal View [Contaso) Dugnonstration User 1
3 Picture Library [Contoso) -] Message ‘@Prqecﬂnitiation Document.do [27 KB) B] Research Project.xls (17 KB) ] water lilies jog 86 K@
#|_] > Current Projects
|| » Office 365 - SharePoint
»|__| > On-premise SharePoint /
> [&)] - Recent -
/4 - My OnePlaceMail (Recovered Files)
L& Search Folders
» DemonstrationUser2@SCINAPTIC -
" See more about: tech3. DI:J A
GMesJo@- | @
Items: 17 | This folder was last updated on 4/08/2011. ¥ Disconnected | [ E1 100% (=) [} (+)

Drag & Drop emails or attachments to left navigation

Tip: The folder structure and SharePoint locations in the My OnePlaceMail (left navigation pane of Outlook) can be
managed directly by the current Outlook user or can be centrally managed and deployed across one or more different
user groups within the business (OnePlaceMail Enterprise Edition only). Please refer to the Administrator Guide for
detailed instructions on central deployment and configuration options for OnePlaceMail.

You can simply drag & drop email messages or specific attachments from an email message directly into a folder within
the My OnePlaceMail area. This will save the items to the associated SharePoint location.

In the case of saving emails, all associated email attachments are retained and saved with email in SharePoint (email
format: .msg file)
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The folders under My OnePlaceMail represent a live connection to SharePoint. Therefore, if you click on the folders, you
can view SharePoint content and access the full power of SharePoint directly from within Outlook.

g| -j ) | = Micresoft Outlock - @3 =
File Home Send / Receive Folder View OnePlaceMail ] e
= Ignore r . — - = ] A3 Move Find a Contact =
D B X | R QG B S 3 .
L Up - - B % - & Rules = (& Address Book

Mew  New Delete Reply Reply Forward B pore Copyto Move To Search . " . ~ _ _

E-mail Items &Junk' A SharePoint ~ SharePoint ~ SharePoint = 3 Team E-mail M i Onetlote =1 ¥ Filter E-ma
New Delete Respond OnePlaceMail Quick Steps F] Move Tags Find

> Favorites <

site Actions ~ @ )

4 DemonstrationUsert @SCINAPTIC - 20 ML QRN | Document =
2 - 5 Z
[ Inbox B W g
(A Drats S_-] Contoso » Example Document Library » ... 01. Contracts » All Documents & £
= - I Like It Tags & a
=4 Sent Items Notes ;
{3l Deleted Items o - El

Home | ACME Projects All Sites R P (7] 2
(g Junk E-mail ]
[ Outbox Libraries [T Type Name Email Date Email From Mame Email To File Size Re g.
L) Rss Feeds 5.;3""‘9‘5 Document (3 RE_ Project Initiation  9/30/2009 2:52PM tech2 Demonstration 59 KB Ma 2
Library Document _PID_ User 1 Bo =

> L& Search Folders b ment _PID__
Example Email Library eview_lrlozmnp

4 - OnePlaceMail - o F oy f = 4
Minimal View r = Email with 3 o|3/23/2009 9:37 AM tech3 Demonstration 194 KB Ma
(&) Deleted Items attachments_1rolhd4u User 1 Bo A\d
=
4 R B View Properties g
|22l - My OnePlaceMail L Pictures & add P 2
[E > Archived Projects 3 [} Edit Properties =
4[5 > Contoso Picture Library . o
[ ACME Projects Ly Check Out z
( |_I Example Document Library (Conto Lists ) E-mail as Attachment
. . calendar Compliance Details
[ Minimal View [Contosa) Alert Me
L3 Picture Library [Contosa) Tasks Send To N
| > Current Projects
[ > Office 365 - SharePoint Discussions 4 Manage Permissions
> [] > On-premise SharePoint PR a— - K Delete

>l - Recent -
- My OnePlaceMail (Recovered Files)

Access SharePoint content and functionality from within Microsoft Outlook

Note: You are not restricted to the defined My OnePlaceMail libraries/lists locations when uploading content. You can
save files to any other SharePoint library/list where you have appropriate access. Please refer to the section below
describing the Save to SharePoint Window.
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1.1.2 Manage My OnePlaceMail Folders

The Manage My OnePlaceMail Folders window provides the ability to manage the My OnePlaceMail area on the left
navigation in Outlook. This is where you can add/remove one or more libraries/lists from SharePoint into Outlook to
facilitate the transfer of emails and attachments.

Adding libraries/lists to the My OnePlaceMail area in Outlook

To add libraries/lists to the My OnePlaceMail area in Outlook, Click OnePlaceMail on the menu and select manage My
OnePlaceMail Folders.

o] &9 |+ Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Outlook
File. Home Send / Receive Folder View OnePlaceMail
' |
OnePlaceMai Manage My About
Settings OnePlaceMail Folders|OnePlaceMail ~
OnePlaceMail
I= Favorites <
________________________________________________________________ Search Inbox
4 DemonstrationUserl @SCINAPTIC A B 15 [ 0| Received From Subject
[} Inbox H |~ (@ Mon 23/03/2009 9:37 AM tech3 Email with 3 attachments
[[7| Drafts =4 U Mon 23/03/2009 9:40 AM tech3 Upcoming project
L= Sent ltems iz Wed30/09/2009 252 PM tech2 RE: Project Initiation Docum

Select Manage My OnePlaceMail Folders (Favorite Locations)
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The Manage My OnePlaceMail Folders window will appear.

My OnePlaceMail

This area represents the
current Outlook folder hierarchy
as shown in the left hand
navigation of Outlook. The

m OnePlaceMail - Manage My OnePlaceMail Folders

folder hierarchy can be setup to
meet the requirements of the

3] Bxample Document Library (Contoso)

[11] Tasks {oneplacemail sharepoint.com'sites \Cortoso'\Lists)

23| Example Email Library ({Contosa)

| - SharePoint -

gp ..Click to Add SharePoint Connection...

g hittp://vs-servera®

Bﬂi‘ﬁ https://oneplacemail.sharepoint com/sitesContoso
[#-11] Announcements

{11 Calendar

-123] Example Document Librany

-{3] Example Email Library

- 3] Form Templates

{3 Minimal View

-3 Picture Library

-23] Site Assets

-{3] Style Library

11 Tasks

=-§H ACME Projects

|

SharePoint Location (libraries/lists,
folders, document sets)

The left hand side of the window
displays the SharePoint Sites and
locations for the currently defined site
collections.

The hierarchy of Sites and associated
locations adheres to the current users
security permissions. Therefore, only
the locations where you have access

are displayed.

You can add one or more locations to
the My OnePlaceMail Area. This can
be libraries, lists, library folders or
document sets

© Copyright 2014 | Scinaptic Communications Pty Ltd

- My OnePlaceMail -

| = Archived Projec]
| = Contoso

§Hi ACME Projects

B E-anple Document Lray Cortoso)

23| Example Email Library ({Contosa)

13| Minimal View {Contoso)

3| Picture Library {Contosa)

[#-{__| = Cument Projects

[#-__| = Office 365 - SharePoint

[#-__| = On-premise SharePairt

Add >>

Outlook User.

Remove ] [ Rename

Folder Settings - Example Document Library (Contosa)
[7] Use Default Save Settings
‘when saving, prompt for properties:
@ Always
) Never
Suppress Save Results Window
[] Do Net Automatically Check-In Documents to this Library

Folder Settings OK ][ Cancel

This area provides the Folder
Settings for the currently
selected location in the My
OnePlaceMail area.

Each location can use either
the Default Settings (as defined
in the OnePlaceMail — Settings
dialog) or can be overridden
with specific settings.
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Manage My OnePlaceMail Folders - SharePoint Libraries/Lists

On the left hand side of the window, OnePlaceMail presents a navigation tree of SharePoint based on your security
permissions and the Site Collections you are connected to.

SharePoint libraries, lists, folders, Document Sets and Sites can be added to the right hand side of the window which
represents the My OnePlaceMail area on the left navigation of Outlook.

) ' =
G485 - Recers Frrps Wy Onetaceitsl
il Brxple Uocisrert Lbrwy Cortasc) Arcryrved Pomcs
| 1 Tahs replocemal shasport cor ster' Cortase' Lats) Cort:
| & Exrple Exal Libawy Coreos) $ ACVE P
% - Sremfore o [y v——
4 Ocko Add SharePart Carmoction & Enrple Emal Ly Contens)
= §P e ssevechd 2 Wrwnal ‘oo Cortonsl
$3 oo /craciecerad Sarepart com stea Lortoss 2 Pcre Lovary (Cortona)
Arewcasrts |1 0 > Curent Propcts
¥ L Colerciw ' » Dfion 363 - SramPont
¥ il Exarple Docurent Livwy ¥t > Omprarune Shase®art
Exaple Evet Livary

1 Fom Tamptses

i Mrwra e = e

i Praare Lbory >
A oo By o St e Dt e o B OnePlaceMail - Manage My OnePlaceMail Folders

ia :m. = —y Sove Semegs

] Taws .
& PP AOWE Paects Ran gyerg A B - Recert - Add >>

k j e - !~‘§~ (3] Example Document Library (Contoso)
7 Eoprent Bt Faiin Wiodion 1 Tasks Wwai sharepoint. com\stes\Contoso'\Lists)
Ds Net Ackmabcaty Choch ds Docwmen s os Livary 13 Example Email Library {Contoso)
= (3% - SharePort -
gp . Cick to Add SharePoirt Connection...
3§ htto-//ve-server38
oK ][ Carcw ) §iff https://oneplacemai sharepomt.com/stes/Contoso
1} Announcements
1] Calendar

1) Bample Document Library
4] Bxample Emal Library
3] Form Templates

_8] Mnimal View

4] Picture

4] Ste Assats

4] Style Lbrary

1 Tasks

§Hi ACME Projects

B EFEFFFRFRFRRFREFF=

Navigate SharePoint Structure (with respect to security permissions) and select locations

Recent

The Recent Locations area shows the SharePoint libraries, lists, folders or document sets where you have recently saved
content. You can drag/drop Recent Locations or use the ‘Add >>’ button to the right hand side of the window to make a
recent a permanent favorite location.

Add SharePoint Connection

You can add one or more connections to SharePoint Site Collections using the ‘Add SharePoint Connection’.

B Add Sharport Connection =)
PR
URL: hap/A | - Test
0 How do | 2dd SharePort connection?
[ Cocs
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Remove SharePoint Connection

To remove a SharePoint Connection, you can Right-Click on the SharePoint Connection and select ‘Remove SharePoint
Connection’.

m OnePlaceMail - Manage My OnePlaceMail Folders

EI-._. - Recent - | Add ==

i3] Example Document Library (Contosa)
----- 11 Tasks {oneplacemail sharepoint com'sites \Contoso' Lists)
: Eo z4| Example Email Library (Contoso)
EI"'._.T*: - SharePairt -
----- 5P ..Click to Add SharePaint Connection...
&-§H http://vs-serverdd
Elﬂﬂ https://oneplacemail sharepoint com fsitesCortosn
_T:I Announcements Remove SharePoint Connection
&#-11] Calendar Ly’
i+ 3] Bxample Documert Library
_._1| Example Email Library

ml

SharePoint Locations

Select a location (library, list, library folder, document set or site) you wish to add to your My OnePlaceMail area from the
left hand side tree structure and click ‘Add >>’. Repeat this step for as many locations as you would like to see in the My
OnePlaceMalil area.

Tip: You can also drag/drop the locations from the SharePoint structure on the left hand side to the relevant location
within the My OnePlaceMail folder structure on the right hand side of the window.
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Manage My OnePlaceMail Folders - My OnePlaceMail

The My OnePlaceMail area on the left navigation of Outlook is managed within this area of the window.

I iecPlacehni - Munage by DacPlocchial Fakders
- P - A Wy Oy ilnl ;
Loy Exmropa it Lirary Cortzar 5 Archaact Projucts
B Taskes ioreplaceml sharepein cors st Cordses Lita) + Combasa
25 Exarnple Eal Ly omionsi] 18 ACVE Fropeois
& - Srafart — [Ty E
b Ohck i A ShassPard Commachon 4l Enarple Ewail Lirory Corinn) \
o LT 55 Wi s [Corbong]
$5 oo oracecured rascant con s o o Picturs Lrary Corecas) ‘
» Curert Pryoct ~
Do 163 - Framiand
2 O pouruna Shamant \

s Dafyelt Sawve Sedrgs

bas UG, PO For pIOpATE
& Ay

e
#| Supperss Seve e sty e
= Wt Automabeaily Choce

Add ==

ae
51 M e Rename

5 || MNew Category
L4 Remove

- 43| Picture Library (Contoso)
[#-{_| = Cument Projects

[#-{_| = Office 365 - SharePoint
[#-{_| > On-premise SharePaoint

e Gy |

Remaove

] ’ Rename

Define a category structure and add favorite SharePoint locations

The My OnePlaceMail area allows for the creation of a folder category structure containing SharePoint locations to meet
the work practices and requirements of the current user. The SharePoint locations can also be renamed for display
purposes in Outlook without changing/impacting the libraries, lists, folders or sites in SharePoint.

The flexibility provided by OnePlaceMail is extremely powerful as it allows the user to structure libraries/lists within a
hierarchy that is both relevant and streamlined for the personal information management requirements and work practices

of the current user.

Note: The My OnePlaceMail category folders (Folder within Outlook) can be defined and deployed centrally through the
configuration update process (OnePlaceMail Enterprise Edition only). This is useful if you would like to automate the
rollout of new SharePoint locations to one or more users. The locations can be deployed within a consistent category
folder structure. All aspects of the category folders and libraries/list can be managed via the config_update.xml process

(See Administrator Guide for details).

© Copyright 2014 | Scinaptic Communications Pty Ltd
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New Category

The New Category button will create a new category folder within the currently selected category folder hierarchy. One or
more locations can be added under a category folder.

Remove

The Remove button will remove the currently selcted category folder or location. If a category folder is removed, all sub
category folders and locations will also be removed.

Rename

The Rename button allows the user to rename a category folder or a location. Renaming a location will not impact the
associated library, list, folder or document set name in SharePoint.

Folder Settings

Each location selected to appear in the My OnePlaceMail area can be configured to work in a specific manner when items
are saved to this location in SharePoint. Each library/list may use the globally defined Default Settings or can be
overridden for the specific business requirements by deselecting ‘Use Default Settings’.

Select a location on the right hand side and apply the appropriate Folder Settings.
Note: All My OnePlaceMail Manage Folder settings can be set centrally through the configuration update process

(OnePlaceMail Enterprise Edition only). The settings can also be set to ‘non-editable’ by the end user (see
Administrator Guide for details).

Iimm-mwmlm @
- Rt - A v - Wy Oyl -
i) Exwraple Hocyment: Lbrary Cardsec) » Archivad Frojecis
Tank irvaplacenad shamport oo stey Cortees'Lata) » Contn
251 Excrpls Bl Libvey (Tormcas] i ACME P
% - Shamiiri Y oo Lo 3
B Ok i Add SharaPort Commcton 4 Exarple Emad Lbrary Covtonc)
B o eaennid ) Wrawal s Conkinal
5 o creciecered remcant com sies Toreas i Pichurs Library {oriong)
Aoty » Curert Prgecty
= » Diod 268 - ShamPoint
il Document Ly 3 Deepourine Shassfant
Enrwpie Evl Livary
= i Fon Templates
& Ll M e Fiipets FAanara
1 Prctre Loyl
= i e fanis Fokder Seings - Sy Docurwrt Lbrary ardoac)
& sl Sty Ly U Dsfaet Svve Somngs
Tkt
= i SOV Projecis han Bmerg . promEE i popaTe
® tem 5
Merver
¥ Suppeis Sewe Feasits Firdow
[T Wy S——a | e
/ Folder Settings - Example Document Library (Contoso)
Use Default Save Settings
[ Cancai -
\When saving, prompt for properties:

2 Always
) Never
V] Suppress Save Results Window
Do Not Automabically Check-In Documents to this Library

Define the Save process for each location or use the global default settings
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Use Default Save Settings:

The OnePlaceMail Setting area provides the ability to define the default behavior when saving content to SharePoint.
Deselecting this option, allows you to override the setting for a specific location in SharePoint.

When saving, prompt for properties: Always

If selected, the Save to SharePoint window will appear when saving content to this location in SharePoint. The save to
SharePoint window provides the opportunity to enter additional metadata and/or select other filing locations within
SharePoint. Email attributes are automatically captured when saving from Outlook.

When saving, prompt for properties: Never

If selected, the Save to SharePoint window will not appear unless validation for the items being saved is not satisfied.
Email attributes are automatically captured when saving from Outlook.

Suppress Save Results Window (OnePlaceMail Enterprise Edition only)

Enabling this option will suppress the Save Results Window from appearing. However, the window will still appear on the
exception where there is an unsuccessful save attempt for emails/files.

Do Not Automatically Check-in Document to this Library

This option is only visible in the Manage My OnePlaceMail Folders window if a document library or folder within a
document library has been selected. If this option has been enabled, documents saved to this library will be uploaded in a
‘Checked-out’ status. By default this option is not enabled, therefore, documents are automatically checked into libraries.

Note: The locations and associated settings can be centrally configured and deployed across the enterprise
(OnePlaceMail Enterprise Edition only). See the Administrator Guide for details

The flexibility provided with the Folder Settings enables you to configure the behavior of OnePlaceMail for a number of
different business scenarios. Therefore, OnePlaceMail can be implemented to meet many different requirements across
the business.
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Save My OnePlaceMail Configuration

Once you have completed all your selections in the Manage My OnePlaceMail Folders window, click OK.

The SharePoint locations are now available and represented as folders on the left navigation pane of Outlook under the
My OnePlaceMail area. The My OnePlaceMail folders allow you to:

e Click on the folders to view the SharePoint library/list content in real-time. The folders also expose the full power
of SharePoint directly within the Microsoft Outlook interface.

e Drag & drop emails or specific attachments directly from your inbox to SharePoint. This is a real-time connection
and allows you to immediately and securely share content across the enterprise.

My OnePlaceMail - Folders within Outlook

The locations are displayed in the category folder structure as defined in the My OnePlaceMail Folders window. The
category folders are denoted by the > * prefix applied to the folder.

] ==
- Rt - A - My Dtae el -
i Exarepls Usscurart Lbrwry otz 2 drchrd Prgct
1 Tamkcs ropiareeman sharegmoet core sty Cortm Lot o~
2 Exargle Emal Lbraey ormoss) 1 ACME Prison
- Sharafiard
T Dicks A SuraPore G 25 Furke el Uy ooy
[rr——— 5 Mrams Vit FCorota]
EaE. oraciecered Smamcant cor. atss Lomoea il Pichure Library fConicaa |
 Amesreme » Euwere
e e
i Exrwple [ocurert Lbray 3 Dmepourine Shaseoirt
Exsreple Eve Lty
i Foani Templaies
Mrarai dew v [
1 P i
o e sy Folder Setings - Exampla Docurert Ly Cantoac
& _-,im.u,.., st Diafaet e 53055
y Taie
- ﬂmlzﬁwn IWhaS ARG AT o A TR
& Sy
e
#] Supperia Sewe Fieadts irdon .
D Wt Astomatealy Chece fe Cocures iz Pes Litrary 4 - OnePlaceMail -
(&) Deleted Items
o e 4 - My OnePlaceMail -
" = Archived Projects
r'4 4 > Contoso
_d ACME Projects
o & = , o L _d Example Document Library [Contoso)
Fie_ Home Send / Receive Folder Htm anﬁuc\.uf_ D Example Email Library [Contosa)
e alonore - [ | 9 (A2 - .
T e K &« g =4 = Ar: “& “B ,cl : 3 Minimal View (Contosa)
Jow Mew | o . Oode | Beohr Aoy fuﬂ? Mare « hows o ok ot Sl - ' 3 Picture Library (Contoso)
Hesw Deste fegeant .
- - - - > [L] » Current Projects
# Favorkes
- . .
T 7 _—_ [ » Office 365 - SharePaint
|8 2 | O8] Rectoes Frog gl &
a3 Seork R - »|_] > On-premise SharePoint
fa) Delebed Rems '/ B ::: :’mm} r;lll e 3 = P
s == = + i@l - Recent -
Demonstratianiizest @ScuAPTgh W“Zm fecn2 "
P— ’ - Wy W 30,09/2005 255 FM  techl R /4 - My OnePlaceMail [Recovered Files) -
. % Wed3009/2009 349 PM  tecn? Rl
]
5 Derted hem: - 3 FILFLME7A0AM  Demssatration Uierl E
- My CreePlarebd el %  ThuJ6/01/0000 6:50 Al Demarrfration Uier i R
* Aechieed Project J MonTAL7000 155 P Demsestration Uier n
4 » Contosa 3 TuedSAZO000 410 P Demeentration Ui T ]
(3 ACME Fregects 3 Fi22OLG0N0&47 AM  Demertration Uier 2 [
Ll Examghe Document Librady [Canteia) 3 @ Wed 17022000530 MM Bemomitration User 2 r
(3 Examgde Email Libirary IComtoss) ) TURSAIRNIO 1E1ZAM  Dem Y
3 it v oo LI TR :
[ Pacture Library [Cantoso)
» Cument Prmjects Email with 3 attachments
> Crfice 305 - SharePoint tech3
= OW-premise ShadePoint Mign 23037009 %37 AM
- Recent . Demonstraton User 1
- My DrePlarebad Fecovered Files) - A Megpage B Froject Inkiation Document. doc 27 KB) (@] Research Proje

Favorite locations available on the left navigation of Outlook
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SharePoint Default View or Minimal View

The content of the SharePoint library/list can be accessed in real-time by clicking on the folder as shown below. By
default, OnePlaceMail will display the default SharePoint library/list view.

OnePlaceMail also supports displaying a custom view defined by the SharePoint Administrator. This is known as the
‘Minimal view’. An Administrator can define a view which is different to the default SharePoint view and have this view
present when accessing the SharePoint location via Outlook.

The example below shows the library view without the left navigation structure normally shown in SharePoint views
(achieved using a SharePoint Master Page).

0l <N = Micrezoft Outiock - =
e Home Send / Recewe Foider View OneflaceMad o 0
SR 4 g
- . " | "(' 25 Rules - 1A Asdress Book
New New to Move T Search
E-mal Rems~ & lunk oint * Sha ShareFoint - | Team E-ma '
\ 0 ol "
# Tavontes < p
3 nvox
=] Sent Nems =
fa] Deleted e Al M 7 g
> S+ Contoso * Minimal View » Al Minima §
30 2
Demonstratsoniluer] & SCARTIC 5
2 - OrePaceMail - Home  ACME Projscts {All Sites - > @
o
af Deleted Rems ™ Type Emai Dete Name Email Fram Name Emad To Fils Size %
4 - My OnePtaceMad - F]
= | e =
§
~ ’
) ACME Projets 4 o
- Esample Decument Library (Contosa) Y
_J Example Emall Library (Contass) - el Gt i 7 ¢ - g
|4 Minimal View (Contotol orgs & 'b, A
2 Picture Library (Contoo| i it % ek ocs gLt =
» Current Projects i
P 4 4 e = ment _F . g
> Office 365 - SharePoint pr Sy
» On-premise ShaePoint
Recent 4 a e
My OnePlaceMad Recovered Filey)
25 Searen Feldens 4 e
DemonstrationUser2 @ SCNARPTIC 1 » o -
4 xample Ema - -
d E_F t
-
i M ad 3 ulay-
| This fohger wan it updated on 488/2011, | 100% - *
L O e SIS P Ay X B

Access SharePoint from within Outlook with control over the look & feel (Minimal View)

© Copyright 2014 | Scinaptic Communications Pty Ltd Page 18 of 137




Scinaptic | OnePlaceMail

1.1.3 Adding/Removing SharePoint Locations to Outlook

If enabled by your Administrator, the ‘Refresh Configuration’ button (this can be renamed) provides the capability for
automating the process of adding/removing SharePoint locations to the left navigation of Outlook. The Refresh
configuration button can also update many OnePlaceMail settings as defined in the Administration guide.

Tip: Refer to the ‘OnePlaceMail - How to Deploy OnePlaceMail Client Configuration using a Custom Web Service.pdf’
guide on the OnePlaceMail website (or in your software download) for detailed instructions on how you can automate
the creation and deployment of SharePoint save locations to be embedded in desktop applications such as Outlook.

These same locations are also available when saving content from File Explorer and Office (Word, Excel and PowerPoint).

[O=T Ak
File

Home Send / Receive Folder

& \ &
) g S
Refresh nePlaceMail Manage My

Configuration Settings OnePlaceMail Folders C

OnePlaceMail

B Favtites 4

strationUserl @ SCINAPTIC

acebdail -

4[5 - My OnePlaceMail - \‘1
|| > Archived Projects
4| | = Contoso
3 ACME Projects
[ Example Document Library [Contosao)
[ Example Email Library {Contoso)
4 Minimal View (Contoso)
[ Picture Library (Contoso)
» || = Current Projects
» | = Office 385 - SharePoint
“. [*|__| = On-premise SharePoint j
> G2 - Recent -
s - My OnePlaceMail [Recovered Files) -
L& Search Folders

Refresh Configuration — including SharePoint locations (If configured by your Administrator)
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Save from Outlook to SharePoint

Step 1: Drag & Drop Emails or Attachments

Drag & Drop emails and/or attachments = - B
from your Inbox to SharePoint locations . X
via the My OnePlaceMail folders area

Key Points:
1. Seamless and intuitive drag/drop
process
2. Email attributes are automatically
captured

3. Supports libraries, lists, folders and

document sets

Step 2: (Optional) Display Save to SharePoint Window
Optionally, the Save to SharePoint e
Window will be displayed to complete
additional metadata.

- Ny Orn Place Ned -
& » Archived Projects
- > Cordomo
o i ACME Proects
+-3) Exsrrpie Document Librsry Cordoso)
3 4 Exarple Emat Libary Contoso)
1) Mirnesad View [Cortoso)

. 3131 Prcture Ly (Cortoso) Thie
Key Points: > Cument Projects ,
> Office 365 - SharePort Enserprise Keywords
> Ongremise SharePort
o s . + - - Ex; Chade
1. Streamlined interface for completing D i ==
metadata oo
2. Adheres to SharePoint default e ot
values, required columns, etc... b o
3. If required, rename files during the
upload process S
Fms S EE Yot Enal P&‘.{.—lxj'!}&ﬁz&;x.‘: SKEL Shemmos.

Croaneste Exnting Fles 7

tocuben |15 i ot Ly Gt

Progerties

Corterd Type

Location Cortart

V! Usn Emad Subject/Flaname o8 Tt vakin

4
. -
A I'
- -3
e F
-
™
v
Ll
"
L d
™
N
"
2. b
wa |
£
= m s
Project Document -
| Rea -
202012 [Pv
Wany
o]
Sugoestions
Morags Fise
Save | Carcel
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Step 3: (Optional) Display Save Results Window

Optionally, the Save Results Window 'SME' "'M‘"’""'""”“S’“""D‘" S
will display. . e Gl vith 3 attwchnenis_1iheu fag
' Virw Upcomng peoject_ ehd e mag
Key Points:
1. See results immediately ez

2. Simply View or Edit saved items to
initiate workflows and or perform
further actions on items

Result: SharePoint - Access from Outlook

S° Contoso + Example Document Lbrary + NI D

2 ACME Pragecs
i Tiawgis Dosumart Libeary Cortn
A taw ¥ K et

Open emails from SharePoint View captured email attributes

Key Points:

Emails are stored in the .MSG format within SharePoint

Access uploaded content directly from within Microsoft Outlook

Emails are tagged as ‘Transferred to SharePoint’ in the case of performing a Copy

Seamless Save to SharePoint process with flexibility to define the required upload options on a library by
library basis

> @ N[
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1.2 Step 1: Drag & Drop Emails or Attachments

OnePlaceMail provides a seamless, yet highly flexible and powerful process for transferring content from Microsoft
Outlook to Microsoft SharePoint.

1.2.1 Drag-and-Drop Emails (may or may not contain attachments)

You can save one or more emails (that may contain attachments) to SharePoint. Simply drag-and-drop emails to the
appropriate SharePoint location folder in the My OnePlaceMail area in Outlook.

The emails and all associated email attachments will be transferred to SharePoint and stored in the native .msg format
(email attributes are automatically captured). The .msg format enables the email to be re-opened in Microsoft Outlook to
reply, forward or perform any other standard Outlook action.

; 0l <N = Inbox - DemonstaationUset @SCINAPTIC - Microsolt Outiook - =@ x4
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# DemonstrationUserl @SCINAPTIC RO D 0 Received From Subject Categores Size v~
L] mbax & Mon 230372009 %:... techd Test Emad Message 2108 z
) Orafts 4 @ Mon 2303/2009 %:... tech3 Test Emad with Pictures 2m8 §
4 Sent lems 3 Mon 3032000 %... tech3 Pregect Requirements Workshop 5B
fa] Deleted Nem 4 & Mon 2303/2009 5,.. techd Emadl with 3 sttachments B Transterred to SharePort 137 K8 g
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3l Oeleted e I ~— 10 KB
-
- My OneflaceMad “(’ 4 Twe 131272009 &1,.. Demonstration User 2 RL Project Inttistion Document (PID) - Review (w MK ;
_ > Aschived Projects y £ DUDLAIALAT  Damanrieshinn disar 3 G Orniert Tnibtbinm Ohnsmemand (IO s ‘avm \- :
4 > Conteso 4 1 RE: Project Initiation Document (PID) - Review N
3 ACME Projects g
i Exsmple Document tech2
o Example Enail Library Moye 0 f pge on /1
3 Minimal View (Contes 1y  Copy Wed 30,00/2009 2:52 P
- Picture Library (Contta Demorsyaton User 1
» Current Projects Cancel -
» Office 365 - SharePoint Hi Demonstration User 1,
» On.premise SharePoint
-Recent - Can you send through the budget breakdown?
- My OneflaceMadl (Recovered Files) |
A Search Folden Regards, -
DemonstrationUser2 @SCINASTIC v aeth?
J _3 ad3 Ll ﬂ - o See more sbout: techl. ! ,\ P
|| Mems: 17 Thin foldee wins last updated on 4052011, £, Discornectes | 03 (11 100% (- *

Drag & drop emails to SharePoint

Note: There is an important distinction between performing a drag-and-drop with the left mouse and the right mouse
buttons:

e Left — The left mouse button does a ‘move’ operation so once the message is uploaded to SharePoint it will be
removed from Outlook.

e Ctrl + Left — Hold down Citrl and click the left mouse button performs a ‘copy’ operation. A copy operation retains
the message in Outlook and creates a copy in SharePoint

e Right — The right mouse button will pop up a menu (see screenshot above) asking whether you wish to perform a
move or copy.
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From within an open email message you can use the ‘Copy to SharePoint’ button.

g & ¥ | Project AQDOL - Specification - Message (HTML) | = | = g

Message & 9
S 4 Reply 33 Move to: ? 3 S O
) x @ a Lt Move to é v % .

#

1| [

i=8 Reply All 5 To Manager .|| e ] — A"
Copy to %v Delete . - ) — | Maove Tags Editing| Zoom
SharePoint = (5 Forward & | & Team E-mail v MR T .
|| Recent Zoom
- Ficture Library (Contoso) e 9/03/2010 12:10 AM

4 Example Email Library (Contoso)

A 01. Contracts [oneplacemail.sharepoint.com\sites\Contoso\Example Document Library\Project 001)

Select SharePoint location... (2 ME)
| [wl] Project Specification.doc (13 KB)
Hi,

OnePlaceMail provides seamless Microsoft Outlook to SharePoint connectivity. Emails and/or
attachments can be placed into SharePaint by a simple drag/drop. All email attributes are automatically
captured.

Kind Regards,
Demonstration Userl

ﬁ See more about: Demonstration User1. A

Copy to SharePoint from an open email message
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1.2.2 Drag-and-Drop or Right Click Attachments Separately

You can also upload one or several attachments separately from the email message. Simply drag-and-drop the
attachments out of the email message into the desired SharePoint location or use the Right-Click Copy to SharePoint.

09 is Inbox - DemonstaationUserd @SCINAPTIC - Microsoft Outiook - E 2
PN Home  Send/Recewe  Foider  View  OneFlaceMad Attachments o @
e “l i x | | ;; ¥,
o> hl. H W U= |
Save Save All Remone Setect  Copy Show
As  Attachments Attachment Al Message
Actigng Selection Message
~ t
<
Tavontes Search Inbow iCt = » €
# DemonstrationUserl @SCINAPTIC A R D Received  + From Subjea Categorses sze V& M
L) mbax [ o 6 Mon 230372009 9:... tech3 Test Enad Message 21 8 z
J Drafts _J §Mon 230372009 9.... tech3 Test Emad with Pictures awms §
=] Sent lems 4 Mon 3032000 %.... tech3 Preject Requirements Workshop S
) Deleted e 4 & Mon 2303/2009 5;,.. techd Emad with 3 sttachments B Transterred to SharePomrt 137 18
@ Junk E-mad —J § Mon 2303/2009 %:... tech3 Upcoming progect B Transterred to SharePoint 33 KB
;ﬁ Qutbox % Wed 30002000 L. tech? RE: Project [nitistion Document [PID) - Review 98
() R85 Feeds 3 Wed 30/09/2009 2 techl RE Froject Inttation Document [PID) - Rewew 1068 Y i
B Search Folaers % Wed3009/20003:... tech2 RE Project Indtiation Document (PIDf - Review tw... 11 KB 2
% Fi131172009 710.. Demonstrabion User1  Example Emalt 68
“ . OrePlaceMail
= =Y Th 26/11/2009 &5.. Demonstration User 1 RE: Project Initiation Document [FID) - Review 12K8 Y
9 Deleted Rtems 4 Men 771272009 15,.. Demonstration Uier 2 RE: Test Email Message 10KB o
@ < My OneflaceMadt 3 Tweld12/2009 41, Demonstration User2  RE Project Inftistion Document (PID) - Review (w. K8 §
L. » Aschived Projects | Et TMEAOUALAT  Mamnnrtesbinm hnar G Duniest Tnibisbinm Dl som and IO Dnwémss 1axs TEES
-
45 > Conteso Humpback Whale jpg i‘
[ AOME Projects 26088
| Example Document Litrary [Contol 1024 ¥ 768
|l Example Emall Library (Contorey
ooy
4 Minimal View (Contosod | . e —— s P ~ 0 sasvy scxve oy "
j' * — #.ﬂ-. . Treejpg (756 X5} . Garden jpg (506 15} . Green SeaTurtle)pg B74 KB) & Humpdack Whale jpg (260 KE| >|
» Curtrers Projects o
G » Office 365 - Share Cance
4 > On.premise SharePoint
e -Recent -
sy - Ny OnePlaceMad (Recovered Fiies) |
23 Search Folden |
DemonstrationUizer2 @SCTINASTIC -
==
- See more sbout: tech3. [ -
IMusan- | @ ESE Y
| Mema 87 | Thws folder v last upaated oo £05/2018, £, Disconnected | 01 131 100

Drag & drop email attachments to SharePoint

== T P L_MJL_LUM‘ Email with 3 attachments - Message (HTML) (=] B [z
BN Message Attachments P e

e B X @

Open Quick Save Save All Remove Select  Copy Show
Print As  Attachments Attachment All Message
Actions Selection Message

File name: Project Initiation Document.doc
Size: 2T KB

Author: tech3

Last changed: Monday, 23 March 2009

|1 Message | Project Initiation Document.doc (27 KB) Research Proiectals M7 KRI [T Water lilies,jpg (86 KB

Save As
Save All Attachments...

Remove Attachment

i X HEC

Copy

Sl Select All

B

Copy Attachment(s) to SharePoint

Right Click — Copy to SharePoint

© Copyright 2014 | Scinaptic Communications Pty Ltd Page 24 of 137



Scinaptic | OnePlaceMail

1.2.3 Automatic Capture of Email Metadata for Emails and Attachments

OnePlaceMail automatically captures email metadata (To, CC, Subject, Category, etc...) upon upload. Email metadata is
captured for both transferred emails and for attachments transferred separately from the email. The email metadata along
with any additional metadata is captured and is available in SharePoint for creating views. The metadata is also indexed

for search purposes.

1.2.4 Support for Libraries/Lists

OnePlaceMail supports SharePoint libraries (Document/Picture), lists (Tasks, Issues, Contacts, Events, Announcements
and Custom lists), library folders and document sets as destination SharePoint locations.

© Copyright 2014 | Scinaptic Communications Pty Ltd Page 25 of 137




Scinaptic | OnePlaceMail OneePlaceMail User Guide 6.6

1.3 Step 2: (Optional) Display Save to SharePoint Window

Optionally, the Save to SharePoint Window can be displayed when saving content to a SharePoint location.

The Manage My OnePlaceMail Folder Settings area is where you enable/disable the Save to SharePoint window for a
specific location.

The Save to SharePoint window allows the completion of additional SharePoint metadata.

' ™

OnePlaceMaiI-Saveto SharePoint = '] =] || 52 |

Location I 3] Example Document Library (Contoso)

=4 - My OnePlaceMail -

__— | > Archived Projects Properties Location Content
=+ > Contoso
-l ACME Projects Content Type Project Document =
(#-123] Example Document Library (Contoso)
(+)-{:3] Example Email Library {Contoso) Use Email Subject/Filename as Title value
L‘E! [:3] Minimal View (Contoso) )
(#-/53] Picture Library (Contoso) Title [Auto Set]
#-1 ] > Cument Projects
(i) > Office 365 - SharePoint Enterprise Keywords
[#-1_| > On-premise SharePoint
-4 - Recent - Example Choice [Red ,J
(-1 - SharePoint -
Required Text *
Example Date 2210212012 [E~
Region » Manly
bl T &
Suggestions
Exiemple L ook Bondi [Region:Australia:NSW]
< | 1] | »
Files [~4RE Test Email Message 1rlaspdjmsaq (25.5 KB); Show more... Manage Files

[] Overwrite Existing Files?

e

Managed Metadata with full type-ahead
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1.3.1 Save to SharePoint Window

If enabled for the location in the Manage My OnePlaceMail Folders, the Save to SharePoint window will be presented
when saving content to the location. The Save to SharePoint window is a highly powerful and efficient process for
capturing additional filing information as defined by the destination location.

Location My OnePlaceMail

The selected location from My OnePlaceMail is Your defined SharePoint locations are listed in the left tree structure.
displayed as a link in the Location area.

The ‘ - SharePoint - ’ folder at the bottom also allows you to select
The text is a hyperlink which will open a web other locations from within your SharePoint environment. This folder
browser to the SharePoint location. can be disabled.

Bl onert ail - Save to SharePoint o (=10 J

s @ Properties
| - My OnePlaceMai - / The SharePoint Columns for
{1 > Archived Projects Properties ocation Content the selected location and
=14 > Contoso Content Type are available for
@ﬁ ACME Projects Gmem Type [Projed R ? completion at the point of
(+)-{3] Example Document Library (Contosq) saving to SharePoint. This
EJ {:3] Example Email Library (Contoso) [¥] Use Email Subject/Filename as Title value includes the full type-ahead
(#)-3] Minimal View (Contoso) capability provided by
#)-{53] Picture Library (Contoso) Title [Auto Sef] enterprise Keywords and
G- > Cument Projects ; Managed Metadata Columns
G- > Office 365 - SharePoint ke ey wonis in SharePoint 2010.
[#-1_] > On-premise SharePoint
[-{3) - Recent - Example Choice [Red - r
[-{z% - SharePoint -
/ Required Text *
Example Date 220272012 [E~v
Region « Manly
o T
Suggestions
Example Lookup

Australia:NE

W Y,

< | m | »

Files =4 RE Test Email Message 1rlaspdjmsq (25.5 KB). Show more... Manage Files

[] Ovenwrite Existing Files?

R
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1.3.2 Copy Metadata from an existing Item

To streamline data entry, right click on an existing SharePoint item and copy metadata as the default for current files being
saved.

Location Content

The Location content tab provides the ability to view the
existing items in SharePoint for the selected location in
My OnePlaceMail.

B onePlaceMail - Save to SharePoint [ o [ |[=ss]

Location |_JIDTC==M

=121 - My OnePlaceMail -

iiT3 > Archived Projects Properties Location Content
L—i_|--1 | = Contoso 1 T 1 =
- N T Modified
- §H ACME Projects (" Name _— ! )
|_:_|__1| Bample Document Library (Contoso) | b=d Email with 3 attachments_1r0lhd4umsg  msg 21/02/2012 5:55:59 PM

Project 001 =4 RE_ ProjectInitial™ — . T TT T2 5502 PM
{1 01. Contracts Replace this item in SharePoint

{4 02. Comespondence
£ 03. Plans Use this item’s properties as default
{3 04. Financials

-0 Project 002

-3 Project 003

[+ 23] Example Email Library {Contoso)
[+ 2] Minimal View {Contoso)

[#-{a] Picture Library (Contoso)
[#-1_| » Cumrent Projects '\_ _/
[+ = Office 365 - SharePoint

[#-__| = On-premise ShareP
[+~ - Recent -

[+-{a - SharePoint -

Files

The Files area provides a list of the files being saved to SharePoint.
The Manage Files link provides the ability to rename files prior to saving into SharePoint.

By default, OnePlaceMail performs duplicate checking of emails. For example, if an email
is sent to 5 people, it will not be saved to SharePoint in the same location 5 times.

| »

Files I,-_gTest Email Message Triihckr msq (299.5 KB} ) Manage Files

| Owverwrite Existing Files?

[ Save J[ Cancel
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1.3.3 Replace an existing Item in SharePoint

Often you receive email attachments which have a different name to an existing file you would like to replace in
SharePoint. Using OnePlaceMail, you can simply right-click on the existing item you would like to replace and select
‘Replace this item in SharePoint’. This will rename the file being saved to be the same as in SharePoint.

”

OnePlaceMail - Save to SharePoint =RE=R =

Location IQ M. Contracts (oneplacemail.sharepoint .com‘sites\Contoso Example Document LibraryProject 001)

=2 - My OnePlaceMail -
| = Archived Projects Properties Location Content
t]-|__| > Contoso -
[+ ] > Cument Projects Alome Type Modified
[ ] » Office 365 - SharePairt =4 Email with 3 attachments_1r0lhddumsg msg 21,/02/2012 5:55:55 PM
B0 > On-premise SharePoint {21 RE_ProjectInitiation Document _PID__... msg 21/02/2012 5:56:02 P
- Recent -
3] 01. Contracts (oneplacemail sharepaint .ci @ FIDdoc daoc 24/02/2012 2:27:52 PM
23| Example Document Library (Contosa) Replace this item in SharePoint
{11l Tasks {oneplacemail sharepoint com\site o % .
3] Example Email Library {Contoso) |Jse this item's préperties as default
[+-1.58/ - SharePaint -

File | Attachment will be

renamed to PID.doc

4| 1 | 3 il

Files (ﬂ@ Project Initigtion Document doc (3.5 KB) ) Manage Files

[] Owerwrite Bxisting Files?

[ Save ][ Cancel

Replace item in SharePoint (Save As / Rename) and version item if enabled
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The user will be presented the option to use the existing item metadata as default for the new file being saved.

e

OnePlaceMail - Save to SharePoint [= @

Location IQ M. Contracts (oneplacemail.sharepoint .com‘sites\Contoso Example Document LibraryProject 001)

=2 - My OnePlaceMail -

| > Archived Projects Properties Location Content
= Cont .
z }CLII'I‘E::IOPI'OJEdS Name Type Modihed
| = Office 385 - SharePoint b=d Email with 3 attachments_1r0lhddumsg msg 21/02/2012 5:55:59 PM
{1 > On-premise SharePoint [~ RE_ProjectInitiation Document PID__.. msg 21/02/2012 5:56:02 PM
- Recent -
[E3] 01. Contracts {oneplacemail sharepoint of | ] PID.doc doc 24/02/2012 227:52 PM
{3 Example Document Library (Contosa)
{[1] Tasks {oneplacemail sharepoint com'site
{3] Bxample Email Library {Contoso)
[+-1.8l - SharePaint -
SharePoint Properties E3

B Do you wish to use this item's properties as the default values in the

) 'Properties’ tab?
Yes g [ MNo

4| 11 | k

Files IIE__] PID.doc (235 KB) Manage Files

[] Owerwrite Bxisting Files?

[ Save ][ Cancel

Use existing metadata as defaults
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1.3.4 Other SharePoint locations

SharePoint locations not defined in the My OnePlaceMail area can also be selected by clicking on the * — SharePoint -’
folder in the tree navigation.

OnePlaceMail adheres to the SharePoint security settings defined for sites, libraries, lists and folders. Therefore, you will
only see locations you have access to view.

B OnePlaceMail - Save to SharePoint = |25

Location |_f| Calendar

| - My OnePlaceMail -
| > Archived Projects Properties Location Content

| > Contoso

~ > Current Projects Content Type Event —
| »Office 365 - SharePaint

i B+ = On-premise SharePoint

--1 | - Becent -

- SharePaoint - \
i . Click to Add SharePoirt Connection...
- § http://vs-serverd®

Bﬂﬂ https://oneplacemail sharepoint.com /site
_ﬂ Announcements

& B

_._1| Bxample Document Library

_._1| Bxample Email Library

23] Form Templates 4
_._1| Minimal View
3] Picture Library Category @ -
[H-{2a] Site Assets
[-[3] Style Library
_ﬂ Tasks

\_ -3 ACME Projects _}i

Title * RE: Project Initiation Document (PID) - F

Location
Start Time * 24/02/2012 8:38 AM [E-
End Time * 24/02/2012 8:38 AM [E

Description -

Specify your own value:

1 | 1 | [

Files =4 RE Project Initiation Document PID  Review 1r159mnp msg (25.5 KB) Manage Files

[ Save ] [ Cancel

Browse SharePoint (security trimmed)
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Add SharePoint Connection

You have the ability to add a new SharePoint connection using the link provided under the * — SharePoint - folder in the
tree navigation.

-

OnePlaceMail - Save to SharePoint [= @

Location | 1] Calendar

=2 - My OnePlaceMail -
| = Archived Projects Properties Location Content

| = Contaso

| » Cument Projects Content Type Event =

| »Office 365 - SharePaint
1| » Onpremise SharePoint

- - Recent -

L) - SharePoint -

Title * RE: Project Initiation Document (PID) - F
Location

Start Time * 240212012 8:38 AM B~

il ok it i

Add SharePoint Connection @

_,ﬂ Announce
[[1] Calendar

23| Example O
4| BExample B
_-‘ll Form Tem ﬂl How do | add SharePoint connection?
F-{3] Minimal Vi
(3] Picture Lib a
i3] Site Asset [ ok || cancel |
[H-{z3] Style Lib
-1 Tasks

=-§H ACME Projects

URL: http:/sf Test

4 | 1 | 3

Files =4 RE Project Inttiation Documert PID Review 1r159mnp msq (25.5 KB Manaae Files

[ Save ][ Cancel

Add SharePoint Connection
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1.3.5 Recent Locations

The Recent Locations area allows you to select a SharePoint Library, Folder or Document Set to save content.

OnePlaceMail - Save to SharePoint o (&[5
Location IQ 01. Contracts (oneplacemail sharepoint.com‘sites Contoso\Example Document LibranProject 001}
=2 - My OnePlaceMail -
iwl_| = Archived Projects Properties Location Content
| = Contaso
) > Cumertt Projects Content Type Project Document -
| »Office 365 - SharePaint
[ > On-premise SharePoint ) —
- Title RE: Project Initiation Document (PID) - F
=15 - Recent - J (FID)
[EeT] 01. Contracts (oneplacemail sharepoint.ci Enterprise Keywords
3] BExample Document Library (Contoso)
_,ﬂ Tasks (oneplacemail sharepoint. com’site Example Choice fod -
i{{3] Bxample Email Library {Contosao) |
TR - SPareFonE - Required Text *
Example Date 28/02i2012  [E
Region Mankhy
\;;‘J
Example Lookup SharePoint Conference Preparation
m
4| 11 | k
Files =4 RE Project Initigtion Document PID  Review 1r159mnp.msq (25.5 KB Manage Files
[] Owerwrite Bxisting Files?
[ Save ] [ Cancel

Save to a recent location
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1.3.6 View location in SharePoint

The Location provides a link to open a web browser to the current location.

This is useful if you would like to perform actions in SharePoint such as creating folders or modifying content prior to
saving new items into SharePoint.

New folders created via the popup window will be shown immediately within the Save to SharePoint window when the
browser is closed.

B sherepoint o to s
/ 2
" S 3 Contoso » Picture Library » All Pictures
” — Ilke R ags
r %
B CnoblaceMat - Saveto 9131(90)', Mome  ACME Projects All Sites - p €
Location [_a hmn.l.m] New = Upload +  Actions s Settings « View: All Fictures «
My OrePlaceMal Lbranes
> Archived Projects A Example Document
= > Cortoso Library
4+ il ACME Propacts ¢d Example Email Library 3
B Exrple Document Lismy Cortos) Minimal View
&) 3 Example Emal Lbrary (Contoso) ™ it
#1123 Mwmal View {Cordoso)
413 Pcture Librry (Cortioso) Dol Pictures
+-00 > Cusert Projects
i (0 > Office 265 - SharPornt | S
£ > Ongpremise SharePoirt
+-1d - Recent - Lists e
+-ig§ - ShaePort - s Green Se =
ke Calendar
asks
Ay
4 Recycle Bin
al All Site Content
« - b
. m ’
Fles = Graan Sea Turte g (369 85 KH) Marce Fles
Overante Bxsting Fles?
Seve || Coel

View SharePoint location content from Save to SharePoint window
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1.3.7 Properties

The Properties area allows the efficient completion of SharePoint metadata.

Wieermmiss fow b b

Properties Location Content

: \ J|  Content Type (Project Document =

e by et V| Use Email Subject/Filename as Tile value

4

Title [Auto Sef]

Enterprise Keywords

Example Choice | Red =

Required Text *
Example Date

Region

Example Lookup

Classify content: Complete SharePoint Library/List metadata (Columns)
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Content Type

The Properties (columns) change depending on content type selected (drop-down). Any column or content type changes
made in SharePoint will be instantly available in the Save to SharePoint Window.

Froperties Location Content
Content Type Project Document
Project Document *
Title Email Correzpondence

Enterprize Keywords

Select Content Type

Properties

In the Properties area, you can see the list of columns defined in SharePoint for the selected location. The columns in
Properties change according to the selected Content Type. Any column or content type changes made in SharePoint will
be made available in the Save to SharePoint Window.

The column metadata, along with the automatically captured email attributes are saved with the new items created in
SharePoint. This information can be used within SharePoint to create views and is also indexed and used when searching
for content in SharePoint.

Automatically set email subject or filename as Title column value

OnePlaceMail by default sets the Title Column value to the email subject or filename (in the case of attachments). If
desired, you can deselect the Use Email Subject/Filename as Title Value box to enter your own Title value.

|Use Email Subject/Filename as Title value

Title [futo Set]

Set Title of SharePoint Items to Email Subject or Filename
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Required Columns

OnePlaceMail prevents items being uploaded to SharePoint where Required Columns have not been completed.

Required Information is denoted by an asterisk. A warning is also provided with a red exclamation mark O beside the
field if no information has been entered and an Invalid Input window will appear.

Required Columns are indicated in the Save to SharePoint window with an Asterisk (*).

-

m OnePlaceMail - Save to SharePoint = || = ]| ER
Location |__1| Bxample Document Library {Contoso)
=12 - My OnePlaceMail -
| » Archived Projects Properties Lecation Content
i) > Contoso
ﬁﬁ ACME Projects Content Type Project Document -
R [EE Bxample Document Library (Contoso)
_._1| Example Email Library (Contosa) Use Email Subject/Filename as Title value
_._1| Minimal View {Contoso)
[e-[E3] Picture Library (Contosao) Title [Auto Set]
{1 » Cument Projects
-] = Office 385 - SharePoint Enterprise Keywaords
-] » Onpremise SharePoint
-5 - Recent - Example Choice Red vl
{5 - SharePoint -
Required Text * 9
Example Date 24)02/2pn 0
Invalid Input \EI
Region Mankhy
I_\ You have invalid input.
Example Lookup -
1 | 1] | »
Files ‘__ﬁTest Email with Pictures 1rllhcls msqg (2.01 MB); Show mare. .. Manage Files
[T] Owerwrite Bxisting Files?
Save ] [ Cancel

Validate content prior to saving into SharePoint

Tip: OnePlaceMail also fully supports SharePoint 2010 list level validation (OnePlaceMail Enterprise Edition only)
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Enterprise Keywords

Enterprise Keywords and Managed Metadata columns can be completed using the full type-ahead capability into the
terms/taxonomy store of SharePoint.

-

OnePlaceMail - Save to SharePoint = @
Location IQ Bxample Document Library (Contosa)
=20 - My OnePlaceMail -
{ | > Archived Projects Properties Location Content
i | »Contoso
§ ACME Projects Content Type Project Document -
[+-{:3] Bxample Document Library {Contoso)
23] Example Email Library {Contoso) Use Email Subject/Filename as Title value
3] Minimal View (Contoso)
F-{E3] Picture Library (Contoso) Title [Auto Set]
[+ = Cumrent Projects
-4 = Cffice 365 - SharePoint Enterprise Keywords  fi]
M- = On-premize SharePoint Suggestions Create new
B - Recent - Example Chaice France [Region]
[+-{a - SharePaint - Friday [Weekdays]
Required Text *
Example Date
Region
\;;‘J
Example Lookup 0
1 1 | »
Files [:~d Test Email with Pictures Trlihcls msa (2.01 MB); Show more... Manaqe Files
[] Owerwrite Exsting Files?
[ Save ] [ Cancel

Enterprise Keywords — Type-ahead capability

If the Term Store has been configured as an open terms store, you will have the ability to create new Terms in the event
the Term you are looking for is not available.

Enterprize Keywords fr|

—
Suggestions [r Create new |
Example Choice France [Region] A 7
Friday [Weekdays]
Required Text *
Example Date
Region
\;‘-"J

Create new Keyword Terms
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Managed Metadata

Managed Metadata columns also provide an efficient type-ahead capability for locating Terms.

-

m OnePlaceMall - Save to SharePoint [[= '@
Location I 3| Bxample Document Library (Contosa)

B-Ea - My OnePlaceMail -

i ) » Archived Projects Properties Lecation Content
EI1_, > Contoso
-§ ACE Projects Content Type Project Document -
43| Example Document Library {Cortosa)
43| Bample Email Library (Contoso) Use Email Subject/Flename as Title value
3] Minimal View {Cortoso)
[-{3] Picture Library (Cortoso) Title [Auto Sef]
-] = Current Projects
G| = Office 365 - SharePairt Enterprise Keywaords
{1 » Onpremise SharePoint
(-2 - Recent - Example Choice Red -
[+-{8/ - SharePairt -
Reguired Text *
Example Date 241022012 @
"E;giun Mankhy \
§ 2
Suggestions

Example Lookup Sacramento [Region:USA:California)

Salt Lake City [Regien:USA:Utah]
attle [Region: USA

Se
Shoreline [Region:USA:W
So
So

uth Carolina [Region: US.

uth Diakota [Region:USA Washington]
4 [ | b K
Files |:—d Test Email with Pictures 1rllhcls.msqg (2.01 MB). Show more... Manage Files

[] Owerwrite Bxisting Files?

[ Save ][ Cancel l

Managed Metadata — full type-ahead
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Alternatively, you can browse the Term Store or Create a New Item if the Term Store and Column has been configured to

allow this capability.

B select: Region ==
Please seed 2 vabos o the optors beliw Add Hew Tem
\!
-_-1'5"“"
—
OnePlacebsil - Saveto SharePoint =
. Mewiten  South Cainl '* 0K Coeel |
Leszalion [_umm.mw * Thes rerm forr sl b cowated ureder e ssbactedd dem i tha tres helow
=1 [0 - Wy OrePlacaisd - = e -
L = Archrend Proects Proparties Location Comtent T f—
» Conluss Charvma;
7§l ACME Proyects Comdeand Type: Frogect Document - * Fraree
+-|.13) Ewmmple Document Libeary Coniosc) I' J [ AR
13| Exarmple: Email Libary {Conbosa) [¥] Use Enal Subject Flename s Toe vale Hormay
¥ [13] Minimal View [Contosal ¥ UK E
- 43) Ficture Librery IConines) Tie ALY LEA
] » Cument Proects Calfomris
#- = (ffice 35 - ShorePoint Enberrise Keywords Tz
4 > Drvprresn Shaee Pord Uz
i - Repent - Exairaple Chiscs Red 'l "
Ll - Shown Point - Coborada
Feeguired Teat * Kengagate
* Redmond
Exareple Dale iz [ (] Sesids -
I
Rigen Wk 1 | Geect || Corcs
Exampie Lookup
. Al 3
Fies 3 Tos Ervesd with Pictyees iy meg (7 01 MBE Showmom Harags Fies
| Drwmewibe Exiling Flss?
[ swe ][ conce |

Managed Metadata —

Create New Item

Tip: OnePlaceMail supports Multilingual terms stores with full type-ahead capabilities
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Lookup List

OnePlaceMail provides a full type-ahead capability for SharePoint Lookup columns (similar to Enterprise Keywords). This
can significantly streamline the process for completing metadata.

Example Lookup s |
Suggestions

SharePoint Conference Preparation
SharePoint Las Vegas

g (Z2.01 MBY, Show maore...

SharePoint Lookup List — Using full-type ahead capabilities

Select a List Item

In addition to the type-ahead capability, you can also use the selector icon to launch the select lookup window. The
window allows for both the selection and type-ahead capability for locating list items. The screenshot shown below is for a
multi-value lookup column.

B select lockup value ===}

1 Y Plaasa saarch for of skt values from the oplions below
or cresie 8 new ook Bem

Properties Location Content
i< Do
Corlenl Typa 'mpmnw |
= Project Spechcation Prolect Spechication
F] Lse Emai SubjectFienama 53 Tite vaus —
Tile — | < Ramowe
| 4 Remaove Al

Exmpls Choice Catagory 1 - —
Exampie Text "
Exampie Date ¥ G-
Customis Nufitie' '

I
Entergrise Keywords '
Example Nanaged ey '
Wetadatn '
Wil Lookup f

Lookup List (multiple select) — with type-ahead filter
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Create a new List Item

OnePlaceMail provides the facility to create new list items (if you have the security access to create new items) during the
save to SharePoint process.

This streamlines the save to SharePoint process in the case of an item not being available in a list.

. Select lookup value

. B create Listhe ‘-]

Cortent Type
T -

Fropediss
Tithe ®

Predecessors
Priority (2) Normai -

Stalus | Mot Starbed -

% Compizte %
Assgned To T.

Descriplon

Star Dale SN0 b

Dwe Date (L

Lookup List — Create new Item

The Lookup Column could retrieve values from a Task List, Issues List, Events, Announcements, Custom List, etc... The
new list item will be instantly available in the list without the need to interrupt the upload process.
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External Data Column (Business Connectivity Services)

OnePlaceMail works with your existing SharePoint 2010 Business Connectivity Services (BCS) configuration. There is no
additional configuration necessary. This screencast showing ‘How to use Business Connectivity Services from within
Microsoft Outlook’ demonstrates OnePlaceMail using an External Data Column.

To select an item from your External System using the External Data Column, you can either resolve the value entered or

perform a search.

If the value entered is resolved and shown to be unique, no further selection is necessary. However, if multiple matches
are located you will be presented with a window where you can select a value from the multiple matches. You also have

the ability to sort the list and/or filter the content further using the Column filtering provided.

Client 'E_‘J 'l:'l

Multiple matches were found. Showoptions...

Fox

External Data Column — Resolve with Multiple Item Matches

External Data Column — Select from multiple matches

© Copyright 2014 | Scinaptic Communications Pty Ltd

OnePlaceMail - Save to SharePoint = =
1
Location ‘J Example Library (Home\Contosol Choose Client (5]
[=-{2) - My OnePlaceMail -
| > Archived Projects Properties Location Content Find First Name + Fox o)
| BE> Office 365 - SharePoint
¢ EHL > SharePoint On-premise Content Type Project Document - d First Name Last Name State Type Created
: -4 Acme
{11 Calendar (Home\Contose) Use Email Subject/Filename as Title value v v K v v
[2a] Example Library (Home*Cartoso) - .
23] Picture Library (Home'\Contoso) Title JAta 51 1611 Fox Ephram VIC Client 6/4/2012 12:00:..
-1 Tasks (Home"Cortoso) 25209 Fox Semele WA Client 9/25/2009 12:0...
£ -Recent - Example Text * 27698 Fox Olav AcT Lead 6/13/2009 120..
{5 - SharsFoirt -
Example Chaice Category 1 - 66059 Fox Buckels WA Client 1/27/2005 129...
87829 Fox Donielle NT Lead 8/4/2002 12:00:..
Example Date 10082012 G~
Enterprise Keywords ’
’
Client Fox LR Y
Multiple matches were found. Show options ,
Managed Metadata “3
Employee 8, W
Task Lookup i}
Customer Number
Files | 4RE Proiect Initiation Document (PID) - Review (with Budgetl. msa (28.5 KB), Show more.. Manage Files
"] Overwrite Existing Files?
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The option to perform a Search across your external system is provided by clicking on the 2" icon. This will present the
External Data Column Picker window where you have the ability to search for the appropriate entry. In a similar manner to
the resolve (where multiple entries exist), OnePlaceMail provides the ability to sort and further refine the search results.

[ OnePlaceail - Save to SharePoint 5B choose Client S
Location ‘J Example Library (Home'Contosal p—
Find  Last Name v fox ye)
=123l - My OnePlaceMail -
i+ > Archived Projects Properties || Location Cantent i First Name Last Name State Type Created
- > Office 365 - SharePoirt
=] -\_,;t;harerm On-premise Content Type Project Document - i i A n v v v
Acme
: 44680 Karaly F NSW Client 7/6/2007 12:00:..
{[[1] Calendar (Home\Cortosa) Use Email Subject/Filename as Title value aroly o e !
3] Bxample Library (Home"Cortosa) 53294 Risser Fox NSW Lead 7/13/2006 120...
(k3] Picture Library (Home\Contosa) Title [Auto Set]
: L 77220 Al Foy NT Lead 10/20/2003 12:..
[ Tasks (Home\Contoso) ea * 2 20
{E0 - Recent - Example Text * 79575 Charline Fox NT Lead 7/14/2003 120...
1§ - SharePoirt -
Example Date 1e201z G ’
4
Enterprise Keywords /
L
Client & Ee
Managed Metadata L]
Employee & mw
Task Lookup ]

Customer Number

Files ‘ 4RE_Project Initiation Document (PID) - Review (with Budgef] msq (285 KB,  Show more.. Manage Files

[] Overwrite Existing Files?

External Data Column - Search and Filter
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People and Groups Column

The People and Groups SharePoint Column provide the ability to both Resolve and Search for entries.

To resolve an entry, simply type the name/group and select the Resolve button. Alternatively, you can hit Enter. If you
find a unique match, the Person/Group will be selected.

B OnePlaceMail - Save to SharePoint B =5
Location || Example Library (Home\Contoso)
B2 - My OnePlacsMail - Chaose Employee (=1 & o]
3 > Archived Projects Properties || Location Content
() > Office 365 - ShareFoint . 2
=20 > SharePoirt On-premise Content Type Project Document A
g8 Aame Display Nai Department Tl Email Account Na
LL]] Calendar (Home \Cortoso) se Email Subject/Filename as Title value CsEms STTE tie e count Name
3] Example Library {Home\Cortoso) ¥ 7 v ¥ v
(3] Picture Library {Home*Contoso) Title [Auto Sef]
[ Tasks (Home\Cortosa) scinapticitech2 tech2@SCNAPTIC  SCINAPTIC\tech2
1) - Recent - Example Text * scinapticitech? tech7@SCINAPTIC  SCINAPTIC\tech?
- SharePairt -
Example Choics Catagory 1 - techl tech1@SCNAPTIC  SCINAPTIC\techl
tech10 techl0@SCINAFTIC  SCINAPTIC\tech10
Example Dat -
ample Date 1oz01z § techil techlL@SCINAPTIC  SCINAPTICtechil
Enterprise Keywords techl2 tech12@SCINAPTIC  SCINAPTIC\techl2
tech13 tech13@SCINAPTIC ~ SCINAPTIC\tech13
Client w ®
tech1d tech14@SCINAPTIC  SCINAPTIC\ech1d
Managed Metadata = tech3 tech3@SCINAPTIC  SCINAPTIC \tech3
Employes scinapticsch? techd techd@SCNAFTIC  SCINAPTIC\techd
tec 8, W
Multiple matches were found Shu.uugnons.’
Task Lookup ul
Customer Mumber -
Files | "4 RE Project Inifiation Document (PID) - Review (with Budoet).mso (285 KB). Shaw more.. Manzge Files
[] ©verwrite Existing Files?

People and Groups — Resolve

Alternatively, you can search for People and Groups using the People/Groups picker provided. This will allow you to
search, sort and further refine your results to select an entry.

B OnePlaceMail - Save to SharePoint B =
Location [|23] Example Library (Home\Contosc) | )
Bl Choose Employee [ BN
=25 - My OnePlaceMai -
£ > Archived Projects Properties | Location Content = yo
{2 > Office 365 - SharePoint =
52 > ShareFeint On premise Content Type Profect Document -
28 Acme Display Name Department Title Email Account Name
[ Calendar (Home"Cartosa) Use Email Subject/Filename as Title value A v v v T 7
(3] Example Library (Home\Cortoso)
[53] Picture Library (Home"Contosa) Title [Auto Sef] techl tech1@SCINAPTIC  SCINAPTIC\techl
I Tasks (Home\Cortoso) tech10 tech10@SCINAPTIC  SCINAPTIC\tech10
- Recent - Example Text *
- SharsPoirt - techil tech11@SCINAPTIC  SCINAPTIC\techll
Example Chaice Category 1 ' techi2 tech12@SCINAPTIC  SCINAPTIC\techi2
Example Date ez G- techi3 tech13@SCINAPTIC  SCINAPTIC\techl3
techis tech14@SCINAPTIC  SCINAPTIC\echld
Enterprise Keywards
Client LI
Managed Metadata 2
i
Employes scinapticitech? 1
g w
Task Lookup ] OK

Customer Number

Files ‘JRE Project Initiation Document (PID) - Review (with Budget).msq (285 KB);, Show more.. Manage Files

[] ©verwrite Existing Files?

People and Groups — Search, Sort and Refine
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1.3.8 Files

Manage Files

Prior to saving files to SharePoint, you have the option to rename any files within the Manage Files area. By default,
OnePlaceMail provides duplicate checking of emails by uniquely identifying emails that have been sent to multiple
recipients.

Files Q_q RE Business Reguirements Workshop vfObg5.meg (30 KB); [—d process documents vflago msg (77.5 KBl Show more... Manage Hles)

[] Overwrite Exsting Files?

[ Save ][ Cancel ]

The Manage Files provides a list of the files you have selected for saving to SharePoint. This is especially useful if you
are saving several items. While you are completing additional filing information, you might want to remind yourself which
files you are currently saving.

m Manage Files to Save = '@
1. ezt Email with Pictures_1rllhclz MSg
2. Project Requirements Workshop_1r0lhcrs .MSg
3. Email with 3 attachments_1rhd4u Msg
OK || Cancel

Manage Files — option to rename

OnePlaceMail validates a filename has been entered. If the filename field is empty and you click the Save button,

OnePlaceMail will not allow the upload. You will see a red exclamation Omark at the respective filename field and the
Invalid Input window will appear. To resolve the error, simply click OK and type in a filename for the file that is marked
with the exclamation mark.

OnePlaceMail provides a number of file naming conventions to meet different business requirements (see Administrator
Guide). The default naming convention is configured to perform email duplicate checking. Therefore, OnePlaceMail will
detect if the email has already been transferred to SharePoint. The filename format is:

Email Subject + a hash value of the following [Email Subject, Sender Name, Sent Date/Time]

Refer to the Administrator Guide for filename format options.
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Overwrite Existing Files

OnePlaceMail will not override an existing file in a SharePoint location unless the ‘Override Existing Files’ option is
checked in the Save to SharePoint window. If the option is checked, the original file will be overridden and managed
according to the SharePoint configurations.

Files |_g RE Business Requirements Warkshop vf0bg5msqg (30 KB): [—J process documents wilago.msg (77.5 KB, Show more... Manage Files

(1:| Owerwrnite Edsting Hles'?_)

[ Save l[ Cancel ]

If versioning is enabled in the target document library and the option Overwrite Existing Files is selected, the file will be
uploaded as a new version of the existing document with the same name.

If versioning is not enabled and this option is selected, the file will be uploaded, replacing the one of the same name in the
target document library.

If a document library has the versioning setting Require documents to be checked out before they can be edited? you
will be unable to overwrite the existing file. If the file is already checked-out by someone else, you will also be unable to
overwrite it.
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1.3.9 Navigation Tree - Filter locations with type-ahead

The navigation tree provides the ability for type-ahead to help make finding and selecting a location more efficient.

This navigation tree is used consistently across the Save to SharePoint window within Outlook, Windows Explorer, and
Office applications, and also within the Insert from SharePoint, Open from SharePoint and Outlook style experience when
browsing SharePoint from Outlook

When you select a node in the navigation tree, such as a document library containing document sets or folders, there is
the ability to start typing the name of the document set/folder for which you would like to select. The list of document
sets/folder are filtered as each character is typed. This provides an efficient method for selecting a specific location.

Find location in hitp://appserver-2013/contoso/Legal Mat @

-3 - Favorites -

L > Contoso Locations

Bl_. - Corporate Locations -

| Knowledge Management

El-w_. Legal Case Management
_.JI 01. My Cpen Matters

53] 02. Open Matters

3] 03. Closed Matters

J-1L3] 04. All Matters

-

----- [0 Matter 00177
----- [0 Matter 00277
----- @ Matter 00377
----- @ Matter 00477
----- [0 Matter 00577
----- @ Matter 00677
----- @ Matter 00770
----- [1] Matter 0771

Type-ahead filtering for the select tree node — example: 77 (using ‘Contains...” option)

The same type-ahead filtering is available at every node in the tree. For example, when selecting a Site, List or Folder.
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By default the filter works using the logic of ‘Starts with’. This can be modified to be a ‘Contains...” within the
OnePlaceMail Settings Window or set centrally as a configuration option for all users.

My SharePornt | Outiook | Preview | Ste Maibaxes | Save | Search | Launch | Credentials | Proxy | Licensing

Recent Locations
[¥] Show Recent Locations in Navigation Trese

The search service associated with the following site collection is used for farm wide search:
(®) First site collection added (defaulf)
() Specific site collection hitp//appserver-2013
() Disable search across site collections
Search query mode:
(O Keyword query language search (defaulf)
(®) Title property search

Location Fitering
@ How do | configure location filtering settings?

‘when filtering locations in the Navigation Tree use the following filter mode:
() "Starts with’ typed characters (default)

(® ‘Contains' typed characters

Settings for Location Filtering
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1.3.10 Navigation Tree - Search locations

The navigation tree search uses the powerful enterprise search and indexing capabilities of SharePoint, allowing the user
to efficiently find a location within SharePoint. For example, you can search for a site, library, document set and/or folder.

The navigation tree is available across a number of areas within the OnePlaceMail solution. Therefore, searching for a
location is consistent and always available.

If you have a node in the navigation tree selected, the search will be scoped to the selected node and any node at multiple

levels below the currently select node. If no node is selected within the navigation tree, the search can be configured to
search across the entire SharePoint farm.

Location Iﬁ - Flease select 2 location -

pmol ye!

=3 - Favortes -

E|1_| > Contoso Locations
Q] Document Library
Q] Email and Docs Librany
Q] Picture Library
[#1-11] Task List {Cortoso)

H-{:=| - Corporate Locations -

-1z - Recent -

-l - SharePoint -

=1---I+1

=1

Type a search query

Location I_ - Please select a location -

pmo i
Found 4 search results
[] Show details
=g pmo
- | PMO Motebook
[F- ] PMO - 5ite Assets

-3 PMO - Documents

View/select a location from the search results
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1.3.11 Create new folders/document sets from within Outlook

From within the navigation tree, there is the ability to create new folders and document sets.

Location | 3| 04 All Matters

Find location in hitp://appserver-2013/contoso/Legal Mat &

_ Properties Location Content
F-1:2] - Favorites - ~

=-1=] - Corporate Locations -

{_:j Knowledge Management Content Type Email Corre
L—__I{_:j Legal Case Management
&-[E3] 01. My Open Matters
Eg_i (2. Open Matters
-3 03. Closed Matters
o

Use Email Subject/Filename as’

Title [Auto Set]

&) Location: 04, All Matters

Open in web browser

Mew...

Refresh

Right-Click — New...
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B OnePlaceMail - Save to SharePoint = B

Location | o] 04. All Matters

Find location in http://appserver-2013/contoso/Legal Mat @
Properties Location Content
[#-1.2) - Favortes -

- Comorate Locations -
+-_) Knowledge Management
E||_| Legal Case Management Location |5 04 Al Matters
+|-{ 3] 01. My Open Matters
a| 02. Open Matters

3| 03. Closed Matters Content Type |LegaIMaﬂer

Title * |

Matter Status | New

Matter Mo |

Matter Type | Partnership

Description

Matter Team

----- ﬂ Matter 00026 ]

Files ILQF{E EDRMS Project 1r42dtfo.msq (151 KB); [~4RE_EDRMS Project 1r42¢503.msq (80.5 KE) Manage Files

[] ©verwrite Existing Files?

Scinaptic OnePlaceMail® Save | | Cancel

Create a new Document Set / Folder

Permissions to control who can create new document sets and folders is based on the SharePoint security permissions
and settings.
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1.3.12 Document sets enhancements

All columns within a document set which have been configured to automatically synchronize down/stamped on newly
created documents are supressed from the Save to SharePoint user interface. This removes confusion when completing
metadata upon saving content into a document set.

Matter Management » Matter 05550

Matter 05550

s Example description for the selected matter
ly
Title Matter 05550
" f"’ ' Matter No 05550
' Matter Type Corporate
Matter Team Demo User
Matter Status MNew

View All Properties
Edit Properties

SharePoint document set — with 2 columns being synchronized down/stamped on new items

Location | Matter 05550

Find location in http://appserver-2013/contosc ©
Properties Location Content
Q} Click to Browse All Locations
-3 04. Al Matters

%% ..Clear Filter:* 550 Content Type Project Document

Matter 00550
% Maﬂ: 05550 Use Email Subject/Filename as Title value

Title [Auto Set]

Example Choice |Green

Example Date 1042014 [E-

Select Person |

Project Location

Associated Task

|
Client [
|
|

Enterprise Keywords

Description

4 This location is within a document set...
> Matter 05550
U Example description for the selected matter
Ly

Wiew in browser

IL'-ﬁRE EDRMS Project 1rd42e503.msg (B1.5KB):  Show mare.. IManage Files

[] Overwrite Existing Files?

=

Save to SharePoint Window — with document set columns suppressed
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A new section on the Save to SharePoint window is provided, enabling the end use to view a description of the document
set and access the full properties of the document set within the web browser.

I e -2 comtewa Ligsl” 0= & s ntstrms 0830

Fie [ddé Vew Frosin Tock Help
e s 3 P
- rvvym— o wous [mn e | 3 Wy Pt
P . L
Rocoton [ s et D950 E:} # 1T Lt
o T3 i Matter Management . Matter 05550
o Dok i et A Lacaors
A M Mgt
% Coou ft Comtaat Tyos Bl Corepacertnmce - Hoerar Mater 05550
T, Mamar A . . . el el Do Loy Esiinghi: dinitrips. lor Wk falacad maties
o e Bt n g
= B S — g
Tisa I a5 L Tk Wamar L3300
- 08450
. s docur S Lot
[Ty ) » L
L | . ) o
e h i
. st Propertm
. _ .
.
.
€ »
aion -
rn ARE QRS Prosect Yebelolionyn G S0 frges mase Biangy Figy

Crararng Tuireg Faet™

Access document set information and content

© Copyright 2014 | Scinaptic Communications Pty Ltd Page 54 of 137



Scinaptic | OnePlaceMail

1.4 Step 3: (Optional) Display Upload Results Window

The Save Results Window presents a summary of the save status for each email/file sent to SharePoint. The potential
save status results are:

Successful

Successful & Checked-Out

Unsuccessful
OnePlaceMail - Save to SharePoint | o [-®@ |5
Save Results
w View Test Email with Fictures_1rlihcls.msg
v Wiew Project Requirements Wordshop_ Trillhcrh msg
w - - https://oneplacemail sharepoint com./sites/Contoso,/Example Document Library/Email with 3

File already exists in SharePoint

Close

Save Results (optional to display)

The Save Results window can be suppressed from displaying on a location by location basis in the Folder Settings area of
the Manage My OnePlaceMail Folder Window. If the save Results Window is suppressed, the window will still appear by
exception in the case of an unsuccessful save attempt for an email/file.
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The Save Results window also provides the ability to View the successfully saved Item Properties.

View Items

The newly created SharePoint library/list items can be viewed and if required, edited by clicking on the link in the Save
Results Window. This provides the opportunity to:

e Complete or modify any additional custom Column information directly in SharePoint as part of the save process
e Check-in any checked-out items
e Initiate workflow processes

. OnePlsceMail - Save to SharePoint o || =) 8
Sane Riesults
w aw Test Emai with Pictures_Wrilhcls mag
o Praject Requirements Werkshap _TrlherS meg
b4 5 ."!.-'l. bitres /nreriacemai o ir# rrm /stes Cnrtoen Framols Do ment |ibeeee Fral wih 3 )
SharePoint = ]

s ) Cut
H g "—JC&M x

Save  Cancel  Paste Delete
tem
Commit Clipboard Actions
Libranas Content Type Projact Document [=]
:IEI:;!:: & esameEr Mame * Project Reguirements Waorkshap_irdlhe .rmesg
Example Email Library ~ TiHe Email with 3 attachmants
Minimal View Enterprse Keywords |
rprise Keywords are shared with other rs and applications to allow for
ease of search and filtering, as well as metadata consistency and reuse
Pictures - -
Exarmple Choics Bed  [w]
Fecure Lsbrary
Reguired Text * e
Licks Exarmple Cale H2di2012 ._I? L
Calendar Region Manily; wd
Tasks Example Lookup AGM 2012

SharePaint Conference |

SharePoint Las Vegas
DiscLiss: L Add >

Tearn Dis SI0N

& Recycle Bin

o All Site Content

Creabed at 2/24/2012 4:38 PM by Admir
Created at 2/24/2012 4:38 PM by Ad Sae Cancal
L=t modified at 22472012 4: 38 P by Admin

View and edit SharePoint Item from Save Results
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1.5 Result: SharePoint Content - Direct from Outlook

Email messages are saved to SharePoint in the .msg format. Therefore, the email message and email attachments
integrity are retained. This format enables the email messages to be opened directly within Microsoft Outlook for
performing further actions such as replying or forwarding the email.

Email attributes are automatically captured and promoted to SharePoint Columns. If email attachments are saved
separately from the email, all the email attributes of the associated email are automatically captured and stored with the
attachment in SharePoint.

1.5.1 SharePoint Library

OnePlaceMail is a live connection to SharePoint. Therefore, all files transferred to SharePoint via OnePlaceMail are
immediately available in SharePoint. OnePlaceMail is not adding or removing any security, it is simply adhering to the
security defined within SharePoint.

Emails can be opened from SharePoint into Outlook by selecting the yellow mail ‘“Type’ icon (SharePoint 2007) or the
filename link in SharePoint 2010.
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1.5.2 Outlook Folder View - Standard

Content stored in SharePoint can be accessed directly from within Microsoft Outlook without the need to open a web
browser. OnePlaceMail extends the power of Microsoft SharePoint to Microsoft Outlook. Enhancements or specific
customizations made to SharePoint are made available directly in the Outlook interface, therefore promoting the adoption

of SharePoint across the enterprise.

To view content in a SharePoint library/list, click on the appropriate folder within the My OnePlaceMail area as shown in
the screenshot below. The default SharePoint view for the selected library/list (with the full SharePoint capabilities) will be
available on the right hand pane of Outlook.

The email message is stored in SharePoint in the native .msg format. All email attributes are available as SharePoint
columns and are available for creating views and for searching.

1

R
Fikt HaimE Sefd [/ RECEWE
oo [feesly Py

Mew  Wew

Eanail Bemp - dglunk”

Faworites

4 Cemanatrationls el @ SCINAFTE
| Inbsga
(A Daans
=1 Sent Rems
s Deleted emi

L@ honik E-mail
Llj Ouibeas
() &S Fewan
B Saarchs Faideri
# - Cralazetdail -
H Deteted em:
a Wy CinePiscekisi
» Anihimed Prajeiti
4[] » Canteian
L ACME Prajescts
4 Exampie Document Lisvary {Cante
3 Exampie Email Library [Contoso)
[ Mirirsal View (Conbeda)
[ Pecture Library (Caniaso)
» Cumvent Progedts
= Office 355 - Sharefoint
» Or-peemmise SharePaint

Fulder

Vigw OnePIBEksd

“m “m g(-

SrarePont - SharePoint = ShanePaint =

& Rubes - L4 Asdrevs Book
d Team .l
t Fnd

Documents

Contracts + Al

5 . Contoso + Example Document Library + ... 01

|

Email From Rame

Home | ACME Fropedts Al Sites

Librafies r Email Custe Email Ta
Example Documsnt
Likrary

“paam pendde umnadn o | .

Exal

RETT) ’ h -
-.‘_‘; 3 st y 4a
i : -

jlepy

=

Empil with 3 sttackenents - Meczage (HTHL)

*

| Wlonenoae  BH Categraine -
Mrree

» I Amisnd v W Fallow Up * "R

] [ Mesting
- e T
Repty  Reply Porward B pinge -
Al -

Senk  Mon Z303/2000 937 AM

Tasks il hunk -

* Recent From: mch3
[ Exampie Document Liseary [Canbede Ta Dersonsiraton Lser §
i Pachure Librasy (Comiass) ce
Subject Email with 3 attachments

i L. Contracts jonepissenail sharep
o

Fipi E TR .

AL LY

| Mesape = Project Initiation Docunentdor 29 Reseands Projedals
Opsring fie (100%]

D See more about: bechd

Open email message from SharePoint in Outlook

File Download

=

Do you want to open or save this file?

] Name: RENAME.msg
Type: Outlook Item, 60.5KB

From: vs-server39

Open ‘ _ Save Cancel |

V| Always ask before opening this type of file
g. While files from the Intemet can be useful, some files can potentially

harm your computer. |f you do not trust the source, do not open or
save this file. ‘What's the risk?

File open window
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To view attachments and the email body click on the mail icon.

The File Download Window may appear. It allows you to open
or save the selected email message.

Click Open to open and view the message and its attachments
directly within Outlook.

Tip: Deselect ‘Always ask before opening this type of file’
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1.5.3 Outlook Folder View - Minimal View

OnePlaceMail exposes the full power of SharePoint directly within Microsoft Outlook.

For some business requirements, you may only want to view the content of a library/list without the need for the top and
left navigation provided in a standard SharePoint view. OnePlaceMail provides the concept of a ‘Minimal View’. The
minimal view can be configured by the Administrator using standard SharePoint tools (See Administrator Guide) to meet
branding and functional requirements of the business.

For example, the screenshot below has the left navigation removed from the SharePoint view when accessed via Outlook.

] Meroostt Outhozk

.
-
=
S t Mrevmal View M g
B
Fome | AcHE Prope [ = > 9 !
£l Datx Nerrm SRS — - e g
]
£
rePaceniet
"W Octetst Rawy Yy
Hrormee roects A

SharePoint within Outlook — Minimal view option (override SharePoint default view)
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1.5.4 ‘Transferred to SharePoint’ Category

If emails are copied to SharePoint instead of moved, the copied emails are flagged with an Outlook Category to indicate
they have been successfully transferred to SharePoint. By default the Category name is ‘Transferred to SharePoint’
however this can be modified according to business requirements (See Administrator Guide).

£I| ,ﬂ 9 |= Inbox - DemonstrationUserl @SCINAPTIC - Microsaft Outlook = B =
File Home Send /Receive  Folder  View  OnePlaceMail = @
) - & = — =5 ., . a - / ¢ -
5 @ “lgnore x B }J ¢ .% B3, Mecting ) 5 b 3 Move to: 7 (23 Move [=4Unread/Read  Find a Contact
f=5Clean Up ~ i o L%. To Manager - &Rules - Categorize - [ Address Book
Mew  New Delete Reply Reply Forward B, pore ~ Copy to Move To Search = _
E-mail Tems - | & Junk - All @ SharePoint ~ SharePaint = SharePoint - | |2 Team E-mail | @onetote | ¥ Follow Up = | Filter E-mail =
New Delete Respond OnePlaceMail Quick Steps Fl Move Tags Find
> Favorites 4
Search Inbox (Ctrl=E) »2 4
4 DemonstrationUserl @SCINAPTIC =B 1| [ )0|Received From Subject Categories siee v |~ [
5] Inbex =4 @ Mon 23/03/2009 9:2... tech3 Test Email Message 281 KB c'Z
7 Drafts [ =4 @ Mon 23/03/2009 9:2... tech3 Test Email with Pictures 2MB g
[ sent Items [~ Mon23/03/20099:3... tech3 Project Requirements Warkshop SKB g
& Deleted Items |- @ Mon 23/03/2009 9:3... tech3 Email with 3 attachments [l Transferred ta SharePoint 37 KB A E‘
- i i =l o=
LE Junk E-mail [ =4 @ Mon 23/03/2009 9:4... tech3 Upcoming project W Transferred to SharePoint 3 KB g
(=) Outbox [% Wed 30/09/2009 2 tech2 RE: Project Initiation Document (PID) - Review W Transferred to SharePoint KB g‘
{5 RSS Feeds (% Wed30/08/2009 2:5... techl RE: Project Initiation Document (PID) - Review W Transferred to SharePoint  JOKE W §
> L@ Search Folders i3 Wed30/03/2009 3:4.. tech2 RE: Project Initiation Document (PID] - Review (with, ., S 11 KB z
= [\ Fri13/11/2009 7:10 ... Demonstration User1l Example Email 6 KB
4 - OnePlaceMail - * -
[=°Y Thu 26/11/2009 6:59... Demonstration Userl RE: Project Initiation Document (PID) - Review 12 KB Y
& Deleted tems [~ Mon7/12/2009 1:56 ... Demonstration User 2 RE: Test Email Message 10 KB o
4 ] -My OnePlaceMail - [~4 Tuel5/12/2009 4:10 ... Demonstration User 2 RE: Project Initiation Document (PID) - Review (with... 14 KB §
] = Archived Projects o bentime tiaea A\ Memin et T bimbinm o T i 1avn A -1
41| = Contoso Email with 3 attachments B
[_3 ACME Projects 4
[3 Example Document Library (Canto tech3
[_d Example Email Library (Contoso)
[ Minimal View {Cantoso) on
| Picture Library (Contoso) w AE Demonstration User 1
» L > Current Projects ] Message | B Project Initiation Document.doc (27 KB] | Research Project.xls (17 KE) = Water lilies,jpg (86 KB}
> || = Office 365 - SharePoint
» ] > On-premise SharePoint
4 ) -Recent -
4 Example Email Library (Contoso)
@ S5eemore about: tech3. IZJ ~
=] N ERE N
Items: 17 ‘ This folder was last updated on 4/08/2011. __i’\D\sconnected | [ B 100% (—) [} &)

‘Transferred to

2014 | Sc

SharePoint’ Category — Showing email messages successfully saved into SharePoint
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Send and Save Emails to SharePoint

OnePlaceMail provides the facility to send and save emails directly to SharePoint. Saving a sent email to SharePoint can

be accomplished by one of two methods.

1.6 Send and File Button/Ribbon - Office 2007 / Office 2010

An email can be sent and saved to SharePoint by clicking on the ‘Send and File’ (See Administrator Guide for changing
the button name) button in Office 2007 and Office 2010 as shown in the screenshot below. After the email has been
successfully sent, OnePlaceMail will present the Save to SharePoint Window to request the correct SharePoint location

and completion of any additional metadata.

Message Insert Options Format Text Review

L“EI 5 catibriBoay ~ |11 ~| A" a7 | ¢ T ﬂ @

E

11
4
e
11

it <

HEY O+ # |+ Project Specification - Message (HTML) o =

5@

@ J@ \Zr ¥ Follow Up = I_kl

? High Importance

As discussed, please find attached a copy of the Project Specification.

o See more about: techl.

Paste B 7 U | ¥ A === Address Check | Attach Attach Signature Zoom
and File - 7 - - — Book Mames File Item~ - 4 LowImportance
hOneFla. Alipbo.. & Basic Text ] Mames Include Tags = | Zoom
From ~ Demaonstration User 1
=T
— Ta.. techi;
Send | |
e ]| |
Subject: | Project Specification |
Attached: | @] project Specification.doc (10 KB] |
ix]
Hi lohn,

Send and File emails into SharePoint

In Office 2003 use the “Prompt on Send” option to file Sent emails to SharePoint as detailed below.
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1.7 Automatically Prompt to Save on Send

OnePlaceMail can also automatically prompt the user on sending an email.

HEY G « + |5 Project Specification - Message (HTML) o = =
File Message Insert Options Format Text Review & e
= =] § P _ - . —

T | )0 cambiEen-u1 - A A S B ggﬁ @' @ 1] z ¥ Follow Up '\_{
\_H . EE] ? High Importance
Send Paste B F U %7 A - .g = £ £5 | Address Check | Attach Attach Signature Zoom
and File - 7 - - % T Book Mames File Item~ - 4 LowImportance
OnePla... | Clipbo... & Basic Text ra Mames Include Tags | Zoom

From ~ Demaonstration User 1

| e |
) |
Subject: | Project Specification |

|

Attached: |@._]Pm'ect Specification.doo (10 KE)

Hi lohn,

As discussed, please find attached a copy of the Project Specification.

ﬂ See more about: techl. A

Using the normal Outlook Send Button

When the user selects the normal Outlook Send, they will be asked if they would like to save the sent email to SharePoint.
This behavior is enabled by default but can be disabled in the OnePlaceMail — Settings if required.

-

OnePlaceMail - Save to SharePoint (-2

| Do you wish to save the email 'Project Specification’ to SharePaoint?

(e J[

User Prompt asking to save a sent email into SharePoint
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Microsoft Outlook Style Interface to SharePoint

The Microsoft Outlook style interface to SharePoint minimises change for the end user and helps encourage greater
adoption of solutions built on your SharePoint Platform.

When a SharePoint location (Library, List, Folder, Document Set or Site) is selected on the left navigation of Outlook, the
SharePoint content is presented in an ‘Outlook Style Interface’.

oz : Outlook 2 @ - x
FILE HOME SEND / RECEIVE FOLDER VIEW SHAREPOINT OMNEPLACEMAIL

b B 25 W8

Switch to Show/Hide Show/Hide View Item Copy as Emailas Email as
SharePoint view  Folders  Preview  Properties Link-  Link~ Attachment

View Layout Actions .
4 Favorites | [Search: Email and Docs Library )
Inbox 3 By From v &g
(s sCNaPTIC
Sent [tems 8 | |Emai\ Date Name Email From Ma... |Ema\ITu Size| * y | OnEPIﬂCBMUil
v i brd

I DemoUser@oneplacem...

<

Email From Name: Abbey Francis

P — ~ Email Fram Name: Demo User
s Reent [ #08/2013 122.. RE_The Conto... Demo User  Contoso Prajec.. 1222 K8 SharePoint 2013 Site Mailboxes
- Recent -
4 - My OnePlaceMail Locati.. [ 8/08/2013 646:.. RE_HackySack.. Demo User  'Sara Purdy 1,246 KB
4> Demo [ B/D8/2013 6:34:.. pls review_1rdp... Demo User Demo User 1,260 KB, Overcome the Limitations
Contoso
) F5| 27/05/2013 10:.. OnePlaceMail .. Demo User  Demo User 1158 K8 _
Document Library E
Email and Docs Library F5) 27/05/2013 105 OnePlaceMail .. Demo User  Demo Usar 1115 K8 Abstract
Matter Management 27/05/2013 0. SDK Instruction... Demo User  Demo User 71 k8

) Sinceihe incepson of Wicrosof SharePaint infearaing email and pronding an e mezns for an end user to
Picture Library IFBr2Ct Wi SareP Nt I WA MICToS ot QUGG s 48N MISsinG

Task List

<

Email From Name: Doku, Robert

A Email From Name: James Fox e Sile Wailbores in SNAIEPOAL 2013 1he AN3wer 10 S0MNG IS pratiem?
- My OnePlaceMail Recov...
» Del 13/02/2013 12... sharepoint_201... James Fox Frances Ward (f.. 2379KB Microzoft SharePoint 2013 has introduced 2 new concept called Ste Mailbaxes 1o help 3ddress Microsoft
FEElEs Outagk INMEIFEON End CTEDEN e ENMEITZE CONENT MANEIEMENt (SCM) £a0aDI Of SharsPom Sta
Search Folders [ 13/02/2013 12:.. White Paper _ F... James Fox Frances Ward (f... 2444 KB " o the abiltyt detne
2 site level, encompaszing b ShareFairt and Exchange centent. In 3ddon fo Ste Mallocess, SharsPomt
m 6/02/2013 4:48:... Sponsarship_in... James Fox Sara Purdy 819 KB! 2013 also offers 10 oD of i entre.
[ Project 002
¥ Email From Name: Nichol, Anne

~ E

Item Properties  File Preview

Email From Name: Sara Dobson

B
<

OnePlaceMail: Outlook Style Interface of SharePoint content
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1.8 SharePoint Views within Outlook

The ‘Outlook Style Interface’ provides access to both SharePoint public and private views for the selected location. This
includes all SharePoint view capabilities such as:

e Columns - including Managed Metadata, Enterprise keywords, External Data columns, Lookup Columns, etc...

e Grouping

e Sorting

|Search: Email and Docs Library ye |
By From v = =
- Explorer View
Al Documerts ail From Ma... |Emai| To Size| *
| All Minimal B
By Category htains % Contains W
Conversation
Last 7 days
My Email
{4 8/08/2013 122.. RE_The_Conto.. Demao User Contoso Projec.. 1222 KB
|,_—5| 8/08/2013 g6 RE_ Hacky Sack... Demo User "Sara Purdy’ 1,246 KB
[~ 8/08/2013 6:34:... pls review_1rdp... Demo User Demao User 1,260 KB
T 27/05/2013 10:.. OnePlaceMail_.. Demo User Demo User 1,158 KB _
E 27/05/2013 10... OnePlaceMail_... Demo User Dremao User 1115 KB
27/05/2013 10 SDK Instruction.. Dema User Dema User 71 KB

¥ Email From Mame: Dokuy, Robert

A Email From Mame: James Fox

13/02/2013 1Z... sharepoint_201... James Fox Frances Ward (f... 2379 KB
|,_-5| 13/02/2013 12... White Paper _ F... James Fox Frances Ward (f... 2444 KB
L — - . . . - - - . P -

Switch SharePoint views (public and private views)
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1.9 Content Filtering and Sorting

In addition to the standard SharePoint view capabilities, you also have the ability to further filter content in the view to
make finding content faster.

Search: Email and Docs Library pe

By From v =]

Email Date Mame Email From Ma... |Email Ta Size
v v 7

A Email From Mame: Demao User

27/05/2013 10:... SDK Instruction... Demo User Demao User 71 KB

Filter view content

Search: Email and Docs Library el

By From W = =

Email Date MName Email From Ma... |Email To Lize

=d E S kT
# Email From Mame: Demo User Mo filter
27/05/2013 0. SDK Instructiu:ur‘[El Contains ser 71 KB
Dioes not contain

Starts with

Ends with

Equals

Mot equal to
I= null

I= not null

Custom

Alternate filtering options
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1.10 SharePoint Document & Email previews within Outlook
OnePlaceMail delivers Email and Document Previews within the ‘Outlook Style Interface’. Where available, OnePlaceMail
utilises the Office Web Application Server preview capabilities provided by SharePoint 2010, SharePoint 2013 and Office

365 environments to deliver highly efficient previews.

1.10.1 Embedded Preview Using Office Web Application Server

-t s —— T - - 7 OrPocabior

+ SCINAPTIC

OnePlaceMail

-

SharePoint 2013 Site Mailboxes

Overcome the Limitations

Abstract

SAC6 14 CHER00 OF MAIZEOR SNAGF ML INS31NND ST 30 S LIOVING 3 IILIIVG MEANG 120 30 890 L6 0
IR Y STATREC] 1O WIS MACIOE 3T OO0 Nas 2eR TEENG

Ave Gl Vadtoues i SAmeSant 2073 e amswer 16 S0Mg 195 protbem?

Microscht StarePommt 2013 has inbioduced 3 Few Concest caed S0e Maltoes 13 hel Jodrers MicosoRt
Outook Wtegranen and Sradden he ectmaze content manaQerent ECM) Capadéty of ShareFort Soe
Uacoqnes provide Kr LeT” MANIIETIN ANG SOTEAINCA S COMERM W The ITERY 10 0H*N@ THBNBON TONDES 3
2300 lval BNCOMOISHNG TOM SNarPnt ana EXCRaNce COMENL I 30050N 10 St NaDTees. Staref ot
2013 Wt aars signBcant satcecaments & sOEsCovery 31 T INB0US3n of 30 eDtbcovry Cartie

Document/File Preview using Office Web Apps
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1.10.2 Embedded Preview of Email Messages

If an Office Web Application Server is not available or the file type is not supported by Office Web Apps (e.g. Email
Messages), OnePlaceMail will deliver a local preview of the content.

anEe

el

EDRMS Project

Demo User1
To:  Demo User2
Sent: 3/11,/2012 9:00 PM

Hi Demo User2,

Thank you for the opportunity to present OnePlaceMail as part
of your EDRMS project.

As requested, please find attached the project contract and
licensing FAQ's

Kind Regards,
Dema Llser 1

Preview email messages
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1.11 Access Items: View & Edit Items from Outlook and Start Workflows

Access to the Items Properties of the selected document is available using the ‘View Properties’ action on the ribbon or by
performing a ‘right-click’ on an item. The View ltem Properties page allows you to further edit the item and initiate
workflows.

1.11.1 View Item Properties (or Right-clicking) on the selected Item.
LR
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Fle Edr Vew Fovourites Tools Help
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Creck
v v %em X Delete tem A @ Wordows
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4 - My OeePlaceail Locati.. % nos2ms 0. oA Emai with Attachments

4> Demo gh =

fOS/2013 10... Progect Cortra.. Demo User Deme Lo Email with Attachments

Carkoso

Document Library
s Ubeary 4 N1R2002 0. LDRMS Project.. Dewmo User! Demo User2 v

& tmail From fame: Oem

Demao Usar

Matter Mansgement v tmuiFr

Picture Libeary v Email From Nome ticho
Task List
=~ My OrePlaceMuil Recow
U Deleted Hems

Search Folden

Project 002
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Access Item Properties
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1.12 Actions: Insert as Link/Attachment from SharePoint, View Properties

The Outlook Style Interface provides user actions to increase productivity when interacting with SharePoint.
1.12.1 Email as Links

The ‘Email as Link’ provides the ability to insert links direct to the document(s) or to the Item Properties. If the ‘Document
ID’ feature has been enabled on SharePoint 2010 or SharePoint 2013, the links will be generated using the Document ID.
This will minimise broken links in the event of a SharePoint restructure or items being moved as part of a records
management solution.

Sending links to content stored in SharePoint helps reduce large attachments being sent across the network and
encourages better collaboration on a single instance of the latest document within SharePoint.

L e
> :
1] Orefocamal L ™
ol = = S Untitled.. ? @ - 0O X
- e MESSAGE INSERT OPTIONS FORMAT TEXT
.=y o e—— = 2
- A B i >
OnePlaceMail  paste _ Basic Names Include Tags
- v Text = v v
Clipboard = Zoom -~
zCEIVE FOLDER VIEW SHAREPOINT ONEPLACEMAIL =
From « DemoUser@oneplacemail.com
— y I3 = =
= @ ey S To... I
- . ! J Send
w/Hide tem Copy as Emailas Email as ce.
eview Link~  Link~ Attachment
Ad to document subject
cmail and Docs Lib to document properties -
OPM CaseStudies CurrentBuilders.pdf
By From v OPM CaseStudy DBCED.PDF
== = Project Contract.docx
Email Date Name Emall from Na... |Email To EDRMS Project_1r42ds1p.msg
v v M
v Email From Name: Abbey Francis
A Email From Name: Demo User
‘3! 27/05/2013 10... OPM_CaseStud... Demo User Demo User 35328
'j:} 27/05/2013 10-.. OPM_CaseStud.. Demo User Demo User 349 KB
@%] 27/05/2013 10:.. Project Contrac.. Demo User  Demo User 42K8
A Emall From Name: Demo Userl
I=4 3/11/2012 10:0... EDRMS Project... Demo Userl Demo User2 167 KB

Insert selected items as Links
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1.12.2 Email as Attachments

There are circumstances where sending content from SharePoint as an attachment is required. OnePlaceMail allows you
to use the ‘Email as Attachment’ for one or more selected items.

Oraftocamad b

s Untitled -... ? H - O X
MESSAGE INSERT OPTIONS FORMAT TEXT ’
Al B0 >
—
OnePlaceMail  paste ; Basic Names Include Tags
. > Y Ted~ - - v
Clipboard & Zoom -~
We can't show MailTips right now.
From « DemoUser@oneplacemail,.com
'._-j -
CEIVE FOLDER VIEW SHAREPOINT ONEPLACEMAIL To...
3 Send
| 1 = 1, = il
= = ® B %] .
/Hide ew It Copy as Emailas  Email as Subject
view ropert) Link~ Link~ Attachment
Actions 5;{ PM ies CurrentBuilders.
Search: Emal and Docs I Atiached ﬁge&cmmmp_mm&m
0% project Contract.docx (43 KB);
By From 2 EDRMS Project
Emall Date Name Emall From Na... Emall To
v v v
v Email rom Name: Abbey Francis
A Email From Name: Demo User
m 27/05/2013 10.. OPM_CaseStud... Demo User Demo User 3532 KB
E 27/05/2013 10... OPM_CaseStud... Demo User Demo User 349 KB
@) 27/05/2013 10:- Project Contrac... Demo User Demo User 42kB
A Emall From Name: Demo Usert
~J 3/11/2012 100.. EDRMS Project.. Demo Useri Demo User2 167 KB

Insert selected items as attachments
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1.13 Search within the Outlook Style Interface

In addition to browsing SharePoint, OnePlaceMail provides the power of SharePoint search within the Microsoft Outlook
interface. The search results show ‘hit highlighting’ for search terms and previews for selected search result items.

Project Plx
Found 29 search results
SCINAPTIC

Name Modified By  Modified Size |~ OnePIaceMoil"

InePlaceMad ot Micreaoh Outlock, Offics and Windows
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Tend 47w M s R
Ava

"
b ol Loy o
PV Spe

ﬂ- OnePlaceMall-Brochure-Enterprise Demo Userl,.. 3/11/2012 2., 1158KB

nttpfappserver 2013/ contoso/DacumerntLibrary/Project 002/02
Specifications/OnePlac Brochure-Enterprisepd!

Benefit from better information visibility, sharing of project key leaming s and zapture

OmePM aasnd
Ora®ccomat

ﬂ; OnePlaceMali-Brochure-Enterprise Demo Userl,.. 3112012 2. 563 KB
httpJ/appserve: mes ary/Pro
Specifications, ce to oy OnePlace 2nt Configuration using dut

Search SharePoint from within the Outlook Style Interface
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1.14 Library Folder Hierarchy

Folders (and Document Sets) are presented to the end user without impacting Microsoft Outlook performance and
usability.

1. Large folder structures from SharePoint are consideration with respect to new, modified and deleted folders along
with relevant security privileges for the current user without the need for synchronisation and caching. Therefore,
large folder structures are delivered in a high performance manner and are available from Microsoft Outlook, File
Explorer and Office (Word, Excel and PowerPoint)

2. The user experience within Microsoft Outlook is not cluttered with unnecessary SharePoint folders sitting on the
left navigation. Access to relevant SharePoint locations and content is streamlined, resulting in greater end user
adoption.

1.14.1 Browse SharePoint

When browsing SharePoint locations, OnePlaceMail presents SharePoint library folder structures in an efficient and user
friendly manner as shown in the screenshot below.
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Browse Library Document Sets & Large Folder Structures
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1.14.2 Saving to SharePoint

The Save to SharePoint window presents the sub-folders for the location you have selected to save content.
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Save to Document Sets & Large Folder Structures within SharePoint
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1.15 Create new List Items from Outlook

When browsing a SharePoint list within Outlook you can create new list items.

n HOME SEND 7 RECENVE FOLOER viEw SUSEPOINT OnEPLACEMAL
@& —— e ) ) Ol
@9 =) a3 &
E Show/Hide Show/Mide  New  View e Copy st Frred o
DacePeint vew  Folders  Preview seperties Lok Liok~

o

View Layeat ~

<
« Favornes

nbos A Tascs v
Task Name Oue Qe AutigneaTo Locasen |} Task Liat (Cortoach
Demolser Qoneplacemand
Demorgtntos nmane omest
4 - Onedlacerial C Type Task v

; Prevect OrePaiceMad ¢ Lot Vegat Comlrprcs W Damo User!

- Corporate Locations - Task Name *
4 - Favortes @ Product frothares Dema User
Sart Date 3+

4 > Contoso Locations Lo RIP -~

Document Libeary " v

; SharePoit Fresentation e >

Eenad and Docs Libraey z

Prcture Libeary As5igned To - @

Task Lint {Contonol % Compiece e -
- Recent -

2 Descnpoon
* (save isues)
Deleted Rers
Sesech Foldens -

Predecessors i
Progect 002 Prizaty (2) hermal v
Project 001 Task Suius et Started v
Project 003
Save Cancel

Create new list items from Microsoft Outlook
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1.16 Outlook / SharePoint Toggle

The user has the option to toggle between the ‘Outlook Style Interface’ and the Microsoft SharePoint Web Browser
interface.

@
Switch to
SharePoint view

Wiew

Toggle between ‘Outlook Style Interface’ of SharePoint Web Browser Interface
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Insert from SharePoint

OnePlaceMail provides the ability to insert links or attachments from Microsoft SharePoint when writing an email message.
This discourages duplicate documents, reduce excessive storage in Microsoft Exchange or network traffic from emails
with attachments.

From a draft/reply email message, select ‘Insert from SharePoint’.

The view selection drop down allows you to switch between the public and private views defined for the selected location.
The window supports most SharePoint view capabilities, such as as group by, view filtering, sorting and standard
SharePoint columns.

EBH®O s
MESSAGE ~ INSERT ~ OPTIONS  FORMATTEXT  REVIEW

=1 & E o Calibri (Body)  ~ A & g3 U AttechFile I Follow Up~
| D) B I U Z-i=- &3= U7 Attachltem = ! HighImportance
Send Insertfrom  Paste < | ap R Names X Zoom
and File SharePaint - Y-A- === - D’Slgnature' ¥ Low Importance
OnePlaceMail Clipboard Basic Text [F] Include Tags . Zoom A
To... Demo User;
=1
Send
Subl| Location Iﬂ 01. Contracts (appserver-2013icontosolDocument Library'Project 001 Search: 1. Contracts (appserver-2013‘contosc\Document &
i B\_l - My OnePlaceMail Locations By From o Chc
Hilohn, 8 - Intranet - Epiore View
=4 = Demo By Category mail To Managed Metad... Client Email Subject Size Email From Mame  *
Please find =-{3] Document Library (AppSen | By Conversation T 7 7 v <
=-{3 Project 001 By Fro
f 01. Corfract: Cortert View
= m s. /| | Documents By Cliert
02. Specificationg Last 7 days
-1 03 Repots /| My Comespondence
.3 04. Emails My Email
-3 Project 002 =
| 1 Project 003 v Email From Mame: Contoso Project Site Mailboxes
&0 Project 004 v Email From Name: Demo User1
Demo User No -3 Project 005
[3] Email Library erver-2l A Email From Name: Demo User2
- N!arter Manag {Apn$ f=d 6/11/2012 3:33:3... Pictures for appr.. Demo Userl Lowney Pictures for appr... 304 KB Demao User2
{3] Picture Libray pServer-
115 - Recent - [=4 €/11/2012 3:281... Product Brochur... Demo Userl Lowney Product Brochures 2,380 KB Demo User2
L - SharePoint - 4/11/20712 1245:.. Project Contract.. Demo User1 Smith RE: EDRMS Proje... 41 KB Demo User2
A - Ste Mailbaxes
f=d 4/11/2012 12:45:.. RE_EDRMS Proj... Demo Userl Lowney RE: EDRMS Proje... 117 KB Demo User2

.
View Selection ' [=4 3/11/2012 10:24... RE_EDRMS Proj... Demo Userl Lowney RE: EDRMS Proje... 187 KB Dema User2

Email From Name: Doku, Robert

<

Email From Name: James Fox

|
Suppor[ for [T f=d 11/02/2013 11:0.. RE_Screencapt.. Steve Macdonald Lowney RE: Screen captu. 349 KB James Fox
| View Group By l T 6022013 4484 FloorPlans_AUS2... Sara Purdy Fox Fi: APAC Share... 425 KB James Fox

>

[=d ©/02/2013 4:484.. FW_ APAC Share... Sara Purdy Sydney Lowney FW: APAC Share... 1,450 KB James Fox -

Insert as Link Insert as Attechment Cancel

Insert from SharePoint

Refer to the following KB article for defining a specific view for the Insert from SharePoint Window.
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The Insert from SharePoint window also allows you to further filter the view content as shown in the screenshot below.

Locabon | _y 0 2
__";yo(:;:uuawau By Fom = 7 g
#i-&8 > Demo Email Date Name Email To Maraged Me... Client Emait Subject Size Emait From N..
T e - » v v v v v } v
3 Suppliers (sposerver-2013\ef Name: Abbey Francis
+) | - SharePoirt - Iy |
m Name: James Fox
13 4484, FW_ APAC Sharfoint Conferences in.. Sara Purdy Syaney Lowney P: APAC Sh., 1450 KB James Fox
13 4434, Sporsorship_Co 2013 Templat.. Sara Puray New York P\ APAC Sh.. 104 KB James Fox
0 JUD2/2013 4:48:4... Sporeorship_infor \ ion APAC Shar. Sara Purdy ark P& APAC Sh., 819 KB James Fox
/2013 SO00:1.. OPM and SP 2013 pf release draft.. Sara Purdy P Press rele.. 48 KB James Fox
Selecta fg‘:‘glzllsgggggs Further filter Select one or Insert or
view ‘ S content in the view more items attach
|
< >
insotaalik |~ | Insertas Amschment | Cancel

Filter content from the SharePoint view

1.17 Browse Recent, Favorite locations
The Insert from SharePoint window provides the ability to browse your recent and favourite SharePoint locations, You can

also browse your entire (security trimmed) SharePoint enviornment usinf the navigation tree on the left hand side of the
window..

1.18 Search and link to SharePoint content

The top right hand side of the window provides the ability to search your SharePoint content (both metadata and file
content) as indexed within SharePoint. The search results are displayed with full hit highlighting of your results. You can
select one or more items to insert or attach.
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H OnePlaceMail - Insert from SharePoint Elﬂlg

Location I_.j] 01. Contracts project 2 x

=) - My OnePlaceMail - Found 14 search results,

1| > Archived Projects

=+{_1 > Contoso Mame Modified By  Modified Size | *
48 ACME Projects v 7

[T Announcemerts (Contoso)

9 3] Example Document Library (Contosa) Workshop_1rllhcr5.msg

] i ) MManlylas0172bd-7b41-4820-577
- Project 001 i
E‘ £ mjm Cortracts Project Requirements Workshop.EML...

{3 02. Comespondence =4 RE:Project Initiation Document (PID - Review lames Fox 29/06/2012 ... 53.5 KB
@ 03. Plans

{1 04. Financials

https:/foneplacemail sharepoint.com/sites/Contoso/BampleDocument Library/Project 001,/01.
Contracts/RE_Project Initiation Document_PID_ _ Review_1r139mnp.msg

{3 Project 002 Manly|ae0172bd-7b41-4820-9775-2e01696ce8fd .. 2009-09-30T14:52:117 .. 2012-06-29T14:24:547 ..
{j Project 003 Please review the following Project [nitiation document (PID) and .. RE%:3A Project [nitiation
[l [+ 42] Example Email Library (Contoso) . . . .
| 3] Minimal View (Contoso) FE Project ADDD1 - Specification Julia 29/06/2012 %... 199 MB
[#)-{3] Picture Library {Contoso) httpsy/foneplacemailsharepoint.com/sites/Contoso/BampleDocument Library/Project 001,01, 5
[#-111] Tasks (Contoso) Contracts/OnePlaceMail AdministratorGuide.pdf 3
N {200 » Office 365 - SharePoirt Green Sea Turtlejpg:OnePlaceMail AdministratorGuide.pdf Project Specificationdock.. Suite 2
| (-] > On-premise SharePoirt Lewvel 2, 27 Belgrave Street .. PO Box 12, Manly NSW 1655 .. Scinaptic Communications Pty Lid
G- - Recent - [~ RE:Project Initiation Document (PID) - Review Admin 26/02/2012 4:.. 53 KB

(gl - SharePoint - httpsy//oneplacemail sharepoint.com/sites/Contoso/BampleDocument Library/RE_ Project Initiation
Nocument PN Review 1r1Gvlisd.msn b

’ Insert as Link |v] ’ Insart as Aﬂac:hrnent] ’ Cancel

Search SharePoint from the Insert window
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1.19 Filter and Sort Content

You can filter and sort when browsing content or viewing search results.

m OnePlaceMail - Insert from SharePoint =

Location I_.J‘ 01. Contracts (oneplacemail sharepoint.comisites'Contoso\Example Docu Search: 1. Contracts {oneplacemail sharepoint com’sites\Ci 2

= - My OnePlaceMail - Mame Maodified By Modified Type Size

{_| > Archived Projects -
{7 > Contoso ( [pro_led:i v v i )

1 > Office 365 - SharePoirt @] Project Specificationdocx Admin 25/02/2012... docx 202 KB
1| > On-premize SharePoint

- Recent -
231 01. Contracts {pneplacemail sharepoirt. com'site [~J RE_ Project Initiation Document _PID_ _Review __1r159.. James Fox  29/06/2012.. msg  555KB
23] Picture Library {Contoso)

53| Example Email Library (Contosa)

= RE_ ProjectInitiation Document _PID_ _ Review_1rlelShs... Admin 25/02/2012... msg B1KB

=4 RE_ ProjectInitiation Document PID__ Review_1rl59mt.. James Fox 259/08/2012... msg 615 KB

[+-{5%l - SharePoint - =4 RE_ ProjectInitiation Document _PID__ Review_1r159m... James Fox 29/06/2012.. msg  53.5KB
=4 Upcoming project_lrllhdScmsg lames Fox 25/06/2012... msg 785KB
B Research Projectxls James Fox  29/06/2012.. xls  385KB
4 [ 3
Insert as Link Insert as Attachment Cancel

Filter and Sort Content

1.20 Link directly to Document

The default linking option is to link directly to the document within the SharePoint ltem. For example: to the Word or PDF
Document.
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1.21 Link to SharePoint Document Properties

OnePlaceMail provides the ability to also link to the Document Properties. Therefore, allowing the user to access the
metadata of the item in SharePoint in addition to the document.

You can insert links to List items in addition to SharePoint library items

m OnePlaceMail - Insert from SharePoint E@Iﬂ

Location I_.jl 01. Contracts Search: 01. Contracts pel
=3 - My OneFlace Mail - Name Maodified By Modifisd Type Size
i1 > Archived Projects
| >Contoso AT i ird
-3 ACME Projects W] PDdoc Admin 24/02/2012.. doc  4B5 KB
[ Announcements (Cortosa) _ o .
£{E3] Example Document Library (Contasa) (] Project Specificationdocx Admin 25/02/2012... docx 202 KB
E|1__J Project 001 [=d Test Email Message_Lrdlhckr.msg Admin 25/02/2012... msg  3325KB
i {3 01. Contract:
< 02 Corre':posndenc:e =4 RE_ ProjectInitiation Document _PID__ Review_l1rlelShs... Admin 25/02/2012... msg 61l KE
-3 03. Plans @ OnePlaceMail Administrator Guide.pdf James Fox 29/06/2012... pdf 1.99 MB
4 04. Financials [~ Example Email_1r18sokj.msg James Fox  29/06/2012.. msg 515 KB
Project 002
3 Project 003 =] RE_ ProjectInitiation Document _PID_ _Review __1rl159.. James Fox  29/06/2012.. msg 55.5KE
[ [#)-{53] Example Email Library {Contoso) =4 RE_ ProjectInitiation Document _PID__ Review_1r159mt.. James Fox 29/06/2012... msg GL5 KB
| [#-22] Minimal View (Contosa)
[#-{23] Picture Library (Contoso) =4 RE_ ProjectInitiation Document _PID__ Review_1r15%9m... James Fox 29/06/2012... msg 53.5KB
! -{11] Tasks (Contoso) [~ Upcoming project_1r0ihdScmsg lames Fox  29%/06/2012.. msg  TB5 KB
- > Office 365 - SharsPont e h Projectxl James F 28/06/2012... xl 385 KB
[ | E:I"]_| 5 On-premise SharePoint eseardc rojectxls ames rox 0By, - XIS .
#1221 - Recent -
[-\8 - SharePaint -

[_insenas Link__|~] [ insertas Atiachment | [ Cancel

to document

| to document properties |

Insert a link to the Document Properties

1.22 SharePoint Document ID

If the SharePoint 2010 Document ID Feature has been enabled, OnePlaceMail will generate links using the Document ID.
Therefore, links are not broken if content is moved in SharePoint.

1.23 Insert Attachments (for external Recipients)

Select the Insert as Attachment button to insert the selected documents as attachments to an email. This is useful when
sending an email to external recipients.
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Open from SharePoint

From within Outlook and other office applications such as Word, Excel and PowerPoint, OnePlaceMail provides the ability

to Open from SharePoint.

BE o -
HOME SEND / RECEIVE FOLDER VIEW OnePlaceMail
7, o~ ~ - — ® Search - 7 e ¥ —~ n
[ Ignare x — 4 Searc 2013-05-24 3 To Manager
=N 2 (2 3 Bmesing ~ W O
N ‘N‘E TCentp- ¥ b€ (|- . ')d 3 " #: Open EdTeamEmail ¥ Done " lejl O-)N . in
ew ew elete eply Reply Forward B pgre~ opy to ove to =] = ove Rules OneMote nrea ategoriz
Email lrems = &5 Junk~ Al U SharePoint~ SharePoint+ @ Launch= [ SiReply &Ddete ¥ CresteNew | - - Resd -
MNew Delete Respond OnePlaceMail Quick Steps F] Move Tags
<
4 Favorites All Unread search Current Mailbox [Ctrl=E} £ | Current Mailbax ~
Inbax 2 [
D Location | (53] Correspondence: Search: Comespondence yel
e
E|_| - My OnePlaceMail Locations By From o AE
e H - Intranet
I 4 > Demo Mame Email Date Email To Example Choice Example Date Example Number Email Subject Size,
bR - [/
Ao 3] Comespondence (appserver-201\stes'conty . v v v v v
: [i3] 01. Contracts {appserver-2013\contoso’\Dog o Email From Mame: Demo User
- |3] Suppliers (appserver-201 3sites contosops
5 = , - SharePairt Project Contract -.. 27/05/2013 10:48:... Demo User Green 3mj202 3 Email with Attach... 42 KB/
-8 .. Click to Add SharePoint Connection / El 10341439,jpg 27/05/2013 10:48... Demo User Green 27/05/2013 Email with Attach.. 20 KB
H ﬂﬁ hitp://appserver-2013 [aZ] Jo386764)0g 27/05/2013 10:48:.. Demo User Green 27/05/2013 Email with Attach... 27 KB
B+ - Site Mailboxes -
-3 Legal Matter Management [Z] J0388485)pg 27/05/2013 10:48:.. Dema User Green 27/05/2013 Email with Attach.. 15 K|
| 8 g 591:‘3“;';1 TL OnePlaceMail-Br... 27/05/2013 1048:.. Demo User Green 27/05/2013 Email with Attach... 1,115 K8
H = er
-M : £3 Comespondenc L] OnePlaceMail-EBro... 27/05/2013 10:48:.. Demo User Green 27/05/2013 Email with Attach... 1,158 KB
? Del : ﬂﬁ Documents SDK Instructions f.. 27/05/2013 10:48:.. Dema User Purple 471172012 55 Email with Attach.. T1KB
1l Matter 002
Sea Ij Matter 003 f,% Project Contract.d... 27/05/2013 10:48:... Demo User Purple 4112012 55 Email with Attach... 42 KB
@ Matter D04 ﬁ OPM-CaseStudy-.. 27/05/2013 10:48:.. Demo User Green 27/05/2013 Email with Attach.. 349 KB
I Pro w Project 001 ‘ ‘OnePlaceMail Li 27/05/2013 10:48:... D [V} G 27/05/2013 E | with Attach. 71 KB
-3t Project 002 '@ nePlaceMail Lic.. 27/05/. .. Demo User reen /05 mail wif ach...
b Pro w Project 003 E OnePlaceMail Hig... 27/05/2013 10:48... Demo User Green 27/05/2013 Email with Attach... 2359 KB
e — [=4 RE_EDRMS Proje.. 10/04/2013 9:29:3... 'Demo User2' Green 27/05/2013 RE:EDRMS Project 3132 KB
Select aview ) i ) .
I Leg f=d RE_Pictures for a.. 30/01/2013 825:2...'Demo User2' Green 27/05/2013 RE: Pictures for ap... 2307 KB
[=d RE_Product Broc.. 25/01/2013 1:314. 'Demo User2' Green 27/05/2013 RE: Product Broch... 3421 KB
4 de [~ RE_EDRMS Proje.. 25/01/2013 10:47... 'Demo User2' Green 27/05/2013 RE: EDRMS Project 197 KB
Select an ltem
Del v Email From Name: Demo User1
~ Email From Name: James Fox
M Open ltem b
y ———
< >
| Open in Application | ‘ Open in Browser Cancel

1.24 Search or Browse

The window provides the same advanced browser and search capabilities as provided by the Insert from SharePoint

window.

1.25 Open in Application

The Open in Application button will open the select document in the native desktop application. For example, a Word
Document (.docx, .doc) will open within Microsoft Word and an email message (.msg) will open in Microsoft Outlook.

1.26 Open in Browser

If the SharePoint 2010 Open in Browser Feature has been enabled in your SharePoint environment, OnePlaceMail will
provide the option to the document within the web browser.
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Manage Email Attachments

OnePlaceMail provides control around managing and helping reduce the number of email attachments sent.

1.27 Save Attachment to SharePoint and Add link to Email

When an attachment is added to an email, the user will have the option of uploading the attachment to SharePoint and

placing a URL link in the email to the uploaded item.

The 'Prompt to ‘Save to SharePoint' when adding attachments to an email’ setting can be enabled/disabled in the

OnePlaceMail — Settings window.

To use the feature, follow these steps:

1) Create a new email message and click Attach File (you can also drag and drop files from your desktop into the

email message)

2) Select the file you wish to upload. You will see the following prompt Do you wish to transfer [file] to
SharePoint? Click Yes if you would like OnePlaceMail to upload the file to SharePoint and insert a URL link in
the emalil to the uploaded item. Click No, if you would like to attach the file to the email without saving it to

SharePoint.

BlEHD 3+ |5 RE: Project Initiation Document (PID) - Review (with Budget) - Message (HTML) = = ot
File, Message Insert Options Format Text Review [~} e
=" = Cut A ) Follow Up ~
1 B = Calibri (Body - 11 = A A 335 %@ ¥ Follow Up -\,;

45 - 53 Copy ¥ High Importance
Send Paste ., A= Address Check Zoom
and File - - Format Painter B 7 U L= = Book MNames § LowImportance
CnePlaceMail Clipboard Fl Easic Text Fl Mames Tags Zoom
@ You are not responding to the latest message in this conversation. Click here to open it. ’,
From ~ Demonstration User 1
— A
To.. tech2 1
Send T
Cc. £
Subject: RE: Project Initiation Document (FID] - Review (with Budget) L
_ / &
Hilane, ' "
Please find a link below to the Project Specification *
OnePlaceMail - Save Attachment to SharePoint 23 3
From: tech2

Sent: Wednesday, 30 September 2009 3|
To: Demonstration User 1
Subject: RE: Project Initiation Documen

Hi Demonstration User 1,

I have attached the reviewed budget i

Regards,
Tech2

Save email attachment into SharePoint and replace attachment with a link

3) Ifyou click Yes, the familiar Save to SharePoint window will appear which allows you to select the SharePoint

location and complete additional metadata if required. Click Save.
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B onePlaceMail - Save to SharePoint o [ 3]

Location |_JIM

=12 - My OnePlaceMail -

| = Archived Projects Properties Location Content

-1 > Contose
-l ACME Projects Content Type Project Document =
[1-153] Example Document Library (Cortoso)

3 Project 001 Title
{3 01. Contracts

{1 02. Comespondence
[ 03. Plans

{3 04. Financials

Project Specification

Enterprise Keywords

Example Choice -
{3 Project 002 ’ el
{3 Project 003 .

R ed Text *

[#-3] Example Email Library {Cortoso) Equr Example Text

[#-{Za] Minimal View {Contoso)
Ex: le Diat

[#-1 2] Picture Library (Contoso) ample bate 2500212012

B > Cument Projects Region 4 February 2012 ¥

- = Office 365 - SharePoint )
&L » On-premise SharePoirt Mon Tue Wed Thu Fri  Sat Sun
R 0 3 1 2 3 4 5

e aport.- o Look 6 7 8 9 10 1 1
s ample -ookup 13 14 15 16 17

18 19
0N AN B B M E::?_j‘g 26
77 28 1 1 2 g 4
5 6 7 8 9 10 11
[ Today: 25/02/2012

4| i | »
Files IEI'—] Project Specification.docx (5.65 KB} Manage Files

[7] Owerwrite Bdsting Files?

[ Save ][ Cancel

Save to SharePoint and complete metadata

4) OnePlaceMail will insert a link (using the SharePoint 2010 Document ID if enabled) to the uploaded file within
SharePoint. Click Send to send the email. The recipient can access the file by clicking on the link in the email.

REHY0 + + > RE: Project AD001 - Specification - Message (HTML) [E=REEn <

Message Insert Options Format Text Review & e
=9 o i -

R ’_& j F calibriBody v 11 v AT AT f

“E 0=l gy

[
4
iii
4
&
k=

B

@ —( @ ¥ Follow Up ~ | 3]
— ¥ High Importance _%‘

Send Insertfrom Paste B 7 U - A =5 = = = | Address Check | Attach Attach Signature Zoom
and File SharePoint - - L Book MNames | File Item~ - ¥ LowImportance
OneFlaceMail Clipboard = Basic Text ] Names Include Tags % | Zoom
To.. | |Demonstration User 1 |
T
=1 | [ .. | |
Send
Subject: |RE: Project AODOL - Specification |
iJoh iz
HiJohn, https://oneplacemail sharepoint.com/

sites/contoso/_layouts/decidredir.aspx?
As discussed, please find link to thid=vsmri5altjmp-1-52
Project Specification.docx Ctrl+Click to follow link
OnePlace Mail Administrator Guide.pdf
Example Email 1rl8sokj.msg

Email with link to attachment in SharePoint
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1.28 File Recovery on Cancel

If emails are moved via a drag & drop action to a folder representing a SharePoint location and you decide to select the
Cancel button on the Save to SharePoint window, or if there is a problem saving the files, the user is prompted if they
would like to recover the emails.

The Select Recovery Folder window will display. OnePlaceMail will try to determine the original location of the item and
provide this as an option for the recovery location. Alternatively, the file will be recovered to the My OnePlaceMail
(Recovered Files) folder for further user intervention.

i )

m Select Recovery Folder @

Please select the location to recover the 1 item(s) that were not saved
to SharePoint:

I | Cumrently Active Folder - Inbox

1_] - My OnePlaceMail (Recovered Files) -

Select Recovery Folder window

4 - OnePlaceMail -

fa) Deleted Hems

4 5] - My OnePlaceMail -
|| = Archived Projects

» || » Contoso
» || = Current Projects
» L] » Office 365 - SharePoint
|| = On-premise SharePoint

- il - Recent -
oo, = My OnePlaceMail (Recovered Files) - )|
earch Folders

My OnePlaceMail (Recovered Files) folder

You can select the Recovered Files folder and drag your files back into your inbox or any other preferred folder.
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Recent Locations

OnePlaceMail remembers the SharePoint locations where you saved content and provides convenient access to these
locations for future filing operations using the Copy To / Move To buttons or by performing a drag/drop operation on the
left navigation of Outlook.

lg“ _i] v | Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Qutlook
File. Home 5end / Receive Folder View OnePIaceMaiI/ \
rjj @ T Ignore x | f % Meetia & 3 Maove to: 7 3 g
N N — - .
%= Clean Up = ll ol J:l Team E-mail q/ Done
New  Mew Delete Reply Reply Forward Xﬁd More Search .
E-mail Items ~ &Junk' A SharePoint ~| SharePoint ~ SharePoint = | |=& o Create Meu
New Delete Respond Recent eps 8
> Favorites d | |3 Tasks (oneplacemail sharepoint.com\sites\ContosoiLists) I
"""""""""""""""""""""""""""""""""""""""""""" . - (| [ Example Email Library (Contoso) I
4 DemonstrationUserl @SCINAPTIC B | 1|7 | 1|0 Received [+ -
LE e (-4 0 Mon 23/03/2009 [ Example Document Library (Contosa) ssage
[[7| Drafts [~ @ Mon 23/02/3009 ! Select SharePoint location... h Pictures
[ Sent Items (1) [~ Mon BJ’UBJ’Z% 9:32 AM techs Project Requirements yml
> @ Deleted Items (2] =] @ Mon 23/03/2005797 Teths EMaiT Wit s 3t ents

Recent Locations under the ‘Copy To’ / ‘Move To’ buttons within Outlook

lg“ _j 9 |+ Inbox - DemonstrationlUserl @SCINAPTIC - Mic
File Home Send / Receive Folder Wiew OnePlaceMail
f lj % atanere x | | % 4 Meeting iﬁﬁ;' ﬂ% > L5 Move
%5 Clean Up ~ - - & Team |
Mew  MNew Delete | Reply Reply Forward i“d Maore = Copyto Move To Search
E-mail Items~ '%-'U”k' A SharePoint * SharePoint ~ SharePoint ~ ol
Mew Delete Respond OnePlaceMail
> Favorites <
4 DemonstrationUserl @SCINAPTIC B 1|5 | [ |0 Received From
L | Inbox [ @ Mon 23/03/2009 9:29 AM tech3
L7 Drafts {4 @ Mon 23/03/2003 9:29 AM tech3
= sent Items (1) [~ Mon 23/03/2009 9:32 AM techs
> @ Deleted Items (5) =] @ Mon 23/05/2009 9:37 AM tech3
L.a Junk E-mail =] @ Mon 23/05/2009 9:40 AM tech3
LEI Outbox f2y  WWed 30,09/2009 2;52 PM tech?
(f5) RSS Feeds g Wed30/09/2009 2:55 PM techl
o Lp Search Folders é—; Wed 3&09;‘3]09 3:49 PM tech?
Y i, Fri13/n/2009 7:10 AM Demonstration User 1 /
> DemonstrationUser2@ SCINAPTIC P — =
u B:50 ART Demonstration User 1
4 il -
Oneflaceail :g Mon 7/12/2009 1:56 PM Demanstration User 2
(&) Deleted ltems ’f (4 Tuel5/12/2009 4:10 PM Demonstration User 2
‘l_‘ -My D‘FI&P|ECEME” _ F Eri 770401 MWNAN £04A7T ARA [n TR tr=timem | leare 7
(£ > Archived Projects ,”f RE: Project Initiation Document (PID) - Review
» = (Contoso
— , ,"r' techl
s || = Current Projects - °
. E Follow up. Start by Monday, 12 October 2009, Due by Monday, 12 October 2009
M| % TiER2EE = JiEy n( You forwarded this message on 7/12/2009 1:31 PM.
|| » On-premige Paint

p - . Sent: Wed 30/09/2009 2:55 PM
=] - Recent - N

. . ; 0 Demonstration User 1; tech2
[ Tasks [oneplacemail.sharepoint.comisit | _ tech3
[ Example Email Library (Contoso}
| Example Document Library (Contoso)

Hi Demonstration User 1/Tech2.

Drag / Drop to Recent Locations
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The Recent location folders are available on the left navigation of Outlook for easy access to SharePoint content.

Microsoft Outlook

=1 -
o159 |-
File. Home Send / Receive Folder View OnePlaceMail
2 [E - . T | g; A 33 Move L
[ J | 5 Meeting =3 a ad -

jj % = Clean Up - nd 4 Team E-mail v B Rules c

New  New Reply Reply Forward i pore Copyto Move To Search . — N —

E-mail Mems~ | &Junk~ A SharePoint ~ SharePoint = SharePoint = | 4 i Create New - N| OneNote | W F
New Delete Respond OnePlaceMail Quick Steps = Move

> Favorites a

Dacume

> DemanstrationUserl @SCIMAPTIC Browse

> DemanstrationUser2@SCINAPTIC
S_~| Contoso + Example Document Library » ... 01. Contracts » All Minimal -

4 - OnePlaceMail -

(&) Deleted Items
Home All Sites 'I

4|5 - My OnePlaceMail -
Email From Name Email T

L) > Archived Projects I Type Email Date Name
4| | > Contoso
[ Example Document Library (Contoso) b=d 9/30/2009 2:52 PM RE_ Project Initiation Document _PID_ _ tech2 Demon:
[C3 Example Email Library (Contoso) Review_1r158mnp & new 1
tech3 Demon:

@ Minimal View (Contoso) (=] 3/23/2009 9:37 AM Email with 3 attachments_1r0lhd4u &inew

[ Picture Library (Contoso)
> ] > Current Projects &k Add document
> ] » Office 365 - SharePaint

>

1

> On-premise SharePoint

4[z] -Recent -
_d Tasks [oneplacemail.sharepoint. com\sit
[ Example Email Library (Contoso)

|1 {Example Document Library (Col\tﬂ[

L@ Search Folders

Select a Recent Location folder to access SharePoint

The Save to SharePoint window provides the same Recent locations when saving files from Windows Explorer or
documents from Microsoft Office (Word, Excel and PowerPoint)

] onePlaceMail - Save to SharePoint = ===
Location IQ Example Document Library (Contoso)

S8

| - My OnePlaceMail -

1 > Archived Projects Properties Location Content
| »Contoso
| = Curent Projects Content Type Project Document -
| »Office 365 - SharePoint
| > On-premise SharePoirt Use Email Subject/Filename as Title value
[11] Tasks (oneplacemail sharepoint. com'sites\Conto: Title [Auto Set]
13 Bxample Email Library (Contoso)
...... 81| Example Document Library (Contoso) Enterprise Keywords
- SHErer o, | ;

[I'rl'tps:,-",-"oneplac:email.sharepoint.com;’s'rtestordosm"Example Document Library ]

Required Text *
Example Date 21022012 [
Region Manly
R
Example Lookup ! ﬁ
4 [ | +
Files =4 RE Project Initistion Documert PID  Review 1r155mt0.msqg (33 KB), Show more... Manage Files

[] Overwrite Existing Files?

[ Save J[ Cancel

Save to a Recent Location

Page 86 of 137

014 | Scinaptic Communications Pty Ltd




Scinaptic | OnePlaceMail

Search and Access SharePoint from within Outlook

SharePoint content including files, emails and email attachments can be accessed directly from within Outlook. Access to
information stored in SharePoint is using the full SharePoint security model. Email metadata is captured automatically and
made available for creating views, indexing and searching.

OnePlaceMail extends the power of Microsoft SharePoint to Microsoft Outlook. Enhancements or specific customizations

applied to SharePoint are made available within the Outlook interface, therefore promoting the adoption of SharePoint
across the enterprise.

1.29 Connect to one or more SharePoint Search locations/Scopes

OnePlaceMail allows you to define one or more search locations / scopes. These search locations are available in
Microsoft Outlook and other Office applications (Word, Excel and PowerPoint)

(0] “_‘j I= Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Outlook = B R
File. Home Send / Receive Folder View OnePlaceMail ) o
N = | @ x 3 Reply = =3 = ( S y | 23 Move to: 7 (23 Move ~ v | [Finda Contact ~ \
lj L -~ A\
) L= hd =@ Reply All g To Manager v| [y Rules~ [G} Address Book
New  New Delete a“‘e - Copy to Move To Search 3T E-mail a P Tags SV ’
E-mail Items~ | &~ i) Forward ShareFoint ~ SharePoint] [SharePaint +| | |34 Team E-mai | floneNote | - | 7 Filter E-mail ~
New Delete Respond OnePlaceMBil SharePoint (Advanced) . Move Find
> Favorites < : :
VVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVVV Search Inbox (Ctrl<E) Project Sites pe <
% Matter Management System o
4 DemonstrationUserl @SCINAPTIC = | Arrange By: Date Oldest on top -
—g X People Search % -
L -] Inbox [~4 Demonstration User 2 B o
(7 Drafts RE: Test Email Messagd] Matter Management System
L=} Sent Items (1) |—J Demonstration User 2 https:,«‘/onepIacemail.sharepoint.com_:‘search,w'Pages/matters.asp)y
@ Deleted Items (3) RE: Project Initiation DocOmentPiDr=ferrent

\:{;} OnePlaceMail
Press F1 for add-in help.

[~4 Demonstration User 2
RE: Project Initiation Document (PID) - Review

1]

i@ Junk E-mail
[/} Outbox

jur

Select a SharePoint location/scope to search

Refer to the OnePlaceMail Settings area later in this guide for instructions on defining the Search Locations.

1.30 Search SharePoint Content from Outlook

1.30.1 How to Search SharePoint from Outlook

OnePlaceMail allows you to take advantage of the SharePoint search capabilities without leaving Outlook
For example, you can use the following searches and filters:

e Search automatically captured email metadata
e Search any other metadata (item columns)

e  Search content

e Search email body content

e Search email attachments

NOTE: In order to search email body content and associated attachments the appropriate IFilters must be installed on
the SharePoint server. Please see your administrator for help (further information about the IFilters can be found in the
Administrator Guide).
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OneePlaceMail User Guide 6.6
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Select search location/scope within Microsoft Outlook and perform search

The search results are provided within the Microsoft Outlook interface where you have full access to the rich capabilities of
search provided by SharePoint/Fast Search.
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SharePoint Search Results — Access to search capabilities within Microsoft Outlook
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Launch and Access SharePoint from within Outlook

The Launch button allows you to add one or more favorite web pages, links to files and applications. These items are
conveniently available to launch/access from within Microsoft Outlook.

.2“ 'i“] 9 |= Inbox - DemonstrationUserl @50

>

- Home Send / Receive Folder View OnePlaceMail /’
=L R E _ " = - . = \
'jj 'L@ 7 Ignore x _% _@ '_l% FEL Meeting ﬂ?ﬂ iﬁé L{_nSearch (23 Move to: 7 2 To Manager
{# Open & Team E-mail & Dofe

A= Clean Up ~
Mew  MNew Delete Reply Reply Forward B pore = Copy to Mave Ta - )
E-mail Ttems= | & Junk~ Al ® SharePoint = SharePaint ~ | @@ Launch »|| |i4a Reply & Delete  “;7 Crefte New
Mew Delete Respond OnePlaceMai SharePoint Conference Las Vegas
4 Favorites < = -
_ Search Inbox (Ctrl=+E] Lo Lol o
L] Inbox M Calculator T
[ Sent ems 1) B |15 [ 0| Received From 51 s |Bize |V
S Deleted ltems & [~y Thu21/07/2011..| Demonstration User1 R¢  Le3veRequest 7 KB
5 i
[ 1 Tue 27/04/2010 9. LE[ernmwstration User2 Te New Purchase Order _/) 0..
4 DemonstrationUserl @SCINAPTIC Bl 0 p¥e T e O e 2
L= Fri22/01/2010 6:... Demonstration User2 RE: Project Initiation Document (PL.. 12 ..

[E20 Tnhox

Launch Locations

The launch locations can be defined by your administrator and deployed to Microsoft Outlook or you can define the
locations personally using the OnePlaceMail — Settings — Launch window.
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1.31 Access SharePoint content from within Outlook

1.31.1 View items transferred to a Library

Simply select the appropriate folder within the My OnePlaceMail area to view the content of the SharePoint location. This
provides full access to the capabilities offered by SharePoint, all from within the Microsoft Outlook interface.

The screenshot below shows accessing SharePoint from Outlook and opening an email.
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» On-premise ShaePaint LSS0
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Open email message from SharePoint (without leaving Outlook)

The screenshot below shows selecting an item and using the ‘Email as Attachment’ function provided by OnePlaceMail.
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Select ‘Email as Attachment’ when sending an external email
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1.31.2 View items

transferred to a List

OnePlaceMail support transferring content to SharePoint Lists. The screenshot below shows dragging/dropping two email
attachments to a SharePoint Tasks List. Email messages can also be transferred to SharePoint lists in the same manner.

Drag & drop one or more email attachments
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In the example above, the list is a Task list, but you could also transfer items to Announcements, Issues, Calendar,

Contacts or Custom lists.

14 | Scinaptic Communications Pty Ltd

Page 91 of 137




Scinaptic | OnePlaceMail

The Save to SharePoint window will appear to enable the completion of metadata in the SharePoint List.

OnePlaceMail - Save to SharePoint = @
Location | [[[]] Tasks
=2 - My OnePlaceMail -
iwl_| = Archived Projects Froperties Location Content
o Contoso
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R |
[e}-_] » Cument Projects Predecessors i
-] = Office 365 - SharePoint
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{2 - Recent -
3§ - SharePoint - Status (Not Started -
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Start Date 25/02i2012 [E-
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4 m | b
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Save ] [ Cancel

Complete SharePoint List Metadata
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To view the Task item containing the two attachments, simply click on the item in SharePoint.

see the Attachments.

The list item opens and you
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The screenshot below shows how the attachments are displayed if you have transferred them into a SharePoint list. In this
example, we are showing the creation of a new Task list item containing the 2 attachments.
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1.32 Send SharePoint Item as Attachment

1.32.1 Email as Attachment

You can select a SharePoint location from within Outlook (or within SharePoint) using the folders in the My OnePlaceMail
area and locate an item within the view. The drop-down menu is available to perform extended functions such as attaching
the item to a new email message.
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Email as Attachment (for sending emails to external recipients)

This is useful if you require the ability to conveniently send a file from SharePoint to an external recipient. For internal
emails, it is recommended you use the ‘Send To — Email as a link’ capability provided by SharePoint.
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1.33 The Power of Metadata - Views, Search & Find

1.33.1 Email Attributes and SharePoint Views

OnePlaceMail automatically captures email attributes at the point of saving to SharePoint. Email attributes are captured
both when transferring email messages or transferring specific email attachments separately from the email. Furthermore,
the user can complete additional filing information in the save to SharePoint window if required.

Capturing both email attributes and additional filing information enables the creation of sophisticated views and search
capabilities in SharePoint. The power of SharePoint, including the library views and search capabilities are made available
directly within Outlook via OnePlaceMail.

Sens /Recese  Folder

New  New

Eaal Bems~ |l lunk ¢

Fasentes

@ Demonitrationsen $SONAUMC
) nbos
A Onfey
-3 Sent Bwens 0
) Deleted Rasns

@ Yok Tt

4D 855 Feeds
B Search Folders

.

OneMaceMat
fa] Ocleted Besu
. My OnePtacebail
» Archived Projecty
4. » Conmtore
) ACNE Prajects
4 Exaergle Ootument Lbrary Komoa)
- Exaerple Exad Lbtary Comoo)
d Mol View (Contaso
3 Picture Library Kantoe|
2 Tests
» Curtent Prajects
» Office 385 - Shareoint
» On-premise SnarePoint
Recent -
Ny OnePlaceMali Recorered Fiey
B Search Foiden

DemonitrationUs er2 $SCNAMIC

=i B VR RNRSRE.

Microsott Outioos

33 Teare E-ovml 2 Ruses

Create New

=l

Type  Emad Date Name
3 Email From Name : (1)

4 Email From Neme : Demonatration User 1 (2)

@ tmail From Name : Demonstration User 2 (5] )

|

3 272 RE_ Test £ Mesasge_1riaspd

4 Email From hame ¢ techt (1)
& Email From Name : tech2 (2)

3 Emadl From Name : tech3 (5)

® 244

Thin tokder wa St updated on AGR051

Email Attributes in SharePoint Views

Emal From hame Email Te

W Asdres Baor

S 000 Duss eI Opy L‘ X

seseg ¢ bepoy

Tip: You can create views at the folder level or create views that aggregate information across folders.
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Windows Explorer to SharePoint

OnePlaceMail provides Windows desktop integration from the Windows Right-Click Send To menu. Therefore, you can
save files from your desktop, personal folders or network drives directly to SharePoint.

Perform the following steps to save files from your desktop, personal folders or network drives to SharePoint using
OnePlaceMail:

1) Select the file(s) you wish to save to SharePoint
2) Right-click and click Send To and click SharePoint

3) The Save to SharePoint window will open to complete additional filing information

o] ]
GU | . ¥ Examples Files - | +4 | | Search Examples Files 2 [
Organize = =] Preview Share with - Slide show Print E-mail Mew folder =« O .@.
e Name Date Type Size Tags
Bl Desktop |=| Hydrangeas 24/03/2008 4:41 PM JPEG image 582 KB
4 Downloads = Jellyfish 11/02/2008 11:32 AM JPEG image 758 KB
15| Recent Places @ oneplacemail-highl...  28/09/2011 12:52 PM Adobe Acrobat D... 2,466 KB
|.—E. Penguins 18022008 507 AkA IPEG imane 760 KB
4 Libraries @_] Project Specification Preview Nord D... 10 KB
3 Documents =] Tulips Set as desktop background e 607 KB
J‘- Music Print
5] Pictures Rotate clockwise
E Videos Rotate counterclockwise
% Computer Share with 4
j:LT-“ Local Disk () Send to b | |1, Compressed (zipped) folder
Cut Bl Desktop (create shortcut)
3 Documents
Copy
5% Faxrecipient
Create shortcut 1 Mail recipient
Delete [3 i
SharePoint __)
BEDame = FloppiDisk Drive (4:)
Properties &, Local Disk (C)

Save files from Windows Explorer
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OFFICE (Word, Excel, PowerPoint) TO SHAREPOINT

Scinaptic OnePlaceMail™ Productivity Tools for Office (OnePlaceMail Enterprise Edition only) is an add-on to Scinaptic
OnePlaceMail™ and extends the integration features of Scinaptic OnePlaceMail™ into the following Microsoft Office
applications:

1.34 Office 2010 & 2007

Feature ‘ Word Excel PowerPoint
Save to SharePoint / Office 365 using OnePlaceMail Yes Yes Yes
Launch your SharePoint Search Site Location/Scope Yes Yes Yes
Perform SharePoint Document Management Functions Yes Yes Yes

New ribbon group on the Home Ribbon tab providing Check In,
Check Out, Discard Check Out, File Properties (Document
Information Panel)

Compare SharePoint Document Versions Yes - -

Visually compare versions showing all differences between two

documents
@“ H" f 3 |+ Example Document - Microsoft Word = B R
Home Insert Page Layout References Mailings Review View & e

== ) Calibri (Body) -1 -

'j Ly B F U - oabe x, x* | 2
Paste

- 3 . - - “ T

- 7 W A Aar| A A

Clipboard Font P

@) Document Properties _ﬂ Compare ~ % y % &
,_EICheck Out Q} Search SharePoint = -
Quick Change | Editing

._t_'ﬂ\fersions ﬁSaue to SharePoint tyles ~ Styles ~ -
OnePlaceMail Tools for Office Styles P

. = =

i)

-

[Example Document

OnePlaceMail Tools for Office Ribbon Group 2010

OnePlaceMail™ Productivity Tools for Office appear as a new group in the Office 2010/2007 ribbon as shown below.

1.35 Office 2003
Feature PowerPoint

Save to SharePoint using OnePlaceMail Yes Yes Yes
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1.36 Save to SharePoint from Word, Excel and PowerPoint

The Save to SharePoint button allows you to take a copy of the current file and transfer it to SharePoint using the
OnePlaceMail Save to SharePoint Window to select a destination location in SharePoint and optionally specify any
metadata (SharePoint columns).

Once the file has been transferred the application will then reopen the file stored in SharePoint and you can now continue
working on the file and subsequent changes will be saved to SharePoint.

Once the file has been transferred to SharePoint you will notice that other buttons become available in the OnePlaceMail
Tools for Office group related to document management (such as check in, checkout, discard checkout, and versions).

The same Save to SharePoint action is also available from the Office > Save As menu in Office 2007.

—] @_. Word 97-2003 Document
M Save As r -| save a copy of the document that is fully

compatible with Word 97-2003,

= SharePoint
7 O fi Office Li »
_f? pentrom e Lve % Save the file to SharePoint as a Word
document using OnePlaceMail

| = |
Office > Save As > SharePoint

In Microsoft Office 2010 a new Action has been added to the ‘Backstage’ area of Word, Excel and PowerPoint under the
‘Save and Send’ tab called ‘OnePlaceMail Upload’ as below:

(W]| o5 |'s Bxample Document - Microsoft Word o B =
Home Insert Page Layout References Mallings Review View @
g5 save )
Save & Send Save to SharePoint
Bl save s

Save Document to SharePoint using OnePlaceMail

Send Using E-mail

|7 Open Select save location using OnePlaceMail

Apply custom metadata during save process

o .
=1
[ Close
% OnePlaceMail Save %

Info
g Save to
Save to Web
Recent e SharePoint
New Save to SharePoint
LAl
Print

g] Publish as Blog Post

Save & Send
File Types

Help
h@i Change File Type
2] Options
B Exit 2; Create PDF/XPS Document

Save to SharePoint from Word, Excel and PowerPoint
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1.37 Perform SharePoint Document Management Functions

When working with a file that is stored in SharePoint the OnePlaceMail Tools for Office ribbon group provides functions
related to document management (such as document properties, check in, checkout, discard checkout, and versions).

Document Properties

@“ H-" 4 |= Example Document - Microsoft Werd = B =R
Home Insert Page Layout References Mailings Review View ) e
——

Quick Change | Editing

== W Calibri (Body) T 11 v = v i v tize | EE i Document Properties | | Compare ~ % % Y
_j Cy 0B T U -abe x, x| 2 |= Check Out q) Search SharePoint ~
Sy

- T W A Aar | AW [l Versions Bl save to SharePoint Styles = Styles ~ v

Clipboard Font ] Paragraph ] OnePlaceMail Tools for Office Styles F]
6Project Document Properties - Server Location: https:foneplacemail. sharepoint. com fsites/Contoso Example %20Docu #* Required field }
Uﬁe: Email Attachment Count: Email Category: Email Conversation: Email Conversation ID: 4]
lé)(ample Document ‘E
Email Conversation Index: Email Date: Email Date Received: Email Date Sent: Email From: m
|

Email From Name: Email 1D: Email Importance: Email Sensitivity: Email Subject:

Email Type: Example Choice: Required Text: Example Date:

\_ Red - |z 25/02/2012

NEIRN

Example Document

Document Properties (Document Information Panel)

The Document Properties button toggles the document information panel (DIP) on and off. This represents the metadata
(SharePoint column) values associated with this document.

When editing a document, these property values can be set directly in the document information panel within the Office
application.

Check In, Check Out, Discard Check Out

The functionality provided by the check in/check out buttons will vary according to the SharePoint document library
settings. Usually, you will need to check in a document after making changes so that other users can see you changes.
Use check out to lock a document for editing so that other users cannot edit the same document while you are editing it.

© Copyright 2014 | Scinaptic Communications Pty Ltd Page 99 of 137



Scinaptic | OnePlaceMail OneePlaceMail User Guide 6.6

Versions

Versions saved for OnePlaceMail UsePGlidekicoc M im i B S

Versions saved to:  http: (fvs-server43/dients fopmreleases/2009 12 08/0ffidal Documents |

Mo, Maodified Maodified By Size Comments
0.2 5;02,:20 10 10:48 AM  SCINAPTIC \cowyer 7.6 MB
il lo.1 5;02}2010 10:48 AM  SCINAPTIC\cdwyer 7.6 MB

Office Versions window

The Versions button allows you to see all versions (and drafts) of this document that are stored in SharePoint.
When selecting a particular version of a document in this dialog you can perform additional action including:

e Open - opens the selected version of the document in the Office application.
e Compare - opens both the current version of the document and the selected version of the document inside the

Office application and analyses any differences between the two versions of the document. Note compare is only
available in Word 2007.

e Restore - replaces the content of the currently checked out file with the content from the selected version.
e Delete - deletes a specific version of the document from SharePoint.

I

Versions saved for Example Document
Versions saved to:  htips:/joneplacemail.sharepoint. com/fsites {Contoso /Example Document Library/
Mo, Modified = Modified By Size Comments
25/02/2012 3:56 PM  Admin 23.1KB  Modifiy Section 1
1.0 25/02/2012 3:56 PM  Admin 23.1KB  Modifiy Section 1
Cpen Compare Restore Delete Close

Versions window and available actions
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1.38 Compare SharePoint Document Versions

Example Docurnent - Microsoft Word = = &2
ences Mailings Review Wiew (] 9
: | Document Properties ._gl‘ufersi::uns ﬁSmrE to SharePoint 3‘ Y

LhCheckIn |_’ﬂ Compare =
raph Styles | Editing
|l Discard Check Out = Major Version - -
on ‘*‘ Compare this document with the last
major version published on the server. —
1711a) Last Version Ef
-c *_ ™

Compare this document with the last
version saved on the sger.

Specfic Version...

Compare this document with a
specific version saved on the server.

e
s

Compare...

Compare two versions of a document
(legal blackline].

1]
Ll
i

Combine...

Combine revisions from multiple
authors into a single document.

]

D

From Microsoft Word - Compare Versions of documents stored in SharePoint
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OneePlaceMail User Guide 6.6

The compare menu allows you to compare the current document with another version of the same document and quickly

identify all differences between the two documents.

Summary of changes

Document with comparisons shown in place

Original
Revised

"_-.;sml--.j-' e S i o Pl 15 WAt W i | |
‘—/r Hame Ireiert Fage Layout Aeferenes kg Aewmen Wit gl o
f T I T istion SoeenTo ~ h = - B L Fired Shoeing Warku . I
A | ] f e i Ld ) P
ﬂ?&h{‘l TI"L-L:- Ti i *wa“n ﬁ .J - _T‘A Bai ] Show " ﬁ E <- e il L
v Deiste Predous s " - tedt
e e TS e ot = - [ AR el e eraasrea- || Do -
Fioatig CamvBents Tradking {ﬁw Cangaie Frogsdt
Sumiany 3 reskire o & x| Compaed Dacument o W Dvigind Documernt [CneFlaceigs] Gudsdaoyy X
Tnsetivns 12 Deletiore 10 Maves 18 Fomating 1 B :
c o 5 SERVER CONFIGURATION OVERVIEW R RCO RATIO
OVER
I.—r cLmGnE Changes ,..”..- 51 Central Keywords List
[Onperied  Comgessiceds | Scinaptio OnePlacefal™ and Scinaptio OnePlacebisl™ Produciuty Tools for aEInE I
Soinaphic OneFlaceblal™ and Scinaplic Office c =
OrePlaceMal™  Productiity  Took fod 1 1
Offie make 52 Central Colunin Mapping List
Haved {inwertica) [1 iha nince 1.3
wse of a ShaePort it 1o refoence u b B A il DUR
certral kepamrch: that pan be oxed o | ot Crents the Central Keywords Listin SharsPoint
customise the behaviour of the product 6.1 Server Col nis.

specific 1o your smarcoment and are
applicabie to all client machines. You can
selichange these keywords al any time and
all chents will pick up the changes in real
Bme

How to Create the Central Keywords
Listin SharePaint

The folowing steps will creae the Ceniral
Keywords kst in SharePoint and register the:
list  with  the OnePlassiial  Server
Configuration Ltity:

1. ‘Seect a ShareFoinl sie on

which to creale the Central
Fosywords kst All
OneFlaceial users must
hive access bo read the
Ceniral Keywords list s
fomep this in mind when
sekscling a sie 1o host the
list.

In Int=rnet Explorer navigale o the sie 1o

T teeaie
| R i e e
=

1 rigs
| e, remevs, - amceha fioh P ar

3 Creme anew Custom List

4 Spescify 2 Mame for the list {vou con gue the st any name you
ohoose) and click Create
Partal x SPH1 & Corale = lem

New

P .

‘wioeds 10141

Enqgiisn (daysradiy

ooe

The folkewing steps will femove the OnePlaceiial
sarver instalation (T yod have an evakiafion fime
lirniedd Icence, skip 1 and 2 and Slam with step
3k

Faraead Occumant [OnaPlecebisl Adminmtior Guide docx) x

5 SERVER CONFIGURATION
OVERVIEW

5.1 Central Keywords List

Scinaplic OineFlacsidai™ and Seinagpic
CreFlacelal™ Producivity Tooks for OTlice make
use ol a SharePonl lisl o relerends cenlral
kepwnrds that can Be used 1o cusbomise 1he
behaviour  of  dhe  product  specific 10 yowr
erparoriment  and  are applicable 1o all chent
machines. You can seichangs thess keywords al
ary time and al chents will pick up the changes in
real imea

How b Create the Central Keywords Listin
CERE. EYETY

3-8

Document Compare capability available in Word 2007 & 2010 (2007 Word image)
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1.39 Search SharePoint Locations from Microsoft Office

The Search SharePoint button will launch your SharePoint search site in a new browser window.

@“ H" - |- Example Document - Microsoft Word o = =R
Home Insert Page Layout References Mailings Review Wiew & e
“r':!] ] Calibri [Body) 11 - = (@Document Properties ._gl\fersions ﬁSaue to SharePoint \ﬁ éﬁ
B E B 7 U ~ahe x, x* 2 Check In Compare ~
Paste = - : . Paragraph Lh —ﬂ L Styles | Editing
- 87 A Al | AN - |8 Discard Check Out | () Search SharePaint = - -
Clipboard 1« Font E] On; SharePoint (Advanced)
I Project Sites I i}
Matter Management System -
People Search |>

Search SharePoint - Office 2010 & 2007

1.40 Open from SharePoint

From within Word, Excel, PowerPoint and Outlook, you can open a document from SharePoint to view/edit within the
native desktop application.

@“ H 2 LN Documentl - Microsoft Word @M
Home Insert Page Layout References Mailings Review View & e
== 4 Calibri (Body) -1 - | @) Document Properties B Save to SharePaint A? % &
_j Sy B I U - oahe x, x° | 2 ) compare - EEOpen from SharePoint -
Paste - A . . . Quick Change  Editing
- 7 s A Aar | A A (3}, Search SharePoint ~ | Styles = Styles - -
Clipboard = Font Fl OnePlaceMail Tools for Office Styles ]
Eal
Fs

Open from SharePoint - Office 2010 & 2007
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The Open from SharePoint window provides the ability to browse SharePoint recent locations, favorite locations or your
entire (security trimmed) SharePoint environment.

m OnePlaceMail - Open from SharePoint L@ﬂ

Location |g 01. Contracts (oneplacemail sharepoint.comisites\Contoso\Example Docu Search: 01. Contracts {oneplacemail sharepoint com'sites"Ci, 2

=123 - My OnePlaceMail - Mame Madified By Modified Type |Size
| > Archived Projects
| = Contoso v W W
) > Office 365 - SharePairt W] pDdoc Admin 24/02/2012... doc 485 KB
| > On-premise SharePoint
Recent - @_] Project Specificationdocx Admin 25/02/2012... dox 202 KB
53] 01. Contracts {oneplacemail sharepoint com'site| [~ Test Email Message_1r0lhckr.msg Admin 25/02/2012... msg 3325KB
Picture Lib it
j E;a;r;e E:; {E;m;s{cgomoso} (=] RE_ ProjectInitiation Document _PID__ Review_1rlelShs... Admin 25/02/2012.. msg  E1KB
[#-13%) - SharePoirt - ﬁ OnePlaceMail Administrator Guide pdf James Fox 28/06/2012... pdf 159 MB
=4 Example Email_1rl8sokjmsg James Fox 29/06/2012... msg 515KB
=] RE_ProjectInitiation Document _PID_ _Review __1r158.. James Fox 29/06/2012... msg  535KB
=] RE_ProjectInitiation Document _PID__ Review_1r159mt... James Fox 28/06/2012... msg GBLS KB
=4 RE_ ProjectInitiation Document _PID__ Review_1r158m... James Fox 28/06/2012... msg 535KB
=4 Upcoming project_1r0lhd3cmsg James Fox 28/06/2012... msg 785 KB
@_] Research Projectxls James Fox 29/06/2012... xls 38.5 KB

-« 1 2

[ Open in Application ] [ Open in Browser ] [ Cancel

Browse and open from Recent or Favorite locations

You also have the option (as per the Insert from SharePoint) to search SharePoint (metadata and file content) using the
SharePoint Search

H OnePlaceMail - Open from SharePoint [ | = u
= —
Location Iﬂ 01. Contracts (oneplacemail sharepoint.comisites\Contoso\Example Docu Search: 01. Contracts (oneplacemail sharepoirt com'sites"Ci 2
=422 - My OnePlaceMail - Mame
| > Archived Projects '
| > Contoso y v v v
| > Office 365 - ShareFoint ] FD.doc . Admin 24/02/2012.. doc 485 KB
| > On-premise SharePoirt o ) o :
Recent - _] Project Specificationd Admin 25/02/2012... docx 202 KB
23] 01. Contracts {oneplacemail sharepoint.com'site [ Test Email Messag€ 1r0lhckrmsg Admin 25/02/2012... msg  3325KB
3] Picture Library (Contosa) . 4 o . P
T3] Example Email Library {Contoso) =4 RE_ Project IzfUation Document _PID__ Review_lrlelShs.. Admin 25/02/2012... msg GlEKE
[#-{5igl - SharePoint - 3il Administrator Guide.pdf James Fox 29/06/2012... pdf 159 MB
l2 Email_1rl8sokjmsg James Fox 29/06/2012... msg 515KB

E_ Project Initiation Document _PID_ _ Review __1r159.. James Fox 29/06/2012... msg 555KB

RE_ Project Initiation Document _PID_ _ Review_1r159mt... James Fox 29/06/2012... msg 615KB

Search
SharePoint

=] RE_ProjectInitiation Document _PID__ Review_1r159m... James Fox 29/06/2012... msg  53.5KB

=4 Upcoming project_1r0lhdScmsg James Fox 29/06/2012... msg 735KB
@_] Research Projectxls James Fox 29/06/2012... xls 385 KB
] 11 | F
[ Cipen in Application ] [ Cipen in Browser ] [ Cancel

Search and Open from SharePoint
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SharePoint Site Mailboxes (2013 Only)

OnePlaceMail extends SharePoint Site Mailboxes to help overcome many of their limitations (see White Paper). Site
Mailboxes are only available to Outlook 2013 clients when saving to SharePoint/Exchange 2013 environments. The

SharePoint 2013 Site must be extended with the Site Mailbox App.
The following short videos demonstrate how Site Mailboxes are being extended with OnePlaceMail:

How do | capture email attributes when saving to SharePoint Site Mailboxes

How do | save to SharePoint Site Mailboxes from Windows File Explorer and Office
How do | tag content with custom metadata when saving to SharePoint Site Mailboxes
How do | manage email attachments with Site Mailboxes

How do | access SharePoint from with Outlook Site Mailboxes

agprpwhPE

Watch Videos: http://www.scinaptic.com/sharepoint-2013-site-mailboxes.html

1.41 Settings

The ‘OnePlaceMail — Settings’ window allows you to configure how OnePlaceMail interacts with SharePoint Site
Mailboxes made available within an Outlook 2013 client.

SharePaint Connections | Outlook | Site Mailboxes | Save | Search | Launch | Credertials | Proxy | Licensing

@ How does OneFlaceMail support SharePoint Site Mailboxes?

SharePoint Site Mailboxes™
Enable Site Mailbox support
Show Site Mailbox compatibility warnings

@HO‘W do | exclude OneFlaceMail support for selected Site Mailbowes?

Site Mailbox Configuration Cache
Clear Site Mailbox configuration cache
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1.41.1 Enable Site Mailbox support

This setting will enable OnePlaceMail support for extending Site Mailboxes in the Outlook client. The Outlook client must
be restarted for the setting to effect.

1.41.2 Show Site Mailbox compatibility warnings

OnePlaceMail supports extending Site Mailboxes when Outlook is running in cached mode. In the event an Outlook
client is not running cached mode, OnePlaceMail can pro-actively present a compatibility warning.

This warning can be disabled from appearing.
1.41.3 How do | exclude OnePlaceMail for selected site Mailboxes?

OnePlaceMail provides the flexibility to exclude specific Site Mailboxes from being extended by OnePlaceMail during the
process of saving content to a Site Mailbox.

OnePlaceMail allows you to deploy a configuration setting to specify the Site Mailboxes to include or exclude from being
extended by OnePlaceMail. Please refer to the following knowledge base article for further details:
www.scinaptic.com/support/0108.html

1.41.4 Clear Site Mailbox configuration Cache

To help improve performance when interacting with SharePoint Site Mailboxes, OnePlaceMail caches some details
regarding the SharePoint Site Mailbox locations.

There are scenarios when an existing Site Mailbox may be moved or renamed within SharePoint. Under this type of
scenario, the Site Mailbox cache can be cleared. Therefore, allowing OnePlaceMail to reestablish the correct details for
the Site Mailbox location/name.
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1.42 Saving to Site Mailboxes - Controlling the process

1.42.1 Use native Site Mailbox process

To not extend site mailboxes for the capture of email attributes or tagging with custom metadata you can exclude a Site
Mailbox from being managed by OnePlaceMail. Please refer to the following knowledge base article:
www.scinaptic.com/support/0108.html. Note: All libraries within the Site Mailbox will adhere to the configuration setting.

1.42.2 Use OnePlaceMail

When saving content to a SharePoint / Site Mailbox location, OnePlaceMail can optionally present the ‘Save to
SharePoint’ window allowing the user to tag content with custom metadata.

OnePlaceMail provides the ability to define a default global setting for this behavior. The setting can also be overridden on
a location by location basic when defining your favorite OnePlaceMail locations - See section ‘1.1.1: Manage My
OnePlaceMail Folders (Favorites) in Outlook’ earlier in this user guide.

Site Mailboxes reference the global setting to determine if the ‘Save to SharePoint’ window will appear.

El OnePlaceMail - Settings - &

SharePaint Connections | Outlook | Site Mailboxes | Save | Search | Lsunch | Credentials | Proxy | Licensing

Default Save Settings
‘when saving, prompt for properties:

() Always
(@) Never
Suppress Save Results Window
[] Do Mot Automatically Check-In Decuments to Library

Recent Locations

Show Recent Locations in Navigation Tree

Recent Locations Tracked: |10 Clear Recent Locations

Never prompt (capture email attributes)

You can suppress the ‘Save to SharePoint’ window from appearing by selecting ‘Never’ in the Default Save Settings. This
will apply to all Site Mailboxes and their libraries being managed by OnePlaceMail.

Note: if a location (library/content type) in SharePoint has a required column, OnePlaceMail will present the Save to
SharePoint window for the user to complete the metadata. Therefore, the system will dynamically determine if the
Save to SharePoint window will appear based on the location content.

Always prompt (to tag content with custom metadata)

You can show the ‘Save to SharePoint’ window by selecting ‘Always’ in the Default Save Settings. This will apply to all Site
Mailboxes and their libraries being managed by OnePlacceMail.
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1.43 Saving to Site Mailboxes

Tag content with Custom Metadata

The screenshot below shows the ability to tag content with custom metadata (Columns) when saving to SharePoint 2013
Site Mailboxes. Email attributes are also captured automatically when saving email attachments or emails.

Refer to Page 11 of the White Paper for further details on tagging content when saving to SharePoint Site Mailboxes.

B S i - Dl omeplacemai com - Dullosk ! 1 - o x
I o sonomcivt ol Wby OMBLACEWAL | ATRCHMMINTS
B b X SR a
Swe  Gwedll Remowe  Geknt Gopy  Shaw
A5 AmMachments Attadhment L Mesige
e Sekdion  Mewage -

prrm— Seath Cunent Makbes (C1i+E B | Curent Maibue ~ 2 Pepty 3 Reply AN

Inbas 1 Al Unread Syfemt Almld | Tue & 21230
SentHems ¥ Comtorn Projed St Mailase Dema User]
D ]
o RE: EDRMS Project

4 Lagal Mattar Maragament Diamo User]

. Examipie Enusl with SHEachments o Sesktop 2z
::':::d':el"" Demo User! -
N mail ﬂ-‘lnﬁmﬁw_
+ Legal Matters -
"‘ﬁmh_
# Preject D01 -‘-l‘ Dema User2
- [T pre—
o Doc uments
1. Conkuacts Demo User2 Location I_u] 01, Confracts
e Praet Bramies
o, Raports Demo User2 =i - My OnePlace Mail Locations
4. Miclasaz el @ > Demo Properties | Location Content
05, Commpendencs 4 Demo User2 | @ > Fox
Inbiow RE: EBAMS Proe L
Pdatad Harme 3 {iz) - Racent - Content Type Project Document w
Mail Calendar People Tasks §f &4 - SharsPor - _
=3 - Ste Madboxes - [+#] Use Email Subject/Filename as Title value
o Legal Matter Management
=} Progect 001 Title [Auto Saf]
L@ ..Cick to Show All..
=53] Documents Example Choice Green -
g ..Click to Show Al
-3 01, Contracts Example Date 2m203 @
- i Project D02
Select Person g, @

Example Mumber

Example Text * Q
Project Location » Nevada

\."ﬂ
Associated Tasks |

Enterprise Keywords

Files @2 Project Contract docx (44 09 KBY: Show more.. Manage Filss

[] Overwrite Existing Files?

Tag content with custom metadata when saving to a Site Mailbox

© Copyright 2014 | Scinaptic Communications Pty Ltd Page 108 of 137


http://www.scinaptic.com/sharepoint-2013-site-mailboxes.html

Scinaptic | OnePlaceMail OneePlaceMail User Guide 6.6

Access SharePoint Document Management capabilities from Site Mailboxes

Toggle between the Exchange Style views of Site Mailboxes and the corresponding SharePoint View to access document
management capabilities.

Project 001 - Documents - Progect 001 - Qutiook y A « 5 REPNE o I -

HOME SEND / RECENE FOLDER VIEW SHAREPOINT OnePlaceMail

=1
=) - = "I
Swttch to View tem Copy Manage All

SharePoint view § Properties asLink  Site Mailboxes

View Actions Manage ~
<
| Favontes All Unread | Sescch Project 001 - Documents (Clrl-E) pe urrert Folder
B\ |1 )| NAME LAST C.. [CHANGED... SIZ.,, | OHECKED ... | CATEGORIES
I DemoUser@oneplacemail.com | 4 Date: Today
8% OnePlacoMall Licensing FAQ's.docx Tue 21... Demo User 81 K
4 OnePlaceMail
@7 Project Contract docx Tue 21... Demo User 39K
b - Recent - "
I - My OnePlaceMail Locations Q7| Project Contract - V2 Signed.docx Tue 21... Demo User 43K
My OnePlaceMail Recovered Fles OnePlaceMad-Brochure-Express pdt Tue 21... Demo User 1,1..
b: Deleled Rems OnePlaceMail Brochure- Enterpeise. pdt Tue 21... Demo User 1,1..

Search Folders
EXPRESS_ New release OnePlaceMail 6_3 _ greater... Tue 21... Demo User 87K

4 Propect 001 CLIENTS_ New release OnePlaceMail 6_3 _ greater ... Tue 29, Demo User 89K
inbox RE_ EDRMS Project_1r42eS03.msg Tue 21... Demo User 116K
Deleted Items
e e RE_EDRMS Project_ird2dtfo.msg Tue 21... Demo User 186K
4 Documents’ 11
b Chents Product Brochures 1r42126r.msg Tue 21... Demo User 2.3,
Suppliers Pictures for approval_114212h0.msg x

Junk Email

Picture Library 4

Mail Calendar People Tasks ***

MEMS: 11 UNREAD: 11 ALL FOLDERS ARE UP TD DATE CONNECTED

Cutlook 7T E - O X
HOME SEMD " RECEIVE FOLDER VIEW SHAREPOINT CinePlacehlal
=
=i =
Swiich ta Mariage A1
Outlook view Site Mailbomes
Wirw Adliand Mara ge ~
© gm et s Forwerd I Befress (0 e in Browser |
Newsieed
Demolsen@oneplacemail com
4 OnePlaceMail -
Rncant (® new document or drag f ere
I+ = My OreePlaceMail Locations Al Documents By Conversation By From (Sender) - Fired & filz o
- Wy OreaPlacabail Recovarad Files
Diieted hems O wamed Emal Freem ham
Search Folders 2 RE_ EDRMS Project_1r428503 & see V12012 1245 AM  Demo User2 Demo Newvada Demo User
Userl
4 Project 001
(3 BE_EDRMS Project TraZditio e 1132012 1024 P Demao User2 Dema Hevadx Demo Lser
Ik Usart
Disbeted Harret " e s e E . - .
Y Project Contract & v 11372012 1024 P Demo User2 Dema Califarnia; Demo User
4 Documents 11 Userl Belgum
b Clients
Suppliers 8Y Project Contrast - V2 Signed & ses 1142012 1245 AM Demo User2 Oema Califarnia; New Demp User
Lserl Vork:
Junk Email
o Product Brochures 1142126 e VG012 B2EPM Demo LiserZ Demag Hewada Demo User
Ficiure Library 4
Userl
W
Praject 002 3 Pietieac e anrerwal 171700 B see 117602012 333 PM Dema UserZ Dema Hevada
Fitpss/sppserver- 20161 fsitescantosaprajectsProjecs001/Shared 20 Documents/RE_%20EDRMS %20 rsject_Trd2dtia g
Mail Calendar People Tasks -

Site Mailbox — SharePoint Tab: Toggle from SharePoint View to Exchange Style View
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Further configuration options
1.44 Minimal View - Standard View

OnePlaceMail provides the option to set a Minimal View for a SharePoint library. The Minimal View is a simplified view of
the SharePoint library. It has the standard SharePoint navigation bars removed to help maintain focus on the library
content. The Minimal View provided with OnePlaceMail can be modified (see Administrator Guide for details).

Note: Please refer to the Administrator Guide for details on how to enable the Minimal View

B Microzaft Outicok
e Home Send / Recetve Fokder View OnePlaceMall

L ; - ] )
___l i /( ¢ ‘ ’ .'- .'. ’(- 33 Team E-mail . v

New New - Copy to Maove To Search Create M Rules
E-mail Rems~ & Junk * SharePoint * SharePoint * SharePoint * - LTEME Hew y v

New Deletr Respon e PaceMai Quick Step Move

Favortes

Documents

# DemonstrationUserl @SCTINAPTIC
L=} Inbox
i Drafty
-3 Sent Items (1)
C) ax @ Home ACME Projects [,; Sites :]

S+ Contoso » Minimal View *» All Minima
S . |

@ Junk E.mall
41 Outbox
LE) RSS Feeds
L& Search Folders

[T Type Emad Date Name Email From Name Emad To

w

# . OnePlsceMall

fs) Deleted ltems

. - My OneflaceMad -
» Archived Progects
# > Contoso
) ACME Projects
- Exampile Document Library (Conto

tiation Document _PID_ _ Review_1rleiShs Demonstration User 2 ey

- Example Emast Library (Cortoso)
4 Minimal View (Contoso)
3 Picture Library (Contoso)
i Tasks
> Currerit Projects
» Dffice 365 - SharePoint
» On-premise SharePoint

- Recent - v
il g - ¥ Add doc

33 ad P Wl d -

v wbrbrwvwewe

W
1
a

\
i

This folder was last updated on 4/

Minimal View showing SharePoint with no left navigation (example minimal view)
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0 _" s Microsoft Outlook
[INGIES|  Home | Send/Receive  Folder  View  OnePlaceMail
= “u o] ( : \ N
% e L 3 ’ y
J" -t ﬂ v ’ ‘- 1 ol 33 Team E-madl v -— 5
New New Copyto Move To Seacch A . Rules
Email Items ~ & dunk ~ SharePoint = SharePoint + SharePoint * & 3 Create New = -
few Aespond OneFlaceMs Quic Move
Favorites ‘
4 DemonstrationUserl @SCINAFTIC Browse
) Inbox / i .
"2\ Dratts S Contoso » Example Document Library » ... 01. Contracts » All Docume
=} Sent Items (1)
a) Deleted ltems 12 Home  ACME Projects All Sites l]
<@ Junk E-mail
) Outbox ( Lbranes \ ™ Type Name Email Date Email From Name Email To
) RSS Feeds | Example Document 3 " vEm=m 1/23/3010 6147 AM  Demonstration User Demonst
A Search Folders ]3] v_1r ¢
4 . OnePlaceMall - = | E P C er D
= Minimal View C -
of Deleted Rems
3 /772009 1:55 P - at Use emons
“ - My OnePlaceMail - ¥
Pictures
| » Archived Projects AM Dest ation Use
4 > Contoso Picture Library ~ ST =
L ACME Projects .
4 Bample Document Library (Contoso)) Lists 3 g g9 P at » e
. Exampie Email Library (Contoso) Calend ser
Calendar
L Minimsl View [Contosa) =] 2 a5 PM echi Derr
2 Picture Library [Contoso) Tosks se
) Tasks 3 a 2009 2:54 2 tachl Demonst
ol > Current Projects Discussions : :
wul > Office 365 - SharePoint Teaam DisCusson o | s 2 Pt 4 en
| > On-premise SharePoint se
w2 «Recent . ! = 2 4 5 te armaor
« My OnePlaceMait (Recovered Files) &' Ret 4 )
Search Folders Email with 3 attachments_1rOihddy 3 2009 9:37 AM 1
~ i
DemonstrationUser2 @SCINAPTIC B2
#) PID G 23/3 te ot
= VR A e BT
This Tolder was st updated on 44

Standard View with SharePoint left navigation
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1.45 Set the Folder ‘My OnePlaceMail’ to Configurable Homepage

The - My OnePlaceMail - folder can be renamed to meet your business requirements using the configuration update
process (see Administrator Guide for details). For example, you may change the name to: ‘My SharePoint Locations’

When the user selects the ‘- My OnePlaceMail — folder; the OnePlaceMail website home page is presented by default.

This can also be changed using the configuration update process.

Tip: Set the URL to your Intranet home page or to your SharePoint Search page.’

Microsoft Outlook

| 1@l .
‘ Fle e Send | Recene Fosder View OnePlaceMan
1 - - Y :
Sl P, ) l ( a 4 ' s N
} 3| \ vo '- i. & ’
) 34 Team E-mai -y
Nrw New J Copy to Maovwe To Search IR Madey
Email Rems+ & Junk - SrarePoint * ShareRowt * ShaePoint» & Coaate Baw . . 4
D vePlacenda Quitk Step
| - .
Favorites ¢

4 DemonstrationUser] @STNASTIC
] Inbex
J) Drafts
=) Seed Berma (1)
'3 Deseted Rems 12)

& Junk E.reai
<4 Outbon

£ BSS Featy

49 Search Fosders

SCarc Now in two editions..,

4 . OouPaceMud Oned! - s OnePlaceMail™

fa) Dedeted Rerm

SCame > MEw
OnePlaceMail™ Comects Microsoft Outlook, Microsoft Office and
Windows File Explorer with Microsoft SharePoint and

- | Expasss]
Cperdoad e 4
4. » Cartoso 3 Office 365 for improved informabon management
3 ACME Projects
L Dxample Document Loy (Contoso) S d &
- Example Emad Libeary (Contoso) {
4 Mivmal View [Contose} ! 2

(23 Picture Library Kontosa) View demo W Express Edition Start an Enterprise Tr
> Currert Progects

» Office 365 - SharePoint

> On-premise SharePoint

Recent T
- My OnePraceMail (Recovered Files) - Sotutions

52 Search Folden it e e e e el S i

My OnePlaceMail Home page is configurable
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1.46 Category ‘Transferred to SharePoint’

If emails are copied (you

can also move) to SharePoint, an Outlook Category: Transferred to SharePoint is set on the

email in Outlook. The category hame is configurable via the configuration update process and can optionally be disabled
(see Administrator Guide for details).

£I| _j v |+ Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Outlook = B R
File Home Send / Receive Folder  View  OnePlaceMail @
: ], [@ T Ignore x y D .% 5 Meeting ~ ¥ (; S 3 Move tor 7 [33Move~  [=jUnread/Read Find a Contact ~
%= Clean Up ~ - d - ﬂ ) To Manager - Rules - Categorize ~ | [} Address Book
MNew  New Delete Reply Reply Forward B, pjore ~ Copy to Move To Search > . . p ’
E-mail Ttems - | & Junk - All o SharePoint - SharePaint - SharePoint - | |28 Team E-mail | @oneNote | ¥ Follow Up » | 7 Filter E-mail ~
New Delete Respond OnePlaceMail Quick Steps Fl Move Tags Find
> Favorites g
Search Inbox (Ctrl+E) yel <
4 DemonstrationUserl @SCINAFTIC A~ B 1|5 | 0| Received From Subject Categories Size 7~ EH
3 Inbox (4@ Mon 73/03/2009 8:2... tech3 Test Email Message 281 KB F4
(37 Drafts [—4 @ Mon 23/03/2009 9:2... tech3 Test Email with Pictures 2MB 5
LQ Sent tems [~d Mon 23/03/2009 9:3.. tech3 Project Requirements Warkshop Vs 5KB g
@ Deleted Items 4 1 Mon 23/03/2009 9:3.., tech3 Email with 3 attachments [ Transferred to SharePoint Y37 KB 1 &
. Sl
L,a Junk E-mail (=4 © Mon 23/03/2009 9:4... tech3 Upcoming project [l Transferred to SharePoint 3 KB 3
LZ“I Outbox :B ‘Wed 30/09/2009 2:5... tech2 RE: Project Initiation Document (PID] - Review [l Transferred to SharePoint KB g‘
Lﬁl RSS Feeds (3, Wed30/09/2009 25... techl RE: Project Initiation Dacument (PID) - Review B Transferred to SharePoint 0 KB Y %
> (@ search Folders L%’ ‘Wed 30/09/2009 3:4... tech2 RE: Project Initiation Document (PID) - Review (with. .. oo _~" 11 KB a—
= L%’ Fri13/11/2009 7:10 ... Demaonstration Userl Example Email 6 KB
4 _OnePlaceMail - 3 4 o E
g Thu 26/11/2009 6:59... Demonstration User1 RE: Project Initiation Document [PID) - Review 12 KB Y
@ EEEE Ens [~ Mon7/12/20091:56 ... Demonstration User 2 RE: Test Email Message 10 KB vl
4[55] - My OnePlaceMail - -4 Tue15/2/2009 4:10 ... Demonstration User 2 RE: Projedt Initiation Document (PID) - Review [with... 14 KB §
] » Archived Projects e Eri0N A0 EdT Diamanc brntinn Llcaen NEx Deminet Inikintinn Moot DI Do FETT hal| B8
-
A= EEEs Email with 3 attachments z
[ ACME Projects E3
[_d Example Document Library (Conto|
[ Example Email Library [Contoso)
[ Minimal View (Contoso)
[ Picture Library {Contosa) I
> » Current Projects .| Message ] Project Initiation Document.doc (27 kB) | Research Praject.s (17 KE) (=] Water lilies.jpg (86 KE}
» ] = Office 365 - SharePaint
> | * On-premise SharePoint
4 o) -Recent-
3 Example Email Library (Contoso)
2 See more about: tech3. DI:J ~
BRI
Ttems: 17 | This folder was last updated on 4/08/2011. _§ Disconnected | [ EJ 100% (=) [} (+)

Outlook Category: ‘Transferred to SharePoint’

1.47 OnePlaceMail Menus, Buttons and Other Configurations

OnePlaceMalil is a very flexible solution and is highly configurable via the configuration update process (see Administrator
Guide for details). Examples of OnePlaceMail configurations are:

e Enabling/Disabling and renaming OnePlaceMail menus and buttons

e Defining the Email filename format

e Deploying Global Settings and configurations for OnePlaceMail

e Deploying Site Collections (OnePlaceMail Enterprise Edition only)

e Deploying Outlook Folders and Category structure (OnePlaceMail Enterprise Edition only)

o Deploying Folder Settings (for Upload and post upload actions) (OnePlaceMail Enterprise Edition only)
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Alternate File transfer methods

In addition to drag & drop, there are other ways of transferring items from Outlook to SharePoint. Choose the one that is

most convenient for you.

e Right-click on email message

e  SharePoint button on the task bar

e Select OnePlaceMail from the menu bar and select Save Emails to SharePoint
e Move icon on the toolbar

e Send and file emails via OnePlaceMail

e Using Outlook Rules

1.48 Right-Click on Email Message: Move/Copy to SharePoint

Select one or more emails and Right-click to copy or copy the selected emails to SharePoint.

- Minimal View (Contoso)
. Picture Library (Contoso)
[ Tasks

1 > Current Projects

[* .l > Office 365 - SharePoint

[* .| > On-premise SharePoint

| Message & Treejpg (7% 3 Clean Up Conversation
» Toco Toucat X
“u
“u

Delete

Copy to SharePoint

Move to SharePoint

Ul -Recent -
.o =My OnePlaceMail (Recovered Files) -

Right-click — Save to SharePoint

Note: Right Click Copy To / Move To is available in Outlook 2010 only.
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0|59 |+ Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Ou
"ﬂ‘ﬂﬁ’"| Home Send / Receive Folder  View  OnePlaceMail
Ny [E lgnore x = =" . A3 Move to: ?
el = T “4a *m ‘m
— e ™ y Clean Up ~ o - . 34 Team E-mail q
New  New Delete J: f Forward _"“ More * Copy to Move To Search
E-mail Items~ | & Junk ~ - SharePoint ~ SharePoint * SharePoint ~ -
New Delete Respond OnePlaceMail Quick S
Favorites <
4 DemonstrationUserl @SCINAPTIC By |1 5| D) 8| Received  ~ From Subject
[} Inbox [~ B Mon 23/03/2009 9:29 AM tech3 Test Email Message
[2) Drafts 4 B Mon 23/03/2009 9:29 AM tech3 Test Email with Pictures
L=} Sent Items (1) i 4 Mon23 I Project Requirements Wor
5] Deleted Rtems (2} (4 @ Mon 23/03/200¢ & 9Pen Email with 3 attachments
( <3 Copy
‘-a Junk E-mail [—4 @ Mon 23/03/200¢ = Upcoming project
L4 Outbox L% Wed30/09/200¢ gl Quick Print RE: Project Initiation Docu
() RSS Feeds  Wed30/09/2009 Earaaa RE: Project Initiation Docu
[0 search Folders L Wed30/09/200¢ = RE: Project Initiation Docu
- OricPiaceMioil % Fri13/11/20097 =l Mark as Read Example Email
- OnePlaceMall -
% Thu26/11,2009 £} Mark as Upread RE: Project Initiation Docu
(5] Deleted ltems M . -
-4 Mon7/12/2009 By Categorize ’ RE: Test Email Message
4| ;] -MyOnePlaceMall - f Tue 15/12/2009 Follow U ’ RE: Project Initiation Docu
= Up
L > Archived P(o}ects . CsinLnnIne NE) Nenined Tnidinbinm Dar
-7 Quick Steps ’
4\ > Contoso Test Email with Picty
d ACME Projects 25 Rules ’
4 Example Document Library (Contoso) tech3 3 Move >
3 Example Email Library (Contoso) Mon 23/03/2009 9:29 Al
Demonstration User 1 % lgnore

» Green Sei
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1.49 Right-Click on Email Message

You can also upload an email and/or attachment by following these steps:

Select the email and/or attachment you wish to upload
Right-click and select Move to Folder from the dialog box

A dialog box will appear where you can select the destination

1)
2)
3)
0" is
|G| Home | Send/Receive  Foider
4 ek & lgnore x
} - %5 00anUp ~ -
New New Delete
E.mait Items + & Junk ~
New Delete
Favorites <

4 DemonstrationUserl @SCINAPTIC
.} Inbox
2] Drafts
=] Sent Items (1}
‘a) Deleted Items ()
- @ Junk E-mail
4 Outbox
£) RSS Feeds
43 Search Folders

4 . OnePlaceMail -
3] Deleted Rems

@0 - My OnePlaceMai -
ol * Archived Projects
4l > Contozo

o ACME Progects

i Example Document Library (Contoso)
i Exampie Email Library (Contoso)
[ Minimat View [Contoso)

I Picture Library [Contosa)

| Tasks

) > Cutrent Projects
| » Office 365 - SharePoint
| » On-premise SharePoint

| «PRecant -

Inbox - DemonstrationUserd @SCINAPTIC - Micresoft Outlook

View OnePlaceMad

-

Forward B, pore -

“0 “m

Copy to Mave To

SharePoint = SharePoint = SharePoint « -

; A Moveto:?

Search

 Done

o Create New

24 Team E-mail

aw L

Move Rules Onedi

Respana OnePlaceMail » yick Stens Mogve
- — RO A Fr——T
Copy the sedectad items to the folder;

L= NI eived B ETTOm R 1
{1 D8 Rec From 4 (4 - OnePlaceMail - ol ] P ] e

3 & Mon 23/03/2009 9:29 AM tech3 (3 Deleted lems

¥ Mon 23/03/2009 9:29 AM tech3 { o L3 - My OnePlaceMail - Cancel
B Y LT T e T S e > = o
= [ Mea a0 G5 Open == L > Archived Projects e |

—4 © Mon 23/03/200¢ 2 - > Contoso

3 0 Mon 23/03/200¢ 44 LoPY 3 ACME Projects

% Wed 30/05/200¢ @ Quick Print 4 Example Document Libre ¢ |

G Wed 30,09/2008 2 Forward 3 Example Email Libeary (C| |

% Wed 30/05/200¢ 4 Minimal View (Contoso)

3 Fi131720097 (S Makas Read 3 Picture Library (Contoso)

% Thu26/11/2009 (N Mark as Upread ,‘ ) Tasks

3 Mon7n2/2009 S5 Categorize 2 ’ ’ >I"Cu"tanlO|eds b

- . '
3 TuelS7272009 W posow Up &7
. Eamamiomns Ve Ty pp——r————r ey I i,
Test Email with Pict 7 25 &
M  Rules 4 »

tech3 B tove
Mon 23/03/2009 9:29 Al

Demonstrabon User 1 % lonore
I Message . Treespo 75 %
=i Toco Toucar X Delete

“u Copy to SharePoint

“u Move to SharePoint

Clean Up Corwersation

| (508 KBy o Green Sea Turtle gpg (374 &8)

Using the standard Outlook Copy or Move

e Humpback Whale jpg (2
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1.50 SharePoint Button on the Ribbon/Task Bar

OnePlaceMail provides a ‘Copy To’ and ‘Move To’ button on the ribbon/task bar. Simply select the emails you wish to
upload to SharePoint and press the appropriate button. Either button can be renamed or hidden via the configuration
options (See Administrator Guide).

r

0] ,:5 9 |z Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Outlook
Home Send / Recelve Folder View OnePlaceMall
y ijﬁ S x —A —d' . 4 T3 Meetin ( ﬁ = 3 ;; <5 Move to:? x T
}_] ; L — -
2 %= Cleanup + e ‘i 3 Team E-mail v D
New  New Delete  Reply Reply Forward 3, pore - Move To Search £
E-mail ltems~ & Junk - All s {SharePoint v/ SharePoint ~ SharePoint ~ | =& Reply & Delete ga
New Delete Respond Recent Quigk Steps
> Favorites < " @ Picture Library (Contoso) I
— . - ) Example Email Library (Contoso) I I
4 DemonstrationUserl @SCINAPTIC = BG| D6 Received |- :
= (3 © Mon 23/03 ¢ [ Example DozumuB.vbmy {Contoso) | Message
A Orafts 4 @ Mon L] Select SharePoint Iocation... | with Pictures ’i
|=j Sent items (1) 4 Mon 2303, R h3 Project orkshop
{ ‘3 Deleted Nems (2) .—4 & Mon 23/03/2009 9:37 A... tech3 Email with 3 attachments
LB Junk E-mail 4 & Mon 23/03/2009 9:40 A... tech3 Upcoming project
[ outbox e Wed30/09/2009 2:52 PM tech2 RE: Project Initiation Document [F
L’m RSS Feeds =Y Wed 30/09/2009 2:55 PM techl RE: Project Initiation Document (F
[ Search Folders Lg% Wed30/09/2009 3:49 PM tech2 RE: Project Initiation Document (P
s Fri13/11/20097:10 AM Demonstration User 1 Example Email
4 . OnePlaceMall - - - s
1% Thu26/11/2009 6:59 AM Demonstration User 1 RE: Project Initiation Document (F
5] Deleted Items i~ Mon7/12/20091:56 PM Demonstration User 2 RE: Test Email Message
4 -MyOnePlaceMail - = 4 Tue15/12/2009 410 PM Demonstration User 2 RE: Project Initiation Document (P
o > Archived Projects E . Eri IO LD AT AME . Damamebenbinm Lisae 2 DE: Demined Tmibinbinm Dmrimmand (1
4l > Contoso Test Email with Pictures
[ ACME Projects
| Example Document Library (Conto tech3
[l Example Email Library (Contoso) ik Mon 23/03/2009 9:29 AM
(23 Minimal View (Contoso) Demonstration User 1
[ZJ Picture Library [Contoso) i Message | Tree,jpg (756 KB) » Garden.jpg (508 KB) | Green Sea Turt
(23 Tasks = Toco Toucan.jpg (116 KB)
b L) > Current Projects
' Ll > Office 365 - SharePoint
U > On.premise SharePoint
&l «Recent-
. - My OnePlaceMall (Recovered Files) ¢
Microsoft Outlook — Copy/Move/Search
I Inbox - Microsoft Outiook - = x
© Hle Edt View Go Tools Actions OnePlaceMad Help Type & question for help -
S adNew * & 03 X CuBeply iEReplytoAll i Forward Mg W Af1 W) Search address book - 9&(0w7oanaiMmToﬂwePelm) ;
Mail « |3 Inbox Py
Favorite Folders 2 1By 145 D) @ from Subject Recetved Categonies Size -
L] Inbox 1)
42 Unread Mad (1) = Date: Today
=] Sent Rems =) Example Email Fri 13/11/2009 7:10 AM 5KB 4
Maii Folders 2
2] Anman « I Dates Last Week
{4 § Demonstrateo... Testr FOF Tue 3/11/2009 932 AM 2MB
3 22 Mailbor - Demonstration User 1 -
= ) - My OnePlaceMall - 3 Date: Older
4 [ > 01, Quick Reference = - -
3 (3 » 02, Chent Projects 4 tecn2 RE: Project Initsation Docum... Wed 30,09/2009 349 ... 10 kB
@ ) > ABC g lecnl RE: Progect Initsstion Docum.., Wed 30/09/2009 3:14 .., 9KB
o [ > Acme (=Y tochl RE: Project Initaation Docum,,. Wed 30,09/2009 2:55 .. 8 KE Y

Microsoft Outlook 2007, 2003
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OnePlaceMail Settings

1.51 OnePlaceMail Settings

OnePlaceMail preferences can be set in the ‘OnePlaceMail — Settings’ dialog box.

1.51.1 My SharePoint Tab

My SharePoint |Dutluuk I Preview | Site Mailboxes | Save | Search | Launch I Credentials I Proxy | Licensing

Recent Locations
Show Recent Locations in Navigation Tree

Recent Locations Tracked: Clear Fecent Locations

Location Search
ﬂ How do | configure location search settings?

The search service associated with the following site collection is used for farm wide search:
(® First site collection added (default)

() Specific site collection | http://appserver-2013

(") Disable search across site collections

Search guery mode:
() Keyword query language search (default)

(@ Title property search

Location Filttering
@ How do | configure location filtering settings?

when filtering locations in the Navigation Tree use the following filter mode:
(") "Starts with' typed characters (default)

(@ "Contains’ typed characters

OnePlaceMail — Settings: My SharePoint
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Recent Locations

OnePlaceMail allows you to track locations where you have recently saved content within SharePoint. This provides a
streamlined process both capturing and accessing content from SharePoint.

You can clear the Recent Location history using the link provided.

Location Search

Farm Level Search capability

You can either disable SharePoint farm-wide search capabilities or set a specific Site Collection to determine the
SharePoint Farm to search. When search text is entered in the navigation tree without selecting a specific node in the
tree, a farm-wide search is executed.

Search query mode

OnePlaceMail provides the flexibility of performing a Title property Search or a Keyword queery language search. A full
explanation and examples are provided in the online knowledge base article.

http://www.scinaptic.com/support/0132.html

Location Filtering

OnePlaceMail provides the flexibility to filter content using a ‘Starts with..." or a ‘Cotains...’. A complete explanation and
examples are provided in the online knowledge base article:

http://www.scinaptic.com/support/0131.html
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1.51.2 Outlook Tab

| My SharePoirt | Qutlook | Preview | Site Mailboxes | Save | Search | Launch I Credentials I Progy | Licensing

General™
Prompt to "Save to SharePoint’ when adding attachments to an email ﬂ

Prompt to "Save to SharePoint’ when sending an email ﬂ
Add category to items after saving to SharePoint
Category Name:
[] Show welcome screen at startup
Use Document Ids when creating links

Data Location (Advanced)”
0What is the difference between the Dats File locations?

(@) OneFlaceMail Data File - Local user profile (Recommended)
() OneFlaceMail Datz File - Roaming user profile
() Default Data File
Email Cortent Type
Select email content type by default for emails
Content Type Name: | Email Comespondence

Logging {Advanced)”
[ ] Enable application logging (support) ﬂ Open log file location

* Flease restart Cutlook for these changes to take effect.

OnePlaceMail — Settings: Outlook configuration options
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General

The General section on the Outlook tab provides the ability to modify some global settings of OnePlaceMail with respect to
using OnePlaceMail in Microsoft Outlook.

Prompt to ‘Save to SharePoint’ when adding attachments to an email

This is a global setting to control the behavior for managing attachments in new emails. If enabled, OnePlaceMail will
prompt the user to upload email attachments to SharePoint and create a URL link in the new email to the newly created
item (file) in SharePoint.

Prompt to ‘Save to SharePoint’ when sending an email

This is a global setting to control the behavior for saving sent emails to SharePoint. If enabled, OnePlaceMail will prompt
the user to save the sent emails into SharePoint.

Add category to items after saving to SharePoint

This setting displays the Outlook Category name which will be set on emails copied to SharePoint. The setting can be
controlled by the Administrator using the config_update process. This setting is for display purposes only in the Outlook
client.

Show welcome screen at start-up

OnePlaceMail provides a Welcome screen and tour for some of the core features of the solution. Click on the ‘Take a
tour’ button to learn some of these capabilities.

. CnePlaceMail - Welcome g

Welcome to OnePlaceMail

Connecting Microsoft Outlook, Microsoft Office and Windows File Explorer with

Microsoft SharePoint and Office 365 for improved information management

@ Drag and drop emails or attachments @ Search SharePoint from Qutlook

to SharePoint and Office 365 . .
& Send and save email to SharePaint

Complete SharePoint metadata
© P @ File Explorer integration

(@ Access SharePoint from Outlook

s SCIMAPTIC

L_'_"ﬁ OnePlaceMail

Show welcome screen at startup [ Take a tour = | l Cloze |

Welcome Screen
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OnePlaceMail - Welcome @
Drag and drop emails to SharePoint and Office 365
@ Automatically capture email emaiat [ e
. fred Projects 4 (Inewiwie
attributes (To, From, Date Sent, e g :
Subject, etc,..) ject 0001 f Ruxcon hacker conference opent al
nouncements Home\OnePlace!
. . . » . endar (Home\OnePlateMad) 4 tech
@ Save emails in their native B T T
format (_msg) 3il Ubrary Home\OnePlac Moye RE: Butiness Requiresents Worksh
ture Ubeaey Plome'OnePt 4 tech2
pu % 2 2 omeOnePcetaly 3 £62 process documents
@ Duplicate checking of emails ana [l 3 rec2
teth2
@ £ . SCINAPTIC
' OnePlaceMail
[V] Show welcome screen at startup < Previous I \ Next > ‘ ‘ Close ’

Welcome Screen — Getting started tour

Data Location (Advanced)

OnePlaceMail folder location

OnePlaceMail Data File — Local user Profile (Recommended): This is the default setting and will place the drag/drop
folders in a separate data store to appear on the left navigation of Microsoft Outlook. The folders provided within the data
store are to facilitate drag/drop operations of emails or email attachment when transferring to SharePoint. No data or
settings are permanently stored within the data store.

OnePlaceMail Data File — Roaming user Profile: This will place the drag/drop folders in a separate data store to appear
on the left navigation of Microsoft Outlook. The folders provided within the data store are to facilitate drag/drop operations
of emails or email attachment when transferring to SharePoint. No data or settings are permanently stored within the data
store. The data file is added to the users roaming directory and is used in a scenario where data in the local directory is
removed when using Terminal Services/Citrix environments

Default Data File: This option will place the OnePlaceMail drag/drop folders within the Microsoft Outlook default data
store. This is usually a Microsoft Exchange store.

If an organization policy has been enabled to restrict the ability to use local data stores, OnePlaceMail will automatically
switch to using the Default Data File mode.

Logging (Advanced)

Enable application logging (support)

Turn on this option if you are experiencing issues with OnePlaceMail and have been instructed by Scinaptic support to
enable. Please refer to the knowledge base article for instructions.
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Email Content Type

Override the default Content Type when saving email messages (.msg files) to a library or list. If a Content Type by the
specified name exists, the Content Type will be selected by default instead of the library/list default (as defined in
SharePoint) when saving email messages. This provides the option of using the same library to store both email and
other documents such as pdf, word, excel files while maintaining a streamlined experience when saving and classifying
content.

m CnePlaceMail - Settings lil_lﬂ

| SharePoint Connections | Outlook |5EI'U'E To SharePoint | Search I Launch I Credentials | Proogy | Ucensjng|

General”
Prompt to "Save to SharePoint’ when adding attachments to an email @

[] Prompt to "Save to SharePoint’ when sending an email Iﬁl
Add category to items after saving to SharePoint
Category Name: | Transfemed to Share Point
Show welcome screen at startup

Use Document lds when creating links

Data Location (Advanced)”
Iﬁl".h’hat iz the difference between the Datz File locations?

@ OnePlaceMail Data File - Local user profile (Recommended)
(71 OnePlaceMail Data File - Roaming user profile
(") Default Data File

Email Contert Type
Select email content type by default for emails
Content Type Mame: OneFlaceMail Email

Logging {Advanced)”
[] Enable application logging (support) Iﬁl Open log file location

* Please restart Outlook for these changes to take effect.

|  OK || Cancel
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1.51.3 Preview Tab

OnePlaceMail provides performance and governance controls for local previews. These setting can be deployed centrally
and access for end users to modify these settings can be removed.

BE -

FILE HOME SEND / RECEIVE FOLDER VIEW SHAREPOINT OMEPLACEMAIL

tg Ea e

OnePlaceMail Manage My About
Settings  OnePlaceMail Folders OnePlaceMail ~
OnePlaceMail SharePoint | Outlook | Preview | Ste Mailboxes | Save | Search | Launch | Credentials | Prowy | Licensing
£ = -
4 Favorites 2Earch: email an @How do | configure local preview settings?
Inbox Explorer View Thresholds for Local Preview
Sent tems 11 Mame ‘wfarning size (KB): |100
Outbox [3]
Maximum size (KE): | 2000
-4 RE_ROISp
I» DemoUser@oneplacem...
f=d OnePlaceh File Types
4 Onepl Mail (24 RE_WIPa Revert to client-side preview when SharePoint preview is not available for the file types:
nerlaceilal —
I - Recent - =4 Email with @ Al (O Nene (O All Except () None Except
4 - My OnePlaceMail - (4 test_1rdk3
Document Library
= f=d RE_ Office J
Email and Docs Library L . . .
(zeparate each file extension with 2 semi colon e.g. docx; msg; xls)
Events Calendar T onePlacel
Picture Library OnePlacel
. m Preview Cache
Task List ™ Project C
- My OnePlaceMail (Reco Q) Project Co Maximum size (MB): Clear preview cache
[=d saaa_1rdp9g

I Deleted ltems
Search Folders ﬁ] hello.pptx

[=4 RE_EDRMS

I Project 002
[=d Product Brg

e (=4 RE_ Hacky

Governance and Performance Controls for Local Previews

Thresholds for Local Preview

OnePlaceMail provides a local preview option when the server-side preview provided by Microsoft Office Web Apps is not
available. An administrator (and if access is provided, the end user) can adjust settings to control performance and
provide a level of governance on network usage.

Any file greater than the ‘Warning size’ value will require the user to explicitly request to see the preview. Any file greater
than the ‘Maximum size’ will not be available for preview. The ltem can be opened in the native application by double-
clicking on the item in the view.

File Types

The File Types setting allows you to control what file type you will allow local preview. These settings work in combination
with the Threshold settings.

Preview Cache

The Preview cache is the maximum amount of disk space allocated to store cached files for local preview.
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1.51.4Save Tab

OnePlaceMail Save to SharePoint preferences can be configured in the ‘OnePlaceMail — Settings’ dialog box.

| My SharePoint I Outlook I Preview | Site Mailbowes | Save |Search | Launch I Credentials I Progy | Licensing

Default Save Settings
When saving, prompt for properties:

(®) Always
() Mewver
Suppress Save Results Window
[ ] Do Mat Automatically Check-In Documents to Library

SharePoint Filename Format

ﬂ How do | configure the filename format when saving email to SharePoint?

Custom Mapping of Email Attibutes to Columns
ﬂ How do | configure custom mapping of email attributes to SharePoint columns?

[] Specify custom column mapping list

List URL: Test Connection

SharePaint List Definttions
ﬂ How do | configure OnePlaceMail to show lists created from custom or 3rd party list definitions 7

Settings — Save to SharePoint: Configuration options

Default Save Settings

The Default Save Settings section provides the ability to define the default behavior and save settings when transferring
files to SharePoint. These default settings can be overridden for specific SharePoint save locations (library/list, library
folders, document sets). See the ‘Manage My OnePlaceMail Folders’ section in this User Guide for further information on
each setting within this area.
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When saving, prompt for properties: Always

If selected, the Save to SharePoint Window will be presented when saving content to SharePoint. This allows the
completion of SharePoint Columns (metadata) as defined for the destination location and Content Type in SharePoint.

This option is most appropriate where additional Column information is to be captured by the user at the point of saving.
Note: in the case of filing emails messages or email attachments, the email attributes are automatically captured and
promoted to SharePoint columns.

B OnePlaceMail - Save to SharePoint o [@][=]
Location [_-\l Example Documert Library {Contoso)
(=43 - My OnePlaceMail -
| > Achived Projects Properties Location Content
=4 > Contoso
@ §H ACME Projects | | Content Type ‘Pmpd Document v
@l Example Document Library (Contoso) - -
[#1.3] Example Email Library (Contoso) [¥] Use Email Subsect/Flename as Title value
[#-1.3] Minimal View (Contoso)
(#-153] Picture Library (Contoso) Ttle [Auto Sef)
+-+. > Cument Projects =
#-L > Office 365 - SharePoint Enterprise Keywords  f
& > Onpremise SharePoint | Suggestions Create new
@15 - Recent - Example Choice | ‘France [Region
LIS ) - SharePoint - | Friday ...:_.,-;, s
Required Text *
Example Date
Region :
Example Lookup jies
4 Ul ’
Files |4 Test Email with Pictures 1rQihcls msq (2.01 MB). Show more.. Manage Files
[7] Overwrite Bxisting Files?
Save | Cancel

Save to SharePoint Window used for completing addition metadata information
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When saving, prompt for properties: Never

If selected, the Save to SharePoint Window will not display. Therefore, the user will not be prompted to complete any
additional Column information.

This option is most appropriate where emails and/or attachments are being saved to SharePoint libraries/list with only the
standard email attributes being captured.

Suppress Upload Results Window (Enterprise Edition only)

The Save Results Window presents the status for each email/file saved to SharePoint. The potential statuses are:

e  Successful
e  Successful & Checked-Out
e  Unsuccessful

The Save Results window provides the ability to View the successfully saved Items in SharePoint. The window also
provides an extended explanation for any unsuccessful save attempts.

1 0nePlaceMail - Save to SharePoint =
Save Resuls
v View RE_ Project Initiation Document _PID_ _ Review_1r1Svsd msg
a Miew RE_ Test Emall Message_1rlaspd msg
Cloza

Save to SharePoint Results window

Enabling this option will suppress the Save Results Window from appearing. However, the window will still appear in the
exception where there is an unsuccessful save attempt for an emails/file.

Do Not Automatically Check-In Documents to Library

By default, all emails/files saved by OnePlaceMail to SharePoint are automatically checked-in. This behavior can be
reversed by enabling this option on a global basis or for selected libraries/lists (See Manage My OnePlaceMail Folders).
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SharePoint Filename Format

OnePlaceMail supports a number of file naming conventions for files saved to SharePoint. By default, duplicate checking
of emails is performed. The knowledge base article provided on the ‘Save to SharePoint’ tab provides further detail.

In all save to SharePoint configurations, OnePlaceMail automatically captures standard email attributes (e.g. To, CC,
From, Subject, Category, Conversation, Email Type, Date Sent/Received) from email messages or email attachments
transferred to SharePoint.

Each SharePoint filing location will use either the default folder settings as defined in this Settings area or can be
overridden in the ‘Manage My OnePlaceMail Folders’ window to use different settings as required for different filing
locations.

SharePoirt Filename Format

@ How do | configure the fileneme format when saving email to SharePoint?

Column Mapping of Email Attributes to Columns

OnePlaceMail provide a SharePoint Sandbox Solution which includes SharePoint email Columns for capturing email
attributes. If these email Columns are available in your SharePoint Library/List or Content Type, email attributes are
automatically be promoted to the SharePoint Columns.

If you prefer to map the email attributes to different SharePoint Columns, you can create a Column mapping table in
SharePoint and direct the OnePlaceMail client to reference the mapping table. Refer to the OnePlaceMail implementation
guide for instructions.

You are not required to create a mapping table, and therefore a List URL if you use the email Columns provided by
OnePlaceMail.

© Copyright 2014 | Scinaptic Communications Pty Ltd Page 127 of 137




Scinaptic | OnePlaceMail

1.51.5Search

OnePlaceMail provides the ability to search SharePoint directly from within Microsoft Outlook. This includes providing
direct access to SharePoint Search, Fast Search and other 3 Party search solutions and capabilities for user from within
Microsoft Outlook.

The Settings — Search Tab allows you to define one or more search locations/scopes. The Search locations are available

in Microsoft Outlook, Office Word, Excel and PowerPoint (Office 2007 and 2010).

Tip: You can deploy the Search Site locations using the Config_update process described in the OnePlaceMail
Administrator guide. See: http://www.scinaptic.com/support/docs/index.html

i N
Bl CnePlaceMail - Settings @_Iﬂ

| SharePoint Connections | Outloolk | Save To SharePoint | Search | Launch | Credentials | P roogy | Ucensingl

@ How do | configure search locstions?

SharePoint Search Locations

Title Advanced Search Remoyve

§ IRL https://oneplacemail sharepaint .com.search/Pages/advanced aspxM=one

Example: http:/imyserver/mysearchsite/default aspuc

i Title Intranet Femove

RL https://oneplacemail sharepoint .com.search/Pages/advanced aspxMc=one

Example: http:/imyserver/mysearchsite/default aspuc

Title Leqgal Matter Management Remove

URL  ieplacemail sharepoint.com/search/Pages /advanced aspx Fe=onkplacemail

Example: http:imyserver/mysearchsite/default aspx

5P Add location

0K ][ Cancel

OnePlaceMail - Settings: Define Search Locations/Scopes
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9 |5 Inbox - DemonstrationUserl @SCINAPTIC - Microsoft Outlook = B R
- Home Send / Receive Folder View OnePlaceMail a 0
‘ 7 -] [[’% 5 x 3 Reply a i;i — . 23 Moveto: 7 (23 Move ~ w | [Finda Contact ~

= L = b 3 Reply All 2 To Manager - @ Rules ~ [} Address Book
New  New Delete 2 E“e - Copy to Move To Search o L = Tags rosi: -
E-mail Ttems~ | &~ i Forward SharePoint  SharePoint ~ |SharePaint v/ | (33 Team E-mail *| | $NloneNote v | 7 Filter E-mail -
New Delete Respond OnePlaceMail SharePoint (Advanced) () Move Find
> Favorites L { ject Si F -
_______________________________________________________________ [search Inbox (Ctrl=E) . Erojedoites } Ll <
‘ e e | Matter Management System . = A’
4 DemonstrationUserl @SCNAPTIC ‘Arrange By: Date | Oldest on top %
=S People Search h —_—— -

[ —J Demonstration User 2
RE: Test Email Message

|—J Demonstration User 2 https://oneplacemail.sharepoint.com/search/Pages/matters.aspx
RE: Project Initiation Document (PID) - Review |

[} Inbox

@ Drafts

[} Sent Items (1)
5] Deleted Items ()

Matter Management System

i OnePlaceMail

l;—d Junk E-mail b=d Demonstration User 2 Press F1 for add-in help.

RE: Project Initiation Document (PID) - Review
[3) outbox = AR Y e 5
Select Search Location
gl e |= hlicrozodt Outloed = =3
PG Home Send / Receive Folder  Wiew  OneFlacebMail o i@
q 'unlh| ’( - [ Y ; ! K2 M 1 Find a Contact =
_} = - - - *. b = | | Pt - L) 2ddress Bask
How  Hw e F " Copy to Semich -
E-mail Mems = & Bank = SharaPuint = ShaiePeind® [Sharepaint =|| (3 Team E-mail 7| Jia] Greticte | F 1
| Hew Delete Cnefaceids SharePoint pdvanced] h Move Tagn Find
Fawaritei * Project Sites "
Aaltier Wi # Syit
a [pmonitsationLisen @ECINAPTIC 4 e e x|
- People Search
(3 kbos g
A Destt g
=] Sent e 1]
5 Deleted Bems 2 £
o = a Find documents that have...
L lumic E-mail
S All of these words: Ll i
- Outbiox Il of ¢ words: |GneFlaceMa;
L] RSS Feeds Thee: exact phrace: i
J& Sesech Folders Arry of these words: -
# . OnePlacziiml - Mome of these words:
S Deleted Rems Only the langusge(s): I English
4 My DnePacebdail . French

J = Anieed Prajecs
# || = Contoso
[ ACHE Pragecis
|3 Exampie Document Library {Conto
|3 Example Email Library [Conkosal Spanish
| Mremal View |[Conkosal —
| Pichare Libesry Contoso) e C-:“
| Tasky Rasult typa: |All Resulls li==l
o = Cumrent Projects
o > Office 585 - SharePoink
» Or-premie SharePoint

Serman

L4
: %
:

Add property restrictions...

il - Recent - Where the Property.. ||=.._-. Property) | | Contains =l s @
- Wy OnePaceblail (Recovered Files)
&3 Samch Folders . Saarch =
2| 5d 8 (8 - |Done
Thils falder was Lt updated on 4082011, 1005 [~} L) .:1_.- : |

Perform SharePoint Search
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Microsott Outiook = W £

v
Wome | Send/Revess  Foider  Vew  OnePtaotiad o @
o = \ . ‘. (- ] 3 y N Fing & Contaat =
r ! ’( v ’ ‘- & 33 Tewen t.rak S s () Adsren Book
Mew  New . Copyto  MaveTo Semwth - R - .
Tl Bewg~ iy Juok SharcePrint * SharePot * SharePoirt = | Creste New ¥ . \ ¢ /
(v Delete
Fawarites $

4 Demenitationiied @LCHAIIC

] Inbox Al Sitms  Pecple f
< Cratts i
3 Sent Rems 1) ALL(OnefaceMail) » g -
(2 Defeted Nema (1) !
S Nk Towl Resut Type 1-10 of shout 190 B
4 Owtpas Any Result Type i
R5S T i 4 CEO
S 153 Feod Wetpage 5/ OneplaceMail pment OnaiNiced !
S Seann Fordens g Add B new image, e this welcome Sext or add new lists to this page by dicking the adt buston
= sbove, You can chck on Shared Cocuments to add files or on the calendsr to creste
4 - Onefacedas 2 Sae: 2242012 Saze ¥
) Desetes Rewvi https: aneplacemail. de v
-
- . Ontfocehat -
s 4 pome - OnePlaceMail Deyelpment g
» Asihived Moects Site Achors . This page ocation 15 TUke It _Toags & Notes _ Top Link Bar . Quack Launch ~
# 5 » Cantore Ubranes  Site Pages . Shared Cocuments . Usts . Calendsr  Tasks . Discussions . Team A i

Discussion  All St Content . Links

- ACNE Prajects
A Ecanple Document Lty (Contoss)

Hitus:/  oneplacenail. sherwg stea/cnestaceraided defaul asex

J Taxmpls Dol Lisrary KCantoro) Vaw mere pe
L0 SO My - s Basthhor 4 oneplaceMail 8slease Documents
< Pxture Ubcary ([Centosal Thes is & lorary to hold company documents
(3 Tashs Any Aathar A s F r
Srarec
» Cutremt Prajec ames Fox
» Oftice 355 - ShavePoint hin Woeed
> On-gremise Sharebaint g § Ieam Site
i - Macent Add & rew image, change this welcome tent or 53d new 155 to the page by dicling the edt buston
My OneStacetdsd Recovered Fles) Agme above, You can chck on Shared Documents to add fles or on the calendar to create
s i «:// aneplacematl sharepzire.com
Demenemationn 2@ SCINASTIC
v OnePlaceMall ANeOnt - AnDeuncemen
pa » Use ths bt 20 track ugx W) events, stabus wpdstes or other taam news
A od Date -t - -
4 ’
. -
=Pi- 3 PR RNEe BL R
Thea talcer was last spdated an 085011, | 300% (- +

SharePoint Search Results
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1.51.6 Launch

The Launch Tab provides the ability to define one or more items to include under the Launch button. The items can either
be Web Pages (URL'’s) or Files/Applications.

.g“ 'ﬂ 9 = Inbox - DemonstrationUserl @St

¥

Home Send / Receive Folder View OnePlaceMail /
& o)

£ \ .] [‘% T4 Ignaore x | 1} . $ B3 Meeting - —g L,'.—' Search > |[A3 Move to: 7 anager
%5 Clean Up ~ ¢ - i#2 Open 2 Team E-mail « Dofe
Mew  MNew Delete Reply Reply Forward E pore - Copy to Move To - i
E-mail Ttems - | & Junk~ All e SharePoint - SharePoint - @ Launch 7| | |Ega Reply & Delete 37 Crefite Mew
Mew Delete Respond OnePlaceMai SharePaint Conference Las Vegas
4 Fayorites < — —
- Search Inbox (Ctri~E] F¥ 2013 Budget P
L] Inbox T Calculator T
£ Sent tems 1) B4 1| | [ || Received From sy 's | Bize |%
S Deteted fems @ (] Thu2107/2011 .. | Demonstration Usert Rt LeoveRequest 7 KB
3 i
[ @ Tue 27/04/20109., k;errmnstration User2 Te New Purchase Order _/_u
4 DemonstrationUserl @SCNAPTIC Gl e D O _ e
[~ Fri22/01/2010 6:... Demonstration User2  RE: Project Initiation Document (FL.. 12..

[F3 Inhox

Launch Button within Outlook

Linking to a Web Page

The Web pages (URL) option will open the web page embedded within Microsoft Outlook. These can be web pages
internal to your SharePoint environment or external web pages. The entries must start with either http:// or https://.

Launch ttems
Title SharePoirt Corference Las Vegas Bemaove
Type i@ Wweb Page (URL) 0 File/Application (Browse..)
LFL http:/ www mssharepointconference .com/Pages./default aspx

Example: http://myserver/mycrmsystem

Settings Window — Launch: A Web Page (URL)
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Linking to a File or Application

The File/Application option allows you to browse and add a specific application (e.g. Notepad.exe, Calc.exe, and
Excel.exe) or path to file (e.g. c:\\My Documents\examplefile.xIsx).

OnePlaceMail - Settings = -

Bl select File [
| SharePoint Cannections | Outiook | Save To SharePoint | Search | Launch | Credentials | Proxy | Licensin @Q.\ « Local Disk (C) » Bxample Files + [ 43 ||[ Search Example Fites 3
i How do | configure lzunch items? Organize S =~ O ®
Launch fiems ) ‘ P — “ Name Date medified Type Size
Example: hitp://myserverimycrmsystem -
C Bl Desktop ‘lz‘_] Budget 2013 10/09/2012 8:00 AM  Microsoft Excel Worksheet
Title FY 2013 Budget ”’ Remove & Downloads
Type ) Wb Page (URL) @ FilalApplication (Erowse. g™ %] Recent Places |
File o
Examples: notepad exe, xc\documents'test docx i Libraries
= Documents
Title Calculator Remove & Music
Type ) Web Page (URL) @ File/Application (Browse..) [ Pictures
B8 videos
File calc exe
Examles: notepad.exe, x documentslest docx o - |mm - ;
Title Leave Request Remove File name: Budget 2013 -
Type @ Wb Page (URL) ) FilelApplication (Erowse )
URL  iip://www mssharepoiniconference com/Pages/defaut. aspx
Example: htip://myserverimycrmsystem [
Title MNew Purchase Order Remove
Type @ Wb Page (URL) ) FilelApplication (Erowse ) il
Settings Window — Launch: A File/Application
Title Fy" 2013 Budget Femove
. T T
Type () web Page (URL) @ File/&pplication [Browse...
. F
File C:%Example Files Budaet 20713 xdsx 0

Examples: notepad.exe, x\documents'test docx

Settings Window — Launch: Directly to afile

Note: If you enter a web page URL when the File/Application option is selected, the web page will be opened in a new
Web Browser window instead of embedded within Microsoft Outlook.

The launch items can also be deployed centrally by your Administrator (see Administrator Guide for details).
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The Launch Tab allows you to define multiple locations.

As shown by the Leave Request example in the screenshot below, the Launch ltem URL can be a link for creating new
List or Library Iltems e.g. Purchase Order Request, Leave Request.

OnePlaceMail - Settings El_‘g

| SharePoint Connections | Outlook | Save To SharePoint I Search | Launch |Creder|tia|s | Proocy I Ucensingl

@ How do | configure launch items?

Launch ttems
Title SharePoint Corference Las Vegas Bemove L
Type @ ‘web Page (URL) @ File/Application (Browse.)
URL hitp:/fwww mssharepointconference com/Fages./default aspx

Example: http://myserver/mycrmsystem

Title FY 2013 Budget Bemove
Type ) web Page (URL) @ File/Application (Browse... =
File C:"BExample Files“\Budaet 2013 xlsx

Examples: notepad exe, x\documents'test. docx

Title Calculator Bemove
Type ) Web Page (URL) @ File/Application [Browse...
File calc exe B

Examples: notepad exe, x\documentsitest docx

Title Leave Request Bemove
Type @ \web Page (URL) ) File/Application (Browse.)
URL http:/fvs-serverd8/contoso/_layouts listform aspx?Page Type=24ListId={B4: -

[ ok || Cancel

OnePlaceMail Settings - Launch
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1.51.7 Credentials - Username, Password and Domain

By default, OnePlaceMail uses the Windows Username/Password and Domain of the currently logged in user. The
Credentials Tab provides the ability to provide alternate credentials.

By default, Use Default Credentials is enabled.
i N
Bl CnePlaceMail - Settings EI_Iﬂ

| SharePoint Connections | Outloolk | Save To SharePoint | Search | Launch | Credentials | P roogy | Ucensingl

Credertials
Use Default Credentials

Username:
Passwaord:

Domain:

OnePlaceMail Settings - Credentials

If you would like to use different credentials to connect to SharePoint, simply enter them in the fields provided on the
Credentials Tab.

For example, if a SharePoint server is in a different Active Directory Domain and a different username/Password and
Domain is required for authentication.
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1.51.8 Proxy

If required, you can define specific proxy settings to access your SharePoint environment.

-
m CnePlaceMail - Settings —gpl=l

| SharePoint Connections | Cutlool | Save To SharePoint | Search | Launch | Credentials | Provgy | Ucensingl

Prowy Server Settings
[] Use specific proxy settings
i@ Mo proxy
Auto-detect
Specify proxy senver

! Address: Paort:

Bypass prowy server for local addresses

Prowy server reguires a password

|Isername:
| Password:
|
|
Flease restart Outlook for any proxy settings changes to take effect.
| 0K || Concel
L5 &

OnePlaceMail Settings - Proxy
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1.51.9 Licensing

The Licensing Tab allows you to specify the central location of your OnePlaceMail license list. This is used by the
Enterprise edition of OnePlaceMail when saving to SharePoint 2010 or Office 365 environments.

Note: OnePlaceMail Server Components are required for SharePoint 2007 environments. You can optionally install
Server components in a SharePoint 2010 environment but is not a requirement.
If you install the Server Component, this license tab is not utilized as licensing is performed on the Server

The OnePlaceMail Enterprise edition implementation guide provides further instructions regarding OnePlaceMail licensing.
See: http://www.scinaptic.com/support/oneplacemail-implementation-guide.html

m CnePlaceMail - Settings l = éj

| SharePaint Connections | Outlook | Save To SharePoint | Search I Launch I Credentials | Proogy | Licensing

lﬁﬂm’hat are the differences between Fxpress and Enterprise Editions?

Licensing Settings
Installed edition: Enterprise
License location™ hitps://oneplacemail sharepoint.com/sites/intranet dists/oneplacemail’  Test Connection

Iﬁl How do | configure the license location?

* Mot required if OnePlaceMail Server Components are installed

OnePlaceMail Settings - Licensing

Upgrading from the Express edition to the Enterprise edition involves uninstalling the Express Edition client, and
installing the Enterprise edition client.

The License tab also details current edition of OnePlaceMail installed. This can either be the Express edition (free) or the
Enterprise edition.

Tip: The license location (URL) can be deployed centrally to all user machines.
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OnePlaceMail Configuration

1.52 Configuration Settings

OnePlaceMail client configuration can be performed directly within the Microsoft Outlook Client or throughout the
enterprise by using the OnePlaceMail Config_Update.xml process described in the Administrator Guide.

The Enterprise Edition also includes the facility to call a custom Web Service for the creation and deployment of
configuration settings on the client (e.g. Microsoft Outlook). For example, the Web Service can be used to automate the
process of updating Outlook Folders on the left navigation of Outlook. Therefore, making it easy to drag and drop emails
to the correct location within SharePoint.

The Config_Update.xml configuration process provides ultimate flexibility for the enterprise to deploy OnePlaceMail across
different departments, users and for specific business requirements. Complete control can be provided to the end user, a
subset of configuration controls can be provided or complete control can be maintained at the enterprise level. All
configuration options and levels of control can be changed over time using the Config_upddate.xml process. Please refer
to the Administrator guide for instructions on using the enterprise Config_update.xml process to manage all aspects of
configuration and deployment.

1.53 Supported Environments

OnePlaceMail is supported to work within the following environments:

1.53.1 Clients

e  Microsoft Outlook/Office 2003 (Word, Excel, PowerPoint) **
e  Microsoft Outlook/Office 2007 (Word, Excel, PowerPoint)
e  Microsoft Outlook/Office 2010 (Word, Excel, PowerPoint) — 32/64 bit.

** Microsoft Office Versions:

OnePlaceMail enhancements and fixes are being provided for Microsoft Outlook/Office 2007 and 2010 (32/64 bit).
Microsoft Outlook/Office 2003 is supported with OnePlaceMail Release 6.0 but is not being enhanced further.

1.53.2 SharePoint Servers

e  SharePoint 2013

e  SharePoint 2010

e Office 365

e WSS v3/MOSS 2007 (OnePlaceMail Enterprise Edition Only)

OnePlaceMail supports mixed/hybrid environments for saving content to both on-premise SharePoint and Office 365 or
private cloud environments.

1.53.3 Operating system

e Windows 8 (32/64 bit)

e  Windows 7 (32/64 bit)

e  Windows XP

e Vista

e OnePlaceMail also works within Terminal Services/Citrix environments.
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