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Introduction to officeGATE

officeGATE is an MS Outlook add-in connecting your email client with your local file-system and with your
SharePoint Online, OneDrive, Dropbox, Saperion, Saperion Workplace, Datengut Bauakte, contentACCESS,

and many other providers.

When we work with emails and attachments we often use multiple applications. The collaboration between
these applications is complicated and time consuming. What would be the right solution for this problem? If
you choose officeGATE you do not need to switch to other applications. Directly from your Outlook you can
have an easy access to your folders and documents. Simply drag&drop your attachments from/to the email
into SharePoint or your local folders, and work with your files comfortably without any time-consuming
navigations in your local or cloud file system. Just one simple move with your mouse and you have it!

OfficeGATE is the easiest way how to handle with your emails and attachments. Start to enjoy its benefits,

save your valuable time and thus your money - even for free!

Key features

v Built-in providers. officeGATE establishes a direct connection between your email client and common
providers (SharePoint, MS OneDrive, MS OneDrive Business, Dropbox, Saperion Workplace etc.).

v" Drag&Drop. Copy files with a simple move of mouse from/to the email message into SharePoint or

other local providers.

Edit. You can open, remove and edit files/folders directly from your Outlook.

Send files as an attachment directly from officeGATE panel.

Copy files between providers directly form the list view.

DN N NN

Choose to attach a file itself, a link to the file, or send multiple files as a ZIP. When you right-click on

the file in the pane you can decide how to attachiit.

v" Have access to the desired information even without internet connectionSearch in title and contents
of your documents.

v" Customize your access with Favorites. Define your own favorite folders or SharePoint sites.

v Share big files directly from your MS Outlook mailbox.
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Connect to multiple SharePoint sites.
Directly from Outlook you can use SharePoint’s content type selection and metadata fill features.
USE IT FOR FREE or pay for the Premium version.

Premium version features: Connection to multiple SharePoint sites, Automatic upload, Rules

DN N NN

Definition.

Software requirements
» Microsoft NET Framework 4 Full

https://www.microsoft.com/en-us/download/details.aspx?id=17718
» Microsoft Office 2010,2013,2016
> Microsoft Windows 8.1, Microsoft Windows 8, Microsoft Windows 7
» Microsoft SharePoint Server 2013 Client Components SDK, version 15.4711.1001

https://www.microsoft.com/en-us/download/details.aspx?id=35585
» Visual Studio 2010 Tools for Office Runtime*

https://www.microsoft.com/en-us/download/details.aspx?id=48217

* This prerequisite is required for Group Policy installation only.

Getting started

The application can be installed with 2 kinds of setup files: either with EXE or MSlI:
officeGATE_x[platform].exe - are used for single installations and include prerequisites installations.

officeGATE _x[platform].msi - are used for GPO-silent installations. Prerequisites are not installed

automatically by this type of setup. The setup aborts, if one of the prerequisites are not met.

Single installation of officeGATE

1. Download the setup package (.exe).
2. Select the language for installation from the available languages:
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officeGATE - InstallShield Wizard x| |

7 Select the language for the installation from the choices below,

English {United S

ok I Zancel |

Hint: By The Group Policy instlallation only the English language is supported. For detailed information about GPO

installation refer to chapter Installation of officeGATE in a distributed company environment using Group Policy of

this guide.

3. Runthe setup package and follow the on-screen instructions.

officeGATE - InstallShield Wizard

Wy officeGATE Setup is preparing the InstallShield Wizard, which will
guide vou through the program setup process, Please wait,

Extracting: officeGATE_xf4. msi

—

4. The officeGATE InstallShield Wizard will appear as shown on the screen below. Click Next.

i officeGATE - InstallShield Wizard <]

welcome to the InstallShield Wizard for
officeGATE

The InstallShield{R) Wizard will install affice’GATE on your
compuker. To continue, click Mext.

b~

WARMING: This program is protected by copyright lavw and
international treaties,

= Back I Next = I Cancel |

5. Inthe next step click on | accept the terms in the license agreement radio button and click Next.
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i'é" officeGATE - InstallShield Wizard E3

License Agreement

V( officeGATE

Plzase read the following license agreement carefully.

Software License Agreement

PLEASE READ THIS SOFTWARE LICENSE AGREEMENT
CAREFULLY BEFORE DOWNLOADING OR USING THE
SOFTWARE.

By CLICKING ON THE "ACCEFT" BUTTON, OPENING THE
PACKAGE, DOWNLOADING THE PRODUCT, OR USING THE
EQUIFMENT THAT CONTAINS THIS FRODUCT, YOU ARE
COMNSENTING TO BE BOUND BY THIS AGREEMENT. IF YOU =]

¢ T accept the terms in the license agreement Print |

I do not accept the terms in the license agreement

Installshield

% Back I Mext = I Canicel |

6. Choose the destination folder where officeGATE will be installed on your PC and click Next.

{i officeGATE - InstallShield Wizard
Destination Folder -7
Click Mext, ot click Change ta install ko a different Folder. /( officeGATE
Install officeGATE to:
..'/ Ci\Program Files, TECH-ARROWofficeGATEY change. . |

Inistallshield

< Back I Mext = I Cancel

7. Click Install and then Finish to complete the installation process.
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fi officeGATE - Installshield Wizard

Ready to Install the Program

V( officeGATE

The wizard is ready ko begin installation.

Click Install to begin the installation.

IF you wank to review or change any of vour installation settings, dlick Back, Click Cancel to
exit the wizard,

InstallShield

< Back, I Instal I Cancel |

{# officeGATE - InstallShield Wizard %]

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed officeGATE.
Click Finish to exit the wizard,

V

[ show the Windows Installer log

= Back I Finish I Cancel

The last window of the installation process will offer for the user to open the Windows Installer log. Wish you
check it, mark the “Show the Windows Installer log” checkbox. In case that you would not like to open it leave

this checkbox empty.

When installation is complete, open officeGATE in MS Outlook. If MS Outlook was originally opened a restart

of MS Office after installation is needed.
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Installation of officeGATE in a distributed company environment using Group Policy

officeGATE supports Group Policy installation. Group Policy is used to automatically distribute officeGATE
setups to the domain users. MSI setups are automatically installed on the user’s computer when signing in,
while EXE files are only distributed and the user may decide, if he installs officeGATE or not. This can save
enormous time and energy, as the application can be easily installed at-one-go. For more information about

Group Policy installations refer to this guide.

Multi-language support is not included in case of GPO-installation. The language of the application will be

selected as follows:
= Atfirst the language of the already installed officeGATE will be checked. If found, it will be applied.

= |f the language setting was not found (i.e officeGATE is installed for the first time), then the Registry

will be checked. If the language was found, it will be applied.

= |f the language setting was not found in the Registry, officeGATE will use the language that is set in
the MS Outlook of the user.

Hint: System admin rights are required to install officeGATE using Group Policy.

XML distribution with GPO in distributed company environment

Prior to installing officeGATE with Group Policy installation (i.e. distributing officeGATE setups to domain
users), GPO is generally used to distribute the officeGATE auto-configuration file
(officeGATE_Configuration.xml) to the users. The GPO- installation of the officeGATE can be launched after
the XMLs have been distributed to these users. This ensures, that officeGATE will be later installed with the

global and connection settings that were initially set in the XML file.

For detailed instructions how to use GPO to distribute XML files refer to chapter “How to copy

officeGate_Configuration.xml using Group Policy” of this guide.
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XML file generated from contentACCESS:

The XML can be automatically generated from contentACCESS Central Administration. XML file generated
from contentACCESS contains the specified global settings and also the connection settings between
officeGATE and contentACCESS provider. Parameters included in the XML file are the following: the license
key, the required login provider, language settings, contentACCESS FQDN-settings.

To create this officeGATE_Configuration.xml file from contentACCESS and distribute it before the

installation follow these steps:

1) In section System - Client applications - officeGATE of contentACCESS Central Administration specify the

required parameters: license key, login provider, default language and click Generate configuration.

4% officeGATE

Systern » Client Applications » office GATE

License key:
Default login provider: Mare -
Default language: Mot specified v

Generate configuration

2) Further distribute the XML files with the Group Policy based on the “How to copy

officeGate_Configuration.xml using Group Policy” chapter of this guide.

3) Finally install officeGATE using Group Policy installation.
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Launching officeGATE

To launch and display officeGATE, open MS Outlook and click on the Show panel / Hide panel (¥ ) button. By
clicking the button again you hide the officeGATE panel.
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The officeGATE panel can also be accessed in a compose e-mail message window. To show it, click the

officeGATE button (*¥) in any message.
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Note: In case you have troubles with displaying officeGATE check section Troubleshooting.
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officeGATE pane’s overview

The picture below shows for the user the officeGATE pane (red frame) with the available providers. A
provider is a document management system connected with officeGATE (like oneDrive, SharePoint etc.) that
is used to handle with the documents. The officeGATE pane consists of its header part and the pane with the

available providers. The following option can be accessed from the header (purple frame) part:

View selectors (1. tree view, 2. list view, 4. collapse all) - more details here;

Search (3) - more details here;

Favorites collector (5) - more details here;

officeGATE settings (6) - more details here;

» Feedback message (7).
The providers are listed alphabetically in the pane. We marked them with green on the screenshot below.
Many of these providers are already expanded so their contents are also visible. Use the folders and the items

context menu items to work with your folders/libraries/documents.
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Connection settings

To be able to work with the files, the given system must be connected to officeGATE. To connect to the

available providers (systems) the user has to:
1. Enable (enable = turn on) the desired provider(s) in the officeGATE settings (more information here);
2. Configure connection settings (for more information refer to this chapter);
3. Connect to the provider(s) with clicking “Connect” in the context menu.

officeGATE v
=L HAR sE-XE!

H- Faworites

4.

- % contentacCEss

(|

E| P Perceptive Warkplace
H- wlly Ky Computer

H-- £, OneDrive

Ao

[ |

(|

ﬂ Cannect
IF  Settings
() Hide this provider

Enabling/disabling providers

If a provider is enabled, it gets displayed in the officeGATE pane. A disabled provider is hidden. By default all
available providers are enabled (i.e. visible) in the officeGATE pane. OneDrive and Dropbox folders can be

accessed under “My computer” node as well if the client applications are installed locally.

The default connection setting can be changed in officeGATE settings as described below.

Enabling/disabling the officeGATE providers. In the officeGATE’s pane click on * Settings as shown on
screenshot below. In the officeGATE Settings dialog switch to the © Providers tab. All available providers
(contentACCESS, Perceptive Workplace, My computer, OneDrive, SharePoint) are listed on this tab.

Check/uncheck the desired provider’s checkbox to show/hide it. Wish you connect to a system, click on the
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Settings button to configure required connection settings. These connection settings can be also accessed

using the providers’ context menu and will be described in more details in chapter Connecting to providers.

R

HOME SEMD / RECEIVE FOLDER WIEWY DEYELOPER

G Glgnore x &) 6_4 ﬁ:4 2 Mesting Y a anea ¥ \2 AR S X ) n B [Search People y( ,'?T
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New  New Delets  Reply Reply Forwnrd BRjpiore- € po s d/ Categorize Follow ) Hide  Share with
Ernail Frems= & lunk~ All £ 2y oo Ieiies]  offine el g - Up~ Filter Email panel contentACCESS
e Delete Respond settings synchronization Tags Find officeGATE ~
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ailChimp Temp. ’
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I arnald-) - ) bocuments
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anwersation Histary & business
Junk Ernail
— b [=]-H3E8 My SharePaint Sites
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RSS Feeds Q) DaTEY arpeitsplat
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4
. ) Y
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Note: You can hide the providers using the provider’s context menu as well. Right click on the provider in the pane and

select © Hide this provider from the context menu items.

officeGATE N 2
aC= HEk <&-X0)

Favarites

™ Refresh
_ IF  Settings
-—"‘I My CE]Q' Hide: this provider
£, OneDfve

[H-AsEY My SharePaint Sites
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Connecting to providers

In the following section we will demonstrate how to configure the connection settings by each available

officeGATE provider. As already mentioned above, a provider’s connection settings can be reached a) either

from the Providers tab of officeGATE settings dialog (1 screenshot below) or b) from the given provider’s

context menu (2™ screenshot below):

¥ office GATE Settings
General | Providers OfFlire: About
sethings synchronization
Settings About
Providers
v 7 contentACCESS
1
¥ prs Perceptive Warkplace
¥ WMl My Computer
¥ e ©OneDrive
[ My SharePoint Sites

Settings |
Settings |

Settings |
Settings |

-"’7 accessGATE Mobile

officeGATE
= 2
[=}- 7 Favorites

) shared with AP,

”I Praduct dacumentation

(|

H- % contentaCCESS

(|

El P Perceptive Warkplace
F- wly ®y Computer
—| £, OneDrive

------- , Archive Analysis taol

Ml...[a=

contentACCESS documents

(|
|
T

[ , contentEE

------- , Email attachments
------- , FAST LTA,

------- , Marketing

------- , office GATE manual
....... , D install

------- , winshortcutter

------- , = weorking on it

....... , te st bt

v X

H4h s -2E}

(|

Elm ™ Refresh

It Settings

(!) Hide this provider

4

With clicking on “Settings” the provider’s connection dialog opens. Each provider requires to specify different

connection parameters, which will be described in the following subchapters of this guide.
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Connecting to contentACCESS
officeGATE can be interconnected with contentACCESS, TECH-ARROW'’s great document management

software. With officeGATE the user can access the contentACCESS documents directly from MS Outlook,

without a need to switch to another application.

Important: The officeGATE version 2.8 and higher is compatible only with contentACCESS 3.1 and higher.

Connecting to an older version results in an error message about version incompatibility.

To connect officeGATE with contentACCESS, click “Settings” in the context menu or in the officeGATE

settings to open the contentACCESS connector settings dialog. Further specify the connection parameters:

1) If you use proxy (contentACCESSWS) with secure (HTTPS) connection to connect to contentACCESS,

configure the connection as follows:
= Check the Generate connection URL checkbox;

= Enter the contentACCESS server name into the Server name field; with this action the connection

URL will be generated automatically;

=  Select an authentication type from the Authentication type dropdown list; if there were new
authentication providers enabled in contentACCESS, but they do not appear in the list, click Reload to

refresh the dropdown list;

=  Enter your contentACCESS credentials (Login name and Password);

= Specify amaximum item count that should be displayed in the list view (by default this is set to 50)
= Specify amaximum number of lookup items (by default the value is set to 20).

=  Specify your default sharing settings (if the Sharing plugin is not licensed in your contentACCESS, you

can ignore these settings; more information here)

= Check the connection via the “Test connection” button and save your settings.
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ﬁ contentACCESS connector settings M= B3

Settings

Connection

/v SEREF NAMME: Itanews.tech-arrow.com|

¥ Generate connection URL

Connection URL: Ihttps:.-’.-*tanews.tech-arrow.com.-’ccuntentACCESSWS.FMDdeISer\tice.svc

Authentication

Authentication type: IFnrms ﬂ Reload

Logom weith: = Current user % Cther user
Logon name: Isystem
Passward: I“’“’“’“’“’“’“’“’“’*‘“"
General
Items per page in list wiew: 200 =
faximum number of lookup items: 20 =
Sharing

[T Use defaultsettings and don't ask before new sharing

Expiration days: Il 3:
Download count limit: Il 3:

Test connection Save | | Cancel

2) If you use proxy (contentACCESSWS) with unsecure (HTTP) connection to connect to contentACCESS

(i.e. you use proxy but do not have a valid certificate), configure the connection as follows:
=  Enter the contentACCESS server name into the Server name field;

= Enter the HTTP connection URL with the correct server name into the Connection URL field:

http://[ServerName]/contentACCESSWS/ModelService.svc

=  Select an authentication type from the Authentication type dropdown list; if there were new
authentication providers enabled in contentACCESS, but they do not appear in the list, click Reload to

refresh the dropdown list;
=  Enter your contentACCESS credentials (Login name and Password);

= Specify amaximum item count that should be displayed in the list view (by default this is set to 50)
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= Specify amaximum number of lookup items (by default the value is set to 20).

= Specify your default sharing settings (if the Sharing plugin is not licensed in your contentACCESS, you

canignore these settings; more information here)
= Check the connection via the “Test connection” button and save your settings.

ﬁ contentACCESS connector settings M= B3

Settings

Connection

/v SEFVEF Name: Itanews.tech-arrow.com

[T Generate connection URL

Connection URL: Ifﬂ:anews.tech-arrnw.cnmftontentﬂ\ccESSWSandeISENice.svc

Authentication

Authentication type: IFnrms ﬂ Reload

Logom weith: = Current user % Cther user
Logon name: Isystem

Passward: I“’“’“’“’“’“’“’“’“’*‘“"
General

Items per page in list wiew: 200 =
faximum number of lookup items: 20 =
Sharing

[T Use defaultsettings and don't ask before new sharing

Expiration days: Il 3:
Download count limit: Il 3:

Test connection Save | | Cancel

3) If you use direct connection to connect to contentACCESS (no proxy is installed), configure the

connection as follows:
= Enter the contentACCESS server name into the Server name field;

= Enter the connection URL with the correct server name into the Connection URL field:
http://[ServerName]:8736/contentACCESSWS/ModelService.svc
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= Select an authentication type from the Authentication type dropdown list; if there were new
authentication providers enabled in contentACCESS, but they do not appear in the list, click Reload to

refresh the dropdown list;
= Enter your contentACCESS credentials (Login name and Password);
= Specify amaximum item count that should be displayed in the list view (by default this is set to 50)
= Specify a maximum number of lookup items (by default the value is set to 20).

= Specify your default sharing settings (if the Sharing plugin is not licensed in your contentACCESS, you

canignore these settings; more information here)
= Check the connection via the “Test connection” button and save your settings.

'ﬂ- contentACCESS connector settings = B3

Settings

Connectian

/'( SEMVEF Name: Itanews.tech-arrow.com

[T Generate connection URL

Connection URL: Ihttp:H‘tanews.tech-arrow.com: contentACCESSWEModelService, v

Authentication

Authentication type: IFnrms j Reload

Logon with: { Current user % Cther user
Logon name: Isystem

Password: I**‘“***‘“**
General

Tterns per page in list wiew: 200

Maximum number of lookup items: 20 =
Sharing

[T Use default settings and don't ask before new sharing

Expiration days: |1 3:
Dowenload coumt limit: |1 3:

Test connection Save | | Cancel
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Note: The log in to contentACCESS with a Windows account is also supported. To connect with it select Windows from
the Authentication type list and enter the credentials. To log in under the currently logged Windows user check the

Current user radio button and the user credentials will be filled in automatically.
The Windows user login must be configured in contentACCESS Central Administration.

'ﬂ- contentACCESS connector settings = B3

Settings
Connectian

/' Server name: Itanews.tech-arrow.com|

¥ Generate connection URL

Connection URL: Ihttps:f,u“tanews.tech-arrow.cornfcu:nntentﬁ.CCESSWSfModeISemice.svc
Authentication
Authentication type: Iwmdows j Reload
Logon with: = Current user {* COther user
Logan name: ITA\,E\.dministrator
Password: I
General
Tterns per page in list wiew: 200
Maximum number of lookup items: 20 =
Sharing

[T Use default settings and don't ask before new sharing

Expiration days: |1 3:
Dowenload coumt limit: |1 3:

Test connection Save | | Cancel

Provided that the connection settings are well established, open the provider’s context menu and select

“Connect” from the list:
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[=}+  Favorites
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i Product documentation

_______ 7 B
L’ Conneck

H- P Percept o
Settings
El _‘; ty Com
(b Hide this provider

H - £, OneDrive
EE| My SharePoint Sites

(|

(|

(|

Once the connection is well established, the licensed plugins will be listed when extending the

contentACCESS provider’'s node in the pane:

officeGATE v
= o H4k ¢%-X 0]
[=}+  Favorites

FH- ) shared with AP

/|, Product documentation
r[_]x"'(' comtentaCCESS )
E|__ Email archive
- 1 Mail management
- 1 Metalogix Srchive Manager Exchange Edition archive
------- Ii Datengut
-7 % Sharing
- 1 File system archive J

TEE| P Perceplive Wworkplace
-l My Computer

[+ £ CneDrive

EE| My SharePoint Sites

Note: With the Metalogix Archive Manager Exchange Edition archive connection you may access your old MAM

shortcuts in officeGATE. The connection to this archive can be established using the respective plugin of
contentACCESS.

First you have to install and configure Legacy MAM retrieve server on the MAM server, and configure it in the

contentACCESS Central Administration. (For more information refer to the contentACCESS Manual.)
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Connecting to third -party DMS providers (Datengut, Perceptive)

It is also possible to connect to third-party DMS (data management software) providers - such as Datengut,
Perceptive (also known as Saperion ECM) - in officeGATE. Third party DMS providers are integrated as
plugins into the contentACCESS provider. To be able to connect to these providers, the respective third-party
authentication provider must be enabled in contentACCESS. (For more information refer to section “Login

providers” in the contentACCESS Manual.) Single sign on authentication is supported as well. Single sign on

means, that it is not required to create a Datengut or Perceptive user login in contentACCESS to connect to
Perceptive or Datengut DMS in officeGATE. The user login will be created automatically in the background

when logging into the Datengut/Perceptive DMS from officeGATE.

How to connect to the Datengut/Perceptive DMS in officeGATE. Click on *contentACCESS node in the
pane, open its context menu and choose ¥ Settings from the list. The contentACCESS connector settings

dialog opens. Configure here the following sections:
= Enter the contentACCESS server name into the Server name field;
= Specify the correct connection URL;
=  Select the Datengut/Perceptive Authentication type.
= Typeinyour already existing Datengut/Perceptive user logins.
= Check the connection via Test connection button and click on Save.

The Datengut/Perceptive model will be connected to your officeGATE. You can check it with unfolding the
contentACCESS node in the officeGATE's pane:

'n contentACCESS connector settings !EI ﬂ
Settings
Server name: lLaz.165.190.62 ] v X
y/ | officeGATE
" Generate connection URL — .
Connection URL: :_ p 2R * ¢. E

Ihttp:fﬂg?.168.19D.62:8T3ﬁfcnntentACCESSWSKMDdEISeNicE.s\fc
=1 [ Reload Favorites
- % contentaCCESS

(E| Perceptive model)

Authentication type: Ipercepti\te

@ Username and password

Login name: Isudachi

Passwinrd: I“’**m‘“”*

,, IT Archive

Tterns per page i lisk view: Im ), Accounting
Maximum number of [ookup items: Im : :, MELL
_J; My Computer
(5 £8 My SharePoint Sites
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Screenshot A: Establishing the connection with the Perceptive model

‘m' contentACCESS connector settings
Settings

y(

Server name:

Connection URL:

Authentication type:

Login name:

Pazsword:

Items per page in list views:

Maxirmum number of lookup items:

Test connection

M E3

Ita news.te ch-arrow, com

¥ Generate conrection URL

Ihttps:fftanews‘tech-arruw.cum.ﬂ'cuntent&CCESSWS#MDdeISEr\fice.suc

j Reload

IDatengut

i Username and password

Ioffi ceGate

[t

Maxirmumn 50 items for Datengut |50 3:
20 33

Sawe Cancel

Screenshot A: Establishing connection with Datengut

Connecting to SharePoint site(s)

The following SharePoint versions are supported by officeGATE:

» Office 365, SharePoint 2013, SharePoint 2010

» Foundation

Screenshot B: Perceptive node in tree view

v X

Hb e 20

officeGATE
&= o

. Favorites
El/' conten ESS
E| E‘| Datengut

4 |J label.ecrnMask,MAILZ_q - Mail&rchiv

FH- L Liste Test Max- Testa23
[ P Perceptive Woarkplace

[ iy My Computer

[ i, TrieDrive

[H-YsEd My SharePoint Sites

Screenshot B: Datengut node in tree view

Open the SharePoint connector settings dialog with clicking on “Settings” in the SharePoint node’s

context menu (or in officeGATE settings dialog = Providers tab).

officeGATE

&= 2

.~ Fawarites

3'?’ contentaCCESS

P Perceptive Workplace
!.4.' My Computer
nﬁ. OneDrive

:

harePoint Sites

* X

*- &

™ Refresh

IF  Settings

() Hide this provider
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officeGATE supports the connection to multiple SharePoint sites. The already connected sites are listed in
the SharePoint connector settings dialog. This dialog is empty when connecting to a SharePoint site for the

first time. To add a new site to the list, click on “Add new site” button.

ﬁ SharePoint connector settings !El E
Settings
Sites
> Lt Lagin Enabled
httpsifftecharrowe sharepoint.comsitesftesting edit.balazsyi@tech-arrow.com v
httpsifitecharrow sharepoint.cam edit.balazsyi@tech-arrow.com v

Edit site | | Delete site L Add new site

W showthe contenttype selection dialog only if required fields are present

Sawe | | Cancel

A new dialog (like on the picture below) will automatically open. In this dialog you need to specify the site that
you want to connect to. Fill in the Site URL and enter Login with the corresponding Password. Further check

the connection with clicking the Test connection button and then click Save.
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'ﬂ' SharePoint connector settings !El m
Settings
site: |
:} Login: I
Password: I
¥ Enabled
| Test connection Sawe | | Cancel |
A

The Show the content type selection dialog only if required fields are present option (in the initial dialog)
allows for the user to decide if the content type and metadata will be required:
a) By each upload, regardless if there are required fields present - in this case the option should be turned
off
b) Only by uploading to containers requiring these properties - in this case the option should be turned on.
The required data are filled into a show-up dialog when uploading to a SharePoint container. For more

information read this chapter.

Important!!! If the connection to SharePoint cannot be established one of the reasons for it could be that the SharePoint

password has been changed on the server. The solution in this case is to set the new password in officeGATE, too.

Editing SharePoint sites

SharePoint settings in officeGATE need to be changed in many cases (due to the change of the password, for
example). To change these settings select the site that you need to edit and click on the “Edit site” button. The
settings dialog of the corresponding site will be opened, where you can change the URL, user or password

(Screenshot A).
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4% SharePoint connector settings P ] S
Settings
Lagin Enabled
httpsyy sharepoint.cam T I
1. Select the site.
£ sharePoint connector settings M= E3
Settings
2. Click to edlit the connection. it [retpsi harepamEcamyae e
> Lagin: I
Edit site

I I I: Password, I
¥ Showthe content type selec el Enabled T 3. Edit the connection Settings.

| Test connection | I Sawe | | Cancel

Screenshot A: Editing SharePoint site’s settings

The sites can be also disabled/enabled with checking/unchecking the “Enabled” checkbox in the
corresponding row (Screenshot B). If a SharePoint site has been disabled, it will not be connected to
officeGATE (it will be hidden in the pane, too).

£} sharePoint connector settings H =

Settings

Sites
> Url Login Enabled

httpsit sharepoint.caom I

T

| Edit site | | Delete site Sdd new site

V¥ showthe contenttype selection dialog only if required fields are present

Sawe | | Cancel
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SharePoint sites can be also deleted from the list. To delete a site select it in the list, then click on option
“Delete site” in the dialog (Screenshot C). The connection with deleted sites can be newly established with

clicking on the “Add new site” button, and specifying the required fields in the dialog.

¢' SharePoint connector settings ]

Settings
' 1. Select the site.

Sites
> Url + Login Enahled
hitps S sharepaint.comy/sitesftesting m

https:i sharepaint.com =

2. Click to delete the site.

| Edit site | | Delete site | Add new site

¥ showthe contenttype selection dialog anly if required fields are present

Save | | Cancel

Connecting to Perceptive Workplace

With Perceptive Workplace, you have a very straightforward and rapid way to share documents with
coworkers, partners, and customers. The Perceptive Workplace documents can be handled directly from MS
Outlook using officeGATE.

To connect with the file system open the Perceptive Workplace connector settings window from the node’s

context menu like on the screenshot below (or from officeGATE settings = Providers tab).
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EE| . Faworites
- contentaccess

[l My Computer & Connect
- i, OreDrive [£  settings

1 A ,
"""" Wy SharePaint Sit Q) Hide this provider

(|

In the pop-up window fill in the Site URL, enter Login and Password then click Save.

¢' Perceptive Workplace connector settings

[T
Settings
Site: Ihttps:ffpw—na.psft.co
pW Login: Ijozef.\tegh@tech-arrnw.cnm
Pazsword: I*‘*”*”“**
| Test connedction | | Sawe | | Cancel |
s

After the connection has been established you can start to work with your folders and subfolders. Click on

2 Refresh button in the context menu to refresh already updated folders/subfolders.
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¥ contentaCcEss
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Connecting to Dropbox

Who use Dropbox know that all files, photos, videos that are saved in Dropbox will be automatically saved to
the computer also. This also means that once you have Dropbox installed on your PC, it will appear between
your providers in the officeGATE pane under the My Computer local file system, too. After you have
successfully installed Dropbox (click here to download the installation file) it will be connected automatically
to your officeGATE. Locate it with unfolding My Computer in the officeGATE's pane as shown on the

screenshot below.

officeGATE N 2
&= 2 2ot {7

Favorites B

¥ contentacCESS

- PV Perceptive Workplace

!l*- Ky Computer

Eﬂ! Desktop

- f My Diocuments

------- PI‘ Downloads

....... .Jﬁ hw Music

....... ; by Pictures

....... . My widens

_:|<e Drophox st
I , drophox.cache

Il

Cakes

contentACCESS Archive analysis tool

Marketing

Release notes

|
|
<) contentGATE
|
|
1

|4

srrpanchnts
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Connecting to OneDrive

OneDrive is Microsoft's service for hosting files in the "cloud" that's available for free to all the owners of
a Microsoft account. OneDrive offers for the users a simple way to store, sync and share all kind of files with

other people and devices on the web.

officeGATE is a brilliant tool that integrates OneDrive into your MS Outlook mailbox and ensures a simple
and quick access to the documents stored in the OneDrive folders. The OneDrive provider (in the officeGATE

pane) connects the user both to his personal and business account using 2 subnodes:

= Personal - this node connects you with the online OneDrive system using your personal account (e.g.

john.doe@tech-arrow.com)

= Business - this node connects you with the online OneDrive for business system using your company

account (e.g. john.doe@gmail.com)

If you have installed OneDrive on your computer, the files will be available locally under the My Computer node, too.

The user may decide to which of these OneDrive system(s) above he wishes to connect to. The connection to

the OneDrive system(s) can be configured in the OneDrive connector settings dialog.
Click on “Settings” (either using the node’s context menu or from officeGATE Settings = Providers tab):

officeGATE v
LEPL b o+ R E]
Favorites

V{ content&CCESS

P Perceptive Warkplace

,J" My Carmputer

ﬁ OneDrive
Py Share S Refresh

|-l} Settings

() Hide this provider

The following dialog pops up. Check the checkbox(es) that you want to connect to and click “Save”.
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‘ﬁ‘ OneDrive connector settings !El m
Settings

(‘ Connect to: ¥ OneDrive W OneDrive for Business

| Sign out all Save | | Cancel

A

In the next step a Microsoft authentication window will pop up asking you to sign in. Enter your credentials

and click “Signin”:

Y |
[ | | )
| officeGATE
S |g n | n Work or school, or personal Microsoft account
testuser@tech-arrow.com
Use your Microsoft account.
What's this? favesesse
testuser@gmail.com

Can't access your account?
| .......O| |

Mo account? Create one!

Forgot my password

Microsoft
© 2016 Microsoft B Microsoft
Terms of use  Privacy & Cookies
Signing into OneDrive with personal account Signing into OneDrive for business using

business account

Further locate your OneDrive node in the pane and click “Connect” in its context menu:
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* X

HEk a8 2B}

officeGATE

Favarites

¥ contentacCESS

| ’ Conneck I
-!} Settings
(b Hide this provider

Wait until the Personal and Business folders are loaded and work with your files:

B 5 Inbosx - ceastwood@ta.internal - Outlogk
HOME SEMD / RECEIVE FOLDER WIENY
ok | Bxtarere sy olNe by T Meet B30 banager 3 o mop
=1 = >( el g (g EMecting & 9 . I >
[yl .I\T'E 48 Clean Up - Del Repl E(\_ Fﬁ_)d Bl Team el ¥/ Do [t Rlljl 0-)N u df o Fall
ew  Mew elete | Reply Reply Forward G pope - = - ove  Rules OneMote | Unread Categorize Follow
. ore =
Eroail Tems - | S unk = P H L Reply & Delete  F Create New e o J e
e Delete Respond Quick Steps ] Mowe Tags
Search Curent Mailbox.. 2 | Cument Mailbox - €2 Reply [ Reply 811 ) Forward
E: Al Unread ByDate = Newest & Tue 4/26/2016 10:58 A0
S 4 Tuesday Edit Baldzsy
2 Edit Balazsy officeGATE newsletter
] office GATE newsletter Tue 10:58 &M
= To  Edit Balszsy ~
b
]
There are mare items in this foider an the server -
= Click here to wiew more on Microsoft Exchange
£
=1
b~
& officeGATE
z
=
With officeGATE you can handle your files, attachments, emails directly from MS Outlook
without a further need to apen another applications. officeGATE connects your ernail client with -
L] 3
1, Some People Pane features are turned off because Windows Desktop Search isn't availab... D -~
Mail Calendar Pecple Tasks

Searr|

[ 2ddress Book

) Hide  Sharewith
Filter Ernail panel contentACCESS

Find officeGATE ~
officaGATE .
=P HEh ol =R ol

P Perceptive Workplace |
ol way Computer

h People

Y ¥

[ £ CneDrive

[~ i Personal

) Documents
+ , Pictures
[ &l Business

, Archive Analysis tool

a2} contenttCCESS documents
# contentiWEB

Ernail attachments

FAST LTA

Marketing

officeGATE manual

WD install

!
!
!
!
!
!
!

Winshortcutter

- ) xwarking on it

H My SharePaint Sites

lal

Wish you sign in with a different user account, open the settings window and click “Sign out al

again with another credentials.
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£ Reply [£2 Reply &Il £ Forward OfﬁceGATE &
Tue 4/26/2016 10:58 &M LEL HEh e
Ed|t Ba|ézsy [~ P Perceptive Workplace 1=
officeGATE newsletter [ Wl wty Computer
To Edit Baldzsy _ OneDrive connector settings !Elm - [_:lﬁ oneprve
[ i, Personal
Seﬂings = -} Documents
, Pictures
r‘ Connectto: ¥ OneDrive ¥ OneDrive for Business (= &@a Business
’ ------- , Archive Analysis tool
‘ [+~ ) contentACCESS documents
I Sign out all | | Save | | Cancel | = , contentWER
- AN | L , Email attachments
‘ a0 (B B I . ) FasTITA
------- , Marketing
------- ) officeGATE manual
Wiith officeGATE you can handle your files, attachments, emails directly from MS Cutlook | [+ {7 , YD install
without a further need to apen another applications. officeGATE connects your email client with e I R | Winshortoutter
4 D , xweorking an it
[+ A sEX My SharePoirit Sites
1. Some People Pane features are turned off because Windows Desktop Search isn't availab... |_| S =

General officeGATE settings

General settings of officeGATE allow to set general officeGATE functions such as displaying tooltips,
switching between tree view and list view on middle mouse click, drag&drop settings etc. These default

settings can be changed in officeGATE settings - General settings.

Click on the cog mark (ﬁ‘) in the officeGATE pane. The officeGATE settings dialog will open. Here switch to

the General settings tab. The following functions can be configured here:
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PR
HOME ~ SEND/RECEME  FOLDER  VIEW  DEVELOPER
N R B officeGATE Settings x
S B X QL S meng [ A o 2 : I i A
o xceupe N € (|- . ')d EJ Team Email ||| ‘ o ey, Eheddeszok 8T
e Mew clete  Reply Feply Formard 5 . ategorize Follow ide are wit
Ermail Ttems= & unk~ a1l ERvaore €2 Reply & Deletg - Up~ Filter Email panel contentACCESS
General | Providers  Offline About
Mew Delete Respond O settings synchronization s Find office GATE -
<
aFavorites Search Current Mailbox [Cirl+E] 2 |~ © Reply B2 Re Settings About .
& Feply (2 officeGATE IN T
Inbox - i o
Al Unreac Hewiest 4 Edit] o eral settings WRNS el = o0
SentItems I Last Week Mai
et Favarites =
rafts 4 Older O rollowup. st [ Show officeGATE panel on startup, BT contensaccess
Deleted Items . G P You forwardes - /-
idllt(Ea\aTzsy mm;m [T Show office GATE in mail compo e wind o, =I5 Email Lifecycle Management archive
ailChimp Temp... o
4jackbolon@tech-arr.. ey FontentACOES [7 Showrtreewieutooltips. RS - Email archive
I Inbox There are mare items in this faider on the Bydefaultdrag and drop to Outlook copiesthe link to the 2| P Perceptive Workplace
I server [~ document. Halding the CTRL key copies the dacument tself. - iy My Computer
rares Unchecking makes the function wark the appasite way.
Sent Tters Click here o view more on Microsatt [=-&, OneDrive
Exchange 7 Switch between tree view and grid view on middle mouse dlick,
b Deleted ltems & g ) ] fdia, Personal
b amold-j [ Close previously opened olderswhen opening anew folder n tree | E ) Deaments
b contentGATE b~ e ' -
conten & | ) Fictures
Conwersation Histo .
Y Language settings Zda, Business
Junk Email
Outbax IE”ghSh j E--- My SharePoint Sites
private E@ Testing site
RSS Feeds Q DATEY Arbeitsplatz
Search Folders . o Close . P sl Management
B HEvTTEL MiS
1, Some People A ‘ = |:| - Office integration
ﬂs WinShortcutter for MAC L E
7
i -~
Mail Calendar People Tasks -

ALL FOLDERS ARE UP TO DATE. UPDA]

1) Show officeGATE panel on startup: If this option is selected, the officeGATE pane will be
displayed automatically when opening your Outlook. Otherwise the officeGATE pane will be hidden
and you need to click on the officeGATE button () to show it. (For more information see the

section Displaying officeGATE in Outlook.)

2) Show officeGATE in email compose window: If this option is selected, the officeGATE pane will

be displayed automatically in any newly opened email message.

3) Show treeview tooltips: This feature enables to see the full path, where a certain document is

stored. If you go with your cursor on the selected folder in the pane, the path becomes visible.

4) By default Drag&Drop copies to an email message only the link to the selected document.
Holding the CTRL key copies the documents itself, if this (4t") option on the General settings page is

turned on. Unchecking makes the function work the opposite way.

5) In General settings you can also enable the middle mouse-click, which allows to switch between
tree view and list view with clicking the middle-mouse button. For more information about these

views check section View selection: Tree view, List view, Collapse all.
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6) If the “Close previously opened folders when opening a new folder in tree view” option is
checked, then the already opened folders will be immediately closed, when a next folder is opened in

the tree view. By default this optionis turned off.

7) Language settings are also available in section General settings. The user has the choice to
select the language of the application here. It is possible to select either English or German language

from the dropdown list.

Note: Language selection is also available by installing officeGATE.
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Offline file access

officeGATE offers avery comfortable and simple way of how to access your important documents even in
offline mode. Any changes that have been made in the document in the source system, on server side, can be
synced to officeGATE, to the offline files once you regain internet access again. Keep in mind, that if you make
edits using officeGATE while offline, your changes will be saved locally only, synchronization back to the

online source system is not supported.

Offline access to the desired information offers several advantages. By working with the files in offline mode,

the user can:

= Work with files while being without network connection;
= Being protected from network outages;

= Boost the efficiency of progresses instead of working over a slow connection;

If a file is already downloaded for offline access (into the offline database), and the user double clicks the
respective file, the file is automatically opened from the offline database. This saves enormous time for the
user, because opening large files from the server would take much more time, while opening it from an offline

database is much faster and effective.

If the online communication with a provider (contentACCESS, SharePoint server etc.) is interrupted (network
connection problem, the provider’s service is stopped etc.), officeGATE automatically switches the given
provider to offline mode. This enables quick access for the user to the given offline information. Important: If
the problem is troubleshooted (network connection renewed, provider service restarted), the user must

connect with the given provider again (main node’s context menu option “Connect”).

Using officeGATE you can access your documents offline, but only if you first set them up while you have
internet access. The offline file synchronization is started on a library/folder, on a folder structure or on the

file itself immediately when the offline access is enabled for it and there is a network connection.
To a folder/library you can enable:

= plain offline access (option “Enable offline access”)- only the content of the selected folder/library will

be downloaded for offline access
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= recursive offline access (“Enable recursive offline access”) - the entire folder structure starting with

the selected parent folder/library will be downloaded for offline access
The changes made in the source system can be then downloaded to the offline files either

= Manually - using the given item’s context menu; here you can decide if you want to a) synchronize
(update) the offline files/folders based on the changes in the online source system (option “Start
synchronization”) or b) start the synchronization from scratch, and download everyting regardless of

any changes on server side (option “Start full synchronization”)

or

= The synchronization can be automated, i.e. it will run in specific time slots as defined in the Offline
synchronization settings. Auto synchronization updates the already offline files/folders with the
changes in the source system. If a file is changed on server side, the local (offline) files are updated,; if

new files are added on the server side, the new files are downloaded to the offline database as well.

Offline access can be used in every web-based file system interconnected with officeGATE, namely your
SharePoint sites, contentACCESS, Perceptive Workplace, OneDrive and OneDrive for Business email- and

file containers.
If you want to work with your files offline you need to:
1. enable offline access in the officeGATE Offline synchronization settings

2. enable recursive or plain offline access for the selected file containers (folders, libraries) or for the
files using their context menu - at enabling offline access for the first time the offline synchronization

is started automatically

3. systematically synchronize (update) your offline documents with the online versions if they are

modified (either manually or automatize the process)
4. work with your offline files without network connection.

These steps will be detailed in the following subchapters.

Enabling offline file access
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By default the offline access (hence the offline synchronization) is turned off. To configure these settings,
open the Offline synchronization dialog. Click the cog mark (%) in the officeGATE’s panes header bar and

switch to “Offline synchronization” like on the picture below:

o
HOME  SEMD FRECEIE  FOLDER  WIEW  DEVELOPER
o (gnore X ((_\ Y Al dacum R s = I B [SeerchPecple | wE b
= g d A 3 B2 Meeting - officeGATE Settings x 4 /(?T
&5« Clean Up - = = =3 Toarm Emae | 5} Address Baok g
Hew  Hew Delete  Reply Reply Forward [ piare - | Hf Categarize Follow Hide  Sharewith
) ore [= !
Email Trems= S Junk = 2l Y & Reply &D @ a g o ] - Up- panel contentACCESS
Hew Delete Respand General  Providers D About Tags Find office GATE ~
| g e e D & ety @] S synchronization
4 Favorites carch Current Mailbox (Curl- - . )
< el 1 Settings About officeGATE 1 v
Inbox Al Unread T Mewest b [ 1072572015 w® 3= O e | 22
SentIterns b Last Week I W Enable offline access Favorites
Drafts 4 Older O Follow up Offline accesswill alowyouto browse your data when you are not -
Deleted Iterns q P You forws connected o any nebwork. Y contentaccess
Edit Bal azsy =3 h
Perceptive Warkpl
MailChimp Temp...  10/2%/2015 | Settings PV Perceptive Workplace
B cantentACl )
4 jack.bolton@tech-arr... From: B by Computer
¥ Enable sutomatic synchranization <
F @, OneDrive
b Ik There are mare items in thiz foider ar the
Dratts server m synchranize every 1 3: Days - hchments. s | My SharePoint Sites
Sent Iters Click hete to view more on Micrasatt
Exchange =
b Deleted Iterns Statistics
© arnold-j i
Synchronization status Not running
b cantentGATE
Synehronized folders v
Canwersation Histary
synehronized files ]
Junk Ernil
fline database size (1]
Outbox
private
RSS Feeds
Search Folders
oK Close =
4 »
b Some pec |:| .
4
8 7
Mail Calendar Pecple Tasks

S AREUPTO DATE,  COMMECTED TO: M

To enable offline access for all web-based file systems available in officeGATE, check the “Enable offline
access” check box in this dialog. With this step the “Enable offline access” context menu option appears in the

file’s, folder’s, library’s context menu.

In the same dialog you can enable automated synchronization of the offline files, too. If automatic
synchronization is used, then the offline files are synchronized with the online versions periodically, in the

defined time slots if there is a network connection again.

The current status of the synchronization process, the number of synchronized folders and files and the size
of the offline database are featured in section “Statistics”. The offline database is located in the

“C:\Users\[MyUser]\AppData\Roaming\officeGATE"” folder (Data Base File “officeGATE.db").

Once the offline access is enabled, you can select the desired libraries/folders/files in the officeGATE pane to

be accessed in offline mode.
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Selecting items for offline access

If offline access is enabled in the Offline synchronization settings, you can select the desired libraries, folders
and/or files to be accessed without network connection, and download them to the offline database. These
settings are available using the respective item’s context menu. Select the respective item in the navigation

pane and open its context menu with a right mouse click.

k& B Inbox - jack.bolton@tech-arrow.com - Qutlok 7?7 H - O %
HOME  SEMD/RECEME  FOLDER  VIEW  DEVELOPER
T ~ 2N o~ 2 —~ .
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25 X Clean Up I 3 B3 Tearn Email v Done =1 & 2 Address Book
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News Delete Respond Quick Steps [ Mowe Tags Find nffice GATE A
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-
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Edlit Balazsy = v
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: contentACCESS "
4 jack bolton@tech-arr... From: By 1y Computer
- OneDirive
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server officeGATE . ¢ - My SharsPoint Sites
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Sent Tterns Click here to view more on Microsatt [ g Testing site
Exchange —

» Deleted Ikems 4
> arnald-j
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H
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Junk Email 5@
Outbox 3 Open anine .
private Easy file handling between T Add to faverites
RS Feeds Outlook, SharePoint, OneDrive, Dropbox, fileNshare and more... I —
Ei
Search Folders - ), © S
Enable offine access (recursive)
- B}, o
4 »
|, Decli with check-in
i Some Peaple Pane features are turned off because Windows Desktop Search isn't ava... |:| ~ - (B, Doclibwithhiye nv .
e ST =
7
8 =~
Mail Calendar People Tasks -

In case of folders and libraries you can enable offline access

= forthe selected node (file container) only - menu item “Enable offline access”, or

= for the recursive folder structure (i.e. including all its child folders or libraries) - menu item “Enable

offline access (recursive)”. (See picture above.)

To turn on offline access for a selected file only, locate it in the navigation pane (in list view), open its context

menu and select item “Enable offline access”:
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Now we will enable offline access (recursive) for our SharePoint library called “Projects”. By clicking the

option the synchronization process, i.e. downloading the items to the offline database is started, it can be seen

in the footer part of the navigation pane. By clicking the “Pause”/“Cancel” button it can be paused/stopped at

any time if needed, and can be resumed again:
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The status of the synchronization process can be checked in the Offline synchronization settings:
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A little pop-up dialog informs the user when the synchronization is completed:

officeGATE

Synchronization completed

Now our data in the “Projects” library and its subfolder(s) are synchronized and they are available in offline

mode, too:
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Updating the offline items based on the online changes

The changes made in a folder/document in the source system can be downloaded to the offline files:

= automatically using “Automatic synchronization” - this will run based on the Offline synchronization
settings and will update the a) file if it has been changed in the source system; b) will add the new file
to the offline files if such has been added to the source system; c) will add new folders for offline
access if such has been added in the source system (if recursive offline access was enabled on the
selected folder); automatic synchronization first time runs when it is enabled in the Settings section

(see the picture below), later it runs periodically in the specified time intervals.

v office GATE Settings x
General  Prowviders OfFlire: About
sethings synchronization
Settings About

¥ Enable offline access

Offline access will alowwyou o brovese your data whenyau are not
connected to any nebwark,

Settings

¥ Enable autamatic synchronization

Synchronize every I 4 3: Hours |6

Statistics

Synchronization status

Synchranized folders 13
Synchronized files 279
Offline database size 36.5 MB

014 Clase

= manually using the “Start synchronization” (updates offline files/folders based on the online changes)
and/or “Start full synchronization” context menu options (downloads everything from scratch) for

offline access.
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Disabling offline access

Offline file access can be

= Disabled using the “Disable offline access” context menu option (picture A) - with this option the user
removes all offline metadata and offline files of the selected folder(s) and all of the subfolders, so they

will not be available in offline mode.

= Turned off by unchecking the first check box in the Offline synchronization settings (picture B) - this
doesn’t delete the currently downloaded offline files, but the user will not be able to download new

files for offline access while this option is turned off
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Interrupted manual and automated synchronizations

There can be situations, when the (manual or automated) synchronization is interrupted while it’s running, or
when the automated synchronization cannot be started. The reasons may be various: Outlook is turned off,

there is no network connection in the office etc.
In such cases, officeGATE works like this:

= |f Outlook is stopped while the synchronization is running - synchronization is reset when Outlook is

turned on again
= |f network connection is interrupted while synchronization is running - synchronization is cancelled

= If automated synchronization should start, but Outlook is turned off - if the time set in the Offline
synchronization settings is exceeded, synchronization starts automatically at the next start of

Outlook; if this time is not exceeded, synchronization is started based on the defined schedule

= |f automated synchronization should start, but there is no network connection - if the time set in the
Offline synchronization settings is exceeded, synchronization starts automatically when the network
connection is established again; if this time is not exceeded, synchronization is started based on the

defined schedule
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License key activation

In the officeGATE Settings dialog click on oAbout tab - License button. In the License details window
your actual license details will be shown. If you click Change license option the License Activation Wizard
window will open. Here you can activate a new license key for the product. If you previously used a free
version of officeGATE and now you decided to use Premium version then you need to activate the new license

key right here.

OO0 0 0

General  Prowviders Cfflire About
setkings synchronization
Settings About
About

“Wersion 2.8.5.0
Copyright @ TECH-ARROW, a. 5, 2014 License details K
TECH-ARROWY, a.5.

V officeGATE
/

officeGATE
2.8.5.0

office GATE is a free M5 Outlook add-in /- Premium wersion

connecting your email clientwith yourlocal

Premiurm version

i , Tech tati
file-system, SharePoint Online, OneDrive, Licensed tor  TRENAMTm presentation
Dropbox and many other prowiders, License key:
| walid till: 1043142020
Providers
7 contentACCESS
. ’
%4 tec harrow 4] Perceptive Workplace
Your vision of techuofogical evointion. g‘ My Computer
£l OneDrive

sk My SharePoint Sites

4

%5’ WinShortcutter for MAC Change license |

BN

There are two options how to activate a license key:
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License Activation Wizard [_ O]

Enter your license key

Wielcome to the license activation wizard, Please enter your license key for
the product and select the activation method.

Licence key

{* Online activation [internet access required)

" Offline activation

Mext Cancel

1) If you choose online activation (internet access is required) - click Next and your license will be activated

automatically.

2) If you choose offline activation (no internet access is required) - click Next and send the license request
information from the textbox below to the TECH-ARROW sales department. You can simply copy the
License request information text directly to the email or you can save the information via Save to file
option in .dat format and send the request as an attachment. TECH-ARROW sales department will
generate the activation data for you. Once the sales department delivered back the .dat file for you, click
Load from file option under the License activation information box on right side and upload .dat file that

you have received. Click Next and the license key will be successfully activated.
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icense Activation Wizard ==

Offline activation

Pleaze zend the licensze request information ta the Tech-Amow sales
department based on what we can generate the license activation data for

License requestinfarmation

sjwednPi 4558072 jae 45 pThsMy2iRUEIY|2qBEGxedgFagCzOHC QS R2E ;I
FlzbvpZgngZIfhznmeTES MyPR9TATEGZq40anCpH O e0E LY T Ok

+1/ppUFRp&AIIMNELAp S
+qlSgMnuoeHEoF 4y 3 RwBGAMxhRm pimjSrIdZjIPgys 3 mmjBYs ndffixt’
K21gMLShNjcIMRAn SN 0= -
Save to file
license activation information
=l

browse for the .dat file for
offline activation

Load from file

Back | MNext I Cancel
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License Activation Wizard =

Offline activation
Fleaze send the licenze request information to the Tech-Arow sales
department bazed on what we can generate the license activation data for

License requestinformation
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+ )/ ppUFRpA ONELapG
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Save tofile

License activation infarmation
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_ L Load from file
click next to complete the activation process

Back I@ Cancel |
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Handling with documents using officeGATE

In the chapters above we have learnt how to launch officeGATE and how to connect to the desired providers
(document management systems) that we want to work with. The next chapters will show how to handle with

the documents using officeGATE.

Setting favorites
If you have a couple of folders/documents that you need to use more frequently, officeGATE offers the
possibility to define them as favorites and have an easier access to them. The yellow star (the 1%t node) in the

officeGATE’s tree view collects your favorites.

Note: The tooltips of Favorites show the parent folder, which makes the navigation even easier.

To add a folder, library or contentACCESS plugin officeGATE - x
between Favorites, click on it in the pane, open its = 2 kR 8
. = Favarites =
context menu and select Add to favorites from )| Toancre
the list. The selected folder/library will be shifted B (i Testfolder
] contentaCCESS
under the Favorites node. ) contentACCESS Manuals
. =% contentaccEss
If you move with the cursor over the -5k Email archive
folder/library in the Favorites, the tooltip will g catibatazsy@tect-arw.com
B L Inbax
open. The tooltip text shows the path of the B | 1o aRcHve
- TEST
selected folder/library. ) Faste document(s)
=N Ml marmn.nm |ﬁ Add to Favorites
[T 55 File swstem arcH (89 Upload new file

You can remove the selected locations if you do not want them to be included between favorites any more.

There are multiple options how to remove a favorite location from the list:

1) Open the Favorites node (yellow star) from the pane, select your favorite, open it’s context menu and click

on Remove from favorites option (refer to the second screenshot below).
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2) Click on the black star in the officeGATE’s status pane, select your favorite, and click on Remove from

% techarrow

favorites option (refer to the third screenshot below).

officeGATE T
<= p %
Favorites =

% contentacCess

I/ Perceptive Workplace

J*' My Computer

H-fdil Onebrive

|E| My SharePoint Sites

EQ Testing site

[ DeTEV Arbeitsplatz

w Mail Management

w NEWITEL MIS =
w Office integration

- Test subsite

R
i I m Open online

-- ¢ Projed
= I Create folder
§l C
L e — I
}|, Doclibno
R Upload new file
}, Do lib withcrmocrrr -

4

Adding “Documents” folder between Favorites

officeGATE

LER 1

=i Favarites

T X officeGATE v x
BB =L 3e k(% @
= [ Faworites IX Remove from Favorites |_E Documents ¥ |

!\. Documents
¥ contentaccEss
PV Perceplive York|
ol vy Computer ¥ Remove From Favorites

-

B Open online

Create Folder

.. [} L Documents
T contentacCEss

A Perceptive Workplace

Upload new File

£, OneDrive 23]

-“.‘ My Computer

£, OneDrive

E| by SharePoint Sites
Eu Testing site
- DaTEV arbeitsplaz
EHU tdail Management
- MEVITEL b1
Eﬂw Office integration
—|- g Test subsite

- H; Documents
- H Projects

+- !
+- I,

Company photos

Daclib no versions

4

Removing “Documents” from the Favorites list

View selection: Tree view, List view, Collapse all

E| My SharePoint Sites
Ew Testing site
w DATEY Arbeitsplate
u Mail Management
P neved vais
H Office integration
=] H Test Subsite
=JI. Daocuments
-Jln Projects
- }|, Company photos
- }|, Doclibnawersions

K}

4

There are 3 main views available in the officeGATE'’s status pane:

v" Tree view (Screenshot A);

v"  List view (Screenshot B)

v" and Collapse all (Screenshot C).

The user may also switch between tree view and list view a middle-mouse click, if this option is enabled in the

General settings of officeGATE (read more in section General officeGATE settings).
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officeGATE v % officeGATE X officeGATE
;p Mok B @ 3 k- % 0 =p
a\u’or\tes = | Na bl | Project name Favarites
L /|, Documents ¥ cortentacCESS
"( contentACCESS B 16.png contenACCESS OEM cus - P Perceptive Workplace
P Perceptive Workplace 17.png contenACCESS OEM cus ',‘.‘ My Computer
,J; My Computer 18.png contenACCESS OEM cus & OneDrive
LB, OneDrive 2.png contenACCESS OEM cus arePoint Sites
=] My ShareFuint Sites 20.png contenACCESS OEM cus
Ew Testing site @ contentACCESS - v2 S-release notes_v3.doce contenACCESS OEM cus
w DATEY fbeitsplatz E contentACCESS - w2 B-release notes_vl0.pdf cantenACCESS OEM cus
w Mail Management @ contentBCCESS - w2 b-release notes_vl.doce contend&CCESS OEM cus
; E contentACCESS Manual_w 2.6.pdf contenACCESS OEM cus
w MEVITEL MI3 IE,_" contentWEB Manual_v2.6.doc contenACCESS OEM cus
w Office integration
Ew Test Subsite b
/|, Documents
E| s Projects
“o) PR 2015-01
H Company photos
H Daclib noversions
L Doc lib with check-in ‘I LI
- 1|, DocLib with hilye I~ ty SharePaint Sites > - Testing site > Test Subsite > Projects »
y’( PR.) 2015-01 [10 items V(

Screenshot A: Tree view

Screenshot B: List view

- X

*. 2@

Collapse all

Screenshot C: Collapse all

A) Tree view [ “ ]: This view displays all available providers and presents a hierarchical view of information.

Each provider in the Tree view has a number of child nodes (a child node can either be a folder in a local or

cloud file provider, a library or folder in SharePoint or a plugin in contentACCESS). A provider can

be expanded to reveal child nodes, and collapsed to hide them. To expand a provider, click on plus sign “+” and

locate the child node that you want to work with. With a right click on the child node you may open its context

menu. The context menu options depend on the particular provider.

The user can add the selected child to the list of favorites, rename, delete, open selected folders, create new

subfolders from the context menu directly or upload new files into it. The first table of chapter Working with

nodes and files using the context menu gives an overview for the user about the nodes’ context menu options

that are available in the respective officeGATE providers.
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With the - Collapse all option you can collapse the nodes that have been previously opened in the Tree view

mode (Screenshot C above).

B) List view [ = ]: In this view the contents (folders, documents etc.) of the selected parent folder are listed.

“w - n

The topmost entry is displayed as “..” and links to the parent location when it’s clicked. In List view, at the
bottom of the pane you can also see the path (breadcrumbs) where a certain document is located in your file

system. The user can click on a breadcrumb element to easily navigate to a parent location.

] . . . - X d - X
OfﬁC_@GATE switch to list view officeGATE o

R 5 oA w0 <ES k-
Favorites 1 | Mame % | Extension | Last
f"’( contentaCCESS

P Perceptive Workplace E 4 spokesperson_email archive.docy docx TA30/2
W Andras.doc doce 872502
[ wly My Computer
|_—_| @ Email &rchive video subtitles.doc: docx TA30/2
—ﬁ Cnelrive
. @ File &rchive wideo subtitles.doce doc [ERTE
ﬁ Ersona @ Marketing plan.docy docx 679720
[~ £ Business

------- ' Archive &nalysis tool

- contentBCCESS documerts
) folder content

[~ ' contentWEE

------- ' Email attachments

------- ' FAST LTA

------- ' Marketing

------- ' office GATE manual

....... ] vDinstall

------- ' Winshortoutter folder path

------- ' xwarking on it i
[#1-H: kN My SharePaint Sites = ‘! + | -
7 OneDrive » Business > Marketing [5 tems]

C)

Sorting in List view

officeGATE enables to sort the items based on column headers in the list view. If you choose a different
provider, then different headers are displayed. On our illustrative screenshot below a SharePoint folder is
chosen, where the files can be sorted by 3 column headers (sorting criteria), namely: Name, Modified and

Modified by. On the second picture the files are sorted by the date when they were last modified.
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officeGATE

> X

[E] e HR SR -X 0|

| Mame hodified »

Modified
By

B contentACCESS Manual_vl-3.pdf  7/28/2015 10:28 AM
IE,_'l contentACCESS Manual_vi-3.doce 7/28/2015 10:28 Ak
H contentACCESS Manual_vl-2.pdf  7/28/2015 10:28 AmM
@ contentACCESS Manual_vl-2.doce 7/28/2015 10:28 AM
@ contentBCCESS Manual_y 2.5.doce 8732015 2:11 PM
B contentSCCESS Manual_w 2,.5,pdf 87372015 2111 PM
B contentACCESS Manual_y 2.6.pdf  10/5/2015 3:39 PM
IE contentACCESS Manual_v 2.6.doce 10/5/2015 3:40 Pri
H content™WEE Manual_v2.6.pdf 107672015 1:00 Pr
@ content™EE Manual_v2.6.docx 10/6/2015 1:00 P

SharePaint Online »  Techarow > Product documentstion >

contertSCCESS > content&CCESS Manuals [10 items

Screenshot A: Sorting the SharePoint files in order ,from youngest to oldest”
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officeGATE v X
<[E]e AR eX -2 o]
‘ Name Madified * g*fdiﬂea
IE,_'l contentWEE Manual_w2.6.doc 104642015 L:00 Prd  Edit Balaz..,
B contentwEE Manual_w2 6.pdf 10/6/2015 1:00 PM Edit Baldz..,
@ content8CCESS Manual_v 2.6.docc 107572015 3:40 PM Edit Balaz...
H contentACCESS Manual_v 2.6.pdf  10/5/2015 3::39 P Edit Balaz...
B8 contentacCESS Manual_v 2.5.pdf 87372015 2:11 PM Edit Balaz...
E contentACCESS Manual_v 2.5.doce 8372015 2:11 PM Edit Baldz...
@ content8CCESS Manual_vl-2.doce 7/28/2015 10:28 &M Edit Balaz...
B contentacCESS Manual_vl-2,pdf  T/28/2015 10:25 A Edit Balaz..,
IE,_'l contentsCCESS Manual_vl-3.doco 7/28/2015 10:25 Ak Edit Balaz..
B contentacCESS Manual_vl-3.pdf 772872015 10:28 &AM Edit Baldz..,

SharePoint Online >  Techarow » Product documentation >

contentd CCESS > contentdCCESS Manuals (10 items

Screenshot B: Sorting the ShrarePoint files in order ,from

oldest to youngest”
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Searching in officeGATE

By using the search filter the user may quickly find the document what he is looking for. Searching among
files stored in the respective officeGATE providers is provider specific. This means, that officeGATE search
uses the search engine(s) of the respective provider. Search button is located in the header part of the

officeGATE pane.

officeGATE mx

; 3k & 0

Favarites

!-7' contentACCESS

P Perceptive Workplace

,‘J My Camputer

ﬁ CneDrive

E| iy SharePaint Sites
Ew Testing site

I

It is possible to search

a) In all available (available=connected) providers = in this case select the “All providers” from the
“Location” dropdown list, specify the keyword and click “Search”. 3 columns will be listed as a result; a
column with icons, a column containing the name of the documents and the last column containing the

respective provider (in case of contentACCESS the model name is also visible).

officeGATE v x
< =[2] *% - £ B
Location IAII prowiders j

Keywward Ivirtualdrive ﬁSearch |

4] document(s] found containing “virtual drive’ in Al prowviders.

| | Mame i | Prowider \ﬂ
B 0001111145616 My SharePoint Sites
E Administrators_Guide My SharePoint Sites
W5 AIIM Cpen Forum Digest forWednesday December 3 2014.msg My SharePoint Sites
@ Altana - delta migration My SharePoint Sites
EE asP OMET MWC4 MOBILE APP DEVELOPMENT 2013 My SharePoint Sites
W 51 Transaln sirknal Marhines hAw SharePrint Sites -l

<
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b) In one of the connected providers - in this case select the desired provider from the “Location”

dropdown list, enter the demanded keyword and click “Search”.

officeGATE v X
< =2 25 - £ )|
Location Icnntentﬁ.CCESS ﬂ

Keyward Ivirtual drive ﬁSearch |

5 document(s) found containing virtual drive’ in cantent&CCESS,

| Mame |Type | fode|

EI Installation of Wirtual Drive in content, Y i em archive

@ Installation of Wirtual Drive in content&CCESS . doce docx File system archive
@ Installation of Wirtual Drive in content&CCESS . doce docx File system archive
@ Installation of Wirtual Drive in content&CCESS . doce docx File system archive
@ Installation of Wirtual Drive in content&CCESS . doce docx File system archive

4

c) Inthe selected node’s content (node=folder or library) = In this case locate the desired folder/library
in the tree view and click on it. Then click on the magnifier mark in the pane to open the search page.

The Location will be already preselected. Specify the keyword and click “Search”.

The following use case will demonstrate how to search for contentACCESS guides in the “Product
documentation” SharePoint library. Select the “Product documentation” library under the SharePoint node,

and click on the magnifier mark (2):

officeGATE v
EE 2. Click here to open the search menu. HEk e EE}
Eﬂu Projects
Eﬂ----w Sales
HH- g tasearcn
H

A

A

Iv

ﬂu Wien IT

Fl- 1| Contracts

Hf- 1| EBooks

-~ & Form Templates

[ i Presentations

'u:unl 1. Select the library.

“Thttpsifitecharrow.sharepoint. com/Product documentation/Forms/allltems.aspx

4

Specify the keyword that you are looking for (in our use case “contentaccess”) and click on Search:
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officeGATE v X
< =[2] 4R X -2 5]
Lacation |Product documentation ﬂ
G(eyword contentaccess | QSearch]

31ldocument(s] found containing 'contentaccess’ in Product docum

| | Mame ;I

W contentacCESS
@ content&CCESS Analysis Tool Manual

E contentACCESS Exchange archiving server prerequisites

@ content&CCERS Manual - wersion 1.3

@ content&CCERS Manual - wersion 1.3

@ content&CCELS Manual - wersion 2.5

@ content&CCELS Manual - wersion 2.6

W contentACCESS Manual_y 2.7

B8 contenttCCESS Manual_vl-2

E contentACCESS Manwal_vl-3 [wersion to H&s)

E contentACCESS unified information management and archiv;LI

| | »

4

31 documents have been found, of which title or text contains phrase “contentaccess”.

Searching on the local disks - indexing options

If the user selects My Computer from the Location dropdown list (i.e. he is searching for a document that is
located on a local disk) the “Options” button appears on the search page. With clicking on this button the user

may check the local disks that are already indexed.
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officeGATE vx
< HEE- R E|
Location | My Computer v

Keyword |vir‘tua| drive | P Search

62 document(s) found containing "virtual drive’ in My Computer.

‘ Name ~ Path N
L3 II__contentACCESS Manual_v 2.9.docx ChUsers\eb:
IE 4 ULABAPA_contentACCESS Manual_v 2.8.doox ChUsers\eb:
IE contentACCESS - BEST PRACTICES - Email Archive.docx ChUsers\eb:
IE contentACCESS - BEST PRACTICES - Email Archive.docx ChUsers\eb:
B contentACCESS - BEST PRACTICES - Email Archive.pdf ChUsers\eb:
B contentACCESS - BEST PRACTICES - Email Archive.pdf ChUsers\eb:

! contentACCESS - BEST PRACTICES - Email Archive_vZ-5.docy  Ch\Users\eb:
4

Note: Only the documents located on the indexed local disks can be searched for.

4% Indexing Options X

6 232 items indexed

c@ Indexing complete.

Index these locations:

Included Locations Exclude
' Internet Explorer History
mﬂ Microsoft Outlook
© offline Files
Start Menu
Users AppData; AppData
Modify Ghdvanced gPause

How does indexing affect searches?

Troubleshoot search and indexing
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The following operations are available from the

context menu of the searched items (from the search

page):

Send as attachment*
Send as link*

Send as ZIP file*

Save document(s) locally*
Copy document(s) *
Open*

Open parent directory: Click this menu item to

open the parent directory of the selected file. This

context menu item is available from the search page

only.

officeGATE v X
=2 =[2] 3% k- £ )
Location Icnntentﬂ.CCESS j

Keyweord Icontent&CCESS P search |

20 docurent(s) found containing 'contentACCESS' in contentACCESS,

[ | Mame o

-_3] contentACCESS - All Documents
-_3] Cther documents - All Documents

il . Send as attachment
| ¥} BEST PRACTICES

|W! BEST PRACTICES
|W! BEST PRACTICES
|W! BEST PRACTICES
W CortentaCCESS
B contentaccEs
|ﬁ mm-.am-.r_\.r'rrc

4

Send as link

Send as ZIP file

Save documentls) locally
Copy documentis)

Cpen online

Open parent directory |LI
3

QRO 8 & Qe

*These features are described in details in chapter Working with nodes and files using the context menu of this guide.

Working with nodes and files using the context menu

The officeGATE user handles with his folders/libraries/documents using the context menu of the respective

folder/library/file in the pane. The table below lists all available operations in the context menu of a

folder/library. Locate your desired folder/library in the pane, right click on it to open the context menu and

work with it: add it to favorites, upload new files to it, rename it etc. The available operations are dependent

on the system (provider) that you use. The table below gives a general overview about the available options:
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Operations on

Providers folders/libraries using their

context menu

officeGATE T
g.:gp H4R e -2 E]
,( Favorites -
|_:_|7 contentACCESS

EE{-:- Email archive

Eu edit.balazsy@tech-arrow.com

\u Y7 Addtofavarites

ﬂ* Mail ma

1é&xy  Upload new file
ﬂ* Metalogi

------- ﬂ Datengut
Eﬂ* sharing
Eﬂ* File system archive

[~ P Perceptive Workplace

Eﬂ“ My Computer -

k4

officeGATE “ &
== # HA oX 2o}
,( Favorites =
T contentaCCESS

v Add to favorites

=

contentACCESS

=

v" Upload new file

|_:_| P Perceptive Waorkplace

E- Inspire 2016

v" Openonline B ciricai eattncare
: I 4 open
Perceptive Workplace v Add to favorites | P
...... I g
v Upload nvei|e ...... .E &y Upload new file B

------ . Financial Process Autamation -

[ | _>|_
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Dropbox and OneDrive
folders)
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Open online
Create folder
Rename folder
Delete folder
Add to favorites

AN N N N N

Upload new file

library:

v" Openonline

v Create folder

v Add to favorites
v

Upload new file

folder:

v" Openonline
Create folder
Rename folder
Delete folder
Add to favorites

AN NN N

Upload new file
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0 DATEY Arbeitsplatz
0 Mail Management
0 MEVITEL MIS
0 Office integration
0 Test Subsite

L:_| 'L Company photos

officeGATE T
K= e HEE o -2E]
|_::_| i My Computer =
[+ il Desktop
- k”& My Documents
----- ﬁ Dowiloads
..... b Py Music
E by Pictures L
..... i My Wideos
[_]e Cropbox
* .dropbox.cache
Jpen
q  Create folder
Rename folder
Delete folder
Add ko favorites
Upload new file
officeGATE .
K= k- 2@
-

_* G Cpen
* [&@ Create folder

Rename Folder

. ir|
EHJL Doc ([ Delete folder
b7

...... L”L Doc Add to Favorites

EHL,L Docl v ®y  Upload new file

- L, L DocSetTest

LT A Y PRI
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officeGATE v X
= 2 R oX -2 c]
“ My Computer ==
L_—_|& aneDrive
& Personal
v" Openonline &l Business

OneDrive and OneDrive for

v Add to favorites

business )
v" Upload new file

l4

The following subchapters describe general rules of working with files saved in the particular systems
(providers) of officeGATE. Operations on the files are available from the files’ context menu, in list view. Some
of the operations are available in one system, but are unavailable in another. The table below gives a general

overview about the file’'s context menu options using different providers.

Operations on files using their

officeGATE providers
context menu

officeGATE &
iCE] e 4R oF-3 5

Open online [ [ eme j

Send as attachment 3“1

Send as link
Send as ZIP file

Send as attachment
contentACCESS

Send as link

Send as ZIP file

Save document(s) locally

Save document(s) locally

Copy document(s)

Copy document(s)

Upload new file

AR N N N N NN

ihBEEBERER

Upload new file =

contertdCCESS @ File system archive »
“hdiskstation\Softwares T estD atabEnron fileshullyarorarh [72 items
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Open online

Send as attachment
Send as link
Perceptive Workplace Send as ZIP file

Save document(s) locally

Copy document(s)

AL N N N Y N N

Upload new file

Open online

Send as attachment
Send as link

Send as ZIP file

My computer (including local

Save document(s) locally
Dropbox and OneDrive files)
Copy document(s)
Delete document
Rename document
Create folder

Upload new file

Open online

Send as attachment
Send as link

Send as ZIP file
Sharepoint Save document(s) locally
Copy document(s)
Delete document
Rename document

Create folder

AR N N N N N U U U U N N N N U N N N N

Upload new file
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officeGATE © 8
iGE]e HAR S8 -3 5l
‘ | Mame 3 |

Dpen
Send as attachment

)
g sendaslink
=
s

Send as ZIF file

B enToTInsp| £ OAve document(s) locally -
B8 cnitos anal| 0] Copy document(s)
&

Upload new file

Perceptive Workplace > Inspire 2016 > Enterprise (8 items]

officeGATE v
<Ee 3k 0
| |Name ﬂ
__31;2

S Export (pstmp
) ~Export BLpsttmp

G I Ope

@ 2001 c
001 c @ Send as attachment
& 2 c E8 sendaslink
52308 [5] Send as ZIPfile
IE 252395 | ¥ Save documentis) locally
W 252305 0] Copy documert(s)
197 252395 I% Delete document
@ 252398 I% Rename document _'LI
b [@ Createfolder »
My Comput{ 85 Upload new file
officeGATE - x
we
<E~ 3 ke 4 B
[ [ ame + | Madified

Cpen
Send as attachment
Send as link

Send as ZIP file

Save document(s) locally
Copy dacumentis)
Delete document
Rename document

Create folder

B EHEFETe JHECY

Upload new File

|

2

My SharePoint Sites > Techarow > Product documentation

officeGATE [1 ibers
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officeGATE N e
[Ele R SRRt
| | Marne X \ Extension | Last;l
. add DB and Stare.phg png 7716,
‘/ Open Onllne o advanced search.png png Ti16s
v" Send as attachment S open
) defautt Fg Send as attachment b,
q q v’ Send as link d:f::lt:E Bg serdasink He,
OneDrive and OneDrive for ) RN =< ERSTRE TS .
5 / Send as Zl P flle document ¥ Save document(s) locally L6,
bUSIneSS ‘/ S d t | ” document '_El Copy document(s) M6,
ave document(s) locally et suor ) e "
file restore Job.png [ Ti16s
/ Copy document(s) File roestore_add new job.png png Tilb,
. filtering for file archive.pn n Ti16,
v Upload new file ° e

Ingo.phg png Rt
B
I | _|J

Oneliive » Personal > Pictures [32 items

For instructions on everyday use cases of working with files in officeGATE, read the below described topics.
Select your provider from the officeGATE pane and connect to it if it's not connected automatically. Then
switch to list view, locate the file(s) that you want to work with, and open its context menu (with a right click

onit).
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Online opening and editing of files directly from officeGATE

If you need to check a file or to do any modifications to it, choose B Open online from the file's context
menu. This context menu option opens the respective file online, from the server (source system) directly. To
edit the file, do the necessary corrections in it and save it. This way you can do the necessary corrections

faster and more effectively, without downloading and uploading the file to the folder or library again.

officeGATE v X
<[Ep AR eX -2 ]
| Marme % | Project name

contend,

Cpen online
1M | contenACCESS OEM cus

Send as attachnent

)

Fd Send as link
=

¥

contenACCESS OEM cus

contenACCESS OEM cus
Send as ZIP file

contenACCESS OEM cus

Sawe document(s) lacally Hoce contendCCESS OEM cus

Copy document(s] pdf contendCCESS OFM cus
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Note: The file is downloaded locally into a temporary folder if it is double clicked. If you open a locally downloaded file
and edit it, the changes will not be synchronized back to the source (online) location. This is quite important if you have
online systems (e.g. SharePoint, Perceptive Workplace). If you use the “Open online” context menu item, the file will be

opened in the source system directly in a web browser (online) and the changes will be synchronized online as well.
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Sending attachments/links to the file

You can decide if you want to send the file as an attachment or you prefer to send a link to the file instead. If

you want to send the file itself right click on the file and choose B8 Send as attachment from its context menu.

If you want to send the link to a file only choose option B Send as link from the file’s context menu. It is

possible to select multiple files to attach, or to send links to multiple files.

Sending links instead of attachments ensures one “version of the truth”, it keeps all project-related

documentation in one place, and it saves email storage.
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With the Send as ZIP file function the user may compress the selected files into a ZIP file and send them to

the desired address as a ZIP file.

1. Select the desired items from the pane, open the context menu and select Send as ZIP file option from

the list.

2. The ZIP file name dialog opens. Rename the ZIP, (by default it’s called office GATE.zip) and click OK.

3. Send the files to the addressee.
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Saving document(s) locally

The user can also save one or multiple documents locally on his local disk. Select the items that you want to
save and open the context menu. Select Save document(s) locally from the list. Locate the folder where you

want to save the items and click on Select folder to save it.
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Copying/pasting document(s)

Selected documents can be copied into another providers’ folder or library. Just open the file’s context menu

and select Copy document(s) from the list. Then navigate to the target location where you want to make a

copy, click on it and open its context menu. Select Paste document(s) from the list and wait until officeGATE

uploads your document(s) to the target location. Copy/paste function works with CTRL+C/ CTRL+V control

codes, too.
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Screenshot A: Copy document(s) from a source location

To delete one or multiple documents from the file
system, open the document’s context menu (in list

view) and click on Delete document.

officeGATE Manual | Version 2.8] ALL RIGHTS RESERVED

officeGATE
K= 2

* X

b a8 -2 5]

=] lly My Computer

[ il peskop

[ ], My Documents

l§ Downloads

O My Music

L MyPictures

g Myvideos

|=| ¥ OneDrive for Business

) Documents

- ) contentACCESS documentations

F- i
e b Create folder
[3 Rename folder
# My SharePoint Site| |21 pelat Folder

Y  AddtoFavories

Upload new file

Screenshot B: Paste document(s) to a target location
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To rename a document in the file system, open the document’s context menu (in list view) and click on

Rename document from the list. The Rename document dialog opens. Type into the text field the desired

document name and click on OK.

officeGATE €3
<Ee HAR S8 -3 o]
| Mame % | Project name

16.png conten&CCESS OEM cus
El 17.png contenACCESS OEM cus
18.png conten&CCESS OEM cus
B 2.png contendCCESS QEM cus
20.png conten&CCESS OEM cus

@ contentACCESS - w2 S-release notes_wd dooe contenACCESS OEM cus

@ contentACCE
B contentacce
@ contentER

JCT

My SharePoint 5§
PRJ 201501 (10

£

6-release notes_v10.pdf| conter

Open
Send as attachment
Send as link

Send as ZIP file

Save document(s) locally
Copy document{s)

Delete document

ACCESS QEM cus
ACCESS QEM cus
ACCESS QEM cus

o

Rename document

B RHEFI 958K

Create Folder

Upload new file

Diects >

Creating folder(

s)

Rename document !EI m

Enter the name of the document

IcontentACCESS - w2 B-release notes_\flﬂ.pdﬁ

QK I Cancel

To create a new folder select Create folder option from the item’s context menu (or switch to list view

and right click into the navigation pane). The Create new folder dialog opens. Type in the folder’s name

and click OK.
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Uploading new file(s)

The user may upload new files into the selected folder/library from the folder’s/library’s context menu.
Open the context menu, select Upload new file from the menu, browse for the desired document and wait

until the upload process has ended.
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Uploading a file from the tree view
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Folder refresh/provider refresh

The “Refresh” context menu option is available in the providers’ and files’ context menu options as well. It
is usually used to refresh the content of the given provider/folder. E.g. if a new file has been added to the

source system (e.g. to a SharePoint folder), you can refresh the list of items in this folder using this option:
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Sharing files directly from MS Outlook

An easy access to files (e.g. to big files that cannot be sent as attachments) can be ensured by saving them
to a special folder (called “My share”), which is accessible under contentACCESS’s “Sharing” plugin in the
officeGATE pane. This contentACCESS plugin is used to collect the file(s) to be shared with second users.
When uploading a file to the “My share” folder the application automatically generates a link pointing to
the file, and the user can share this link with second users. It is possible to send links to the already

uploaded file using its context menu, too.

officeGATE Manual | Version 2.8] ALLRIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com Page | 59


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/

.\ Our vision of technological evolution AEEEEEGEGG—

% techarrow

Note: The sharing feature is available only in case that you use contentACCESS provider and the Sharing plugin is

licensed.

The following steps must be done before sharing files using officeGATE:

1. Configure a “Sharing” job in contentACCESS. A “Sharing” job can be configured in the Custom
plugins section (Custom plugins - General - Jobs) in the Central Administration interface of

contentACCESS (more information here).

2. Connect your officeGATE with contentACCESS. Click “Connect” in the contentACCESS node’s

context menu to open the settings dialog and set the necessary parameters to connect to
contentACCESS.

3. Configure the values (download count and expiration date) of sharing the files. This option is
available in the contentACCESS connector settings, in the Sharing section. The values can be changed

directly from the upload dialog as well (described later).
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After successful connection expand the contentACCESS node. The sharing plugin is located under

contentACCESS node in the officeGATE pane. The shared files will be saved into the folder located under

this node.
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4. If contentACCESS is connected with officeGATE, you can share files.There are 2 options how to
doit:

a) From the toolbar: Click on the “Share with contentACCESS” button in the MS Outlook toolbar and
locate the file that needs to be shared. Click “Open”. The main advantage of this first option is, that

the user does not have to locate the Sharing plugin in the pane.
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b) From the share folder’s context menu: Open the context menu of the “My shares” folder under
the “Sharing” plugin and select “Share new file“ from the menu. Select the file that needs to be

shared and click “Open”.
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5. The “Process document with contentACCESS” dialog will open automatically. The user may

change here the
e Expiration date - the time period of keeping the file in the My shares folder
¢ Download limit - the maximum number of downloads

The default values are automatically filled in according to the contentACCESS settings described in step 3

above. Change the values for your share if needed and click “Upload” to start the upload process.
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You may change the default expiration date and download count directly in this dialog, too. Simply enter
the desired values into the text boxes, check the “Save as default” checkbox in the down left corner and
upload the file. The newly specified values will be applied by each new upload. With checking the “Don’t
ask again” option the application will use the same default settings by each share, and won't ask the user
again. These settings can be modofoed again in the contentACCESS connector settings dialog, on the
Sharing tab.

6. After the upload is completed, a compose email window with a link to the file will automatically

open. The user can send the message with the link to somebody else.
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It is also possible to attach a contentACCESS file directly from the compose window. Click the Attach
contentACCESS file button in the toolbar and opt for the file that should be attached.

7. Wish you open/edit/share a file from the “My shares” folder later on, locate it in the pane, open the

context menu and work with it:
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Drag&Drop actions

Drag&Drop actions help the user to save the files into a desired file system or attach them to an email

message directly in MS Outlook, with a simple move of mouse.

Attaching files to email message

With clicking on the “New Email” button in MS Outlook open a compose window and start to write the
message. In the compose window’s sidebar locate your file(s) that you want to attach, and drag it (them)
into the email message. It is possible to drag&drop multiple files at one go. With the Drag&Drop action
you may attach the file as an attachment, or as a link. In the General settings (for more information refer

to section General officeGATE settings) you can set how you would like to use this function.
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Uploading emails/attachments directly from the mailbox

With a move of your mouse you can upload attachments from any email message to the desired

folder/library of your provider. It is also possible to upload the whole email message (as an .msg file).
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Manual email archiving using contentACCES

Drag&Drop function may be very useful if the user would like to archive emails into contentACCESS
manually. Simply Drag&Drop the desired email from your MS Outlook into the email archive folder
(under contentACCESS node), click “Upload” in the “Process document with contentACESS” window, and

your message will be automatically archived.
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If the email has been already archived and the user drops this message to officeGATE, the application will
warn him about that. The user will be asked, if he wants to archive the original email instead.
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[e:l Email is archived. Do vou wank ko use the original email?

Content type selection and metadata fill in SharePoint

In the course of doing business, a typical organization produces many different kinds of content; for
example: legal contracts, marketing proposals, product design specifications, manufacturing process
documents, etc. Although these different types of documents might share a small set of common
properties, each type of content has unique attributes, and each might be created, used, shared, and
retained in different ways. An organization might want to maintain different kinds of metadata about
these different kinds of content. Content types can be defined for any item type, including documents, list

items, and folders.

officeGATE enables for the user to use SharePoint’s content type selection and metadata fill directly from
Outlook by uploading a document. This feature allows to categorize your documents better and helps to
save important information about a file for future use. Different content types have different fields (either
optional or required).

In officeGATE this option is configurable. The user may configure if he will specify these metadata in case
that:

1) the metadata (fields) that are set on SharePoint are required, or 2) all the time, regardless the fields are
required or optional.

To configure one of these options, open SharePoint site’s context menu in the officeGATE pane, and click

on Settings.
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officeGATE
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The SharePoint connector settings dialog will open:

¢ SharePoint connector settings

Settings

S

Sites

v X

H4h aR 2B}

Url

https:dr

sharepoint.comfsitess/testing

sharepoint.com

e e | d |

Enabled

¥

| | Delete site

¥ Showthe contenttype selection dialog only if requiredfields are present

Add new site

Sawe | | Cancel

Check/uncheck the Show the content type selection dialog only if required fields are present checkbox

depending on how you would like to use this feature. On the screenshot above we have configured, that

we would like to specify these data only if there are required fields present.
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Filling the content type and required fields into the “Upload document” dialog

When the user is uploading a file to SharePoint, the Upload document dialog will appear and he is
prompted to fill in the content types and the required metadata. The dialog will open only if this feature
was set in the SharePoint connector settings dialog (as described above).

On our illustrative picture below we are uploading (with a simple drag&drop) a file into our Projects
library on our SharePoint site. We have set to specify the content type only if there are required fields to

specify. The Upload document dialog automatically opens and prompts us to fill these fields in.
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On the illustrative screenshot above there are 4 content types available for the user: Document,
Installation protocol, Release notes and Manual. The user may select one of these content types. As we
are currently uploading a product’s release notes, we choose Release notes content type from the list.
Required metadata fields are dependent on the selected content type, i.e. different content types have
different fields. In case of Release notes the following fields must be filled in: Product and Version
number. These required fields are marked with a star. If the required fields are not specified, the system
will not allow to upload the document into the demanded place. An optional field (such as Release date) is
not marked with a star, it is up to the user, if he fills it or not. After all required fields are specified click

Upload to upload your file into the stated library.
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Troubleshooting

The vast majority of the problems that you might face during working with officeGATE can be solved with
nothing more than a few minutes of your time. Section Troubleshooting takes you through the typical
operating system problems teaching troubleshooting techniques to decipher any problem, and giving you

the skills you need to solve them.
Here you can find some typical problems that might occur and the solutions to them:
> officeGATE add-in does not appear in the right hand panel

When you reopen your MS Outlook it might happen that your office GATE panel becomes invisible. If you
face with this problem, try out the following solution (for better understanding check the screenshot

below).

Go to File & Options in you MS Outlook. In the Outlook Options window select Add-Ins from the left
panel and then click Go at the bottom of the window. You need to make sure, that checkbox for

officeGATE is checked in the COM-Add-Ins window, then click OK. Your provider should be visible now.
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> SharePoint connection in officeGATE is not established

If the connection to SharePoint cannot be established one of the reasons for it could be that the
SharePoint password has been changed on the server. The solution for this is to set this new password in
officeGATE, too. For more information how to set SharePoint password in officeGATE click here:

Connecting to SharePoint site(s)..

> What to do if you officeGATE version is not supported by MS Outlook that you have on you
PC
The message below that you get when trying to install the officeGATE on your PC means that this version

of officeGATE is not supported by your MS Outlook:

officeGATE - InstallShield Wizard [
— -

l The following prerequisites error(s) cccured:
Microsoft Outlook is not installed or Outlook bitness is not supported.
(Suppeorted M5 Outlock versions are: 2010 32bit, 2013 32bit)

The setup will now abort!

Please download the version of officeGATE which corresponds to the version of MS Outlook that you

have installed on your PC.

» What to do if the warning below appears in your MS Outlook?:
I ADD-IN PROBLEM A problern was detected with an add-in and it has been disabled, Wiewr Disabled Add-ins..

If you get the warning above and the officeGATE pane does not appear at the right side of your MS

Outlook follow these steps:
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1) Click on the View Disabled Add-ins... button in the warning. Disabled Add-ins window will open as on

the screenshot below:

Disabledaddns @
Outlook detected an add-in problem

These add-ins decreased performance or caused Outlook to crash,

officeGATE

office GATE -- an addin created wit O technology

This add-in caused Qutlook to start slowly,

Alvways enable this add-in

Close |

Click on Always enable this add-in and click Close to close the window. Run you Outlook again and the

officeGATE panel will be visible now.
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