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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.

N 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 attach it.

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.

v" Connect to multiple SharePoint sites.
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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

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 MSI:

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.

Sing

1.

2.

le installation of office GATE

Download the setup package (.exe).

Select the language for installation from the available languages:
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officeGATE - InstallShield Wizard X

y’( Select the language for the installation from the choices below.

English (United States) s

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. Run the setup package and follow the on-screen instructions.

officeGATE - InstallShield Wizard

= officeGATE Setup is preparing the InstallShield Wizard, which
“4 will guide you through the program setup process. Please wait.

Extracting: officeGATE_x64.msi

-

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

Welcome to the InstallShield Wizard for
officeGATE

The InstallShield(R) Wizard will install officeGATE on your
computer. To continue, click Mext.

y

WARNING: This program is protected by copyright law and
international treaties.

5. In the next step click on | accept the terms in the license agreement radio button and click Next.

ﬁ] officeGATE - InstallShield Wizard >

License Agreement

¢ officeGATE

Please read the following license agreement carefully.

Software License Agreement 8
PLEASE READ THIS SOFTWARE LICENSE AGREEMENT
CAREFULLY BEFORE DOWNLOADING OR USING THE
SOFTWARE.

BY CLICKING ON THE "ACCEPT" BUTTON, OPENING THE
PACKAGE, DOWNLOADING THE PRODUCT, OR USING THE
EQUIPMENT THAT CONTAINS THIS PRODUCT, YOU ARE
CONSENTING TO BE BOUND BY THIS AGREEMENT. IF YOU ¥

(@) I accept the terms in the license agreement Print

{)1do not accept the terms in the license agreement

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

ﬁ] officeGATE - InstallShield Wizard >
Destination Folder \" -
Click Next, or click Change to install to a different folder. f( OfﬁCEGATE

[::7 Install officeGATE to:

C:\Program Files\TECH-ARROW\officeGATE!, Change

InstallShield

7. Click Install and then Finish to complete the installation process.
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75 officeGATE - InstallShield Wizard X
Ready to Install the Program "
/
The wizard is ready to begin installation. OfﬁCEGATE
Click Install to begin the installation.
If you want to review or change any of your installation settings, click Back. Click Cancel to exit
the wizard.
InstallShield
5 officeGATE - InstallShield Wizard X

InstallShield Wizard Completed

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

D Show the Windows Installer log
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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.

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:
= At first the language of the already installed officeGATE will be checked. If found, it will be applied.

= |If 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 office GATE 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 wused to distribute the officeGATE auto-configuration file
(officeGATE_Configuration.xml) to the users. The GPO- installation of the officeGATE can be launched after
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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.

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

System > Client Applications > officeGATE

officeGATE is a Microsoft Outlook add-in connecting Microsoft Outlook with local file-systems
and also contentACCESS, OneDrive, SharePoint, etc. The add-in enables the user to Drag&Drop
not only archived files from/to email messages directly in Microsoft Qutlook, without the need
to switch to other applications.

License key:
Default login provider: MNone -
Default language: Mot specified -

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.
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3) Finally install officeGATE using Group Policy installation.

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.

ozl=] M @tech-arrow.com - Outlook ?@E - & X
I3 HOME SEND/RECENVE FOLDER  VIEW  DEVELOPER

= .F\ xIgnore x \g (\[)] E)' E2 Meeting %7 Emails to archive £ To Manager ¥ . @ ﬂ E’\ B [searchpeople | /wmz y‘ﬁ [ Archive 7

N 'N‘E 7% Clean Up - e RL(-I S (I- ; -)d Em- = Team Email + Done y R‘Ij| (;)N AE' Uead) € ', ol [E2 Address Book | . | Restore v
ew New o elete Reply Reply Forwar ~ ~ Move Rules OneNote Assign Unread/ Categorize Follow § | Hide are witl ew

Email ltems= &oJunk Al EigMore - | [@FReply&Delete 7 Create New - Policy~ Read - up- W RiterEmail~ \ ook oemaccess X Search shared files

New Delete Respond Quick Steps 5 Move Tags Find officeGATE Email Archive | contentACCESS Share ~
<
i Search Current Mailbox (Ctrl+E) - o y o ce .

4 Favorites s} RReply (32 Reply All (3 Forward (&M officeGATE v x
Dorucené posta Al Unread * Newest b % Fri 03-Nov-17 4:20 PM L= 0 HAE-2E]
Odoslans poita

P tech-arro... tech-arrow@tech-arrow.com  Fovories
Koncepty Task 13549 - Tue 12:45 PM -
Odstranené polozky contentACCESS 3.3 SP1is out "¢ contentACCESS
’ 4 Monday To techarrow_all P/ Perceptive Workplace
. @ 11 there are problems with how this message is displayed, click here to view it in a web browser. B My Computer
N
4da OneDrive
4 Dorugend posta e Rerospe.. Mon 1236 PM JE—— Y —— My SharePoint Sites
Emails to archive
b archive tech-arro...
b archivel New content. Mon 8:00 AM
Auditing1 New
Auditing2 4 Last Week v
hudna® , % techarrow
eleted fems tech-arro...
Koncepty contentACCE. Fri 03-Nov - -
Odostans posta contentACCESS version 3.3 SP1 is out!
b Odstranené polozky ;
Archiv Re: links Fri 03-Nov
contentWEB Hi, Here's :
e o contentACCESS Mobile ==
onversation History
T 4 DOX To improve the mobility of the contentACCESS platform we are releasing a
NevyZiadana posta RE: links Fri 03-Nov P ty P 9

Posta na odoslanie Hi posting brand new version of our mobile application, which allow the users to access all
RSS Feeds their data inside contentACCESS any time, from every place and on most

b Search Folders = commonly used iOS and Android platforms. The new mobile application
Retrospectiv... Fri 03-Nov
Hi, Let's take supports data browsing, search and offline access.
4
Inbox 4539
Canceled: Da. Fri 03-Nov L S e -
gCpa Hi, This is a
= @ see more about tech-arrowtech-arrow.com. ~
Notes tech-arro... -
i k4
Mail Calendar People Tasks -

ITEMS: 969 ALL FOLDERS ARE UP TO DATE.  CONNECTED TO: MICROSOFT EXCHANGE

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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H | s Untitled - Message (HTML) FEC] . — - EE
MESSAGE ~ INSERT ~ OPTIONS  FORMATTEXT  REVIEW  DEVELOPER
O 1 el i | ! . > -
E g W 0= lx g C v
= = i — I High Importance  _ *
Paste Address Check Attach Attach Attach Signature Assign Zoom Apps fo Upload to
- Book Names contentACCESS file  File ltem~ - Policy - ¥ Low Importance Office contentACCESS
Clipboard Basic Text Names contentACCESS Include Tags n . Zoom  Add-ins #E contentACCESS Share ~
— officeGATE T
=1 <LEPL HEE o - o]
To..
Send Favorites
Ce.. ¥ contentACCESS
Subject PY Perceptive Workplace

(- ly My Computer
@ OneDrive
My SharePoint Sites

7(

Note: In case you have troubles with displaying officeGATE check section Troubleshooting.

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).
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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.

o=

M @tech-arrow.com - Outlook ?E - 8 X
{13 HOME SEND/RECENVE FOLDER  VIEW  DEVELOPER
= L, fignore x o (ﬁ)l ﬁ:\" E2Meeting % Emails to archive €3 To Manager ¥ . @ ﬁ o | B [search People y/ y‘ﬁ [ Archive v
& Clean Up - (2 3 EmM-  ETeomEmail ¥ Done =1 > B = Lo [[FAddress Book ¥ | Restore
New Delete Respond Quick Steps [ Move Tags Find officeGATE Email Archive | contentACCESS Share ~
i Search Current Mailbox (Ctri+E) - o y o ce .

4 Favorites Jo) CaReply (QReply All (3 Forward G5 IM officeGATE D ’;
Dorucené posta All Unread T Newest 4 1% Fri 03-Nov-17 4:20 PM £ g b o -2E]
Odoslans poita

P tech-arro.. tech-arrow@tech-arrow.com Ep— ~
Koncepty Task 13549 - Tue 12:45 PM 7
i ¥ contentACCESS
Odstranené polozky contentACCESS 3.3 SP1is out content
2 To techarrow_all - PV Perceptive Workplace
. @ 11 there are problems with how this message is displayed, click here to view it in a web browser. R L : Computer
Desktop
4 Dorugend posta 1:5: I‘R:ruspe. Mon 12:36 PM ontentACCESS Py —— Jl, My Documents
Emails to archive l§ Downloads
b archive tech-arro... I My Music
b archivel New content..  Mon 8:00 AM & My Pictures
Auditing1 New B My Videos
Auditing2 4 Last Week A~ Dropbox
hudna® % techarrow ?c\
eleted ftems tech-arro... N o
Koncepty contentACCE. Fri 03-Nov - - -
Odostans posta contentACCESS version 3.3 SP1 is out! 4@ Onerive
b Odstranené polozky # Personal
. =-[E4 My SharePoint it
Archiv Re: links Fri 03-Nov E§S N ererom s
contentWEB Hi, Here's tentACCESS Mobil esting site
conten ODIE=n @ A
Conversation History
e ps2n e To improve the mobility of the contentAGCESS platform we are releasing a @ nsaL
RE: links Fri 03-Nov
Podta na odoslanie i posting brand new version of our mobile application, which allow the users to access all 3 AFO
) L ) APA
RSS Feeds = their data inside contentACCESS any time, from every place and on most @ DATEV Arbeisplat
m ) _ ; — rbeitsplate
b Search Folders & commonly used iOS and Android platforms. The new mobile application
Retrospecti.. Fri 03-Nov & oec
. Hi, Let's take supports data browsing, search and offline access. Q DIO
'R @ A
Inbox 4539 y )
Canceled: Da Fri 03-Nov @ roasTest site

gpal Hi, This is a Q@ Herr Feri
= @ see more about tech-arrow@tech-arrow.com. ~ @ Kendox
Notes tech-arro... - P = VRO ©

- e
Mail Calendar People Tasks -+

ITEMS: 969

ALL FOLDERS ARE UP TO DATE.  CONNECTED TO: MICROSOFT ExcHange [0 &

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.

requ
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ire this step).

Configure connection settings (for more information refer to this chapter);

officeGATE Manual | Version 2.9 | ALL RIGHTS RESERVED

Connect to the provider(s) by clicking on “Connect” in the context menu (some providers do not

15/111


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

your vision of technological evolution A

% techarrow

officeGATE v X
== £ AL 3 6

"""" !’7 contendACCESS
P perced®__CoOnnect

- illy My C £+ Settings
&l OneD () Hide this provider
] My SharePoint Sites

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

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.
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& x Clean Up - L(— € 2 gy = Team Email /' Done =1 S m [E3 Address Book Restore
New New Delete Reply Reply Forward oS ~| Move Rules OneNote Assign Unread/ Categorize Follow - . Hide  Share with View
- E - Reply & Delete ¥ Create New = -
Email ltems~ “@Junk EgMore~ & Reply - = Policy ~_Read - up- T FerEmail s o contentacCEss | X Search shared files
New Delete Respond O % officeGATE Settings 2 % Find officeGATE Email Archive | contentACCESS Share ~
? .

4 i Search Current Mailbox (Ctrl+E) - o ~ . 1. -
Favorites el 2 Reply f&_ Reply All @ G o 9 o OffICE‘GATE \ X
Doruéens pota - - Th 09 = =

2 Al Unread Newest ¥ “™| General |providers|  Offiine About <EL Rea
Odoslana posta 4 Today settings synchronization
Koncepty tec o ! w»( Favorites
Py . tech-arro... New ¥ contentACCESS
Odstranené polozky New contert, 36 AM Providers Y
Hi, New o build_notification R PI Perceptive Workplace
Wl My Computer

4 2 E s contentACCESS ¥ contentACCESS + Get more apps £ OneDrive

4 Dorucena posta ) ) pu Perceptive Workplace My SharePoint Sites
b archive Canceled: Da.. Wed 9:03 PM Hi,

b archivel Hi, Thisis a Wy My Computer
Auditing tech-arro.. New contentGATI & OneDrive
Auditing2 New DragAn. Wed 6:53 PM My SharePoint Sites
Deleted ltems New

Changes in this b

Emails to archive s
i3 Associated
Koncepty MNE new co..  Wed 5:00 PM ﬂ -

Odoslané posta

updated.
[ Odstranené polozky L l;] 4
- RE: links Wed 1:13 PM nich need to

Archiv Hi #8967 2017-11- failed to

contentWEB

Conversation History tech-arro...

TR pe5E New content. Wed 1:05 PM

" P Hi, New

Posta na odoslanie

RSS Feeds tech-arro... Best regards,
b SernFa S New content... Wed 12:59 PM TES

Hi, New
“ GATE Mobil
access obile

Inbox 4539 RE: links Wed 11:52 AM
b [Gmail] Hi, Nice links,

Cestovne tech-arro... @ See more about tech-arrow@tech-arrow.com. I:l ~

Notes New content.. Wed 11:52 AM -

-
Mail Calendar People Tasks - v

ITEMS: 969 ALL FOLDERS ARE UP TO DATE.  CONNECTED TO: MICROSOFT EXCHANGE [

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 v X
= 1R SR -2 0

Favaorites

!‘7 conter” <=

. W Pere 2 Refresh
o My C
& OneD
My SH Enable offline access (recursive)

£ Settings
() Hide this provider

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
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from the Providers tab of officeGATE settings dialog (1°t screenshot below) or b) from the given provider’s

context menu (2" screenshot below):

officeGATE v X
L EP AP 2R -2 E!

Favorites

- contentACCESS

% officeGATE Settings - PW Perceptive Workplace
@ a 9 L‘i My Computer

General |Providers Offline About _ Desktop

settings synchronization
-}, My Documents

x

e
[}

Providers - I]“ Downloads

- I My Music
%7 contentACCESS : ]

E- & My Pictures
P Perceptive Workplace H )

- @ My Videos
ly My Computer i

: Ex) @ Dropbox

My SharePoint Sites '

H-i— D\

—--fda OneDrive
G- 4@ | Personal
4@ Business

Efl"" My SharePnint Sites
o Refresh

£ Settings
() Hide this provider

| oK

4
/'( accessGATE Mobile

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

| Close

connection parameters, which will be described in the following subchapters of this guide.

Connecting to contentACCESS

officeGATE Manual | Version 2.9 | ALL RIGHTS RESERVED

TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 18/111


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

.  Our vision of technological evolution G

% techarrow

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 2.9 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;
= Specify a maximum 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

can ignore these settings; more information here)

=  Save your settings.
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" contentACCESS connector settings -
Settings
' Connection
/ Server name: |tacatest.ta.imernal
Generate connection URL
Connection URL: https:/f/tacatest.ta.internal/contentACCESSWS/ModelService.sve
General
ltems per page in list view: 200 =
Maximum number of lookup items: 20 =
Sharing
[ ] Use default settings and don't ask before new sharing
Expiration days: 1 =
Download count limit: 1 > 0= nolimit
Login Logout 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);
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= Specify a maximum 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

can ignore these settings; more information here)

=  Save your settings.

" contentACCESS connector settings -
Settings
' Connection
/ Server name: |13cates‘t.'ta.in'ternal |
[ ] Generate connection URL
Connection URL: |maca'tes‘t.1a.in'ternalfcomentACCESSWS{ModeISerUice.svc ‘
General
ltems per page in list view: 200 =
Maximum number of lookup items: 20 =
Sharing
[ ] Use default settings and don't ask before new sharing
Expiration days: 1 =
Download count limit: 1 > 0= nolimit
Login Logout 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;
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. Enter the connection URL with the correct server name into the Connection URL field:

http://[ServerName]:8736/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 a maximum 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

can ignore these settings; more information here)

= Save your settings.
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l._,] contentACCESS connector settings -
Settings
' Connection
/ Server name: |Tac31951.13.in19rnal |
[[] Generate connection URL
Connection URL: |hﬁp:{ﬁacaTes’[.Ta.in’[ernal:comemACCESSWSIModeISeNice.svc |
General
Items per page in list view: 200 =
Maximum number of lookup items: 20 =
Sharing
|:| Use default settings and don't ask before new sharing
Expiration days: 1 =
Download count limit: 1 2 0= nolimit
Login Logout Save Cancel

There are two possible ways to log in to contentACCESS:

1. After saving your settings, click on the Login button. A pop-up with Login providers will appear. When

clicking on Use another login method, all Login providers, which are configured in Central

administration, will appear.
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Central login x

¥ TECH-ARROW central login

Welcome. Choose your login provider to login.

Last time used:

#  contentACCESS account
Username:

Password:

[OJRemember me

Use another login method

Select the Login provider that you would like to use, enter your credentials and click on the blue Login

button.
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Central login x

¥ TECH-ARROW central login

Welcome. Choose your login provider to login.

#  contentACCESS account
Username: system

Password: (I IIYITTTYYY)

&  External Active Directory
== Windows as current user
== Windows as different user
CIRemember me

2. After saving your settings, close the contentACCESS connector settings window. Right-click on the

contentACCESS provider in the officeGATE pane and select Connect from its context menu.

officeGATE T
<EP 3k % O
- Favorites

'-'7 contes

P Perce =
i £¥  Settings

- il My C
ey () Hide this provider
[ &@ OneDh

My SharePoint Sites

& Connect

A pop-up with Login providers will appear. When clicking on Use another login method, all Login

providers, which are configured in Central administration, will appear.
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Central login x

¥ TECH-ARROW central login

Welcome. Choose your login provider to login.

Last time used:

#  contentACCESS account
Username:

Password:

[OJRemember me

Use another login method

Select the Login provider that you would like to use, enter your credentials and click on the blue Login

button.
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Central login x

¥ TECH-ARROW central login

Welcome. Choose your login provider to login.

#  contentACCESS account
Username: system

Password: (I IIYITTTYYY)

&  External Active Directory
== Windows as current user
== Windows as different user

[OJRemember me

Important: The old login is supported if officeGATE tries to connect to contentACCESS 3.1.76 or less. So lastly
released 3.1 with service pack 2 is working with new login. If contentACCESS version is less than 3.1.76, then

the old login pop-up will appear when trying to connect to contentACCESS provider:
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officeGATE Login X

Authentication

Authentication type: EForms v

Logon name: |5y5tem |

Password: ERXXXXRXRRRRR |

| Login | | Cancel

The Windows authentication type for the old login works only with “current user”, other user cannot be

selected.

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

contentACCESS provider’s node in the pane.

officeGATE vx
=P AP 2R -2 0

- Favorites

"7 contentACCESS
__ Email archive (Default)
----'_.1_'- File system archive (Default)
EI SharePoint archive (Default)

R 0> Testing site

H- P Perceptive Workplace

- il My Computer

- @ OneDrive

F-fsEd 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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contentACCESS provider also has a Logout button in settings. Acording to whether the user is logged in or

not, the button is enabled or disabled.

" contentACCESS connector settings -
Settings
V Connection
/ Server name: |13cates‘t.'ta.in'ternal |
[] Generate connection URL
Connection URL: |ht'tp:maca'test.ta.imernal,fcon'ten'tACCESSWS{ModeISer\.rice.svc ‘
General
Items per page in list view: 200 =
Maximum number of lookup items: 20 =
Sharing
[] Use default settings and don't ask before new sharing
Expiration days: 1 =
Download count limit: 1 = 0=nolimi
Login Logout Save Cancel

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
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Perceptive or Datengut DMS in officeGATE. The user login will be created automatically in the background

when logging into the Datengut/Perceptive DMS from office GATE.

How to connect to the Datengut/Perceptive DMS in officeGATE: First, you need to configure and log in to

the contentACCESS provider (read more in this section). When logging in:
= Select the Datengut/Perceptive Login method (provider).

= Type in your already existing Datengut/Perceptive user logins.

= Click on the blue Login button.

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

officeGATE T
&= 2 HER SX-X ]
Favorites

Ef'(' ContentACCESS

(E|1 Perceptive model)

»’ IT Archive

»’ Accounting

w2 ew

v"; fy Camputer

My SharePaint Sites

Screenshot A: Perceptive node in tree view

officeGATE v
= £ 4R eX -2 ]
- Favarites

|_:_|7( contentACCESS
E [] atengut

L label.ecrnMask.MAILZ_q - Mail&rchiv

B || iste Test Max- Testi23

[ P Perceptive Woarkplace
-l My Computer

[ i, CreDrive

EE| My SharePaint Sites

Screenshot B: Datengut node in tree view
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Connecting to SharePoint site(s)

The following SharePoint versions are supported by officeGATE:
= Office 365, SharePoint 2013, SharePoint 2010

= Foundation

Note: The SharePoint provider does not support login for external users. An external user is someone from

outside your Office 365 subscription to whom you have given access to one or more sites, files or folders.

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

menu (or in officeGATE settings dialog > Providers tab).

officeGATE T
<E P 3 k- 3
(-7 Favorites

"7 contentACCESS

P Perceptive Workplace
£ My Computer
ﬁ OneDrive

.l.' e ChoaraDaint Sitac
% Refresh

$F  Settings
¢ Hide this provider

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.
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‘.. SharePoint connector settings - X
Settings
Sites
url Loain Enabled
https.// .sharepoint.com

Edit site ‘ ‘ Delete site 4’—D Add new site

Show the content type selection dialog only if required fields are present

Save | ‘ 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. If the Use
integrated authentication checkbox is checked, the user’s current Windows identity will be sent to the
SharePoint server and used for authentication and the Login and Password textboxes will be disabled. Further

check the connection with clicking the Test connection button and then click Save.
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o SharePoint connector settings - x
Settings
Site: | |
> [[]Use integrated authentication
Login: | |
Password: | |
Enabled
Test connection Save Cancel

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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“.gq" SharePoint connector settings - x
Settings
Sites | 1. Select the site.
url Loain Enabled
hitpsy// s sharepoirt.com | — e — — | @]
{;." SharePoint connector settings - X
Settings
Site: |https:ff .sharepoint.coms |
> [ Use integrated authentication
2. Click to|edit the connection. Login: | |
Password: e — |
r Edit site | [
Enabled 3. Edit the connection settings.
Show the content type selection
‘ Test connection | | Save | | Cancel |
‘ Save | | 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).
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Settings
Sites
Url Loain Enabled
https:// sharepoint.com | —— o — — | & |
Edit site ‘ ‘ Delete site Add new site

Show the content type selection dialog only if required fields are present

Save ‘ ‘ Cancel

Screenshot B: Enabling/disabling SharePoint sites

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.
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i;—*_." SharePoint connector settings - X
Settings

Sites | 1. Select the site.

Url Loain Enabled

https://*sharepoint.com | e — | M

2. Click to delete the site.
Edit site ‘ ‘ Delete site Add new site

Show the content type selection dialog only if required fields are present

Save ‘ ‘ Cancel

Screenshot C: Deleting SharePoint sites

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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(-7 Favorites

? contentACCESS

Pl Perce &  Connect
o My G {+ Settings
ﬁ One

¢ Hide this provider

Enable offline access (recursive)

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

L;;J Perceptive Workplace connector settings — b
Settings
Site: |https:f/pw-na.psft.co |
pW Login: | |
Fassword: AEXXX XA XXX AR AXARK |
Test connection Save Cancel

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

= Refresh button in the context menu to refresh already updated folders/subfolders.
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H- wlly Ky Computer

[+ i OneDrive
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Connecting to Dropbox

Who uses Dropbox knows that all files, photos, videos that are saved in Dropbox will be automatically saved
also to the computer. 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.
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Y contentACCESS
- P Perceptive Workplace

=l My Computer
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Connecting to OneDrive

e | Desktop

H- ], My Documents

- H.', Downloads

H L My Music

H- & My Pictures

H- @ My Videos

]@ Dropbox €————
F- i CA

F- 2 DA

[+ OneDrive
EEI"" My SharePoint Sites

v X
HEh 48|

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@gmai

l.com)
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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 T
LiEL HEh i -2 0|
Favorites

- Y contentACCESS
- P Perceptive Workplace

- il My Computer
- Onel Refresh

2
My 3 £ Settings
() Hide this provider

@

v

The following dialog pops up. Check the checkbox(es) that you want to connect to and click “Save”.

‘o OneDrive connector settings - >
Settings
r Connect to: OneDrive
‘ OneDrive for Business
Sign out all Save Cancel

Expand the Personal and Business folders. A Microsoft authentication window will pop up asking you to sign

in. Enter your credentials and click “Sign in":
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[ | | )
[ ] officeGATE

S Ig n I n Work or school. or personal Microsoft account

testuser@tech-arrow.com

Use your Microsoft account.
What's this?

|

| Can't access your account?

| testuser@gmail.com

| ..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

Expand your Personal and Business folders and wait for them to load, then freely work with your files.
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Documents

officeGATE manuals and pictures
Parent folder

Post for social media

Ransomware

Ransomware - email 01

scheme animation
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] My SharePoint Sites

v

e 4

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

again with another credentials.
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.y OneDrive connector settings - >
Settings
r Connect to: OneDrive
‘ OneDrive for Business
Sign out all Save Cancel

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 ('ﬂ') 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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¥ officeGATE Settings X | officeGATE 1. \g

OO0 O o s e
General | Providers Offline About B Favorites
settingm\ synchronization e ¥ contentACCESS

2. P Perceptive Workplace
General settings ul; My Computer
- £@in OneDrive
Show officeGATE panel on startup. My SharePoint Sites

Show officeGATE in mail compose window.
Show treeview tooltips.

By default drag and drop to Outlook copies the link to the document. Helding
[]the CTRL key copies the document itself.
Unchecking makes the function work the opposite way.

Switch between tree view and grid view on middle mouse click.

Close previously opened folders when opening a new folder in tree view.

Language settings

English ~

7(. contentACCESS E-mail Archive

v

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.)

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

displayed automatically in any newly opened email message.
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= 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.

= 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 (4™") option on the General settings page is turned

on. Unchecking makes the function work the opposite way.

= |n 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.

= |f 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 option is turned off.

= 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, German, Norwegian or Chinese

(simplified) language from the dropdown list.

Note: Language selection is also available by installing office GATE.

Offline file access

officeGATE offers a very 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;
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= 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

= 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
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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

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:
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Enable offline access

Settings
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Synchronization status Not running

Synchronized folders 4

Synchronized files 1

Offline database size 316.00 KB

V(- contentACCESS E-mail Archive
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¥ contentACCESS
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ll My Computer

[t} /@ OneDrive

My SharePoint Sites

v

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.
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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.

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.

In case of folders and libraries you can enable offline access
= for the 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)”.
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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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your vision of technological evolution /AEEEG——

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 x

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

mode, too:

officeGATE vx
=P AP 2R -2 0

= Favorites
"¢ contentACCESS
- P Perceptive Workplace
- il My Computer
- d@il OneDrive
My SharePoint Sites
Bw Testing site
Be Test Subsite
[l, Documents
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) |PRy 2015-01
. ). PRI new
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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.
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*¥ officeGATE Settings P4
General Providers Offline About
settings synchronization

Enable offine access

Offline access will allow you to browse your data when you are not connected to
any network.

Settings 44—

Enable automatic synchronization

Synchronize every ‘ 4 E‘ Hours ™
Minutes
Statistics Days

Synchronization status

Synchronized folders ]
Synchronized files 24
Offline database size 14.71 MB

WinShortcutter for MAC

= 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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officeGATE v X
= o 3 k- & 0

Favorites

H-%¢ contentACCESS
- P Perceptive Workplace
- ully My Computer
ﬁ OneDrive
B My SharePoint Sites
EIQ Testing site

i & Publishing
i PublishingTestite
89 Test Subsite

-}, Documents

- }|, LBAPicLib

B~ Ul  Proiects
Open online

Create folder
Add to favorites

Upload new file

Refresh

S TSI =Y B BV

Disable offline access
Start synchronization
Start full synchronization

S

Disabling offline access

Offline file access can be

= Disabled using the “Disable offline access” context menu option (Screenshot 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.
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= Turned off by unchecking the first check box in the Offline synchronization settings (Screenshot 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.

officeGATE v X
= o HEE X -X 5

-8

Favorites
- Y contentACCESS
- P Perceptive Workplace
-y My Computer
- ¢@a OneDrive
My SharePoint Sites
EIQ Testing site
i & Publishing
i@ PublishingTestSite
Ba Test Subsite
[ ||, Documents
G- }|, LBAPicLib

- bl Proiects
Open online

Create folder
Add to favorites

Upload new file
Refresh

( Disable offline access )
Start synchronization

n B LR

Start full synchronization

Screenshot A
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¥ officeGATE Settings / X

O 0 o0

General Providers Offline About
settings synchronization

@Enable offline access

Offline access will allow you to browse your data when you are not connected to
any network.

Settings

Enable automatic synchronization

Synchronize every 1 2| Hours

Statistics

Synchronization status

Synchronized folders ]
Synchronized files 24
Offline database size 14.71 MB

7 accessGATE Mobile

Screenshot B

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:
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= |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

= |f 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

= If 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

License key activation

In the officeGATE Settings dialog click on o About 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.
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¥ OfficeGATE Settings x
e & 0 |0°
General Providers Offline About
settings synchronization
¥ License details x
About

officeGATE

V officeGATE 2. 2.9.46.0
Version 2.9.46 '
/ Premium version

Copyright © TECH-ARROW, a. 5. 2016

TECH-ARROW, a.s. Licensed to:
Premium version License key:
Valid till: 11/28/2025

officeGATE is a free M5 Qutlook add-in connecting your
email client with your local file-system, SharePoint

Online, OneDrive, Dropbox and many other providers. R
P 4 P Providers

¥ contentACCESS
pw  Perceptive Workplace
bl My Computer

& OneDrive
V(tEChaI‘I'OW My SharePoint Sites

Yourvision of technological evolution.

0K ‘ ‘ Close | )
Change license 3.

=]

There are two options how to activate a license key:
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License Activation Wizard - X

Enter your license key

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

License 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 M= B

Offline activation
Fleaze zend the license request information to the Tech-Amraw zales
department baged on what we can generate the license activation data for

License requestinformation

FvednPs 455 A0 2 3 45 p ThsfMNy2JIRUE ] 2B Gxe dgFEgCzOHC qER2t ;I
FlzbwpZgnglirhznmeTEIMyPISTAZ Gz 40anCpH e DEURMW IOk

+1ippUF Rp A ONEkip G
+qligqMnuoeHEoF dy3 R GAkxh R pj S dZIP gy 3 mmmj BYs nd-tr
k21gMLShijcIbMRANSTNO = x
Save to file
License activation information
[—

License Activation Wizard =[] x|

Offline activation
Fleaze zend the licenze request infarmation to the Tech-Amow zales
department bazed on what we can generate the licenze activation data for

License requestinformation
siwbdnPs455A072jaed5pThsfy2iIRUESYj2qE GxedgFoglzOHC qoR2E ;I
FlzbypZangZ3thznmeTEAMyPISTAT Gz 40anCpHOe0EUMY YOk
+)ippUFRpAIINE AR G
+ qlighdnuoeHEQF 4y 3RuwE GARxhRm pjmj SrIdZIPgwE S mmjBYs it
k21gMLShMjcIMRARSERD= s

Save to file

License activation infaormation

POtk PR OHLC Pt sk b -
+omugwg T osilsHGKOHICTZLThIV My To Gl 3akoErsBEGMalMLForMbeY

W ITaNC¥BaoTLhsis2 10bw BQydaqoF dewtFILuOZ i Do dtPtky:
sS4

+/RES MY e InFRFD QF QOO o RGWE CywWZXZI S 1Ftp sWShIM/B DL
dan20Dh/FOFC4aE+ A1l aK aliskgk+t

+jsvfkrld O T p Orte 57 2T Tcbwembniwd K Ruvli2 anzyd R2azn 0TD MY cch
QO8gCzuwCyHKn IRPEXINS ORAMA Q2 (2l ;l

browse for the .dat file for
offline activation

Load from file

Back | Mext I Cancel | Back I@ Cancel |

) L Load from file
click next to complete the activation process

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 office GATE.

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% 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.
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To add a folder, library or contentACCESS plugin between Favorites, click on it in the pane, open its context

menu and select Add to favorites from the list. The selected folder/library will be shifted under the Favorites

node.

If you move with the cursor over the folder/library in the Favorites, the tooltip will open. The tooltip text

shows the path of the selected folder/library.

officeGATE v X
L= o 2ok B )

=" Favorites

, Work

=Y contentACCESS

B_ = Email archive (Default)

{ B+ dne@tainternal

E pm -

. vy Add to favorites

S &y Upload new file
)

H- PYW Perce, Refresh

[
G- wly My C Enable offline access

(4@ OneD Enable offline access (recursive)
EEI---- My SharePoint Sites

v

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).

2) Click on the black star in the officeGATE's status pane, select your favorite, and click on Remove from

favorites option (refer to the third screenshot below).
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= o Hb 2X-30|
E| Favorites

] work
=% contentACCESS

E|_ = Email archive {Default)

L,_{ dne@ta.internal
[

£ vy Add to favorites

sf & Upload new file
H- P Percep £  Refresh
- Wl My C

E
E
- ¢dia OneD Enable offline access (recursive)
- My sHareromeomes

Enable offline access

v

Adding “Inbox” folder to Favorites

% techarrow

officeGATE v X
&= 2 Mok-u @
E Favorites
*  Remove from Favarites
v
5-%F conte @ Upload new file
E|---._'-I'- Ei % Refresh
=iy Enable offline access
- d Enable offline access (recursive)
G- Filesystem archive (Defaury

[-fsE SharePaint archive (Default)
- PY Perceptive Workplace

(- ly My Computer

- OneDrive

- ' My SharePoint Sites

L4

Removing “Inbox” from the Favorites list

View selection: Tree view, List view, Collapse all

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).

officeGATE v X
= 2 3k @
= |x Remove from favorites ¥ Inbox » ‘

) & Work 3

lh Inbox

J Work
=% contentACCESS

E|' __ Email archive (Default)

Bl dne@ta.internal
j_lj Inbox

=23 - File system archive (Default)
SharePoint archive (Default)

(- P Perceptive Workplace
[~ Wl My Computer

[ OneDrive

[E2) My SharePoint Sites

7

Removing “Inbox” from the Favorites list

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 X officeGATE T officeGATE Tx
@)= » k-8 B -1 = 2 Gdx28
F ites — . Favorites
Tres view st view [Collapse il
mACCESS - i+ T contentACCESS
= Email archive (Default) 38010_mahou_shoujo_madoka_magicajpg PV Perceptive Workplace
E| ‘_ File system archive (Default) 960x0,jpg ol My Computer
‘\itacatest\testfiles4 a-1024x768.jpg £@ OneDrive
CATESTFILEST a35bbed3af7ca08a,pg My SharePoint Sites

bdb3d7041f7adb74399289a440f0f275 jpg

business and burgers.png

- CATESTFILES3
SharePoint archive (Default)

EEEEEEBEER

[#- P Perceptive Workplace camera.png
(il Wy My Computer coud.mail_jpg
[+--f@a OneDrive contentACCESS.Email_LArchive.be_safe_1-1]pg
EJ"" My SharePoint Sites
contentACCESS = File system archive (Default) =
-~ : 7
CATESTFILES3 (9 items
Screenshot A: Tree view Screenshot B: List view 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.

With the M Collapse all option you can collapse the nodes that have been previously opened in the Tree

view mode (Screenshot C above).

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

“«w »

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.
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officeGATE  switchtolistview ¥ % officeGATE switch to parent location ™ *
== 2 Mok LE]R il L o =Rt

(-7 Favorites Mame
=% contentACCESS

_ = Email archive (Default) 38010_mahou_shoujo_madoka_magicajpg
B_“L_' File system archive (Default) 560x0.jpg
iIJ ‘Wtacatest\testfilesd a-1024x768.)pg

a35bbéd3af7ci08a,)pg

UL CATESTRILEST  folder content
]| CATESTFILES3

SharePoint archive (Default)
H- P Perceptive Workplace
- il My Computer
- dgii OneDrive
] My SharePoint Sites

bdb3d7041f7adb74399259a440f0f275,jpg

business and burgers.png

1

camera.png

1

cloud.mail_jpg
contentACCESS.Email_archive.be_safe_1-1.jpg

EEEEEEEEHE

1

[

contentACCESS = File system archive (Default) =
vy _
4 CATESTFILES3 (9 items T folder path

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 screenshots 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 v X officeGATE v X
<[Ele 3k 4 <[E]o 3 ke @
MNarme Madified | Modified MName Madified . Maodified

By

|, Subfolder1

By

0/28/2016 10:20 AM I MMNE testing 1172172076 10:45 AM
I, Subfolder2 10/4/2016 12:16 PM I, Subfolder2 10/4/2016 12:16 PM
I, MNE testing 11/21/2016 10:45 AM I, subfolder1 9/28/2016 10:20 AM

B officeGATE.db
B officeGATE1.db

L5 searchingwithofficega...

1 EBAtestFILE.bxt
W test.docx

L) Tigrincskel.docx
L3 Tigrincske3.docx
L3 Tigrincske2.docx

] officeGATE setup test ..
195 Test case for officeGh..

¥ MEETING MINUTES-2...

% TESTx.docx
% TESTe.docx

<

8/5/2016 321 AM
8/5/2016 9:54 AM
9/13/2016 1:19 PM
9/13/2016 2:32 PM
9/20/2016 4:07 PM
9/21/2016 1:38 PM
9/28/2016 7.38 AM
0/28/2016 8:25 AM
10/26/2016 12:08 PM
10/26/20716 12210 PM
10/27,/2016 11:25 AM
11/10/2016 8:41 AM
11/10/2016 8:51 AM

My SharePoint Sites = Testing site = Test Cases = Empty =

EBA (16 items)

1% TESTe.docx
% TESTx.docx

IE MEETING MINUTES-2...
19% Test case for officeGA...

= officeGATE setup test ...

L3 Tigrincske2.docx
LG Tigrincske3.docx
LG Tigrincskel.docx
W] test.docx

D EBAtestFILEtxt

o searchingwithofficega...

B officeGATE.db
B officeGATE.db

<

11/10/2016 8:51 AM
11/10/2016 8:41 AM
1042772016 11:25 AM
10/26/2016 12:10 PM
10/26/2016 12:08 PM
9/28/2016 8:25 AM
9/28/2016 7:38 AM
9/21/2016 1:38 PM
9/20/2016 £:07 PM
9/13/2016 2:32 PM
9/13/2016 1:19 PM
8/5/2076 9:54 AM
8/5/2076 %21 AM

My SharePoint Sites = Testing site = Test Cases > Empty =

EBA (16 itemns)

Screenshot A: Sorting the SharePoint files in order ,from youngest to oldest” Screenshot B: Sorting the ShrarePoint files in order ,from

oldest to youngest”
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.
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officeGATE v X
<=(o) 3k %
Favarites

¥ contentACCESS
- P Perceptive Workplace

-y My Computer
- @l OneDrive
My SharePoint Sites

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
=0 HR X -2 6
Location |All providers w

Keyword ‘vir‘tual drive ‘ £ Search

93 document(s) found containing "virtual drive' in All providers.

MName Provider A
2 13values.htm My SharePoint Sites
Arvitlrd tikérfurogép.txt My SharePoint Sites
Azure.png OneDrive
" cA 2.9 Pre-release meeting.docx My Computer
ClECEyaie123 Mk huxt My SharePoint Sites

v

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”.
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officeGATE v
£ = HEE - R B
Location |contentACCESS i
Keyword |virtua| drive | L Search

4 document(s) found containing 'virtual drive’ in contentACCESS.

MName - Type Maodel

E contentACCESS - v2 5-release notes_v3.docx docx SharePoint arc...
W contentACCESS - v2 6-release notes_vB.docx docx SharePoint arc...
W contentACCESS - v2 6-release notes_vB.docx docx SharePoint arc...

L Troubleshooting_CAVD_setup_errors.docx docx SharePoint arc...
4

c) In the 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 related documents in the

“Documents” SharePoint library. Select the “Documents” library under the SharePoint node, and click on the

magnifier mark (p ):
officeGATE T
EE@ 2. Click here to open the search menu. 2% |- £ {3)
- }|, Doc Lib with hlye nv R
- }|, Doc Lib with hiilye név
- }|, DocSetTest
- |,|t Documents ) 1- Select the library.
I

Https:?,r'techarrow.sharepc:int.com!sites!testingﬁShared |

....... I, Form

------- I, Marketing

------- Il, My pictures

- }|, Nocheckout
- |, Style Library v

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
< =[0] k-3 @
Location |Documents ~
E(eyword ‘contentaccess ‘ 2 Search ]

9 document(s) found containing ‘contentaccess’ in Documents.

MName + Path

BB contentACCESS license error.msg
Debuglog.txt https://techarrow.sk

195 Fekete és fehér - mai divat klasszikus szinekben .msg https://techarrow.sk

195 Give us some likes and shares on msexchange.msg  https://techarrow.sk

195 New contentACCESS setup 2 1 0 0 is ready.msg https://techarrow.sk
195 New contentGATE setup x64 1 20 6 is ready.msg https://techarrow.sk
195 officeGATE product demos.msg https://techarrow.sk
195 RE test.msg https://techarrow.sk
B SGP - contentACCESS License Key.pdf https://techarrow.sk

4
9 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 M
L =0 HEE-X 5|

Location |My Computer ~

Keyword |virtua| drive | P Search

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

‘ MName ~ Path N
L3} II__contentACCESS Manual_v 2.9.docx ChUsers\eb:
IE 4 ULASAPA_contentACCESS Manual_v 2.8.docx ChlUsers\ebe
W] contentACCESS - BEST PRACTICES - Email Archive.dock ChUsers\eb:
IE contentACCESS - BEST PRACTICES - Email Archive.docx ChlUsers\ebe
B contentACCESS - BEST PRACTICES - Email Archive.pdf ChUsers\eb:
B8 contentACCESS - BEST PRACTICES - Email Archive.pdf ChlUsers\ebe

W] contentACCESS - BEST PRACTICES - Email Archive_vZ2-5.docy  Ch\Users\eb:
v

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

42 Indexing Options X

6 232 items indexed

‘& Indexing complete.

Index these locations:

Included Locations Exclude
| Internet Explorer History
ﬂﬂ Microsoft Outlook
© offline Files
Start Menu
Users AppData; AppData

Madify Ghdvanced GPause
How does indexing affect searches?

Troubleshoot search and indexing
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The following operations are available from the officeGATE v X
context menu of the searched items (from the search g = AR X X0
age):
bag ) Location |contentACCESS v
» Send as attachment* Keyward |contentACCESS | P Search
= Send as link* 24 document(s) found containing ‘contentACCESS' In co...
. Name ~
» Send as ZIP file*
contentAcce S e T
™ B4 Send as attachment
= Save document(s) locally* I contentACC 5gl Send as link
B contentACC ] Send as ZIP fi
ena as ne
» Copy document(s) * W contentACC
7 LentACC * Save document(s) locally
con
- Open* B contentACC 00 Copy document(s)
4 Open
. . . . " contentWEB |__|’ = -
= Open parent directory: Click this menu item to & FW: content [/ Open parent directory
— : =
open the parent directory of the selected file. This % FW: contentACCESS new version.msg v
context menu item is available from the search page 7
only.

*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 folders/libraries using
Providers .
their context menu
officeGATE T
KLEp HEk o8RO
;i Favorites
0% contentACCESS
X E--E{f:: Email archive (Default)
v Add to favorites Bl dne@tainteral
. e
v Upload new file * ¢ Add to favorites
T {&® Upload new file
contentACCESS v' Refresh S-pW Percel gx Refresh
. []....“ My .
v Enable offline access G-alh oned] ] EreDlcoffincaccess
[]""E My Enable offline access (recursive)
v" Enable offline access (recursive)
officeGATE 7 &
== 2 R ex- X0
,( Favorites 1=
TF contentaCCEss
L——_| P Perceptive Woarkplace
. E|- Inspire 2016
: v" Openonline " O cirnics Heatthcare
Perceptive U e WS o
k I v Add to favorltes 7  Addto favorites
Workplace | T B ‘ _ I
v Upload new ﬁle ...... . ed (& Upload new file

------ . Digital Transformation CCM eSign

------ . Hurnan Resources

------ - Financial Process Automation -

q | e
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officeGATE vX
<ES ok @
v Open - b My Music A
B h My Pictures
v' Create folder [ Jg My Videos
My Computer i L D:mbm
: : v" Rename folder B2\
(including local #- L SRecyclesBin
v' Delete folder b -
Dropbox and ) - J0 Open
v' Add to favorites | Create folder
OneDrive 4. |8 Rename folder
v Up|oad new file :II [@ Delete folder
fOIderS & ¢ Add to favorites
) v' Refresh [3...j® Upload new file
- |8 Refresh
- | Program Files v
library:
v" Open online
v' Create folder
v' Add to favorites S .
office M
v" Upload new file iEP H4P - X ]
v" Refresh E]--g Publishing A
- PublishingTestSite
v" Enable offline access © g Test Subsite
[ VWE
v" Enable offline access (recursive) i é oo
[E2]
SharePoint o |f8  Create folder
- Y7 Add to favorites
fOIder: i @ Upload new file
v . (& Refresh
Open online & Enable offline access
Create folder Enable offline access (recursive)
""“.T[rmmg
R f Id -}, My pictures
ename rolder B }|, Mochedkout v

Delete folder 4
Add to favorites

Upload new file

Refresh

Enable offline access

D D N N N N N R N

Enable offline access (recursive)
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officeGATE X
. QEL HA4k a0
v" Open online _ '
a My Computer ~
v' Create folder & OneDrive
£)-£ Personal
‘/ Rename folder ,L Attachments
o - | i L
OneDrive and v' Delete folder . | Openonline
E]----I [@ Create folder
OneDrive for v" Add to favorites i | Rename folder
[@ Delete folder
business v" Upload new file o [ Addto favories
- |@® Upload new file
v Refresh - &
' &) efresh
v' Enable offline access T | Enable offine access
Enable offline access (recursive)
v Enable offline access (recursive) = -

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.
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officeGATE Operations on files using their context
providers menu
. officeGATE S
v Send as attachment | Name
/ Send as Iink i 0 mahau chouin madoka maniraina
=1 od) Open online
v Send as ZlP ﬁle 2Jm8 Send as attachment
2408 Send as link
v" Save document(s) locally 2 send aszipfile
ContentACCESS v by & Save document(s) locally
CODY document(S) ] Copy document(s)
cl
v' Create folder @ Create folder
. o Refresh
v'  Refresh @ Upload new file
v Upload new ﬁle Enable offline access
. contentACCESS = File system archive (Default) =
v" Enable offline access CATESTFILES3 (10 tems
officeGATE ~ B
E[Ee HEh - EE)
. [ [ mame 7|
v" Open online
' EMTOL FIMAL_WIDEF ORMAT_Inspire Keynote slides_ChcKi.,
v" Send as attachment 02 £ ' "
. @ Send as attachment
. / send as Ilnk ::::E:?sp g Send aslink :f
Perceptlve . B ENmsIn:E: Send as ZIP file
/ Send as ZIP flle B ENTO7 Insp, *  Save document(s) locally .
Workplace n ENTOS Anal @ Copy document(s)
v Save document(s) locally @ Urload rew e
v" Copy document(s)
v" Upload new file

Perceptive \Workplace > Ihspite 2016 > Enterprise [8 iterns|
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officeGATE v X
Open (=] e H4E 2% -2 5]
Send as attachment | MName - Extension Last modified Siz

v
v
v" Send as link B > Open ]
M t v S d ZIP f.l : Fd Send as attachment e
Y computer end as e @ Send aslink 2 PM 100
: : v Bl= sendaszipfile  PM 10
(including local Save document(s) locally [ PM 111
1] ¥ Save document(s) locally e
Dropbox and v" Copy document(s) @ Copy document(s)
& Delete document
OneDirive files) v" Delete document B Rename document
v [® Create folder
Rename document o Rerren
v Create folder ¢ |®_upload new e ’
My Computer=> C: > Company data =
‘/ RefreSh Business cards (6 items
v" Upload new file
v Open online .
S, officeGATE vx
Send as attachment =0 k-
\/ Send as Iink MNare - Modified .
v Send as ZIP file . subfolderz 10/4/2016 12:16 PV
(4 Openonline
v" Save document(s) locally g £g Send as attachment 25 A
:09 PI
4 Send aslink
. v" Copy document(s) [ Send as ZIP file [
Sharepoint
v De|ete document | * Save document(s) locally M
@ 01 Copy document(s) 10 Pl
v Rename document i B Delete document pM
| =5 Rename document AN
v' Create folder W rg Create folder 1AM,
<l Refresh >
v Refresh N
@ Upload new file .
v Upload new file EB Enable offline access
v

Enable offline access

officeGATE Manual | Version 2.9 | ALL RIGHTS RESERVED

TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 78/111


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

.. /Ou Vision of technological evolution /A

OneDrive and

OneDrive for

business

N N N N N Y U N U U NN

¥ techarrow

Open online

Send as attachment
Send as link

Send as ZIP file
Save document(s) locally
Copy document(s)
Delete document
Rename document
Create folder
Refresh

Upload new file

Enable offline access

1 -
officeGATE x
<[El» ko @

| MName - Extension Last modified Siz
I. Colors £/15/2017 618 PM
4 Open online
B 02.png G op b2
g Send as attachment
1 03.png &g Send as link i
end as lin
B04P9 o) g as ZIp il i
end as ile
B 04-1.pn 7
B 05.png ¥ Save document(s) locally o
context |01 Copy document(s) o
Details B Delete document .
B Rename document
Create folder
< % FRefresh
OneDrive =|@ Upload new file
Address bos Enable offline access

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

on it).

Online opening and editing of files directly from officeGATE

If you need to check a file or to do any modifications to it, choose s 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.
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officeGATE T X
<[E]o 2kt B

MName Project name

Mﬁ "! Open online F
16.png

)
end as attachmen
17 Send as attachment I
=1 17.0n
Fna 08 Send aslink
18.png ] !
end as ile
5 Send as ZIP fil i
2l 2.png
20.png ¥ Save document(s) locally <
M contenta 1 Copy document(s) !
B contenta E Delete document I
" contental [ Rename document |
B contenta Create folder .
IE contenth 7 Refresh .
L Iconzip - <
|y Upload new file

W searchin <
! Tigrincsk Enable offline access !
“ Web.config contenACCESS
< >

My SharePoint Sites = Testing site > Test Subsite =
Projects = PRJ 2015-01 (15 items)

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.

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 & Send as attachment from its context menu.
If you want to send the link to a file only choose option 8 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.
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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.

. - %
officeGATE Ed 0O s Untitled - Message (HTML) FECAD . — - (R
<[Ele Mik-u @
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW DEVELOPER
‘ Name ~ Project name ABC 57 = ABC a"‘ 33"'%"'
v Q D H A
" Spelling & Research Thesaurus Word  Translate Language
™ 010 003.dac contenACCESS Grammar Count . -
16.png contenACCESS Proofing Language ~
17.png contenACCESS .
18.png contenACCESS From ~ OffICEG/—\TE v X
2.png contenACCESS =7 HnE=p HeR e X ]
20,png contenACCESS - To..
M contentACCESS - v2 5-release notes_v3.docx contenACCESS c - z Favorites
{9
¥ antenaccess
8 conte [/ Open online Ess Subject P Perceptive Workplace
B conten 0@ Send as attachment Ess 8 My Computer
@, OneD
1% contenf@_Send as link, S5 contentACCESS - v2 6-release notes v10.pdf nebnve
[ 1conzil [ Send as ZIP file \ESE\N—-__/ My SharePoint Sites
¥ search &  Save document(s) locally ESS
¥ Tigrind [[]  Copy document(s) Ess
* Web.t[gy, Delete document ESS
B Rename document
Create folder
& Refresh
@& Upload new file
Enable offline access
< >
My SharePoint Sites > Testingsite > Test Subsite » 7{
Projects > PRJ 201501 (15 items’

Sending ZIP files

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 officeGATE.zip) and click OK.

Send the files to the addressee.
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1| ] Untitled - Message (HTML) T — [t
friceGATE « MESSAGE  INSERT ~ OPTIONS ~ FORMATTEXT ~ REVIEW  DEVELOPER
office! T E
+ Il Attach File »
Ele 3 ke B8 3%
=[E Mok-ng B IU v ¥ Attach Item = kd
Paste A Names. Attach (2 signs . Tags n Appsfor  Hide Upload to
Mame = Project name - contentACCESS file - Signature - Office  panel  contentACCESS
Clipboard & Basic Text contentACCESS include Zoom Add-ins  officeGATE contentACCESS Share ~
L] . - -
# 010 003.doc <OnMERACCESS o officeGATE x
16ng contenACCESS = <= v de 05 @
17png contenACCESS = - =
B 1apng contenACCESS Send [ Favorites
2png <ONMERACCESS ce -9 contentACCESS
20.png conteniCCESS [E P Perceptive Workplace
T contentACCESS - v2 5-release notes v3.doox contenACCESY - B My Computer
Send as attachment Shoffice GATE zip (10 MB) - lla OneDrive
Send as link [ my Srarepin: Sites
Send as ZIP file Hi!
Save document(s) locall .
Copy documentis) v s I'm sending you these files from: PRJ 2015-01
N :’Y‘ 1 contentWEB Manual _v2.6.docx
lete L contentACCESS Manual v 2.6.pdf
3 Create folder 1 contentACCESS - v2 6-release notes_v8.docx
e contentACCESS - v2 6-release notes_vI0.pdf
contentACCESS - v2 S-release notes_v3.doex
Upload new file -
¥ ZIPfile name - x
Enable offline access Best regards
Enter the name of the ZIP file
3 B
My SharePoint Sites > Testingsite > Test Subsite >
b e v
. 1 1 “ .
1: Select the files and click on “Send as ZIP  2: Rename the ZIP 3. Send the ZIP

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.

officeGATE T e o »
ave document(s;
L=|e HAE oE-25]
“— v P > This PC > Local Disk (C;) > Users > v O Search Users »
‘ MName ~ Project name
Organize = New folder E < o
-
: Work A Name Date modified Type Size ~
4 Openonline b ccrss @ ®
[ Send as attachment — Z& OneDrive NETv20 06-Jul-16 08:15 File folder
Bg Send aslink CCEss —_ NET v2.0 Classic 06-Jul-16 08:15 File folder
i 1s
{1 Send as ZIPfile ACCESS NET 45 06-Jul-16 0815 File folder
¥ _save document(s) locally ACCESS m Desktop {NET v4.5 Classic 06-Jul-16 08:15 File folder
By Gopy dociments] pocess Dacuments aan 14-Jul-16 1208 File folder
Delete document
B - + Downloads administrator 15-Dec-16 1429 File folder
B> Rename document ACCESS .
D Music Classic .NET AppPaol 06-Jul-16 08:15 File folder
Create folder ACCESS . .
_— = Pictures DefaultAppPool 06-Jul-16 08:19 File folder
-
P ST b cceed i Videos mne 28 Aug-17 1859 File folder
i se & Upload new file ACCESS & Local Disk (C) MSSQL$SQLEXPRESS 28-Aug-17 14:57 File folder
1 i Enable offline access ACCESS ) MSSQLFDLauncher$SQLEXPRESS 29-Aug-17 23:20 File folder
- Local Disk (D:) v
¥ Web.config contenACCESS v < T oo SRR T >
< >
Folder: | Users |
My SherePoint Sites > Testingsite > Test Subsite >
- fEaafes s LS I_ sfes Lesloueie Select Folder | ‘ Cancel ‘
Projects > PRJ 2015-01 (15 items
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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.
officeGATE v X
<Ele Rk %8 officeGATE v x
Narme v Projectname <G/ P 4P X5
. - Favorites
L) 010_003.doc contenACCESS ,'7 contentACCESS

[+ P" Perceptive Workplace

[/ Open online

17.p CCESS £z My Computer
B4 Send as attachment i .

12.p i CCESS - #@ OneDrive

- B4 Send as link

Ed 2.pn ) CCESS .

P =1 send as ZIP file (4 Open online
& 20p F, JCESS [l Paste document(s)
W cond ¥ Save document(s) locally - CESS = 0
= Create folder
B cont 0 Copy document(s) b CESS )
v Add to favorites

i cont [ Delete document FCESS

B on® Rename document - @ Upload new file
W cont Create folder FCESS % Refresh

T lcon| 4 Refresh CCESS Enable offline access

¥ sea @ Upload new file CCESS Enable offline access (recursive)
¥ Tigr : CCESS Disable offline access

“ Weby B eI Ps T CCESS Start synchronization

Start full synchronization

< >

My SharePoint Sites = Testing site = Test Subsite = —

Projects = PRJ 2015-01 (15 items) 4

Screenshot A: Copy document(s) from a source location Screenshot B: Paste document(s) to a target location

Deleting document(s)

officeGATE Manual | Version 2.9 | ALL RIGHTS RESERVED

TECH-ARROW, a. s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 83/111


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

. |01 Visi0n Of technological evolution /A

% techarrow

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

click on Delete document.

B h
officeGATE %
=L HE eX -2 5!

MName ¥ Project name
%! 010_003.doc contenACCESS
16.png contenACCESS
17.png contenACCESS
2p [4 Openonline CCESS
50, Fd Send as attachment CCESS
M cor Fd Send aslink CCESS
B o [Z] Send as ZIP file CCESS
W cor & Save document(s) locally CCESS
B2 con 1 Copy document(s) CCESS
" cor|zy Delete document CCESS
T 1coiBy Rename document CCESS
¥ seq Create folder CCESS
[ Ti CCESS

d % Refresh
* We CCESS

& Upload new file
Enable offline access
< >

My SharePoint Sites = Testing site > Test Subsite =
Projects = PRJ 2015-01 (15 items)

Renaming document(s)

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.
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officeGATE v
<[=|p 3ok @
MName ~ Project name
" 010_003.doc contenACCESS
B 16.png contenACCESS
B 17.png contenACCESS
B 12.png contenACCESS
B 2.png contenACCESS
B 20.png contenACCESS

IE contentACCESS - v2 5-release notes_v3.docx contenACCESS

ACCESS - w2 f-release notes vin.ndf

it
A
IE conte r—'

Open online “Ess
B conte Fd Send as attachment “Ess
W conte 08 Send as link CESS
L 1conz/  Send as ZIP file -
U searcl ®& Save document(s) locally CESS
U Tigrin| 1 Copy document(s) CESS
“ web.gEy Delete document CESS
= Rename document
Create folder
% Refresh
@ Upload new file % Rename document — *
Enable offline access
Enter the name of the document

< 2 contentACCESS - v2 6-release notes_v10.pdf] |

My SharePoint Sites = Testing site = Test Subsite =
Projects = PRJ 2015-01 (15 items) | OK | ‘ Cancel ‘

Creating folder(s)

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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officeGATE v % officeGATE v
<[Ele k- <EL k-2 8
MName * Project name MName ¥ Project name

L 010002 dac rantenaCCESSIM L& 010_003.doc contenACCESY

B 1s. m Open online LCCESS E 16.png contenACCESS
5217, B4 Send as attachment \CCESS E 17.png contenACCESS
& 1s) B4 Send as link WCCESS B 18.png contenACCESS
B 2p 51 Send as ZIP file \CCESS E 2.png contenACCESS
E z0) & Save document(s) locally L " CESS B3 20.png contenACCESS
" i [] Copy document(s) \CCESS W contentACCESS - v2 S-release notes_v3.docx contenACCESS
B cof 55 Delete document nccEss BB contentACCESS - v2 6-release notes_vi0.pdf contenACCESS
" cof[® Rename document WCCESs W) contentACCESS - v2 6-release notes_v8.docx contenACCESS
B [@ Create folder CCESS B contentACCESS Manual_v 2.6.pdf contenACCESS
™ o £ Refresh LCCESS W contentWEE Manual_ v2.6.docx contenACCESS
 1co L CCESS & lcon.zip contenACCESS
LY. &  Upload new file WCCESS L searchingwithofficegate.docx contenACCESS
¥ Tig Enable offline access nccEss ™ Tigrincskel.docx contenACCESS
* Web.config contenACCESS ' Web.config contenACCESS

(g Create folder

= Refresh

¢®  Upload new file

< > < >
My SharePoint Sites = Testing site = Test Subsite > My SharePoint Sites = Testing site = Test Subsite >
Projects = PRJ 2015-01 (15 items) Projects = PRJ 2015-01 (15 items)

¥ Create new folder - >

Enter the name of the new folder

|TECH-ARROW release notes|

OK Cancel

Uploading new file(s)
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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.

officeGATE v X
L= o HEE SE-X 5|

H- " Fawvorites

H-- Y contentACCESS

H- P Perceptive Workplace
- il My Computer

[=-#@a OneDrive

? Personal

f-&@ 1 Openonline
=™ o BY Create folder
v Add to favorites
)

o

=
=
=
=

Upload new file

Refresh

Enable offline access
Enable offline access (recursive)
Disable offline access
Start synchronization

Start full synchronization

4
Uploading a file from the tree view

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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officeGATE v X
=L HEh R B
Favarites
!'7’ contentACCESS
PY Perceptive Workplace
ol My Computer
officeGATE wx|T (groag|
'(: =R HEh s R E , Documents
. . @~ )& Openonline
E}""_, Favorites : , Create folder
- Y contentACCESS ﬁ Bl[@ Rename folder
[+ P Perceptive Warkplace EEI"" My Sh [§ Delete folder
e~ W My Computer vr Add to favorites
= d@is OneDrive
Bﬂ P4|r_: Refresh | &y Upload new file
, £ Settings |S Refresh |
)| O Hide this provider Enable offline access
e (). Testing Parent folder Enable offline access (recursive)

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.

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:
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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).

‘' contentACCESS connector settings -
Settings
v Connection
/ Server name: |tacatest.ta.interna| |
[ ] Generate connection URL
Connection URL: |http:f,ftacatest.ta.internalfcontentACCESSWSfMGdeIService.svc |
General
Items per page in list view: 200 S
Maximum number of lookup items: 20 =
Sharing
[] Use default settings and don't ask before new sharing
Expiration days: 1 S
Download count limit: 1 = 0=nolimit
Login Logout Save Cancel
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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.
officeGATE T
<E P 3 k- 4
- Favorites
[—j?(" contentACCESS
_ _ Email archive (Default)
5 ! File system archive (Default)

:E8 SharePoint archive (Default)
S Sharing (DefaulD)

[ . 4 IJ My shares ]

H- PV Perceptive Workplace

-l My Computer

H-- i OneDrive

j My SharePoint Sites

g IS ey IO ey Y oy |

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 Open X
/( ﬁ &« v A > Dropbox > Work ~ O Search Work P
Hide Share with View Organize = New folder =~ M 0
panel contentACCESS shared files ) A Name ~ Date modified Type Gine o
officeGATE contentACCESS Share ~ > @ Creative Cloud Fil
OfﬂceGATE\ - X v &2 Dropbox o Camtasia 27-Jun-17 13:32 File folder
= p vkt @ o MC @ contentACCESS manuals 09-Nov-17 11:36 File folder
@ contentGATE 13-Nov-17 13:01 File folder
" Favorites > & MyPlays o EdgeWave 23-Feb-17 15:27 File folder
¥ contentACCESS » o New o Navody od Edit 07-Nov-17 1442 File folder
o ;’I':: archive (Default) @b Public o Phatoshap 30-Mar-17 13:20 File folder
: ystem archive (Default) & Sewing o Pictures 22-Jun-17 13:10 File folder
é ! ::::P;g;f:ge (befeutt > g Work o Texts 20-Feb-17 15:30 File folder
u My shares 5 & OneDrive @ WinShortcutter 22-Mar-17 11:38 File folder
PU Perceptive Warkplace e XML 02-Nov-17 10:01 File folder
wl; My Computer > @ ThisPC B2 ELM to 0365 20-Jun-17 16:52 Microsoft Word D... 15K .
OneDrive e . e PRI,
] S M SharePaint Sites AT U >
File name: ‘ ~
v

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”.

ﬂ?l Open x
« v 4 * Dropbox > Work v U | Search Work P
. v X
officeGATE Organize ~ New folder = o @
<EPL 1Ak aR =X ~ ~ 5 dified . - ~
> @ Creative Cloud File ame ate modifie vpe e
" Favorites ) )
5% contentACCESS v 2 Dropbox @ Camtasia 27-Jun-17 13:32 File folder
" Ermail archive (Defaul) MC @ contentACCESS manuals 09-Nov-17 11:36 File folder
. File system archive (Default) @ @ contentGATE 13-Nov-17 13:01 File folder
SharePoint archive (Default) > & MyPlays ¢ EdgeWave 23-Feb-17 15:27 File folder
Sharing (Default) > o New & Navody od Edit 07-Nov-17 14:42 File folder
------ L\ My shares @ Public @ Photoshop 30-Mar-1713:20  File folder
Ay Add to favorites o Sewing o Pictures 22-Jun-17 13:10 File folder
- -
i f|@ _Share new file > o Work o Texts 20-Feb-17 15:50 File folder
(l
[’.'J Refresh & WinShortcutter 22-Mar-17 11:38 File folder
5 - > & OneDrive i
Enable offline access o XML 02-Nov-17 10:01 File folder
Enable offline access (recursive) > = This PC ELM to 0365 20-Jun-17 16:52 Microsoft Word D... 15K
[ Epp—— . P, TP
v B Network -
File name: | ~
-y
v
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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.

% Process document with contentACCESS — O X
Target
' My shares
Document
Mame ChlUsers\mne\Desktop\Monika2\Obrazky\Photoshopi\Maojito bubbletea\56f9b272f0ef1.image,jpc
Content type Advanced Sharing
Fields

Expiration date * Thursday . November 16, 2 ~

Download limit = |1 = 0 = no limit
[ ] Save as default
[ ] Don't ask again. (Can be changed in contentACCESS provider settings) Upload Cancel
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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 modified 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.

E Y = Untitled - Message (HTML) FECA . — - [l
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW DEVELOPER
-9 g . oo . = ] :
Calibri (Body) 11 AN B !‘ﬁ @J Attach File > Q ’ 7( $
B I U (=-:i=- &&= 3= U7 Attach ltem -
Paste | aty = _ _ |, Names Attach 3si . Tags  Zoom Appsfor Hide Upload to
- ¥ Z-A-B= = ~  contentACCESS file Signature - Office  panel  contentACCESS
Clipboard = Basic Text [ contentACCESS Include Zoom | Add-ins  officeGATE contentACCESS Share ~
From = officeGATE v X
1= <EPL Hek o8- 2]
To.
send Favorites
ce. - % contentACCESS
Subject PY Perceptive Workplace
"N My Computer
. . CneD
56f9b272f0efl.image.ipg newnve )
5
(Shared file will be available until '16/11/2017 23:59" and can be downloaded 1 time(s).) d My SharePoint Sites
4
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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:

officeGATE TR
< [E] e HEk a8 -2 B!
Name :Iiirﬁzrnload Z:;[:tntiaration

sefab272f0ef1.. 1 2017-11-16T2
Open online
Send as attachment

Send as link
Send as ZIP file

Save document(s) locally
Copy document(s)

WO UEEQ

Refresh

Share new file

B

Enable offline access

< >

contentACCESS = Sharing (Default) =
My shares = 2017.11.15 (1 items) <

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)
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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 office GATE settings) you can set how you would like to use this function.

x| = Untitled - Message (HTML)
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW DEVELOPER

-9 - . A . . :
Calibri Body) ~|11 ~|A A [ y’ﬁl Il AttachFile > q ’ 7( 7
B I U =-i=- & 3= U5 Attach Item ~
Paste o A. == = » Names Attach s Tags  Zoom Appsfor Hide Upload to
- W I-L ===l ~  contentACCESS file ignature - Office  panel  contentACCESS
Clipboard = Basic Text I contentACCESS Include Zoom = Add-ins  officeGATE contentACCESS Share -~
. v X
From ~ monika.nevicka@tech-arrow.com OffICeGATE
= <[Elo 3k & 8
To..
Send | Name ~ Extension
Cc. .
Subject " contentWEB Manual_ver 2.9.docx docx
B contentWEB-Manual_v2.1.pdf pdf
Aftached ~ contentWEB-Manual v3.3.pdf (7 MB) L) contentWEB-Manual_v3.1_servicepack2.docx doex
B2 contentWEB-Manual_v3.1_servicepackz.pdf  pdf
. ) " contentWEB-Manual v3.3 - Copy.docx docx
attach the document with a simple Drag&Drop B contentWEB-Manual v3.3.docx oo
contentWEB-Manual_v3.3.pdf pdf
¥ cw for sure.docx docx
< >

OneDrive = Personal = cWW manuals =

contentWWEB manuals (3 items)

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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Search Current Mailbox (Ctrl+E) p - -1 3 - s o -
G2 Reply (52 Reply All (53 Forward 5§ IM officeGATE X
Al Unread - Newest b % Thu 19-0ct-17 4:29 PM =< HEh o= X6
Urszula ... - Favorit
Re: links 19-0ct-17 Lo e
Hi RFA documentation ¥ contentACCESS
To W ~ : P Perceptive Workplace
Urszula ... iy My Computer
2? I“rr;: il 19-0ct-17 Message Remute File archiving(1).docx (2 MB) Upload the attachment @ OneDrive
. LW : @ Personal

contentACCESS Action ltems + Get more apps i
Andras P... =)@ Business
RE: links 19-Oct-17 . , Attachments
Hi, Let's make oo " . Y My sharepoint Sites

Very nice work! I've added some short comments, please consider to insert them to the ¥

[ text.

RFA docume... 19-0ct-17 Best regards,
Hi, Very nice or the email message into the folder

Dani
tech-arro...
MNew content... 18-0Oct-17
New
tech-arro...
New content... 18-0Oct-17
Hi, New

tech-arro... @ see more about Daniel Jokai. . ~
New content... 19-Oct-17 -

ar People Tasks -

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) and your message will be automatically archived.

Search Current Mailbox (Ctrl+E) D - Gﬂ Reply r@ Reply All ﬁ:-ﬂ Forward CCS M OfﬂCEGATE - X
All  Unread v Newest % Thu 19-Oct-17 4:29 PM = e Wik 0
Urszula ...
.
Re: links 19-0Qct-17 . v Favorites
Hi, RFA documentation =R 4 contentACCESS
To M Monika Nevickd ~ B '~ Email archive (Default)
Urszula ... E|L=J dne@ta.internal
:E: “Tmhks ) 19-0a-17 Message Remota File archiving(1).docx (2 MB) = 1\J Inbox
i . Wi h
- || Emails to archive

contentACCESS Action ltems + Get more apps L
Andras P... BHE system archive (Default)
RE: links 19-0ct-17 . ¥ SharePoint archive (Default)
Hi, Let's make Hi,

2 . 'y . . = Sharing (Default)
Very nice work! I've added some short comments, please consider to insert them to the
@ text. [# P Perceptive Workplace
RFA d 19-0ct-17 (- ly My Computer
ocume Best regards, Drag&Drop '

Hi, Very nice [ £, OneDrive

Dani -8 My SharePoint Sites
tech-arro... .
MNew content... 18-0ct-17
New
tech-arro...
New content... 19-Qct-17
Hi, New

tech-arro... @ see more about Daniel Jokai, . ~
New content... 19-0ct-17 -

ar People Tasks =°*
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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.

Handling emails

Mo

archive, restore, search

It is possible to archive, restore and search your archived emails directly from your MS Outlook.

I3 Inbox - - Microsoft Outlook —|a
Fil Home | Send/Receive  Folder  View  Developer a @
Y [ % Ignore 2 Emailsto archive & To Manager EL Y Y Find 3 Contact - i Archive
D @ X & QG w8 s (305 O B 7 [
%2 Clean Up - 3 Team E-mall « Done @ Address Book | Restore
New  New . Delete | Reply Reply Forward B, More - ||~ o . Move Rules  Unread; Categorize Follow Hide  sharewith | 1—\
Email tems - | & Junk Al N a Reply & Delete ¥ Create New - Read Up - panel contentaccess| & Search
New Delete Respond Quick steps 5 Move Tags Find officeGATE Email Archive
4 Favorites S pe officeGATE v x
Search Inbox (Ctrl+E PR < — v
2 Inb S contentACCESS invitation CEP Y
=l e Arrange By: Date Newest on top - dmini ]
& sent ftems Administrator = : Favorites
Tue 12/5/2017 337 PM - ¢ contentACCESS
@ Deleted ttems 4 Today /5 3
T B <1 il My Computer
. 135 PM 3
4 - Microsoft Outlook Test Message 5 | [ @ OneDrive
P . o i
Pl contentACCESS invitation 3 My SherePoint Sies
=) 4 Last Week ]
archive E1
P (=4 Administrator Tue 12/12 _ Dear o = 3
[> &3 archivel contentACCESS invitation 1 . 2
(3 Auditing1 (=4 Administrator Tue 12712 . . . P
tentACCESS | Administrator has invited you to create a new contentACCESS account. To finish your invitation
5 Auditing2 ContentACCESS license error > . " - N v
process, please click the link below. You will be redirected to the webpage, where you can finish
4 Emais toarchive. | =| | (=3 Administrator Tue 12/12 invitat d set d f t 3
contentACCESS license error your invitation process and set up a password for your account. g
|> § Emails subo1 2
£ Emails subo2 4 Two Weeks Ago Finish your invitation 2
A Drafts (=4 Administrator 12/8/2017 - . &
3 Sent e ContentACCESS license error Comment from Administrator who has invited you: Hello, please accept
@ Deleted t (=4 Administrator 12/8/2017 . o L ; 3
> () e s L] ContentACCESS nyiation By accepting this invitation, the role Tenant administrator will be assigned to your account.
| BRI % Administrator 12/5/2017 .
2 contentweB contentACCESS invitation Sincerely, your contentACCESS Team
) ) B e % Administrator 12/5/2017
contentACCESS license error
[gi Junk E-Mail
“ % administrator 12/5/2017
=LY ContentACCESS license warning
51 outbox ¥ 24 Administrator 12/5/2017
= CONtentACCESS invitation
s (=4 Administrator 12/5/2017
CONtentACCESS invitation
73] calendar
(24 Administrator 12/5/2017
5] Contacts contentACCESS invitation
(24 Administrator 12/5/2017
] Tasks contentACCESS invitation
=z
/A Windows Desktop Search is not available. 1 4
sl @ @7 4 LastMonth b G B
‘ items: 31 | Allfolders are up to date. [£] Connected to Microsoft Exchange | [1 B3 100% (=) U ©)

If you want to use this function, the following steps must be completed first:

= officeGATE must be connected with contentACCESS

= Email archive must be configured for the selected mailbox
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= Email archive job must be run at least once before for the mailbox

If the mail has been archived before, the option Archive will be disabled and Restore enabled (screenshot
A). If the mail hasn’'t been archived yet, the Restore option will be disabled and Archive enabled
(screenshot B). When archiving an item, properties set for the mailbox in the Address book will be applied

to the mail.

[ Restore
', Search

Email Archive

Screenshot A

[=} Archive

', Search

Email Archive

Screenshot B

Note: For more information about email archiving and restoring, please check these sections : archive,

restore.

Note: The Split attachments option is active (checked) by default. That means that the body of the email
and the attachment are stored separately. If the email message containing attachments has been archived

by a job, where this option was not checked, our apps (MailApp, officeGATE, contentACCESS Mobile) will

show 0 attachments. However, if you open the original email, the attachments are shown.

+ Getrnore apps

@ atiachment: [ ® show original emai & Restore original email

Email haz no attachments

W contentACCESS Mail app
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If this option was checked, but the email was containing embedded email (.msg attachment), this

embedded email won't be displayed between the attachments in our apps.

If you want to search for emails, they must be archived and processed by the indexing job before. After

clicking on the Search option, a pop-up window opens.

Search in ‘AII mailboxes i |

Keyword E ‘ | 2 Search

0 document(s) found in "dne@ta.internal”.

From Subject - Folder Mailbox

In the Search in dropdown list, it is possible to select from the following options:

Search in All mailboxes v

All mailboxes

Selected mailboxes...
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To specify the properties to be searched for, click on the E Search refinement icon.

Keyword AT |
Subject
0 document(s File name
Sent date v
From From
Has attachment  »
Importance »

After clicking on an option, it will be added to the Keyword list and you can define it.

Search in ‘ All mailboxes hd |

Keyword E ‘SUtﬂ@di‘____ | P Search

0 document(s) found in "dne@ta.internal”.

From Subject Folder Mailbox
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Sent date, Has attachment and Importance do not need to be specified manually, you can choose one

from the predefined options.

Today
This week
This month
This year

Yesterday
Last week
Last month
Last year

Date

Screenshot : Sent date options

Yes
Mo

Screenshot : Has attachment options

MNormal
Low
High

Screenshot : Importance options

It is possible to sort the search results by sender (from), subject, sent date (date) or recipient (to).
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Search in ‘ All mailboxes ¥ |

Keyword [ V| [Subject(outioo |[ o search

6 document(s) found in "dne@ta.internal”.

IFrom Subject Date I Folder Mailbox
——— —— < dDE.. FW: Outlook forms testin... 11/3/2017 3:19.. Inbox\Em... dne@ta.nter...
- < dNE.. FW: Outlook forms testin... 11/3/2017 3:19.. Inbox\Em... dne@ta.inter...
——— —— < dE.. RE: Qutlook forms testin...  11/3/2017 3:18.. Inbox\Em... dne@ta.nter...
= <dne.. OQutlookforms testing01 11/3/2017 3:17.. Inbox\Em... dne@ta.nter...

noreply@tech-arrow.c..  Task 12317 - Click to run... 8/30/2017 3:16.. Inbox\Em... dne@ta.inter...
noreply@tech-arrow.c..  Task 12317 - Click to run... 8/30/2017 3:16.. Inbox\Em... dne@ta.inter...

It is possible to process the search results further using the context menu.
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L4 Search the archive \;‘E-

Search in ‘AII mailboxes v|

Keyword [ V| [Subject(outioo |[ o search

6 document(s) found in "dne@ta.internal”.

From Subject Date To Foldéer Mailbox
FW: Outlook forms testin... 11,/3/2017 3:‘ = — -
FW: Outlook forms testin... 11/3/2017 3
RE: Outlook forms testin..  113/2017 3{0  Copy document(s)
Outlook forms testingd1 ~ 11/3/2017 3458 Send as attachment
noreply@tech-arrow.c..  Task 12317 - Click to run... 8/30/2017 31 8 Send as link
noreply@tech-arrow.c..  Task 12317 - Click to run... 8/30/2017 3= Send as ZIP file
Save document(s) locally

Open

ta.inter..

Dia.inter..

Dia.inter..

Ftainter..

Ftainter..

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
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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.

officeGATE v X
= o HEE X -X 5
- Favorites

- "¢ contentACCESS

P Perceptive Workplace
ol My Computer
'ﬁ. OneDrive

My SharePnint Sites
% Refresh

£+ Settings
() Hide this provider

The SharePoint connector settings dialog will open:
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‘y SharePoint connector settings - X
Settings

Sites

url Loain Enabled

hitps://Msssssss sharepoint.com S s m

Edit site ‘ ‘ Delete site Add new site

Show the content type selection dialog only if required fields are present

‘ Save ‘ ‘ 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.

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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G Reply 52 Reply All 53 Forward &S5 Im
Mon 16-0ct-17 11:02 PM
tech-arrow@tech-arrow.com
contentACCESS 3.3 SP1 release candidate

To techarrow_all

Message - contentACCESS - v3 35P1-release notes.pdf (835 KB)

contentACCESS + Getmore a

Dear partner,

I'm proud to announce that we are finalizing our new service pack 1 for contentACCESS
3.3 (3.3.109). As a part of the release process, we are publishing the release candidate
for external testing. This new version contains not only bug fixes but also new features.
Attached you can find the release notes with all details.

Please note, that it is not recommended to install the release candidate on a
production system!

Feel free to send me issues or comments you find during your internal testing.

o See more about tech-arrow@tech-arrow.com.

officeGATE

<=0

) !ll
) ”I
) !ll
) ”I
) !ll
) ”I

) !ll
=i
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- NEVITEL MIS
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Ei-§g Publishing
il-§g) PublishingTestSite
E—]e Test Subsite

Documents
LBAPicLib
Prajects
Test Cases

Test tasks

Company photos

Doc Lib no versions
Doc lib with check-in
Doc Lib with hlye nv
Doc Lib with hilye név

DocSetTest

Documents

Form Temnlates
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[7] Upload document - O ped
List
> Projects
Document
Name contentACCESS - v3 35P1-release notes.pdf
Content type Manual e
Fields Document
Product Installation protocol
Version number * RTIease notes
Show the content type selection dialog only if required ‘ Upload ‘ | Cancel |

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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[7] Upload document - O ped
List
> Projects
Document
Name contentACCESS - v3 35P1-release notes.pdf
Content type Release notes ~
Fields
Product * contentACCESS e
Version number * |3,3 sp ‘
Release date | Monday , October 16, 2017 EM
Show the content type selection dialog only if required ‘ Upload ‘ | Cancel |

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
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When you reopen your MS Outlook it might happen that your officeGATE 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.

HOME SEND / RECEIVE

FOLDER

VIEW

Dorucena posta - monika.nevicka@tech-arrow.com - Outlook

DEVELOPER

Outlook Options ? X
General . . .
E‘Hﬂ' View and manage Microsoft Office Add-ins.
Info Mail
Open & Bxport Calendar Add-in Options
Save As People Launch Add-in options dialog: | Add-in Options...
Tasks
Add-ins
Search
Name| COM Add-Ins ? X
Language
Active| |
Add-Ins available:
Advanced Convel = B - - -
4 Doruéena . ) W Conversation History Add-in for Microsoft Office 2013
= \  Office Account Customize Ribbon Micros| icrosoft Access Outlook Add-in for Data Collection and Publishing cancel
I archive Micros| 4 icrosoft Exchange Add-in
I archivel e Quick Access Toalbar 3 Microsoft SharePoint Server Colleague Import Add-in
. Cptos office [v| Microsott vBA for Outlook Addin 2fifi
Auditing _ L Add-Ins OneNd officeGATE
Auditing2 Exit Cutlog OneMate Notes about k ltems Remove
Deleted It Trust Center Skype Outltmk Social Connector 201 v
Emails to & Inacti Location: C\Program Files\MicrosaoR, Office\Office 15,0 cOffice.dll
nacti
Koncepty [1 Microd Load Behavior: Load at Startup
QOdoslana pq Micros]
[ Odstranené
Archiv Dicahled Annlicatinn Add-inc l| hd
dd-in: Conversation History Add-in for Mifrosoft Office 2013
Pubtisher: Microsoft Corporation
Compatiqility: No compatibility information avaflable
Location: C:\Program Files\Microsoft Offige\Office15\0cOffice.dll
Description: Conversation History Add-in for Microsoft Office 2013
ITEMS: 993 N
Manage: |[COM Add-ins |~ Go...

» 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)..
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» 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 T [
- - .

l The following prerequisites error(s) occured:
b,

Microsoft Cutlook is not installed or Qutlock bitness is not supported,
(Supported 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-IM PROELEM A problern was detected with an add-in and it has been disabled, Wiews Disabled &dd-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:
1) Click on the View Disabled Add-ins... button in the warning. Disabled Add-ins window will open as on

the screenshot below:
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Disabled COM Add-ins ? >

Outlook detected a COM add-in problem

These COM add-ins decreased performance or caused Outlook to crash.

officeGATE ]

officeGATE -- an addin created with VSTO technology 1.047 seconds

This add-in caused Outlook to start slowly.

Always 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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