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Introduction to officeGATE

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

contentACCESS, and many other providers.

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

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

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

Key features

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

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

other local providers.

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

Send files as an attachment directly from officeGATE panel.

Copy files between providers directly form the list view.

DN N NN

Choose to attach afile itself, a link to the file, or send multiple files as a ZIP. When you right-click
on the file in the pane you can decide how to attachiit.

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

v" Customize your access with Favorites. Define your own favorite folders or SharePoint sites.
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Share big files directly from your MS Outlook mailbox.
Connect to multiple SharePoint sites.
Directly from Outlook you can use SharePoint’s content type selection and metadata fill features.

USE IT FOR FREE or pay for the Premium version.

AU NEENEENEEN

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

Definition.

Software requirements

» Microsoft .NET Framework 4.8
https://dotnet.microsoft.com/download/dotnet-framework/net48

» Microsoft Office 2010,2013,2016

> Microsoft Windows 10, 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.

Single installation of officeGATE
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1. Download the setup package (.exe).

2. Select the language for installation from the available languages:

officeGATE - InstallShield Wizard X

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

officeGATE - InstallShield Wizard

= officeGATE Setup is preparing the InstallShield Wizard, which
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. Inthe 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.

» |f the language setting was not found (i.e officeGATE is installed for the first time), then the
Registry will be checked. If the language was found, it will be applied.

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

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

If you want to pre-configure more providers than just contentACCESS, you can do it via officeGATE

configuration files. officeGATE configuration files are located in %6AppData%\officeGATE directory.

There is one global configuration file containing settings for officeGATE and separate files for each

provider.
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The list of configuration files is the following:

File name Description

Global configuration file for officeGATE. Most of the values can be

Settings.xml . i i
configured using the global settings dialog.

OGcontentACCESSSettings.xm | Configuration file for contentACCESS provider. Can be configured using

| the provider configuration dialog.

Configuration file for SharePoint provider. Can be configured using the
SharePointCOMSettings.xml
provider configuration dialog.

Configuration file for OneDrive provider. Can be configured using the
OneDriveSettings.xml
provider configuration dialog.

EIMConfig.json Contains configuration settings for EIM connection.

The global configuration file (Settings.xml)

Configuration key Value Description

Specifies whether to show
PanelShown True/false officeGATE panel on Outlook

startup.

CtrlToUse True/false By default drag and drop to

Outlook copies the link to the
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document. Holding the CTRL key
copies the document itself. Setting
“true” makes the function to work
the opposite way.
Specifies whether to show tooltips
ShowTooltips True/false
in tree view.
Specifies whether to show
ShowlInMailCompose True/false officeGATE panel in mail compose
window.
Identifiers of providers that should
HiddenProviders List of tags

not be shown in officeGATE.

SelectedLanguage

One of these values: en, de, no,

zh-Hans, pt, sk, ar, cs, pl, hu, el

Two-letter code of the wuser

interface language.

SwitchToGridViewWithMiddleMo

Specifies whether to enable

True/false switching between tree and grid
useClick
view with middle mouse click.
Specifies whether to close
CloseFoldersAutomaticallylnTree previously opened folders when
True/false
View opening a new folder in the tree
view.
Specifies whether the offline
EnableOfflineAccess True/false L
synchronization is enabled.
Specifies whether the size of the
OfflineDatabaseSizeLimited True/false

offline database should be limited.
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Specifies the maximum size of the
OfflineDatabaseMaxSize True/false
offline database in megabytes.
Specifies whether to filter the
OfflineSyncFilterltemByAge True/false

offline synchronized items by age.

OfflineSyncltemMaxAge

<Value> and <Unit> tags.

The maximum age of items that

should be offline synchronized.

OfflineSyncltemMaxAge.Value

Integer

The value for
the OfflineSyncltemMaxAge

configuration setting.

OfflineSyncltemMaxAge.Unit

One of these values: Day,
Week, Month, Year

The time unit for
the OfflineSyncltemMaxAge

configuration setting.

Specifies whether to hide the

DisablePanelToggling True/false “Show panel” button on Outlook
ribbon.
Specifies the number of offline
OfflineSyncThreadCount Integer synchronization threads

(recommended 2, maximum is 8).

OfflineSyncThreadPriority

One of these values: Lowest,
BelowNormal, Normal,

AboveNormal, Highest

Specifies the priority of the offline
synchronization threads.

Recommended value is “Lowest”.

OfflineAutoSyncEnabled

True/false

Specifies whether the automatic

offline synchronization is enabled.

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

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

14/197



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

. | our vision of technological evolution A

% techarrow

OfflineAutoSynclinterval

According
to https://www.w3.org/TR/xm

Ischema-2/#adding-durations-

to-dateTimes

Specifies the interval of the

automatic synchronization.

OfflineSyncThrottling

Integer

Specifies the length of artificial idle

states during  the offline
synchronization, in milliseconds.
Set this value if the offline
synchronization causes high CPU

utilization.

MinimumFreeSpaceShouldLeft

Integer

Specifies the minimum free space
that should left on the drive which
contains the offline database, in
megabytes. This value helps to
avoid filling the disk with the offline

database.

PageSize

Integer

Specifies the number of items to be

loaded at a time by the list view.

ShowltemCount

True/false

Specifies whether to show the total

item count under the list view.

The contentACCESS provider configuration file (OGcontentACCESSSettings.xml)
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ServerName String Specifies the contentACCESS server name.

Specifies whether the server URL is automatically generated
GenerateURL True/false | from server name (the result URL assumes the server is using

https).
URL String Specifies the URL of the contentACCESS server.

Specifies whether to show the sharing button on Outlook
ShowSharingButton True/false

ribbon.

Specifies whether to show the email-archive relate buttons
EnableEmailArchive True/false

(Archive, Restore, and Search) on Outlook ribbon.

Token of the user which is currently logged in to
Token String

contentACCESS.

If true, Windows authentication will be used (for
CurrentUser True/false

contentACCESS 3.1 and older).
Login String The user name (for contentACCESS 3.1 and older).
Password String The user’s password (for contentACCESS 3.1 and older).

The authentication configuration identifier (for
AuthenticationConfigld | String

contentACCESS 3.1 and older).
AuthenticationType String The authentication type (for contentACCESS 3.1 and older).

The SharePoint provider configuration file (SharePointCOMSettings.xml)
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SiteSettings List of tags List of configured SharePoint sites.
SharePoint site

SiteSettings. SharepointSiteSettings

configuration

Set of configuration values for a

single site.
values
SharepointSiteSettings.ld Guid Unique identifier of the site.
SharepointSiteSettings.BaseURL String Specifies the site URL.
SharepointSiteSettings.UselntegratedAuthenti - Specifies whether to use integrated
rue/false

cation authentication for this site.

Specifies whether to use global
SharepointSiteSettings.LogonWithGlobalUser True/false user credentials for authentication

when accessing this site.

Specifies whether to use specific
SharepointSiteSettings.LogonWithSpecificUser | True/false user credentials for authentication

when accessing this site.

The wuser name for case
SharepointSiteSettings.Login String

if LogonWithSpecificUser = true.

The password (in encrypted form)
SharepointSiteSettings.Password String for case if LogonWithSpecificUser =

true.

Specifies whether to show the site
SharepointSiteSettings.IsEnabled True/false

under the SharePoint provider.
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The SharePoint web identifier -
SharepointSiteSettings.Webld Guid filled out automatically on first
access to the site.
The SharePoint web title - filled
SharepointSiteSettings.WebTitle String out automatically on first access to
the site.
The SharePoint web URL - filled
SharepointSiteSettings.WebUrl String out automatically on first access to

the site.

GlobalUserCredentials

<Login> and <Pas

sword> tags

The global user credentials which

can be used by multiple sites.

GlobalUserCredentials.Login String The name of the global user.
GlobalUserCredentials.Password String The password of the global user.

Specifies whether the site has been
SharepointSiteSettings.IsEIMManaged True/false

added and is managed by EIM.

The OneDrive provider configuration file (OneDriveSettings.xml)

Accounts List of <Account> tags

List of configured OneDrive accounts.

Accounts. Account
values.

SharePoint site configuration

OneDrive account specification.
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Account.Type Consumer/Business Specifies the account type.

The identifier of the user associated with

Account.Userld Guid
this account.
Account.RefreshToken | String The logon token.
Account.Enabled True/false Specifies whether the account is enabled.

XML distribution with GPO in distributed company environment

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

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

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

officeGate_Configuration.xml using Group Policy” of this guide.

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:
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1) Insection System = Client applications = officeGATE of contentACCESS Central Administration specify

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

< 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.

3) Finally install officeGATE using Group Policy installation.

Launching officeGATE

Tolaunch and display officeGATE, open MS Outlook and click on the Show panel / Hide panel ( ¥ ) button.
By clicking the button again you hide the officeGATE panel.
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Connected to: Microsoft Exchange m & - 1 + 100%

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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Untitled - Message (HTML)
File Message Insert Options Format Text Review Help  Acrobat Q@ Tell me what you want to do
palall al)e ¢ |2 @ 7 G| s
Paste @ Basic | Names | Include | Attach File Tags Dictate Hide |Share Upload to Manage Insights View Share with
v ¥ | Textv e b via Link ¥ b e panel contentACCESS Archive Templates | contentACCESS
Clipboard T~ Adobe Acrobat Voice Sensitivity officeGATE contentACCESS Share | contentACCESS Archive My Templates contentACCESS ~
officeGATE v X
From v emily.bronte@tech-arrow.com
B = Tree view i= List view & Search A~ |8
Send To * Favorites
-%¢ contentACCESS
Cc My Computer
a:) My SharePoint Sites
Subject @ OneDrive
7
4 3

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 numbers) part:

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

= Search (3) - more details here;

= officeGATE options dropdown list (5) - Settings (more details here), Send feedback, About
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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.

c s P search m - O X
File Home Send/Receive Folder View Help Acrobat
I % (5] [ﬁ] E Srepy [F 4 ] f 3 NewGrow Search Peaple Aa) §§ By ,v( A | B Acive e 7
[ “Reply All (D~ ~ A8 Browse Groups Address Book
New  New Delete Archive Quick Move | Tags Read | Translate | Get Hide Share View Manage Insights | Insights
Email ftems~ | SO~ = forward [y~ Steps v v 7 Filter Email Aloud v Add-ins | panel R Search shared files Archive
New Delete Respond Quick Steps & Groups find Speech | Language | Add-ins officeGATE Email Archive | contentACCESS Share | contentACCESS Archive A~
<
s 5 oo 2 . R i v %
> Favorites Focused  Other ByDatev 1 EATest-Admin has shared items with you officGATE , 3 .
8 - - % Tree view i= Listview Q Search 7 &
: Emily Bronte | B | =2 s .
vmonikanevicka@tech-arr... i ke - noreply@tech-arrow.com 2 i Py Favorites
» Dorutens poita 263 Te Emily Bronte 15:38 #- % contentACCESS
= I My Computer <
Koncepty 1z + 6 d T m
e : Emilly Bronte Desktop
FIOHARY PO Demo: documentation pages w1213 %% Transtate message to: Slovak ~ Never translate from: English -8 My Documents
> Odstranené polozky 7 Navigate to Email Archive ¥4 Downloads
+ My Music
Archiv Dear emily.bronte@tech-arrow.com, £ i
Emily Bronte - %= My Pictures
>CA y B
Demo: demonstrating HTML 5. w1211 " . 5 & My Vi
Calendsr @) bougr bt kot EATest-Admin has shared items with you. - i
You can access them until 3/14/2021 and download them 2 time(s). i -
contentWEB [ =-@> My SharePoint Sites
EdgeWave ThreatTest Message from EATest-Admin: Test search share :
noreply@tech-arrow.c...
> Histéria konverzacie Periodical search result po 16:54 . o
o PERIODICAL SEARCH You can access them using the following link: Access shared files
>MAM MyAnalytics Sincerely, your contentACCESS Team
Nevyziadana posta n MyAnalytics | Wellbeing Edition po 621
Poita na odoslanie
Prihlasenia na odber kanalov RSS v Last Week
Sent Items
noreply@tech-arrow.c...
> Search Folders Periodical search result pi 05.03
PERIODICAL SEARCH
> Groups
noreply@tech-arrow.c.
Periodu it 5103.03
emily.bronte@tech-arrow...
Inhoy 57
= o noreply@tech-arrow.c... 7
= S | Periodical search result po 01.03 S v
items: 110 Unread:57 L) Reminders: 1 All folders are up to date.  Connected to: Microsoft Exchange m & - 1 + 100%

Connection settings

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

available providers (systems) the user has to:

1. Enable (enable = turn on) the desired provider(s) in the officeGATE settings (more information

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

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

require this step).
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officeGATE v X
= Tree view = List view & Search 2| @8-

[+ Y Favorites

L ey
+| - g

IE My Co #+ Settings

E:} My Shi 1y Hide this provider
£ OneDrive

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 office GATE 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 the @+ putton and choose
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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c s P search m - o X

File Home Send /Receive Folder View Help Acrobat

=% |3 [ O | o, B, (Bemn ot [[e[Beey [Eeelplalot Y Y | @ | W

2 “replyAll (D~ > To Manager L]
New New Delete Archive 4 Team Email % officeGATE Settings 3. x | Get Hide Manage View Manage | Insights
Email ltems~ | 48~ = forward Cfy v Add-ins | panel Archive shared files Archive
< General | Providers Offline About
> Favorites Al Unread By Date v | settings | synchronization op - contentAcc... officeGATE 1T X
s = % E Tree view = Listview X Search Pl
; Katalon Jeam s B[] [ | e r—
v monika.nevicka@tech-arr... |\2di?s°|j:g the Top 5 M. pi 12,03 2 #- iy Favorites | Settings... 21|
- ’ 114 7 | Send feedback..
> Dorucens poita 278 Watch our Webinar For Top @) % contenaccess 114 % contentACCESS ¥
= = 4 I My Computer @ About..
Koncepty [26] &| M mycomputer + Get more add-ins L e —
Odosland poita noreply@tech-arrow.c... — ! Go vy srarsoin:stes
. {Build succeeded] contentAC... pinzas| || s E My SharePoint Sites ttings i ¢@m OneDrive
> Odstrénené polozky 7 {Build succeeded] -
Archiv [/]) @ OneDrive Settings

noreply@tech-arrow.c... {zure DevOps Server

AT [Build suceeeded] Shareapp-... pi12.03
Calendar (2) (Build succeeded) Shareapp-C
contentWEB
5 e noreply@tech-arrow.c...
g Tneaest [Build succeeded] contentAC... pi 12.03
> Histéria konverzacie [Build succeeded]
> Inbox
> MAM noreply@tech-arrow.c...
[Build succeeded] contentAC... pi 1203
Nevyziadana posta m (Buid succeeded)
Poita na odoslanie
Prihiasenia na odber kandlov RSS 2l ocation

[IP2Location Tips & Resourc... pi 12,03
Sent Items T the key. How ge avon
> Search Folders

noreply@tech-arrow.c...
> Groups [Build succeeded] contentAC... pi12.03 |

Build pipeline contentACCESS-Cl

emily.bronte@tech-arrow.... noreply@tech-arrow.c...
PR, =S (Build succeeded] officeGATE - 1103
TROld Sccaeded officeGATE Finished Mon, Mar 15 2021 11:13:52 GMT+01:00 7
= @ f .ee v
noranhi@tach-arcow o 40 0
ftems: 7421 Unread:278 [\ Reminders: 1 All folders are up to date,  Connected to: Microsoft Exchange m B - 1 + 0%

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

== Tree view i= List view O Search Pl o

. * Favorites

mEMCITESS
~ Open contentWEB
~ Refresh

Settings...
L") Hide this provider II

(a One[‘

Enable offline access (recursive)

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)
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either from the Providers tab of officeGATE settings dialog (1% screenshot below) or b) from the given

provider’s context menu (2" screenshot below):

Y& officeGATE Settings

OO0 & o
General |Providers Offline About
settings synchronization

Providers

&

&
Y 2 RN

contentACCESS

&

My Computer

My SharePoint Sites

Ky

OneDrive

Settings

Settings

Settings

0K ‘ | Close |

officeGATE X
= Tree view i= List view & Search Pl o 3
* Favorites

il % contentACCESS

EI My Computer

- Desktop

== My Documents

‘ Downloads

J‘ My Music

&= My Pictures

ﬁ My Videos

% Refresh
I Settings.. |

(¢ Business

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

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

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

Outlook, without a need to switch to another application.

Important: The officeGATE version 2.9 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;

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

URL will be generated automatically;
= 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)
=  Choose if you want to have Email archive buttons shown on the toolbar.

=  Saveyour settings.
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LM.J contentACCESS connector settings - >
v Connection
/ Server name: |hﬂps:ﬂcaeaiech—arrow.comf

Generate connection URL

Connection URL: https://caea.tech-arrow.com/contentACCESSWS/ModelService.sve

Sharing

Show sharing button on the toolbar
[ ] Use default settings and don't ask before new sharing

s

Expiration days: 1 =
Download count limit: | = 0=nolimit
General

Maximum number of lookup items:

20

Email archive

Show email archive buttons on the toolbar

User login status
You are not logged in.

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

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

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

refresh the dropdown list;
=  Enter your contentACCESS credentials (Login name and Password);
= Specify 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)
= Choose if you want to have Email archive buttons shown on the toolbar.

=  Saveyour settings.
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L.H,J contentACCESS connector settings - >
v Connection
/ Server name: ‘hﬁps:,‘,ﬂ’caea.tech—arrow.com,’ ‘

[ ] Generate connection URL

Connection URL: ‘,‘,ﬂ’caea.’[ech-arrow.com,‘comemACCESSWS}ModeIService.svc ‘

Sharing

Show sharing button on the toolbar
[ ] Use default settings and don't ask before new sharing

Y

Expiration days: 1 =
Download count limit: |1 = 0=nolimit
General

Maximum number of lookup items:

20 =

Email archive

Show email archive buttons on the toolbar

User login status
You are not logged in.

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;

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

http://[ServerName]:8736/contentACCESSWS/ModelService.svc
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= Select an authentication type from the Authentication type dropdown list; if there were new
authentication providers enabled in contentACCESS, but they do not appear in the list, click Reload to

refresh the dropdown list;
= Enter your contentACCESS credentials (Login name and Password);
= Specify 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)
=  Choose if you want to have Email archive buttons shown on the toolbar.

= Saveyour settings.
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Show sharing button on the toolbar

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

Expiration days: 1 =
Download count limit: |1 = 0=nolimit
General

Maximum number of lookup items:

Email archive

Show email archive buttons on the toolbar

User login status

You are not logged in.

% techarrow
t.;,; contentACCESS connector settings - >
' Connection
/ Server name: ‘hﬁps:,‘,ﬂ’caea.tech—arrow.com,’ ‘
[ ] Generate connection URL
Connection URL: ‘hﬁps:Hcaea.‘[ech-arrow.com:con‘[en’[ACCESSWS;’ModeISewice.svc‘
Sharing

Y

20 =

Login Logout

Save Cancel

There are two possible ways to log in to contentACCESS:

1. After filling in your settings and before saving, 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. Then, Save your settings.
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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, right-click on the contentACCESS provider in the officeGATE pane and

select Connect from its context menu.

officeGATE v X

== Tree view i= List view O Search Pl o

@Yl Favorites
- T contentACCESS

- My cIF Connect I
w-J> Mys Settings...

¢ Hide this provider

B
»
O
=1
m

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

¥ TECH-ARROW central login

Welcome. Choose your login provider to login.

%) contentACCESS account
Username: system
Password: sssssscsssene
&  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:

officeGATE Login *
Authentication
Authentication type: Farms R
Logon name: ‘system ‘
Password: EEEXRAREXEARE ‘
Legin | | Cancel
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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 v X
== Tree view i= List view O Search Pk o 2
Yl Favorites

'[—]_fr( contentACCESS

G155, Email archive (EA_Test)
E'“"EEI File system archive (EA_Test)
[\ = GDPR Application (EA_Test)
[\ L. GDPR Exchange (EA_Test)
i\ 5 GDPR File system (EA_Test)
EEI----FH:, SharePoint archive (EA_Test)
-] #% Sharing (EA_Test)

EH""E Teams archive (EA_Test)

\ [ E Teams chat archive (EA_Test) y
(- My Computer

E

E

ja} My SharePaint Sites
+-&@a OneDrive

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).

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.
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L;g contentACCESS connector settings - >
V Connection
/ Server name: htt[:-s:,f';'caea.tech—arrcw.v.ccm'u,f'

Generate connection URL

Connection URL: https://caea.tech-arrow.com/contentACCESSWS/ModelService.sve

Sharing

Show sharing button on the toolbar

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

Expiration days: 1 =
Download count limit: | = 0=nolimit
General

Maximum number of lookup items:

20 =
Email archive
Show email archive buttons on the toolbar

User login status

You are logged in as EATest-Admin.

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
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respective third-party authentication provider must be enabled in contentACCESS. (For more

information refer to section “Login providers” in the contentACCESS Manual). Single sign on

authentication is supported as well. Single sign on means, that it is not required to create a Datengut or
Perceptive user login in contentACCESS to connect to Perceptive or Datengut DMS in officeGATE. The
user login will be created automatically in the background when logging into the Datengut/Perceptive

DMS from officeGATE.

How to connect to the Datengut/Perceptive DMS in officeGATE: 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).
= Typeinyour 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 o
= Tree view := List view & Search -~
[+ Y Favorites
5% contentACCESS
(B : Perceptive model)
-------- £ Accounting
........ 2 T archive
Ll # MBLU
Eﬂ""g My Computer
[+ f@a OneDrive
[jﬂ} My SharePaint Sites

Screenshot A: Perceptive node in tree view
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officeGATE =

= Tree view = List view & Search 2| @8-

- Yl Favorites

=% contentACCESS

label.ecmMask.MAILZ_q - MailArchiv
Liste Test Max - Test123

Eﬂ""lz My Computer

[+-£@m OneDrive

E]H:) My SharePoint Sites

Screenshot B: Datengut node in tree view

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 B> SharePoint node’s

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

officeGATE v X

= Tree view = List view & Search 2| @8-
- Yl Favorites

- Y contentACCESS

E My Computer

B My s

% Refresh
Settings... I
¢ Hide this provider
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In the SharePoint connector settings window, you will be able to specify one Global user. This user can
be used for connecting to multiple sites without having to enter the credentials over and over again.
Simply check a checkbox (will be shown later in this section). If the global user credentials get changed,

they will be changed for all sites that you are logging on to with the global user option.

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.

“u SharePoint connector settings — )
Global user
Specify user which will be used to access one or more sites.
User name: |monika.nevicka@tech—arrow.com |
Password. ETs sttty |

EEEEEEREEEEEEE |

Confirm password:

Sites
Url Login Enabled
https://techarrow.sharepoint.com/site... | monika.nevicka@tech-arrow.com
https://eimdemo.sharepoint.com/sit.. admin@eimdemol.onmicrosoft.com
https://techarrow.sharepoint.com/site.. global: monika.nevicka@tech-arrow.c...
| Add new site | | Edit site | | Delete site

Content types

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. Check the Enabled checkbox if you want the site to be
enabled. Specify the user you want to log in with - you can use the previously specified global user, enter

credentials of a different user and set him also as global user, or you can choose the integrated
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authentication. If the 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.

If the Microsoft online authentication checkbox is checked, you will be authenticated using the Modern
authentication, which is a very complex and secure way. The Login and Password textboxes will be also

disabled. You can read more about modern authentication in this article.

Further check the connection with clicking the Test connection button and then click Save.

% SharePoint connector settings - x

Settings

:) Site: |
Enabled

Logonwith () Global user:  meonika.nevicka®tech-arrow.com

() This user: | |

Password: ‘ ‘

Set as global user
) Integrated authentication

(@ Microsoft online authentication

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.
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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).

§ SharePoint connector settings — X
Global user
Specify user which will be used to access one ar more sites,
User name: [monikanevicka@tech-arrow.com
Password [
" SharePoint connector settings - X

**************
Confirm password: |

Settings

| 1. Select the site.
Site: httpsy/techarrow.sharepaint.comysites/testing
Login Enabled >
> httpsy/ftecharrow.sharepaint.com/site... | monika.nevicka@tech-arrow.com | = | [ Enabled

hitpsy/feimdemo1.sharepoint.com/sit.. admin@eimdemo.onmicroseft.com
https;/ftecharrow.sharepoint.com/site.. global: monika.nevicka@tech-arrow.c... Logonwith (O Global user:  monikanevicka@tech-arrow.com
OThisuser: | |
Password: | |
Set as global user
[ Add new site |[ 4 disie I Delete site | o
Integrated authentication . . .
3. Edit the connection settings.
Content types 2. Click to edit the connection. @ Microsoft online authentication
[[]Show the content type selection dialog only if required fields are present
Save Cancel

Screenshot A: Editing SharePoint site’s settings

The sites can be also disabled/enabled by 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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@ SharePoint connector settings —
Global user
Specify user which will be used to access one or more sites.
User name: |monika.nevicka@Tech—arrow.com
Password: ETs sttty
Confirm password; |7
Sites

Url Login Enabled
https://techarrow.sharepoint.com/site... | monika.nevicka@tech-arrow.com

https://eimdemo.sharepoint.com/sit.. admin@eimdemol.onmicrosoft.com +—
https://techarrow.sharepoint.com/site.. global: monika.nevicka@tech-arrow.c...
| Add new site | | Edit site | | Delete site

Content types

[] 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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LM_J SharePoint connector settings -
Global user
Specify user which will be used to access one or more sites.
User name: |monika.nevicka@Tech—arrow.com
Password: ETs sttty
Confirm password: R
Sites } 1. Select the site.
Url Login Enabled
:) https://techarrow.sharepoint.com/site... | monika.nevicka@tech-arrow.com
https://eimdemo.sharepoint.com/sit.. admin@eimdemol.onmicrosoft.com
https://techarrow.sharepoint.com/site.. global: monika.nevicka@tech-arrow.c...
| Add new site | | Edit site | | + Delete site |
Content types 2. Click to delete the site.

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

Save

| | Cancel

Screenshot C: Deleting SharePoint sites

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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- Favorites
H- % contentACCESS
=l My Computer

- Desktop

- == My Documents

‘ Downloads

J\ My Music

- m= My Pictures

m My Videos

Q Dropbox #4———
e (T

et D\

- ¢ OneDrive

]a:)- My SharePoint Sites

1

[

Connecting to OneDrive

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

with other people and devices on the web.

officeGATE is a brilliant tool that integrates OneDrive into your MS Outlook mailbox and ensures asimple
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@gmail.com)

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

company account (e.g. john.doe@tech-arrow.com)

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

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

to the OneDrive system(s) can be configured in the OneDrive connector settings dialog.

Click on “Settings” (either using the node’s context menu or from officeGATE Settings > Providers tab):

officeGATE v X

= Tree view = List view & Search 2| @8-
* Favorites

"¢ contentACCESS

E My Computer

H:) My SharePoint Sites

(a OnePeiun
~ Refresh

I Settings... I
() Hide this provider

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

o OneDrive connector settings - x

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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I <1
| officeGATE
S Ig n I n Work or school. or personal Microsoft account
3 testuser@tech-arrow.com
Use your Microsoft account.
What's this? sssseseses
testuser@gmail.com

| Can't access your account?

.O......|

Mo account? Create one!

Forgot my password

Micrasoft
© 2016 Microsoft B® Microsoft

Termsof 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.

officeGATE v X

== Tree view i= List view O Search Pl o
i * Favorites
¥ contentACCESS
! My Computer
H:) My SharePoint Sites
(i OneDrive
(i Personal
Elf.i Business

Attachments

Microsoft Teams Chat Files

Microsoft Teams-Chatdateien

Soubory z chatu aplikace Microsoft Teams

Subory konverzacie aplikacie Microsoft Teaj
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in again with another credentials.

Settings

o OneDrive connector settings -

r Connect to: OneDrive
‘ OneDrive for Business

Sign out all

Save

Cancel

General officeGATE settings

I((

and sign

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 &~ mark in the officeGATE pane and choose Settings.... The officeGATE settings dialog will

open. Here switch to the General settings tab. The following functions can be configured here:

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

officeGATE Manual | Version 5.0 | ALL RIGHTS RESERVED

49/197


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

your vision of technological evolution

% techarrow

¥ officeGATE Settings

Offline
synchronization

About

3.

General settings

Show officeGATE panel on startup.

Show treeview tooltips.

[JHolding the CTRL key copies the document itself.

Show the item count in the list view

Mumber of items to load at a time |50

Language settings

English b

Show officeGATE in mail compose and read window.

By default drag and drop to Outlook copies the link te the document.
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.

officeGATE

EE List view & Search

~Ji Favorites

i "¢ contentACCESS
E My Computer
a:) My SharePoint Sites
(a OneDrive

v x
1.
W
Settings... 2. |
|+l Send feedback...
@ About.

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

Launching officeGATE.)

Show officeGATE in mail compose and read window: If this option is selected, the officeGATE pane

will be displayed automatically in any newly opened email message and in the read window. The Show

panel / Hide panel (*# ) button will be present.

If you go with your cursor on the selected folder in the pane, the path becomes visible.
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= By default Drag&Drop copies to an email message only the link to the selected document. Holding the
CTRL key copies the documents itself, if this (4t") option on the General settings page is turned on.

Unchecking makes the function work the opposite way.

= |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.

= [fthe “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.

= Show the item count in the list view: If this option is checked, officeGATE will display the number of

items at the bottom of the pane. It is possible to specify the Number of items to load at a time.

= 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 officeGATE.

Offline file access settings

Note: Offline synchronization is currently disabled for the SharePoint provider.

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

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

If a file is already downloaded for offline access (into the offline database), and the user double clicks the
respectivefile, the fileis 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 afolder/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 ' mark in the officeGATE’s panes header bar, choose Settings...

and switch to “Offline synchronization” like on the picture below:
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Y officeGATE Settings

© O O

About

General Providers Offline
settings synchronization |
Settings

Enable offline access

’\3.

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

any network.

Enable automatic synchronization every 1 -

Synchronize only items modified in last 1 S

Limit space used by offline files to

Statistics

Synchronization status
Synchronized folders
Synchronized files

Size of all offline files

Overall offline database size

Last synchronization date

Clear offline data

4096 2

Not running
5

3

82.84 KB
1.78 MB

Days

Days

MB

10/23/2018 2:28:17 PM

kv

R

>
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officeGATE L%
E Tree view := Listview & Search Palliio M
- ﬂ' Favarites Settings.. 2. |
WY contentACCESS &l Send feedback...
EEI""E My Computer @ About.

EI(& OneDrive

¢ Personal
[-4@m Business
[]a} My SharePoint Sites

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.

If you wish to synchronize only items modified in the last days/weeks/months/years, check the Synchronize

only items modified in last checkbox and specify the desired age.

Space used by offline files may be also limited. To do so, check the Limit space used by offline files to checkbox

and specify the desired size in megabytes.
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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"). By clicking on
the Clear offline data button, the offline database will be cleared and offline access will be disabled on all

files/emails.

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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& Elect 1 Send as ZIP file L i
& GHG Properties M
@ hist1] ®  Save document(s) locally s KE
& interr 1] Copy document(s) 7 Kl
B inves| 23 Refresh Kt
Ii_': nves Enable offline access F <
B inves KE
B lin ta| & Share Ki
@ Loft Printer 08... 9/22/2020 10.... 25,3 Ki
@ Media svs - d.. 9/22/2020 10.... 24,5 Ki
@ Media svs - d.. 9/22/2020 10.... 24,5 Ki

| MewTest.txt 9/22/2020 10.... 23 byte

| Pistike.but 9/22/2020 10.... 12 byte
li Student Leade... 9/22/2020 10.... 47,0 Kl
li Student Leade... 9/22/2020 10.... 47,0 Kl
@ team_triplea.p... 9/22/2020 10... 614 KB
@ Technical Spe... 8/22/2020 10... 236 KB
@ The_Great_Gat... 9/22/2020 10... 603 KB ¥
< >

contentACCESS = SharePoint archive (SKE) > Testing site =
LEBATest = Index

Now we will enable offline access (recursive) for our archived SharePoint site called “Testing site”. 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. The documents, that are currently being synchronized, can be
seen in the pop-up window. 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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officeGATE v X
EE List view <4 Search Pl o o4

* Favorites
2 % | contentACCESS
-T2, Email archive (TECH-ARROW)
E @tech-arrow.com
EEI----FD SharePaoint archive (RFA )
[—]Fﬂ; SharePaint archive (SKE)
s o
BH:} Testing site
B | LBATest

Prime
o SKEList
L, [D“ Tl 3 fTECL] ADDMLAN
Currently syncing (Next 10): X

Bulksi
!7

Target: SKEList
Index
L r’
/
H Target: LBATest

Minion
!7

Target: Prime

31
_

[+

| Synchronization running (0 pre... Cancel Pause

The status of the synchronization process can be checked in the Offline synchronization settings:
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¥ officeGATE Settings

General Providers
settings

Offline
synchronization

Settings

Enable offline access

[] Enable automatic synchronization every
[]Synchronize only items modified in last

[[] Limit space used by offline files to

Statistics

© 0 6 o

About

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

1 3| Days \
1 3| Days \
4096 =| MB

Synchronization status
Synchronized folders
Synchronized files

Size of all offline files
Overall offline database size

Last synchronization date

Clear offline data

Running

9

23

8,09 MB

21,6 MB

2/10/2021 4:11:27 PM

officeGATE
EE List view & Search

* Favorites
5% | contentACCESS
E—ZIE Email archive (TECH-ARROW)
EE'"'FH) SharePoint archive (RFA )
=~ Fﬂ) SharePoint archive (SKE)
H:)
BH:) Testing site

G- LBATest

Prime

[ SKEList
&-{# Sharing (TECH-ARROW)
[ Sharing (RFA )
G-[#% Sharing (SKE)
- - Teams archive (TECH-ARROW)
EEI""! My Computer
[ja:) My SharePaint Sites
EEI----(& OneDrive

Synchronization running (20 pr...

Cancel

A little pop-up dialog informs the user when the synchronization is completed:

officeGATE

Synchronization completed

1@tech-arrow.com

your vision of technological evolution /AEEEG——

% techarrow

Pl o

Pause

Now our data in the “Testing site” and its subfolder(s) are synchronized and they are available in offline mode,

too:
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officeGATE v X
EE List view <4 Search Pl o o4

* Favorites
5% contentACCESS
-T2, Email archive (TECH-ARROW)
E @tech-arrow.com
EEI----FD SharePaoint archive (RFA )
[—]E SharePaoint archive (SKE)
s o
BH:} Testing site 4+———
Fl- | LBATest
Prime
- SKEList
B[ Sharing (TECH-ARROW)
G-[#¥ Sharing (RFA )
B[ % Sharing (SKE)
+-T554 Teams archive (TECH-ARROW)
[]! My Computer
jH} My SharePaint Sites
[ ¢@a OneDrive

31

officeGATE v X
I == Tree view Q. Search &-

MName « ModifiedDate  ModifiedBy Size

Folder_sub01

ﬂ} accounting la... 9/18/2020 11.... 23,1 KB
@ AccountingTe...  9/18/2020 1:3... TT6 KB
ﬂ} ACCT259 + C... 9/18/2020 11... 28,6 KB
ﬂ} ACCT266 Cou.. 9/18/2020 11.. 28,3 KB
B: Action + Cod... 9/18/2020 1:3... 16,9 KB
&= Addin packag.. 9/18/2020 1:3... 758 KB
&= Addin packag.. 9/18/2020 1:3... 471 KB
&= Addin setup ic.. 9/18/2020 1:3... 22,8 KB
ﬂj Advising 0910... 9/18/2020 1:3... 43,7 KB
ﬂ} A%elnlott fel.. 9/18/2020 1:2... 16,3 KB
=] New Text Dac... 9/18/2020 1:2... 16 bytes
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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.

¥ officeGATE Settings X
General Providers Offline About
settings synchronization

Settings

Enable offline access

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

Enable automatic synchronization every |1 < |Days "
Minutes

[] Synchronize only items modified in last 1 - | |Hours

[] Limit space used by offline files to 4096 = mB

Statistics

Synchronization status Not running

Synchronized folders 4

Synchronized files 24

Size of all offline files 2.13 MB

Overall offline database size 2.75 MB

Last synchronization date 11/8/2018 5:54:26 PM

Clear offline data
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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.

officeGATE v X
EE List view < Search PRk o 2

* Favorites
5 ¥ | contentACCESS
=-T=% Email archive (TECH-ARROW)
&-&3 @tech-arrow.com
EEI----FH;, SharePaint archive (RFA )
EIFH;, SharePoint archive (SKE)
H:;.
BH'} Testina site
~ Open contentWEB

¥ Add to favorites
| 2% Refresh

Disable offline access

i DO e OO |
=
%]

Start synchronization
[ Start full sxnchronization l
-5 Teams archive (TECH-ARROW)
Eﬂ""! My Computer

E]H:) My SharePoint Sites
[-£@m OneDrive

Disabling offline access

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 62/197


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

. | Our vision of technological evolution GGG

% techarrow

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.

*= 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.
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officeGATE v X
EE List view <4 Search Pl o o4

* Favorites

5% | contentACCESS

-T2, Email archive (TECH-ARROW)

E @tech-arrow.com
EEI----FD SharePaoint archive (RFA )

[—]E SharePaint archive (SKE)

=@

BH Testing site
A Open contentWEB

-
& Tr Add to favorites
| m

[}

Refresh

B[ sh Disable offline access )
G- sH Start synchronization

[ sh Start full synchronization

+--T554 Teams archive (TECH-ARROW)

[]! My Computer

ja:) My SharePaint Sites

EEI----(& OneDrive

31

Screenshot A
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¥ officeGATE Settings / X

O 0 o o
General Providers Offline About
settings synchronization

Settings

Enable offline access

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

Enable automatic synchronization every 1 - Days
Synchronize only items modified in last 1 - Days
Limit space used by offline files to 4096 = mB
Statistics

Synchronization status Not running

Synchronized folders 4

Synchronized files 24

Size of all offline files 2.13 MB

Overall offline database size 2.75 MB

Last synchronization date 11/8/2018 5:54:26 PM

Clear offline data

ok | | Tris

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
= If network connection is interrupted while synchronization is running - synchronization is cancelled

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

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

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

defined schedule

License key activation

Inthe 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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W officeGATE Settings ®
@ 0 o |6
General Providers Offline About
settings synchronization
¥ License details %
About
' officeGATE
' officeGATE / Version 3.0.6
/ Version 3.0.6 Premium version
Licensed to:
Copyright © TECH-ARROW, a. s. 2016
License key:
TECH-ARROW, ass. Valid il 11/28/2025

Premium version

officeGATE is a free M5 Qutlook add-in connecting your email client Providers
with your local file-system, SharePoint Online, OneDrive, Dropbox
and many other providers.

¥ contentACCESS
pw  Perceptive Workplace
! My Computer

@& OneDrive

My SharePoint Sites

¢ techarrow

Yourvision of technological evelution.

OK || Close | | Change license | 3.

7(. contentGATE Data Migration

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.

licensekey [N | - [W | -] . | -

Proxy settings

(@ Online activation (internet access required)

() Offline activation

-

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
Pleaze send the licenze request information to the Tech-Amow sales
department baged on what we can generate the license activation data for

License request information

sjwe dn PS4 S AgZ 2 aedhpThsfMNy2JIRUEI] 2B GxedgFegCzOHC qER2t ;I
FlzbvpZgngZifhznmeTEIryPa9TAZ  GZq 40anC pHOeDEUMWT DK

+1ippUFRpA OME LR G
+qligqtnuoeHE oF dy3RwE GARM:xh RmpjmjS T ZIPqyws S mnjBY s ndfet’
k21ghLShijclbMRnnSTND= x

Save to file

License activation infarmation

2l

browse for the .dat file for
offline activation

License Activation Wizard (=[] x|

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

License requestinformation
sjwbdnPs 455807 2jaed5pThsfMy2IRUESYj2qE GxedgF o gCzOHC q5R2E ;I
FlzbwpZangZ3hznmeTEIMyPIaTAZ Gz 4030 CpHOe0EUMYTOE
+)ippUFRpAJINE xApG
+gqlighAnuaoeHEoF dy3RwE GARxhRmpjmisId ZIPgwE SmmjBYs i -t
k21ghLShiMicMRARSTR D= s

Sawe to file

License activation infaormation
HPotkfLPR L Pt sk b i’

+Cmnugwg 7 oS0 HGK OHICTZLTh IV my To Gl 3akoErsB GMal MLFokb ey
W IT4NCYBao7Lhsis21QbwQBQydagoFdeytyFILUOZIiDo 3O dtPHEN.
SaM

+/REIMETI e InFFFDQFQ QO RGYWE ConWZHZI S 1P tp s S hIM/B A0 L
d&n200h/FOFC 4B+ AcllaxialiskgH+t

+ sk T pO ke 5T 2T e Taciem b KG Rl j2anayd R2azn0TD Moo b
QO8gCzuvCyHKn L IRPEXIONS ORAPWQ c2 (2L ;l

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

Load from file

Back | Mext I Cancel | Back I@ Carcel |

Handling with documents using officeGATE

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

the documents using officeGATE.

Setting favorites

If you have a couple of folders/documents that you need to use more frequently, officeGATE offers the

possibility to define them as favorites and have an easier access to them. The yellow star (the 15t 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.
officeGATE v X
= Tree view i= List view & Search PRk o 2
o * Favarites

= % | contentACCESS
=15, Email archive (EA_Test)

E’L 1 £n #m Rkl
J‘? Open contentWEB

= Add to favorites
e-T=m i Refresh
a2 i Enable offline access

&=, Gl Enable offline access (recursive)

QY

&\ § GDPR File system (EA_Test)
Eﬂ----?ﬂ; SharePoint archive (EA_Test)
E-[#% Sharing (EA_Test)

Eﬂ----& Teams archive (EA_Test)
EEI----E Teams chat archive (EA_Test)
Eﬂ---- My Computer

[ja:) My SharePaint Sites

Eﬂ----(ﬂ. OneDrive

You can remove the selected locations if you do not want them to be included between favorites anymore. To
remove a favorite location from the list, open the Favorites node (blue star) from the pane, select your favorite,

open it’s context menu and click on Remove from Favorites option.
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officeGATE v X

= Tree view = List view & Search Pk o 2
=i Favorites

oW manuals

Al Open online

T
H--P¢ | conten
]! My Co
i@ My sh
- iy OneD

Create folder

Rename folder

Delete folder

Remove from Favorites

Upload new file

W B [x|e kR E

Refresh

Enable offline access
Enable offline access (recursive)

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).

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 - x officeGATE officeGATE
= i M (@] 4 - —
EE List view X Search PRt o Bliccvics iocarch Ll & Tree view = List view & Search
Mame
2R Favortes e TR e :
5% contentACCESS ¥ contentACCESS

‘\\tacatest\testfilesd

] My Computer
C:\0 TESTFILES i

= a} My SharePoint Sites
[+ ¢ OneDrive

F Email archive (EA_Test)

EE' File system archive (EA_Test)
5 SharePoint archive (EA_Test)
"% SharePoint proxy (EA_Test)
[~ Sharing (EA_Test)

E Teams archive (EA_Test) CATESTFILES3

E Teams chat archive (EA_Test) CATESTFILESS

B E My Computer CATESTFILES? y(
[J-"E:" My SharePoint Sites

CATESTFILESS
()¢ OneDrive CATESTFILESS
4

C\CorruptDelete
C\MonnieFile
CATESTFILESO
CATESTFILEST

contentACCESS =
File system archive (MNE Tenant) (11 items

Screenshot A: Tree view Screenshot B: List view Screenshot C: Collapse all

A) Tree view [.‘T-']: 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 alocal 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 #* Collapse all option you can collapse the nodes that have been previously opened in the Tree view

mode (Screenshot C above).

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

“w - »n

The topmost entry is displayed as “..” and links to the parent location whenit’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 *
= Tree view |:= List view & Search PRk o 2 = Tree view [= List view | S S% Pl o
* Fawvorites FileMame Size Folder CreationC
[—j%’ contentACCESS
E] Email archive (MMNE Tenant) EEBEHD_mEhOU... 544,60 KB CATESTFILES3  11/3/2017
BEE File system archive (MNE Tenant) = 950x0,pg 173.67 KB CATESTFILES3 117372017
"""" CATESTFILES3 E a-1024x768,Jpg 66.54 KB CATESTFILES3  11/3/2017
CATESTFILESS E a3sbbad3af7c.. 308.00 KB CATESTFILES3  11/3/2017
CATESTFILEST E bdb3d7041f7... 48.79 KB CATESTFILES3  11/3/2017
CATESTFILESS fOIdEf conteht %. business and ... 52.37 KB CATESTFILES3  11/3/2017
- CATESTFILESS W camera.png 646.51 KB CATESTFILES3  11/3/2017
Eﬂ""& Teams archive (EA_Test) &= cloud.mail_jpg 15.38 KB CATESTFILES3 117372017
&[5 Teams chat archive (EA_Test) = contentACCES.. 135.43 KB CATESTFILES3  11/3/2017
EEI----! My Computer
I:IH:) My SharePoint Sites
[H-¢@a OneDrive
< >

- contentACCESS = File system archive (MME Tenant) =
? 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 = officeGATE =
= Tree view [= List view | Search Pt o = Tree view [= List view |, Search 2| 8-
Mame Maodified - g Mame Madified - g

I. MME testing 1172172006 10045 AM Di I. Subfolderi 9/28/2016 10:20 AM  Ec

I. Subfolder2 10/4/2016 12:16 PM Ec I. Subfolder2 10/4/2016 12:16 PM Ec

I. Subfoldert 9/28/2016 10:20 AM  Ec I. MME testing 11/21/2006 10045 AM Dy
TESTe.dOD( 11/10/2006 8:51 AM Di officeGATE.db 8/5/2016 3:21 &AM Ec
TEST){.dOD( 11102006 841 AM Dy officeGATE.db 8/5/2016 9:54 AM Ec
MEETING MINUTES-2016.docx 10/27/2016 11:25 AM Ec searchingwithofficegate_eba.docx  9/13/2016 1:19 PM Ec
J Test case for office GATE setup.msg 10/26/2016 12:10 PM  Ec D EBAtestFILE.txt 9/13/2016 2:32 PM Ec
officeGATE setup test case.xls 10/26/2016 12:09 PM  Ec test.doo( 9/20/2016 4:.07 PM Ec
Tigrincskez.doo( 9/28/2016 8:25 AM  Ec Tigrincskeldoo( 9/21/2016 1:38 PM Ec
Tigrincske3.docx 9/28/2016 T:38 AM  Ec Tigrincske3.docx 9/28/2016 T:38 AM  Ec
Tigrfncske].docx 9/21/2016 1:38 PM Ec TigrfncskeE.docx 9/28/2016 8:25 AM  Ec
test.docx 9/20/2016 407 PM Et office GATE setup test casexls 10/26,/2016 12:09 PM  EC

E| eBatestFILEt
searchingwithofficegate_eba.docx

_'-] Test case for officeGATE setup.msg 10/26/2016 12:10 PM  Ec
MEETING MINUTES-2016.docx 10/27/2016 11:25 AM Ec

9/13/2016 2:32 PM Et
9/13/2016 1:18 PM Ec

officeGATE.db 8/5/2016 9:54 AM  Ec TESTx.doox 11/10/2016 8:41 AM D
officeGATE.db 8/5/2016 9:21 AM  Ec TESTe.docx 11/10/2016 8:51 AM D
< > < >

My SharePoint Sites = Testing site > Test Cases > Empty >
EBA (16 items)

My SharePoint Sites = Testing site > Test Cases > Empty =
EBA (16 items)

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

oldest to youngest”

Double-click on contentACCESS items in List view

Whenyou areinlist view and double-click on a contentCCESS item, its preview opens (the context menu option

Properties works the same).
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officeGATE v X
== Tree view Q. Search &-

‘ Date Title
T .

| 12/14/2020 2:00 PM Erik Larson
12/14/2020 1:459 PM Elena Ferrante

double-click

contentACCESS = Teams chat archive (EA Test) =

Emily Bronte = Chats

From this preview, it is possible to Open the original item or Close the preview.
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officeGATE v X
Treeview Search -

Sharing

Item is shared 4 times.

Show more

con

post.png

Erik Larson
14/12/2020
14:00:32

Emily Bronte

Erik Larson
14/12/2020
14:00:27

A 70 year old photographic
mystery.docx

Agnes Grey wikipedia.pdf
Bad Michael Jackson.docx
Can't Help Fallin in Love by
Elvis Presley.txt

Earth Song lyrics.txt

Elvis now Elvis Presley.pdf

W
=

Screenshot: Preview and details of a Teams chat archive item

If you click on the little arrow on the Open button, the following options for the item appear:

- Copydocument

- Send as attachment...
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- Send as link...
- Send as ZIPfile...
- Save...
- Share...
officeGATE voX
Tree view Search q

Sharing

Item is shared 4 times.

Show more

con

post.png

Erik Larson
14/12/2020
14:00:32

Emily Bronte

Erik Larson
14/12/2020
14:00:27

A 70 year old photographic
mystery.docx

Agnes Grey wikipedia.pdf

Bad Michael J3 Copy document
Can't Help Fall Send as attachment...
Elvis Presley.tx Send as link...

Earth Song lvri Send as ZIP file...
Elvis now Elvis Save..

Share...

Open s Close
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Searching in officeGATE

By using the search filter the user may quickly find the document what he is looking for. Searching among files
stored in the respective officeGATE providers is provider specific. This means, that officeGATE search uses the

search engine(s) of the respective provider. Search button is located in the header part of the officeGATE pane.

officeGATE v X
= Tree view = List \fiE‘.‘W 2| @8-
- Yl Favorites

"’i’ contentACCESS

E My Computer

E:" My SharePoint Sites

(a. OneDrive

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).
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officeGATE v X
== Tree view (= List view {23 -

Search in
All providers b
Keyword
virtual drive ~ | | S Search

83 document(s) found containing 'virtual drive' in All provi...

Mame Provider &

L& nNOTES FOR .. My Computer
B Spedial links.txt My Computer
¥ contentACCE... My Computer
B contentACCE.. My Computer
| contentacces.. My Computer

| contentacces.. My Computer
¥ contentACCE... My Computer
B contentACCE.. My Computer
| contentacces.. My Computer
| contentacces.. My Computer

| contentacces.. My Computer
= oo A .

b4

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 voX
= Tree view = List view fo N
Search in
contentACCESS hod
Keyword
wirtual ~v | | 2 Search

15 document(s) found containing 'virtual' in contentACCES..

Maodel Entity Folder

Email archive @tech-arrow.com Private\EA

|95 GDPRExchan... emily.bronte@tech-arrow.com Sent ltem:

|95 GDPRExchan.. eriklarson@tech-arrow.com Inbox

B File system a.. C\EATest_FSA test CAEATest_
195 Email archive emily.bronte@tech-arrow.com Sent ltem:
B 09.02.2021 1... pdf Sharing
" 18.03.2021 1... docx Sharing
B8 04.02.2021 1... pdf Sharing
B 19.03.2021 1... pdf Sharing
" 18.03.2021 1... docx Sharing
B 08.02.2021 9... pdf Sharing
< >

7

c) Inthe selected node’s content (hode=folder or library) = In this case locate the desired folder/library
inthe tree view and click onit. 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 (q):
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officeGATE 2, open the search menu *

ﬁ DocSetTest a

-l 1. select the library
I, FormLibTest

ﬁ Test protocols

ﬁ tra

|I|j Task testing

|I|j TaskTest

|I|j test

|I|j TestList

b4

Specify the keyword that you are looking for (in our use case “contentaccess”) and click on Search:
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officeGATE v X
== Tree view (= List view £}~

Search in

My SharePoint Sites\Testing site\Documents ~
Keyword

contentACCESS w2 Search]

11 document(s) found containing 'contentACCESS' in My 5.,

MName

SGP - conten...
GATE.content...
GATE.content...

195 New content...
195 contentACCE...
¥ TechArrow Te...
officeGATE pr...

MNew content...

H
H

= .
95 Give us some...

Debuglog.txt
fields.txt
<

Path

https:/ftecharrow.sharepoint.com/sites,/te:
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes
https://techarrow.sharepoint.com/sites/tes

>
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11 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 v X
= Tree view = List view fo N

Search in
My Computer ~ | | Options
Keyword
virtual drive ~ | | 2 Search

50 document(s) found containing ‘virtual drive’ in My Com...

Mame Path a

CA\Users\MMNE\TECH-ARROW a.s\Tech
B Spedial links.txt C\Users\MNE\TECH-ARROW a.s\Tech:
™! contentACCE.. CAUsers\MNE\TECH-ARROW a.s\Tech:
B contentACCE... CAUsers\MNE\TECH-ARROW a.s\Tech:
™! contentACCE.. CAUsers\MNE\TECH-ARROW a.s\Tech:
B contentACCE... CAUsers\MNE\TECH-ARROW a.s\Tech:
3] contentacces.. CA\Users\MMNE\TECH-ARROW a.s\Tech:
3] contentacces.. CA\Users\MMNE\TECH-ARROW a.s\Tech:

= }
< >

b4

Note: Only the documents located on the indexed local disks can be searched for.
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42 Indexing Options X

6 232 items indexed

‘& Indexing complete.

Index these locations:

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

Modify | ‘ Ghdvanced | | GPause ‘

How does indexing affect searches?

Troubleshoot search and indexing
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The following operations are available from the

context menu of the searched items (from the search

page):

Send as attachment*
Send as link*

Send as ZIP file*

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

Open contentWEB*

Open parent directory: Click this menu item to

open the parent directory of the selected file. This

context menu item is available from the search page

only.

Share *

officeGATE v X
= Tree view = List view &3~
Search in
contentACCESS b
Keyword
test ~ | | 2 Search

311 document(s) found containing ‘test’ in contentACCESS.

Model Entity Folde ™
O5 Email archive  emily.bronte@tech-arrow.com  Sent |
9% GDPRExchan.. emily.bronte@tech-arrow.com  Sent |
105

Email archive  emily.bronte@tech-arrow.com  Sent |

[~

= - - -
Email archive  enk.larson@tech-arrow.com

M|

% GDPRExchan.. |Fg@ Send as attachment

O5 Email archive | Send as link

E& File system a.. |[] Send as ZIP file

B2 File system a.. | ¥ Save document(s) locally

BB File system a.. |[[] Copy document(s)

OF GDPRExchan.. ([ Open

&l GDPRApplica.. | 4  Open contentWEB

OF Email archive [4 Open parent directory

©F GDPRExchan... |4 Share

B File system a.. CNEATEST_FSATest CHREER
9% GDPRExchan.. eriklarson@tech-arrow.com Sent |
05

GDPRExchan... emily.bronte@tech-arrow.com Sent |
E Teams archive CAEATest Team Genel

=] - -
9% Email archive  elena.ferrante@tech-arrow.com Inbox

17 Ciln rosrdnmn . CAEATArd COA 4ncd FAEN

< >

b4

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

Searching with Search suggestions

If the Search suggestions are enabled in System settings for the contentACCESS server officeGATE is

connected to, system generate search suggestions. Search suggestions are possible search terms related to
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what you are looking for and are generated from the document contents, thus only those terms will be
suggested, which are related to at least one of your documents.

officeGATE v X
= Tree view = List view &3~
Search in
contentACCESS\Email archive (EA_Test) W
Keyword
£ Search
tentACCE...
test
. — ~
testing
Testmail -
or;

M5 "noreply@tec.. Periodical search result
195 0 emily.bronte.. OG Search

Searching with Hit highlighting

If the Hit highlighting is enabled in System settings for the contentACCESS server officeGATE is connected to,
the located words will be highlighted with yellow in the search results.
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\_~
¢ techarrow
officeGATE v X
Tree view List view Search
— L ~
Participants
Early, Emily Bronte <emily.bronte
Show more
Subject
You've joined the Early_Group group
10/2/2020 2:53:55 PM
False
nline Attachments
14 inline attachments
Show more
W

Open... - Close

Search query language
The search query language is used to specify conditions on documents which have to be returned as result when
searching the archive. The search query language used in any user interface of contentACCESS can be divided

into following categories:

Source specification
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The searching user can specify where to search on different levels: tenant, model, entity
Tenant:(string) - select a tenant by name; search in tenants having the specified string in name
MTID:(string) - select a model by type identifier (EmailArchive, FileSystemArchive, SharePointArchive)

Source:(string) - select a model by keyword; search in models having the specified string as a keyword (email,
file, sharepoint). This is similar as the MTID mentioned, but accepts more free model specification. Possible

values are:

= For FileSystemArchive: file, fs, filesystem, archive

=  For EmailArchive: archive, email, mail, mailarchive, emailarchive

Examples:

=  source:file

= source:mail

Entity:(string) - select one or more entities by name; search in entities having the specified string in name.

Entity name is mailbox address in Email archive and Root folder path in File system archive.
Examples:

= entity:abal@tech-arrow.com - search in ABAL’s mailbox

= entity:c:\temp - search in c:\temp folder

Property value specification

The following properties can be used to specify conditions on documents to be returned as result when

searching the archive:

Date

Applicable only for properties of “date” type. Exact date specification has to be in format YYYY-MM-DD (no

hours, minutes, seconds can be specified).
Example:

= date:(2016-12-05)
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Available placeholders: now - means this hour; today, yesterday, this week, last week, this month, last month,

this year, last year
Example:

= date:(now), date:(last week)

Number
Numbers are written as usually (1, 2, 3...). For the size conditions also units can be specified:
K| KB - size in kilobytes
M | MB - size in megabytes
G | GB - size in gigabytes
T | TB - size in terabytes
Example:
= size:(>1K) - files or emails (depending on the archive) larger than 1 KB
Range

Two types of ranges can be specified: numerical and date ranges. Ranges can be upper bound, lower bound or

aninterval. A range can be specified as a value for all properties of type “date” and “number”.
Prop:(>value) - the value of property “Prop” is greater than “value”

Prop:(<value) - the value of property “Prop” is less than “value”

Prop:(valuel, value2) - the value of property “Prop” is greater than “value1” and less than “value2”
Examples:

= size:(1K, 1M) - files/emails (depending on the archive) larger than 1KB and smaller than 1IMB
= date:(2016-10, 2016-12) - files created/modified or emails sent (depending on the archive) in the last
quarter of 2016

Filename

officeGATE Manual | Version 5.0 | ALL RIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 89/197


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

.  Our vision of technological evolution G

% techarrow

Finds items by attachment name (Email archive) or file name (File archive). Wildcard characters can be used for

filename pattern specification (* or ?). They have the same meaning as when searching for files in Windows.
Filename:(*.txt) - this will find all attachments and files having the extension .txt
Filename:(file) - this will find attachments and files having the exact name “file”

Filename:(file.*) - this will find attachments and files named “file” of any type (extension)

Properties in different archives
When specifying a boolean value for a property in query, the following notations can be used:

= true|yes|ystand for True

= false|no | nstand for False
Property names and values are not case sensitive. Wildcard characters (* and ?) can be used everywhere.
The character ‘|’ means an option or alternative (in cases if multiple property names and values can be used).
If the value is specified in quotes (e.g. “value”), it is considered as a phrase.
Example:
= “brown fox” will find all documents that contains the words “brown” followed by word “fox”
Email properties

The properties below are applicable when searching in Email archive

if true, finds emails having one or more attachments; if
HasAttachment: true | false ) ) )
false, finds emails having no attachments

Importance: Low | Normal | High finds emails with the specified importance level

. Normal | Personal |
Sensitivity: finds emails with the specified sensitivity level
Private | Confidential

Flag: true | false find emails having a flag set (true) or not set (false)

AttachmentCount: (number) finds emails with the specified attachment count
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Bcc: (string) condition on addresses in BCC tag of the email
Category: (string) condition on category
Cc: (string) condition on addresses in CC tag of the email

condition on folder path; possible to find emails only in
Folder: (string) the specified folder (backslash is used as path separator,

e.g. Inbox\Important)

ReceivedDate: (date) condition on receiving date
RetentionTime: (number) condition on retention time (in months)
Sender | From: (string) condition on email sender
Date | SentDate: (date) condition on email’s sent date
Size: (number) condition on email’s size in bytes
Title | Subject: (string) condition on email subject
To: (string) condition on email’s recipient
Body: (string) search in the mail’s body text
Attachment: (string) search in mail’s attachment text

File properties

The properties below are applicable when searching in File archive

CreationDate: (date) condition on file's creation date

Title | Filename: (string) condition on file’s name

condition on file’s path (\ is the path separator as in Windows, e.g.

Folder: (string)
c:\documents\rfa)
Date |
(date) condition on file’s creation date
ModifiedDate:
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Size: (number) condition on file’s size in bytes

SharePoint document properties

The properties below are applicable when searching in SharePoint archive

CreatedBy: (string) condition on user who created the file
CreationDate: (date) condition on creation date
FileSize: (number) condition on file size
Date | ModificationDate: (date) condition on modification date
ModifiedBy: (string) condition on user who modified the document
Name: (string) condition on document name
Title: (string) condition on document title
VersionNum: (number) condition on document’s version number

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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Providers

contentACCESS

My Computer

(including local

Dropbox and
OneDrive
folders)
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Operations on folders/libraries using

A N N NN

A N N N N N

their context menu

Open contentWEB
Add to favorites
Upload new file
Refresh

Enable offline access

Enable offline access (recursive)

Open

Create folder
Rename folder
Delete folder
Add to favorites
Upload new file
Refresh

: %= Tree view = Listview Q Search

officeGATE v X

[ * Favorites.

B contentACCESS

[—j@ Email archive (EA_Test)

E‘E elenaferrante@tech-arrow.com
Calendar

Open contentWEB
Add to favorites

Upload new file

= Refresh

Enable offline access

Enable offline access (recursive)
pplication

-1, GDPR Exchange (EA Test)
- [ GDPR File system (EA Test]
]E, SharePoint archive (EA_Test)
]ﬁa& SharePoint proxy (EA_Test)
il-[#¥ Sharing (EA_Test)

Ef Teams archive (EA_Test)

[E2} E Teams chat archive (EA_Test)
£} ! My Computer

=2 a:) My SharePoint Sites

[ i OneDrive

k4

&
&
&
&
&
&
[
[

: %= Tree view = Listview Q Search

officeGATE MR
s
=3 * Favorites

(- % contentACCESS

[—]! My Computer

My Documents

Open

Create folder
Rename folder
Delete folder
Add to favorites

Upload new file

I
I
IE|
7Y
3
(%

[E
£ Refresh

[ T\
[ H} My SharePoint Sites
[ ¢ OneDrive

k4
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Library:

v" New (with submenu items based on
the selected site/document
set/folder/list templates)

Open online

Add to favorites

Upload new file

Refresh

D U N NN

Folder/document set:
v New (with submenu items based on
the selected site/document

set/folder/list templates)

SharePoint

Open online
Rename folder
Delete folder
Add to favorites
Upload new file
Refresh

A N U NN

List:

v" New (with submenu items based on
the selected site/document
set/folder/list templates)

v" Openonline

Add to favorites

v" Refresh

AN

officeGATE
EEE List view Q& Search

E
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bbbl

E
E
E
E
E
E
E_ |
E
E
E
E
E

]Hz} Test Microsoft Team

]Hz} Test Subsite
]E} VWE
_;|....ﬂ Company photos

'3""@ Del

K-

New
7 Open online

Upload new file

(4]
vy Add to favorites
23]
-

% Refresh

ocSetTest

D
D

(as)

ocuments
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officeGATE MR
%= Tree view = Listview Q Search A
* Favorites

v Open online -7 contentACCESS
! My Computer
4 Create fOIder a:‘ My SharePaint Sites
=R~ i
v" Rename folder o hovena
O D : d v Delete folder E cA manuals pictures
nevrive an . 4 M@ Openonline
. v Add to favorites i k@ Create folder
OneDrlve for v . - f[@ Rename folder
s Upload new file 4 [[@ Delete folder
usiness Iy Add to favorites
v' Refresh :
[E2) 7y Upload new file
v' Enable offline access Yo Refresh
. . S Enable offline access
v Enable offline access (recursive) iy DOl )
- XML preparations
EEl""(& Business

7

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

providers

contentACCESS

My computer
(including local
Dropbox and

OneDrive files)
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% techarrow

Operations on files using their context

A N N NN Y U U N U N RN

N N N N N Y U N U U N

menu
Open
Open contentWEB
Send as attachment
Send as link
Send as ZIP file
Properties
Save document(s) locally
Copy document(s)
Create folder
Refresh
Upload new file
Enable offline access
Share

Open

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
Share

officeGATE v X
| %= Tree view [= List view | Search | 8-
| FileName -~ Size Folder CreationC
t.
! wikipedia
Open
Open contentWEB
Send as attachment
Send as link
Send as ZIP file
Properties
Save document(s) locally /2/2020
Copy document(s) /2/2020
3 /144202
s Create folder [
/2/2020
Refresh /2/2020
Upload new file /2/2020
Enable offline access /2/2020
/2/2020
Share
/2/2020
E Interpreting 5. 124 KB CM\EATest_FSA ... 10/2/2020
officeGATE v X
| = Tree view [:= List view | Search |48
| Name - Type Last modified ~ Size ™

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

Open

1100 Send as attachment 0 KE
£ 154408 Send as link s M
[ 1564 Send as ZIP file 5 M
[£) 160 Save document(s) locally 7 KB
& 1up Copy document(s) 5 KB
£ 1upl® Delete document 5 KB
£ 1up Rename document 5 M
%: 2019 Create folder S M
1] 2014 M
. Refresh

1% 2014 M
2 2014 Upload new file 8 M
[&) 2014 Share 35 M
(& 2016-18-colle.. pdf 11/6/2020 104, 0,98 M
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v New (with submenu items based on the
selected site/document set/folder/list
templates)

Open online

Send as attachment

Send as link

Send as ZIP file

Properties

Sharepoint

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

Upload new file

Share

D N N N N Y U U U U N

Open online

Send as attachment
Send as link

Send as ZIP file

Save document(s) locally
Copy document(s)
OneDrive and
Delete document
OneDirive for
Rename document
Business
Create folder
Refresh

Upload new file
Enable offline access

Share

N N N O N N U N N N N RN

officeGATE v
| = Tree view [i= List view | Search

MName Modified Modified By

t.

= New item fold... 5/18/2020 2:0...

™. Bakonybél Sk... 5/11/2020 3:3...

B BLA.docx 5/15/2020 12t Lol i
2112021 2:1... -

= New »

~| Chang
@ Docur
@ Docur

Open online

Send as attachment
&3 DocuT Send as link

Excelif Send as ZIP file

8 Micro Properties

ol

85 MNET Check out document

~1 Mann
[ Perio

I+

Save document(s) locally

m]

Copy document(s)
B2 PeT.p Delete document
B3 prese Rename document

Mre_cd ,

Refresh
IRE_inf"™

HIRE. Upload new file

@ sp_calj# Share

@ TestingMNE.d...  5/15/2020 8:2...

officeGATE v
%= Tree view [:= List view |, Search

| 8|

| 8-

MName -~ Extension Last modified  Size

t.
' Pictures 7/16/2018 1:1..
XML 5/23/2018 14,

& contentACCES... docx

£ conterf3  Open online

WIB

@ contenfl@  Send as attachment "
@ contenfr@  Send as link "
&% contenffed  Send as ZIP file -
% contenf & Save document(s) locally VB
& conterF]  Copy document(s) B

[ Delete document

[ Rename document

[@ Create folder

o Refresh

kD Upload new file

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

onit).

Open contentWEB

Note: This option is active only on the contentACCESS provider.

It is possible to open contentWEB directly from officeGATE in Outlook. The function can be used on:

= provider node - redirects the user to contentWEB; no specific entity, folder or item is selected

officeGATE v X
EE List view < Search Pk o 2

+--Ji Favorites

Y contentACCESS
m My ~ Open contentWEB |
E my| = Refresh
H-¢@am Ond ¥ Settings
() Hide this provider
Enable offline access (recursive)

= entity node - opens the selected entity (mailbox, file archive root, etc. - depending on model type) in
contentWEB
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officeGATE v X
EE List view < Search Pl o o4

-l Favorites
=% contentACCESS

£ Eq Email archive (EA_Test)
FE File system archive (EA_Test)
~ GDPR Application (EA_Test)

GDPR Exchange (EA_Test)
GDPR File system (EA_Test)

Fﬂ;. SharePoint archive (EA_Test)

----H_'}_EAIn:H:Tra

-1-—. s Open contentWEB

[ sh Yy Add to favorites
% Refresh

Enable offline access

- My Co Enable offline access (recursive)
[]H:) My SharePoint Sites
[+ ¢@m OneDrive

= folder node - opens the selected folder in contentWEB
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officeGATE v X
EE List view < Search Pl o o4

* Favorites

5" contentACCESS

BEq Email archive (EA_Test)

[—:IE elena.ferrante@tech-arrow.com

e Calendar

Open contentWEB
Add to favorites

-
|
& @ Upload new file
% Refresh

- Enable offline access

2-Ep Fi Enable offline access (recursive)
3&3"; GDPR Application (EA_Test)

E

E

i (L, GDPR Exchange (EA_Test)
a1 § GDPR File system (EA_Test)
E

E

E

E

jFﬂ;. SharePaint archive (EA_Test)
3_4‘ SharePoint proxy (EA_Test)
- [ Sharing (EA_Test)

]& Teams archive (EA_Test)
&[5 Teams chat archive (EA_Test)
[]! My Computer

[]E:) My SharePaint Sites

EEI----(& CneDrive

=  document node - shows the selected document (email, file...) in contentWEB
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officeGATE v X

= Tree view Q, Search fo N
| FileMame . Sjze Folder CreationC
T .

Wikipedia

1 1001 movie Y. 37,0KB CAEATest_FSA ... 127147202
2016-18-colle... 0.98 MEBE CAEATest FSA .. :
— A

@ a5 Open 0/2/2020
@ A |ﬂ Open contentWEB 2/14/202
o gri 0@ Send as attachment 2/14/202

'I Br E Send as link 20147202
gy Send as ZIP file 0/2/2020
Hgy  Properties 0/2/2020
£ ch ® Save document(s) locally 2147202
£ chl[] Copy document(s) 0/2/2020
m_—‘ Cg Create folder 0/2/2020
& Cr 07272020

. | %% Refresh

< Di 07272020
£ pit@  Upload new file 0/2/2020
£ B Enable offline access 0/2/2020
=)

.‘ Int Iﬂ Share 07272020
& Mastercara g, 273 KE CRERTEST FoR ... 107272020
&) new_student_i.. 421 KB CA\EATest FSA ... 10/2/2020
e Disability... 358 KB CAEATest_FSA ... 107272020
+ Release of Inf.. 185 KB CA\EATest FSA ... 10/2/2020

Online opening and editing of files directly from officeGATE

If you need to check a file or to do any modifications to it, choose G Open 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 M
== Tree view Q Search &3~

FileName Size Folder CreationC
t.
Wikipedia
| 1001 movie y... 37,0KB CA\EATest F5A .. 12/14/202

oo “~2/2020
— Open
Q- Acag 2/2020
. B4 Send as attachment
@= Agne ) 147202
. 51 Send as ZIP file
B: Bron ] 14/202
Properties

| Brus 14,7202
£ gusin ¥ Save document(s) locally 2/2020
£ gusid 1 Copy document(s) 2/2020
£ Char||# Share 14/202
& Checkfree.pdf 139 KB CAEATest FSA ... 107272020

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”
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 & Send as link from the file’s context menu. It is
possible to select multiple files to attach, or to send links to multiple files.

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

documentation in one place, and it saves email storage.
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2 Untitled - Message (HTML)
officeGATE v 8
& Tree view [\= List view | Q Search 8- File ~ Message Insert Options FormatText Review Help  Acrobat Q Tell me what you want to do
| FleName  « size Folder Creations
: - . Pl & AL </ 7 v!
) O &)
Wikipedia Paste Basic | Names | Include | Attach File Tags | Dictate Hide Share Manage Upload to Manage Insights View
11001 movie y.. 37,0KB C\EATest_FSA .. 12/14/202 v S | Teav v v via Link v ¥ e panel Archive contentACCESS Archive Templates
£ 2016-18-colle.. 0,98 MB CA\EATest_FSA ... 10/2/2020 Clipboard [ Adobe Acrobat Voice Sensitivity officeGATE mycompanyarchive Archive | contentACCESS Share | contentACCESS Email Archive My Templates | A
=R Open S 3
@ Agnes B op /202 5 officeGATE v X
& eronte ~ Open contentWEB 202 > From v @tech-arrow.com A = =
B g Send as attachment T Tree view i Listview Q Search -
2 Send as link Send To My Favorites
s :"“"E Send o ZIP fle Lo 7§ contentaCCEss
£ Busine:
Bohang | ProPerEs e e B 1y Computer
< Charlot /. > My SharePoint Sites
2 chect ¥ Save document(s) locally bozo :
& Subject @ OneDrive
@ compy T Copy document(s) bo20 7
£ Credit- Create folder ?02&\ -
ti Disabill = pefresh po2o ™ Academic Transfer.doex
< High sy jzo20
§ @ Upload new file
£ 18.BAS po20
£ terpr|  Enable offline access bozo
£ Maste i#  Share 2020
£ new student_i.. 421 KB CAEATest_FSA .. 10/2/2020
£ NSC Disability... 358 KB CAEATest FSA .. 10/2/2020
£ Release of Inf... 185 KB C\EATest_FSA .. 10/2/2020
< >

contentACCESS > File system archive (EA Test)>
C:\EATest FSAtest

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.
3. Send thefiles to the addressee.
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officeGATE T x
' Tree view = List view |4 Search 8- File Message Insert Options FormatText Review Help  Acrobat Q  Tell me what you want to do
Modiied  Modfied by
SICHOI B 7
A TR ] a7 L4 G
Paste Basic | Names  Include | AmachFile | Tags | Dictate Hide  Share Manage Upload to Manage Insights View
v | Tem- | - v valinkr |~ - panel Arthive conteAtACCESS Aschive Templates
Cipbeard 15 adobe acrobat ot | ety | oCOGATE | mycompanyarchi Archive | comantaCCESS Share | comtemaCCESS Emai archive Wy Templates
Journal2v2.pr |
*  Save documentis) locally -
; I officeGATE b
T Copy documentis) From v tech-arrow.can
B T Tree view i List view S Search -y
B Delete
o Sena To - Foites
o Relresh i contentACCESS
i+ share - By Comgurer
- @ My Shavepoint Saes
il fi OneDrive
Deocumentszip -
=) ‘Send as Adube Document Cloud fink B2 Mo &
| % 27 fite name - | <
|| ertertrerame ot e 2 e |
I'm sending you these files from folder: Documents
| Journal2.ang
{ Cancel Journall.png
o Bracelet.pag
Best regards,
My ShoPoin Sites > Testingaie> TestSubsite>
MoormSPA> Docurnls.

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 - x Save document(s) *
' Tree view [ List view |, Search @ ~ v 4 <« Techarrow - Product manuals > Diagram » ~ (&) 2 Search Diagram
| name Modified Modified By
T . Organise New folder = - 0
New 4 PersonalSub -~
oumallPNa| f4  Open online To upload
o uploa
# Journal2.png g Send as attachment P
2. Journal2v2.pn &g Send as link Translation
Gl Send as ZIP file XML preparatior
Properties
@ OneDrive - TECH- lcons Logos
Check out document
|*  Save document(s) locally | [ TECH-ARROW ass
7] Copy document(s) Techarrow - Proc
B Delete document
2 Rename document % This PC
% Refresh _# 3D Objects
& Upload new file [ Desktop
A Share Documents v

Folder: | Diagram

My SharePoint Sites = Testing site > Test Subsite =

Select Folder Cancel
MonnieSPA > Documenis
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Copying/pasting document(s)

Selected documents can be copied into another providers’ folder or library. Just open the file’s context menu
and select Copy document(s) from the list. Then navigate to the target location where you want to make a
copy, click on it and open its context menu. Select Paste document(s) from the list and wait until officeGATE
uploads your document(s) to the target location. Copy/paste function works with CTRL+C/ CTRL+V control

codes, too.
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officeGATE v X
== Tree view Og Search fo N

. Name Checked Out.. Modified Modifi

T .
[ DeleteTest
= 20200809_152...

1/18/2018 2:3...
2/9/2021 5:.03...

[4 Openonline

[d Send as attachment

[d Send aslink

[Z] Send as ZIP file
Properties

Check out document

Save document(s) locally

Copy document(s) I
Delete document

Rename document
Refresh
Upload new file

Share

B B 0 ETEe

My SharePoint Sites = Testing site > Test Subsite =

Documents = MonnieTesting

Screenshot A: Copy document(s) from a source location

Deleting document(s)

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

on Delete document.

officeGATE v X
EE List view < Search 2| @8-

- Yl Favorites

% contentACCESS
! My Computer

t H:} My SharePoint Sites
Bfa CneDrive (offline)
El(a Personal

cA manuals pictures
cA Maohile

Open online

Paste document(s)

Create folder
Rename folder
Delete folder
Add to favorites

Upload new file

SRR SRR =’ [0

Refresh

Enable offline access
Enable offline access (recursive)

x

Parent folder
PersonalSub
To upload

Translation
KML preparations
[+ ¢@m Business

",?

Screenshot B: Paste document(s) to a target location
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officeGATE v X
== Tree view Q. Search fo N

‘ MName «  BExtension Last modified  Size
T .
017.0 12122017 1.
0.19.0 12122017 1.
0200 121472017 3.,
0220 1/15/2018 3:0...
1-1 FAe/2018 1:1..

105 screens FA372018 2:2...

Open online
Send as attachment
Send as link
Send as ZIP file

Save document(s) locally

Copy document(s)

Delete document I
Rename document

Create folder

Refresh

Puw BPTw L& G

Upload new file

Enable offline access

y

Share

OneDnve > Personal = cA Mobile = Pictures

Renaming documenty(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 X
E Tree view Qg Search -
| Mame & Extension Last modified  Size
T .
017.0 12/12/2017 1.
018.0 12122007 1.
0.20.0 12/14/20107 2.
0.22.0 1/15/2018 3:0..
11 Fi16/2018 1:1..

i0S screens T13/2018 2:2..

EA AppStore. Plg N
Open online

Send as attachment
Send as link
Send as ZIP file

& G]

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

Rename document I

Create folder

Refresh

B 0 R BT

Upload new file

Enable offline access

S

Share

% Rename document — *

Enter the name of the document

< >

OneDrive > Personal = cA Mobile = Pictures OK | ‘ Cancel ‘

Creating folder(s)

There are two ways to create a new folder.

First way is to 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 X officeGATE v X

= Tree view Q, Search fo N == Tree view C, Search fo N
FileName - Size Folder CreationC ‘ FileName « Size Folder CreationC
t. t.
Wikipedia Wikipedia

B 1001 movie y.. 37T0KB C\EATest_FSA .. 12/14/202

[ Open
£ 20 Q272020 £ 2016-18-colle... 0,98 MB CAEATest FS4A ... 107272020
_. |~ Open contentWEB /2l . ) ! - /2l
o= A Q272020 B= Academic Tra.. 16,2 KB CAEATest FS4A ... 107272020
—. |B8 Send as attachment .
0= Ag A 27147202 0= Agnes Grey.d.. 428 KB CAEATest FSA ... 120147202
. |E8 Sendas link .
Bs Bry ) 27147202 B: Bronte_poems... 10,5 KB CAEATest FSA ... 120147202
=1 Send as ZIP file /14l — Hremep ! el
| B B 27147202 | Brussels Spro.. 525 KEB CAEATest FSA ... 120147202
i Properties i ]
< B Q272020 & Business Acco.. 352 KB CAEATest FS4A ... 107272020
. ¥ ., .
£ ¥ Savedocument(s) locally 0/2/2020 £ Business Chan... 1,11 MB C:\EATest_FSA ... 10/2/2020
£ {0 Copy document(s) 2/14/202 £ Charlotte Bro.. 434 KB C:EATest_FSA ... 12/14/202
& C?‘IE Create folder I Q272020 £ Checkfree.pdf 139 KB CAEATest FS4A ... 107272020
8 C{r  Refresh 0/2/2020 B Computer.docx 102 KB C:\EATest_FSA .. 10/2/2020
e ) Q272020 £ Credit-Bureau.. 329 KB CAEATest FS4A ... 107272020
. |@ Upload new file N
< Di Q272020 & Disability Serv... 270 KB CAEATest FS4A ... 107272020
£ Hi Enable offline access 0/2/2020 £ High speed 0. 1,32 MB C:\EATest_FSA ... 10/2/2020
£ B I_ﬁ Share Q272020 £ IE_BAS Progra.. 465 KB CAEATest FS4A ... 107272020
& Interpreting S... 124 KB CAEATest_FSA ... 107272020 £ Interpreting 5. 124 KB CM\EATest_FSA .. 10/2/2020
£ Mastercard g.. 473 KE CAEATest_FSA ... 107272020 + Mastercard g.. 473 KB CAEATest FS4A ... 107272020
&) new_student_i.. 421 KB CA\EATest FSA ... 10/2/2020 &) new_student_i... 421 KB CAEATest FSA ... 10/2/2020
e Disability... 358 KB CAEATest_FSA ... 107272020 £ NSC Disability... 358 KB CAEATest FS4A ... 107272020
+ Release of Inf.. 185 KB CA\EATest FSA ... 10/2/2020 + Release of Inf... 185 KB CAEATest FSA ... 10/2/2020
IE Create folder I
% Refresh
< 3 < ¢®  Upload new file 3
#* Share
contentACCESS = File system archive (EA Test) = contenmreee L= N e=1 0= AL = b A S =1 8]
CAEATest FSA test CAEATest FSA test
% Create new folder - 4

Enter the name of the new folder

I TECH-ARROW

OK Cancel
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Second way works for MySharePoint Sites only. First, select New (1) from the item’s context menu (or
switch to list view and right click into the navigation pane). Then select Folder (2) from the available options.

The Create new folder dialog opens. Type in the folder’s name and click OK.

officeGATE Manual | Version 5.0 | ALL RIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 110/197


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

.  Our vision of technological evolution G

% techarrow

officeGATE v X officeGATE v X
= Tree view Q. Search &-| = Tree view Q. Search &-|

| Name Modified Modified By | Name Modified Madified By
T .
A Bracelet.png 5/11,/2020 10:...
- 2. Journall.png 7/4/2019 4:56...
& 1oy O CF|— Folder 2, % Journal2.png 7/4/2019 4:56...
I"-Jc:uIE 5¢@  Word document 2. Journal2vz.png 7/4/2018 4:36..,
Bd S€a  Excel workbook
=S¢5 PowerPoint presentation
Pla  OneNote notebook
Cha: Forms for Excel
. | New 1, »
@ isio drawin
r 5 2 o R|— Folder 2, ‘
T Cia® Document 2 Word d .
@ ord documen
& Delete document @& U+
8 Excel workbook
[ Rename document = Sh ) )
o’ PowerPoint presentation
Fa |
= Refresh @ OneNote notebook
@ Upload new file a' Forms for Excel
#  Share @ Visio drawing
o Document
My SharePoint Sites = Testing site > Test Subsite = My SharePoint Sites = Testing site > Test Subsite >
MonnieSPA = Documenis MonnieSPA = Documents
% Create new folder - >
Enter the name of the new folder
I TECH-ARROW
QK Cancel
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Uploading new file(s)

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

until the upload process has ended.

officeGATE v X
EE List view <4 Search Pk o 2

- i Favorites
- Y contentACCESS
= My Computer

- Macktan
Open

e

I

i i H i i
TR

Create folder
Add to favorites

Upload new file I
Refresh

AE e

o O
[—jH} My SharePaint Sites
E:) Testing site
EEl----(a COneDrive

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 officeGATE v X

EE List view < Search 2| @~
* Favorites

&% contentACCESS

E My Computer

' E:) My SharePoint Sites

¢ O -
- E,;' Refresh I

£¥  Settings
() Hide this provider

7

Sharing files directly from MS Outlook

Sharing with contentACCESS version 4.2 or older

EE List view < Search Rl o =
* Favorites

*F contentACCESS

== My Computer

i E:) My SharePoint Sites

Elfi OneDrive

Bfi Personal

cA manuals pictures
- cAMobile
ri bnhile Belesce nntes
[4 Openonline
Create folder
[@ Rename folder
. \r@ Delete folder
T Add to favorites
@ Upload new file
E.; Refresh I
Enable offline access
Enable offline access (recursive)

DOy
Parent folder
PersonalSub
To upload
Translation

XML preparations

[ Business

7

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.
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When uploading a file to the “My share” folder the application automatically generates a link pointing to
thefile, 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

pluginis licensed.

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

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

contentACCESS (more information here).

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

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

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

directly from the upload dialog as well (described later).
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N~
¢ techarrow
u;_; contentACCESS connector settings - x
Settings
v Connection
/ Server name: ‘hﬁps:;‘fcaea.’[ech—arrow.comj
Generate connection URL
Connection URL: https://caea.tech-arrow.com/contentACCESSWS/ModelService.svc
General
Maximum number of lookup items: 20 =
[ Sharing A
Show sharing button on the toolbar
[[] Use default settings and don't ask before new sharing
Expiration days: 1 =
Downlead count limit: 1 2 0 = no limit
% 7
Email archive
Show email archive buttons on the toolbar
Login | ‘ Logout Save | | Cancel

After successful connection expand the contentACCESS node. The sharing plugin is located under
contentACCESS node in the officeGATE pane. The shared files will be saved into the folder located under

this node.
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officeGATE
EE List view < Search

* Favarites
5% contentACCESS
E1 Email archive (MNE Tenant)
FE File system archive (MNE Tenant)
E:, SharePoint archive (MNE Tenant)
[ %4 Sharing (MNE Tenant) ]

My shares
El""E My Computer
Eﬂ""fa OneDrive
[jH} My SharePaint Sites

4. If contentACCESS is connected with officeGATE, you can share files.There are 2 options how to do

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.

= Archive

7 v

Hide Share with
panel contentACCESS

officeGATE

officeGATE
EE List view @ Search

W Favorites
5% contentACCESS
E‘ Email archive (MNE Tenant)

Fﬁ File system archive (MNE Tenant)
B SharePoint archive (MNE Tenant)
=] % Sharing (MNE Tenant)
My shares
- E My Computer
/‘. OneDrive
a:) My SharePoint Sites

[ Open X
™ » This PC » Documents > ~ 0 Search Documents »
Organize ~ New folder in | e
Ransomware - fi ®  Name Date modified Type Size
Ransomware fing Adobe 19-Dec-16 16:38 File folder
Ransomware vid Camtasia Studio 10-Jul-17 10:00 File folder
~ Ransomware vid Custom Office Templates 20-Dec-16 12:06 File folder
- X% Scheme My Received Files 05-Jun-17 12:46 File folder
scheme animatic Qutlook Files 05-Sep-17 17:26 File folder
s
=2 SPA issue SQL Server Management Studio 06-Apr-17 16:09 File folder
Visual Studio 2010 06-Jul-16 09:38 File folder
= This PC Visual Studio 2015 21-Nov-17 1522 File folder
3 3D Objects =) 15-Feb-17 16:29 Outlook ltem 36 KB
B Apple iPhone
m Desktop
|2 Documents v < >
File name: ~
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b) From the share folder’s context menu: Open the context menu of the “My shares” folder under the

“Sharing” plugin and select “Share new file* from the menu. Select the file that needs to be shared

. « »
and click “Open”.
& open x
4~ [ > ThisPC > Documents > v | | Search Documents R
Organize = New folder =~ m @
~
Ransomware - fi ©  Name Date modified Type Size
Ransomware fin: Adobe 19-Dec-16 1638 File older
Ransomware vid Camtasia Studio 10-Jul-17 10:00 File folder
officeGATE v X Ransomware vid Custom Office Templates 20-Dec-16 12:06 File folder
"= Tree view = List view Q Search | @ Scheme My Received Files 05-Jun-17 12:46 File folder
=i Favorites scheme animatic Outlook Files 05-Sep-17 17:26 File falder
Q ¥ contentACCESS SPA issue SQL Server Management Studio 06-Apr-17 16:09 File folder
== F‘ Email archive (MNE Tenant) Visual Studio 2010 06-Jul-16 09:38 File folder
[Z5 File system archive (MNE Tenany) 3 This PC Visual Studio 2015 21-Nov-17 1522 File folder
' E-rg; SharePoint archive (MNE Tenant) » 3D Objects od 1y 15-Feb-17 16:29 Outlook ltem 36 KB
=8 %T Sharing (MNE Tenant) R Apple iPhone
My share:
I My Co ¥y Add to favorites m Deskiop
@ OneD@ _Share new file [ Documents v ¢ >
E:) My Shi /= Refresh ’
File name: ~
Enable offline access
Enable offline access (recursive) Cancel

5. The “Process document with contentACCESS” dialog will open automatically. The user may change
here the

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

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

above. Change the values for your share if needed and click “Upload” to start the upload process.
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% Process document with contentACCESS — O >
Target
' My shares
Document
Mame Ch\Users\mne\Desktop\Monika2\Obrazky\Photoshop\Maojito bubbletea\56f9b27 2f0ef1.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

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.
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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.

Untitled - Message (HTML)

= &l
MESSAGE INSERT

(Shared file will be available until '31/01/2018 23:59' and can be downloaded unlimited time(s).)

?T ®H . — O X
OPTIONS FORMAT TEXT REVIEW DEVELOPER
szl e r I B 5 > o
Mg W )y H s 7 v
Y@ ’ S £ | i
. " ! High Importance | _ A
Paste B I U % A Address Check Attach Attach Attach Signature = Assign Zoom | Appsfor | Hide Upload to
© Book Names | contentACCESS file  File Item ~ = Policy ~ ¥ Low Importance Office panel contentACCESS
Clipboard ™ Basic Text Names contentACCESS Include Tags | Zoom | Add-ins | officeGATE contentACCESS Share ~
From - officeGATE VLl
=1 = Tree view = Listview Q Search allc ™
To...
Send ° W Favorites
oo ¥ contentACCESS
E My Computer
S &, OneDrive
E} My SharePaint Sites
tolorzzz.gng

It is also possible to attach a contentACCESS file directly from the compose window. Click the Attach

contentACCESS file button in the toolbar and opt for the file that should be attached.

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

context menu and work with it:
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officeGATE v X
= Tree view C{ Search Pl o

Title Downlqaq I:_Jor_,\fnload Expiratior
count/limit limit date
t.

Open online
Send as attachment
Send as link

Send as ZIP file

Save document(s) locally
Copy document(s)

N 9880

Refresh
Share new file

Enable offline access

contentACCESS > Sharing (MME Tenant) = My shares =
2018.01.30 (1 items) -g————————————

Sharing with contentACCESS version newer than 4.2
An easy way to share big files that cannot be sent as attachments is to use the Share option, which creates
asharing link pointing to the selected items. The link can be then sent to other users. This saves a lot of time

and space, as the user doesn’t need to send invitations, use other applications nor send large attachments.

The following steps must be done before using the Share function using officeGATE:

1. Configure the Sharing job in contentACCESS. The Sharing job can be configured in System >
Services = Sharing job, in the Central Administration interface of contentACCESS (more
information here).

2. Configure the Sharing settings in contentACCESS. The Sharing settings can be configured in
System > Services = Sharing settings, in the Central Administration interface of contentACCESS

(more information here).
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Then, after successfully connecting to contentACCESS, you will be able to use the Share function. Items can

be shared from office GATE from the following places (they all work the same way):

1. The Share button in the toolbar

4 Move ~ o A New Group Search People A) HH‘ y( } y/ e v

[pa v Browse Groups Address Book ‘
= Rules Tags £y = & Speech Get Hide Manage View Manage | Insights

OneNote i S Filter Email ~ v Add-ins | panel Q Search Archive shared files | Archive

Move Groups Find Add-ins officeGAT| Email Archive | mycompany... | contentACCESS... | contentACC... ~

Internet connection problem officeGATE v X

: p EE List view <4 Search o
. Rl e W Favorites
To techarrow_all 12:01 =T contentACCESS

[E28 'E] Email archive (EA_Test)

- FE File system archive (EA_Test)
H-{ % GDPR Application (EA Test)
i\, GDPR Exchange (EA_Test)
H-\ B GDPR File system (EA_Test)

mycompanyarchive [
H
£
£
we have a lot of short connection outages right now here in the office. #-[3g, SharePoint archive (EA_Test)
i
&
H
&

Hi all,

b5 SharePoint proxy (EA_Test)

b-[“% Sharing (EA_Test)

- & Teams archive (EA_Test)

k- E Teams chat archive (EA_Test)
E My Computer

E3} H:} My SharePoint Sites

[ ¢ OneDrive

I've reached out to our internet service provider, hopefully they will fix it in a short time.

I'll keep you updated.

2. From the context menu of the search results when using the Email archive buttons
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bat
ato:? 4 Move ~ o A New Group Search People A H%— y( » }
lanager i 2 v Browse Groups Address Book ]
) 9 . 7| | ‘ez Rules Tags H P ) Speech | Get Hide Share
1 Emar \' OneNote @ Y Filter Email ~ v Add-ins | panel Q Search
ick Steps & Move Groups Find Add-ins officeGATE Email Archive
% Search the archive - m} X
Search in All mailboxes ~
Keyword hrd v | | o Search
67 document(s) found in all mailboxes.
From Subject Date - To Folder Mailbox e
test 2/8/2021 8:06:04... <. 5 elenaferrante@te...

"noreply@tech-arrow.com” ...

"noreply@tech-arrow.com” ...
"noreply@tech-arrow.com” ...

"noreply@tech-arrow.com” ...

"noreply@tech-arrow.com” ...
"noreply@tech-arrow.com” ...
"noreply@tech-arrow.com” ...
"noreply@tech-arrow.com” ...
"noreply@tech-arrow.com” ...
"noreply@tech-arrow.com” ...
emily.bronte@tech-arrow.co...
Emily Bronte <emily.bronte...
Emily Bronte <emily.bronte...

emily.bronte@tech-arrow.co...

Open
Copy document(s)

Send as attachment
Send as link

Send as ZIP file

Save document(s) locally

w il HEO G

IA Share. |

Periodical search result
Periodical search result
Periodical search result
Periodical search result
Test mail for index testing
Test mail for index testing
<Test>

<Test>

:40... Elena Ferrante <e...
2/5/2021 3:45:58...
2/5/2021 10:50
2/5/2021 7:31:56...
2/4/2021 5:12:49..
2/4;2021 4:55:36...
2/3/2021 4:37:02...
2/3/2021 10:50:1...
2/1/2021 10:50:1...
. Emily Bronte <e..

Elena Ferrante <e...

Emily Bronte <e..
Emily Bronte <e...

Emily Bronte <e...
Emily Bronte <e..

Emily Bronte <e..
.. Emily Bronte <e...
1/22/2021 10:50:...
1/20/2021 3:13:2..
1/20/2021 3:13:
1/20/2021 11:57....
1/20/2021 11:57:...

Emily Bronte <e..

erik.larson@tech-...

Erik Larson <erik....
Elena Ferrante <e...

elenaferrante@te...

5

5

26
30
30
30
30
29
29
29
29
29
29
3

elena.ferrante@te...

elenaferrante@te...

emily.bronte@tec.
emily.bronte@tec...
emily.bronte@tec...
emily.bronte@tec...

emily.bronte@tec.
emily.bronte@tec...
emily.bronte@tec...
emily.bronte@tec...

emily.bronte@tec.
emily.bronte@tec...
emily.bronte@tec...
emily.bronte@tec...

eriklarson@tech-.
elenaferrante@te...

emily.bronte@tec.. ¥

3. From the context menu of the items in List view

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

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

v 9 ¥

Manage View Manage Insights
Archive shared files Archive
mycompany... | contentACCESS... | contentACC... ~

officeGATE v
: = List view 3 Search

Yy Favorites

2% contentACCESS

m Email archive (EA_Test)

FE File system archive (EA_Test)
2 GDPR Application (EA_Test)
{L, GDPR Exchange (EA_Test)
(3 GDPR File system (EA_Test)
Fw SharePoint archive (EA_Test)
= SharePoint proxy (EA_Test)
¥ Sharing (EA_Test)

E Teams archive (EA_Test)

5 Teams chat archive (EA_Test)
[# ! My Computer

[E2) E:) My SharePoint Sites

[ ¢@ OneDrive
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officeGATE v X
== Tree view Q. Search fo N

‘ From Subject Date * To ™

noreply@tech.. Task 32880 - [.. 2/9/2021 1:57.. mar
no-reply@mic.. MyAnalytics | .. 2/8/2021 5:35... emil
"noreply@tec.. EATest-Admin .. 2/5/2021 6:d4... Emil

RE Qe

"noreply@tec... EATest-Admin .. 2/
Open

"nore
"nore Open contentWEB

L
-
snarel @ Send as attachment
Bd Send aslink
1 Send as ZIP file
"nare Properties

"nore

"nore

‘norel #  Save document(s) locally
‘nore|[F]  Copy document(s)
Erik L

v
Erik L

Refresh

" & Upload new file
nare

"nore Enable offline access

"ﬂorelﬁ Share Il

noreply@tech.. [Buld succeed.. 1/20/20271 7:1... mar
Erik Larson <.. Test message .. 12/14/2020 5:... Emil
Erik Larson <. Testmail 12/14/2020 5... Emil
"There's new ... You have 1 m.. 12/14/2020 2.... emil
Elena Ferrante.. Jane Austen d.. 12/14/2020 1... Emil
Katalon Team ... Simplify your ... 12/%/2020 10:... Mot

Finance <fina.. FW: MultiSpor... 11/25/2020 2.... Zuz: ¥
>

"TEEEEEENUNUEUEEEEEREE NN UK

contentACCESS = Email archive (EA Test) =

emily. brontet@tech-arrow.com = |nbox

4. From the context menu of the search results
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officeGATE v X
= Tree view = List view fo N

Search in |contentACCESS w

Keyword ‘testing v| L Search

105 document(s) found containing 'testing' in contentAC...

‘ Name Date Type Maode ™
9% Test mail for .. 1/20/2021 4:13 PM  msg Email &

BH RSS testing... 2/5/2021 3:00PM___msg____Emai
E Emily Bronte .. |Bd Send as attachment
O MNE sharing.. |G Send as link

85 MNE sharing... |G Send as ZIP file
B emily.bronte.. | ¥ Save document(s) locally

B Emily Bronte .. [0 Copy document(s)

B Emily Bronte .. [[4  Open

95 Meeting for t.. | Open contentWEB

MNE testing... [} Open parent directory

19.10. testin.. [{# Share

oG testing.m... 10/7/2020 5:27 PM  msg Email
Test mail for 1. 1/20/2021 413 PM  msg Email &
Test mail for 1. 1/20/2021 413 PM  msg GDPR
Meeting for t.. 12/14/2020 1:32 PM msg Email &
19.10. testin.. 10/19/2020 4:53 PM msg Email &
MME testing... 10/7/2020 5:31 PM  msg Email &
Test mail for 1. 1/20/2021 413 PM  msg GDPR

BREEBRRRBRAEBE

B CAEATestTea... txt GDPR
B emily.bronte... ot GDPR
B emily.bronte... ot GDPR w

< >

",?

5. Viathe Share option when viewing the Properties of an item
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officeGATE v X
Tree view Search -

Sharing

Item is shared 4 times.

Show more

con

post.png

Erik Larson
14/12/2020
14:00:32

Emily Bronte

Erik Larson
14/12/2020
14:00:27

A 70 year old photographic
mystery.docx

Agnes Grey wikipedia.pdf

Bad Michael J3 Copy document
Can't Help Fall Send as attachment...
Elvis Presley.tx Send as link...

Earth Song lvri Send as ZIP file...
Elvis now Elvis Save..

I Share... I

Open g Close

After clicking on the Share option, the Share with contentACCESS view opens.
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officeGATE v X
Treeview Search

Share with contentACCESS
~ Files to share -

+ Add... — Remove

&= lannas.pg
®. oG_upd_01.png
% oG_upd_02.png

~  Share with

Recipients: v+ -
@tech-arrow.com
@tech-arrow.com
(@ Recipients only
() My organization
() Public
~ Options
Expires in |1 E| days

116.02.2021 M

Limit download count to |2 E| per recipient

[ ] Remember these settings

Share via Outlook
Share and send email
Share and get link

Share - Cancel
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In the section Files to share, there are items you selected for sharing. In case of using the toolbar Share
button, you will need to browse and add items by clicking on the +Add button, or by Drag&Dropping an

item into the field.

In section Share with, specify the recipient you would like to share the files with into the Recipients field
and click on +. This needs to be done for each recipient separately. Then, specify who would you like to make

the item(s) accessible for:

= Recipients only - even if the email with the link is forwarded, only the recipients will be able to access
the shared item(s)

* My organization - only people from your organization (specified in Central Administration -> System -
> Services -> Sharing settings) will be able to access the shared item(s)

= Public - anyone with the link will be able to access the shared item(s)

In section Options, specify how many days do you want the item(s) to expire in or select the date from the
calendar. It is also possible to limit the number of downloads, based on the option selected in Share with:
= Recipients - number of downloads per recipient

= My organization - number of downloads per user

= Public - number of downloads together

You can also save these sharing settings for future use by checking the Remember these settings checkbox.

That way you won't need to fill in the Sharing options next time. Choose one of the 3 ways to share:

» Share via Outlook - links to the shared files are inserted into the body of the email
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Untitled - Message (HTML)

File Message Insert Options Format Text  Review Help  Acrobat Q@ Tell me what you want to do

A a8 ALdEN 4 7

iR - ML g ~» 3

Paste Basic | Names | Include | AttachFile | Tags | Dictate Hide Share Manage Upload to Manage
v S | Textv M ¥ via Link ¥ ¥ 4 panel Archive contentACCESS Archive

officeGATE

Insights View
Templates

Clipboard & Adobe Acrobat Voice Sensitivity

mycompanyarchive Archive | contentACCESS Share | contentACCESS Email Archive My Templates |~

officeGATE - X
D From v @tech-arrow.com

= Tree view = List view & Search Pl o3

Send To @tech-arrow.com; @tech-arrow.com| Wy Favorites

7 contentACCESS
! My Computer

a:} My SharePoint Sites
@ OneDrive

Cc

Subject

oG upd 02.png

oG upd 0l.png

Jannas.jpg

(Shared file(s) will be available until '16/02/2021 23:59:59" and can be downloaded 2 time(s).)

Share and send mail - lets you write a message in the Share with contentACCESS window; then click
on Send to send the email (links are also inserted into the body); to use this option, first at least one

recipient must be specified, since the notification email is sent via contentACCESS
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officeGATE v X
Treew'ew.f Search -

Share with contentACCESS

~ Files o share
~  Share with
v Options

~ Message

Hi,
| am sending you the requested files.

BR)

Send Cancel

= Share and get link - opens the List of names and links of the shared items that you can copy and send

to the recipients; to copy all links at once, click on the Copy all button
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officeGATE v X
Tree v'ek-'.-' Search -

Share with contentACCESS

Links
~
Name [EATest-Admin has shared items with you.msg Copy
Link | https://caeatech- Copy
arrow.com/contentACCESSWS/MobilityService sve/File/
Mame |EATest-Admin has shared items with you.msg Copy
Link https://caea.tech- Copy
arrow.com/contentACCESSWS/MobilityService. sve/File/
Mame |EATest-Admin modified permissions of already shared it| Copy
Link | https://caeatech- Copy
arrow.com/contentACCESSWS/MobilityService sve/File/
w

Copy all Close

Sharing possibilities

In the section above, we explained where it is possible to find the Share option and general sharing details.

Inthis section, we would like to show you more in details how sharing from different places/providers work.
In all cases, you must first be logged in to contentACCESS.
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First, click on the Share button in the toolbar.

P Search

Fle  Home Send /Receive
M6 8
=
New  New Delete Archive
Email Items ¥ (e
New Delete
<
> Favorites
v - @tech-arr...
> Dorucena posta 252
Koncepty 121

Odoslané posta
> Odstranené polozky 6
Archiv
>CA
Calendar (2)
contentWEB
EdgeWave ThreatTest
> Histéria konverzacie
> Inbox
>MAM
NevyZiadans posta r
Podta na odoslanie
Prihldsenia na odber kanslov RSS
Sent Items

> Search Folders

> Groups

v emily.bronte@tech-arrow....
Inhox aa

= 8 ree

ltems: 7369 Unread:252 L) Reminders: 1

Folder View Help Acrobat

OReply [= g oy f A$ New Group Search People A 55) B%» y( |_‘»
|
« . Browse Groups Address Book
O Reply All I3 Quick | Move | Tags ® | (Bt Speech | Translate | Get Hide |share
—>Forward Efjv | Steps~ - ~ 7 Fiter Email v - . Add-ins | panel
Respond Quick Steps & Groups Find Language | Add-ins officeGATI
Al Unread ByDate v T Periodical search result

noreply@tech-arrow.c...
Task 34300 - [officeGATE] Tran..
[officeGATE] Translate the new

noreply@tech-arrow.c...
Task 34293 - [Documentation] .
mentioned you in

noreply@tech-arrow.c...
Task 34293 - [Documentation] .
[Documentation] Remove the

noreply@tech-arrow.c...
Task 34293 - [Documentation] .
[Documentation] Remove the

noreply@tech-arrow.c...
[Build succeeded] contentAC...
[Build succeeded]

noreply@tech-arrow.c...
[Build succeeded] contentACCE.
[Build succeeded]

MyAnalytics
MyAnalytics | Edicia tjkajica sa

~ Last Week

noreply
Periodical search result
PERIODICAL SEARCH

[~ noreply o
To ©

mycompanyarchive

po 10:59 %% Translate message to: Slovak ~ Never translate from: English

PERIODICAL SEARCH REPORT

po 10:59
Dear @tech-arrow.com,
We are sending to you the periodical search report.
po 10:03
Periodical
Searched for 'test ReceivedDate:>2019-06-
o Search details 03 Attachment:testing® ' in
o7
P @tech-arrow.com
Description Test search
Execution time 5 seconds
pott Total hit count 14
Email archive 14
po 5:05
50 06.03

Have a nice day,
<

Al folders are up to date.

Q Y

Manage View Manage | Insights
Archive shared files Archive

mycompanyarc... |contentACCESS Share | contentACCESS... ~

officeGATE vox

& Tree view i= Listview Q Search Pl o

Wy Favorites

¥ contentACCESS
My Computer

> My SharePoint Sites.

OneDrive

7

Connected to: Micrasoft Exchange m - 1 + 100%

Click on the +Add button to browse your local files, or Drag&Drop local files from the File explorer to the

Files to share field.
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I Attachments

£y i A New Group Search People A) 5§ Hé'— V( I_‘» ] 7( e 7(

‘ﬁ‘ Browse Groups @ Address Book

Move Tags Speech | Translate Get Hide Share ) Manage View Manage Insights
M v ? Filter Email > M © Add-ins | panel Q Search Archive shared files Archive
Groups Find | Language Add-ins | office GATE | Email Archive | mycompanyarc... |contentACCESS Share | contentACCESS... ~
| = | Manage Diagram - O X =
Il ° officeGATE > X

File Home Share View Picture Tools 8 . F——
- e Tree view Search >
| * I o Cut x I LR 24 Open HH select an
F =

ﬂ -

Share with contentACCESS

Wl Copy path Edit 10 Select none
Pinto Quick Copy Paste Move Copy  Delete Rename New Properties
[#] Paste shortcut = - Histol DD Invert selection )
access to to folder @ o] ~ Files to share ~
Clipboard QOrganise New Open Select
) + Add... — Remove
« v 4 > This PC > Desktop * Diagram v | D 2 Search Diagram

85 Report Wed Oct 07 2020.xsx
~ [ oG testing.msg

: # Quick access , ED "- contentACCESS Diagram.png
A [ =5
@ Creative Cloud File F .e HI /
- - ’ ’_|
@ OneDrive - Person e E s

5 . lcons Logos contentACCESS contentACCESS_
@ OneDrive - TECH- Diagram MNE

~ Share with

[& TECH-ARROW as

= This PC emily.bronte@tech-arrow.com
_# 3D Objects
3 I Desktop v
4 items E=
’.10.20?0 (@ Recipients only
() My organization
@] () Public
1.10.2020 ~ Ninfinne v
Share - ‘ Cancel
1] hdlln 4
All folders are up to date.  Connected to: Microsoft Exchange imi} = [ ] + 100%

Screenshot: Drag&Drop of a local file

Fill in the rest of the sharing options based on the section above.

Sharing email attachments or whole email/Outlook item

First, click on the Share button in the toolbar.
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_ /O S = =
File  Home Send/Receive Folder View Help Acrobat
= = ] m] E OReply [= g £ P AR New Group Search People ) 55) B%» 7( ~» 3 y( 9 7(
™ [0 & 3 Browse Groups Address Book i 3
New New X Detete Archive | O RePIV Al b Quick Move | Tags # = @ Speech | Translate |  Get Hide |Share Manage View Manage | Insights
Email ltems~ | S — Forward  Efy v Steps v ~ ~ Y Filter Email v ~ v Add-ins | panel Q Search Archive shared files Archive
New Delete Respond Quick Steps & Groups Find Language | Add-ins officeGATI Email Archive | mycompanyarc... [contentACCESS Share | contentACCESS... ~
<
> Favorites Al Unread ByDatev T Periodical search result officeGATE M x
- = 5% & Tree view stview Q Search Pl o
. ~ noreply@tech-arrow.c... = || e
R @tech-arr... Task 34300 - [officeGATE] Tran... po 1114 noreply ! Favorites
> Dorugena posta 252 [officeGATE] Translate the new To © 50 06.03 %7 contentACCESS
I My Computer
Koncepty 112] mycompanyarchive + Getmore add-ins T vy sharcrone s
Odoslang post noreply@tech-arrow.c... 'y SharePoint Sites
SRR Task 34203 - [Documentation] .. po 10:59 5% Translate message to: Slovak ~ Never translate from: English OneDrive
> Odstranené polozky 6 mentioned you in ~
Archfv PERIODICAL SEARCH REPORT
S noreply@tech-arrow.c...
Task 34293 - [Documentation: po 10:59
Calendar (2) [Documentatior] Remove the Dear @tech-arrow.com
contentWEB
noreply@tech-arrow.c... We are sending to you the periodical search report.
Edg=Warelhieatiesy Task 34293 - [Documentation] ... po 10:03
> HistGria konverzacie [Documentation] Remove the Periodical
> Inbox Searched for 'test ReceivedDate:>2019-06-
> MAM noreply@tech-arrow. Search details 03 Attachment:testing* ' in
[Build succeeded] contentA po 7:10
Nevyiadans posta m [Build succeeded]
—— Deseription Test search
- .. Execution ti 5 d
Prihiasenia na odber kanalov RSS noreply@tech-arrow. xecution time seconds
[Build succeeded] contentACCE. po 511 .
Total hit count 14
Sent Items [Build succeeded]
Email archive 14
> Search Folders
MyAnalytics
> Groups MyAnaytics | Edica tjkajiica sa po 5:05
v emily.bronte@tech-arrow....
Inhoy. a9 noreply
. Periodical search resuit 2006.03 7
= qu e PERIODICAL SEARCH Have a nice day, -
- 4 »
ltems: 7369 Unread:252 L) Reminders: 1 All folders are up to date.  Connected to: Microsoft Exchange m - + 100%
. . . .
Then, Drag&Drop the Outlook item/email or attachment(s) to the Files to share field.
_ p S S a
File  Home Send/Receive Folder View Help Acrobat Attachments
=~ = ) SReply  [& g =) o A8 New Group Search People ) 5}, H:l y( -, } y( 9 y(
™ [ « - Browse Groups Address Book i 4
New New X Detete Archive | O REPV Al o Quick Move | Tags ® es | B Speech | Translate |  Get Hide Share Manage View Manage | Insights
Email lems~ | SO~ —> Forward  Efy~ Steps v - v 7 Filter Email ~ - Add-ins | panel Q Search Archive shared files Archive
New Delete Respond Quick steps Groups Find Language | Addins officeGaTE Email Archive | mycompanyare... |contentACCESS Share | contentACCESS... ~
<
> Favorites Al Unread By Attachments v T 0G testing officeGATE vox
- = Tree view Search -
I I
e [Dtech-arr. Cloud systems demo and test 16.11.2020 Share with contentACCESS
> Dorugena posta 251 Hello, | prepared a summary of To © 07.102020
Koncepty n21 ) Report Wed Oct 07 2020Isx > Dragé&Drop of the attachment ~ Files o share ~
Odoslana posta Finance ! 10KB
P TIMESHEET + small changest! 29.10.2020 + Add, — Remove
> Odstranené polozky 6 Dear colleagues, Since we are TR + oo -
! ! 4 @ Report Wed Oct 07 2020.xisx
Archi -
e Finance [} %% Translate message to: Slovak  Never translate from: English 170G testingmsg
PEs FW: Multisport - Uz mate svoj 22102020 % contentACCESS Diagram.png
Calendar (2) From 0G testing email
contentWeB 0
Edgeviaichreaticsy Mailapp and ShareApp login i.. 13.10.2020
> Historia konverzacie Hello Everyone, We found out, ~ Share with
> Inbox
Finance
Ak FW: MultiSport - opatrenia km..  13.10.2020 Recipients: + -
NevyZiadana posta 1] From Drag&Drop of the whole email
emily.bronte @tech-arrow.com
Pota na odoslanie
. - Finance
Prihidsenia na odber kanalov RSS o Aplikace MultSport dos. 06102020
Sent Items From
> Search Folders
> Groups 0G testing 07.10.2020 @ Recipients only
0G testing email <end> O My organization
O Public
v emily.bronte@tech-arrow....
- o CAEA basic test protocol 01.10.2020 I v
Hello, | am sending the testing
= a8 e
Financa 1] AL >

ltems: 7369 Unread: 251 [ Reminders: 1

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

All folders are up to date. ~ Connected to: Microsoft Exchange m =

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

133/197


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

. | Our vision of technological evolution GGG

% techarrow

Screenshot: Drag&Drop of the whole email and just the attachment

Fill in the rest of the sharing options based on the section above.

Sharing from contentACCESS archive

When sharing from contentACCESS archive, only the document reference is shared, the document content

is not duplicated/copied.

First, log in to the contentACCESS provider. Navigate to the desired archive entity, where you would like

to share item(s) from. Select Share from its context menu.
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officeGATE v X
== Tree view q Search fo N

‘ From Subject Date - To &

7 e

"noreply@tec.. Periodical sea.. 2/22/2021 11... Emily Br¢

Emily Bronte ..

2
Emil & Open ily Bre
nard #  Open contentWEB nika.r
nord G Send as attachment nika.r
no-fCd  Send as link ily.bore
o Bd Send as ZIP file ily Bre
"nar Properties ily Bre
"nor| & Save document(s) locally ily Bre
"nor ]  Copy document(s) ily Bre
"nor o Refresh ily Bre
"nor i ily Bre
¢ Upload new file .
"nor ily Bre
"nar Enable offline access ily Bre

"nor||.¢ Share “ily Bre

"noreply@tec.. EATest-Admin .. 2/5/2021 3:22... Emily Br¢
Erik Larson <. RSS testing 2/5/2021 3:00... Emily Brc
Erik Larson <. RSS testing 2/5/2021 3:00... Emily Brc
"noreply@tec.. EATest-Admin .. 2/5/2021 1:02... Emily Br¢
"noreply@tec.. EATest-Admin .. 2/5/2021 1:02... Emily Br¢
"noreply@tec.. Periodical sea.. 1/20/2021 11... Emily Br¢
noreply@tech.. [Build succeed... 1/20/2021 7:1.. monika.r
100 Erik Larson <. Test message .. 12/14/2020 5. Emily Brc

100 Erik Larson <. Testmail 12/14/2020 5... Emily Brc ¥
< >

EFENUEUEEEEEREENNUEECNEAER

contentACCESS = Email archive (EA Test) =

emily.brontet@tech-arrow.com = |nbox

In case of sharing from Email archive, choose if you want to share the whole email, or just the selected

attachment(s).
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officeGATE v X
Tree view Search -

Share with contentACCESS

~ Files to share

() Entire email
(@) Selected attachments only:
1001 movie you should watch.bxt

~ Share with

Recipients: v o+ -

elena.ferrante@tech-arrow.com
erik.larson@tech-arrow.com

(@ Recipients only
() My organization

() Public
~ QOptions

Expires in 3 =

Share - Cancel

Fill in the rest of the sharing options based on the section above.

Sharing from other providers - My Computer, OneDrive, My SharePoint Sites

When sharing from these providers, the document is first copied into contentACCESS.
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Important: If SharePoint proxy is configured in the Central Administration, only the document reference of

the SharePoint and/or OneDrive item is shared, the item content is not duplicated/copied.

Navigate to the desired entity and in the List view, select Share from the context menu of the item that you

would like to share.

officeGATE MR
= Tree view Cg Search £}~
| Name Modified Modified By
t.
®. Bracelet.png 5/11/2020 10:...
M New 3
% Journal (4 Open online
% Journal [d Send as attachment
% Journal 2 Send as link
[Z] Send as ZIP file
Properties
Check out document
¥ Save document(s) locally
1 Copy document(s)
£ Delete document
[ Rename document
~ Refresh
@  Upload new file

Share

|

My SharePoint Sites = Testing site > Test Subsite =

MonnieSPA = Documents

Screenshot: Sharing from My SharePoint Sites
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Fill in the rest of the sharing options based on the section above.

Creating an email with Sharing

It is possible to Share items directly when writing a new email. You can choose one of the following:

1. Click on the Share button in the toolbar and then browse local files after clicking on the +Add

button in the section Files to share, or Drag&Drop files to the field.

File Message Options

Testing - Message (HTML)

Sending the testing email with sharing links

Format Text Review Help  Acrobat @ Tell me what you want to do
t A 7 4 4
ey 4 @0 @ P & “|? = / G
Paste | Basic | Names | Include | Attach File Tags Dictate Hide {Share Manage Upload to Manage Insights View
V 6 Text v h ¥ via Link v ¥ v panel Archive contentACCESS Archive Templates
Clipboard s Adobe Acrobat Voice Sensitivity officeGAT| contentACCESS Archive | contentACCESS Share | contentACCESS Email Archive My Templates ~
officeGATE v X
From v @tech-arrow.com
> %= Tree view = List view O Search P o3
Send To Emily Bronte; © Elena Ferrante <elena ferrante@tech-arrow.coms; W Favorites
¥ contentACCESS
Ce E My Computer
E:) My SharePoint Sites
Subject Testing

@ OneDrive

v

2.

option from the context menu.
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Testing - M

File Message  Insert Format Text  Review Help  Acrobat Q@ Tell me what you want to do
X ”
(Bt & 80 "8 Y2 v | 9 ¥ O b
Paste I Basic | Names | Include | AttachFile | Tags | Dictate Hide Share Manage Upload to Manage Insights View
v <§ | Textv M N via Link » N 2 panel Archive contentACCESS Archive Templates
Clipboard & Adobe Acrobat Voice Sensitivity officeGATE contentACCESS Archive | contentACCESS Share | contentACCESS Email Archive My Templates ~
F @tech-arrow.com DﬁICEGATE - "
om v - g
b = Tree view [:= List view |4, Search fold
Send To Emily Bronte; ) Elena Ferrante <elena.ferrante@tech-arrow.coms; ‘ From Subject Date ML >
t .
e 7 "noreply@tec.. Periodical sea.. 2/22/2021 11:.. Emil
. 4 Open
N =7 Emily Bre
Subject Testing & noreply ~ Open contentWEB
. Ed Send as attachment
7 nareply!
Sending the testing email with sharing links & no-repy| 8 Send as link
. [Z1 Send as ZIP file
=7 “nareplyl - .
| =7 “nareplyl el
1 “noreply| & Save document(s) locally
1 noreply| ] Copy document(s)
7 "noreply| £%  Refresh
= nareply @ Upload new file
=7 “nareplyl
. Enable offline access
=7 “nareplyl
1 noreply|22__Share
7 'noreply@tec.. EATest-Admin .. 2/5/20213:22.. Emil
7 Erik Larson <. RSS testing 2/5/2021 3:00... Emil
7 Erik Larson <. RSS testing 2/5/2021 3:00... Emil
7 ‘noreply@tec.. EATest-Admin .. 2/5/2021 1:02.. Emil
7 ‘noreply@tec.. EATest-Admin .. 2/5/2021 1:02.. Emil
M1 norenivmter  Perindical sea 1202021 110 Fmil ©
< >

contentACCESS > Email archive (EA Test) >
emily. bronte@tech-arow.com >  [nbox
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In both cases, the email addresses of the email recipients are automatically synchronized into the

Recipients field of the sharing.

Testing - Message (HTML)

File Message Insert Options Format Text Review Help  Acrobat @ Tell me what you want to do
X | A [ ] 7 L4 <) L4
‘g ailaljajfio] Eg |~ g ~» G
Paste Basic | Names | Include | AttachFile | Tags | Dictate Hide Share Manage Upload to Manage Insights View
e G Text v e e via Link ¥ e 4 panel Archive contentACCESS Archive Templates
Clipboard TS Adobe Acrobat Voice Sensitivity officeGATE contentACCESS Archive | contentACCESS Share | contentACCESS Email Archive My Templates ~
From v @tech-arrow.com officeGATE =~ b
D Tree view Search =
Send To Emily Bronte; C Elena Ferrante <elena.ferrante@tech-arrow.coms; Share with contentACCESS

Ce ~ Files to share ~
Subject Testing + Add... — Remove
& 20200809_152400,jpg
Sending the testing email with sharing links & shutterstock_1833259603.jpg
. Wools.png
~ Share with
emily.bronte@tech-arrow.com
lelena.ferrante@tech-arrow.com
@ Recipients only o

Share - Cancel

Fill in the rest of the sharing options based on the section above and then click on Share via Outlook. The

links pointing to the shared items are then inserted into the body of the email, which you can now send.
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Testing - Message (HTML)

File Message Insert Options Format Text  Review Help  Acrobat Q@ Tell me what you want to do

i 2 8/ @ 8 Y2 ¥ 9 4 G

Paste [D Basic | Names | Include | Attach File Tags Dictate

Hide Share Manage Upload to Manage Insights View
v & | Textv M ¥ via Link ¥ ¥ 4 panel Archive contentACCESS Archive Templates
Clipboard & Adobe Acrobat Voice Sensitivity officeGATE contentACCESS Archive | contentACCESS Share | contentACCESS Email Archive My Templates ~
officeGATE - X
From v @tech-arrow.com
b Tree view Search >
Send To

Emily Bronte; ) Elena Ferrante <elena.ferrante@tech-arrow.coms;

Share with contentACCESS
Ce

emily.bronte@tech-arrow.com 2
elena ferrante@tech-arrow.com
Subject Testing

Sending the testing email with sharing links

@ Recipients only
() My organization

() Public
~ Options
Expires in 5
15.03.2021 E
Limit download countto |5

[[] Remember these settings

Share via Outlook

Share and send email
Share and get link

Share [hd
4

Cancel ‘

Modifying sharing settings and checking sharing status

Important: This section is applicable only for the sharing that works with contentACCESS version newer
than4.2.

If an item has been shared before, it will be marked in its Properties (preview).
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officeGATE v X
Tree view Search @
S’ua"’ug -
Item is shared 2 times.
—— Show more
Participants
Moreply@tech-arrow, Emily
Show more
Subject
EATest-Admin has shared items with you
Date
2/5/2021 5:08:46 PM
Unread
True
Dear emily.bronte@tech-arrow.com,
EATest-Admin has shared items with you.
You can access them until 2/7/2021 and download
them 3 time(s).
Message from EATest-Admin: SKE + EBR 2x3
You can access them using the following link: Acces,
shared files
Sincerely, your contentACCESS Team v

Open - Close

First, you will need to click on Show more. You will be then able to see the sharings of the item and use the

Modify and Status options.
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officeGATE v X
Tree view Search -

S’ua"’ug

Shared on  Shared with Status
16/02/2021 Recipients only Active [Status Modify
17/02/2021 Recipients only Active |5tatus Modify

Show less

Participants
MNaoreply@tech-arrow, Emily

Show more

Subject

EATest-Admin has shared items with you

Date
2/5/2021 5:08:46 PM

Unread

True

Dear emily.bronte@tech-arrow.com,

EATest-Admin has shared items with you.
You can access them until 2/7/2021 and download
them 3 time(s).

Message from EATest-Admin: SKE + EBR 2x3

You can access them using the following link: Acces. v

Open - Close

When you click on the Modify option, the Sharing pop-up window will open. Here, you will be able to add
and/or remove recipients, change accessibility, the expiration date and download limit. The option Save
and get link works the same as Share and get link, the option Save and send email works the same as Share

and send email. The option Save just saves the changes that were made to the sharing settings.
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Sharing x

Recipients: e + -

monika.nevicka@gmail.com

{® Recipients only
() My organization

() Public
Expires in 3 = days
21.02.2021 M
Limit download count to |3 = per recipient
[ ] Remember these settings
Save - Cancel
Save {

Save and get link
Save and send email

When you click on the Status option, you will be redirected to the window where you will be able to view
the status and information about the selected sharing and the download history. From here, it is also
possible to Activate or Suspend the sharing. The top button (1) activates or suspends the whole sharing,
the bottom button (2) activates or suspends the sharing of the selected item, in case more items were

shared together.

If necessary, it is also possible to re-send the sharing notification by clicking on the Send sharing

notification button.
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Sharing X
Status: Active 1) Suspend
Shared by: EATest-Admin
Shared on: 16/02/2021 15:31:52
Expires on: 19/02,2021 23:59:59
Download limit: 3 per recipient
Shared with: Recipients only
Filename Status Down

EATest-Admin has shared items with you.msg

EATest-Admin modified permissions of already shared items.msg  Active 0/3

EATest-Admin has shared items with you.msg Active 0/3
< >
2} Suspend

Email address User name Downloaded on 1P address Device

The file was not downloaded yet.

I Send sharing notification I

Drag&Drop actions

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

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

Attaching files to email message

With clicking on the “New Email” button in MS Outlook open a compose window and start to write the
message. In the compose window’s sidebar locate your file(s) that you want to attach, and drag it (them)

into the email message. It is possible to drag&drop multiple files at one go. With the Drag&Drop action you
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may attach the file as an attachment, or as a link. In the General settings (for more information refer to

section General officeGATE settings) you can set how you would like to use this function.

A = Untitled - Message (HTML) ? E — O/X%
MESSAGE | INSERT ~ OPTIONS ~ FORMATTEXT ~ REVIEW  DEVELOPER

.n.D CalibriBe |11 | A A iZ-i=- 8 :..‘TE é\'.@ y'ﬁ,’ M‘ fl B/‘ % |* Follow Up = Q a 7( %

I High Importance

Paste | B g U W-A .- == = & s= Address Check Attach Attach Attach Signature = Assign Zoom Appsfor Hide Upload to

- v - - Book MNames | contentACCESS file = File Item~ - Policy ~ ¥ Low Importance Office panel contentACCESS
Clipboard Basic Text ] Names contentACCESS Include Tags | Zoom Add-ins | officeGATE | contentACCESS Share -~
. - X

From - monika.nevicka@tech-arrow.com Oﬁ(lCEGATE
=1 = Tree view [= List view |3, Search Pk o 3
Send To- ‘ Name ~ Extension Last
Cc.. L

Outlook forms 10/9
SRS Prerequisites 10/9
Attached | TECH-ARROW template.docx (76 KB) Remote FA 1272
XML 97/
né contentACCESS Manual_v 3.4.docx doox 1/29
% CustomFormFix,ps1 psi 10/1
a(usmmFurmFix‘zwp zip 1041
attach the document with a sTmp\e Drag&Drop u%' PS scritps to set up email archiving.docx doox 8/25
ﬂ%’ TECH-ARROW _template - Copy.docx doeox 1nn

B TECH-ARROW_template.docx

< >

OneDrive > Personal = cA manuals (10 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.msgfile). In case
of uploading to the Sharing in contentACCESS, it is possible to upload only to the My Shares folder of the

user you are logged in with, in our case it is EATest-Admin.
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. i v x
All - Unread By Attachments ~ T CAEA basic test protocol officeGATE
- B - p N EE List view & Search ik o3
1% i Favorites ~
Mailapp and Shareapp login i... 13.102020 -
Hello Everyone, We found out To © 01.10.2020 =-7¢ contentACCESS
Cc T, Email archive (EA_Test)
Finance ) @ contentACCESS EarlyAccess test protocolxlsm IF]E File system archive (EA_Test)
FW: MultiSport - opatrenia k m... 13.10.2020 [ 2mB (2 GDPR Application (EA_Test)
From: [, GDPR Exchange (EA_Test)
mycompanyarchive + Getmore add-ins (& GDPR File system (EA Test)
Finance 0] T SharePoint archive (EA_Test)
FW: Aplikacia MultiSport do s... 08.10.2020 Hello, "L’ SharePoint proxy (EA_Test)
From: 3[4 Sharing (EA_Test)
| am sending the testing protocol for contentACCESS EarlyAccess basic Upload the attachment
You can also find it on the SharePoint page: Administrator
G testing 07.10.2020 https:
G testing email <ends
—__E EATest-Admin
—
0 P My shares
: Shared with
CAEA basic test protocol 01.102020 ~ ared with me
X Best Regards, 7
Hello, | am sending the testing
. | QA
Finance U]
FW: S kartou MultiSport na RE... 11.09.2020 < te
From: Address Utitefsks 15 821 06 Bratislava E
Slovakia EU or whole email message
Fi 0] Email @tech-arrow com
inance Web www.tech-arrow.com
FW: Jesenné peciality Multisp. 03.09.2020 Follow us HinE>E: RS
From:
Finance 1]
FW: Multisport - NOVINKY TO! 27.07.2020 @
From:
o -~ [4 »
All folders are up to date,  Connected to: Microsoft Exchange (imi] - 1 + 100%

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.
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All Unread By Attachments v T CAEA basic test protocol officeGATE M
- B = P List view & Search Pt c o
S5 2 iy Favorites
Mailapp and ShareApp login i. 13.10.2020 |
Hello Everyone, We found out, To © 01.10.2020 -7 contentACCESS
Cc -T2, Email archive (EA_Test)
Finance 1] @ contentACCESS EarlyAccess test protocolxism L elenaferrante@tech-arrow.com
FW: Multisport - opatrenia k m... 13.10.2020 2MB E)-& emily.bronte@tech-arrow.com
From: ArchiveTest
mycompanyarchive + Get more add-ins Calendar
Finance U] -1 Deleted Items
FW: Aplikécia MultiSport do s... 08.10.2020 Hello, b Drafts
From: o Inbox
I am sending the testing protocol for contentACCESS EarlyAccess basic test... T Periodical search
@ You can also find it on the SharePoint page: — Sent ltems
06 testing 07.10.2020 layouts/15/Doc.aspx?sourcedoc=%7B01767B10-2C52-4573- w1 Sharing
0G testing email <end>
& eriklarson@tech-arrow.com
(=1 @tech-arrow.com

1-T55) File system archive (EA_Test)

CAEA basic test protocal 01102020 Drag&Dro =
Hello, 1 am sending the testing Best Regards, g P b GDPR Application (EA_Test)
8- 1, GDPR Exchange (EA Test)
| QA 5@
. ([ GDPR File system (EA_Test)
Finance U] b~ =
FW: S kartou MultiSport na RE... 11.09.2020 techarrow B-[5g; SharePoint archive (EA Test)
from: Address Utitelska 15; 821 06 Bratislava H- 17 SharePoint prozy (EA_Test)
Slovakia, EU H-[# Sharing (EA_Test)
. Email (@tech-arrow.com
Finance ] Web www tech-arrow com £-T5 Teams archive (EA_Tes?)
FW: Jesenné 3peciality MultiSp... 03.00.2020 Follow us [ fBinl> B BE) 8- Teams chat archive (EA Test)
from: My Computer
> My SharePoint Sites
y
Finance @ OneDrive
FW: MultiSport - NOVINKY TO...  27.07.2020
From:
ﬁh - 4 »

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.

Archived email m

Email is archived. Do vou wank ko use the original email?

Handling emails - archive, restore, search

It is possible to archive, restore and search your archived emails directly from your MS Outlook.
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File Home Send /Receive Folder View Help  Acrobat
D& (2 @I ee 8| 4 =
[544 < v
NN e (e e el RO Repif AT Quick | Move
Email ltemsv | /O = Forward  Efy v Steps v v
New Delete Respond Quick Steps 1S
<
> Favorites Al Unread By Date v
. . Katalon Team
vmonika.nevicka@tech-arr... [Video] Solving the Top § M... pi12.03
> Doruéena posta 278 Watch our Webinar For Top
Koncepty [26]
I noreply@tech-arrow.c...
Odslana posta [Build succeeded] contentAC... pi12.03
> Odstranené polozky 2 [Build succeeded]
Archiv
>CA noreply@tech-arrow.c...
[Build succeeded] Shareapp-... pi 12.03
Calendar (2) [Build succeeded] Shareapp-Cl -
contentWEB
noreply@tech-arrow.c...
Edgewate Tieatest [Build succeeded] contentAC... pi12.03
> Histria konverzacie [Build succeeded]
> Inbox
> MAM noreply@tech-arrow.c...
[Build succeeded] contentAC... pi 12.03
NevyZiadana posta m [Build succeeded]
Poita na odoslanie
- A IP2Location
Prihlasenia na odber kanalov RSS s sians
Sent Items This is the key. How geolocation
> Search Folders
noreply@tech-arrow.c...
> Groups [Build succeeded] contentAC... pi12.03
[Build succeeded]
v emily.bronte@tech-arrow.... noreply@tech-arrow.c...
[Build succeeded] officeGATE -... st11.03
Inhox &0
[Build succeeded] officeGATE -
= B B e
naranhi@tach-arrow
Items: 7422 Unread: 278

o

Tags

% techarrow

A8 New Group Search People A)) xd
ax
Browse Groups Address Book
® e | 8 Read | Translate
Y Filter Email v | Aloud %
Groups Find Speech | Language

re—

[Video] Solving the Top 5 Mobile & Cross-Browser Testing Obstacles

Katalon Team <hello@katalon.com>
To © Monika Nevicka

(@ If there are problems with how this message is displayed, click here to view it in a web browser.

mycompanyarchive

%% Translate message to: Slovak  Never translate from: English

“Perfecto P Katalon

——  WEBINAR =

Solving the Top 5 Mobile &
Cross-Browser Testing Obstacles

Watch the recordi

Dear Monika,

Thank you for your interest in our webinar “Solving the Top 5 Mobile &

Cross-Browser Testing Obstacles”. We hope you found great insight for -

R AL ¢ Yy 9 ¥ U
Get Hide Share . Manage View Manage Insights
Add-ins | panel Q Search Archive shared files Archive
Add-ins officeGATE Email Archive _Jmycompanyarc... |contentACCESS Share ' contentACCESS... A~
officeGATE v X%
3 R Tree view i Listview R Search Pt o
S|B |2 - Favorites
pi 1203 % contentACCESS
&I My Computer
@ My SharePoint Sites
+ Get more add-ins ¢ OneDrive
>
All folders are up to date.  Connected to: Microsoft Exchange m & - 1 + 100%

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

Email archive must be configured for the selected mailbox

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

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

The signed in user must have the following permissions allowed in his role in contentACCESS

149/197


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/
https://tech-arrow.com/documentation/contentaccess-documentation-version-3-9/?section=roles-v-3-9

. | 0L ViSO Of technological evolution /A

N~
¢ techarrow
Role details
Select a tenant. where the role will be available
Tenant:
Role display name: Full_EAUser
Enable ribbon filter:
N
View Datengut DDCs: =) Not allowed All allowed ?
View mailboxes: Mot allowed =) All allowed Specific allowed ?
Export: Mot allowed ) All allowed Specific allowed ?
Manual archive: Mot allowed =) All allowad Specific allowed ?
Manual recovery: Mot allowed ) All allowed Specific allowed ?
Manual restore; Mot allowed ») All allowed Specific allowed ?
Preview: Mot allowed =) All allowed Specific allowed ?
View all public falders: Mot allowed ») All allowed Specific allowed ?
View EPO SAP: =) Not allowed All allowed ?
-
Save Cancel

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.

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 150/197


mailto:sales@tech-arrow.com
http://www.tech-arrow.com/
http://tech-arrow.com/documentation/contentaccess-documentation-version-3-3/?section=address-book-objects-v-3-3

. | Our vision of technological evolution  AEEEGGEEEEEEE—

% techarrow
[ 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, office GATE, contentACCESS Mobile) will

show O 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

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.
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Search in ‘ All mailboxes ¥ |

Keyword E ‘ | P 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...

To specify the properties to be searched for, click on the E Search refinement icon.
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% Search the archive - O >

Search in |Current mailbox e |

Keyword E | | | 2 Search

Subject
Results File name

Folder
From Date To Folder Mailbox

Sent date »
Received date »

From
Sent to
Cc

Bcc

Body
Attachment

Has attachment  »
Importance 3
Sensitivity »
Category

Size

After clicking on an option, it will be added to the Keyword list and you can define it.
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Search in ‘AII mailboxes v|

Keyword E ‘SUbJ'ECt‘ | P Search

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

From Subject - Folder Mailbox

Sent date, Received date, Has attachment, Importance and Sensitivity 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/Received date options
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Yes
No

Screenshot : Has attachment options

MNormal
Low
High

Screenshot : Importance options

Narmal
Personal
Private
Confidential

Screenshot: Sensitivity options

Itis 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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% Search the archive - O X
Search in All mailboxes >
Keyword Y |T951in9 ~ | P Search
35 document(s) found in all mailboxes.
From Subject Date To Folder Mailbox
Erik Larson <erik.larson@te.. RSS testing 2/5/2021 2:00:54... Emily Bronte <e.. 2 emily.bronte@tec...

erik.larson@tech-arrow.com

Erik Larson <erik larenni@ita

RSS testing
DL tactinnA

2/5/2021 2:00:54...
2/5/2021 2:00:54...

emily.bronte@tec..

Emily Bronte <e..

16

eriklarson@tech-...

emily.bronte@tec...

Open 1/20/2021 3:13:2... eriklarson@tech-.. 3 emily.bronte@tec...
Copy document(s) 1/20/2021 3:13:2... Erik Larson <erik... 15 erik.larson@tech-...
0 Send as attachment 12/14/2020 4:13:... Emily Bronte <e.. 5 elena.ferrante@te...
1] Send as link 12/14/2020 4:13:... Emily Bronte <e.. 2 emily.bronte@tec...
Il eriklarson@tech Send as ZIP file 12/14/2020 4:13:... emily.bronte@tec.. 16 erik.larson@tech-...
"Microsoft Teamg team in Mic.. 12/14/2020 1:05... elenaferrante@te.. 5 elenaferrante@te..
Save document(s) locally
CAEATestTeam@ 12/14/2020 12:3.. CAEATestTeam@t.. 25 elenaferrante@te...
CAEATest Team {2 Share... 12/14/2020 12:3.. <. 15 eriklarson@tech-..
CAEATest Team < CAEATestT.. Meeting for testing 12/14/2020 12:3.. <. 5 elenaferrante@te...
Katalon Team <hello@katal... Simplify your debugging process in no.. 12/9/2020 9:12:4... .2 emily.bronte@tec...
"Microsoft Teams" <noreply.. You have been added to a team in Mic.. 10/22/2020 8:26... elenaferrante@te.. 5 elenaferrante@te...
"Microsoft Teams” <noreply... You have been added to a team in Mic.. 10/21/2020 1:11... emily.bronte@tec.. 2 emily.bronte@tec...
Emily Bronte <emily.bronte.. MMNE sharing testing 10/19/2020 4:04.... Emily Bronte <e.. 2 emily.bronte@tec...
Emily Bronte <emily.bronte.. MME sharing testing 10/19/2020 4:04:... Emily Bronte <e.. 15 erik.larson@tech-...
emily.bronte@tech-arrow.co.. MNE sharing testing 10/19/2020 4:04.... emily.bronte@tec.. 3 emily.bronte@tec...

SharePoint data handling

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, folders

and document sets.

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

fields (either optional or required).
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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

= Tree view = List view & Search 2| @8-

- i Favorites

5T contentACCESS

My Computer

@ My SharePoint Sites

@ O~ Refresh
I Settings... I
() Hide this provider

The SharePoint connector settings dialog will open:
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" SharePoint connector settings - X
Global user

Specify user which will be used to access one or more sites.

User name: |r‘nonika.nevicka@tech—arrow.com |

Password: EEXXXAXAAKRLER |

Confirm password; |~ |
Sites

Url Login Enabled

https://techarrow.sharepoint.com/site... | monika.nevicka@tech-arrow.com

httpsi//eimdemao.sharepoint.com/sit.. admin@eimdemo1.onmicrosoft.com

httpsi//techarrow.sharepoint.com/site.. global: monika.nevicka@tech-arrow.c...

| Add new site | | Edit site | | Delete site |

Content types

[ 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
tofill 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) afile 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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Report Wed Oct 07 2020.xlsx -

10 KB

mycompanyarchive

oG testing email

your vision of technological evolution

¥ techarrow

officeGATE

-]

07.10.2020

4 Get more add-ins

|[»]
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EE List view @ Search

o0 ske
i

353’ Test Microsoft Team

£
[
E

]a} Test Subsite
B> Monniesea
H:B’ Report mode testing
ﬂ Documents
"
ﬁ Minion
ﬁ MonnieSPA
) MonnieTesting
—T Projects
B [, Test Cases
ﬂ TraTest

-0 test calendar
m Calendar Test
- [T _testing

Bt

- [ MyCalendar

: m Projects_new
- [T Test tasks

]a} Testing site

i s

]ﬂ Company photos

B~ Del

i) Doc# test %

]ﬂ Doc # test % test

]ﬁ Doc Lib no versions

-

el R N SO R
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officeGATE v X
List view Search

) Report Wed Oct 07 2020.xlsx

in Projects

Content type

|Manua| o

Document
Installation protocol
Release notes

Report Excel file

Product +

contentACCESS @

Version number ®

1

Save ‘ | Close

On theillustrative screenshot above there are 4 content types available for the user: Manual, Document,
Installation protocol and Release notes. The user may select one of these content types. In our case, we
chose Manual 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 Manual, the following fields must be filled
in: Name, Title, 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
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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 Save to upload your file into the stated library.

Important: Do not forget to Check in the item after uploading it.

officeGATE M
EE List view < Search PRk o 2

- contentACCESS 3.8 release notes.pdf

in Projects

Content type

‘Release notes <

Mame

‘contentACCESS 3.8 release notes ‘

Title *

‘contentACCESS 3.8 release notes ‘

Product +

contentACCESS v

Version number *

s |

Release date

]

Wednesday, November 6, 2019 |

Save | ‘ Close

!!i

Since version 3.3, officeGATE is able to handle the following in My SharePoint Sites:

officeGATE Manual | Version 5.0 | ALL RIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 162/197


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

.. /Ou Vision of technological evolution /A

¥ techarrow
- Sites/Subsites B>
- Document libraries ™
- Document sets [

- Folders £

- Lists T

Document library

- containsitems with and without metadata

Document set
- acting like a common folder, but with metadata

- filescan be uploaded toit

List

- contains only documents consisting of metadata, attachments can be added to these documents

The table below lists all available operations in the context menu of a SharePoint item. Locate your desired
item 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 item type. The table below gives a

general overview about the available options:

Note: The New menu with submenu items is only available for SharePoint online. If you are using on-premise

SharePoint, you will have the options “New item” and “New folder” instead, like in officeGATE version 3.9).

SharePoint item Context menu options
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Document library

Document set
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AU N N NN

AN

AN NN U N U N NN

¥ techarrow

New (with submenu items based
on the selected site/document
set/folder/list templates

Open online

Add to favorites

Upload new file

Refresh

Enable offline access

Enable offline access (recursive)

New (with submenu items based
on the selected site/document
set/folder/list templates

Open online

Rename folder

Delete folder

Add to favorites

Properties

Upload new file

Refresh

Enable offline access

Enable offline access (recursive)

officeGATE v
B Tree view = List view & Search
[EIH:}* Test Microsoft Team ~
EIEE) Test Subsite

3....5:3, VWE

Elﬂ Company photos

New 3
Open online

(K6
28 v Add to favorites
23]

Upload new file

-~ Refresh

officeGATE v X
EEE List view & Search » |{§}'|

Open online
Rename folder
Delete folder
Add to favorites
Properties

Upload new file

Refresh

- FormLibTest
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officeGATE v
EEE List view 4 Search 2 |'5}'|
v New (with submenu items based w- i testt
G- test2
on the selected site/document @ Announcements
set/folder/list templates o New
v Open online [ Open online
- Add to favorites
v'  Add to favorites B Refresh
- Synchronize calendar item(s)
v RefreSh [~ TaskTest
v" Synchronize calendar items (if D test
B [TT] TestList
the list contains any) [)-¢@a OneDrive

v

Creating new SharePoint item

Depending on list type the user clicked on, one of the following items will be displayed in context menu:

Upload new file

The file selection dialog will open, followed by document metadata dialog (if they are required).

New

A submenu with the list of all available templates for the selected entity will open.

= Folder MNew 3
- -
@ Word document (5 Openonline
&  Excel workbook Yy Add to favorites
i PowerPoint presentation ¢®  Upload new file
@ OneNote notebook o Refresh
a'  Forms for Excel
Visio drawing

If you chose Folder, a pop-up window where you must name the folder will appear. Name it and click OK.
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% Create new folder — *

Enter the name of the new folder

‘New item folder

OK Cancel

If you chose one of the available templates (Word document, Excel workbook, etc.) and some required

values (metadata) are missing, you will get this warning:

Missing reguired values x

There are required fields which needs to be filled cut. Do you want to
edit these values first or you want to open the decument for editing?

Edit required fields Open document

If you choose Open document, office GATE opens the document online and you can start directly editing it.

After you are finished with the changes and close the document tab/window, you will need to fill in the

required fields back in officeGATE.

If you choose Edit required fields, the item details window will open (same as when you select Properties
from the item’s context menu). Here, you will need to fill in the required values (marked with red asterisk).

Then you can Open and edit the document online.
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officeGATE v X
| "= Tree view '-'\ Search 1024

Document3.docx
in MonnieSPA

Content type

‘ Document o

Mame

‘Microsoft conference.docx |

Title *

‘Microsoft conference |

Created: 5/18/2020 3:46:27 PM
Modified: 5/18/2020 3:46:27 PM

‘ Discard check out ‘ | Close ‘

I Open I ‘ Save and checkin i+ ‘

The document is then created in SharePoint.

Important: Do not forget that the document is automatically checked out after being uploaded to
SharePoint.
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Another way of item creation is by Drag&Drop. If the user drops an Outlook item or a file into a list that
supports attachments, one of these two behaviors will occur:
1. Iftheuserdropstheitemto empty space of the list, the item creation dialog will open, with the item

being pre-filled in the attachment list.

R Reply (32 Reply All (3 Forward 5 IM officeGATE e
Mon 03-Jun-19 04:47 PM = Tree view Q Search &~
teCh*arrOW@techfarrowcom Completed Title Due Date Assigned
contentACCESS 3.8 Release Candidate is out ENo 7/28/2018

To techarrow_all ~ =/ No 7128/2018
— =/ No 7/28/2018

Message |L“| contentACCESS 3.8 release notes.pdf (208 KB) ENo MonnieTest 10/18/2018
mycompanyarchive + Get mare apps =/ No MMNEtesting 10/18/2019 Monika Ne¢
=/ No MMNEtest2 10/18/2019
Dear partner, - = No MMNE3test 10/19/201% Monika Ne
=l No MNE4 10/18/2019 Monika N¢

As part of our commitment to bring our customers a fast, secure and handy platform for archiving and productivity solutions, I'm
excited to announce that we have reached the Release Candidate milestone for contentACCESS 3.8. Compared to BETA, in this
version we have solved a lot of issues to bring our customers better performance and a more stable and usable product. For
more information about the new features and improvements in contentACCESS 3.8, please read the attached release notes.

While updating to contentACCESS 3.8 from earlier versions (3.7 and older), please note, there are some important changes:

- Outlook forms must be republished due to authentication changes.
- The minimum required SQL version was increased from MS SQL 2008 to MS SQL 2012.

Your feedback and help are valuable and will be highly appreciated. If you have any questions or find any issues, please let me
know!
Please note, that it is not recommended to install the Release Candidate version of the software on a production system.

Best regards,

vy
¢ techarrow < >
Address Kazanska 5b; 82106 Bratislava hd My SharePoint Sites =

https:jitecharrow sharepoint com/sitesftesting =
NewTasks {8 items
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E h 4
officeGATE x
= Tree view Cg Search £}~
—1 New Task
—in NewTasks
~
Assigned To
% Complete
0
Description
Predecessors +
(None) <
Priority +
(2} Normal <
Task Status +
Mot Started v
Related ltems
Attachments + =
(-i' contentACCESS 3.8 release notes.p...)
W
Save ‘ | Close ‘

If the user drops the item to an existing item, a question whether he wants to create a new

2.
item using the dropped item or to attach the item to the existing item (drop target) will appear.
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- - : - X
22 Reply (32 Reply All (5 Forward G5 IM officeGATE
Man 03-Jun-19 04:47 PM = Tree view Q Search -
Completed Title Due Date Assigned
tech-arrow@tech-arrow.com .
contentACCESS 3.8 Release Candidate is out No 7/28/2018
To techarrow_all ~ No 772872018
. No 7/28/2018
=
Message |1| contentACCESS 3.8 release notes.pdf (208 KB) No MonnieTest 10/18/2018
T — + Get more apps No MNEtesting  10/19/2019  Monika Nt
: ) No MMNEtest2 10/18/2019

-

Dear partner, No MMNE3test 10/19/201% Monika Ne

MNE4

10/19/2019
As part of our commitment to bring our customers a fast, secure and handy platform for archiving and productivity solutions, I'm

excited to announce that we have reached the Release Candidate milestone for contentACCESS 3.8. Compared to BETA, in this

version we have solved a lot of issues to bring our customers better performance and a more stable and usable product. For

more information about the new features and improvements in contentACCESS 3.8, please read the attached release notes.

While updating to contentACCESS 3.8 from earlier versions (3.7 and older), please note, there are some important changes:

Outlook forms must be republished due to authentication changes.
The minimum required SQL version was increased from MS SQL 2008 to MS SQL 2012.

Your feedback and help are valuable and will be highly appreciated. If you have any questions or find any issues, please let me
know!

Please note, that it is not recommended to install the Release Candidate version of the software on a production system.

Best regards,

vy
¥ techarrow < 5
Address Kazanska 5b; 82106 Bratislava h My SharePoint Sites =

https:jitecharrow sharepoint com/sitesftesting =
NewTasks {8 items

My SharePoint Sites X
o Would you like to attach to "MNE4"?
Yes Mo Cancel

Opening and updating an item

The main content of a document library item is the file - double-clicking on it will download and openiitin
the suitable application. If the user wants to view and/or modify its properties, it is possible by selecting
Properties from the item’s context menu: it will open the item properties dialog mentioned above (without

attachment list), where the user can view and/or modify the document’s metadata.
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officeGATE v X
= Tree view G.. Search fo N
Completed Title Due Date Assign
t.
m New 3
& Mo (4 Open online
No g Send as link
No [2] Send as ZIP file
No | Properties
Mo
No ¥ Save document(s) locally
No E Delete document
% Refresh
#* Share

On list items, double-click will open the dialog mentioned above (now with the attachment list displayed).
The user will be able to view and modify the item’s metadata and the attachment list. The Properties

context menu option is also available on list items, having the same function as double-click.

Viewing and editing metadata

Document metadata are displayed in the list view in officeGATE pane. To view/edit metadata and add/open
attachments, the above mentioned edit dialog must be opened either by double-clicking on a list item or by

selecting Properties from the item’s context menu.
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officeGATE vx
= Tree view Cg Search £}~

(no title)

in NewTasks

Content type

|Task @

Title *

|Testing task ‘

Start Date

[| saturday . uy 27,2019 EM

Due Date

[| sunday . uy 282019 EM

Assigned To

Monika Mevicka

% Complete
0

Description

Predecessors +

(None) <

Priority +

| Ehn L % QUSRS |
Created: 7/6/2018 2:.03:37 PM
Modified: 7/6/2018 2:03:43 PM

Save ‘ | Close

Picking a user or a group from a SharePoint site

For some fields (like Assigned To on out screenshot), it is required to pick the user or group from the

SharePoint site the item belongs to. To do this, click on the three dots:
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¢ -
officeGATE *
= Tree view Cg Search £}~
—1 MonnieTest
' in NewTasks
Content type ~
‘Task @
Title =
‘MonnieTest ‘
Start Date
| Tuesday . October 15,2019 EM
Due Date
| Saturday . October 19,2019 EM
Assigned To
—_—

% Complete

0

Description

Predecessors +
Priority +
| SR % _ | v
Created: 10/14/2019 2:34:52 PM  Monika Nevicka
Modified: 10/14/2019 4:01:48 PM  Monika Nevicka

Save Close

The user/group selection window will open. Enter the name of the user or group you want to search for (1)

and click on the Search button. Click on the desired user/group and add it by clicking on Select (2). If you

want to remove a user/group, click on it in the lower field and click on Remove. To add more users and/or

groups, repeat the steps above. When you are finished with selecting, click on OK (3).
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Search for user or group X

%:8 Select a user or a group from this SharePoint site,

Search for: 1} |Tes‘[ Search

Name Title Department Email

edgewave_test edgewave_test@tech-arrow.com
Microsoft Test mstest@tech-arrow.com
test archive testarchive@tech-arrow.com
test mbx03

Testing Man testingman@tech-arrow.com
Testing site Members

Testing site Owners

Testing site Visitors

Testing team demo Members

Testing team demo Owners

Testing team demo Visitors

Select Microsoft Test

Remove

3} OK Cancel

Offline synchronization

Note: Offline synchronization is currently disabled for the SharePoint provider.

Check-out/check-in and versioning in a librar

Note: Check out feature is enabled on all SharePoint sites. If you want your users to be able to edit only

documents that they checked out, you need to enable the "Force check out" feature.
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Check out option allows the user to block a document while doing changes on it. When the changes are
done, the blocking can be removed by selecting the Check in option, which also applies the changes that
were made. If the user doesn’t want to save the changes that were made, he can choose to Discard check
out. While a document is checked out, no other users can make changes on it, except the user that the

document is checked out to.

To check out a document, select the Check out document option from its context menu.

officeGATE v X
= Tree view Q Search £}~
Mame Picture Size File Size Madifi
T .
1 PicSubFolder 8/15/20
1 PicSubFaolder2 8/15/20
e ~ACLjpg 980 200 KB 6/10/20
@. 55337 with EL... 1289 82,6 KB 6/10/20
. Emailarc New Y |20
r )

2. EmailArc] (5 Open online 20
& emaipen D8 Send as attachment 20
2. EmailRed B8 Send as link 20
& Emailres =8 >end as ZIP file 20
. File Rem Properties 20
= Retrieve I Check out document Il/zﬂ
= Retrieve,| &  Save document(s) locally 20
= RTF archi ;] Copy document(s) 20
= Saperion @ Delete document 20
% screen SI@ Rename document 20

~ Refresh

@  Upload new file

#* Share
< >

My SharePoint Sites = Testing site > Test Subsite =
LBAPicLib

When a document is checked out, it is marked the following way:
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. O checked out by the current user (you)

. @- checked out by a different user

Details about the check out can be viewed by selecting Properties from the item’s context menu.

officeGATE v X officeGATE v X
| = Tree view "\ Search &-| | = Tree view "\ Search fo s
Document.docx - MonnieSPA.txt
in MonnieSPA s in MonnieSPA
Content type Content type
‘ Document @ ‘ Document @
MName * MName *
‘Document.docx ‘ ‘MonnieSPA.b:t ‘
Title * Title *

Created: 472472020 11:13:11 AM

Modified:  4/24/2020 11:13:13 AM
Created: B/10/2019 12:24:10 PM

Modified:  ©/10/2019 12:24:10 PM

- checked out this item, so you cannot edit it.

Save and checkin i+ | ‘ Close |

‘ Discard check out |

Screenshot: Item checked out by the current user (left) and item checked out by different user (right)
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The next step is to edit the document. This can be done by selecting Open online from its context menu and

editing it online. After the desired changes are made, you can close the browser.

officeGATE v X

== Tree view G.. Search fo N
‘ MName Picture Size File Size Maodifii

T.

= PicSubFolder 8/15/20

= PicSubFolder2 8/15/20

= ~ACLjpg 960 200 KB 6/10/20

®. 53337 with EL... 1289 82,6 KB 6/10/20

= Applicaticas J o D 200/

2. EmailArc] New - ' 20
=, EmaiIAch Open online I 30
@ Emailpell 08 Send as a!ttachment -
& Emailreq C® >€nd as link - -
& EmailRes ] Send as-ZIP file -
& File Rem Properties -
= Retrieve Check in document 20
= Retrieve, Discard check out 20
= RTFarchi &  Save document(s) locally 20
& saperion [F]  Copy document(s) 20
% screen SI2Y  Delete document 20

[ Rename document

% Refresh

@ Upload new file

#* Share
< >

My SharePoint Sites = Testing site > Test Subsite =
LBAPicLib

If you want to apply the changes that were made, click on the Check in document option. This will also make
the document available for other users and create a new version of the document. Older versions and

version history can be viewed directly SharePoint, officeGATE always opens the latest version.
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officeGATE v X
== Tree view Q. Search fo N

‘ MName Picture Size File Size Maodifii
T.
= PicSubFolder 8/15/20
= PicSubFolder2 8/15/20
= ~ACLjpg 960 200 KB 6/10/20
B 55337 with EL... 1289 82,6 KB 6/10/20
- F:W T T R §/ 10,20
- Emal_l [4 Openonline 13/20
- Emal_l 4 Send as attachment 15/20
e Emaill o Send as link 15/20
*EMal o Send as ZIP file 1524
% Email Properties 15720
% File R 15720
& Retrie Check in document IL 0/20
& Retrie Discard check out 10/20
= RTFal ® Save document(s) locally 10420
= sapen 0] Copy document(s) 10720
% screel 5y Delete document 10720
[ Rename document
~ Refresh
@  Upload new file
#* Share
< >

My SharePoint Sites = Testing site > Test Subsite =
LBAPicLib

After selecting the Check in document option, a pop-up window with the possibility to add a comment will
appear. It is recommended to always write down some notes in order to have a better overview later. Click
OK.

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 178/197


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

.  Our vision of technological evolution G

% techarrow

Check in Document.docx *

Comment

Page with FAQ was added.

QK Cancel

If you don’t want to keep the changes that were made, you can choose to Discard check out.
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officeGATE v X
== Tree view Q. Search fo N

‘ MName Picture Size File Size Maodifii
t.
= PicSubFolder 8/15/20
= PicSubFolder2 8/15/20
= ~ACLjpg 960 200 KB 6/10/20

®. 53337 with EL... 1289 82,6 KB 6/10/20

% Emailarc L New ) 20
% Emailarc G Open online 20
& EmailDel Fd Sendas e?ttachment -
% EmailReqg g Send aslink ) 20
% EmailRes 51 Send as_ZIP file -
%. File Rem Properties 20
= Retrieve Check in document 30
= Retrieve,l Discard check out II/zQ
= RTF archi & Save document(s) locally 20
&= Saperion [7] Copy document(s) 20
®. screen S| [gh  Delete document 20

& Rename document

= Refresh

8  Upload new file

#* Share
< >

My SharePoint Sites = Testing site > Test Subsite =
LBAPicLib

After selecting Discard check out, a warning pop-up window will appear. If you confirm that you want to

discard the check out, you will lose all the changes that were made while the document was checked out.
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Document.docx

If you discard your check out, you will lose all changes made to the
document. Are you sure you want to discard your check out?

Yes Mo

Version creating

When a document is uploaded to SharePoint, it is automatically checked out to the user that uploaded it.

To make the document available to other users, first it must be checked in.

If versioning is enabled on SharePoint - When you upload a document to a library where the same
document already exists, officeGATE will ask if the existing document should be overwritten and new
version created. If you select yes, officeGATE will overwrite the document on SharePoint and create a new

version.

Warning - RE_ M3 Teams Youtube video.msg

A document with the same name already exists in the target folder.
! Do you want to overwrite it and create a new version?

Yes Mo

If versioning is not enabled, officeGATE will ask if the existing document should be overwritten. If you

select yes, officeGATE will overwrite the document on SharePoint.

Adding items to an email message

Sending as attachment
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- Library item - create a new message with selected document as attachment
- Listitem - cannot be sent as attachment from its context menu

- Document set item - create a new message with selected document as attachment

Sending as link
- Library item - create a new message containing link to the selected document
- Listitem - create a new message containing link to the selected item

- Document set item - create a new message containing link to the selected document

Sending as ZIP file
- Library item - put the compressed document into a new message

- List item - compress the item properties into an HTML file together with item attachments to a

single ZIP file and put it to a new message
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EH S = Untitled - Message (HTML)
MESSAGE | INSERT ~ OPTIONS  FORMATTEXT  REVIEW  DEVELOPER

E.} 28 Ml U Q) @ > Follow up - 7 7 Q D G

! v@

T E — 00X

12

. — | High Importance N i
Paste B I U ¥ A Address Check = Attach Attach Signature = Assign Zoom Manage Manage Upload to Insights View
@ Book Names File Item~ @ Policy - ¥ Low Importance Archive Archive b contentACCESS Templates
clipboard Basic Text Names include Tags 5 Zoom | mycompanyar... contentACCESS... contentACCESS Share My Templates |~
From ~ monika.nevicka@tech-arrow.com
=1
To..
send
o
Subject Testing ZIP
Attached BB Testing.zip (108 KB)
Hi!
I'm sending you these files from folder: NewTasks
MNE3test\ MNE3test. html
MNE3test\Alaska.png
MNE3test .msg

MNE3test\Re Medal on m{yprofiie.msg
Best regards,

Monika Nevickd

- Document set item - put the compressed document into a new message

Drag & drop into a message
- Library item - add the document as attachment
List item - creates a table with property information and link to the selected item and its

attachments
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B H S = Untitled - Message (HTML) 7T ®H — 0O X
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW DEVELOPER
e o o= p= 3! 8 N > o -
o [catiori @c - KA =-i=- ) 24 oo MJ . ;3 \% P Follow Up Q /( k4 k4 <) ®) D
- . . ! High Importance ) ) )
Paste B I U %¥-A- &= 3= Address Check Attach Attach Signature | Assign Zoom | Hide | Manage Manage Upload to Insights View
- ¥ - = Book Names File Item~ @ Policy - ¥ Low Importance panel | Archive = Archiveb = contentACCESS Templates
Clipboard Basic Text 5 Names Include Tags % Zoom | officeG... | mycomp... contentAC... contentACCESS S... My Templates| A
. - X
From ~ monika.nevicka@tech-arrow.com OfﬁCeGATE
=1 ‘ | = Tree view = List view |3 Search fosd
send e | C Title Due Date Assigned
cc.. ‘ | .
I No 7/28/2018
SR ‘ | 5 No 7/28/2018
[=I No 7/28/2018
Item MNE3test +—— |ink to item =/ No MonnieTest  10/12/2019
Eln MNEtesti 10/19/2019 Monika N
Completed No o esting /19y onika N
[“I No MNEtest2 10/19/2019
Title MNE3test N MNE3test 10/19/2019
Due Date 10/19/2019 4:58:08 PM Eno MNES 10/15/2019  Monika Nt
Assigned To | Monika NevickHtd>
Alaska.png
Attachments .MSE
Re Medal on my profile.msg
< >
My SharePaint Sites = T ite > NewTasks {8 items)

- Document set item - add the document as attachment

Outlook calendar entry creation

This feature is used for creating SharePoint and Outlook calendar items directly from Outlook.

To create a SharePoint calendar entry, right-click on an Events list or listitem -> select New -> select Event.

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 184/197



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

.  Our vision of technological evolution G

% techarrow

officeGATE v X
== Tree view Cl. Search &-

‘ Start Time End Time Recurrence Title

=l 52072020 10{ — _
[El 542042020 9:2 (% Open online |01 Event 4
1 52002020 74 8 Send aslink _ |
[Z] Send as ZIP file
Properties

¥ Save document(s) locally
[ Delete document
]

Refresh

Create QOutlook calendar item
#* Share

My SharePoint Sites = Testing site > Test Subsite =

MNE testing

The document metadata dialog will open. Here you need to fill in the required fields (marked with red

asterisk). Click on Save.
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officeGATE

Tree view List view Search

MNew Event
in GFE Calendar Test

Content type

| Event
|

Title ©
|0fﬁ ceGATE discussion

Location

|Bratislava

Start Time *
| piatok . maja 22, 202C v ||10:00:00 odpc 2]

End Time *
| piatok . maja 22, 202C v |/10:30:00 odpc 2]

Description
Please prepare the necessary documents

Category

Meeting

All Day Event
(|

Recurrence

O
,—||v

Required_Persons
‘ | Close ‘

Save

After your item is saved and a new calendar item is created in SharePoint, officeGATE will ask you if you

want to create a calendar entry in your mailbox (Outlook) calendar from it.
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officeGATE

o Do you want to create a calendar entry in your mailbox calendar?

Yes Mo

If you select Yes, officeGATE will search for fields containing usernames and/or email addresses and
analyze the metadata of the newly created entry and use them in Outlook calendar entry creation. An
officeGATE ID will be assigned to the Outlook item - this is used for synchronization with Outlook and

SharePoint. If a user is added here as Required and/or Optional, he will get a notification email about the

invitation.

officeGATE discussion - Meeting

File Meeting  Scheduling Assistant ~ Tracking Insert  Format Text Review Help @ Tell me what you want to do

@ $ @ E @Addresanok EDBuSy . HE E| @J e e D’

2 Check N OR
Cancel . Teams Meeting Contact A theckRames ﬁ 15 minutes . SIS Categorize * Dictate Upload to View Insights View
Meeting Meeting Notes Attendees ~ (l'] Response Options ~ - J/ - contentACCESS shared files Templates
Actions Teams Mee... | Meeting N... Attendees Options Tags Voice contentACCESS Share My Templates |
@ Mo responses have been received for this meeting. H - e
This appointment conflicts with another one on your calendar. Room FI n..
~
] maj 2020 »
B Title bfficeGATE discussion po ut st 3t pi so ne
1 2 3
Send i 4 5 6 7 8 9 10
Update Required -]

1 12 13 14 15 16 17

18 19 22 23 24
Optional Bl

Start time pi 22.05.2020 (5 2200 v [JAlday [] @& Time zones [ Jeood []Fair [l Peor
Choose an available room:

End time pi 22.05.2020 E 22:30 A d ¥ Make Recurring o

Location Bratislava

Eé\ Room Finder
Please prepare the necessary documents.

______________ (do not change or remove this): ###officeGATE_ID: bcacfc38-9342-4b11-abd4-ba557aa93c2a##H
Suggested times:

8:00 - 8:30
1 conflict:

8:30 - 9:00
1 conflict:

9:00 - 9:30
1 conflict:

9:30 - 10:00
1 conflict:

LR

10:00 - 10:30
1 conflict:
4
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If an existing calendar or task item is edited in officeGATE and does not contain an information about

officeGATE ID, then the option to retrospectively create an Outlook calendar entry for that item will be

visible for the user. Once the entry is created, the Synchronize calendar item(s) button will become visible.

Synchronization options

Tree view

The context menu option Synchronize calendar item(s) is visible only if the selected item in officeGATE is

a calendar.

When you click on the option, officeGATE will query all the calendar items of the selected calendar and if

the description contains the Outlook calendar ID (mentioned above), the Outlook calendar item will be

updated. SharePoint calendar items that don’t have the Outlook calendar ID in description will be skipped.

officeGATE

= Tree view i= List view & Search
E—]H:P Test Subsite

=1

=1

List view

&[> MonniesPA

59888585

E} Report mode testing

Dacuments
LBAPicLib
MonnieSPA
MonnieTesting
Projects

Test Cases
TraTest

GFE Calendar Test

*
-

L]

(I RN

MNew

Open online
Add to favorites
Refresh

Synchronize calendar item(s)

In the list view, there are 2 context menu options:

officeGATE Manual | Version 5.0 | ALL RIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 188/197


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

. | Our vision of technological evolution GGG

% techarrow

= Create Outlook calendar item - this will be visible if you open the context menu of a SharePoint
calendar item from which an Outlook calendar item hasn’t been created yet. When clicked, officeGATE

will create an Outlook calendar item as described above.

officeGATE v X
= Tree view Q Search £}~
‘ Start Time End Time Recurrence Title

[£] 572072020 1

Open online

&
B4 Send as link
&

[£] 572072020 ¢

[ 52042020 7 )
Send as ZIP file

Properties

¥ Save document(s) locally
[ Delete document
]

Refresh
I Create Qutlook calendar item I
#* Share

= Synchronize Outlook calendar item(s) - this will be visible if you have already created an Outlook
calendar item from the selected SharePoint calendar item. When clicked, officeGATE will read the

SharePoint calendar item fields and update the Outlook calendar item based on that.
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officeGATE v X
== Tree view Q. Search fo N

‘ Start Time End Time Recurrence Title

t.
|5l 52272020 7:3... 5/25/2020 8:0.. False MME te

B 5/20/2020 10
|5l 572002020 9:2
|5l 572002020 7:3

[4 Openonline
Send as link
Send as ZIP file
Properties

1 &

Save document(s) locally
Delete document

Refresh

Synchronize calendar item(s) I
Share

1 © @ e

Item details view
When you open a SharePoint calendar item in officeGATE, the item details view will be opened. Here are
the same 2 buttons as in list view:

= Create Outlook calendar item - same as in List view
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officeGATE v X
Treeview Search -

MNE test meeting
in MMNE_testing

Content type

‘Event @

Title *

‘MNE test meeting ‘

Location

‘Bratislava ‘

Start Time *

| piatok . maja  22,202C v || 7:30:00 dopc 3|

End Time *

pondelok.  maja 25, 202C v || 8:00:00 dopc 2|

Description

Category +

(None) <

All Day Event
O

Recurrence

=
Created: 5/20/2020 2:24:05 PM
Modified:  5/20/2020 2:24:05 PM

I Create calendar item I | Save ‘ | Close

» Synchronize Outlook calendar item(s) - same as in List view
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officeGATE v X
Tree v'ew Search -

officeGATE discussion

in MMNE_testing

Content type

‘Event @

Title ®
‘ofﬁceGATF_ discussion ‘

Location

Start Time *

| streda . maa 20, 202C v (10:30:00 dopc 2|

End Time *

| piatok . maja 22, 202C v |/10:00:00 dopc 2]

Description

Please prepare the necessary documents.<brx> I
<hbr> v

Category +

Meeting ©

All Day Event
O

Recurrence

=
Created: 3/20/2020 6:03:18 PM
Modified:  5/20/2020 £:09:42 PM

I Sync calendar iTEmI | Save ‘ | Close

Important: If an item, which has been already synchronized, is deleted from the SharePoint event list, it will

remain in Outlook calendar, as there's no synchronizing for the deleted items.
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Teams data handling

officeGATE allows you to handle your Teams archive and Teams chat archive items, too. The difference,

compared to all other providers and contentACCESS items, is that you can’t Drag&Drop items into Teams

archive and Teams chat archive.

Teams archive and Teams chat archive items offer the following options from their context menu:

- Open
- Open contentWEB

- Send as attachment

- Send as link

- Send as ZIPfile

- Properties - this opens a preview of the item and allows the user to work with it as described in

section Double-click on contentACCESS items in List view

- Save document(s) locally

- Copy document(s)

- Refresh

- Share

officeGATE Manual | Version 5.0 | ALL RIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 193/197


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

. 0L Vision Of technological evolution /A

% techarrow
officeGATE v X
= Tree view Q. Search fo N

| Date Title

.

B 121472020 2: 5
12/14/2020 1

Open
~ Open contentWEB
[d Send as attachment
[d Send aslink
[Z] Send as ZIP file
Properties

Save document(s) locally
Copy document(s)

4
|
~ Refresh
g

Share

contentACCESS = Teams chat archive (EA Test) >
Emily Bronte = Chats

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
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operating system problems teaching troubleshooting techniques to decipher any problem, and giving you

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

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

below).

GotoFile = 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.

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

HOME SEND / RECEIVE FOLDER  VIEW  DEVELOPER

Outlook Options ? x
General . . . .
7. View and manage Microsoft Office Add-ins.
Info Mail
Open & Export 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 i
Add-Ins available:
Advanced Conyel LA aEiable
] \Conversallon History Add-in for Microsoft Office 2013
= Office Account Customize Ribbon Micros |[|microsoft Access Outlook Add-in for Data Collection and Publishing Cancel
I archive Micros| Mlcrosoft Exchange Add-in
I archivel Options Quick Access Toolbar 3 Microsoft SharePaint Server Colleague Impart Add-in
- g s office [ Micrasoft VBA far Outloak Addin Add..
Auditing1 7 lh Add-Ins OneNd officeGATE
Auditing2 Exit Outlod OneNote MNotes about k Items Remove
Outlook Social Connector 201 &
Deleted Itd Trust Center Skype
Emails to a Location: C\Program Files\Microso®, Office\Office 15,0 cOffice.dll
Inacti
. Load Behavior: Load at Startu
Koncepty [1 Micros| P
Odoslana pdg Micros|
[» Odstranengé
Archiv Dicahled Annlication Add-ins | e
dd-in: Conversation History Add-in for Migrosoft Office 2013
Pubtigher: Microsoft Corporation

Compatiqjlity: No compatibility information avajlable
Location: C\Program Files\Microsoft Offige\Office 1540cOffice.dll

Description: Conversation History Add-in jor Microsoft Office 2013

ITEMS: 993

Manage: COM Add-ins v Go...

Cancel

> SharePoint connection in officeGATE is not established

officeGATE Manual | Version 5.0 | ALLRIGHTS RESERVED

TECH-ARROW, a.s. | Kazanska 5B, 821 06 Bratislava, Slovakia, EU | E-mail: sales@tech-arrow.com | www.tech-arrow.com 195/197


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

. | Our vision of technological evolution  AEEEGGEEEEEEE—

% techarrow

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

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

of officeGATE is not supported by your MS Outlook:

officeGATE - InstallShield Wizard ™ — — .
e - .

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

The setup will now abort!

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

installed on your PC.

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