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After completing this, you will be able to:

o Take advantage of the power and flexibility of Outlook PowerTool Plus
e Install and uninstall the program
e Activate and deactivate features
e Configure your email to send attachments
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Introduction

Downloading

Installation

This document provides guidance on the installation of the Outlook PowerTool

Plus from echoTechnology. Outlook PowerTool Plus is a powerful and flexible

tool for managing documents and list items across a single site collection within
your SharePoint environment.

For product questions of support-related topics, please visit our IT Support
online forums at http://support.echotechnology.com/

For help with each of the features inside Outlook PowerTool Pro, please see the
Outlook PowerTool Plus User Guide, which was part of your free download.

To review some of the most common questions around Outlook PowerTool
Plus, please see the Outlook PowerTool Plus FAQs.

If you have not yet downloaded the latest version of the Outlook PowerTool
Plus, please visit our website at www.echoTechnology.com and go to our
Products section, under Free Tools. You should find all the information you
require to download our software.

To install, you must save the executable (.exe) locally. Double click the file to
install, and InstallShield will launch automatically and walk you through the
process.

1. The splash screen appears, confirming that installation has commenced.

2ar
@~ OUTLOOK

for SharePoint
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e The wizard then appears, and invites you to click on the Next button to
proceed. Clicking Next will move you forward in the process.

At this point, the wizard also identifies whether you have an older
version of Outlook PowerTool Plus installed. If you do, a prompt opens
asking you to remove the old version using Add/Remove Programs in
the Control Panel. This process is described in the section on

Uninstalling.
i@ Outlook PowerTool Plus Setup E3
C(/\OUTLOOK Welcome to Outlook PowerTool Plus
for SharePoint .

The Setup Wizard will install Outlook PowerTool Plus on your computer.

To continue, click Next.

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

Cancel |

echoTechnology
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e Next, we provide a list of requirements for a successful installation.

"3 Outlook PowerTool Plus Setup E3
C(/\OUTLOOK Welcome to Outlook PowerTool Plus
FayYi ',i

for SharePoint
OQur goal is a shortened and successful install for you. To assist, please ensure you:

1. Are the Sharepoint Farm Administrator,

2. Install Outlook PowerTool Plus on a server with either SharePoint 2007 or WSS 3.0
installed.

3. Know whether the Outlook PowerTool Plus has been tested on your configuration.
See details here : http://echotechnology.com/products/FAQS/OPTPLUSTESTED]

4. Only run this setup routine on the server. Installation from a workstation is not
supported,

5. Have internet access and the registration key emailed to you as you will be required

to activate this free tool prior to using it.
! Cancel |

choTechnology
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e We also provide you with our end user agreement, and a small
checkbox to indicate that you read it and are in agreement. After
selecting this box, you will be able to proceed.

iz_-!"a Outlook PowerTool Plus Setup [ X
License Agreement
(?(/\OUTLOOK
Please read and agree to Outlook PowerTool
ﬁowe rTO o I Plus license agreement.

END USER LICENSE AGREEMENT for Outlook PowerTool Plus from ﬂ
echoTechnology

This End-User License Agreement (“EULA”) is a legal agreement between you
(either an individual person or a single legal entity, who will he referred to in this
EULA as (“You” or “Your”) and Winapp Technology llc dha as echo Technology,
(“echoTechnology™)

SOFTWARE PRODUCT LICENSE
The Software Product is protected by intellectual property laws and treaties. The =]

[V Ihave read and agree to the Outlook PowerTool Plus software license agreement

< Back I Mext > l Cancel I

I <chTechnology

e A program folder will be created.

i’-\‘!:l‘ Outlook PowerTool Plus Setup [ X

OUTLOOK Destination Folder
P owe rTO (o) I Click Mext to install ko this Folder, or click Change

toinstall to a different folder.
for SharePoint

I‘:7 Install Outlook PowerTool Plus to:
. C:\Program Files\echoTechnology\Outlook PowerTool Plus), Change... I

Cancel I

I ochoTocinoloy
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e Alist of the features to be added are presented. Outlook PowerTool
Plus contains two primary features, and one hidden feature — the Select
Item Checkbox, which is the key to making the other features run.
Because activation can take a long time on a large site collection, you
have the option of activating on targeted sites later.

{ﬁ/\OUTLOOKJ Feature Activation

oOwel
for SharePoint

Prior to using Outlook PowerTool Plus the Features must be activated in each site collection.

(¢ Activate the features in each site collection. (Recommended)
Please Note: Depending on site collection size this may take a few minutes
" skip activating the features I will do this manually

The email enhancements feature allows you to send an email multiple documents
and links using Outlook.

A l The list enhancements feature allows you to easily delete, check-in, check out,
Ul move and copy multiple items in al list.

—a (Hidden) The selected item feature adds a checkbox to views that allow you to
4“J choose multiple items at once in SharePoint lists. This Feature will modify all
views in your deployment to include the new selected item check box column.

Cancel |

echolechnology

o Finally, you’re given the option to Install.

’-!(! Outlook PowerTool Plus Setup B3
Ready to Install the Program
{/\OUTLOOK
I\

D owerTo I,x\ﬂ The wizard is ready to begin installation.
@ ]

for SharePoint

Please Note : ‘You have selected to automatically activate the Outlook PowerTool Plus
features at this time. Depending on the size of your site collection, this process could take
a few minutes to complete.

Click Install to begin the installation.

If you want ko review or change any of your installation settings, click Back. Click Cancel
to exit the wizard.

< Back Cancel I

echoTechnology
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e A registration window should appear. Please enter your name,
organization, and the serial number provided in the download email. If
you did not receive a registration number, please contact
support@echotechnology.com to request one. Then click Register.

B EchoTechnology.ListMigratorPowerToolAssembly

Organization

Serial Number @

must fill in the field.

[ Register ] [ LCancel ]

e A status bar will appear.

B EchoTechnology.ListMigratorPowerToolAssembly [ X}
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Once registered, another dialog box appears, this time to actually install
the software.

‘73 Outlook PowerTool Plus Setup [_ [ x|

Installing Outlook PowerTool Plus
/\OUTLOOK
ower T ﬂ The program features you selected are being
- \ 'L’ L B \: J |\ ) ) .
installed.
InlShamPoim

@] Please wait while the Setup Wizard installs Outlook PowerTool Plus. This may
o take several minutes.

Status: Registering product

echoTechnology

e  With that, you’re done! Of course, once installed, we highly

recommend that you review the short but informative User Guide to
quickly learn how to use the features within Outlook PowerTool Plus.

i’% Outlook PowerTool Plus Setup B3

@ / OUTLOOK Setup Wizard Completed

p"‘»}““’ 3’ ‘“\:'.«’H
for SharePoint

The Setup Wizard has successfully installed Outlook PowerTool Plus. Click Finish to exit the

wizard.

[V view Outlook PowerTool Plus User Guide

carncel I

echoTechnology
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Activating Features

During the installation process, the setup program will automatically activate
three features across your existing SharePoint site collection:

e Outlook PowerTool Plus Email Enhancements
e QOutlook PowerTool Plus List Enhancements
e echo Select Item Checkbox (hidden feature)

If, during installation, you opted to not automatically activate the Outlook
PowerTool Plus features across your site collection, you will need to activate
the features manually. To activate the features of Outlook PowerTool Plus, do
the following:

I Step 1 - Activate Features for your Site Collection
1. Go into your Site Collection under Site Actions.

Welcome System Account ¥ | My Site | MyLinks ~ | @)

[[This site: Products =l e
4 Create Products Sub Site

Please create new Product sites using this web part.

Select a Site Template:
l2wdnaw Pradicts Tamnlate « | i =

2. Select Site Settings from the menu.

7l , Create
T ‘[ add a new library, list, or web page to
= this website.
= ] Edit Page
H //“ add, remove, or update Web Parts on
’ this page.
& Site Settings
0 Manage site settings on this site. l :
|
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3. Select Site Collection Features from the menu on the right.

Site Collection Administration

o Search settings

o Search scopes

o Search keywords

@ Recycle bin

o Site directory settings

@ Site collection usage reports

@ Site collection features

o Site hierarchy

@ Portal site connection

o Site collection audit settings
@ Audit log reports

o Site collection policies

4. You’ll see a list of features within your SharePoint deployment.
Among them, you’ll see two from echoTechnology. Activate both of
them. The first will take a minute or so to replicate, but the second
will activate in seconds.

echoTechnology Outlook PowerTool Plus Email Enhancements
Provides the abiity to easily email multiple links and documents from SharePoint lists,

echoTechnology Outlook PowerTool Plus List Enhancements "o I
Provides the abiity to easily delete, checkin, checkout, move and copy mukiple ems in a list. Allows users to navigate to the source Folder of an item.

5. Once activated, they will show as Active.

echoTechnology Outlook PowerTool Plus Email Enhancements
SRS ; Deactivate
Provides the abiity to easity email multiple links and documents from SharePoink ists,
echoTechnology Dutlook PowerTool Plus List Enhancements
o Dot

Provides the abiity to easily delete, checkin, checkout, move and copy mukiple 2ems in a list. Allows users to navigate to the source Folder of an Rem.

6. To confirm that Outlook PowerTool Plus was activated, simply go
into a library or list, and the Select Item Checkbox should be there.

1050 - Cleansing Water > Product Documents

Product Documents P

Mew ~  Upload ~  Actions v Settings ~

Type MName Title Modified

=) Document Type : Formulation (1)

E;] formula_1050 - Cleansing Water formula_1050 - Cleansing Water 5/02/2006 10:38 F

=l Document Type : Minutes (1)
r @] 1050_Minutes 1050_Minutes 8/02{2006 10:01 F
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7. Going back into Site Actions, you’ll see that the option to Add-
Remove echo PowerTool Plus Checkbox has also been added to Site
Collection Administration.

Site Collection Administration

B Search sethngs

B S5earch sc opes

B Site drectory settings
B Site collection usage reports

@ Site collection features

2 Portal ste connechon
@ Site collection audit settings
0g reports

te collection polckes

collection cache profiles

® colk

tion object cache

B Site collection output cache
8 VYarlabons

? Yariation labels

& Translatable columns

B Yariatwon logs

o ik Remove sihs Povsr ool Bhs Chackbon

8. Selecting this option allows you to add or remove the Select Item
Checkbox for the current Site Collection.

echoTechnology Outlook PowerTool +

Add Remove echoTechnology Outlook PowerTool Plus Checkbox

Add Remove echoTechnology Outlook PowerTool Plus checkbox column in all views of list and lbraries of current site collection,

Add Checkbox Remove Checkbox Cancel

I Step 2 - Deactivate Features for your Site Collection

To deactivate the Outlook PowerTool Plus features, simply repeat the process
above, and Deactivate the features from the Site Collection Features list, as
shown in Item 5.

echoTechnology ©2010 Page 10 of 14
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Email Security Configuration

One of the more powerful aspects of

Outlook PowerTool Plus is the ability to

send multiple links and attachments via email, allowing you to share site
content with peers and partners, whether they have access to the site or not.

Unfortunately, there is a small ActiveX issue with IE7 and IE8 impacting the
ability of some users to send attachments by email using Outlook. To enable

Send by Attachment, do the followin

g

1. Inyour browser, open up Tools, and then select Internet Options.

| ‘ | Reopen Last Browsing Session

*| Pop-up Blocker
[ 2] Manage Add-ons

€y Work Offline

W Compatibility

Compatibility View Settings
7] Full Screen

Toolbars

Explorer Bars

Fi1

<h> Developer Tools

Fi2

Suggested Sites

2. Under the Security tab, select Custom Level

Internet Options

B3

General Security |Privacy] Contentl Connectionsl Programsl Advancedl

Select a zone to view or change security settings.

W

Internet

.

Local intranet

This zone is for all websites that are
% found on your intranet.

Local intranet  Trusted sites

Restricted
sites

Sites |

[~ Security level for this zone
Allowed levels for this zone: All

= - i Low

- Minimal safeguards and warning prompts are provided
- Most content is downloaded and run without prompts
- All active content can run

- Appropriate for sites that you absolutely trust

Custom level...

Default level I

Reset all zones to default level |

oK I Cancel | Apply |

echoTechnology ©2010
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3. Select “Initialize and script Active X controls not marked as safe for
scripting.”

Security Settings - Local Intranet Zone [ = ‘

Settings

) Enable A
¢/ Download signed ActiveX controls
© Disable i
@ Enable
©) Prompt A
¢, Download unsigned ActiveX controls = ]
© Disable
@ Enable I
@ Prompt
¢, Initialize and script ActiveX controls not marked as safe for script
() Disable
@ Enable
©) Prompt
|#, Only allow approved domains to use ActiveX without prompt
() Disable |

@ Enshla
<« | (1] | »

*Takes effect after you restart Internet Explorer

Reset custom settings

Reset to: [Medium-low {default) v] [ Reset... ] i

o ] [oma )

Uninstalling

If you have an older version of the Outlook PowerTool installed, the installation
process will automatically remove this old version. However, if you need to
remove the application manually, go into Control Panel, Add or Remove
Programs and follow the steps below:

IZ Step 1 - Removing older version of Outlook PowerTool Plus

1. Within Add or Remove Programs, select the echoTechnology Outlook
PowerTool Plus application, and click on Change.

¥ Add or Remove Programs = [O1x]
% Currently installed programs: [~ show updates Sort by: |Name v

Change or
Remaove
Programs

%
Add Mew
Programs

=

AddfRemove
Windows
Components

J~ Acrobat.com Size 1.67ME 2
EM Adobe AIR

n Adobe Flash Player ActiveX

f;l Adobe PDF IFilter 6.0 Size 19.68MB
Adobe Reader 9 Size  204.00MB

[é] echo for SharePoint 2007 Size  25.70MB

[@] echo for SharePaint 2007 Content Loader Manager Size  25.70MB

echoTechnology Outlook PowerTool Plus

g&' Hyper-¥ Guest Components

Lotus Notes 7.0.1 Size  313.00MB
ﬁ] Microsoft \NET Framework 2.0 Service Pack 2 Size  185.00MB
ﬁ] Microsoft .NET Framework 3.0 Service Pack 2 Size  178.00MB
ﬂf_—.}l Microsoft .NET Framework 3.5 SP1 Size  28.09MB
c_‘_’, Microsoft Office 2003 Web Components Size  22.69MB
,f_’; Microsoft OFfice Enterprise 2007 Size  526.00MB
D} Microsoft Office SharePoint Designer 2007 Size  526.00MB
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2. The Outlook PowerTool Plus setup tool will open to help you through
this process. Select Next.

|‘-!,]a Outlook PowerTool Plus Setup Bi I
WOUTLOOK Welcome to the Setup Wizard for
P owe rTO (o) I Outlook PowerTool Plus
for SharePoint

The Setup Wizard will allow you to remove Outlook PowerTool Plus. To
continue, click Mext,

< Back

i Cancel I

I o-tTsciinclogy

3. Confirm that this is the right course of action by selecting Remove.

i’.,:‘% Outlook PowerTool Plus Setup X]
/ Remove the Program
OUTLOOK YYou have chosen to remove the program from
PowerTool  vorsysten
for SharePoint

Click Remove to remove Outlook PowerTool Plus from your computer. After removal, this
program will no longer be available for use.

If you want to review or change any settings, click Back.

< Back I Remove I

I <ctilectioolgy
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4. Asituninstalls, your status bar will flicker.

,}} Outlook PowerTool Plus Setup == B
Uninstalling Outlook PowerTool Plus
C?V?)UTLOOK
The program features you selected are bein:
P Owe rTO 0 I uninstaliged, * .
for SharePoint

Please wait while the Setup Wizard uninstalls Qutlook PowerTool Plus. This
may take several minutes,

Status: Deactivating Feature from site collection :
http:/sydney/sites/products

< Back l [dext =

o ey

5. Finally, a confirmation message appears letting you know that the tool
has been removed from your system.

i3 Dutlook PowerTool Plus Setup X
WOUTL OOK Setup Wizard Completed
PowerTool
for SharePoint

The Setup Wizard has successfully uninstalled Outlook PowerTool Plus. Click Finish to exit
the wizard.

Cancel I

I <oTctioloy

I Step 2 — Re-install Outlook PowerTool Plus

6. After removing the old version of Outlook PowerTool, you’ll need to
double-click on the Outlook PowerTool Plus executable (.exe) again to

install the latest version.
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