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Objectives
After completing this, you will be able to:

Take full advantage of the power and flexibility of Outlook PowerTool Plus
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Introduction

This document provides an overviewtbé Outlook PowerTool Plus from
echoTechnology, and walks the user throegbh featureOutlook PowerTool
Plus is a powerful and flexible tool for managing documents and list items
acrossa single site collection within your SharePoint environment.

For product questions of suppoeiated topics, please visit our IT Support
online forums ahttp://support.echotechnology.com/

For help with tle installation, activation, and configuration of our product,
please see theutlook PowerTool Plus Instalimn Guide

To review some of the most common questions around Outlook PowerTool
Plus, please see tiritlook PowerTool PIUBAQS

Adding and Removing DestinatiftmrsMOSS Users

Upon installing the Outlook PowerTool Plus in your site collection, the features
of the tool are automatically activated, adding the Select ltem Checkbox to all
of your documents and list itentdowever, to begin Mang and Copying

multiple documents and list items, you need to set up target destinations within
Outlook PowerTool Plus. By identifying destinations within your site

collection, Outlook PowerTool Plus allows users to quickly Move and Copy
documents and listems between two sites.

You may choose to remove a destination once all targeted documents and lists
have been moved as a way of limiting others from mistakenly Moving or
Copying files to or from your destination.

To addand removelestinationsn MOSS do thefollowing:

C Step 1i Add a Destination
1. With your target site and lisselect the Actions menu.

1051 - Mutri-Moist Plus Intensive Maist, Créme > Product Documents

Product Documents

Mew v  Upload ~ Actionsﬁ Settings v

= & R

Ivpe Name Title Modified

=Document Type : Artwork (1)

[-Sl_] arbwork_1051 - MNutri-Moist artwork_1051 - Nutri-Moist  5/02/200
' Plus Intensive Moist, Plus Intensive Moist,
Créme Créme

/i = Document Type : Brief (1)

r @_1 brief _1050 - Cleansing brief_1050 - Cleansing 51021200
Water Water
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2. Within the Actions context menuekect echoTechnology Outlook
PowerTool Plus, and theselectAdd Destination.

Climante
g===z Edit in Datasheet
il B Z Bulk edit items using a datasheet
= = Format.
g Open with Windows Explorer Madfied 2 Modied by =
Drag and drop files into this library.
Art
— == Export to Spreadsheet
ark] LLLL 5 Analyze items with a spreadsheet 5/02/2006 10:44 PM ECHODEMO'\administrator
[nte application.
1]
~. | V¥iew RSS Feed
2% 3“ Syndicate items with an R5S reader.
ri€
] a Alert Me
_1q : -'I Receive e-mail notifications when 5/02/2006 3:38 AM System Account
LS iterns change.
Add to My Links
Z‘E‘ Access this document library from
- wour "My Links' at the top of the page. add Checkbox 5
] :;altﬁgt?'fogy Outlook Remove Checkbox LA
Min Add remove destination list url and ~ » Add Destination
] add remove echoTechnology Outlook Tﬁ"‘
fin' PowerTool checkbox column Remo)e')Destination »

3. A dialog box opens, listing all of thetes within your site collection.

-- Webpage Dialog E3

= g Products =)

ﬁ _Template

aﬁ 1030 - Honey & Almond Scrub 7Sml Tube Mew Packaging

ﬁ 1040 - Mineral Masque 7Sml Tube New Packaging
i ﬁ 1043 - CRE Eve Créme (Aust, NZ, North America and Malaysia)
G 1044 - CRE Eve Créme
ﬁ 1045 - CRE Express Contour Lift
ﬁ 1050 - Cleansing Water
{ ﬁ 1051 - Nutri-Moist Plus Intensive Moist. Créme
ﬁ 1055 - Nutri Moist 60 ml Tube
I aﬁ 1070 - 5/C SPF18 Moist Lotion
g8 1071 - Retinol Wrinkle Serum
ﬁ 1073 - CRE Face Treatment Créme
ﬁ 1074 - CRE Eve Créme (Europe Only)
g8 1076 - Ultra Care Defence
ﬁ 1077 - Specific Care Body Defining Créme -
ﬁ 1078 - Specific Care Anti Age Pigmentation Corrector
g 1079 - nutri Rich Lip Treatment
ﬁ 1080 - Cuticle Treat Creme
ﬁ Modified Template

[ all Products
Q Announcements

! 74 Calendar ad

OK I Cancel I
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4. Within your target site, select the appropriate list. Remeinldren
moving documents or list items from one site to another, they must be
moved to libraries or lists with matching columns, otherwise
SharePoint wilthrow an error.

a -- Webpage Dialog E3

=] ﬁﬁ Products A
[+ Sﬁ _Template
= g 1030 - Honey & Almond Scrub 7Sml Tube New Packaging

Q Announcements

§i=| Contacts

j] Events

3] Form Templates
@] General Discussion
] Ingredients

=] Links

_] Manufacturer

Product
) Product Ihdges
58] Product Issues
3] Public Documents
3] Secure Documents
T4l Tasks
@] Workflow Tasks
@ ﬁ 1040 - Mineral Masque 75ml Tube New Packaging
= Sﬁ 1043 - CRE Eye Créme (Aust, NZ, North America and Malaysia)
@ §8 1044 - CRE Eve Créme
= ﬁﬂ 1045 - CRE Express Contour Lift
___m 88 1050 - Cleansinn Water =

OK Cancel |
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5. Once a destination has been created, select the target documents or list
items to be Moved or Copied by using the Select Item Checkbox to
the left of each itemandopen the context menu by hovering over the
name of one of the documtsror list items

-'l,DSI - Nutri-Moist Plus Intensive Moist, Créme > Product Documents

Product Documents =

Mew ~  Upload ~ @ Actions »  Settings v

Type Mame Title Modific

|| =& Document Type : Artwork (1)

Ej artwork_1051 - Mutri-Moist artwork_1051 - Nutri-Moist ~ 5/02)z
2 Plus Intensive Moist, ¥ | Plus Intensive Moist,
Créme {E) Créme

='Document Type : Brief (1)

brief _1050 - Cleansing brief _1050 - Cleansing sjozfz
Water Water

6. Within the context menugtect either Movéo or Copyto, andthen
select the newly added destination site.

1051 - Nutri-Moist Plus Intensive Moist. Créme

53 Moveto »

[:{g Copy ko > l | http:ffsydneyyjsites/products/1030/Shared Documents ”

X Multiple Delete =
o7 L2 Multple Check Out reme > Froduct Documents
TOC i3 Multiple Check In —
S F] send linkfs 4
- 53 Copy linkfs i

88 | Sondas sitachmeit Title Modified ' Modified By
Yocui 4 Open folder
- View Properties artwork_1051 - Nutri-Moist  5/02/2006 10:44 PM  ECHODEMO\ac
v 3 Edit Properties glrésmlztensive Moist.

3&3 Manage Permissions
Jocul @ Edit in Microsoft Office Excel
[ X | Delete lc\:i:tfe_rllJSU - Cleansing 5/02{2006 3:38 AM System Accour

Send To >
Yocu &y CheckoOut )
Socu “:b] Version History
1 workflows

Jocu Add ta My Links
Sacu Alert Me
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c Step 2i Remove a Destination

7. Toremove a destination, go into the Actions menu from within your
library or list.

MName

Type

=lDocument Type : Artwork (1)

- artwork_1051 - Nutri-Moist artwork_1051 - Mutri-Moist 50
= Plus Intensive Moist, Créme Plus Intensive Moist. Créme

=l Document Type : Brief (1)
[ brief _1050 - Cleansing Water brief_1050 - Cleansing Water  4/0

8. Select echoTechnology Outlook PowerTool Plus,thedselect
Remove Destination.

Edit in Datasheet
| @ Bulk edit items using a datasheet
format.

. 1

e { ’) o ( o~
Open with Windows Explorer Modified ) Modiied By DC

Drag and drop files into this library.

Art

~—— =1 Export to Spreadsheet
ork] “!l Analyze items with a spreadsheet k 51022006 3:44 AM System Account
Intg application. e

4 B View RSS Feed
Bri¢ [D\Y | Syndicate items with an RSS reader.

_1o Alert Me ter 4/02/20068:38 AM  SYDNEY\Administrator

813 Receive e-mail notifications when

items change.

Add to My Links
Access this document library from
| your My Links' at the top of the page. " Add Checkbox >
:ﬂ:g?g;?‘_’:ogy Outlook Remove Checkbox 4
Add remove destination listurland — » Add Destination
add remove echoTechnology Outlook
- PowerTool checkbox column Remf}ye Destination b-l-

echoTechnology ©21D Page6 of 26



Outlook PowerTool Plus User Guide

9. Alist of all available destinations appears. Select the destination to be

removed and click.

luct Docprmants =
¢ Edit in Datasheet -
+ | Upload ~ ‘] /% EuIP z?dit items using a datasheet
12 format.
Type Mame Open with Windows Explorer Modified ) Modified By
Drag and drop files into this library.
ment Type : Art
¥p == Export to Spreadsheet
E]  artwork || analyze items with a spreadsheet k 5/02/2006 3:44 AM System Account
Plus Intd P application. e
\ Ifr | View RSS Feed
ment Type : Bri¢ EJ Syndicate items with an RSS reader.
@j brief_10 & Alert Me ter  4/02/2006 8:38 AM SYDMEY\Administrator
> Receive e-mail notifications when
items change.
Add to My Links
Access this document library from
wour "My Links' at the top of the page. add Checkbox »
echoTechnology Outlook
PovierTool 4 Remove Checkbox »
fidd daickination lick 1wl and > e
Add Destination
‘ http://sydney/sites/products;/1030/Shared
= Documents Remoye Destination 4 I]

10. A quick repeat of this process shows that the destination remawal h
been successful.

Hmanre

Edit in Datasheet

Bulk edit items using a datasheet
Format,

Open with Windows Explorer
Drag and drop files into this library.

oL

1 Export to Spreadsheet
| Analyze items with a spreadsheet:
application.

Yiew RSS Feed
Syndicate items with an RSS reader,

Alert Me
Receive e-mail notifications when
items change.

Add to My Links
document library from

ks' at the top of the page.

Yiew: | Document Type ~

Modified Modified By

3 5/02/2006 3:44 AM
e

System Account

ter  4/02/2006 8:38 AM SYDNEYAdministrator

Add Checkbox »

echoTechnology Outlook
PowerTool +

Add remove destination list url and
add remove echoTechnology Outlook.
Pl PowerTool checkbox column

»

Remove Checkbox »

Add Destination

Checked Out To  Range  Business Group

Active  Accounting

Active  Accounting

Remove Destination v

_[No destination list found —“

Adding and Removing DestinatiforaNSSUsers

To begin Movng and Copying multiple documents and list items, you need to
set up target destinations within Outlook PowerTool Rfygu are a WSS

user, you will have to add and rewe your destinations maally. The reason

for this is because tHanctionalitythat enables this featuiepart of MOSS
Once you hav@entified destinations within your site collection, Outlook
PowerTool Plus allows users to quickly Move and Copy documents &nd lis

items between two sites.

You may choose to remove a destination once all targeted documents and lists

have been moved as a way of limiting others from mistakenly Moving or
Copying files to or from your destination.
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To addand removelestinationsn WSS do thefollowing:

c Step 17 Add a Destination

1. Within Explorer, navigate t€:\Program FilesCommon
FilesMicrosoft SharedVeb Server
Extensionsl2ATEMPLATE\FEATURESechoListltemPowerTool

Progra e 0 o e 050 ared\web server extensio PLA ATUR echo _ |00 X
File Edit View Favorites Tools Help ‘ ,','
QBack » ) - T | 1 search ]:j‘; Folders | & 3 X ¥) | [~
Address l,_] *:\Program Files\Common FilesiMicrosoft Sharediweb server extensions!12{TEMPLATE\FEATURES!\echoListItemPowerTool zl Go
Folders X || Mame = | Size | Type |Date Modified Attribute
= () web server extensions _AJ |2 destinationlist. xml 1KB XML Document 1/27{2010 1:05 PM A
2512 | elements. xml 1KB %ML Document 1/27/2010 1:05 PM A
£5) ADMISAPI | Feature,xml 1KE XML Document 1/27}2010 1:05 PM A
= CBIN =
[ [(5) CONFIG
B [ HCCab
& [ Help =
Kl | .’_l_J < i &

2. Double-clicking opens this file in your browser, where you can
preview existing destination sites. To add destinatidght click
onthe fdestinationlist.xmd file and select Edit.
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