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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

Contents
Outlook PowerTool Plus User GUIde .........c.ccccerreeresnsssesssssssesessssesessssssssens
INEFOAUCTION ... bbb
Adding and Removing Destinations for MOSS USEIS ..........ccocvvvererivrvneeriennns
Adding and Removing Destinations for WSS USErS.........ccccccovvveveieneciesiene.
IMIOVE TO .ttt ettt b e bbb b bbb bbb ebe bbb e e

COPY LINKS .ot
Send as AHAChMENTS. ..o
Adding and Removing Select Item CheckbOX..........cccovveveriiiiineieicvnseseniens

echoTechnology ©2010

Page 1 of 26



Outlook PowerTool Plus User Guide

Introduction

This document provides an overview of the Outlook PowerTool Plus from
echoTechnology, and walks the user through each feature. 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 the installation, activation, and configuration of our product,
please see the Outlook PowerTool Plus Installation Guide.

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

Adding and Removing Destinations for MOSS Users

Upon installing the Outlook PowerTool Plus in your site collection, the features
of the tool are automatically activated, adding the Select Item Checkbox to all
of your documents and list items. However, to begin Moving 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 list 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.

To add and remove destinations in MOSS, do the following:

IZ Step 1 — Add a Destination
1. With your target site and list, select the Actions menu.

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

Product Documents

Mew v  Upload ~ Actionsﬁ Settings v

= & R

Ivpe Name Title Modified

|zl Document Type : Artwork (1)

@_] arbwork_1051 - MNutri-Moist artwork_1051 - Nutri-Moist  5/02/200
] Plus Intensive Moist, Plus Intensive Moist,
Créme Créme

= Document Type : Brief (1)

r @_1 brief _1050 - Cleansing brief_1050 - Cleansing 51021200
Water Water
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2. Within the Actions context menu, select echoTechnology Outlook

PowerTool Plus, and then select Add 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 »

-- Webpage Dialog E3

3. Addialog box opens, listing all of the sites within your site collection.

=] ﬁ Products

ﬁ _Template
aﬁ 1030 - Honey & Almond Scrub 7Sml Tube Mew Packaging
ﬁ 1040 - Mineral Masque 7Sml Tube New Packaging
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
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
73 Calendar

-~

OK

Cancel I
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4. Within your target site, select the appropriate list. Remember i when
moving documents or list items from one site to another, they must be
moved to libraries or lists with matching columns, otherwise
SharePoint will throw 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 item, and open the context menu by hovering over the
name of one of the documents or list items.

-'1,051 - Mutri-Moist Plus Intensive Maist, Créme > Product Documents

Product Documents

Mew ~  Upload ~ @ Actions »  Settings v

‘—‘

Type Mame Title Modific

=l Document Type : Artwork (1)

[?_"l artwork_1051 - Mutri-Moist artwork_1051 - Nutri-Moist ~ 5/02)z
2 Plus Intensive Moist, v | Plus Intensive Moist,
Créme {I'_') Créme

='Document Type : Brief (1)

brief _1050 - Cleansing brief _1050 - Cleansing sjozfz
Water Water

6. Within the context menu, select either Move to or Copy to, and then
select the newly added destination site.

1051 - Nutri-Moist Plus Intensive Moist. Créme

53 Moveto »
[:{a Copy ko > [ | http:ffsydneyyjsites/products/1030/Shared Documents ”
X Multiple Delete =
el :
it = f Ly Multiple Check Out reme > Froduct Documents
TOC i3 Multiple Check In — —q—-
1w Sendlinkfs
U . IS
53 Copy linkfs
Title Modified ' Modified B
B4 Send as attachment c - : &
Yocui 4 Open folder
View Properties artwork_1051 - Nutri-Moist  5/02/2006 10:44 PM  ECHODEMO\ac
v 3 Edit Properties glrésmlztenswe Moist.
353 Manage Permissions
Jocul @ Edit in Microsoft Office Excel
[ X | Delete lc\:i:tfe_rIDSU - Cleansing 5/02/2006 3:38 &M System Accour
Send To >
Yocul |y Check Out )
“:b] Version History
Jocu
1 workflows
Jocu Add ta My Links
Sacu Alert Me
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IZ Step 2 — 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, and then select
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-
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9. Alist of all available destinations appears. Select the destination to be
removed and click.

luct Docimante EE——— =
¢ Edit in Datasheet S
v Upload ‘] ,% EuIP fdit 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 L | analyze items with a spreadsheet k 5/02{2006 3:44 AM System Account
Plus Intd L] application. e
\ Iﬁ | View RSS Feed
ment Type : Bri¢ »DJ Syndicate items with an RSS reader.
@ 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
PowerTool + 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 removal has

been successful.

Hmanre

: Edit in Datasheet
E ‘/AL

Bulk edit items using a datasheet
Format,

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

——— Export to Spreadsheet
< | Analyze items with a spreadsheet:

€ S application.
=

Yiew RSS Feed
Syndicate items with an RSS reader,

Alert Me
Receive e-mail notifications when
items change.
Add to My Links
d

document library from

ks' at the top of the page.

Yiew: | Document Type ~

Madified 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.
il 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 Destinations for WSS Users

To begin Moving and Copying multiple documents and list items, you need to
set up target destinations within Outlook PowerTool Plus. If you are a WSS
user, you will have to add and remove your destinations manually. The reason
for this is because the functionality that enables this feature is part of MOSS.
Once you have identified destinations within your site collection, Outlook
PowerTool Plus allows users to quickly Move and Copy documents and list

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 add and remove destinations in WSS, do the following:

I Step 1 — Add a Destination

1. Within Explorer, navigate to C:\Program Files\Common
Files\Microsoft Shared\Web Server
Extensions\12\TEMPLATE\FEATURES\echoL.istltemPowerTool

Progra es\Co 0 e 050 ared‘\web server extensio 0 o [=] B3
File Edit ‘iew Favorites Tools Help ] "r'
QBack ~ &) ~ (¥ | S search | Folders | [ 3 X 9 | @~

Address ] () :\Program Files\Common Files\Microsoft Sharediweb server extensions|12{TEMPLATE\FEATURES echoListItemPowerTool

EBE

Folders X || Mame = | Size | Type I Date Modified Attribute
= () web server extensions _A_] |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
# 7 Help >
Kl | .LI_J < i &

2. Double-clicking opens this file in your browser, where you can
preview existing destination sites. To add destinations, right click
on the fAdestinationlist.xmlo file and select Edit.

FC"‘ Program Files',Common FilesMicrosoft Shared'web server extensions', 12\ TEMPLATE\FEATURES echol - Windows Internet Explo... [Hj[=] B3

I: C:\Program Files\Common Files\Microsoft Sharediweb server extensions Ll 42l X Ib Bing P~

N .

File Edit Yiew Favorites Tools Help

< 7 Favorites ‘ S5 ) Sydney » (C0)Mew York » () London » () echoTechnology ~

s > = S = fa - »
b“,:,‘l v| (€ Product Documents | 1€ C:\Program Files\Co... | 48 C:\Program Files... X | I Xy B v 0 o= v Pagev Safety - Tooks~ @~

§ ii‘ To help protect your security, Internet Explorer has restricted this webpage from running scripts or ActiveX controls that could access your computer. Click here x
~ for options...

=
<?xml version="1.0" 7>
- «destinations>

<destination Url="http://sydney/sites/products/1071/Shared Documents" Text="Send checked

items to http://sydney/sites/products/1071/Shared Documents" />
</destinations>

2|

[’f‘ Done

[ |3 my computer [7a~ [®100% ~ 4

echoTechnology ©2010
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3. To help illustrate, the current entry would appear as follows in
your SharePoint Move To destination options. Wedl now add
another destination.

1070 - 5¢ I«_\;: Move to » || http: fisydney/sitesfproducts/107 0fShared Documents
fRd e o  —— L
Mew v | & Multiple Delete -
Ly Multple Check Out Title Modified ) Modified By
L3 Multiple Check In
4 Docurh Y;:I Send linkfs Il — _
v Ba| copylinkis EER‘;_IO?O - SC SPF18 Moist  5/02/2006 10:53 PM ECHODEMOYadministrator
Send as attachment
=IDocum| 73 Open folder
v Yiew Properties consumer_1070 - SC SPF18 5/02{2006 10:52 PM ECHODEMO\administrator
Moist Lotion
[ 2 Edit Properties
=l Docum -?1_\3 Manage Permissions
O Edit in Microsoft Office Excel formula_1070 - SC SPF18 5/02{2006 10:53 PM ECHODEMO\administrator
Moist Lotion
K Delete
# Docum Send To >
L&y Checkout
J] Version History
@ workflows
Add to My Links
Alert Me

] i ] i ] T - ]

4. After selecting Edit from Step 2, the .xml file will open in
Notepad, allowing you to modify the text.

D. destinationlist.xml - Notepad | _ (O] X}
File Edit Format View Help

<7xm] version="1.0"7> |
<destinations>

| <destination url="http://sydney/sites/products/1070/shared Documents"

Text="send checked items to http://sydney/sites/products/1070/Shared Documents" />
</destinations>
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5. In this example, wee adding a destination that is similar to the
existing entry, so wedl copy and paste Project 1070, changing it to
Project 1075. Save the file and exit.

E% destinationlist.xml - Notepad

File Edit Format VYiew Help
<7xm] version="1.0"7> =
<destinations>
<destination Ur'[="http://s?qdney/sites/products/lO?O/Shared pocuments”
Text="send checked items to http://sydney/sites/products/1070/Shared Documents" />
<destination Ur"l="http://Sﬁdney/sites/]»olroduct5/1075/Shar'ed pocuments"
Text="send checked items to http://sydney/sites/products/1075//'Shared Documents" />
</destinationss>

< | 47

6. Back inside SharePoint, the new destination now appears within
your context menu.

1070 - 5¢ [q;’ Move to » I http:{{sydney/sites/products/1070{Shared Documents |
PrOdl 53 Copyto > [ http:f{sydney/sites/products/1075/Shared Documents I‘b_ =
New v X Multiple Delete -
Lgy Multiple Check Out Title Modfied  Modified By ch
{3 Multiple Check In
= Documm il Sendlinkfs
v B3 Copy linkjs Eglti?oi_lﬂm - SC SPF18 Moist  5/02/2006 10:53 PM ECHODEMO\administrator
B4 Send as attachment
SDocum| 3 Open folder ¥
v View Properties :ﬁ:g:‘zo_éo?o - SC SPF18 5/02/2006 10:52 PM ECHODEMO!administrator
C2 Edit Properties
=l Docum 3@ Manage Permissions
i @J Edit in Microsoft Office Excel for!'nula_llﬂ?o - SC SPF18 5/02{2006 10:53 PM ECHODEMO!administrator
X Delete Moist Lotion
# Docum Send To >
] Ly Checkout
] version History
& Workflows
Add to My Links
Alert Me

1 —
N I I O I =)

I Step 2 — Remove a Destination

7. Toremove a destination, simply follow the steps above to go back
into the fdestinationslist.xmlo file and remove the target
destinations from your list.

echoTechnology ©2010
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Move To
One of SharePointbés greatest strengths
collaboration for teams and companies. The downside to that ease of use and
flexibility sometimes is that sites and content are created for a short duration,
and governance models are not implemented, leaving users with the frequent
need to move documents and list items between projects. Outlook PowerTool
Plus makes this easy.
IZ Step 1 — Create a Destination
1. Follow the steps in the previous section to create a destination to
which you will move your content.
74 Step 2 — Move your content
2. Select the content to be moved by using the Select Item Checkbox,
and hover over one of the document names to enter the context
menu.
1050 - Cleansing Water = Product Documents
Product Documents
|
Mew ~  Upload ~  Actions v Settings ~
Type MName Title Madified
= Duciient bipe s bormlation 1)
& formula_10S0 - Cleansing = formula_10S0 - Cleansing  5/02/200¢
~ = Water N Water
;'-! Document Type : Minutes (1)
@] 1050_Minutes 1050_Minutes 8/02/200¢
3. Within the context menu, select Move To, and click on your target
destination site.
1050 - Cleansing Water
’ 53 Moveto PI http:/fsydney/sitesfproductsf1050/Lists/Product Issues
53 | Copyto » http:/{sydney/sites/productsf1070/Lists/Product Issues
X Multiple Delete http:{fsydney/sitesfproductsfLists/Product Issues
0_.— _&| Multiple Check Out I http:/isydney/sites/produdis{ 1051 {Shared Documents I
0C _b Multiple Check In ot _ E
vl | Send linkfs s
E = a5 v
—1 53 Copy linkfs -
B8 Send as attachment Title Modified Modified By
yocu —d = Open folder
v View Properties formula_1050 - Cleansing  5/02{2006 10:38PM  ECHODEMO\adi
7 Edit Properties e
Yocu -?i_é Manage Permissions
w |2 EditinMicrosoft Office Excel 1050_Minutes 8/02/2006 10:01 PM  ECHODEMO\ad)
echoTechnology ©2010 Page 11 of 26
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4. Outlook PowerTool Plus confirms the content move, and allows you
to either go back to the source site, or jJump to the destination site.

echoTechnology Outlook PowerTool ib

echoTechnology Outlook PowerTool + successfully moved files.
Browse to source fsites/products/1050/Shared Documents/Forms/Document Type.aspx
Browse to destination /sites/products/1051/Shared Documents/Forms/Document Type.aspx

5. By going to the destination site, you can confirm that your content
has been successfully moved. If the destination site was open in
another window or browser tab, you may need to refresh the screen.

Copy To

Sometimes content is shared between projects, such as document templates or

common list items. With Outlook PowerTool Plus, sharing copies of these items
between two sites is quick and easy.

IZ Step 1 — Create a Destination

1. Follow the steps in the first section to create a destination to which you
will move your content.

K Step 2 — Copy your content

2. Select the content to be copied by using the Select Item Checkbox, and
hover over one of the document names to enter the context menu.

1050 - Cleansing Water > Product Documents

Product Documents

|
New =~ Upload ~  Actions ~ Settings ~
Tvpe Name Title Modified
= Document Type : Formulation (1)
7 & formula_10S0 - formula_1050 - 5/02{2006
Cleansing Water ‘h Cleansing Water
Edit
= Document Type : Minutes (1)
v ) 1050_Minutes 1050_Minutes 8/02j2006
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3. Within the context menu, select Copy To, and click on your target
destination site.

53 Moveto >
_l-f_a Copy to » I http: fisydney/sitesfproductsf1050jListsfProduct Issues
i X Mukiple Delete http: fisydney/sites{productsf1070/Lists/Product Issues
I Lfy Multiple Check Out hitp://sydney/sites/productsLists/Product Issues
e: {3 Mukiple Check In L = http:/fsydney/sites/products ?§1IShared Documents J
7| v send linkfs Modified Modified B;
53 Copy linkfs
D{ 59  Send as attachment
K3 Open folder f&;l:;:l;}_ ;?;vsgt_er 5/02/2006 10:38 PM ECHODEMO\administrator
View Properties
Dt _} Edit Properties
N ?AJ} Manage Permissions 1050_Minutes 8/02{2006 10:01 PM ECHODEMOYadministrator
B Edit in Microsoft Office Excel
X Delete

4. Outlook PowerTool Plus confirms the content move, and allows you to
either go back to the source site, or jump to the destination site.

echoTechnology Outlook PowerTool +

echoTechnology Outlook PowerTool + successfully copied files. {':‘)
ce /sites/products/1050/Shared Documents/Forms/Document Type.aspx
o destination /sites/products/1051/Shared Documents/Forms/Document Type.aspx

5. By going to the destination site, you can confirm that your content has
been successfully copied. If the destination site was open in another
window or browser tab, you may need to refresh the screen.

Multiple Delete

Cleaning out SharePoint sites can be tedious when having to select and remove
documents or list items one by one. Outlook PowerTool Plus helps you to speed
up this process.

1. Select the content to be moved by using the Select Item Checkbox,
and hover over one of the document names to enter the context
menu.
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Type Name

= Document Type : Artwork (1)

Title

Modified

# Document Type : Brief (1)

' Document Type : Dermo/Opto Testing (1)

=IDocument Type : Formulation (2)

@ formula_1051 - Nutri- \ formula_1051 - Nutri-  5/02/200

2 Moist Plus Intensive . Moist Plus Intensive
Moist, Créme Moist, Créme

o ©] formus_toso- formula_1050 - 5/02{200
Cleansing Water Cleansing Water

=i Document Type : Minutes (2)
F #] 1051 Minutes 10S1_Minutes 8/02/200
F  E]  1050_Minutes 10S0_Minutes 2j08/200

2. Within the context menu, select Multiple Delete.

ek XBEWU UBOLEEXEE

Move to
Copy to

Muile Dplete

Multipe Cheick Out
Multiple Check In
Send link)s

Copy linkfs

Send as attachment
Open folder

View Properties

Edit Properties
Manage Permissions

Delete

Send To

Check Out
Yersion History
Workflows

Add to My Links
alert Me

Edit in Microsoft Office Excel

3. The selected documents and list items are immediately removed.

echoTechnology ©2010
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Multiple Check-in and Check-out

There is often a need to go into a site and quickly lock down multiple
documents and list items for review. Outlook PowerTool Plus simplifies this

process.

I£ Step 1 — Check Out Multiple Items

1. Select the content to be checked out by using the Select Item
Checkbox, and hover over one of the document names to enter the

context menu.

17077'0 - SI(E SPFIB Mﬁiét iﬁtibn 3 ?rodﬁci bocumelﬁs

Product Documents

Mew ~  Upload ~  Actions v Settings v
Type Name Title Madified Mo
| |2 Document Type : COLIPA Declaration (1)
| &) | colipa_1070 - 5C SPF18 Moist | colipa_1070 - 5C SPF18 Moist 31122009 9:36 &M Sy
v : :
| Lation ,h Lotion Ac
=JDocument Type : Consumer Testing (1)
v LT_!]_] consumer_1070 - SC SPF18 consumer_1070 - SC SPF18 311212009 9:36 AM Sy
Moist Lation Moist Lotion Ac
=JDocument Type : Formulation (1)
@J formula_1070 - SC SPF18 Moist formula_1070 - SC SPF18 Moist 3/12/2009 9:36 AM Sy
~ Lotion Lotion Ac
=IDocument Type : Minutes (1)
) 1070_Minutes 1070_Minutes 31122009 9:35 AM Sy
Ac

2. Click on Multiple Check Out in the context menu.

Move to
Copy to
Multiple Delete

Multiple Chech’Q\ut

Multiple ChecI}TA
Send linkf's
Copy linkfs

Send as attachment

VEESe R X

Open folder
View Properties
Edit Properties

Manage Permissions

Delete

Send To
Check Out
Version History

Workflows

Qb XB&EU

Add to My Links

Alert Me

Edit in Microsoft Office Excel

echoTechnology ©2010
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3. The selected documents are checked out, as shown by the change in
their icon.

70 - 5iC SPEI Moist Loti Product Documents
Product Docu mze[nts

Mew ~  Upload ~  Actions v Settings v

‘

Type Name Title Madif

=l Document Type : COLIPA Declaration (1)

O l% colipa_1070 - SC SPF18 Moist colipa_1070 - SC SPF18 Moist 3112
Lotion Lation

ZIDocument Type : Consumer Testing (1)

O % consumer_1070 - SC SPF18 consumer_1070 - 5C SPF18 3112
Moist Lotion Moist Lotion

= Document Type : Formulation (1)

O % fFormula_1070 - SC SPF18 Moist formula_1070 - SC SPF18 Moist  3/12
Lotion Lotion

=IDocument Type : Minutes (1)
r L'% 1070_Minutes 1070_Minutes 3012

IZ Step 2 —Check In Multiple Items

4. Select the content to be checked in by using the Select Item
Checkbox, and hover over one of the document names to enter the
context menu.

1070 - SIC SPF18 Moist Lotion > Product Documents

Product Documents E—

Mew v Upload v = Actions v Settings v

Type HMame Title Modified

= Documgnt Type : COLIPA Declaration (1)

2 % colipa_1070 - SC SPF18 Moist colipa_1070 - SC SPF18 Moist 3/12420C
Lotion Lotion

Sposimient Tipe Consumen et (1)

v % consumer_1070 - SC SPF18 & | consumer_1070 - SC SPF18 3f12420C
Moist Lotion '\[T) Moist Lotion

=l Document Type : Formulation (1)

o % formula_1070 - SC SPF18 Moist formula_1070 - SC SPF18 Moist  3/12/20C
Lotion Lotion

E’JrDocument Type : Minutes (1) -
@l 1070_Minutes 1070_Minutes 312f20C
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5. Click on Multiple Check In within the context menu.

Move ko

Copy to

Multiple Delete
Multiple Check Out

Multiple Chﬂﬁlﬁ In

VE&EDReXdd

o

25!

Qb XE

Send Iink,l's\'J
Copy linkj's

Send as attachment
Open folder

View Properties

Edit Properties
Manage Permissions
Edit in Microsoft Office Excel
Delete

Send To

Check In

Discard Check Out
Version History
Workflows

Add Fn My inks

6. A dialog box opens, asking for a description of the changes made to
these documents. This metadata is added to the version history.

Explorer User Prompt m t
Script Prompt:

Type comments describing what has changed in this version.

Cancel |

[Madified|project files

The selected files are checked back in to the site.

To confirm that the check in was successful and your version history
updated, hover over one of the document names to access the context

menu.
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1070 - 5/C SPF18 Moist Lotion > Product Documents

Product Documents

Mew v | Upload '~ | Actions v

Settings ~

Type Name

=) Document Type : COLIPA Declaration (1)

Title

535 colipa_1070 - SC SPF18 Moist
r J Lotz)n_

=l Document Type : Consumer Testingr(l)

colipa_1070 - SC SPF18 1
Lotion

B consumer_1070 - SC SPF18
O _1 Moist Lotion

=) Document Type : Formulation (1)
O Eﬂ formula_1070 - SC SPF18 Moist

Lotion

=l Document Type : Minutes (1)

consumer_1070 - SC SPF
Moist Lotion

formula_1070 - SC SPF1¢
Lotion

e 4] 1070 Mirnikes

1070 Minnkec

9. Within the context menu, select VVersion History.

Moist Lotion

I Lotion

X Delete
. Send To >
= Document
g = Check Out
i
2] Wersion Histpry
- ® WorkFlows "
=IDocument
= Add to My Links
mi-
alert Me
=

formula_1070 - SC SPF18 Moist

1070_Minutes

10. The metadata you entered has been saved within the version history.

1070 - S/C SPF18 Moist Lotion > Product Documents > colipa_1070 - SC SPF18 Moist Lotion > Yersion History

Versions saved for colipa_1070 - SC SPF18 Moist Lotion.xls

All versions of this document are listed below with the new value of any changed properties.

;Delete All Wersions

Mo, 4 Modified

Title Rariment |nlaad Temnlake

Modified By Size.
5.0 3/12/2009 9:37 AM System Account 1.1MB
4.0 3/12/2009 9:36 AM System Account 1.1 MB
Range Active
Business Group Accounting
3.0 5/02/2006 10:53 PM ECHODEMOYadministrator 1.1 MB
Title colipa_1070 - SC SPF18 Moist Lotion
Document Type COLIPA Declaration
2.0 5/02{2006 10:51 PM ECHODEMO'\administrator 1.1 MB
Title Formulation
Docurnent Type Formulation
1.0 29{01/2006 10:25 PM ECHODEMO'administrator 1.1 MB

Comments

Modified project files

i
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Send Links

When working with team members within a site, users often want to direct team
members who also have access to the site toward one or more documents or list
items to review by sending a link, but capturing multiple links in SharePoint
can be cumbersome. Outlook PowerTool Plus dramatically improves this
process.

1. To send links, select the content to be sent by link by using the Select
Item Checkbox, and hover over one of the document names to enter
the context menu.

1070 - 5/C SPF18 Moist Lotion = Product Documents

Product Documents

Mew ~  Upload ~ = Actions v Settings ~

Type Name Title

= Document Type : COLIPA Declaration (1)

= 'colipa_ll]?ﬂ - 5C SPF18 Moist | colipa_1070-5C:
Vv —1 ‘ Lotion {bLotion
=IDocument Type : Consumer Testing (1)
v &)  consumer_1070 - 5C SPF18 consumer_1070 -
Moist Lotion Moist Lotion

=IDocument Type : Formulation (1)

B formula_1070 - SC SPF18 Moist formula_1070 - St
Vv _] Lotion Lotion

=IDocument Type : Minutes (1)
v B 1070_Minutes 1070_Minutes

echoTechnology ©2010 Page 19 of 26



Outlook PowerTool Plus User Guide

2. Click on Send Links within the context menu.

Move to »
Copy ko 14
Multiple Delete

Multiple Check Out

Send linkj's

a
22
X
&
;& Multiple Check In
L =
23 Copy linkfs
B4 ' Send as attachment
[ Open folder
View Properties
[# EditProperties
-r'lia Manage Permissions
@] Edit in Microsaft Office Excel
X  Delete
Send To 4
iy CheckOut
._J Version History
& Workflows

Add Fn My 1inks

3. An outgoing email message opens from your default email
application. Outlook PowerTool Plus populates the subject, and
provides the selected links, the site URL, and the library URL for
your convenience.

ry

3 Content from http://sydney/sites/products/1070

B5C X
Jﬁile Edit View Insert Format Tools Message Help '.',"
Ja\xhﬂ') & v V. 5 9 5
Send Cut Copy  Paste  Undo Check Spelling | Attach Priority Sign  Encrypt Offline
G To: ||
Glce |
Subject: ICDntent from http:/jsydney/sites/products{1070
|
See links below:
http:ffsydnevisitesfproducts/1070/Shared% 20D ocumentsicolipa 1UWZO-%2OSC%2OSPF18%20Moist%20Lotion.}ds
http://sydneyfsites/products/1070/Shared%20Documents/consumer 1070%20-%20SC%205PF 18%20Moist¥20Lotion xls
http:ffsydnevisites/products/1070/Share d%20Documents/formula 1070%20-%205C%205PF 18%20Mo1st¥620L otton. xls
http:ffsydneyisites/products/1070/Shared% 20D ocuments/ 1070 Minutes.doc
Site http:/fsydney/sitesfproducts/ 1070
Library http:ifsydneyisites/products/1070/Share d%20Documents
H
4
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Copy Links

Another useful capability within Outlook PowerTool Plus is the ability to copy

links to the clipboard, allowing users to paste into a document or online form.

1. To copy links, select the target content by using the Select Item
Checkbox, and hover over one of the document names to enter the

context menu.

1070 - 5/C SPF18 Moist Lotion = Product Documents

Product Documents

Mew ~ Upload ~  Actions v Settings ~

Type Name

|2/ Document Type : COLIPA Declaration (1)

[ colipa_1070 - 5C SPF18 Maist
. | Lotion

= Document Type : Consumer Testing (1)

£} consumer_1070 - SC SPF18
v J Moist Lotion

=l Document Type : Formulation (1)

&)  formula_1070 - SC SPF18 Moist
v Lotion

= Document Type : Minutes (1)
W) 1070_Minutes

Title

| colipa_1070 - 5¢

@Lotion

consumer_1070
Moist Lotion

formula_1070 -
Lotion

1070_Minutes

2. Within the context menu, select Copy Links.

Move to 4
Copy ko 4
Multiple Delete

Multiple Check Out

Send linkf's

Cpy linkfs

{

53

53

X

&

_f3 Multiple Check In
il

43

24 Sé‘ﬁé as attachment

[ Open folder

View Properties

2 Edit Properties

4_3 Manage Permissions

& Edit in Microsoft Office Excel
X Delete

Send To »

L rhack Ak
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3. Going into a document or web form, the user can now paste the links.

R g B 2 U -aex, x A [BR2ETA | I = = S R
Clipboard Font i Paragraph
Calibri (Boc~ 11 ~ A° A" Ay~ F
BIER-J-FEE:-
I
he Ea%
A Font.
ﬁ Paragraph...
i=  Bullets >
i=  Numbeting >
& Hyperlink...
G lookUp..
Synonyms >
Translate »

4. The full URLs to each document or list item are copied into the
document or web form.

<http://sydney/sites/product s/1070/Shared%20Documents/colipa_1070%20-
%205C%205PF18%20Moist%20Lotion. xls=

<http://sydney/sites/products/1070/Shared%20Documents/consumer_1070%20- I
%205C%205PF18%20Moist%20Lotion. xls=

<http://sydney/sites/products/1070/Shared%20Documents/formula_1070%20-
%205C%205PF18%20Moist%20Lotion. xls=

<http://sydney/sites/products/1070/Shared%20Documents/1070_Mi nutes.doc>|

Send as Attachments

Another common scenario is to collaborate with team members who do not
have access to a critical site in SharePoint. A quick way to share this content is
to use Outlook PowerTool Plus to send important documents as an email
attachment.

1. To send documents as attachments, select the content to be sent by
attachment by using the Select Item Checkbox, and hover over one
of the document names to enter the context menu.
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'1,051 - Mutri-Moist Plus Intensive Moist, Créme > Product Documents

Product Documents

Mew v  Upload ~ = Actions v

:

Type Mame

X Document Type : Artwork (1)

#l Document Type : Brief (1)

X Document Type : Dermo/Opto Testing (1)

=l Document Type : Formulation (1)

2 [g] ] formula_1050 - Cleansing Water %formula_loso - Cleansing W.

EJ Document Type : Minutes (1)

) 1050_Minutes

2. Within the context menu, select Send as Attachment.

Move ko

Copy to

Multiple Delete
Multiple Check Out
Multiple Check In
Send linkfs

Copy linkfs

Send as attachpent

' XBEd DDobeEEXe o

o
e

@

Open folder A

View Properties

Edit Properties
Manage Permissions
Edit in Microsoft Office Excel
Delete

Send To

Check Out

Version History
Waorkflows

Add to My Links
Alert Me
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3. An outgoing email message opens from your default email
application. Outlook PowerTool Plus populates the subject, and
attaches the selected documents to the email.

(™ d 5 Please look at the attached files - Message (HTML)
)
-/ Message Insert Options Format Text
T A i 3 @) >
i || =g = | } 8&5 %J @ LUJ QJ
Paste > (B = U2 A -[|= = =||i= :=|| Address Check Attach Attach Business Calend
J Format Painter = Book Names File  Item Card~
Clipboard {F] Basic Text Mames Include
To... ||I
{512 |[

Subject: [Please look at the attached files

Attached: (B opmula 1050 - Cleansing Waterxls (1 MBI; #1050 Minutes.doc (26 KB)

Adding and Removing Select Item Checkbox

Upon installing the Outlook PowerTool Plus in your site collection, the features
of the tool are automatically activated, adding the Select Item Checkbox to all
of your documents and list items. The Select Item Checkbox is what allows you
to quickly select multiple documents or list items, and through the context
menu, use the features of Outlook PowerTool Plus.

However, when you add new sites to your site collection, or create new lists, the
Select Item Checklist is not automatically activated in these new areas. This is
expected behavior for SharePoint, giving users more granular control over their
own sites and site collections.

To activate or disable the Select Item Checkbox, do the following:

I Step 1 — Add the Select Item Checkbox

1. Within the target list or library, select the Actions menu from the
navigation bar.

1051 - Mutri-Moist Plus Intensive Moist. Créme > Product Documents

Product Documents

Mew ~  Upload ~ lActionle-.,ﬂ Settings v
-

Type Name Title Modif

+ Document Type : Artwork (1)

|| = Document Type : Brief (1)
B  brief_1050 - Cleansing Water brief_1050 - Cleansing Water 5/02)

izl Document Type : Dermo;/Opto Testing (1)
i§_§_] dermo_1050 - Cleansing Water dermo_1050 - Cleansing Water 5/02)

+ Document Type : Formulation (1)
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2. Within the Actions menu, select echoTechnology Outlook PowerTool
Plus, and click on Add Checkbox.

= Edit in Datasheet
" Bulk edit items using a datasheet ks
| /" format,
Open with Windows Explorer =
Drag and drop files into this library.
~1 Connect to Outlook AadiFi yMadified B
I~ Synchronize items and make them P 2 Modiied By
available offline.
] —.:j Export to Spreadsheet
Leds Analyze items with a spreadsheet
! S application.
| ? View RSS Feed 5/02/2006 3:38 AM System Account
0 | Syndicate items with an RSS reader.
& Alert Me .
TS i Receive e-mail notifications when sr 5/02/2006 3:38 AM System Account
items change.
Add to My Links
Access this document library from
wour "My Links' at the top of the page. I add Checkbox 3
echoTechnology Outlook i
PowerTool + Remove Checkbox 4
Add remove destination list url and 4 Add Destination
add remove echoTechnology Outlook
PowerTool checkbox column Remove Destination 4

3. Outlook PowerTool Plus gives the user the ability to add the Select
Item Checkbox to the target list, or to all lists on the current site.

Iirl To all views on this list ‘ﬂ-r,] m Add Checkbox 4 ]
= ) -
p To all views on all lists on this Remove Checkbox »
e e Add Destinati
= estination &
add remove echoTechnology Outlook
PowerTool checkbox column Remove Destination 4 n

[ e [ [ [ [ fI

4. Once a selection has been made, the Select Item Checkbox is added.

| 1051 - Mutri-Maist Plus Intensive Moist, Créme = Produck Documents

Product Documents

Mew ~  Upload ~ = Actions v | Settings ~
Type Name Title
|| ® Document Type : Artwork (1)
= Document Type : Brief (1)
| | @] brief _1050 - Cleansing Water brief _1050 - Cleansing Wati

=l Document Type : Dermo/Opto Testing (1)
= @] dermo_1050 - Cleansing Water dermo_1050 - Cleansing W:
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IZ Step 2 — Remove the Select Item Checkbox

5. Within the target list or library, select the Actions menu from the
navigation bar.

6. Within the Actions menu, select echoTechnology Outlook PowerTool
Plus and click on Remove Checkbox. The user has the ability to
remove the Select Item Checkbox from the target list, or to all lists on
the current site.

your "My Links' at the top of the page.
Mir your "My Links' at the top of the pag Add Checkbox >

To all views on this list S I [ Remove Checkbox » I
Ti !

To all views on all lists o\T“:his Add Destination

site

. - il i »

= Remove Destination ]

7. Once a selection has been made, the Select Item Checkbox is
removed.
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