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Outlook PowerTool Plus User Guide 

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 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: 

 Step 1 – Add a Destination 

1. With your target site and list, select the Actions menu. 

 

 

 

 

 

 

http://support.echotechnology.com/
http://www.echotechnology.com/registration/files/documents/echotechnology%20outlook%20powertool%20plus%20-%20installation%20guide.pdf
http://www.echotechnology.com/registration/files/documents/echotechnology%20outlook%20powertool%20plus%20-%20FAQs.pdf
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2. Within the Actions context menu, select echoTechnology Outlook 

PowerTool Plus, and then select Add Destination. 

 

 

 

3. A dialog box opens, listing all of the sites within your site collection. 
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4. Within your target site, select the appropriate list. Remember ï 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. 
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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. 

 

 

 

6. Within the context menu, select either Move to or Copy to, and then 

select the newly added destination site. 
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 Step 2 – Remove a Destination 

7. To remove a destination, go into the Actions menu from within your 

library or list. 

 

 

 

8. Select echoTechnology Outlook PowerTool Plus, and then select 

Remove Destination. 
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9. A list of all available destinations appears. Select the destination to be 

removed and click. 

 

 

 

10. A quick repeat of this process shows that the destination removal has 

been successful.  

 

 

 

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: 

 Step 1 – Add a Destination 

1. Within Explorer, navigate to C:\Program Files\Common 

Files\Microsoft Shared\Web Server 

Extensions\12\TEMPLATE\FEATURES\echoListItemPowerTool 

 

 

2. Double-clicking opens this file in your browser, where you can 

preview existing destination sites. To add destinations, right click 

on the ñdestinationlist.xmlò file and select Edit. 
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3. To help illustrate, the current entry would appear as follows in 

your SharePoint Move To destination options. Weôll now add 

another destination.  

 

 

4. After selecting Edit from Step 2, the .xml file will open in 

Notepad, allowing you to modify the text.  
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5. In this example, weôre adding a destination that is similar to the 

existing entry, so weôll copy and paste Project 1070, changing it to 

Project 1075. Save the file and exit. 

 

 

 

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

your context menu. 

 

 

 

 Step 2 – Remove a Destination 

7. To remove a destination, simply follow the steps above to go back 

into the ñdestinationslist.xmlò file and remove the target 

destinations from your list. 
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Move To 

One of SharePointôs greatest strengths is its ability to support ad hoc 

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. 

 Step 1 – Create a Destination 

1. Follow the steps in the previous section to create a destination to 

which you will move your content. 

 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. 

 

 

 

 

 

 

 

 

 

 

3. Within the context menu, select Move To, and click on your target 
destination site. 
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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.  

 

 

 

 

 

 

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. 

 Step 1 – Create a Destination 

1. Follow the steps in the first section to create a destination to which you 

will move your content. 

 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. 
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3. Within the context menu, select Copy To, and click on your target 
destination site. 

 

 

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.  

 

 

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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2. Within the context menu, select Multiple Delete. 

 

 

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

 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. 

 

 

2. Click on Multiple Check Out in the context menu. 
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3. The selected documents are checked out, as shown by the change in 

their icon. 

 

 

 

 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. 
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5. Click on Multiple Check In within the context menu. 

 

 

6. A dialog box opens, asking for a description of the changes made to 

these documents. This metadata is added to the version history. 

 

 

7. The selected files are checked back in to the site.  

8. 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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9. Within the context menu, select Version History. 

 

 

 

10. The metadata you entered has been saved within the version history. 
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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. 
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2. Click on Send Links within the context menu. 

 

 

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. 
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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. 

 

 

 

2. Within the context menu, select Copy Links. 
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3. Going into a document or web form, the user can now paste the links. 

 

 

 

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

document or web form. 

 

 

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

 

 

 

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: 

 Step 1 – Add the Select Item Checkbox 

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

navigation bar. 
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2. Within the Actions menu, select echoTechnology Outlook PowerTool 

Plus, and click on Add Checkbox. 

 

 

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. 

 

 

 

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

 

 

 

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

removed. 

 

 


