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Overview of ProperSync

What is ProperSync
ProperSync is an Outlook add-in that exposes SharePoint custom fields within Outlook. ProperSync
supports the following items connected to Outlook

> SharePoint Calendars
» SharePoint Tasks
» SharePoint Contacts

What'’s new in ProperSync 1.3
> New Sync Engine
a. Fixes Outlook conflict issues with items
> Sync directly to any Outlook Contact, Calendar or Task folder
a. Syncyour team calendar to your personal calendar
b. Sync your contacts to your team SharePoint CRM



Getting Started

Installing ProperSync
For individual users, ProperSync has one simple installer. To install ProperSync:

1) Close Microsoft Outlook
2) Open the ProperSync zip file downloaded from http://www.propersync.com/downloads.aspx

3) Run the setup.exe file
4) Click Next from the main screen

ﬁ ProperSync E =] @ﬁ
Welcome to the ProperSync Setup Wizard A

|
-~

The ingtaller will guide vou through the steps required to install ProperSync on vour computer.

WARMIMG: This computer pragram is protected by copyright law and international treaties.
Inauthaorized duplication ar distribution of this program, or any partion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the masimum extent pozzible under the law,

| Cancel < Back

5) Read the License Agreement, if you agree with the terms, click on the | Agree radio button, then
click Next



http://www.propersync.com/downloads.aspx

rj_fi‘}l ProperSync El =] @-‘-
License Agreement l

Pleaze take a mament ta read the licenze agreement now. If pau accept the terms belaw, click "'l
Agree", then "Mext'. Othenwize click "Cancel”.

electronic documentation ("SOFTWREE PRCDUCT"). By -
installing, copying, or otherwise using the SOFTWARE
PRCDUCT, you agree to be bound by the terms of this

EULL. Thi= license agreement represents the entire
agreement concerning the program between you and
Channelmatter Inc., (referred to a=s "licenser"), and it
supersedes any prior proposal, representation, or
understanding between the parties. If you do not agree

to the term=s of this EULAZA, do not install or use the -
1 Do Mot Agree @ | Agree
Cancel ‘ I ¢ Back ‘ [ MHext »

6) Verify the Install Folder is correct, use the Browse button if you wish to correct it, then click
Next

ﬁ ProperSync El (=] @ﬁ-
Select Installation Folder [_‘

z.

The ingtaller will install ProperSonc ta the fallawing folder.

Ta inztall in this folder, clhick "Mext". Ta nstall to a different falder, enter it below or click "Browse'".

Enlder:
C:hU serscarstenhAppD atah B oaminghChannelmatter ProperSench, l Browze. . I
| DiskCost. |
Cancel ‘l ¢ Back ‘ [ Mext »




7) When ready to Install ProperSync, click Next on the Confirm Installation page
j{i‘;—l ProperSync E =] @
Confirm Installation A

|
b

The inztaller iz ready to install ProperSync on vour computer.

Click "Mest" to start the inztallation.

Cancel | | ¢ Back | [ et =

8) The ProperSync installer will complete the installation of ProperSync on your machine. When
the installation is complete the ProperSync Information screen will appear



rﬁ ProperSync E =] @
ProperSync Information l

Copyright Channelmatter Inc. 211 rights reserved. =

m

De=scription

ProperSync is an Cutloock Add-in that synchronizes
metadata from Microscft ShareFoint Calendar and
Tasks lists. This allows users to £111 in
important information for a calendar appointment
or task straight from Cutlock.

System Requirements

- Microsoft Cutleook 2007 or 2010
- bcecess to Microsoft SharePoint Serwver 2007

Cancel < Back

9) Click Next after reading the ProperSync ReadMe information
ﬁ'}l ProperSync El =] @
Installation Complete l

-

b

FroperSync haz been successiully installed.

Click "Cloze' to exit,

Pleaze uze Windows Update to check for any critical updates to the MET Framework.

Cancel < Back

T



10) The installation is now complete. Press Close to close the installer

Activating ProperSync
ProperSync can be activated directly within an Outlook appointment item or task. It can also be
activated within the ProperSync settings area.

To activate ProperSync within an Outlook appointment or task item
1) Open Microsoft Outlook

2) Browse to a SharePoint calendar or task list within Outlook

3) Open an item from the list or select New Item from the Outlook menu

4) On top of the ProperSync Pane, click the Activate Now link on the top of the ProperSync Fields
pane (if this link is not present, then ProperSync is already activated)

3! ProperSync Fields »

This evaluation of ProperSync will expire in 30 day(s). Click here
for details or activate now.

Client Name: -

5) The ProperSync Activation window will open. Enter your license key in the Activation/License
Key box, then press Activate.

'

a5 ProperSync Activation @

To activate your ProperSync license, enter your Activation Key in the field below.
It you have an exasting valid License Key, you may enter it instead. An internet
connection is required for activation.

This license is only valid forone useraccount. Venlythe Lieense Account feld
below iscomect before actvamng.

Activation/License Key: | B
License Account: CWINSMES carsten
Effective License Key:

License Features:

Clear License Key ;-‘u::tivate] [ Close

6) Once the key is properly activated, a response will be appear in the blank space



License Features: Calendar tems, Task tems
k Your license is now activated.

[Clear License Key Activate ] [ Close

7) Click Close to close the ProperSync Activation dialog box
To Activate ProperSync from Add-in Options

Outlook 2007
1) Open Microsoft Outlook 2007
2) From the Tools menu select Options
Tools | Actions Help
Send/Receive 3 h

Instant Search »

[ Address Book... Ctrl+Shift+B

%4 Organize
Mailbox Cleanup...

&) Empty "Deleted tems" Folder
Eorms 2
Macro »
Account Settings...

Trust Center...
Customize...

Opticns...

3) From the Options dialog box select the ProperSync tab
4) From the ProperSync tab select View License Details

Options |_

| Preferences | Mail Setup | Mail Format | Spelling | Other | Propersync

Licensing Information

[ Yiew License Details ]

5) The ProperSync Activation window will open. Enter your license key in the Activation/License
Key box, then press Activate.



@' ProperSync Activation @

To activate your ProperSyne license, enter your Activation Key in the field below.

If you have an existing valid License Key, you may enter it instead. An internet
connection is required for activation.

This hcense is only valid forene useraccount. Venly the Leense Account held
below iscorrect before actvatng.

Activation/License Key: | -«
License Account: CWINSMES carsten
Effective License Key:

License Features:

Clear License Key Activate ] [ Close

6) Once the key is properly activated, a response will be appear in the blank space

License Features: Calendar tems, Task kems
k Your license is now achvated.
[ Clear License Key Activate ] [ Close

7) Click Close to close the ProperSync Activation dialog box

Outlook 2010
1) Open Microsoft Outlook 2010
2) Click on the File button

r

Olos ot S

File l Home

2 A

3) From the File menu select Options

10




B save As

Uy save Attachments

4) From the Options dialog box select Add-ins

Cutlock Opticns

General

ail

Calendar

Contacts

Tasks

Motes and Journal

Search

Maobile

| Language
Advanced
Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

5) From the Add-ins sections select Add-in Options...

11



;G?ﬁ View and manage Microsoft Office Add-ins.

Add-in Options

Launch Add-in options dialog: Add-in Options..

Add-ins

Mame

6) From the Add-ins Options dialog box select the ProperSync tab
7) From the ProperSync tab press the View License Details button

e -
Add-in Options

- ——

Propersync | Ceptara Organizer |

Licensing Information

YWiew License Details

8) The ProperSync Activation window will open. Enter a license key in the Activation/License Key
box, then press Activate.

'

-

a5 ProperSync Activation @

To activate your ProperSync license, enter your Activation Key in the field below.

It you have an exasting valid License Key, you may enter it instead. An internet
connection is reguired for activation.

This license is only vahd forone useraccount. Venly the Lense Account held
below iscormrect before acvatng.

Activation/License Key: | )
License Account: CWINSMES carsten
Effective License Key:

License Features:

Clear License Key Activate ] [ Close

9) Once the key is properly activated, a response will be appear in the blank space

12



License Features: Calendar tems, Task tems

b Your license is now activated.

[Clear License Key [ Activate ] [ Close

10) Click Close to close the ProperSync Activation dialog box

Uninstalling ProperSync
To uninstall ProperSync, use the default Windows uninstall process

Windows 7 & Vista Users
1) Close Microsoft Outlook
2) Click the Start Menu and select Control Panel

Computer
Control Panel

Devices and Printers

Default Programs

Help and Support

3) From the Control Panel select Uninstall a Program

13



Adjust your computer’s settings

iy  System and Security
3 Review your computer's status
“  Back up your computer

Find and fix problems

_ Network and Internet
@I View network status and tasks
a2

Choose homegroup and sharing options

&£ &8

./ Hardware and Sound
ﬁ‘ View devices and printers
Add a device

Programs
Uninstall a program
Get programs

| m

Foie
F
ol |
@
4

4) From the list of installed programs select ProperSync
Uninstall or change a program

To uninstall a program, select it from the list and then click Unir

Organize *  Uninstall Change  Repair

e

Mame Publishe

B Automation Anywhere 6.1 Automa

E] Microsoft Office Enterprise 2007 Microsao

Microsoft Online Services Sign In Microso

E] Microsoft Save as POF or XP5 Add-in for 2007 Micros..  Microso

||ﬂProper53rnc Channe
€ WinAutomation Softome

5) From the menu select Uninstall

Organize *  Uninstall ~Change  Repair

Mame Uninstall this program. L

[ Automation Anywhere 6.1

E] Microsoft Office Enterprise 2007

Microsoft Online Services Sign In

Ei’,‘. Microsoft Save as POF or XP5 Add-in for 2007 Micros
|[m=1 ProperSync

€3 WinAutomation

6) From the dialog box press Yes

14



Programs and Features

I\ Are you sure you want to uninstall ProperSync?

[] Inthe future, do not show me this dialog box

Yes

Mo

7) ProperSync will be uninstalled from the system

Windows XP Users
1) Close Microsoft Outlook
2) From the Start Menu select Control Panel

Q My Documents

i 5 My Recent Documents »

[:‘?:'/ My Pictures

ukloak,

@, Set Program Access and
Defaulks

1;\'% Frinters and Faxes

Q) Help and Suppork

ﬁl Log OFF [T | Turn OFF Computer

3) From the Control Panel select Add or Remove Programs

15



B Control Panel

File Edit Wiew Favorites Tools Help

;\_:;J Back. -\‘_.;,l l.ﬁ p Search H__:‘ Folders v @ Folder Swr

&ddress B’ Cankral Panel

&" Control Panel S _; ek B %
add Hardware Add or Adrminiskrative
Prograns

: J 3

r

See Also -g
Fonts zame Internet
% windows Update Controllers Optians

7)) Help and Support: =

4) From the Add or Remove Programs windows select ProperSync and press Remove

® Add or Remove Programs

E 5 ﬁ%’ Microsoft MET Framework 3.5 SP1
0

E], Microsoft OFfice Enterprise 2007

Add Mew
Programs E'} Microsaft Save as PDF ar ¥P3 Add-in For 2007 Micrasaft Office pragrams

E [ Ws¥ML 6.0 Parser (KBI25673)

|'|i.:|,EL ProperSync

Add/Remove
Windows Click. here For support information,
Campanenkts
To change this program or remove it from your computer, click Change or Remove.

@’ ? ‘Windows Internet Explorer §

Set Program ﬁ%’ Windows %P Service Pack 3
Access and

Defaults

5) From the dialog box press Yes

Add or Remowve Programs

\?f) Are you sure you wank to remove ProperSync From your computer?

[ fes l [ Mo
h

6) ProperSync will be uninstalled from the machine

16

%ﬂ Currently installed programs: [J show updates Sort byt [ Mame - |
Change ar ) .

Ptemgnve ﬁ! Microsoft JNET Framewark 2.0 Service Pack 2 Size  184.00ME
Programs ﬁ'ﬁﬂ Microsaft JNET Framework. 3.0 Service Pack 2 Size  168.00ME

Size  31.5ZMB
Size  6Z8.00MB

Size 0.13MB

Size 1.46MB




Basics

Manage Outlook & SharePoint Connections

Users with Microsoft Outlook can attach any SharePoint calendar or task list they have permission to
see. This is a simple client side operation that brings the functionality of SharePoint directly to your
desktop.

Why connect SharePoint calendars and tasks to your Outlook client?

» Reminders on team events from team calendars in SharePoint

SharePoint tasks appear in the Outlook to-do list

Reminders on tasks from SharePoint tasks lists

Bring your SharePoint calendars and tasks offline

View/Update your team calendars directly from Outlook, no need to open a browser
Drag and drop calendar items

VV VYV VYV

Copy items to your personal calendar

Connect a SharePoint 2007 or 2010 List to Microsoft Outlook
To connect a SharePoint calendar or task list to Microsoft Outlook

1. Open a web browser and browse to your SharePoint calendar
2. Copy the entire URL from the browser address bar (including the .aspx page)

| ‘€ Calendar - Windows Internet Explorer

QU e

edivision/publicdemnoy/Lists/ Calendar,/calendar.asp: g

1 - - Undo -
| 5 Favorites | 53
I Cut
-
1 é Calendar Copy ]
channelmatter = Public De Paste
@@ Public Dem Delete
Sieme, Select Al

| I_'|J Right to left Reading crder

Show Unicode control characters

1 2011 Insert Unicode control character (3
Jan Feb Ma [
Apr May Ju Open IME

Jul Aug SE Reconversion

it Kl Pl

3. Open Microsoft Outlook, browse to your calendar.
4. Right click on Calendar and choose New Calendar from the context menu

17



4 My Calendars
jﬁ Calendar
Other Calend. B Openin Mew Window

gl:ll:l

] Mew Calendar...

&
@ cColor b
5. Give the new calendar a name (e.g. Team Calendar). Press OK.
Create Mew Folder @ |
Mame:
Team Calendar
Folder contains:
[Calendar Items -

Select where to place the folder:

4 @ Cutlook Data File

[ Inbox
LA Drafts
L= Sent tems

' @ Deleted Itermns
:ﬁ Calendar “m

- |85 Contacts
éﬂ- Journal
L@ Junk E-mail

| Blatac

13

m

[ aK J[ Cancel ]

6. Right click on the new calendar (e.g. Team Calendar) and select Add ProperSync source...

18



4 [l My Calendars

Calendar -
Tazam "al . 1':]
o Eg Open in Mew Window
)  New Calendar...
Hide This Calendar
w'fl Dwverlay
2 Colar r
@ Rename Calendar
EE] Copy Calendar
s|f‘:] Maove Calendar
— [G& Delete Calendar
=
M & Move Up
% s *  Move Down
Share L4
8- e
@ Properties...
@ L= Add ProperSync source...
Add remote item...

19




7. Paste the URL in to the Add Source box

o= pdd Source @ EE
Enter the URL to the SharePoint list below and hit add. i schedule
Alternatively, drag-and-drop the URL from the browser location bar. View
|
Undo
Cut
T
| Add Py
Paste
I:l Delete
g0 Select Al
ly Calendars
Calendar 0 Right to left Reading order
Team Calendar 10 Show Unicode control characters
ther Calendars Insert Unicode control character ]
11°
Open IME
Reconversion
12P

8. Press Add

o= Add Source

(]

Enter the URL to the SharePoint list below and hit add.
Alternatively, drag-and-drop the URL from the browser location bar.

https://channelmatterl microsoftonlinecom-
1.sharepoint.microsoftonline.com/cmsoftwaredivision/publicde
moIListsICaIEndar.-fcalendar.aspsd

| Cancel

20




9. Choose the sync option for the list

0= Source Settings @

Source Tltle: Calendar

‘wieb LRL: sharepaint microsoftonline.com/cmaoftwaredivision.p
List GUID: {2bf 8 07e-05d-4370-acShcdf 35aaf o 269}

Schema Downloaded Mever

Sync Options for Folder
Download All Itemis (Full Sync)
DAIIow Adding Mew tems Locally
|:| Automatically add new items - will not prompt.

Care should be taken in Mixed Mode folders to avoid accidently exposin
infarmatian,

|:| Upload anly Free Busy [Calendar COnly)

| OK | | Cancel

10. Press OK

The following steps can be used for Tasks and Contacts as well. Simply browse to your task or contact list
in a web browser, copy the link, switch to your Outlook task or contact area and follow the steps above.

Remove Connection to a SharePoint List
To remove a connection to a SharePoint list:

1) Right click on the Outlook folder, in which the connection should be removed

2) Click on Properties in the context menu

PS Travel Calendar =™~
D My Test Cal Open in Mew Window

[C] CMTest Calendar| 5 Mew Calendar...

7] other Calendars Hide This Calendar

Overlay

Colaor ]
Bename Calendar

Copy Calendar

Move Calendar

Delete Calendar

Move Up

o Jroldlem

Move Down

Share 3

@

Properties...
b=d ﬁ = £ Add ProperSync source..,

ns: 58 | Add remote item...

21



3) Click on the ProperSync tab in the window that appears

F Bl
PS Travel Calendar 0365 Properties u
| General I Home Page I Autohrchive I Permissions | ProperSync | Synchronization
Connections:

[ Remowve ] [ Settings... ] [ Add Connection... I

[ ProperSync 5ettings...

[ ok || Ccancel Apply

I )

4) Select the connection to remove

5) Press Remove to remove the connection
6) Press OK to save the settings

Modify a Connection on an Outlook folder
To modify a current connection on an Outlook folder:

1) Right click on the Outlook folder, in which the connection should be removed
2) Click on Properties in the context menu

22



PS5 Travel Calendar
My Test Cal

CM Test Calendar| °,

j Other Calendars

EEEE

ns: 58

e

5
4

vl e

4« » §f ¥

@

Open in Mew Window
MNew Calendar...
Hide This Calendar

Overlay

Colar

Rename Calendar
Copy Calendar
Move Calendar
Delete Calendar
Move Up

Move Down
Share
Properties...

Add ProperSync source..,

Add remote item...

... |

3) Click on the ProperSync tab in the window that appears

PS Travel Calendar 0365 Properties

===

[ ProperSync Settings...

-

| General | Home Page | Autoarchive | Permissions | ProperSync | synchronization 1

Connections: ]
|
|
|

I [ Remaowve ] I Settings... I [ Add Connection... I
|
|
||

[ ok

) (oo

Apply

d. «

4) Select the connect to modify then press Settings

5) In the Settings dialog box, modify the settings, then press OK



i %

a5 Source Settings X
Source Tltle: Team Travel
Wweb URL: http://propersync sharepoint.com./TeamSite/Administration
List GUID: 167811714 b 3cd4bch-97ac-28256ce Jod4d}

Schema Downloaded Never
Sync Options for Folder
Download All Items (Full Sync)
Allow Adding Mew Items Locally
Automatically add new items - will not prompt.

Care should be taken in Mixed Mode folders to avoid accidently exposin
information.

|:| Upload anly Free Busy [Calendar Qnly)

| OK | | Cancel |
a. L A
6) Press OK in the Properties dialog box to save the settings

Viewing ProperSync Fields in Outlook
To view the custom columns on a SharePoint list, simply open a task or appointment from a SharePoint
list, after ProperSync has been installed.

ProperSync pane in an appointment item:

- I A
B P 2 Untitled - Event EE
File. Event Insert Format Text Review Ll a
Subject: || | 3! ProperSync Fields »
LRI | | " Client Name: -
Starttime: | Wed 3/16/2011 - | [12:00 Am All day event  Deliverable Name: -
Endtime: | Wed 3/16/2011 +| [12:00 am Project Name: -
— [
| &
L]
In Shared Folder: m Propersync - Example Team Calendar
- _— o — — — —

24



ProperSync pane in a task item:
- | b
L4 =5 Untitled - Task . =TS
File Task Insert Format Text Rewview @ e
Assigned To... 3! ProperSync Fields E
Subject: Project Mame:
-
Start date: Mane * | Status: Mot Started
#ofH Remaining:
BIEEEEE None - Priority: | Normal - | % Complete: 0% -
|
|:| Reminder: MNone Maone i Level of Difficulty:
-
In Shared Folder .}a ProperSync - Example Task List

Supported ProperSync Field Types
The ProperSync 1.3 supports the following field types:

Y

VVVVYVYVYVVYVVYVYYVYYVYYVY

Single Line of Text

Multiple Lines of Text (Plain Text)
Choice (Drop Down)
Choice (Radio Buttons)
Choice (Checkboxes)
Number

Number (Percentage)
Currency

Lookup

Date/Time

User & Groups - Users Only
Calculated Columns

Required Fields in Outlook
ProperSync will enforce required fields within the Outlook item. Required fields are indicated with a red
text. If a user tries to save the item without filling out the required information ProperSync will alert the

user of the required fields.

25



Required fields in the ProperSync Pane:
3! ProperSync Fields

Deliverable Mame™

Estimated 'wiork in Hours™

ProperSync prompt for missing fields:

[

Required field information missing Iﬁ

One or more required fields are rmissing or serme values are invalid.
l . Valid values rmust be supplied before the item can be saved.

Invalid fields: Deliverable Mame and Estimated Work in Hours

)
Note: ProperSync only enforces the required fields that appear in Outlook. The fields that appear in
Outlook can be controlled by list administrators. If a list administrator hides a required field from

ProperSync, ProperSync cannot enforce the field. To control which fields are provided to ProperSync,
refer to Controlling Fields in Outlook, later in this documentation.

26



Customizing ProperSync

Sync Options Explained
There are a few different sync options available for ProperSync 1.3. Please see the definitions below:

» Download All Items (Full Sync)

o Checking this box will download all items from the SharePoint list. Modifications made
to those items will be updated in SharePoint. The new item must exist in SharePoint,
new Outlook items will not be updated in this mode

» Allow Adding New Items Locally

o This allows users to publish some or all of their items to the SharePoint list. To publish to
the connected SharePoint list, open the item and click on the Link To Remote button in
the ribbon.

» Automatically add new items — will not prompt.
o This will sync all items on your calendar with SharePoint. All the information will be
show in the list.

Example Sync Scenarios
» Only download SharePoint Items
o Check Download All Items (Full Sync) only
» Only upload some of my items
o Check Allow Adding New Items Locally only
» Only upload all my items
o Check both Allow Adding New Items Locally & Automatically add new items — will not
prompt
» Synchronize my entire calendar with SharePoint
o Check all boxes

Controlling Fields in Outlook
There are two ways to control what fields are displayed on the ProperSync pane within Outlook. For
each connected list, one of these approaches can be taken to control the ProperSync fields.

Without any customizations, ProperSync will refer to the default view on the SharePoint list. ProperSync
will show the selected columns in the order provided by the view.

List administrators have the option of creating a special view for ProperSync. If a list has a view with the
term “[propersync]” (including square brackets) in the name, ProperSync will use that view instead of
the default view on the list.

Notes:

> All users connected to the list with ProperSync will see the same fields

> Updates to the list view will propagate to all users within ten minutes of the change (users must
be online)

27



» ProperSync only shows custom fields on a list. Default columns will be ignored, as they are
already in the Outlook form

> ProperSync only supports the selected columns and column order on a view. It does not
currently support any other properties of the view (e.g. sort, filter, etc...). Future updates will
improve upon this functionality

Using the Default View of the List

SharePoint 2007
1) Open a web browser and browse to the SharePoint list
2) From the Settings menu, select List Settings (if the settings menu is not present, the current

user does not have correct permission to the list)
ProperSync > Example Team Calendar

Example Team Calendar

Mew ~  Actions - Settings -

Create Column
|+ | March, 201 _—I:h Add a column to store additional
information about each item.
Sunday I
Create View =
Create a view to select columns, -

filters, and other display settings.

27

List Settings

Manage settings such as permissions,
columns, views, and paolicy.
I I

3) Scroll to the bottom of the page to see the Views on the list. The default view will be
indicated with a checkmark

Views

A view of a list allows you to see a particular selection of items or to see the items sorted in a particular order. Views currently configured for this list:

View (dick to edit) Default View
All Events 4
Calendar

4) Click on the default view to see the selected columns
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= Columns

Select or dear the check box next to each Display Column Name Position from Left
column you want to show or hide in this view,

To specify the order of the columns, select a Recurrence 1 -
number in the Position from left box. Attachments 3 -
Workspace 3 -
Title {linked to item with edit menu) 4 -
Location 5 =
Start Time 6 -
End Time 7 -
All Day Event g -
Modified g -
Modified By 1m0 -
} 11
|:| Content Type 12 -
£l Created 13 -
[ Created By 14 -
[ Deliverable Name 15 =
|:| Description 16 -
[ Edit {link to edit item) 17 -
£l ID 8 -
] Project Name 19 -

5) The columns that are checked are the columns in the view. Any custom columns selected
will appear in the ProperSync pane, in the order specified.
6) Update and press OK to save the view.

SharePoint 2010
1) Open a web browser and browse to the SharePoint list
2) Select List (or Calendar) tab from the SharePoint ribbon

List Tools

Site Actions ~ £ | Browse Items List

Calendar Tools

Site Actions = [ | Browse Events Calendar

3) In the Settings section, click on List Settings

@Wnrkﬂnw Settings «
=7

@ List Permissions

Faorm Web List
Parts « Settings

imize List Settings

4) Scroll to the bottom of the page to see the Views on the list. The default view will be indicated
with a checkmark
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Views

A view of a list allows you to see 3 particular selection of items or to see the items sorted in a particular arder. Views currently configured for this list:

View (dick to edit) Default View
All Events w
Calendar

5) Click on the default view to see the selected columns

= Columns

Select or dear the check box next to each Display Column Name Position from Left
column you want to show or hide in this view.

To specify the order of the columns, select a Recurrence 1 -
number in the Position from left box. Attachments 7 -
Workspace 3 -
Title {linked to item with edit menu) 4 -
Location s -
Start Time S
End Time 7o
All Day Event 3 -
Modified g -
Modified By 10 -
i " 11 -
|:| Content Type 12 -
[ Created 13 -
[ Created By 14 =
= Deliverable Name 15 -
|:| Description 16 -
£l Edit {link to edit item) 17 -
[ D 18 -
] Project Name 19 -

6) The columns that are checked are the columns in the view. Any custom columns selected will
appear in the ProperSync pane, in the order specified.
7) Update and press OK to save the view.

Creating a [propersync] View

SharePoint 2007
1) Open a web browser and browse to the SharePoint list
2) From the Settings menu, select Create View (if the settings menu is not present, the
current user does not have correct permission to the list)
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ProperSync > Example Team Calendar

Example Team Calendar

Mew =~  Actions - Settings -

v ﬂ Title Create Column
Add a column to store additional
Iixample information about each item. i
_— Create View
Example | "TT7 Create a view to select columns,
E filters, and other display settings.
Example| —_  |ist Settings
3 _{g Manage settings such as permissions,
sample columns, views, and policy.

3) From the Choose a view format list, select Standard View

Propersync > Example Team Calendar = Settings = View Type

Create View: Example Team Calendar

IJse this page to select the type of view you want to create for your data.

Choose a view format
Standard View \‘—_ﬂ ﬁ_tandard Vi
i . ' LI~ Viewdatao
._._.':la View data on a Web page. You can choose from a list of display s, U
styles. styles, Use

event.

4) Give the view any name, but make sure to include the term “[propersync]” (including square
brackets)

ProperSync = Example Team Calendar > Settings > Create View

Create View: Example Team Calendar

Lse this page to create a view of this list.

OK. ] [ Cancel

Name
View Name:
Type a name for this view of the list. Make the [propersync] fields|
name descriptive, such as "Sorted by Author”, so
that site wvisitors will know what to expect when
they click this link. P I:‘ Make this the default view

{Applies to public views only)

5) Check the columns to appear on the ProperSync pane. Reminder: ProperSync will only show
custom columns on the list. Any selected standard columns will be ignored.
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= Columns

Select or dear the chedk box next to each column you Display Column Hame Position from Left

want to show or hide in this view. To specify the order of

the columns, select a number in the Position from left = Recurrence 1 -

box. = Attachments z -
= Workspace 3 -
[ Title (inked to item with edit menu) 4 -
[l Location 5 -
[ Start Time 6 -
[ End Time 7 -
] All Day Event g -
Client Name I
|:| Content Type 10 -
[ Created 11 -
= Created By 12
i 13 ~
[ Description 14 -
] Edit (link to edit item) 15 =
[ D 16 -
[l Modified 17 -
[ Modified By 18 -
Fraject Name 19 -

6) Select the order in which you would like the columns to appear on the ProperSync pane

= Columns

Select or dear the ched: box next to each column you Display Column Name Position from Left

want to show or hide in this view. To specify the order of

the columns, select a number in the Position from left = Recurrence 4 T

bos. 0 Attachments 5 -
[ Waorkspace 6 -
[ Title {inked to item with edit menu) 7 -
|:| Location g -
[ Start Time 3 -
] End Time 0 -
[ All Day Event i1 -
Client Mame 1
|:| Content Type 2
[ Created :‘
[l Created By g
Deliverable Mame ;

7) Press OK to save the list view

SharePoint 2010
1) Open a web browser and browse to the SharePoint list
2) Select List (or Calendar) tab from the SharePoint ribbon

List Tools

Site Actions ~ F# | Browse Items List

32



4)

Calendar Tools

Site Actions * [FH | Browse Events Calendar

In the Manage Views section, click on Create View
1 1] L

— *l,}Modify‘u‘iew » Current View:

gl || = illl Create Column | All Tasks -
Create
| View | 3] Mavigate Up Current Page
t Manage Views
From the Choose a view format list, select Standard View
Choose a view format
:| Standard View T_|1} ﬁ_u‘.andard Vi
- ' ' LI =% Viewdatao
._._.':)b View data on a Web page. You can choose from a list of display stles. Use
styles. E'u'EI'It:

Give the view any name, but make sure to include the term “[propersync]” (including square
brackets)

e ]

Cancel

Name §
View Name:

Type a name for this view of the list. Make the [propersync] fields|
name descriptive, such as "Sorted by Author”, so

that site visitors will know what to expect when
they click this link. P [ Make this the default view

(Applies to public views only)
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6) Check the columns to appear on the ProperSync pane. Reminder: ProperSync will only show
custom columns on the list. Any selected standard columns will be ignored.

2 Columns
Select or dear the check box next to each column you Display Column Name Position from Left
want to show or hide in this view. To specify the order of
the columns, select a number in the Position from left ] Recurrence 1 -
b, 0 Attachments 2 -
& Workspace 3w
= Title (inked to item with edit menu) 4 -
|:| Location R
[ Start Time 5 -
= End Time FA 4
= All Day Event a -
Client Name g -
D Content Type 10 -
| Created 11 -
[E Created By 12
13 -
| Description 14 -
| Edit {link to edit item) 15 -
| D 16 -
[ Modified 17 -
] Modified By 18 ~
Project Mame 19 -
7) Select the order in which you would like the columns to appear on the ProperSync pane
= Columns
Select or dear the chedk box next to each column you Display Column Name Position from Left
want to show or hide in this view. To specify the arder of
the columns, select a number in the Position from left (] Recurrence 4 -
box. [ Attachments 5
[l Workspace g5 =
[l Title {inked to item with edit menu) 7w
|:| Location g -
[ Start Time g -
[l End Time 0 -
(] All Day Event i1 -
Client Name 1
|:| Content Type )
(] Created i
= Created By g
Deliverable Name g

8) Press OK to save the list view
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ProperSync Options
Enabling Logging

Outlook 2007
1) Open Microsoft Outlook 2007
2) From the Tools menu select Options

Tools h&ctions Help

Send/Receive » h

Instant Search 2
[E Address Book.. Ctrl+Shift+B
%y Organize
Mailbox Cleanup...
fa] Empty "Deleted ltems" Folder
Forms 2
Macro 2
Account Settings...
Trust Center...
Customize...

Options...

3) From the Options dialog box select the ProperSync tab
4) From the ProperSync tab use the Log Level dropdown to choose the type of logging you require.
Options

| Preferences | Mail Setup I Mail Format | Spelling

Licensing Information

Diagnostics (Logging may reduce perfarm

LogLevel: ‘Dﬁ v'

Critical

Errar

Waming
Infarmation
Verbose
Activity Tracing
All

a.
5) Once the logging level has been set, press OK to apply the settings
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Outlook 2010
1) Open Microsoft Outlook 2010
2) Click on the File button
r B

- T e

3) From the File menu select Options

T W L

B save As

& Save Attachments

Open
Print

Help

[ :] Options

B9 Exit

4) From the Options dialog box select Add-ins
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Cutlook Options

General

Mail

Calendar
Contacts

Tasks

Motes and Journal
Search

Muohbile

Language
Advanced
Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

5) From the Add-ins sections select Add-in Options...

XY |

View and manage Microsoft Office Add-ins.

Add-in Options

Launch Add-in options dialog: Add-in Options...

Add-ins

Mame

6) From the Add-ins Options dialog box select the ProperSync tab
7) From the ProperSync tab use the Log Level dropdown to choose the type of logging you require.
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Add-in Options - e -

Propersync | Ceptara Organizer |

Licensing Information

Diagnostics (Logging may reduce perform

LogLevel: (Al - |

Cff

Critical
Errar
Waming
Infarmation
Verbose

Ac:tiﬁ' Tlacini
a

8) Once the logging level has been set, press OK to apply the settings

Updating/Changing Activation Key

Outlook 2007
8) Open Microsoft Outlook 2007
9) From the Tools menu select Options
Tools | Actions Help
Send/Receive 3 h,

Instant Search »
[ Address Book... Ctrl+Shift+B
wd  Organize
Mailbox Cleanup...
fa] Empty "Deleted ltems" Folder
Forms 2
Macro 2
Account Settings...
Trust Center...

Customize...

Options...

10) From the Options dialog box select the ProperSync tab
11) From the ProperSync tab select View License Details
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Options r

Preferences | Mail Setup | Mail Format | Spelling | Other | Propersync
Licensing Informatian

[ Yiew License Details ]

12) The ProperSync Activation window will open. Enter the new or updated license key in the
Activation/License Key box, then press Activate.

[

-

a5 ProperSync Activation @

To activate your ProperSync license, enter your Activation Key in the field below.

If you have an existing valid License Key, you may enter it instead. An internet
connection is reguired for activation.

This hicense is only valid forone useraccount. Venly the Licensa Account held
below iscorrect before actvatng.

Activation/License Key: | B
License Account: CWINSMES carsten
Effective License Key:

License Features:

Clear License Key Activate ] [ Close

13) Once the key is properly activated, a response will be appear in the blank space

License Features: Calendar ftems, Task tems
% Your license is now achvated.
[ Clear License Key Activate ] [ Close

14) Click Close to close the ProperSync Activation dialog box

Outlook 2010
11) Open Microsoft Outlook 2010
12) Click on the File button
r

Olos S

File [ Home

2 )

13) From the File menu select Options
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Bl save As

Uy save Attachments

14) From the Options dialog box select Add-ins

Cutlock Opticns

General

ail

Calendar

Contacts

Tasks

Motes and Journal

Search

Maobile

| Language
Advanced
Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

15) From the Add-ins sections select Add-in Options...
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lﬁ% View and manage Microsoft Office Add-ins.

Add-in Options

Launch Add-in options dialog: Add-in Options..

Add-ins

Mame

16) From the Add-ins Options dialog box select the ProperSync tab
17) From the ProperSync tab press the View License Details button

g - . -
Add-in Options

Propersync | Ceptara Organizer |

Licensing Information

View License Details |

18) The ProperSync Activation window will open. Enter the new or updated license key in the
Activation/License Key box, then press Activate.

'

-

a5 ProperSync Activation @

To activate your ProperSync license, enter your Activation Key in the field below.

It you have an exasting valid License Key, you may enter it instead. An internet
connection is reguired for activation.

This license is only vahd forone useraccount. Venly the Lense Account held
below iscormrect before acvatng.

Activation/License Key: | )
License Account: CWINSMES carsten
Effective License Key:

License Features:

Clear License Key Activate ] [ Close

19) Once the key is properly activated, a response will be appear in the blank space
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License Features: Calendar tems, Task tems

% Your license is now activated.

[CIearLicense ey Activate ] [ Close

20) Click Close to close the ProperSync Activation dialog box
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