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Overview

X-Author Chatter seamlessly combines your Microsoft Office suite and Chatter’s social

network capabilities, for sharing and collaborating on documents and projects.

There is no need to login to Salesforce to access your documents and data. It can all be done via the X-
Author Chatter ribbon. With the ribbon in your MS Office products you can check-in, check-out, and
update the revision of files kept in Salesforce. Ribbon options are also used to display Chatter and the
translation tool. Once displayed, the Chatter pane sits alongside your document within the same MS Office
window. You can work on your documents and simultaneously engage in a dialog with anyone in your
organization from one place. When you do not need Chatter you can close it and re-open it later.
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A comprehensive installation guide is available when you download the product. If your
organization is using a Sandbox or Testenvironment 1o access Aptius, for example as part B
of your User Acceptance Testing (UAT) process, you will needto enter test.salesforce.com

as your path or URL in the web browserto login
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access to AptUs through our MS Word Author tool, from Apttus Author you will need to
select Options and under the Salesforce Server Host option enter test salesforce.com
instead of www.salesforce.com. This process will needto reyersed later when you need to
Iog into your production environment, i.e. re-enter www salesforce_com into the Server Host
option
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A comprenensive installation guide is available when you downioad the product. If your
organization is Using a Sandbox or Test environment to access Apttus, for example as part
of your User Acceptance Testing (UAT) process, you will need to enter test.salesforce.com
as your path or URL in the web browserto login

If you are using a Sandbox / Test environment to access the main application and have
access to Apttus through our MS Word Author tool, from Apttus Author you will need to
select Options and under the Salesforce Server Host option enter test.salesforce.com
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instead of www salesforoe com. This process will need to reyersed later when you needto
Iog into your production environment, i.e. re-enter www.salesforce.com into the Server Host
option

Important Note: For those with access to both a Sandbox / Test environment and regular
production environment, be extra carefulto make sure you are making any desired changes
inthe correct environment.

If you are logging into Apttus Author offsite, for example from a home office, and are not
connected using a VPN connection, you may need to enter a security token under Options —
Security Token. The security token is only required to Apttus Author capabilies and not the
main application available througha regular web browser. This feature is setup on an
organization-by-organization basis. Check with your system administration to find out if you
needa security token to proceed

Contract Management Overview

Contract Management (CM) or Contract Lifecycle Management (CLM)is the process of
systematically and efficiently managing contract creation, execution, and analysis for the
purpose of maximizing financial and operational performance and minimizing risk. Aptus
Contract Management can manage to any type of Contract, process or function

Apttus allows you to leverage Salesforce as a central repository for all your corporate
contractual agreements. Setting up the central repository provides visibility into your

contractual commitments. reduces the risk of litigation and revenue leakage. Apttus allows
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you download the product Ifyour organization is using
a Sandbox or Test environmentto access Aptus, for
example as part of your User Acceptance Testing (UAT)
process, you will needto entertest salesforce com as
your path or URL in the web browser to login
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Ben's Article Collection-01 — Stan C. All
posted afile
ExcelBook1_Sheet1

A - Selecting the X-Author Chatter ribbon and then Chatter displays your current feed.
B — Select the text you want to copy, choose who you want to share it with and whether you want to

include the whole document, and click Share.

C - The content is included in the Chatter feed and your colleagues can now comment on it.
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What's New

The following table lists changes in the documentation to support each release.

Document Topic Description
Winter Configuring System Properties New topic. Added a new topic to capture System
2018 Properties.
Configuring Additional Values New topic. New feature for this release.
Configuring Search Criteria New topic. New feature for this release.
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Installing X-Author Chatter

Apttus X-Author Chatter must be installed locally on your computer before you can begin using it. X-
Author Chatter is a Microsoft Office Add-In, which is accessible as a ribbon tab.

If X-Author Chatter has been installed by your IT department, then you can skip this section as there are
no further installation steps required.

The installation is done using a wizard, where all of the installation options are handled automatically. If you
do not have all of the framework components installed to use X-Author, they will automatically be included
by the wizard during the installation.

& The Apttus X-Author for Chatter folder that is installed on your computer must not be moved and
the files must not be modified or the application will not work.

To install X-Author Chatter

Prerequistes

* You must have a Chatter enabled Salesforce account.
* You must have the Microsoft Office products already installed and ensure they are not currently
open.

Installing X-Author Chatter

1. Login via http://login.salesforce.com.
2. Click the X-Author Chatter tab or click ¥ to display all tabs and then select it.
3. Click the download icon for the relevant MS Office product:

MS Office Product Icon

Word

Excel

PowerPoint

v
b
Outlook E
b

The installation behaves the same for each product.

Click Save file and then double-click the file once it is downloaded to launch the installer.
Follow the instructions in the Install Wizard, by clicking Next to progress the installation.
You must also select | accept the terms in the license agreement as part of the installation.
Click Finish once the installation is complete.

No o
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8. Open the Microsoft product and confirm the X-Author Chatter ribbon option is available.
Docurnentl - Microsoft Werd

Review View L-suthor Chatter Acrobat
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If the ribbon is not available, it may need to be registered manually.
Results

X-Author is now ready for use with the Microsoft product, enabling you to use chatter to collaborate on
your work.

Next Step

You can return to Step 3 and go to the X-Author Chatter tab in Salesforce and install the
remaining products.

7 Copyright ©2011-2018 Apttus Corporation. All rights reserved.
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Working with X-Author Chatter

X-Author Chatter presents four unique pieces of functionality that enable you to control files
using Salesforce, collaborate on them, and translate them. Apart from those pieces, the Microsoft Products
and Chatter work as expected with all of their standard functionality being available.
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ost -
Mauris rhoncus nisi at augue egestas vehicula. Duis porttitor sollicitudin cursus. Curabitur
tincicunt, nisl eget consectetur faucibus, mauris ante tincidunt felis, vel posuere nisl felis eget - _
nisl. Donec fringilla, eros a condimentum egestas, odio nunc placerat diam, sed condimentum Isntgﬁ:,ﬂ AR 10 Eoh 5 Bl alsasalios now o Wast 1 15e i
odio justo non magna. Quisque sit amet ante eget nulla sagittis venenatis. Nulla dictum |
scllicimdin justo, sed consectetur tortor viverra id. Aenean vitae tempus nibh. Nam massa ante, New files are files that are not maintained within Salesforce and I3
mattis eu laoreet in, tincidunt a libero. Integer sed placerat velit. Aenean venenatis porttitor odic, remair cutside of the system until they are checked-in, uploaded, or
in ultricies tellus viverra ut. Duis mollis sapien non quam adipiscing id auctor metus euismod. shared in Chatter. They can be created like any other Word doc,
Donec mattis dignissim nulla eget molestie. Excel , or PowerPoint pr in Microsoft Office.
1
Ut ipsum justo, semper non sodales auctor, pellentesque nec risus. Phasellus faucibus, diam sed Once shared in Chatter, the new file is saved within Salesforce, but
feugiat volutpat, odio massa feugiat odio, a molestie leo manris eget augue. In sit amet eachinstance of the file ... hlore
vestibulum enim. Integer condimentum sem non fusto ornare mattis. Aliguam id odio quam. Tty A R0 AM: 5 Comment e Share:

Pellentesque habitant morbi tristique senectus et netus ¢t malesuada fames ac turpis egestas.
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volutpat, mi leo consequat orci, sollicitudin ultricies turpis nisi eu felis. Sed nunc massa, s

scelerisque 2 adipiscing id, molestie at tellus. Mauris at justo vitae neque fermentum sagittis in i B A

vel tellus. Vivamus non viverra uma. In rutrum ciam vel uma pharetra non sodales metus

gravida. Donec ac lectus sem. Duis vel risus mauris.

Nunc malesuada facilisis nibh, ac lacinia odio ultricies in. Vestibulum turpis purus, hendrerit id O ———
vehicula porta, luctus eget enim. Vestibulum sodales lacus quis uma posuere non ultrices diam

molestie. Proin facilisis, turpis in lacinia sagittis, nulla tortor vulputate mefus, sed consequat ‘ Once chared in Chatter, the new file is saved within Salesforce, but
purus ante eu eros. Pellentesque nec odio vel leo rutrum viverra at ut orci. Aliquam in hendrerit each instance of the file that people work on and share is treated as
massa. Etiam blandit turpis vitae nisi convallis ut vehicula eros venenatis. In fringilla magna at a separate document. Files cannot be under revision control until
risus consequat in euismod felis iaculis. Duis volutpat, nunc sed suscipit dictum, ante est dictun: they ars checked-in or uploaded. Uploading a version replaces an
nisi, at tempus lorem sem et ligula. Suspendisse potenti. Pellentesque rhoncus turpis ac magna existing document in the Files tab, with the new previously .
varius eget eleifend elit semper. Tn eleifend fermantum vestibulum. Mascenas volutpat uma a unversioned file. The Files tab is the location where files shared in

lectus aliquam lacinia. Praesent non felis velit. Ut tristique adipiscing mi. Vestibulum dictum

= Chatte’ kept.
‘bibendum hendrerit. wayH

9:33 Al - Comment - Like - Share

\a Price List and Price List items — Bob C. Belorusets uploaded a
new version of this file

- Price List and Price List ltems

# Download xisx (9 KB) - More Actions v
- D
:
j’ Last Updated at 11:56 AM Refresh
VPagezlofl | words: 157 \\9 | |[BElpg = = 8% =) [} ()

A - The X-Author Chatter ribbon is used to check-in, check-out, and update the revision of files. This helps
to ensure you do not have multiple copies of a document. The Translate option provides the ability to
quickly translate content using one of 39 supported languages. The ribbon is also used to invoke Chatter.
B - The audience for the content you want to share and collaborate on can be your entire organization,
custom groups, individuals you follow and that follow you, or a document associated with a Salesforce
object that can be followed, such as Opportunity.

C - The comments and sharing options control how much of the document you are working on you are
going to share with your targeted audience in the Chatter feed. Once in the feed, standard Chatter actions
can be used with the content.

D - The Chatter feed will automatically refresh; however, you can also manually refresh the feed by clicking
Refresh. This helps to ensure you are receiving feedback from colleagues as soon as they add a comment
to the feed.
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Connecting to X-Author Chatter

To use X-Author Chatter, you do not need to login directly via Salesforce. You only need to connect
from the X-Author Chatter ribbon for the MS Office product you want to use.

X-Author Chatter uses Salesforce OAuth for connecting from X-Author to Salesforce. By using
OAuth multiple user accounts can be set up on the same computer for logging into X-Author Chatter.
Once added, you can simply switch from one user to the other, via the Switch Connection option.

To connect to X-Author

Prerequisites

You must have an MS Office product open.
Steps

1. Click Connect and the Manage Connections window is displayed.

2. In the Create a new connection section, enter the first name and last name — as they are stored in
Salesforce — of a user with a chatter license and click login.salesforce.com or test.salesforce.com.

3. Click Authorize and a Salesforce login window is displayed, enter your credentials and click Login.

4. If you are connecting to Salesforce via X-Author for Chatter for the first time, you may need to click
Allow to continue.

-
% Apttus X-Author Chatter for Micrasoft Outlook &J
sal uy‘f)rcc

o

jimmboerden@apttus.com.chatter.test { Mot you? )

"Apttus X-Author™ for Chatter” is requesting permission to:

Access your basic information

Access and manage your data

Provide access to your data via the Web
Access and manage your Chatter feed
Provide access to custom applications
Perform requests on your behalf at any time

Only click Allow for applications you trust. You may revoke access
at any time by visiting your Settings page.

Allow Deny

Results

Copyright ©2011-2018 Apttus Corporation. All rights reserved.
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The X-Author ribbon options are enabled and you can now log in to Chatter, Check-In and Check-Out files,
or additionally, display the Translate pane when logging into Word.
What's Next

Once you have configured connections for multiple users, you can select Switch Connection to change
to someone else.

File. Home Send / Receive Falder View Add-Ins ¥-Author Chatter
]| . | =
=1 &'
| C)| ¥ ?
Save to Chatter Switch §Suppor‘t
Salesforce = |Connection ~ e
__Versions sodial O% Manage Connection...
4 Favorites 1
7=} Inbox [18) 2
Stan C. All
O Unread Mail Newest on top

To revoke connections

Prerequisites

There must be existing connections.
Steps

1. Select Switch Connection > Manage Connection to display the Manage Connections window.
The list of users who have been configured for that computer is displayed, with the option for the
currently logged in user disabled.

-
{7 Manage Connections Iﬁ
Available connections
Ben C. Easter Ben C, Easter
https:/flogin.salesfarcecom
Jim C. Borden Jim C. Borden c o Havoke
https:/flogin.salesforce.com anne SHURS
Stan C. All Stan C. All
https:/flogin.salesforce.com

Create a new connection

Name Login URL Authorize
{ e.g. login.salesforce.com test.salesforce.com ete... )

2. Click Revoke and then click Yes in the confirmation dialog.
Results

That user's login credentials are removed and they cannot log in to X-Author for Chatter until they have
created a new connection.

10 Copyright ©2011-2018 Apttus Corporation. All rights reserved.
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Using New Files

New files are those Microsoft Office files that are not currently maintained within Salesforce and

remain outside of the system until they are checked-in, uploaded, or shared in Chatter. They can be
created like any other Word doc, Excel spreadsheet, or PowerPoint presentation.

Once shared in Chatter, the new file is saved in Chatter > Files, but each subsequent instance of the

file that people work on and share is treated as a separate document. Files are not under version control
until they are uploaded or checked-in.

When you want to put a new file into Salesforce via X-Author Chatter and have its version controlled,

you can either upload the file as a new version of an existing already kept in Chatter > Files or check-in the
file into Chatter > Files as the first version of a brand new file.

For details on checking in files, see Checking in files.

To upload a version

Prerequisites

* The file must be saved on your computer and have not previously been uploaded to Salesforce.
» There must be an existing file in Chatter > Files that you want to overwrite with this new file.

Steps

1. Click Upload Version, select the Scope the file has in Chatter, enter a name, and click o}

2. Click Select for the document that matches the document you want to upload.

3. Enter details about this version of the document, to ensure there is a useful audit trail entry and click
OK.

Results
A confirmation dialog box indicates the upload was successful and displays the new version of the file.

Checking Out Files

Checking out files and attachments that are in Salesforce ensures that you are working on the most
recent version of the file.

You can check-out files that are saved in Chatter > Files or those that are in the Notes and

Attachments section of objects, such as Opportunities or Accounts. Multiple people can check-out the
same file at the same time and subsequently check-in new separate versions. So to ensure each version of
a document has the expected content in it, your organization should set up guidelines around document
sharing.

Whether you have access to files in Chatter or in Notes and Attachments is controlled by

standard Salesforce file sharing settings and Standard Salesforce access rights to objects. There is no
restriction on the number of files you can check-out. If there is an issue with documents while you are
working on them, standard Microsoft Office backup and recovery functionality is used.

11 Copyright ©2011-2018 Apttus Corporation. All rights reserved.
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To check out files

Prerequisites

There must be files available in Salesforce that can be opened by the MS Office product.

Steps
1.

N

Click Check-Out and from the Objects list, select Files to check out a file kept in Chatter > Files
and go to the next step.

- Or -

Select an object, such as Opportunity or Account, if the file is kept in Notes and Attachments and
go to step 4.

Click Show Ciriteria and select the Scope option for the Chatter file:

Scope Description

Files | Own Files you created and previously uploaded to Chatter.

Files Shared with  Files created by others, who have chosen to specifically share them with you. If files
Me have been shared with you via Groups, they do not fall under this scope.

Files | Follow Files you have chosen to follow from within a Chatter feed.

Files in My Group  Files that have been shared with a Chatter group you are a member of.

Enter a name or partial name for the file, if known, click Y and go to step 7. To configure the fields
available for search filters, refer to Configuring Search Criteria.

Click Show Ciriteria and select Files to choose from those that have been uploaded via a Chatter
feed within the object and are kept as Feed Attachment files in the Notes and Attachments section
of the object.

-or-

Select Attachments to choose from files that were uploaded outside of Chatter to the Notes

and Attachments section.

Enter a name or partial name for the object record and click Bl To configure the fields available for
search filters, refer to Configuring Search Criteria.

Click Select beside the object that contains the file you want to open.

Click Open besides the file you want to work on.

Only files and attachments that can be opened by the MS Office product are available in the picklist.
For instance, with Word .rtf, .txt, .doc, and .docx files will be displayed.

Results

The file is displayed and the ribbon icons are enabled. If you check-out a file that is associated with
an object, the ™ icon is displayed in the Chatter feed.

What's Next

12
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You can edit the file as normal and also use the X-Author Chatter ribbon option to begin collaborating
on the document.

Collaborating with X-Author Chatter

With Word, Excel, PowerPoint or Outlook open and connected to X-Author, you do not need to go into
Salesforce to perform tasks.

You can edit files, view, and interact with Chatter feeds. This includes sending document updates to other
Chatter users and taking content they provide via Chatter and putting it into your file.

Your Chatter feed can be quickly displayed and hidden with a single click. After you have collaborated on a
file and received feedback, you can hide the feed to maximize your workspace and open it again to share
your subsequent edits.

When you are working on files with X-Author Chatter, two main aspects control collaboration and sharing:
who you collaborate on the file with, and what parts of the document you share with them.

Collaboration Options

The following collaboration options are available:

Collaboration Description

Options

All Everyone in your organization who is on Chatter will see the content you share in the
feed.

Groups You can select one group at a time to share the file with and everyone belonging to that

group will have visibility into the shared file.

Followers of the Everyone who is following the document will have the document
document shared with them and can provide comments and collaborate in
the feed. Documents must be part of an object to be followed. Files
uploaded solely to Chatter will not have this option available.

Followers of you and You can select a single person to share the file within your feed. If you want to share
who you follow with a large number of people you should use a group, otherwise you will have to repeat
the step of selecting individuals to share the feed with.

Sharing Options

The following options for sharing content are available:

13 Copyright ©2011-2018 Apttus Corporation. All rights reserved.
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Word Share Description

Options

Post Comments you provide in Chatter are included, but no part of the document is included.
Selected Content The content highlighted in your document is inserted into the Chatter feed, as

unformatted text. There is a maximum of 1000 characters.

Entire Document The document is attached to the feed.

Both Highlighted content (up to 1000 characters) and the document (as an attachment) are
included in the feed.

Excel Description

Share

Options

Post Comments you provide in Chatter are included, but no part of the workbook is included.
Selected The selected content is exported and attached to the Chatter feed as a new xls file. All selected
Content content must be in adjoining cells. The minimum content that can be selected is a whole cell.

Selected text within a cell cannot be shared.

Active The entire worksheet is copied and attached to the feed as a new xls file.
Worksheet

Entire The whole workbook is attached to the feed.

Workbook

PowerPo Description

int Share
Options
Post Comments you provide in Chatter are included, but no part of the presentation is included.
Selected The content highlighted in your presentation is inserted into the Chatter feed, as unformatted text.
Content There is a maximum of 1000 characters. If you select images or multiple objects, it is inserted as

a .png file.
Selected You can select any whole slides in any sequence from the Slides tab in PowerPoint and they are
Slides attached to the feed entry as a single .ppt file. The slides are placed in the order in which you select

them. The feed entry indicates which slides were included in the .ppt file. The selected slides will be
exactly like they are in the original .ppt, except auto-numbering may be different.

14 Copyright ©2011-2018 Apttus Corporation. All rights reserved.
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PowerPo Description

int Share

Options

Entire The whole PowerPoint presentation is attached to the feed.

Presentati
on

Outlook  Description

Share

Options

Post Enter a comment to solicit feedback, while not copying any content from the body of the email or any
email attachments.

Selected Highlight content from the body of your email and it will be included in the feed entry, without any

Content formatting.

Attachment = For a single attachment, select whether to Upload as a new version to an existing file or to Upload as

s a new file. A new version means that it would become the new version to a file you already have in
your Chatter > Files. You use the Upload Version dialog box to search for the file stored in Chatter
you want to attach as the new version. A new file is added to your Chatter feed and subsequently is
available from Chatter > Files.

Message Selecting this enables a drop-down list with the following options:
* .doc - Attaches the email to the feed as a Word file.
* _html - Attaches the email to the feed as an html file.
* .msg - Packages the email and all attachments into an Outlook .msg file and attaches it to the
feed. This file can only be opened with Outlook.
* .rtf - Attaches the email to the feed as a Word file.
* .txt - Attaches the email to the feed as a text file.

Collaborating using Word

Working in Word, you can choose to share specific content, whole documents, or both in Chatter, as
well as automatically translating that specific content and sharing it.

To Collaborate Using Word

Prerequisites

* The Salesforce org must have Apttus X-Author Chatter package installed.
* You must have logged into X-Author Chatter for Word and opened the file in Word.

Steps

15 Copyright ©2011-2018 Apttus Corporation. All rights reserved.
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1. Click Chatter from the X-Author Chatter ribbon.
Chatter opens in its own window within Word and you may need to resize the document for

optimal viewing.
2. Select who you want to collaborate with in your Chatter feed by clicking one of the icons:

2" Your audience will be everyone in your organization with a Chatter account.

& Your audience will be everyone who is following the document. This option is only available when the
document is associated with a Salesforce object, such as an Account or an Opportunity.

“= Your audience will be all the members of the group you select.

= Your audience will be the single individual you select.

3. Make changes to the document using Word and then choose what content to share.

Chatter * X
fE.'_"" s that note after the date accurate? If not please update
s Pk H i :;' -
Fost
- Selected Content
Entire Document
Both Sort by: Most Recent Activity ¥
Post Enter a comment to solicit feedback, while not presenting any of the document in the
feed.
(S:eletctetd Select the content in the document you want to share in the feed. Only text will be
onten included in the feed. If your content includes an image or other kinds of media, it will be

represented with a '/' and table cell content is taken out of the table and included on
individual lines.

Entire Document = The whole document is attached to the Chatter feed entry and standard Chatter actions
can be taken on the file.

Both Combination of Selected Content and Entire Document.

4. Click Share to share your content to the Chatter feed.
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5. Click Refresh to ensure you feed is up to date and that you receive feedback from your colleagues.

Collaborating using Excel

You can choose to share some content, a worksheet, or a complete workbook in a Chatter feed. All
shared content is uploaded to Chatter as an XLS file.

Unlike Word, you cannot yet share selected content and a complete worksheet or workbook in the

same Chatter feed entry. If you wanted to upload both you would need to make them separate entries.
Content taken from an Excel file does not include any underlying formulas or equations associated with any
cells. It takes the alphanumeric characters currently being displayed in the cells as plain text.

To Collaborate Using Excel
Prerequisites

* The Salesforce org must have Apttus X-Author Chatter package installed.
* You must have logged into X-Author Chatter for Excel and opened the file in Excel

Steps

1. Click Chatter from the X-Author Chatter ribbon.
Chatter opens in its own window within Excel and you may need to resize the workbook for
optimal viewing.

2. Select who you want to collaborate within your Chatter feed by clicking one of the icons:

' Your audience will be everyone in your organization with a Chatter account.

Your audience will be everyone who is following the file. This option is only available when the
document is associated with a Salesforce object, such as an Account or an Opportunity.

“ Your audience will be all the members of the group you select.

= Your audience will be the single individual you select.

3. Make changes in excel and then choose what content to share.
Chatter -

- Post l:]

Post ’

Entire Workbook I Sort by: Most Recent Activity =
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Post Enter a comment to solicit feedback, while not presenting any of the document in the feed.

SjleCt Select the content in the document you want to share in the feed. Only text will be included in the
eC ¢ feed. If your content includes an image or other kinds of media, it will be represented with a '/' and
nton ©  table cell content is taken out of the table and included on individual lines.

C\?S:IIZ, The currently active worksheet is exported as a workbook and attached to the feed.

heet

Entire The whole workbook is attached to the Chatter feed.
Workb
ook

4. Click Share to share your content to the Chatter feed.
5. Click Refresh to ensure you feed is up to date and that you receive feedback from your colleagues.

Collaborating using PowerPoint

Collaborating on PowerPoint files enables content to be shared from the text level, up to the
entire presentation.

If you only want to share an image, it is best to share the entire slide containing the image, to retain
its original properties. Just sharing an image in Chatter uploads it to the feed as a png file which may not
be the same quality as the original.

To Collaborate Using Excel

Prerequisites

* The Salesforce org must have Apttus X-Author Chatter package installed.
* You must have logged into X-Author Chatter for PowerPoint and opened the file in PowerPoint.

Steps

1. Click Chatter from the X-Author Chatter ribbon.
Chatter opens in its own window within PowerPoint and you may need to resize the file for
optimal viewing.

2. Select who you want to collaborate within your Chatter feed by clicking one of the icons:

' Your audience will be everyone in your organization with a Chatter account.

“" Your audience will be everyone who is following the file. This option is only available when the

document is associated with a Salesforce object, such as an Account or an Opportunity.

“= Your audience will be all the members of the group you select.
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@ Your audience will be the single individual you select.

3. Make changes to the presentation and then choose what content to share.

Chatter .
|
e
- = L] Share.
Post r !

Seleted Ctent
Entire Presentation

| Sort by: Most Recent Activity *

Post Enter a comment to solicit feedback, while not presenting any of the document in the feed.
Selecte . . . .

d Selected text is entered into the feed unformatted. When your selected content is an image,
Conten drawing objects, or made up of table rows or columns, the content is attached as a png file.

t

Selecte = You can select any slides in any sequence from the Slides tab in PowerPoint and they are

d attached to the feed entry as a single .ppt file. The slides are placed in the order in which you

Slides  select them. The feed entry indicates which slides were included in the .ppt file. The feed entry
indicates which slides were included in the .ppt file. The selected slides will be exactly like they
are in the original .ppt, except auto-numbering may be different.

Entire The whole PowerPoint presentation is attached to the Chatter feed.
Present
ation

4. Click Share to share your content to the Chatter feed.
5. Click Refresh to ensure you feed is up to date and that you receive feedback from your colleagues.

Collaborating using Outlook

Outlook provides the ability to share the content of an email or an email attachment in Chatter, along
with the ability to share the entire contents of an email, attachments included. When replying to a message
or creating a new one, you can also choose to immediately post that email and its

contents to your chatter feed.

Using X-Author Chatter for Outlook enables you to take communications that have come from outside
of your organization and quickly bring that content into Salesforce and share it with colleagues.
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& If you are using Microsoft Outlook 2007, you must open an email in a new window to get the X-
Author Chatter tab. Outlook 2007 lacks the ribbons to display the tab from your inbox.

To Collaborate Using Outlook

Prerequisites

The X-Author Outlook add-in must have been installed and you are connected.
Steps

1. Click Chatter from the X-Author Chatter ribbon.
Chatter opens in its own window within Outlook and you may need to resize it for optimal viewing.
2. Select who you want to collaborate within your Chatter feed by clicking one of the icons:

' Your audience will be everyone in your organization with a Chatter account.
“=  Your audience will be all the members of the group you select.

= Your audience will be the single individual you select.

3. Select how you want to share content in the feed
Chatter b

IE" Please review and add any comments bythe 'end of the wee

LSy Message

Sort by: Most Recent Activity *

Ctam ™ Al mactad A

Post Enter a comment to solicit feedback, while not copying any content from the body of the

email or any email attachments.

Selected

Highlight content from the body of your email and it will be included in the feed entry,
Content

without any formatting.
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Attachments For a single attachment, select whether to Upload as a new version to an existing file or
to Upload as a new file. A new version means that it would become the new version to a
file you already have in your Chatter > Files.

You use the Upload Version dialog box to search for the file stored in Chatter you want
to attach as the new version. A new file is added to your Chatter feed and subsequently
is available from Chatter > Files.

Message Selecting this enables a drop-down list with the following options:

* .doc - Attaches the email to the feed as a Word file.

* .html - Attaches the email to the feed as anhtmlfile.

* .msg - Packages the email and all attachments into an Outlook .msg file
and attaches it to the feed. This file can only be opened with Outlook.

* .rtf - Attaches the email to the feed as a Word file.

* .ixt - Attaches the email to the feed as a text file.

4. Click Share to share your content to the Chatter feed.
5. Click Refresh to ensure you feed is up to date and that you receive feedback from your colleagues.

To save emails to Salesforce

Prerequisites
The X-Author Outlook add-in must have been installed and you are connected.
Steps

1. Select the email you want to save and select New in the Save to Salesforce ribbon section to
display the different format options.

Home Send / Receive Folder View Add-Ins ¥-Author Chatter Adobe PDF

r.—. =
HE © & & ?
Mew |Recent | Chatter | Conne Switch Support
i it Connection ~ =
S3@ HTML Format (*.htmi) ]
Q| Outlook Message Format [*.msg) ST . 5
= oo ok i E) © || RE: Notice System in Apttus
(=) TeXtEenmatL b i 1|0 From MNewest on top L
(W} Word Document Format (*.dog) =
= SETCIEnTS t Fri3/1/2013 9:05 AM
4 Today
- @apttus.com 1:47 P | Message [E_']CM-AppIicationAdmin-Studant.docx[2 ME)
= RE: Motice System in Apttus
Al
H e 6] = 347 AM
“[@ Admin Stuff MR \ See pg 34 of the attached
3 Vcard Home 5
=Y 2:41 AM
4 [ Apttus Products RE: Deal optimizer | Director
3 Advanced Approvals = 3:20 AM APTTUS Corporation - “APTTUS is derived from the Latin word ‘ap-tus,’
3 Architecture RE+ em-chjects | 1400 Fashion Island Blvd, Suite 200 | San Mateo, CA 54404
;___l CPQ _ =L . 9:05 AM
L3 Deal Optimizer RE: Motice System in Apttus [}
I__7| Training - ST From:
L4 X Author March Sales Update (All Apttys Emplovess Sent=TFhprerde—fel A S
2. Select one of the following options:
HTML Format (*.html) Saves the body of the email in an HTML file.
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Outlook Message Format (*msg) Saves the body of the email and any attachments in a file that can only
be opened in Outlook.

Text Format (*.txt) Saves the body of the email in a text file.

Word Format (*.doc) Saves the body of the email in a Word file.

3. In the Checkin window, select an Object and enter a name or owner name to help refine the search

and click B4,
4. Click Select for the specific object record you want to save the file to.

Results
A confirmation message indicates the email was successfully saved to Salesforce.
What's Next

You can go to that object record in Salesforce and see that the message has been added to the Notes
and Attachments related list.

To attach a file in Salesforce to a new emails
Prerequisites
The X-Author Outlook add-in must have been installed and you are connected.
Steps

1. In Outlook, click New E-mail and from the Message tab select Attach Salesforce File.

@ Ej Groups: Select Group -
[*=" [ share with Group

Attach Learch ]

Salesforce File JGroup [ Entire Message

X-Author Chatter

The default is to use Chatter files. To change this to Attachments, click Show Criteria and select
Attachments.
2. Enter a name or partial name for the object record which contains the file you want to attach and

click BN

3. Click Select beside the object that contains the file and then click Open besides the file you want to
attach.

Results

The file is now attached to the draft email.

What's Next

You can repeat the task to attach another file or send the email.
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To send email to groups

Prerequisites

* The X-Author Outlook add-in must have been installed and you are connected.
* You must be a member of at least one Chatter group

Steps

1. In Outlook, click New E-mail or reply to an existing message
2. In the Message tab, write your email and attach any files, per usual.
3. Select an existing group from the Groups list

- Or -
Click Search Group and select the desired group from the Groups search window.
sl T |5 Updated templates - Message (Rich Text) |._E.._i_@_|—JiE_
File. Insert Options Format Text Review ¥-Author Chatter Adobe PDF & Q
2 b Calibri (Body) =i = A‘ A @ Lﬂj Attach File ¥ Follow Up ~ -:] j Groups @ All Apttus
j EE] B I U iE iE N 0 attachtem ~ § High Importance ) =" [J] share with Group
Past ames ” Z 5 h
g J | ¥ A- ) - /2% Signature ~ § LowImportance L0 GeraDrLclp [¥] Entire Message
Clipboard = Include Tags = | Zoom ¥-Author Chatter
From -
| =1
Cony Ta.. = = S . = £l
& 8
Subject: Updated templates
Hiteam, &
Here are the templates we worked on yesterday, please provide your feedback by Weds lunchtime at the latest.
Regards,
Dave

4. Select Share with Group to take the text of your email body and insert it as a chatter feed entry.
- Or -
Select Share with Group and Entire Message to insert the text of the email into the chatter feed,
while
also attaching the whole message (email + any attachments as a .msg file) to that chatter feed entry.

Results
The file is now attached to the draft email.
What's Next

You can repeat the task to attach another file or send the email.

To change the chatter feed group

Prerequisites

* The X-Author Outlook add-in must have been installed and you are connected.
* You must be a member of at least one Chatter group

Steps
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1. Select the X-Author Chatter tab.
2. Select an existing group from the Groups list
- or -
Click Search Group and select the desired group from the Groups search window.

[BSEEN|  messsge  adobePDF | x-Author Chatter =)
=3 '_—j ‘rc,'" 42 Search Group J: 2
e . %
— L Select Group m ks
New Recent | |Chatter| Switch Support
2 2 Select Group Connedtion~  *
Save to Salesforce| Social All Apttus s
Public groupBOBY s
© If there are problems with how This message 1s disgliayed, click here to view it in a web browser, Chatter S
Click here to download CTCTOTES TOTTET DTOT: r privacy, Outlook prevented automatic download of some pictures in -
this message. 'lr '
From: Unfuddie Notifications <notifications @unfuddie.com > Sent: Tue 3/4/2014 1250 AM . |» |
To: 3
= - |
Subject Notification: Documentation O
T T T TS S T 5 . | -
= ; g ; g g g : : ; : ; i
Recent Activity for Documentation L | Show All Updates
ince 04 ar 2014 0724
WA Stan C. All (originally posted by Stan C. All posted afile
5]  Committed Revision 1272 ‘
.,  Repository: Documentation on 04 Mar 2014 00:45
Hos 1 e cPQ Solution
Committing Adobe changes. Wi Offerings_SelectedConte
Added e
Comment Like Share
You have seceved this emal moifcaton because sou have ihe subserbed o & of s wyolved man Unfuddleproject You | Stan C. Al posted afie.
E g £ P
@  See more about: Unfuddle Notifications, DD A | Last Updated ot 4:53 PM Refresh

Results

If you have the Chatter feed displayed you will see the feed update to display the group you selected.

Translating Content in X-Author Chatter

You can use X-Author Chatter to do a translation of highlighted content and copy and paste it into
your document, all with MS Office.

Translating content directly in X-Author should not replace using professional localization vendors

and translators. Especially with important clauses and sales agreement language, you should not
assume translated content will be an exact match. As it is an automatic translation, proper nouns may be
ignored and translated.

Translated content does not have to be pasted over top of the source content. It can be pasted
anywhere in the document, based on where the cursor is placed and if any text has been highlighted. The
translated text is not formatted and treated as a single block. It uses the style at the cursor position in the
document it is pasted into for formatting. Therefore, any text pasted back into the document that spans
multiple lines or paragraphs will not be able to reconcile different styles.

@ This feature uses Microsoft Bing Translator. Due to that there is a default limit of 2,000,000
characters which can be translated each month with X-Author Chatter. A message is displayed
when you reach the limit. If your organization needs more characters, you can purchase additional
capacity via Windows Azure Marketplace.
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To Translate Content
Steps

1. Highlight the content you want to translate and click Translate to display the content in the
Translate pane. The language of the source content is automatically detected. If you do not select
content, the Translate pane is still displayed but is empty and you can then highlight the text you
want to translate.

2. Select the language you want to translate the content into and click Translate. The text in the
Translated Content field is read-only.

3. Click Replace Translated Content and click Yes in the confirmation dialog box and the translated
content is copied and pasted.

The content is pasted into the source file at the cursor point. If the original translated content is still
highlighted then it will replace it, but the cursor can be placed at any position in the document.

Checking in Files

While Chatter can provide an audit trail for the collaboration process of a document, the ability to check-
in a file ensures that it is under version control.

Files are kept in either Chatter > Files or the Notes and Attachments section of a Salesforce object,
such as Account or Opportunity.

Files that are already kept within Salesforce are identified as such and there are no options for where
the file is checked in and what filename it will have.

If a file is checked in without changing the name, it will overwrite the existing file and create a new
revision of it. If the name is changed, then it will create a new file in Salesforce.

To check-in a new file

Prerequisites

* The file must not exist in Salesforce.
* The file cannot have been 'Saved as' from an already existing file.

Steps

1. Click Check-in from the X-Author Chatter ribbon.
2. Select Check-In to My Files and go to the next step or select Check-In to Object and go to step 4.
3. Enter a filename, add comments and click OK and go to step 7.
This uploads the file to your Chatter > Files.
4. Select the object and then select Files if you want to upload the file to the object's Chatter feed. It
will be stored as a Feed Attachment file in the Notes and Attachments section of the object.
-or-
Select Attachments to upload it to the Notes and Attachments section.
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5. Enter a name or partial name for the object record and click Y. 1o configure the fields available for
search filters, refer to Configuring Search Criteria.

6. Click Additional Fields button to capture additional information about the file. To enable Additional
Fields, refer to Configuring Additional Values.

7. Select the relationship to see a list of Salesforce records. Update the record details.

8. Click OK.

9. Click Select beside the object you want to upload the file to.

10. Click OK; in the confirmation dialog, which indicates the version of the file.

Results

The new version of the file is in Salesforce.

To check-in an existing file

Prerequisites
There must already be a version of the file in Salesforce.
Steps

1. Click Check-in from the X-Author Chatter ribbon.
2. Enter comments in the What changed field and click OK.

The filename cannot be changed, ensuring you are checking in a new revision of the existing file.
3. Click OK, in the confirmation dialog, which indicates the version of the file

Result

The new version of the file is in Salesforce.

Recent Files

This enables you to quickly return to files you recently worked with, such as uploaded files via the
Chatter feed or recently opened files when you are using X-Author Chatter in Outlook.

The menu option works like a typical recent files/recent items list you would have in Word or in
Salesforce. The fifteen most recent files you have used are listed in order of most recent to oldest. Once
you exceed fifteen, the oldest file gets bumped from the list and replaced with the most recent file.

Ol o e

e | Home Send / Receive Folder View Add-Ins ¥-Author Chatter
=1 [En| P~

3l & & ?

Mew |Recent| Chatter | Connec Switch Support

> l Connection = hd

Save to 5 (gl Article Collection - Ben's Article Collection-01

4 Favo 3 Lower Ground - HG Test Lower

= TWLT=T1
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In the list, the file type is indicated by the icon. The name of the object type and specific object that file
is associated with is included in the list.

® The most recent files are associated with a specific logged-in user. You can log
in to your Salesforce org from multiple machines, with X-Author Chatter installed, and the same
recent items list is
displayed.

Configuring Additional Values

You can capture additional information for an object during the check-in process by configuring Additional
Values to be displayed during the check-in process.

To enable Additional Values:

1. For an object, create a fieldset in your Salesforce Org. For example, to configure Additional Values
for Account object, you need to create a fieldset on the Account object.

2. To create a fieldset, navigate to your Salesforce object and click Field Set from the right-hand side
setup menu.
Enter the following values for the Field Set Label and Field Set Name:

Field Value
Field Set Label = ChatterAdditionalValueFieldSet

Field Set Name ChatterAdditionalValueFieldSet

Click Save.

Drag and drop your required fields in the fieldset area.

Click Save.

Navigate to X-Author System Properties.

Set Additional Value Check as true.

In the field Additional Object Value APl Name, enter the API of the Salesforce object that you want
to enable for Additional Values.

9. Click Save.

©NoO O A ®

During the check-in process, an Additional Value button is now available.
Using Additional Values functionality

1. Click on Additional Value button to update data of the Salesforce object. For example, if you have
set Additional Object Value APl Name as Opportunity, you can now update the data fields of the
opportunity record. All the data updates that you make are reflected in your Salesforce Org.

2. Click Save.

3. On the check-in page, Click Select.
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® You can update the data only for existing records of the Salesforce object. If there is no record of
the Salesforce object, X-Author Chatter displays an error.

& Additional Values functionality is not supported for Files object.
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Configuring System Properties
You can drive the functioning of certain features in the application from the fields available in X-Author

System Properties.

From Setup, enter Custom Settings in the Quick Find box and search for X-Author System Properties.
Then select X-Author System Properties and click Manage to see System properties. Edit System

Properties to provide value for the fields.

& You must name the System Properties record as System Properties.

The following table lists the fields available for edit and their significance.

Field

Destination URL

Icon Deselected

Icon Selected

Max Recent ltems
Static Resource
Name

Translate Service
App ID

Additional Value
Check

Additional Value
Object APl Name

29

Description

Enter the Chatter Host URL.
For example, https://xauthor.cloudapp.net/XAChatterOnline/

Enter the name of the chatter image in .png format. It shows the icon image as
deselected in the task pane when you click other button groups or people.
i.e chatterUnSelected.png

Enter the name of the chatter image in .png format. It shows the icon image as selected
in the task pane when you click other button groups or people.

i.e chatterSelected.png

Enter the number of items to keep to keep in the recent items list. The default value is
10 items.

Enter the name of the uploaded static resource

Enter the Translate Service Application ID

Select this field to enable Additional Values during the check-in process

Enter the APl name of the object to enable for Additional Values
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Configuring Search Criteria

You can configure additional fields to be available for search functionality during the check-in and check-
out process.

D x-Author Chatter *

Checkin

Select an object from the list, enter additional search criteria and click the Search icon,

Hide Criteria

Oppartunity Name | 1

Opportunity Owner

Obiect  |[Opportunity ~|
5P @ Fies

. Altachmenis
Amount |

Account Name =4

Close Date [ b 11111320181
[ S

Frivate

Tyee  [None- v
= [Available | » [Chosen
A L)
E
c |

ES v

To configure Search Criteria,

1.

2.

3.
4.
5.

For an object, create a fieldset in your Salesforce Org. For example, to configure search criteria for
Account object, you need to create a fieldset on the Account object.

To create a fieldset, navigate to your Salesforce object and click Field Set from the right-hand side
setup menu.

Enter the following values for the Field Set Label and Field Set Name:

Field Value
Field Set Label = ChatterSearchCriteriaFieldSet

Field Set Name ChatterSearchCriteriaFieldSet

Click Save.

Drag and drop your required fields in the fieldset area.
Click Save.

The fields are now available as part of the search criteria during the check-in and check-out process,

& Configuring Search Criteria functionality does not support the following data types of Salesforce

30

fields:

* Rich Text Area
* Phone
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Apttus Copyright Disclaimer

Copyright © 2018 Apttus Corporation (“Apttus”) and/or its affiliates. All rights reserved.

No part of this document, or any information linked to or referenced herein, may be reproduced,
distributed, or transmitted in any form or by any means, including photocopying, recording, or other
electronic or mechanical methods, without the prior written consent of Apttus. All information contained
herein is subject to change without notice and is not warranted to be error free.

This document may describe certain features and functionality of software that Apttus makes available for
use under a license agreement containing restrictions on use and disclosure and are protected by
intellectual property laws. Except as expressly permitted in your license agreement or allowed by law, you
may not, in any form, or by any means, use, copy, reproduce, translate, broadcast, modify, license, transmit,
distribute, exhibit, perform, publish, or display any part of the software. Reverse engineering, disassembly,
decompilation of, or the creation of derivative work(s) from, the software is strictly prohibited. Additionally,
this document may contain descriptions of software modules that are optional and for which you may not
have purchased a license. As a result, your specific software solution and/or implementation may differ
from those described in this document.

U.S. GOVERNMENT END USERS: Apttus software, including any operating system(s), integrated
software, any programs installed on the hardware, and/or documentation, delivered to U.S. Government
end users are “commercial computer software” pursuant to the applicable Federal Acquisition Regulation
and agency-specific supplemental regulations. As such, use, duplication, disclosure, modification, and
adaptation of the programs, including any operating system, integrated software, any programs installed on
the hardware, and/or documentation, shall be subject to license terms and license restrictions applicable
to the programs. No other rights are granted to the U.S. Government.

Neither the software nor the documentation were developed or intended for use in any inherently
dangerous applications, including applications that may create a risk of personal injury. If you use this
software or hardware in dangerous applications, then you shall be responsible to take all appropriate fail-
safe, backup, redundancy, and other measures to ensure its safe use. Apttus and its affiliates disclaim any
liability for any damages caused by use of this software or hardware in dangerous applications.

Apttus and X-Author are registered trademarks of Apttus and/or its affiliates.

The documentation and/or software may provide links to Web sites and access to content, products, and
services from third parties. Apttus is not responsible for the availability of, or any content provided by third
parties. You bear all risks associated with the use of such content. If you choose to purchase any products
or services from a third party, the relationship is directly between you and the third party. Apttus is not
responsible for: (a) the quality of third-party products or services; or (b) fulfilling any of the terms of the
agreement with the third party, including delivery of products or services and warranty obligations related
to purchased products or services. Apttus is not responsible for any loss or damage of any sort that you
may incur from dealing with any third party.

For additional resources and support, please visit https://community.apttus.com.
DOC ID: XACHSFWIN181G20181206
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