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1 About this guide. 

This user guide contains step-by-step instructions on how to use 

Contentworker Documents Collaboration and Sharing features. 
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2 Before you start. 

 

Add https://login.microsoftonline.com to Trusted Sites Zone in the Internet 

Explorer browser. Close and reopen the browser. 

 

 

Be sure Contentworker site connection is secure – Contentworker site is 

opened under HTTPS protocol in a web browser. 

 

https://login.microsoftonline.com/
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3 Document sharing with an 

external party. 

 

1. Navigate to a document type folder, select document(s) that you 

want to share with an external party and click the “Share to Office 

365” ribbon button. 

 

Or use document properties popup Extra ribbon tab. 

 

2. You might be asked to connect the matter to Office 365 in case 

Share to Office 365 or Check Out to Office 365 has not been 

performed on this matter workspace before. Click “Connect now” 
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to continue the check-out process. This will create the Office 365 

team site automatically on the fly and associate it with the matter. 

 

3. Enter external party emails, you want to share a document with, 

to the “People to share with” field and click the Share button. 

 

4. Internet Explorer browser might be configured to block pop-ups. 

If so, please click “Always allow”. 

 

5. You might be asked to enter your corporate Office 365 account 

credentials when you Share to Office 365 for the first time. If you 

don’t know what account to use or don’t have one, please contact 

your IT department. 
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6. Wait until document(s) are processed. 

 

7. Documents will be copied to the Office 365 team site folder and 

shared with the external party. Click the “Send link” button to 

send the secure link via email or copy the link via clicking “Copy 

link” and share it with the external party in any other way. 
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Clicking on the “Send link” button will open a new email window, prefill To 

field with entered emails, prefill Subject field and email body. Of course, 

you can change email fields to other values. 

 

Only you (using your corporate Office 365 account) and an external party 

will be allowed to access documents by secure link. A secure link allows 

you to view or download shared documents. 
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4 Document collaboration 

with an external party. 

 

1. Navigate to a document type folder, select document(s) that you 

want to share with an external party and click “Check Out to 

Office 365” ribbon button. 

 

Or use document properties popup Extra ribbon tab. 
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2. You might be asked to connect the matter to Office 365 in case 

Share to Office 365 or Check Out to Office 365 has not been 

performed on this matter workspace before. Click “Connect now” 

to continue the check-out process. This will create the Office 365 

team site automatically on the fly and associate it with the matter. 

 

3. Enter external party emails, you want to share a document with, 

to the “People to share with” field and click the “Check Out” 

button. 

 

4. Internet Explorer browser might be configured to block pop-ups. 

If so, please click “Always allow”. 

 

5. You might be asked to enter your corporate Office 365 account 

credentials when you Check out to Office 365 for the first time. If 
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you don’t know what account to use or don’t have one, please 

contact your IT department. 

 

6. Wait until document(s) are processed. 

 

7. Document(s) will be copied to the Office 365 team site folder and 

shared with the external party. Click the “Send link” button to 

send the secure link via email or copy the link via clicking “Copy 

link” and share it with the external party in any other way. 
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Clicking on the “Send link” button will open a new email window, prefill To 

field with entered emails, prefill Subject field and email body. Of course, 

you can change email fields to any other values. 

 

Only you (using your corporate Office 365 account) and an external party 

will be allowed to make changes to documents by secure link. Please ask 

the external party to make edits into documents in Office 365 team site 

folder but not download them. It is an important part of a collaboration 

that allows you to “check-in” changes from Office 365 back to 

Contentworker. 
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8. Checked out to Office 365 document becomes “locked” in 

Contentworker and cannot be edited by anyone while it remains 

“checked-out”. Checked Out to Office 365 documents are marked 

with a blue “check-out” icon, so it’s easy to recognize them. 

 

 

Checked-out to Office 365 documents will appear as a view on the matter 

start page. 
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Checked Out to Office 365 documents will be also displayed in all other 

document views together with other documents – on Contentworker start 

page and the matter workspace. 
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1. Use the secure link from the email to open the Office 365 team 

site folder with shared documents. 

 

 

2. Document properties popup also includes sharing status (i.e. who 

shared, when and where to). Clicking on the link in the “yellow 

bar” will open the document in Office 365. 
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3. You could use the reach functionality of Office 365 SharePoint 

Online to collaborate on the document with an external party:  

o Editing document in browser (for Office documents) 

o Coauthoring features (for office documents) 

o Document version history to check all changes made by 

the external party 

o Document preview in browser to view the latest version 

o And many more 
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Check-in from Office 365 will upload the latest document version from 

Office 365 as a new version in Contentworker and release the lock. The 

shared document will be removed from Office 365 team site folder and 

the external party will no longer possible to access it. 

You would likely want to check shared document content before checking 

in. To find the document please use the secured link you’ve sent to the 

external party or the link in the “yellow bar” on the document properties 

popup. 

1. Navigate to a document type folder, select document(s) that you 

want to check in and click the “Check In from Office 365” ribbon 

button. 

 

Or use document properties popup Extra ribbon tab. 
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2. Select the version type and click the “Check In” button. Shared to 

Office 365 document will be added as a new minor or major 

version in Contentworker. 

 

3. Wait until document(s) are processed. 
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4. Document(s) from Office 365 is added as a new version in 

Contentworker. The blue “check-out” icon is no longer displayed. 
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5 Sharing Portal – Office 365 

Matter Workspace. 

A separate SharePoint Online Team Site that can be created from 

Contentworker and associated with a matter. This site is used to store 

documents shared with Share to Office 365, Check Out to Office 365 

features. You can also use it to upload and collaborate on documents 

from any other location. 

 

1. Navigate to a matter you want to create/access Office 365 

Workspace and click the “Office 365 Workspace” ribbon button. 

 

2. You might be asked to connect the matter to Office 365 in case 

the Workspace has not been created yet; Share to Office 365 or 

Check Out to Office 365 has not been performed on this matter 

workspace before. Click “Connect now” to continue to create 

Office 365 Workspace. This will create the Office 365 team site 

automatically on the fly and associate it with the matter. 
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3. Internet Explorer browser might be configured to block pop-ups. 

If so, please click “Always allow”. 

 

4. You might be asked to enter your corporate Office 365 account 

credentials when you access Office 365 Workspace for the first 

time. If you don’t know what account to use or don’t have one, 

please contact your IT department. 

 

5. Wait until the process is finished. 
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6. Office 365 Workspace will be created. Click the “Open 

workspace” button to navigate to Office 365 Team Site. 

 

7. Team Site will be opened in a separate browser tab and you will 

immediately get access to it.  

 

If you are the matter Owner or Responsible then you will be assigned 

Owner role on the Team Site. Otherwise, a Member role will be assigned. 
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You can now upload documents to the Team Site from any location and 

use Office 365 SharePoint Online Team Site reach functionality to 

collaborate with your colleagues or external parties. 

You can also add Microsoft Teams to collaborate in real-time and share 

documents and other content across Microsoft 356 with your team. 

 


