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l. Getting Started
I. Logging In

Need to know how to login to your FileAssist account? Having trouble logging in? Here you'll find
step-by-step instructions for accessing your account, as well as some of the common problems
you might encounter and how to solve them.

You will be given a certain login URL by your administrator. Such as
“https://private.file-assist.com/yourcompanycode/”

Let’s Get Started:
1. Go to the URL provided by your administrator.

2. Enter your Username and Password.

( ,// FileAssist

Sign In - Business Account

Username:

| J

Password
e

Registered users may log in now to access your account.

¥ou are currently using this site from the following location:

Your account login and all fiie ransfers are encrypted for maximum securiy. You are currently
accassing a secure web sito
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3. The Main View page will be displayed after logging in. The first time you open the web interface, it will
take a moment to download the site content, but this shouldn’t be a problem on future logins. Your
browser will start caching this information to speed up the entire site dramatically during future visits.
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Common Login Problems

Forgot Username/Password

Did you forget or lose your username/password? Don’t worry, that happens to many customers.
Simply click the Forgot Password link on the login screen. You'll be prompted to enter identifying
information that allows us to recover your username/password and email you. Get in touch with the
FileAssist Administrator at your organization. She/he has the authority to recover your password.

Problem with Password

Passwords are case-sensitive and must be alphanumeric, so please be sure follow the correct
capitalization on passwords.

Session Timeout

The Timeout message appears normally after several hours of inactivity. If the Timeout message prevents
you from logging in, it means that cookies or JavaScript are being blocked, or content filtering is enabled.
Click here for instructions to resolve the Timeout message.
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ii. Logging Out

You've probably logged into an account somewhere on the web, then left the site without signing out. It's
something that most Internet surfers don’t give much thought. Did you know that when you login to a site,
but don’t sign out, your session remains open in the background? This is true of your FileAssist account as
well. Even if you move on to visit other websites, you can return to FileAssist using the BACK button on
your browser and continue where you left off until you sign out or shut down your web browser.

It's always best to sign out of any session you begin on any site to protect your important information. If you
do not sign out and leave your computer unattended, it is possible for someone else to use the computer
to return to your open FileAssist session. You can find the Sign Qut button in the top right-hand corner of
your screen. Make this button your friend!

' Username [~/ HELP

Signing Out is Always Recommended

When you are finished with your current session, it's a good habit to sign out. It only takes a second, but
provides an added level of security. Signing out closes your open connection with the FileAssist server,
terminating the session connection to the FileAssist web service. It prevents another user from accessing
your account, especially if you are working on a computer shared with other users. This also clears
resources reserved on our server to maintain your active session.

Automatic Sign Out Feature

In case you forget to sign out, we have implemented an Automatic Sign Out security feature. After a long
pause in activity, the Automatic Sign Out will close your session with FileAssist. Then, any attempt to
connect with the FileAssist server from your earlier browser session will cause a Session Timeout warning
to be displayed. After you press OK on the Session Timeout warning, the FileAssist home page will be
shown. You may login again to reopen the session with FileAssist.

iii. Your Profile

Your profile stores lots of important information including your email address and contact information.
That’s why it's essential to keep it up-to-date. This article provides an overview of the Profile Options.

1. Click on your name in the top right corner to bring up the provided menu.

2. Select Profile/Account.

! Dennis [~ SIGNOUT HELP
Y Fitenssist R ————
Profile Options Tab

Need to update your contact info? Sure! The Profile/Options tab can assist you with just that. Make sure
you save all changes made in your profile before navigating away!

Contact Info Section
Update or make changes to your contact information.
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PROFILE OPTIONS

Name: Username
Primary Emall: user@email.com (change)

Secondary Emalil: (changs)

Change Picture

CONTACT INFO

First Name Last Name
o | e )
Company Name Job Title

ot s | e )
Phone Cell Phone

[ J l
Address

[ l
City State

[ ) l
Zip Code Country

| Update Information |

(i) Changing Contact Info

Need to update your contact information? We can certainly help you with that! It's a very simple procedure,
but one that’s important. Make sure that you make necessary changes to your contact information as soon
as possible!

Let’s Get Started:
1. Login to your FileAssist account.

2. Click your Account Name in the top right and choose Profile/Account.

H Laura [~| SIGNOUT HELP
| L rProfie/ Account |

T e %5 Refresh

g
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3. Proceed to the Contact Info Section and make the appropriate changes.

PROFILE OPTIONS

Name: Laura
Primary Email:

Secondary Email: (change)

~ Change Picture

CONTACT INFO

First Name Last Name

Lava | [smin |
Company Name Job Title

[ Company Mame | | dob Tite ]
Phone Cell Phone

l J | |
Address

l |
City State

l J | l
Zip Code Country

l J | |

: Update Informatinnl |

4. Click the Update Information button to save your new contact information to your account.
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(i) Changing Your Password

Whether for security reasons or easier access, it’s fast and easy to change your password. You will need
to know your current password in order to login and after that, it’s as simple as a few clicks. Just follow
the steps below!

m Let’s Get Started:
NOTE: It's important to choose a strong password. FileAssist recommends you select a password that

contains seven or more alphanumeric characters, including at least one number. If you need more
password security, consider a Private Site.

1. Login to your FileAssist account.
2. Click your account name in the top right and choose Profile/Account.

- Drew |~| SIGNOUT HELP
| & Profie / Account |

T MO O E O Use = Rafrash

3. Choose Password & Data Security on the left.

Profile / Account

& Pprofile PASSWORD INFORMATION

p Password & Data Security "0ld Password

| J Current password Is required to change your password

@ User View Settings

"New Password ~Gonfirm Password
8 Email Robot | 1|
FileShare Options .
| Save Changes |
:'1 FileReceive Options B
DATA SECURITY
& App & Service Plugins

| Clear Mablle Cache |
O wobile & sync =i

4. Enter your old password.
5. Enter your new password and confirm.

6. Click Save Changes.

IMPORTANT INFORMATION ABOUT PASSWORD CHANGES
« Passwords are case sensitive.
« |f you sign out of your FileAssist session immediately after a password change, please allow a few

moments for the system to apply the new password. If you have any problems logging in with your
new password, please contact us.

« For security purposes, never give out your password and change your password at least every 90 days.
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(i) Changing Email Address
Well, this one is pretty self-explanatory! If you need to change the email address associated with your

FileAssist account, you can simply follow these instructions.

Let’s Get Started:
1. Login to your FileAssist Account.

2. Click your account name in the top right and choose Profile/Account.

I chae & sonour werr
| & Profile / Account :

OO WMo O E O UseT £Z Aafresh
d' Search - ﬁ w al

3. Next to your Primary Email, click Change.

L profie PROFILE OPTIONS

P Password & Data Security

Name: Charlie Smith
B yser view Settings Primary Email: user@email.com (change) e
Secendary Email: {change)

5
B Emall Robot " Change Picture

4. Enter your new email address and click the Change Email button.

Change Email Address

After entered your new email address, go to that emall account and click the link in the confirmation
emall to complete this operation.

Enter a new emall address

. Primary Email = |

Change Email Cancel
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iv. Views

View Types

There are four different view types: List View, lcon View, Tree View, Chart View and Bar View.
To switch between the views click on the icons below the Upload and New Folder buttons.

| Folder Options |~ | | % uPLOAD |~ | | 3 NEW |

‘Breadcrumbs’

Each of the view types (excluding Tree View) contains a ‘Breadcrumb’ navigation bar. If you need to go
back to another folder higher up in your directory, simply click on the folder you wish to return to.

Root Folder ¢ USERMNAME & Marketing Communication ¢ My Documents User Guides »

List View

This view displays each of the folders within a selected directory in individual rows with boxes to their left
(circled in red). When multiple boxes are checked, a light-blue bar will appear (see red arrow) with
various actions available such as downloading the file or sharing it (see red box).

To the far right of the row, opposite the checkbox (bordered in black), are actions available to the folder
just like above. From left to right they are Download, Share File/Folder and Advanced Options.

{ MY DOCUMENTS

|; Download [z Share @ Preview ) Copy [ Move fij Delete @Thgl

Foot Folder

B
& Go to Folder

Folder Options ] i_ﬁ UPLOAD \v-! | B new |

(] Sortbyf Name s Type | Date | Size | view, BEEES L2 Dl

. - INBOUND EMAIL

=] (@ Comments: | { Jul 08 2014 05:12 PM
Family Photos
“ B (@ Comments: | G Jul 08 2014 05:16 PM
Marketing Communication 1 3
@ (@ Comments: | b Jul 08 2014 02:53 PM 8 B 8
X
Share your files! Click a button below to get Started.
FileShare * FileReceive Link GroupShare Picture Link
@ Share files with anyone by 1 Receive files from anyone by @ Create groups and share r__ Create links to share pictures
emailing a simple link. emailing a simple fink folders with other users. &= in your accouni.

E Miscellaneous
lz Comments: | (3de Jul 08 2014 05:17 PM

E Office Projects

(@ Comments: | Jul 082014 05:17 PM
Il Vacation 2014
(@ Commens: | Jul 08 2014 05:17 PM

ey

o | Dallas Business Journal.pdf

L? Comments: | G4k Jul 08 2014 05:18 PM 8.3MB
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Icon View

This view resembles the desktop of a computer in that each folder is represented by an icon. Click on
a folder to view its contents. If you move the cursor over a folder a small arrow pointing down will appear
(as circled in red). Clicking on this arrow will produce a drop-down menu with a series of options.

[ MY DOCUMENT §

Root Folder # KMPROJECTS &

R 6o to Folder | Foider Options | ~ | | 4 uPLOAD - | | [ NEW |
[ Sortby: Name~| Type | Date Size | view. [EI58E @bl
. . =
B B B
- INBOUND Billing HR info Infrastructure Marketing Resesrch and Sales ITSM.pptx
EMAIL C icati D
Tree View

Possibly the most revealing view type, Tree View displays the Root folder and each directory within it.
Click on the plus/minus boxes left of the folders to expand or shrink down the folder paths. Right
click on the folders/files to select additional options, such as Preview, Download and Sharing.

MY DOCUMENTS

| Show Multiple Selection |

Sortby: Name | Type | Date | Size

=+ 5 USERNAME

Bi- [ - INBOUND EMAIL

[7] Family Photos
[=-- [£= Marketing Communication
[ My Documents

[=5) o wil
Tcon View Chart View Bar View

[ My Videas Let's Get Started!
7] Miscellaneous Share files quickly and easily with FileAssist.
[ Office Projects
- [ Vaation 2014 | Upload Files to Your Account | | Share Folders with Other Users |

Q¥ S0allas Business Jopum
| L Digital Artistic Expre: LCR
- DL FA-Dpus-3 SOC-3 rey D Download

["4 Unioad a New Version

| Send Files to Anyone |

=« Send/Share »
Capy
& Move
i Delete
[ Properties »

#° More Options 3

@ Service Plugins  »
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Chart View

Represented as a pie chart, this view provides a more visual representation of your folder size.

When the cursor hovers over a slice of the pie a small text box will appear and display the folder name,
the number of files inside the folder and the total size of the folder and its contents. Clicking on the
slice will open the folder and a new pie chart will appear based on the contents of the selected folder.
The current folder path is located in the top right-hand corner (red box) of the Chart View.

MY DOCUMENTS

AcotFolder & UJsername - Marketing Communication

iR Go 1o Foider Folder Options | ~ W upLoaD |~ | | [ NEW

View by: Size | Count view: =55 2 &
Pie Graph Files View [ : 5 ]
View your ﬂ\gs inside a Chart/Graph View, click to open the list of flles. - EL O Comminzia M PR |

Print Graph

/My Videos (439.5 MB)

Root Files (0 bytes)

My Phatos (465.3 MB)

My Decuments (271.8 MB)

My Music (7.7 MB)
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Bar View

Much like the Chart View, this view displays the folders in a selected directory and their sizes compared
against one another. The top right hand corner (red box) displays the file path. If you hover your cursor
over one of the bars a small window will appear with more information about that folder, such as number
of files, folders and the size.

Aoot Folder -+ Username » Marketing Communication

-i:Emanmar |Foldar0pﬂon5|v\\'fl.ll’!.om‘v||@n£w|

View by: Size | Count | view: EIES L5 @b udl
Search done using index dala dated July 08,2014 10:46 PM . Click here to re-index account data. ® ‘
Bar Graph Files View [ ) T]
View your ﬂ\sg inside a Chart/Graph View, click to open the list of flles. \SCOTT@TERAPIXELCOWarkatng Communiaton) | &/

My Photos

My Videas

My Dacuments 2n.sme

My Music 777 MB

User Guide | 15



Y Fiteassist

v. Compatibility

FileAssist Takes Compatibility Seriously!

With FileAssist, you can access, collaborate, edit, backup, share and sync from wherever you are in the
world, without worry about compatibility. Our developers and testers have taken considerable time and
measure to ensure feature compatibility between Windows and Mac platforms, on mobile devices,
and across software applications.

Windows and Mac

Feel free to choose your favorite platform and still enjoy a seamless experience! All FileAssist accounts are
both Windows and Mac compatible. Additionally, all popular web browsers are supported. This means you
can enjoy all the advanced features FileAssist has to offer through Microsoft Internet Explorer, Mac Safari,

Firefox, Chrome, Netscap, AOL and Opera.

Mobile Devices

We understand that you are constantly on the go and access to vital information from mobile devices isn't
just a convenience—it’s a must! In addition to apps for the iPhone, iPad and Android, FileAssist mobile
site provides access anywhere, anytime.

FTP, SFTP and WebDAV

You've heard the saying, Work smarter, not harder. FileAssist makes it possible. Compatibility with
all FTP, SFTP and WebDAV software applications. Additionally, your account has direct file access
via WebFolders or FTP on mobile devices.

vi. Supported File Types

FileAssist supports any type of file in regards to storing them in your FileAssist account. However,
only certain files types can be viewed and/or edited directly from our website. Below is a list of supported
file types for online interaction.

Image Files for Online Viewing
Py, jpeg, jpe, jfif, gif, png, bmp, wmf, dib, tif, tiff, emf

Music Streaming
mp3, aac

Document Viewing

doc, ppt, xlIs, pdf, vsd, txt, rtf, wri, pub, dot, xIt, wq1, wks, wk3, wk4, docx, dotx, xIsx, xltx, xIsb, pptx,
ppsx, docm, dotm, xIsm, xltm, pptm, ppam, ppsm, Iwp, ans, htm, html, wk5, wki, wku, wpd, psw, pwd,
pab, olk, mew, xlw, pps, log, dxf, svg, vdw, vdx, vss, vst, vsx, vix, sk, odt, mpp, mpt, vsdm, vsdx, vssm,
VSSX, vstm, vstx

Video Streaming

avi, mpeg, mpg, qt, dv, aac, aif, aiff, mov, mp4, 3gz, 3gp, 3g2, m2v, wmy, asf, wma, m4v, wav, flv, webm,
mpeg-1, asf, nsv, seq, mxf, cin, gxf, avs, wve, uv2, fli, flc, cin, we3, mpeg4, vob, mpeg-4, dvb
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Online Editing Using Zoho
s, csv, sxc, xIsx, ods, tsv, doc, docx, rif, ixt, odt, sxw, himl, ppt, pps, odp, sxi, ppix

Online Image Editing
ipg, jpeg, jpe, jfif, gif, png, bmp, dib

AutoCad Viewer
dwf, dwix

Flash File Viewer
swi
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ll. My Documents

i. My Documents Tab Overview

My Documents is the section of your account where all of your files are located. From here users can send
documents, rearrange them, change the folder settings and generally perform any action they need to
inside this section. There are different views, each of which will be covered, though the difference between
them is minimal.

List View

. . Charlie (-] SIGNOUT HELP
¢ »/ FileAssist E ,

1015.6 M3 of 2 GB Used = Aefresh

FootFoider = Username - f

L% Go1o Folder

D[smw: Name~ Type | Date | Size E]

o @ - INBOUND EMAIL

( Commenis: b
2 b

Family Photes
/ (@ Commens: | G Jul 08 2014 D518 PM

5 Marketing Gommunication
C © ! (# commens: | i Jul 08 2014 02:53 PM

Jul 08 2014 05:12 PM

(3]

Q E Miscellaneous
= U @ commens: | Jul 08 2014 0517 PM

o E} Office Projects

(@ Commans: | B

- Vacation 2014
) B Ee—T

- Dallas Business Journal.pdf
(@ Comments: | s

Jul 08 2014 05:17 PM

Jul0B201405:18PM 9.3 MB

il Digital Artistic Expression 2009.pdf
(& Gomments: | s

Jul 08 2014 05:18 PM 29.3MB

[ FA-Opus-3 SOC-3 report 03012012[1].pdf

(@ Gomments: | G

Jul 08 2014 05:19 PM 8.3 MB

A: The folder pathway displays the location of the folder or file and each folder that users must navigate
through to reach the location/file.

B: These three buttons are Download, Share File/Folder, and Advanced Options.

C: This checkbox allows users to select multiple files to perform an action on multiple folders at once.
D: This date is the last date the folder was modified.

E: Click on one of these words to sort the files by a different parameter.

F: Click here to create a new folder.

G: Users can view My Documents in a different view, which you can learn more about here.
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Icon View
. . Charlie [~ SIGNOUT HELP
(”// FileAssist . E—fi‘
1015.6 M8 of 2 GB Used T Refresh

Aoot Folder = Username =
L5 Go o Folder | Folderoptions |+ | | f uPLoAD |+ | | B NEW |

(] Sortby: Name= Type | Date | Size view: [E188 L &y

T ™
E® B B B = B B (A T oo
[[4 Upload a New v
- INBOUND Family Photos Marketing Miscelianeous Office Projacts Vacation 2014 Dalias Business Digtal Atistic | s oo
EMAIL Communication Journal_paf Exprassio. ... oo Sen T
3 Cory
& Move
&L i Delete
[E Properties
FAOpus3
S0C-3 repont #° Moare Optiens
030....
@ Sservice Plugins

The main difference between List View and Icon view is how the folders are displayed. Each folder has
a down arrow in the top right corner which users click on to access the folder options or actions related
to a file or folder. Other than that, this view behaves almost identically to the List View.

Tree View
Charlie (~] SIGNOUT HELP
¢ y/ FileAssist L%
| Soarcn - ]

[ MY DOCUMENTS

| Show Multiple Selection |

Sort by: Name a| Type | Date | Size =L

=& Username

i- [ - INBOUND EMAIL Get to Know Your Other Views! x
&- [ Family Photos S i
3t Marketing Communication o il | it
- [] My Documents N -
[ My Music il
- [ My Photos 22 (] wil
Er@ Icon View Chart View Bar View
Proview
s g
[¥] Download Folder
. la Let's Get Started!
my § SegEmrer L Share files quickly and easily with FileAssist.
i
" 8 o? Send/Share v | BB FileShare
Ly | Upload Files to Your Account | | Share Folders with Other Users |
= % Eg New Foider (* FileReceive
T 2 Group Snare | SendFiles to Anyone |
B [ Picture Link

% i Delete

g8 Refresh Folder

% B Properties »
e 45 More Options. »
| ServicePlugins b
g ), GroupBy 3
- [ My Videos

- [] Miscellaneous
+- ] Office Projects
7 [] Vacation 2014
- | L Dallas Business Journal pdf
[ Digital Artistic Expression 2009.pdf
« [ & FA-Dpus-3 SOC-3 report 03012012{1].pdf

Tree View lists the file on top of one another with expandable folders (plus sign). Generally, this view is
the simplest to use; right clicking on a folder displays all possible actions for a folder or file and the entire
folder path is displayed. Users can even drag and drop files between the folders to rearrange their data.
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Pie Graph Files View

‘ MY DOCUMENTS

AootFolder > Username  Marketing Communication

I @o to Folder Folder Options |+ % uPLOAD ~ E3 NEW
l Search done using index data dated July 08,2014 10:46 PM . Click here to re-index account data. AJ x ‘
Pie Graph Files View [ ? . ]

: 7, " . R i ‘Marketing Communication'y .

View your files inside a Chart/Graph View, click to open the list of files. B 2 ¥

c Print Graph

/—————My Videos {4395 MB)

Root Files (0 bytes)

My Photos (465.3 MB)

“___——My Documents (271.8 MB)

My Music (77.7 MB)

Users can click a section of the chart to enter a folder where the chart is reformed to reflect that folder’s
contents. This view type is useful for locating which folders contain a lot of data or take up a lot of space.

A: Re-indexing the account will update the graph to reflect any account (data) changes.
B: This is where users can access the folder options.
C: Users are able to print the graph.

D: View the pie chart by number of files or size of the files in each folder.
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Bar Graph Files View

| Root Folder » Username : Marketing Communication -

% Goto Folder [Fnlﬁaﬂ)pdons‘v\ | fmm|v||ﬁnsw|
View by: Size  Count| view: =55 0wl
Search done using index data dated July 08,2014 10:46 PM . Click here to re-index account data. x ‘
Bar Graph Files View [ [ ]
View your ﬂ\sg inside a Chart/Graoh View, click to open the list of files. \SCOTTTERAPIXEL COWarceing Communicaton | &5

 Print Graph

My Photos

My Videos

My Documents 2718MB

My Music 777 MB

Root Files— D bytes

The bar graph view functions the same as the pie graph view; the only difference is how the view displays
the data. Users may still click on a graph (instead of pie slice) to navigate inside the folder.
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ii. Upload Methods

Standard Upload for Single Files

B Go o Folder Folder Options | ~ a NEW
(] Sortby: Namea| Type | Dale | Size View: 2

Upload a File

[ Addfiles | [4 Upload

Count of files: 0 (0 B)

Upload files to:

\Marketing Communication),
Current Upload Method: Classic Upload

Problems Uploading? Try_Other Upload Methods

« Intuitive Flash interface.

« Fastest method to upload a single file or several individual files at once.
« Allows from 1-20 files at a time and up to 500 MB.

» Uses HTML, so no software or ActiveX required.

« SSL 128-hit encryption.

Bulk Upload for Folders

Need to upload more than just a few files? Upload an entire folder with the Bulk Upload tool!
Use the Upload Folders tab to drag and drop the folders you'd like to place in your account.

NOTE: You must have Java enabled in order to use the Bulk Upload for Folders.

& Go to Folder Folder Options | ~ % upLoaAD |~ | | [ NEW
[] Sortby: Namea| Type Date | Size L% upioad a file
&5 Buk Uploas

— [~=, My Documents
o I-‘_ﬁ (P Comments: | b Jul 08 2014 11:41 AM & ormer Metnods
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Bulk Upload

e

I ?':-.

iz

Total files: O (M, A1

Upload files to:

\Marketing Communication)

Current Upload Method: Multi Upload

Problems Uploading? Try_Other Upload Methods

« Intuitive Java interface.

« Upload entire folders or an unlimited number of files, up to 1 GB.

= Convenient drag-and-drop capability, as well as multiple file/folder selection.

« Completely cross-platform compatible (Win/Mac/Unix) using any current web browser.
» SSL 128-hit encryption.

Other Upload Methods

Other Upload Methods

Are you having problems uploading? Try a method listed below:
Methods Upload Limit

@ Classic Upload Up to 2GB Simple upload without use of any plugins.

& | Siveriight Unlimited Unlimited and resumable uploads for files.
=] | Java Upload Unlimited Drag and drop files/folders from your local pc.
@  Flash Upto2GB  Upload using flash plugin.

E= Direct Web Folder Access Upto2GB  Web Foider access is disabled.

ETP/SETP Access Unlimited FTP/SFTP access is disabled.

Try Selected Method
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Silverlight

A Microsoft product, the Silverlight method is extremely similar to the Flash method and
allows you to select multiple local files for upload to your FileAssist account.

Upload a File

File name

% = EE
L

Total size Estimated time N/&

Upload files fo:

Marketing Communication),

Current Upload Method: Slivenlight Upload

Probdems Uploading? Try_Other Upload Methods

Intuitive Flash interface.

« Upload a single file or several individual files at once.
« Allows from 1-20 files at a time and up to 500 MB.
e Uses HTML, no software required.

» SSL 128-hit encryption.

User Guide | 24



Y Fiteassist

Classic Upload
Like the traditional way of uploading files? Use the FileAssist Classic Uploader!

Upload a File

["¢ Addfiles | | [ Upload

Count of files: 0 (0 B)

Upload files to:

Marketing Communication),

Curmrent Upload Method: Classic Upload

Problems Uploading? Try_Other Upload Methods

« Intuitive Flash interface.

« Upload a single file or several individual files at once.
« Allows from 1-20 files at a time and up to 500 MB.
» Uses HTML, no software required.

SSL 128-hit encryption.

FileAssist File Backup

The FileAssist File Backup software can be used to transfer content to your FileAssist account through
backup and synchronization jobs.

« Repeats incrementally (only backs up/syncs changed files).
= Allows for job scheduling.

« @Great for large number of files and/or folders.

« Restore option to download files from backup.

« \ersion time stamps and compression option

SSL 128-hit encryption and optional Blowfish encryption prior to transfer.
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Direct WebFolder Access (Mapped Drive)

Get direct access to remote files by creating a web folder mapped to FileAssist account.
This allows you to drag/drop or copy/paste files into the directory. To map a drive, follow
these step-by-step instructions.

« Useful for drag/drop, copy/paste and editing directly to your FileAssist account
from your local drive.

« SSL 128-hit encryption.

File Transfer Protocol (FTP/SFTP)

Use any FTP/SFTP software to transfer large files directly to your account. Note that FTP is not encrypted,
while SFTP is the secure method. More information is available in our ETP/SFTP Qverview.

IMPORTANT INFORMATION ABOUT UPLOADS

 Though it depends upon your Internet connection, uploads typically take longer than downloads to
complete. Uploads that take a long time to complete may trigger timeouts. Once the file transfer is
interrupted, it cannot be resumed but must be restarted. For this reason, we suggest large files are
uploaded through methods such as FTP/SFTP to minimize interruptions.

« |f you wish to interrupt a file transfer, you may do so by clicking the refresh button in your browser or the
F5 key. Close your browser if you need to be certain that the upload was completely canceled.

« If an upload depletes all remaining drive space, then downloads will cease to function until files are
removed to bring the plan back within the storage limits or the plan is upgraded.

iii. Creating a Subfolder

If you're like us, you have lots of files. What’s a FileAssist user to do? Neatly organize data into subfolders,
of course! You can create any number of subfolders in any structure that you wish. Subfolders within
subfolders? Sure, categorize away! It's easy to make new folders with our intuitive user interface and
familiar functionality. In fact, it just takes a few clicks. Simply select the parent folder and then follow one
of the two methods below.

Let’s Get Started:

Create a New Folder Using the Toolbar
1. Select the parent folder.

Sortby: Name ! Type | Datle | Size

g- & Username

- [ - INBOUND EMAIL

- [] Family Photos

=- [ Marketing Communication
[ [ My Documents

B [ My Music

BB

-- [ Fun

- [ Headshots

& [T REX 2013

B- [T My Videos

- [] Miscellaneous

G- [ Office Projects

[+ [7] Vacation 2014

D.]. Dallas Business Journal.pdf
.| A Digital Artistic Expression 2009.pdf

.. | L FA-Opus-3 SOC-3 report 03012012[1].pdf
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2. Click on New Folder in the toolbar.

Show Muitiple Selection 4 upLoAD |~

Sortby: Name ~| Type | Date | Size view [5155 H2

o8
F- [ - INBOUND EMAIL
[ Family Photos
El- = Marketing Communication
[] My Documents
[ My Music
]
i [ Fun
[7] Headshots
i - [0 REX 2013

3. You'll be prompted to enter the new folder name. Then click OK.

Create New Folder

Folder Name

4. Your new folder will appear in the folder tree.

Y Fitenssist

Show Multiple Selection

Sort by: Mame ~| Type Daie @ Size

=- 5 Username
- [} - INBOUND EMAIL
[] Family Photos
2. [ Marketing Communication
- [7] My Documents
B[] My Music
&1 2 My Photos
E -- [ Fun
fi3- [ Headshots
.[7] REX 2013
- [ My Videos
B[] Miscellaneous
& [ Office Projects
=[] Vacation 2014
Ek Dallas Business Journal.pdf
... | L Digital Artistic Expression 2009.pdf
... |k FA-Dpus-3 SOC-3 report 03012012[1].pdf
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Create a New Folder by Right Clicking
1. Right click on the parent folder and select New Folder.

| MY DOCUMENTS
Show Multiple Selection

Sortby: Name=| Type | Date | Size

E- 52 Username

- [} - INBOUND EMAIL

- [] Family Photos

- [ Marketing Communication

Preview
Download Folder

Upload 1o Folder

- [] Miscellaneou ) Send/Share

[ L Dallas Busine
[ Digital Artistic
[ ra-Opus-3sq [l Move

| il Delete

Copy

| [#8 Refresh Folder
| B3 Properties

| & More Options
& serice Plugins

48, Group By

- [] Office Proje
i3 (7] Vacation 2014 g Now Foider

i upLoAD 2

g NEw

View: 2

3

>

3

2. You'll be prompted to enter the new folder name. Then click OK.

Create New Folder

Folder Mame

NEW SUBFOLDER

3. Your new folder will appear in the folder tree.

= squip

@ Bug Report
[i& Development
La For Articles

E% Marketing
[@ Wall papers

-3 Mew folder
-3 Monholidays
-5} Sales Leads
-7} Sales Team
EEI--[@ Support
-5 VersionHistory

[@ Human resources

R e s.pm0u06
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IMPORTANT INFORMATION ABOUT CREATING A SUBFOLDER

= Once you have created a new folder, the screen will automatically refresh displaying the new folder in
the folder tree. This may take a few moments.

 New folders may also be created in a GroupShare™ in which you have full access.
« Try to use only alphanumeric characters and spaces in file and folder names to avoid problems.

= Certain special characters are not supported in the remote file or folder name, suchas\ /.. <> # %
& ‘. Though your operating system may allow special characters, they may not be allowed by FileAssist.
Browsers might interpret some character combinations as executable codes and for security reasons,
should not be included in file or folder names.

iv. Special Characters and Naming Files and Folders

Naming files and folders is straightforward, right? Yes, for the most part, you can name your files and
folders whatever you like. However, there are a few exceptions. Inserting some common special characters
into file names can create potential errors, so it’s important to avoid them.

Valid Special Characters for File and Folder Names

Special characters are symbols such as & (ampersand) or * (asterisk). Some require a shift key stroke,
such as the special characters grouped in the number keys, while others do not, such as / (forward slash).
Please note that there are only two special characters that should ever be used in file or folder names:

_ (underscore) or - (dash).

Guidelines for Naming Files and Folders

[t’s important to only use alphanumeric characters in your file and folder names. The FileAssist system
does not use warning popups to alert you to incorrect character use so be sure to take extra care when
naming files and folders. If you currently have files or folders that contain special characters, make sure to
rename them before moving forward or uploading additional files. Although you may not have experienced
problems in the past, it's possible that issues may occur in the future if corrections aren’t made.
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v. Renaming Files and Folders

Want to rename a file or folder in your FileAssist account? Here we’ve provided an overview of how
renaming a file works in Tree View, List View and Icon View.

In Tree View:
1. Right click on the file or folder you wish to rename, select Properties and then Rename.

MY DOCUMENTS
Show Multiple Selection W upLoaD |~ |  [E NEW
Sortby: Name~ Type Date | Size vew: [EES 2

= (5 Username
[ - INBOUND EMAIL
[ Family Photos
[] Marketing Communication
[7] Miscellaneous
[] Office Projects
[ Vacation 2014
.. [ Dallas Business Journal.pdf
i.. [ i Digital Artistic Expression 2009.pdf

L& ® Proview
["¢ Downioad
[ upload a New Version
« Send/Share 3
[B copy
& Move
T Delate
& More Optons , | & File History Log
& SenicaPigins  » dvanced Prpetise
—— Edit File Metadata

2. You will be prompted to enter the new file or folder name, then click the OK button.

NOTE: Be sure to keep the file extension in the file name (e.g., .jpg, .doc, .xIs, etc.). The system will allow
you to save a file without the extension, but this could lead to future issues. It’s best to always include the
file extension.

Rename

Itern Name

| FA-Opus-3 SOC-3 report 03012012{1] pdf

3. Your folder tree will automatically refresh showing the new file or folder name.
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In List View:
1. Move your mouse over the file or folder you wish to rename and click the Gear icon on the far right.

Charlie (-] SIGNOUT HELP
Y Fitenssist | Emisasiniad

1015:6 M8 of 2 GB Used T Asiresh

[ MY DOCUMENTS

Foot Folder 3

£ Go to Folder | FolderOptions + | | 4 UPLOAD |~ | E3 NEW |

(] Sortby: Name 4| Type Date Size View:

- - INBOUND EMAIL
e (# Commens: | G Jul 08 2014 05:12 PM

Family Photos
= E r@ Coyrmens e Jul 08 2014 05:18 PM

- Marketing Gornmunmamn
i E @ uu'nmgﬂ ts: Jul 08 2014 02:53 PM

- Miscellaneous
= (@ Comments: | (g Jul 08 2014 05:17 PM
= Office Projects
a B (# Commenss: | (3 Jul 08 2014 05:17 PM

Vacation 2014
fz Comments: | (g4 Jul 08 2014 05:17 PM

]

]

- - Dallas Business Journal.pdf
(@ Comments: | G Jul 082014 05:18PM 9.3 MB

Digital Artistic Expression 2009.pdf
(@ Comments: | Ggdr Jul 08 2014 05:18 PM 293 MB

=

Advanced Options

4 @" FA-Ppus-a' Soc-a n'pdt Jul 08 2014 05:19 PM 93MB 5 W E
(@ Comments: | Ggar :

2. Choose Properties and then Rename.

{ Dighal Artistic Expreseion 2008.pdf
& o D 3
LA (Gt | 4 J 38201405587 203NB

3 + FA-Opus-3 S0C-3 report. g
B A o commen: | 5 L JUBINAGEIETM  DINE ® Foves
) [ Unload o Heow Narmiors
3 e
o
T Dole

B

& woncpin o |9 FlsHily

@ Sowerigu 4 | 46 Adnced Properies
| [ EmFio doaun

3. You will be prompted to enter the new file or folder name, then click the OK button.
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In Icon View:

1. Move your mouse over the file or folder you wish to rename and click the
small arrow in the top right had corner of the icon.

ﬂ/F’.’eAssist . E Charlie (-] SIGNOUT HELP ‘

10156 M8 of 2 GB Used = Aeiresh

{ MY DOCUMENTS

Root Folder 5
T Folder Options | ~ | | i UPLOAD | = | | [ NEW |

[ Sortby: Name=~ Type Dale Size view: [=]88 1% &g,

= E E E B =] & A

- INBOUND Family Photos Markating Miscellaneous Office Projects. Vacation 2014 Dallas Business Digital Artistic
EMAIL Communication Journal pdf i0.......

FA-Gpus-3
SOC-3 report pdf

2. Choose Properties and then Rename.

[ Sortby: Name~| Type Date Size view: 1558 €0 5

i = s B B il (A

- INBOUND Family Photos Marketing Miscellansous Office Projacts Vacation 2014 Dallas Business Digttal Antistic
EMAIL Communication Journal.pdf i

® Pevew
@. [ Download

[; Upload a New Varsion

sog.ammfpﬂ' o Send/Share e
5 cony
B vove

Deleta

..... 1 4@ Fis History Log

#o Advanced Properties

B B
F
El
e
g
@

Service Plugins  »

Edit File Metadata

3. You will be prompted to enter the new file or folder name, then click the OK button.

IMPORTANT INFORMATION ABOUT RENAMING FILES AND FOLDERS
= GroupShare™ users with full access are able to rename files and folders.

« Certain characters are not supported in the remote file or folder name (such as ! or %).
It's best to use only alphanumeric characters in your file and folder names.
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vi. Selecting Multiple Files and Folders

While working in your FileAssist account you may need to select more than one file at a time. This can
prove useful if you need to move, delete or share multiple files at once. To select multiple files or folders,
follow the steps below.

Tree View

1. Click the Show Multiple Selection button near the top left of the page. This is directly
underneath the My Documents tab.

- g Charlie (-] SIGNOUT HELP
¢ ,)/ FileAssist .ii

1015.6 M2 of 2 GB Used m
‘ MY DOCUMENTS Search ¥
v [+ e
Sortby: Namea Type Date| Size view EIEEE &

= 52 Username

[ - INBOUND EMAIL
Family Photos

Marketing Communication
Miscellaneous

Vagation 2014
Dallas Business Journal.pdf
Digital Artistic Expression 2009.pdf

B WFA-Opus-3 SOC-3 report.pdf

2. Once that button has been clicked the page will reload and all of your files and folders
will have a checkbox next to them.

Charlie [~ SIGNOUT HELP
¢ »/ FileAssist L_j

I|0155m0f259u$sd Eﬂafrnsh
ey R —
| Uncheck All | | Hide Multiple Selection | !_;i’ UPLOAD E\ 1-EE;
] Sortby: Name=| Type | Date  Size view: =82 IR 9 sl

= & Username -
()= - INBOUND EMAIL

1|21 Family Photos

"1 Marketing Communication

|71 Miscetianeous

] Office Projects

|1 vacation 2014

| Dallas Business Journal.pdf

L4 |k Digital Artistic Expressian 2009.pdf

8 8 5% 0v.3 s0c 3 rportoat
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3. After checking two or more of those boxes a blue toolbar will appear across the top of the page.
This toolbar will have several options including Move, Delete, Share and Download.

E Charlie [~| SIGNOUT HELP
Y Fitenssist e —

1015.6 M8 of 2 GB Used & Refres|

(2 Download [z Share @ Preview 51 Coy [ Move [fj Delets & Tag )

| Uncheck All | | Hide Multiple Selection |

[] Sortby: Name= Type Daie Size |

=- 5 Username -
&- () [ - INBOUND EMAIL
G- @ [ Family Photos
G- (] [ Marketing Communication
G- (] [ Miscellaneaus
B+ (4 [ Office Projects
[ [ [7] Vacation 2014
i () [ Dallas Business Journal.pdf
i (] [ Digital Artistic Expression 2009.pdf

4. Once the appropriate action has been selected it will apply to all of the selected files and folders.
In List View the steps are identical. The only difference is that the checkboxes are already there.

Y Fienssist I o

1015.8 M3 of 2 GB Used

Root Folder &

‘E Go to Folder | Fokder Options |~ | | % u

[[] Sortby: Name« Type | Date Size |

- INBOUND EMAIL

C @ Comments: | :';(?q} Jul 08 2014 05:12 PM
Family Photos

O @ Cnfnmgn‘-s' -3}{; Jul 08 2014 05:16 PM

Marketing Gommunication
=) @Comm?m; B Jul 08 2014 02:53 PM
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vii. Copying Files and Folders

In List View:
1. Hover over the file or folder you wish to copy and click the Gear icon.

mj’FilﬂASSiSt Charlie [~| SIGNOUT HELP

1015.6 M3 of 2 GB Used 22 Refresh
‘ MY DOCUMENTS
Root Folder
" Go 1o Folder Folder Options |~ | | UPLOAD |~ | | g NEW
(] Sortby: Name=| Type | Date Size View: =
= - INBOUND EMAIL
u % (@ Commenss: | By Jul 08 2014 05:12 PM LA a
2. Choose Copy.
(®) Preview

% Upload to Folder »

=
& Move
il Delete

% Properties 9

ég More Options 3

@ service Plgins  »

48l Group By 3

3. Choose an existing folder or create a new folder that you wish to copy the file to,
then name the copy.

4. Click Copy.
Copy selected items

Select Source
\FA-Opus-3 SOC-3 report.pdf

Select the destination for copied items

S
i [7] - INBOUND EMAIL
[+ [] Family Photos
I+ [[7] Marketing Communication
[+ [7] Miscellaneous
& [7] Office Projects
I+ [7] Vacation 2014

New Name

| Copy of FA-Opus-3 SOG-3 report.pdf

[EG Create New Folder | Cancel
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In Tree View

1. Select the file or folder by right clicking, then select Copy.

Y Fiteassist

Y Fiteassist

E Charlie (-] SIGNOUT HELP

10156 M3 of 2 GB Used

== Refresh

‘ MY DOCUMENTS
‘Show Multiple Selection
Sortby: Name « Type | Date = Size

=- 5 Username
[} - INBOUND EMATL
- [7] Family Photos
[l [] Marketing Communication
4[] Miscellaneous
[ Office Projects
[ Vacation 2014
| Dallas Business Journal.pdf
Digital Artistic Expression 2009.pdf

® Proview

[ Download

«« Send/Share

Copy

Move

Delete

= &g

Proporties

B %

More Options

Service Plugins

[ Upload a New Version

3

3

3

3

Get to Know Your Other Views!

W UPLOAD |~ | [ NEW

b
{5}

= = g e
=] as @ il
List View Icon View Chart View Bar View
Let's Get Started!

Share files quickly and easily with FileAssist.

Upload Files to Your Account | | Share Folders with Other Users

Send Files to Anyone

2. You will be prompted for the new destination for the copied file/folder, as well as a name

for the copy.
3. Click Copy.

Copy selected items

Select Source
F-Opus-3 S50C-3 report.pdf
Digital Artistic Expression 2009.pdf
Dallas Business Journal.pdf

Select the destination for copied items

=] usemame |

i [T - INBOUND EMAIL
I+ [[7] Family Photos

1= [7] Marketing Communication

&[] Miscellaneous
I+ [ Office Projects
I+ [7] Vacation 2014

g Create New Folder

Cancel
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In Icon View:

1. Move your mouse over the file or folder icon and click the small arrow in the top right
corner of the icon.

2. Choose Copy.
. - E Charlie [~ SIGNOUT HELP
( )/ FileAssist -
1015.6 M8 of 2 GB Used = Refresh

‘ MY DOCUMENTS

Raot Foldar »

£ Go 1o Folder Folder Options | ~ 4 uPLOAD |~ g NEW

[] Sortby: Name~| Type | Date | Size view: [EIE51

= B = = B = A (&

- INBOUND Family Photos Marketing Miscellaneous Office Projects Vacation 2014 Dallas Business Digftal Artistic
EMAIL Communication Journal.paf Expresso......

- ® Preview
=
LA | 5 o

[ Upload a New Version

SOZA%:M o Send/Share »
(& oo )
& Move
ﬁ PR
[& Properties 3
& More Options 3

& servicePlugins  »

3. You will be prompted for the new destination for the copied file/folder, as well as a name
for the copy.

4. Click Copy.

Copy selected items

Select Source

\FA-Opus-3 SOG-3 report.pdf

Select the destination for copied items

MY Username
b [ - INBOUND EMAIL
i [] Family Photos
i [T Marketing Communication
b [ Miscellaneous
5 [ Office Projects
t [ Vacation 2014

New Name

| Copy of FA-Opus-3 SOG-3 report.pdf

[ Create New Folder | Cancel
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Copying Multiple Files
1. In Tree View click the Show Multiple Selection button underneath the My Documents tab.

Charlie [~| SIGNOUT HELP
¢ »/ FileAssist L_ii

1015.6 M8 of 2 GB Used = Aefresh

P E—

‘ MY DOCUMENTS

| Show Multiple Selection | | 4 upLoap |~ | | g NEw |
Sortby: Name~| Type Date Size view: EI52HE &l

BN Username |

[ - INBOUND EMAIL

[ Family Photos

[77] Marketing Communication

[~ Miscellaneous

[ office Projects

[] Vacation 2014
Dj. Dallas Business Journal pdf
[ & Digital Artistic Expression 2009, pdf
| J FA-Opus-3 SOC-3 report.pdf

2. The tree will reload with checkboxes to the right of all files and folders.

3. Upon selecting more than one of these checkboxes, a blue toolbar will appear with
several options.

m’ Fﬂe ASSist E Charlie (=] SIGNOUT HELP

1015.6 M2 of 2 GB Used = Aefresh

el e = R B 5}

& Download [y Share QPne\new‘Mwa fif Delete (=) Fax 4% Tag

| Uncheck All | | Hide Multiple Selection | | & upLoap |~ | | g NEW |

[J Sortby: Namea| Type Date Size view: EIEE M2 @ wli
=8
() [} - INBOUND EMAIL
[7) [7] Family Photos
- (] [7] Marketing Communication
- ) [ Miscellaneous
-0 [[] Office Projects
() [ Vacation 2014
) - Dallas Business Journal.pdf
-4 || & Digital Artistic Expression 2009.pdf

A | 1 FA-Opus-3 SOC3 report.pdf

T B - -
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4. Choose Copy.

5. Select a Destination for the files and choose Copy.

Copy selected items

Select Source

\FA-Opus-3 SOGC-3 report.pdf

Select the destination for copied items

+ B [ —
p [ - INBOUND EMAIL
i+ [ Family Photos
[ [ Marketing Communication
i [ Miscellaneous
[ [ Office Projects
b [ Vacation 2014

New Name

| Copy of FA-Opus-3 SOC-3 report.pdf

[F% create New Folder | Cancel

6. In List View and Icon View the checkboxes are already next to each file and folder.

viii. Downloading Files and Folders

NOTE: In most cases, you can download an individual file simply by double clicking the file icon.
However, there are many different ways you can download files and folders from your FileAssist account.

Downloading Files and Folders in List View

Move your mouse over the file or folder that you wish to download and click the green Download
Arrow. This will download the file or folder to your computer.

n}/’FﬂEASSiSt H Charlie (-] SIGNOUT HELP

10156 M8 of 2 GB Used == Asfresh

‘ MY DOCUMENTS

Root Folder &
= Go to Folder FolderOptions  ~ | | & uPLOAD |~ | | 3 NEW

(] Sortby: Name Type | Date | Siza View:

— - INBOUND EMAIL
A | (@ Commanis: | B Jul 08 2014 05:12 PM &
Download
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You can also download the contents of the folder you are in by clicking the Folder Options button
near the top right of the screen and choosing Download Folder.

ﬁ/ Fﬂe Ass’.s t E Charlie [~] SIGNOUT HELP

1015.6 M8 of 2 GB Used 57 Refresh

{ MY DOCUMENTS

Root Folder »
8 Goto Folder Foder Optorns () 4 ueLoao |- | | B new |
Py
) Sortby: Name~| Type | Date | Size @ (erevee view: B85 (2 &b i
[E] Download Foider
- REBED Bkl et
- ««{ Send/Sh
o 2 o [ s
[ copy
Family Photos
Move
@ Ej (@ Comments: | Gy &
il Delate
- Marketing Communication 2 Properties b
g QQCDmmams -.\;.,q; s
& More Options 3

Downloading Files and Folders in Tree View

Right click on the file or folder that you wish to download and click Download Folder. This will
download the file or folder to your computer.

d/ Fﬁe ASSiSt E Charlie [~| SIGNOUT HELP

10156 M8 of 2 GB Used = Retrash

[ MY DOCUMENTS

Roat Folder »
B Goto Folder | Folder Options |~ | | 4 UPLOAD |~ | | B NEW |
[ Sortby: Namea Type Date| Size| vew: EIRR & B
@ Preview :
[ = e = Iy i
== [¥] Download Foider @- @
& Upload to Folder  »
- INBOUND FamiyPhotes |~ 7 Miscellaneous Office Projects Vacation 2014 Dallas Business Digital Artistic
EMAIL = Send/Share 3 Journal pef EXpresso.....
Copy
i Delete
E# Properties »
FA-Opus-3
80C-3 report pd! 45 More Options »
@ servicePlugins  »
i), Group By b
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Downloading Files and Folders in Icon View

Move your mouse over the file that you wish to download and click the small arrow
in the top right hand corner of the icon.

= = Charlie (-] SIGNOUT HELP
Y Fitenssist o

1015.6 M3 of 2 GB Used = Refresh

[ ‘MY DOCUMENTS

| Show Multiple Selection | % upLoAD - | | 3 NEW
Sortby: Name ~| Type Date | Size view: =55 R @

E- &2 Username
[ - INBOUND EMAIL
|
[] Marketing
[ Miscellaneg Download Folder )
[ Office Proj
[ 7] Vacation 2
i [ A Dallas Busi
i [ )L Digital Ati
H [ FA-Opus-3 [Eg New Folder

@.C‘.)w.. e
W Move
il Delete

[§8 Refresh Foider

® Proview

4 Upload to Folder  »

of Send/Share b

[ Properties 3
& Mare Options ¥

] servicePlugins  »

Bl GroupBy 3

Choose Download or Download Folder (Depending on whether you are downloading
an individual file or an entire folder).

IMPORTANT INFORMATION ABOUT DOWNLOADING FILES AND FOLDERS

« |f after downloading a file, you alter the file and need to save the new version to your FileAssist account,
the file cannot be saved back to your remote drive from inside the application. To update the version on
your FileAssist account, you need to save it first locally and then upload the file to your account (you may
overwrite the existing file or save it using a different name).

« The time needed to finish the transfer is completely dependent on your bandwidth to the Internet and
the level of server activity. Because our remote server has an extremely high-capacity connection to
the Internet, transfer rates will not normally be affected by other users. For cable modem, DSL, or other
broadband users, downloading a 1 MB file will typically take 10 seconds or less. If you are using
a modem, please be extremely patient since file transfers can take a long time over slow connections.

« Folder downloads (zipped downloads) are limited to 25 GB. You may use an FTP client to download
folders larger than 25 GB.
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ix. Deleting Files and Folders

Do you need to delete a file or folder? There are a few ways to accomplish this action and you'll
find a discussion of each method in this article.

Let’s Get Started:
There are 3 different views that you can cycle between for deleting documents List, Icon and Tree.

[ MY DOCUMENTS

Roat Folder ‘»
% Go to Folder Folder Options | ~ 4 urLoap ~ | | G NEW

[ Sortby: Name=| Type | Date | Size

Deleting Files and Folders in Tree View
1. Login to your FileAssist account.

2. Locate the file or folder you wish to delete and right click it to pull up the drop-down menu.
3. Select Delete from the drop-down menu.

m/ Fﬂe ASSiS t E Charlie [~| SIGNOUT HELP

1015.6 M3 of 2 GB Used = Rafrash

[ MY DOCUMENTS SHARE EFORMS

| Show Multiple Selection | | 4 uPLOAD ~ | [53 NEW |
Sortby: Namea Type Date| Size view: E BB IR @l

= & Username

[ - INBOUND EMATL

S Family Photase

- [ Marketing ¢ ® Preview

& [ Miscellaneod 7 pownload Fakder
& [ Office Projec
A3+ [ Vacation 201
i [ L Dallas Busing
L L pigital artist
[ FA-Opus-3 8| [Eg New Folder

IECOW B
W Move

@ Refrash Folder

& Upload to Foider  »

o Send/ Share b

[ Properties >

#° More Options »

@) service Plugins  »

i), Group By b

4. After a deletion, your account will refresh which automatically removes the deleted files/folders
from your tree. You may also click the Refresh button on your browser to manually refresh your
FileAssist content.

Delete Multiple Files and Folders in Tree View

If you need to delete multiple files from a folder, but not the entire folder itself, you can use the
Select Multiple feature.

1. Login to your FileAssist account.

2. Select Show Multiple Selection above the Sort by Function. This will bring up checkboxes
next to all the files/folders in tree view.

3. Once you check two or more files/folders a menu will appear at the top of the page.
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4. Select Delete from the menu option.

. . Charlie [~| SIGNOUT HELP
( » FileAssist —E—

1015.6 M8 of 2 GB Used 2 Refresh

g T = = [ R

3 Download [ Share @ Preview [ Copy [, Move F“ & g

| Uncheck All | | Hide Multiple Selection | | i upLoAD ~ | | [ NEW |

(] Sortby: Name&| Type | Date | Size View: =535 &9 gl

E- 5 Username
&- (] [ - INBOUND EMAIL
@
| [ Marketing Communication
(] [ Miscellaneous
(] [ Office Projects
() [ Vacation 2014
| Dallas Business Journal .pdf
) [ A Digital Artistic Expression 2009.pdf
L (] [ FA-Opus-3 SOC-3 report.pdf

5. Your account will refresh automatically removing the deleted files/folders from your tree. You may also
click the Refresh button on your browser to manually refresh your file content.

Delete Files and Folders in List View

1. Login to your FileAssist account.

2. Click the down arrow under Advance Options and a menu will appear.
3. Select Delete from the menu option.

ﬂ// File Assis t . E Charlie [-| SIGNOUT HELP

% Refresh

{ MY DOCUMENTS

Root Folder 3
“£ 6o to Folder | FoiderOptions |~ | | & uPLOAD |~ | | [ MEW |
[J Sortby: Name Type | Date Size | Vs S8 12 W n
= - INBOUND EMAIL Praview
= (# Commens: | 5% Jul 08:2014 05:12 PM ®
i £ Uploadto Folder
- Family Photos e
- E (@ commenms: | Jul 08 2014 05:16 PM 5 copr
2 ¥ W Move
- [ Marketing Communication fi] Delota
= (# Commenss: | G Jul 08:2014 02:53 P
i [ Properties 3
o 1, Miscellaneous & More Options »
@ vs: Jul 082014 05:17 PM
(g Remrvenm: | g @ service Plugins  »
7 F G »
o = Office Projects 8§ Gouwpsy
(@ Commenis: | R Jul 08:2014 05:17 PM e

4. Your account will refresh automatically removing the deleted files/folders from your tree. You may also
click the Refresh button on your browser to manually refresh your FileAssist content.
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Delete Files and Folders in Icon View
1. Login to your FileAssist account.
2. Click the down arrow located in the top right corner of the File/Folder and a menu will appear.

3. Select Delete from the menu.

= = Charlie [~] SIGNOUT HELP
Y Fiteassist B o

1015.6 M8 of 2 GB Used == Aafrash

’/ MY DOCUMENTS

Foot Folder »
B Go to Folder 'Fmder Options |~ | | % UPLOAD |~ B3 NEWV |

[ Sortby: Name~| Type Date | Size view: [EBE 2 B

. B | B B B & b

& Upload to Folder  »

- INBOUND T Marketing Miscelangous Office Projects Vacation 2014 Dallas Business Digital Artistic
EMAIL =« Send/Share b Communication Journal.pdl Expressao......
& com
B

4. Your account will refresh automatically removing the deleted files/folders from your tree.
You may also click the Refresh button on your browser to manually refresh your FileAssist content.

IMPORTANT INFORMATION ABOUT DELETING FILES AND FOLDERS

« Please be cautious when deleting files and folders from your account. All deleted data is permanently
removed from your account.

« Each day at 11:00PM MST, FileAssist creates a snapshot of your account and retains the data for
30 days. Documents deleted accidentally may be restored if the file was not created and then deleted
after 11:00PM MST. See the Restoring Data article for instructions on retrieving deleted files and folders.
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X. Previewing Files and Folders
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FileAssist’s Preview feature allows user and recipients of FileShare Links to view documents, videos,
listen to songs and see the contents of folders. Previewing a folder is as simple as selecting the folder,
opening the options and selecting preview. The Preview mode displays options on the right hand side
and allows the user to navigate between multiple files. An image of the feature is directly below and
instructions to Preview a file or folder are below the Preview example.

Y Fireassist

E Charlie (-] SIGNOUT HELP

e i —

Root Folder »

£ Goto Folder

() Sortby: Nama~| Type | Date | Size

= . - INBOUND EMAIL

i Family Photos
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(@ Comments: | G
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Upload a New Version
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Delete
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Service Plugins  »
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£} Settings
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In Tree View right click on a folder or file and click Preview.
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Show Multiple Selection W UPLOAD ~ Q NEW
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4
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In List View click the Cogwheel icon on the far right side.

n}/FileASSist : E Charlie =] SIGNOUT HELP :

{ MY DOCUMENTS

Foot Folder 3
2 Goto Foder | Folder Options |~ | | & upLoaD |~ | | g NeEW |
(] Sortby: Namo=| Type | Date | Size view: BI85 12 & oli
~. - INBOUND EMAIL
o (@ Commens: | G Jul 08 2014 05:12 PM
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a E (@ Commerns: | Gydp Jul 08 2014 05:16 PM
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B (# Commarns: | G Jul 08 2014 05:17 PM "
B Move
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o - Jul 08 2014 05:17 PM
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&), GroupBy 3

~ |5 Dallas Business Journal.pdf

(@ Comments: | g Jul 0820140518 PM 93 MB

In Icon View click on the down arrow icon in the top right corner of the file or folder icon
and then click Preview.
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xi. Moving Files and Folders

Organization is an important part of FileAssist. If you accidentally upload a file or folder to the wrong
location, or you need to move something to another directory, we make it easy for you. There’s a
few ways to move your files and folders and they’re all listed below.

Move Command

To move folders and files in List, Icon and Tree View, select Options (usually a Gear icon)
and then click Move. Then select the destination and the file will relocate itself. That’s it!

List View

mF"eAss'st E Charlie E\ SIGN OUT HELP
Y/ Fi i — N

1015.6 M8 of 2 GB Used % Rgfrosh
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Root Folder »
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B i Move )
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Tree View
Check the files you want to move.

m/ Fﬂe Ass’.s f E Charlie [~ SIGNOUT HELP

1015 6 M8 of 2 GB Used = Refresh

3 Download [ Share @ Preview (i Copy 7ij Delete 37 Tag
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e o e

OR

Right click and select Move.
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Icon View

E Charlie [~] SIGNOUT HELP
Y Fiteassist
1015.6 M8 of 2 GB Used == Refresh

[ MY DOCUMENTS

& Download [ Share @ Preview i) Copy i Delete = Fax % Tag
Foot Folder »

F2 0 10 Foder Folder Options  ~ | | % UPLOAD |~ | | [Eg NEW
s

[[] Sortby: Name | Type | Date | Size view: [=| 55
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Move Command Window

Move selected items

Select Source

Dallas Business Journal.pdf

Select destination to move selected items

PRES] Username

[7] - INBOUND EMAIL
[7] Family Photos
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[ Office Projects

[7] Vacation 2014

[5% create New Folder m Cancel
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Dragging and Dropping
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Click and hold a file/folder and drag it onto another folder. This feature works in the List View

and Tree View.

List View

i) _,_n.: Sales Team
- ) @ comments | G5 Jun 28 2013 09:44 AN

a8 | TEST.docx
) @ Comments: | §%

TEST docx <@ T
3 :

L

Mar 28 2014 0152 PM

Tree View
Sort by: Name a| Type Date | Size

o & Username
- [ - Fax
.. [ - INBOUND EMAIL
&1- [ Family Photos
.. [ FileReceive
- [ My Music
- [7] My Photos
Offict PIICES) wy Videos
r_—l Miscellaneous
M- [7] Vacation 2014
D_.'. Dallas Business Journal pdf
- | . Digital Artistic Expression 2009.pdf
Lr)'. FA-Opus-3 S0C-3 report.pdf
CL_ feedback_report. pdf
& = Office Projects

xii. Folder Properties

We live in a world full of information. Wouldn't it be nice if it was centrally located and easy to find?

For FileAssist users, it is! The Folder Properties screen provides all the important details of the selected
folder so that you can review it at a glance and manage your data with a few clicks. The Folder Properties
screen contains six tabs: General, File Tracking, Email Options, Sharing, File Lifecycle and
Activity History Log. Here we've provided an overview of how to access Folder Properties and the
features available in each tab. If you would like step-by-step instructions for changing properties and
settings contained within the Account Settings screen, you may choose one of the following tutorials:

« File History Log
« File Lifecycle
« GroupShare™

« Upgrading Your Account
= Version Control
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To access Folder Properties click the Gear icon next to the folder you wish to review, or right click
the folder in Tree View, select Properties and then Advanced Properties.

(qj/ Fi’e ASSiSt E Charlie [~| SIGNOUT HELP

1015.6 M3 of 2 GB Used ZZ Rafresh

¥ DOCUMENTS
ot Folder 3
Go to Folder Folder Oplions | ~ 4 UPLOAD ~ 3 NEW
] Sortby: Namea| Type | Date | Size View: &
== - INBOUND EMAIL @W
EET 3 Comments: | R Jul 08 2014 0512 PM L) &

From here you will have access to the Folder Properties window.

General Tab

Folder Properties for "Marketing Communication’

General | File Tracking | Email Options = Sharing | File Lifecycle | Activity History Log

Folder Owner: Username Size: 1.2 GB Refresh
Created: Jul 08 2014 02:53 PM Contains: 354 files , 17 folders

Folder Location: Marketing Communication

Name:

| I'V:a rieting Communication

Description:

i} Folder Contents Report

Fields within the General Tab
« Folder Owner — Name of the user or subuser with ownership of the selected folder.

« Size — Displays the combined size of all files in selected folder, including all subfolders.

« Created — Displays the date the folder was created.

» Gontains — Displays the combined number of all files in selected folder, including all subfolders.
« Folder Location — Displays the complete file path of selected folder.

» Name — Displays name of selected folder. Also allows user to change name of selected folder.

« Description — Allows user to input a description of selected folder.
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File Tracking Tab

Folder Properties for 'Marketing Communication’

General || File Tracking | Email Options = Sharing | File Lifecycle | Activity History Log

Folder Owner: Usermame Parent Folder: Root

File Tracking Properties: (&)

I:I File History Logging  Versions: Keep

[ ] Checkin / CheckOut

[ ] Disable Delete @

dllj Folder Contents Repart

Fields within the File Tracking Tab
« Folder Owner — Name of the user or sub user with ownership of selected folder.

- Parent Folder — Shows the path of the parent folder from which properties of the selected folder
are inherited.

File History Logging Checkbox — Enables/disables File History. With File History enabled, a backup
copy of every file version uploaded to the selected folder (and subfolders inheriting properties from the
selected folder) is stored in the folder owner’s Version History Repository folder.

Versions — When File History Logging is enabled, you can set the number of versions the system will
retain as backup for each file. If you only want to use the File History Log feature without retaining any
backup versions, select O (zero) from the Keep drop-down menu. Data Restore feature that takes a
snapshot of every account at 11:00PM MST and keeps those snapshots up to 30 days, including the
number of file versions you have chosen to keep.

Checkin and Checkout Checkbox — A GroupShare™ feature, this checkbox enables/disables
the enforcement of Checkin/Checkout Version Control rules on the selected folder. With this feature
enabled, all downloads and uploads are automatically tracked using Checkin/Checkout.

Disable Delete — Completely disables all deletion capability within the selected folder and subfolders.
When turned on in the parent (root) folder, prevents deletion of files in all folders associated with the
account. This prevents accidental deletion for important files. This feature can be used with File History
and Checkout for complete version protection.
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Email Options Tab

Folder Properties for 'Marketing Communication’

General || File Tracking || Email Options = Sharing | File Lifecycle | Activity History Log

Daily Activity Report [ | File/Folder Delete Nofification

|| File Upload [ | File/Folder Move Notification
File Checkout Report [ | File/Folder Copy Motification
| Always send Email to all Users @ [ File/Folder Rename Notification

[] Comment Notification [ ] Folder Create Notification

Standard Recipients:

[ Foider Owner || Groupshare Users

Additional recipients:

ill] Folder Contents Report

Fields within Email Options Tab:
- Daily Activity Report Checkbox — Enables an emailed daily report displaying all file updates done
during a 24-hour period.

« File Upload Checkbox — Enables a real-time email notification for every file upload. This feature is not
recommended for large directories with high volume file activity since an email is generated with every
file action.

« File Checkout Report Checkbox — Automatically email a notification of every file checkout at the time
of the download.

- Always Send Email to all Users Checkbox — When enabled, all members of the GroupShare™ for
a selected folder will be included in email distributions.

- Standard Recipients, Folder Owner Checkbox — Enables the folder owner to receive the specified
reports and notifications.

- Standard Recipients, GroupShare™ Users Checkbox — Enables GroupShare™ participants to
receive the specified reports and notifications.

- Additional Recipients — A free form field, you may specify other email addresses to be included in the
distribution, even if they are not GroupShare™ users. Any valid email address is acceptable. Separate
multiple email aliases with semi-colons (€.g., useri@domain.com; user2@domain.com).
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Sharing Tab

Folder Properties for 'Marketing Communication®

General | File Tracking | Email Options | Sharing || File Lifecycle | Activity History Log

Select User/Group Select Permission &

Select Permission % | | &; Add User/Group

No shared users found.

Remove Selected User/Group

GEI Notify the user by email when adding them to the share L& Stop Share

Iﬁ Folder Contents Report m

Fields within Sharing Tab:

« Select User/Group — Allows you to specify the user/group with whom the selected folder
will be shared.

« Select Permission — Allows you to set the user/group permission level for the selected folder.
Available settings are: Full Access, Create and Update, Read Only and Master Access.

« Notify the User by Email Checkbox — Enables the user/group to receive email notification
when they added to share.

« Stop Share — This button will cease all sharing activities with this folder.
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File Lifecycle Tab

Folder Properties for "Marketing Communication’

General | File Tracking | Email Options | Sharing @ File Lifecycle | Activity History Log

File Lifecycle Management File Lifecycle Rules allow you to expire content in folders, by
automatically deleting files and subfolders using a Retention Time Period.

7 Content deleted by a Lifecyele Rule is permanently purged from the account , so
~ please use caution when setting up these rules!

Add Lifecycle Rule & Delete

Mo records found. Click Add to create a new Rule,

ﬁ Folder Contents Report

- Add Lifecycle Rule — Allows user to add a rule set for life cycle of selected folder.

- Delete — Remove selected Lifecycle Rules.

NOTE: Adding a rule will enable the deletion of files/folder using a Retention Time Period.
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Activity History Log

Folder Properties for 'Marketing Communication®

General | File Tracking = Email Options = Sharing | File Lifecycle | Activity History Log

Choose Activity: Folder:

File History/Link Tracking

i};

IQ_?_I Include All Subfolders
Export || & Delete Search for a file by name pel |

Show Default | Select a Filter
No Record found.

iy Folder Contents Report

Fields within Activity History Log:
» Choose Activity — Allows user to select what activity is reported in the history log. Available options
are: File History/Link Tracking, Checkin/Checkout History, Currently Check Out Files.

« Folder — Allows user to specify which folder will receive an Activity History Log.

« Include All Subfolders Checkbox — Enables the inclusion of all subfolders. Activity for subfolders
will be include in history log.
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xiii. Searching Files and Folders

Need to find a file with your account and can’t remember exactly where it is? No problem! Use the
search bar to instantly search files or folders through your entire account! An Index feature rapidly
indexes all readable file content in the account, making word searches lightning-fast! You can create
your own keywords and then tag files to easily search by keyword. Search by file or folder names,
text in files, meta tags, or even comments.

Let’s Get Started:
1. Login to your FileAssist account.
2. On the top right-hand side, click on the Search box.

m F”e ASSiSt , E Charlie |;Z\ SIGNOUT HELP

1015.6 M8 of 2 GB Used = Aefrash

R Commmm

Root Folder

3. Type what you need to search for and press Enter on your keyboard or click the Search button
(magnifying glass) on the right side of the search box.

4. To expand or close additional search options, select the down arrow to the right of the
Search button.

(qj’ Fl’e ASSiSt ) E Charlie (~| SIGNOUT HELP _

1015.6 M8 of 2 GB Usad = Aefresh

[ MY DOCUMENTS

: " x
File Name: | insort Your fleName ° | @ Foider: | & @ () 4§ Uso Search Index
taster searches
e Include Foider Name[ 7] Include Subloiders( V|
Text in files: : abe*
les: | For ex: abc | @ Search All Groupshares | Last Index of your Account ( )
i July 08, 10:46 PM Refresh |
File Type: | All types of files i) Sizo Bawosn: | | na [ loNeNe
o E— T KB MB GB 'y Search Tip: You can: Always use Search
Index
Tag: | I r =
B Insort your tog ] @ Date Between: | mmddsyyy  |[/500 | mmvcdiyyy [
Comments: | Keyword S,
mments: | Keyword ‘ Resus: |30 per Page =) m | Clear |

5. Enter your search criteria in the appropriate fields, then click Search.

NOTE: You may select a different folder to search in by clicking the Browse button. A * denotes a
wildcard search, which means you may replace parts of your keyword with the asterisk to allow a full
search (e.g., mark* as a search criteria will return all results within files or folders that contain the word
mark, such as marketing, market, marksman, markup, etc.)
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6. Files matching your search criteria will be returned in the bottom window. From here you may export
to an Excel or text file, or access the selected files accordingly.

ﬁ/ F”e Ass.ist E Charlie [~ SIGNOUT HELP

10156 M8 of 2 GB Used &= Refrash

[ MY DOCUMENTS

| & RETURNTOROOT | | [ EXPORT RESULT |

Search results for ".jpg"

[] Sortby: Name | Type | Date Size

Search done using index data dated July 08, 10:46 PM . Click here to re-index account data. x
Learn more about how this methods works or what other options you have for your searches.

— ESend.jpg

\'3 Commenis: | G Jul 08 2014 1105 AM 11.2KB

Marketing Communication\My Docurments\Wser Guides\FileAssist Quick Start\Source Imagesh

o I Lacey.jpg
Jul 08 2014 11:20 AM 7.4MB

L@ Commems: .s{p

Marketing Communication\My Photos\Headshots\

IMPORTANT INFORMATION REGARDING SEARCH

» The search feature is an intensive process on the server and for this reason we limit the time taken
by this process to support a very large number of users accessing this feature. The search feature is
extremely fast, so all practical searches can be performed within the time allowed.

« If you receive a Timeout error message, try limiting the folders you are searching, specify the file
types (i.e.. *.doc), or try a more exact search phrase.
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(i) Advanced Text Search

Search Text in File Commands
Search text in files is only available to Private sites.
« Phrase search: *”
- E.g.: Fall 2007 Tax Records
 Multi character wildcard: *
- E.g.: 2007 Tax*
« Single character wildcard: ?, ??, 7?7, etc.
- E.g.: ?ame (this will search for Name, Fame, etc.)
« Boolean operators: AND, OR, NOT
- E.g.: file AND storage AND NOT space

- This e.g. searches for file text containing ‘file’ and ‘storage’ and doesn’t contain
‘space Advanced search features for File Name, Comment and Tag Search
Available to all accounts.
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(i) How to Use Optical Character Recognition (OCR)

Optical character recognition is a powerful tool available to all Private Site clients. OCR, for short,
processes the text in image files (.jpeg, .tiff, .omp, .png, .raw) and PDFs, like bank statements, receipts,
mail, or any other printed records.

When a document is uploaded the FileAssist OCR system will automatically index the file. The OCR
technology also allows users to view the text in file directly in the FileAssist web interface, search text
in file using the advanced search features, or even view the text in file.

Beyond the basic functionality provided by the OCR system, it also allows users to use the text in file
search with Boolean operators, combinations and other key commands to better control searches.
To learn more about Advanced Text Searches click here.

To Get Started Using These Features Follow the Steps Outlined Below:

1. Upload any files to user account. Click on Advanced Options of file. Click on More Options
and select View Text Inside File.
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2. Then click View Text Inside File to view the text.

Aoot Folder ; Marketing Communication 3 My Documents

ot e Folder Options | ~ | | % upLoAD ~ | | [ NEW |

(L] Sortby: Name s Type | Date Size View:

o

P- User Guides
(@ Commenis: | G Jul 09 2014 11:02 AM

(]

~ 'y Admin Console.iba
(@ Comments: | Ty Jul 082014 11:36 AM 404 MB

+ Admin Guide.,
(=] ! pf Jul08 2014 11:35AM 1.4 MB

11 Gammenis: | Tgdp

View larger text »

Work the cloud

Web Admin Guide

8600 Freeport Parkway, Suite 220

Irving, Texas 75063 USA

Toll-Free 1.866.805.1991 Main 1.460.489.077
sales@filesanywhere.com

Getting Started:

Divisions

Login to your Admin Console using the site details that were

sent to you. Once you login, the major features are available

from the Admin Tools panel to the left of the screen.

“You can setup multiple Divisions, for example: one for the internal users and the other for the
exlernal users. You can distribute the disk space any way you like, by user, or even put limits on
storage for each Division. Administrators can be created to administer specific Divisions, or they

3. You can also use the search for look for specific strings of Text in Files.

m FileAssist E Charlie (=] SIGNOUT HELP |

MY DOCUMENTS
Root Folder » Marketing Communication » My Documents » | | Name y
| /| Textin Files
I 6o 1o Folder | Folder Options Bm 5 NEW
= ‘Commants.
[C] Sortby: Name~ Type Date | Size | m 50wl
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4. Type in the word or phrase and then click Search.

¢ ,//Ff.'eAssist _ B oo & sovour e

[ Ao

Search results for "Users” & RETURNTOROOT | | [ EXPORT RESULT |

[[] Sortby: Name | Type | Date | Size

Search done using index data dated July 08, 10:48 PM . Click here to re-index account data. x
Leam more about how this methods works or what other options you have for your searches.

o AddDivision.jpg  View text inside
(@ Gomments: | Ggar Jul 08 2014 03:50 PM 1121 KB

G icati D Jser Guides\Admin C Images\

o AddDivision.png  View text insida
= (@ Comments: | s Jul0820140350PM  E3BKE

Marketing Communication\My DocumentsiUser Guides\Admin Console‘\Source Images\

o T AddDivision_2.jpg View text insida
@ Comments: | (33 dul 08 2014 03:50 PM 1521 KB
Marketing C: iy D Jser in G urce Images\

5. Click on the View Text Inside link display the text inside the file. Searched text
is highlighted inside the file content.

o) 7 Admin Guide.pdf View text inside
_,él- (@ Comments: | [y JulDB 2014 1136 AM  1.4MB

Marketing Communication\My Documentsh

View larger text x

You can setup multiple Divisions, for example: one for the internal users and the other for the
extemal users. You can distribute the disk space any way you like, by user, or even put limas on
siorage for each Division. Administrators can be created to administer specific Divisions, or they
%mmmwgnmmmm

m%mm

Toll-Free 1.866.805.1991 Main 1.460.499.077

sales! .com

To create, remove, and manage Divisions:

Login to the Admin Console

Click on Divisions from the Admin Tools box
Click “New, Edit, or View" to make changes to Divisions

8600 Fraeport P , Suite 220
Irving, Texag 75063
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xiv. File Lifecycle

Need a way to do a little spring cleaning inside your FileAssist account? No problem! With this feature,
you can automate the task of deleting older files and folders. With File Lifecycle feature, you can set
rules regarding the expiration and automatic deletion of files and subfolders by designating a retention
time period.

Let’s Get Started:

After logging into your FileAssist account you may access File Lifecycle in one of two ways:

1. Right click the folder for which you wish to define a File Lifecycle, highlight Properties and then
click Advance Properties. \When the Folder Properties screen appears, click the File Lifecycle tab.

ﬂ/ F.’e Ass.st E Charlie ~| SIGNOUT HELP
i i It o : i

1015.6 18 or 2 68 Used T Retrasn
MY DOCUMENTS . .
Show Muitiple Selaction | :. & upLOAD v ﬁ NEW
Sort by: Name «| Type | Date | Size view: [= 5518 40

o=

& [ - oD Evar| © Preview

[l [7] Family Photos [ Download Foider

=) Marketing Commur
- [ My Documents
31+ [ My Music % Send/ Share b
[ My Photos
& [ My Videos [Eg New Folder
N
b [ Ofice projees || P
- [] Vacation 2014 B Move
- [ L. Dallas Business Joi

D. Digital Artistic Expr

- [ A FADPUSISOC3 1 i cfsh Folder

% Upload 1o Folder »

il Delete

5 Properties v | B Rename

és Mumommns o , Po—

& Service Plugins  » [£ Aulvsnosd Gioperian

Edit Folder Metadata

48} Group By »
B Folder Access Key
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2. Click Add Lifecycle Rule.

Folder Properties

General | File Tracking | Email Options = Sharing | File Lifecycle | Activity History Log

File Lifecycle Management File Lifecycle Rules allow you to expire content in folders, by
automatically deleting files and subfolders using a Retention Time Period.

1. Content deleted by a Lifecycle Rule is permanently purged from the account , so
~ please use caution when setling up these rules!

[ MdLlruycunuLg] & Delete

Mo records found. Click Add to create a new Rule.

il] Folder Contents Report

OR

3. You may click the Tools tab located at the top, when the Account Tools screen appears,
select the Manage File Lifecycle button.

0// F”e ASSiSt E Charlie (~| SIGNOUT HELP

1015.6 M3 of 2 GB Used = Refresh

Tooes _

Services

[“'k Data Restore _L‘ Convert Docs to PDF _i-i Convert Images to PDF
. Recover files and folders to pravious Convert any docs files into PDF document Convert any Image into PDF documeant
versions

& __ Upload Backup Estimator Manage File Lifecycle Index Files
=S| Estimate fila transfer times with this handy i Manage lifecycle rules on folders -EE—‘ Re-index all files in your account
tool
Virtual Folders Service Plugins
Organize and share documents in a whole Add or remove optional Service Plugins
new way!
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4. The File Lifecycle Management screen will appear. From here you can set rules to allow content to
be deleted depending on the criteria you select. If this is the first time assigning a File Lifecycle, you
must begin by adding a rule. Options are discussed on the next page.

- = Charlie [~] SIGNOUT HELP
( »/ FileAssist Li

1015.6 M8 of 2 GB Used = Rafresh

File Lifecycle Management

Add, edit, or delete the rules governing automatic deletion of files/folders. @ | % GoBack
| [ Add Lifecycle Rule | | & Delete |
=] Rulo Name ¥ Status Period Date Folder Path File Mask Folder Option
O & First Rule ENABLED 99 days \USERNAMEY Keep Empty Folders

Adding a Rule
To add a rule, click the Add button adjust the settings below and then click Save.

CAUTION: Files and folders governed by File Lifecycle rules will be permanently deleted.
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Add New Lifecycle Rule

Lifecycle Rule Mame:

Folder Rule 2

Folder Location :

[ | Delete Empty Subfolders

File Names to Include: @
— Days
ys @

Additional Recipients:

ex: .doc, name.doc

Enter recipient email addresses

[¥] Enable This Rule [¥] Email report to the folder owner

i, Important: All matching files within the selected folder and in subfolders will be deleted.
Please be extra careful when adding any lifecycle rule, since the rules
PERMANENTLY DELETE FILES AND FOLDERS !!

If you have any guestions about these Settings,
please call: 1-{888)-661-6565 for Technical Support.

- Lifecycle Rule Name — You can name the rule something easy to remember.

« Folder Location — This is the folder path that will be affected by this rule.

 Delete Empty Subfolders — If you want to keep empty subfolders, leave this unchecked.
« Folder View — This is how long you want to keep the files/subfolders in question.

« File Names to Include — Just like in a search box, put in the criteria you wish to include in the purge.
For instance, if you wanted to erase all document files that are left in the folder after a week, then you'd
do a search for *.doc (all matching files within the selected folder and in subfolders will be deleted).

- Additional Recipients — If you'd like to send the notification emails to other addresses, this is where
you would add them and separate them with a comma (,).

- Enable This Rule — Leave this checked if you want the rule enabled. Otherwise, you can disable the
rule by unchecking this option.

» Email Report — This will send an email notification of the purged files/folders to the email address
on file associated with the account.
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xv. Checkin and Checkout

Ever checked out a library book? The Checkin/Checkout feature follows the same concept. On enabled
folders, you may check out a file to download and then edit. The Checkout locks the file, keeping others
from downloading and making changes to the file at the same time. This allows for a collaborative
environment with strict version control. You might also like more information on:

= \lersion Control Overview

= Enabling and Using Version Control

Let’s Get Started:
1. Login to your account.

2. Locate the file you want to checkout in the folder tree.
3. Right click on the file and select Checkout.

(ﬂ}/ F”e ASSiS t . E Charlie [~| SIGNOUT HELP ,

1015.6 M8 of 2 GB Used B-thlms-h
{ MY DOCUMENTS SHARE |
| Show Multiple Selection | ‘7'& UPLOAD E Iﬁ NEW |
Sortby: Name «| Type | Date = Size view: EIES IR @ ul

2 £ usERNAME
'] - INBOUND EMAIL
'] Family Photos
'] Marketing Communication
‘= Miscellaneous
] Office Projects
'] Vacation 2014
&
D]. Digital Artistic Expres @ FARviN
[ .4 FA-Opus-350C-3 ref | ¢, Download/Checkout

["& Upload a New Version

s« Send/Share »
@“ ..(.;ow.. T
B Move
£ Dot
[8 Properties b
33" ..h.‘.hm ;3;&,,,“;“ = '

@ servicePlugins  »
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4. The Download screen will appear. Enter any necessary comments or additional email notification
recipients, then click Download and Checkout. The folder tree will reflect the checkout.

Version Control / Download

élj'i This File is available for Checkout

) Download File Read-Only (Do not checkout)@

() Checkout File Now(@

Comments

Enter your comments

Email Notification
[] send Email to default reciplents

Enter additional recipient emall adresses here

Download and checkout | Cancel

Show Multiple Selection
Soriby: Name=| Type | Dae = Size

2 [ USERNAME

i~ ‘2 - INBOUND EMAIL

i Family Photos

| Marketing Communication

'l Miscellaneous

| Vacation 2014

[ allas Business Journal.pdf
Digital Artistic Expression 2009.pdf
L. [ FA-Opus-3 SOC-3 report.pdf
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5. You'll be prompted to open the file or save it to your local machine. Once you've viewed/edited
the file you may check it back in by uploading it. The Checkin is automatic and the account holder will
receive notification that the file has been checked in.

Upload a File

[ Addfiles | | [ Upload

{3 Dailas Business Joumal.pdf

Count of files: 1 {9 MB)

Upload files to:

Current Upload Meihod: Classic Upload

Problems Uploading? Try_Other Upload Methods

Checkin Record

Comments

Enter your comments

Email Motification

|| Send Email to default recipients

Enter additional recipient email address here

=)

Continue with Checkin

Cancel
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xvi. Version Control

What do you get when you put together multiple folders, multiple users and lots and lots of files?

The potential for a document version mess! Good thing we put measures in place that allow you better
control over your files and how they are accessed or updated. Version Control allows multiple people
to collaborate as a group automatically creating a backup copy of each file updated, protects against
unintended, simultaneous edits to the same file(s) and tracks each new file version so there is a
complete history of changes.

What is Version Gontrol?

Version Control provides a structure for working on files in a team, along with detailed tracking, alerts and
the ability to open any prior version of a file. Best of all, Version Control features are accessible by opening
the Properties tab of any folder as outlined in these step-by-step instructions.

When to Use Version Control
Version Control is a great tool for any of the following situations:

» When two or more people are adding files or changing files to a shared set of files.

= When one or more users are making changes to files and each version of a changed file needs to be
stored for historical, accounting, or legal reasons, or to rollback/refer to earlier versions in case of errors
in more recent updates.

= When you are sharing files with others and wish to be notified of any file change.

» When you are sharing files with others in a group and wish to track user downloads.

Version Control Options

Version Control is a collection of features. There are four main Version Control options available:
« Checkin/Checkout

« Version History

« Disable Delete

= Email Notifications
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(i) Enabling and Using Version Control

Need to work on documents with someone who's in another location, or even another city? Cloud
collaboration is one of the fastest, most convenient ways to work with another individual or team,
even when that team is spread out. To help streamline the cooperative process, FileAssist offers
Version Control as built-in features perfect for multi-user editing.

This group of version control features includes Checkin/Checkout, version history, disable delete and
email notifications. Keep in mind that if you normally use WebDAV to access your files, you'll need to
login to the FileAssist web interface to use Version Control features. You might also be interested in:

« Step-by-Step Instructions: Using Checkin/Checkout

Let’s Get Started:
1. Login to your account.

2. Select the folder you want to add version control to, right click, highlight Properties and then
select Advanced Properties.

‘ MY DOCUMENTS

Show Multiple Selection # urLoaD v | | 53 NEW |
Sortby: Name«| Type | Date | Size View [E153 12

- L] USERNAME
[ - INBOUND EMAIL
- 2] Family Photos
ol =) m < ® Preview
i ic| [ Download Folder

4 Uploadto Foider  »

[ Miscellaneous #« Send / Share 3
- [ Vacation 201:
ﬁuauas Businel () copy
- [ L Digital Artisti

[ A FA-Opus-3 SC & move

i Delste

@ Refresh Folder

Eg New Foider

5 Properties v | B3 Rename

& Mora Options , | € File History Log

@ servicePugns Cvanchd Piopatiag

& crouwsy i Edit Folder Metadata.

% Folder Access Key

3. When the Folder Properties screen displays, click the File Tracking tab. Here you can enable
the Version Control features below.

File Tracking Section

File History Logging Checkbox — When enabled, file history logging allows you to keep the number
of versions you designate in the Keep Drop-Down menu. Options are 0—10 and All. You can view file
version in the File History Log by clicking the View File History Log button in this screen.

Checkin and Checkout Checkbox — \When enabled, Checkin/Checkout requires other users to Gheck
Qut a file to view, edit, or collaborate. This locks the file from being downloaded by another user at the
same time. Once a user has completed viewing, editing, or collaborating on a document, it must then

be Checked In to upload it to the account. The Undo Checkouts button allows the account owner

to remove the Checkout status of files, unlocking them for other users to download. The View Checkout
Log button takes you to the File History Log that lists the details of files checked into and out of the
designated folders.
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Disable Delete Checkbox — When enabled, the Disable Delete feature stops any other user
from deleting files from the account. Even subaccounts with full access to the designated folder
cannot delete files once enabled.

Folder Properties for 'Marketing Communication’

General | File Tracking | Email Options | Sharing | File Lifecycle @ Activity History Log

Folder Owner: USERNAME Parent Folder: USERNAME\MARKETING...

File Tracking Properties: &)

Apply Properties from Parent Folder @

Izl File History Logging ~ Versions: Keep | 4

= |
[¥f] Checkin /CheckOut

[¥| Disable Delete &

illj Folder Contents Report |

IMPORTANT INFORMATION ABOUT CHECKIN/CHECKOUT

« Because Version Control keeps multiple file versions within your account, additional storage
is used to retain each version.

« Enabling Version Control for the parent folder causes all subfolders to inherit those settings.
= When enabling Version Control, no files are changed.

« You may change or remove Version Control settings at any time.
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Ill. Share

i. Share Tab Overview

From the Share tab you can send, receive and manage your links.

Y Fiteassist

Y Fiteassist

E Charlie [~] SIGNOUT HELP

1015.6 M8 of 2 GB Used £ Refresh

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link
=

“Elare files with anyone by emailing a simple
ink.

Send Local Files
Upload a file and send a FileShare™ link in
just one step.

Esend
Instantly send files to another user.

Manage

FileShare™ Links

@= Manage your FileShare™ Links

FL- Fax
‘—xg View all sent/received faxes from ane screen

Send and Receive

« Create FileShare Link — Send files and folders to an email address.

[

e

Create FileReceive Link

Receive files from anyone by emailing a

simple fink.

* Send Fax

Fax files from your account to any fax
machine in the world

FileReceive Links
Manage your FilaRecaive links

Folder Access Keys

Manage secure Folder Access Keys that
allow file uploads into a designated folder via

automated programs uging APIL

r‘ Create Picture Link
e=5 Create links toshare pictures in your
account.

Create GroupShare
Create groups and share folders with other
users.

View Picture Links
S=, View picture links to shara pictures in your
. acoount.

“%) EchoSign Documents
Manage documents sent for EchoSign

« Create FileReceive Link — Send a link via email to let someone upload files and folders

into the account.

« Create Picture Link — Create’s a link to share images.

» Send Local Files — Uploads files to the account and sends them with one simple process.

« Send Fax — Allows users to send faxes. (Optional)

« Create GroupShare™ — Share folders with different users with permission levels suited to

gvery occasion.

» Esend - Instantly send files to another user.

Manage

« FileShare Links — Review, edit and update settings on the links.
« FileReceive Links — Review, edit and update settings on the links.
« View Picture Links — Review, edit and update settings on the links.

» Fax Log — Review sent faxes. (Optional)

« Folder Access Keys — Manage keys that allow uploads via automated programs utilizing API.

= EchoSign — Manage documents send for EchoSign.
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ii. Send and Receive

(i) FileShare Links

FileShare

Create FileShare™ Link

Share files with anyone by emailing a simple
link.

FileShare allows you to share files with anyone, even if the recipient isn’t a FileAssist user. Select the
file(s) you would like to send, choose the FileShare button and enter your recipients’ email address(es).
Alink is generated that can then be emailed or copied/pasted to your desired location. Recipients just
click the link to download the files you shared. FileShare also comes with enhanced features, such as
permissions, tracking and history, giving you the ability to control your data.

a. Creating FileShare Links

Want to share your files easily and instantly. You bet! Send anyone (including non-members) the
document(s) of your choice anytime, anywhere with FileShare. Add as many files as you wish and

each file shared can be any size up to the full storage size of your account using a simple web-based link.
Your recipient is notified with an email that contains the FileShare Link. Just follow the step-by-step
instructions on creating a FileShare Link, or watch this helpful video tutorial.

List View

Click the mail icon with a small green arrow as shown in red below.
Click the FileShare tab that appears below.

n}/FiIEASSiSt Charlie [~| SIGNOUT HELP

1015.6 MB of 2 GB Used % Refresh

[ MY DOCUMENTS

Root Folder » Marketing Communication » My Documents &

"% Go 1o Folder Folder Options | + W urLoaD |~ | | B3 NEW
[] Sortby: Mame«| Type | Date | Size View: ==Rel. ]
a F User Guides
= (@ Comments: | Gy Jul 08 2014 11:02 AM

R &
— |k Admin Guide.pdf
2 |.4&= (# Comiments: | [§es Jul 082014 11:36AM 1.4 MB L R R -

Share your files! Click a button below to get started. *

FileShare i Fax Picture Link Esend
E Share files with anyone by E Instantly send files to another
emailing a simple link. any fax machine in the world. 2 in your account. user.

i | Faxfiles fram your account to H Bl Create links to share pictures
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Icon View

Hover over a file icon and click the downward facing arrow that appears in the top right hand
corner. Scroll down to Send/Share and select GroupShare™.

Y Fiteassist L

1015.6 M8 of 2 GB Used i Refresh

{ MY DOCUMENTS Search =

Root Folder » Marketing Communication : My Documents 3

"% Go 1o Folder | Foider Options  ~ | | & UPLOAD |~ | | Eg NEW |

[ Sortby: Namea| Type | Date | Size | view =58 1H &

—
— il ® L T [ e
B B B | B || B|| B
["4 Upload a New Version
User Guides Admin Guidepdl| s o o : User User Dallas Business
P ok Sond /Share v [ Fie Share L s g %?x?de.pdl Journal.pdf
=
B com * FiloRecoive
8 [B Picture Link
Ty TEN [} =8 T
@' &F i Deleto 9
[g SendFax
[8l Properiies 3
Digital Artistic FA-Opus3 [f§ SencLocei e whero Lormxmi MacReview Pregontation
Exprossi... SOC3report | g5 Moro Options b SowvrTove sowvT1.PDF 75.12.2p Example.ppt
030.....
@) servicePlugins.  »
Tree View

Right click on a file, scroll down to Send/Share and click FileShare.

Charlie (-] SIGNOUT HELP
Y Fienssist e e e

) ) 10156 MB of 2 GB Used Eﬁmmsh.
ey "
Eishmu Huﬁlpllﬂn | ;7'§ UPLOAD :1 \7EEW |

Sortby: Name | Type | Dale | Size View: (=] |

- (2] USERNAME
(- T - INBOUND EMAIL
'zl Family Photos
£ [ Marketing Communication
£+ [ My Documents
[~ i) User Guides
- OE—
.. | 3 Budget.xis ® Preview
T&f Cohost Logo.p| | ¢ DownloadiCheckout
.| cohost-data-ce
| "] Corp User Guid I .
[4 Corp User Guid »«f Send / Share 3

.- | A Dallas Busines! -

"% Upload a New Version

— ——
[ ) Digital Artistic Copy “
[ FA-Opus-350¢ [ Move B Picture Link
.Dl_ﬁ\m.ﬂ‘ %E
[ 81 Filesanywhere| fi Doleta i e
end Fax
. | L. FilesAnywhere [ Propertios i
- | @ Lorem.xml i (B Sa00 Local Fies
[¥| MacReview 7.5 = More Options v
1 %FWWE @ service Plugins &
- jon E:

[ Private Site Overview.pdf
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From the Share Tab
1. Open the Share tab and click Create FileShare Link.

SHARE

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link _,'ﬁ Create FileReceive Link Create Picture Link

Share files with anyone by emailing a simple 'L_I Receive files from anyone by emailing a Create links to share pictures in your

link. simple link. account.

Send Local Files "_\, Send Fax . Create GroupShare

Upload a file and send a FileShare™ link in B | Pl o A By e Create groups and share folders with other
Just one step. machine in the world. users

=, Esend
4 Instantly send files to another user.

2. Click Add Files/Folders and select a file or folder from your account, then click Send Link.

FileAssist FileShare™

General = Access & Permissions =~ User View Settings  Advanced Options

Add files and folders that you would like to share [ (iAo e olaas ]

Name a  Path

Remove Selected Clear List

(] Remember My Chaices @

§° Create Link Send with Outlook | Send Link Close
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3. Enter the email address(es) you wish to send the link to, select a Sent From Address,
and click Send.

FileAssist FileShare™

Email 'file/folder’ link to the following recipients: @)

| @

I:I Save to Contacts List 'Sent From' Address: supp-orl@fl'lesany....

Send a personal message with your invitation. (Optional) @

You Have New Files to Downiload at FileAssist

Enter a Message

= The Send Link feature does not send a notification email to the creator of the FileShare Link. If you
wish to receive and view the FileShare Link notification that your recipients will see, you must include
your email address with the other recipient email addresses where prompted.

« |f your email server doesn’t use SSL to send emails, you may want to use either the Send Link or
Password Protect feature. Send Link uses FileAssist built-in, secure email system. Password protect
allows link access via 128-hit SSL encryption.

« For existing FileShare Links, you can change the notification settings, cancel the link, or extend
the link by modifying the properties. For more information, view the step-by-step instructions for
Modifying a FileShare Link.
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b. Advanced FileShare Link Features

Access and Permissions Tab

Permission Section

FileAssist FileShare™

General = Access & Permissions | User View Settings | Advanced Options

Password Protection @) Link Expiration 3

[ A ] [ 30 days from now

Permissions
[:o.- Allow File Downloads ] [ Limit Downloads 1o: | Uniimited

() View Online Only

[Domtdlspiay: [_] MyName [ | My Emall Address | | Comments E ]

[I | Always allow guests 1o add comments to your file F ]

Tracki _
[ | Email me when the files are downloaded G ]

(I | Email me when this weblink is accessed for the first time. H ]

(|:| Record each file downloaded in the File HistoryLog | ]

[ | Remember My Choices &)

& Create Link Send with Outlook Send Link Close

A: Password Protection Field — Allows you to encrypt your documents with a password. Recipients
who follow the FileShare Link will be asked to provide the password before accessing the files.

B: Link Expiration Field — Allows you to set an expiration date for the FileShare Link. You may also
select Never Expires.

C: Allow recipients to view the file online only, not download or save the files.

D: Limits the number of downloads per recipient, or allow unlimited access.

E: You may select a Do Not Display option to hide your name or email address.

F: Select this option to provide a comment box for recipients to add comments to your files.

Tracking Section
G: Request a receipt for opened emails.

H: Elect to receive an email when notification when recipients access FileShare Link.
I: Elect to keep a File History Log and record all FileShare Links and details associated with them.
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User View Settings Tab

FileAssist FileShare™

General = Access & Permissions | User View Settings | Advanced Options

Folder View

ASHOW This View Detail View = I) Plain list of itams {no media fealures)

Language

@ u @ To suggest a language translation click here

[ | Remember My Choices @&

§ Create Link [ Send with Outlook

Folder View Section

A: This field allows you to change the view your recipients will see. Options include a Detailed View
(list of items), Icon View (thumbnails), Comments View (same as Icon View with addition
of comments box) and Play Slideshow/Media (automatically begins the slideshow/video/
media upon download).

Language Section
B: Select a language for recipients to view in.

User Guide | 80



Y Fiteassist

Advanced Options Tab

FileAssist FileShare™

General | Access & Permissions || User View Settings || Advanced Options

Cover Pa
'EI Cover Page Title @ A )

Enter the title of your cover page
E:I Cover Page Message @& B l

Enter a message for your cover page

E:I Checkbox Approval ( : | (I:I Verification Text &) D '

ﬁ:l Graphical Signature E l

Eudﬁsnemmhuﬂnn @ r)

|| Display a custom Return URL

[ | Remember My Choices &

G° Create Link [l Send with Dutlook

By selecting options under this tab, you may add a cover page to display before recipients access files.
A: Elect to add a title to the cover page by clicking the checkbox and typing the title in the field below.
B: Elect to add a message to the body of your cover page and type it in the field below.

C: Elect to require that recipients read and agree to your terms and conditions before viewing a FileShare
Link. The auto fill text will default to | Agree, but you may enter your own content in
the field below.

D: You may elect to require recipients confirm that they are, in fact, the recipient of your FileShare Link.
The auto fill verification text defaults to Enter Your Name, but you may enter your own verification
content in the field below.

E: I selected, the Handwritten Graphical Signature requires flash on the recipients computer in order
to complete. Recipients use their mouse or finger pad to Sign For the FileShare Link.

Return URL Section

F: Elect to redirect a recipient to a specific website upon logout. Enter the URL in the button URL field.
This feature will display as the Logout button on the FileShare Link link page and when clicked,
will redirect the recipient to the indicated web address.
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At the Bottom of Every Tab

The Remember My Choices Checkhox appears at the bottom of every tab, however it is not
specific to each page. If you elect to save your preferences, it will save the selected preferences
from every tab and assign these preferences to future links. Additionally, you have three options
for FileShare Link Distribution, including Create Link, Send with Outlook and Send Link.

c. FileShare Link Distribution Methods

Once you've chosen the files you'd like to share and created the permission that will govern
your FileShare Link, you have several options for distribution.

Options for Sending a FileShare Link:
Create Link — Selecting the Create Link button prompts the FileShare Link window.

Send with Qutlook — Selecting the Send with Outlook button prompts an Outlook email window
containing the FileShare Link. Additionally, the FileShare Link window will open underneath
the Outlook email window.

Send Link — Selecting the Send Link button prompts the email window.
See the Send Link email screen below.

Remember My Chotces .

o) (o)
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Send FileShare Link Screen
A: Manage FileShare Links takes you to the FileShare History Log.

B: Create New FileShare Link takes you back to the FileShare main screen where
you may create a new FileShare Link.

C: The General Link field provides you with the link URL that may be copied/pasted.
D: The Try Link Now button opens a new tab with the link to review what was sent.

E: The Copy button will copy the link and place it on your clipboard.

FileAssist FileShare™

Highlight Link Invite others to access your files by copying and pasting this link

General Link

C https:/fprivate. filesanywhere.com/KMPROJECTS/fs/v.aspx ?v=897 166859947576/

[ [Z, Manage FileShare™ Links Jf 9 Create New FileShare™ ]

A B

« The Send Link feature does not send a notification email to the creator of the FileShare Link.
If you wish to receive and view the FileShare Link netification that your recipients will see,
you must include your email address with the other recipient email addresses where prompted.

« If your email server doesn’t use SSL to send emails, you may want to use either the Send Link
or Password Protect feature. Send Link uses FileAssist built-in, secure email system. Password
protect allows link access via 128-bit SSL encryption.

« For existing FileShare Links, you can change the notification settings, cancel the link, or extend
the link by modifying the properties. For more information, view the step-by-step instructions for

Modifying a FileShare Link.

(ii) FileReceive Links

FileReceive Links

4 Create FileReceive Link

| | Receive files from anyone by emailing a
simple link.

You can designate a folder to receive files from anyone, even if the sender isn’t a FileAssist user.
FileReceive Links can be emailed, or copied/pasted to your desired location. The sender clicks

the link, adds the file(s) and sends them straight to your account. FileReceive Links also come

with advanced elements, such as individually designated folders, password protection and link tracking,
giving you the ability to manage incoming information. For more information, view the step-by-step
instructions for FileReceive Links.
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a. Creating FileReceive Links

FileReceive Link allows anyone to share files with a FileAssist user, even files that are too big to be
sent via email. Once created, you can share FileReceive Links with friends, family, coworkers and
anyone else, even those without a FileAssist account. All you need to share almost anything, from media
to photographs and documents, is an email address. How convenient! You might also be interested in
more information on:

« Accessing FileReceive Folders and Files

- Advanced FileReceive Folder and Link Features
» Sharing Files with FileReceive Links

« Modifying FileReceive Links

« Active FileReceive Link Log
- FileReceive Link Distribution Options

Let’s Get Started:
1. First, Login to your FileAssist account. Then you may either:

2. Click the Share tab on your FileAssist toolbar, near the top left corner of the screen.

SHARE

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link % Create FileReceive Link r‘ Create Picture Link

Share files with anyone by emailing a simple \_‘ Receive files from anyone by emailing a ==y Create links to share pictures in your

link. simple link. account.

Send Local Files L, Send Fax Create GroupShare

Upload a file and send a FileShare™ link in = | Fax files from your account to any fax Create groups and share folders with other
just one stap. machine in the world. USers.
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OR

3. Right click in the Folder Tree section and select Create a File FileReceive.

ﬂ}/,FﬂeAss’.st . E Charlie [~| SIGNOUT HELP

10156 MB of 2 GB Used % Rafresh

Show Multiple Selection 4 uPLOAD |~ 3 NEW
Sortby: Mamea Type Date  Size View: [i=] ]

- B USERNAME
Bl [ - INBOUND EMAIL

e,
Bl [ Morketing

Bl [ Miscellanej [E] Download Folder
- i Office Proj
=] Vacation 2

4 Upload to Foider  »

/- Dallas Bus| o4® gend / Share b | B Fieshare
i | M Digital Arti -
L [ ) FA-Opus-3 Eg New Foider (% FileReceive
[E Gopy ER Group Share
W vove [ Picture Link
1 Delete
[# Refresh Folder
E# Properties b
&5 More Options 3

@ service Pugins  »

i), Group By »
4. Once you've selected Create a File FileReceive as your function, a new screen will appear.

FileReceive Folders and Link

General | Access & Permissions || Advanced Options

Choose a FlleRecelve folder

=]

[ | Create a subfolder for each recipient @ Need a custom form? @

Subfolder Label &)

["] Remember My Choices @

& Create Link [i=] Send with Outlook Send FileReceive Link [N ol F-S!
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Now, Let’s Go Over the Steps to Create the FileReceive Link.

1. Decide which folder you wish to designate as FileReceive Folder, or you may create a new folder
in the tree to designate as your FileReceive Folder. The default setting is your root folder in your
FileAssist account. If you wish to change the folder, select the browse button.

NOTE: When creating a new FileReceive Folder, you may name it whatever you wish. However, we
suggest naming the folder FileReceive Files to avoid confusion.

FileReceive Folders and Link

General | Access & Permissions || Advanced Options

Choose a FileRecelve folder

[ Create a subfolder for each recipient @& Need a custom form? &

Subfolder Label @)

[| Remember My Choices @

@9 Create Link IQ Send with Outlook Send FileReceive Link | Close

2. The Browse Folder prompt will appear and you may select a folder the tree.

3. Once you select the folder you wish to use, select the Permissions and Rules you wish to assign
the FileReceive Link. The Advanced FileReceive Folder and Link features article provides a
complete explanation of the permissions and rules.
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4. Select the distribution method for your FileReceive Link. For a complete explanation of each
distribution method, refer to the Advanced FileReceive Folder and Link features article.

FileReceive Folders and Link

General | Access & Permissions | Advanced Options

Choose a FlleRecelve folder

=)

[ ] Create a subfolder for each recipient @& Need a custom form? @

Subfolder Label &)

[ Remember My Choices @

[ & Create Link | | [z Send with Outlook Send FileReceive Link ] Close

5. If you selected Send Link, a popup confirmation lets you know your FileReceive Link
is successfully sent.

IMPORTANT INFORMATION ABOUT THE FILERECEIVE SERVICE

« There is no limit on the number of files that may be uploaded to FileReceive Folders and each
file that is shared or uploaded can be up to 2 GB, up to the full storage size of your account.

« Only designated email contacts that you specify can send you files.
« SSL 128-bit encryption during the transfer for complete security.
« Files sent to you are already organized into the folder structure you have setup for storage.

 Guest senders are not required to sign up. The FileReceive Service is free for the guest sender
and included in your FileAssist plan at no extra charge.
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b. Advanced FileReceive Folders and Link Features

FileReceive Folders and Link features give you the ability to control the way data is shared
with you. Track links, enable the overwrite feature, designate a return URL and more. Easy? Totally!
And it just takes a few clicks to customize FileReceive Folders and Link just the way you want.

Access and Permissions Tab

FileReceive Folders and Link

General = Access & Permissions =~ Advanced Options

Password Protection @ Link Expiration @

[ A I24hoursfrom now s B ]

Permissions C
[ ] Allow new uploads to overwrite files with the same name @

[] Allow users to upload entire folders @

Do Not Display: B

[] My Name[ | My Email Address

Tracking ﬁ
() Record eacn file upioaded in the File History Log [ )

' [ ] Email me when files are uploaded = '
' [ | Email me when FlleReceive Links are accessed for the first time G l

[| Remember My Choices @

P Create Link [z Send with Outlook Send FileReceive Link Close

Permissions Section

A: Password Protect Field — Allows you to encrypt your documents with a password. Recipients who
follow the FileShare Link will be asked to provide the password before accessing the files.

B: Link Expiration Field — Allows you to set an expiration date for the FileShare Link. You may also
select Never Expires.

C: When enabled, new files uploaded to your FileReceive Folder will overwrite older files of the same
name. If you need to retain versions of different files, then do not enable the overwrite function.

D: You may select a Do Not Display option to hide your name or email address.

Tracking Section

E: Enable the Keep File History Log of Each File Upload to keep a history of
uploaded FileReceive files.

F: Enable the Send Email on Each File Upload to receive an email notification when a sender uploads
files to your FileReceive Folder.

G: Enable the Send Email When Web Link is Accessed to receive an email notification each time
FileReceive Links are accessed by recipients.
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Advanced Options Tab

FileReceive Folders and Link

General = Access & Permissions = Advanced Options

Language

A (% Use recipient's default language settings @) )

B () Language
' English v | @ Toinclude your language click here

Return Button (&)

c [ | Display a custom return button )

Button Label Button Url

[ | Remember My Choices @

&° Create Link Send with Outlook Send FileReceive Link Close

Select Language Section

A: The default selection allows FileReceive Link recipients to view windows in their own
language selection.

B: You may also choose to enable a different language from the drop-down menu.

C: The Display a Custom Return button allows you to create a custom button and designate
areturn URL. When FileReceive Link recipients click the button, they are automatically directed
to the URL you designate.
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c. FileReceive Link Distribution Options

Choices are a great thing! FileAssist gives you lots of options to share and receive data, including
multiple ways to distribute FileReceive Links. Here you'll find a quick overview of FileReceive Link
distribution methods.

After selecting the options and permissions to govern your FileReceive Link, you have three options
for sending the link to recipients; Greate Link, Send with Qutlook and Send Link.

FileReceive Folders and Link

General | Access & Permissions || Advanced Options

Choose a FlleRecelve folder

=

I:I Create a subfolder for each recipient @ Need a custorn form? @

Subfolder Label &)

["] Remember My Choices &

[ &° Create Link [ Send with Outlook Send FileReceive Link ] Close

1. The Create Link button provides a link you may copy and paste to your desired location, including
email, social networking sites, forums, etc.

2. The Send with OQutlook button prompts an Outlook email window containing your FileReceive Link.

3. The Send Link button prompts the FileAssist email system giving you additional options.
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FileReceive Folders and Link

Email link to the following recipients: &)

[] save to Contacts List Select 'Sent From' address:| suppon@filesany... = |

Send a personal message with your invitation (Optional) @)

New FileReceive Link for You at FileAssist

Enter a Message

Permission Advanced

» Manually enter email recipient email addresses or select the Search Contacts Link to add
email addresses saved in your contacts list.

« Select the Save to Contacts Checkbox to add manually entered email addresses to your
contacts list.

« You may elect to display your email or the FileAssist support email as the Sent From Address
for your recipient’s email notifications.

« The Subject line contains default text that may be personalized if you wish.
= You may enter an optional message for your FileReceive Link recipients in the Message field.

« Once complete, selecting the Send button distributes your FileReceive Link.

NOTE: FileAssist does not save the email addresses or messages entered when creating FileReceive
Links. If you need to create a record of the message, please make sure to send yourself a copy of the
email. You may view FileReceive Link recipients in the Active FileReceive Link Log.
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d. Accessing FileReceive Folders and Files

Did you receive notification that you've received files in your FileReceive Folder? Great! Accessing your
FileReceive Folders and Files is so easy, you won't want to receive files any other way. You might also
be interested in more information on:

« Creating FileReceive Links

« Sharing Files with FileReceive Links

« Advanced FileReceive Folder and Link Features

« Modifying FileReceive Links

« Active FileReceive Link Log

- FileReceive Link Distribution Options

Let’s Get Started:
1. Login to your FileAssist account.

NOTE: If you are already logged into your account, you may need to refresh the page in order to
see new files uploaded to your FileReceive Folder.

2. Depending on the settings you chose for your FileReceive Folder, you may access your files
one of two ways:

a. If you chose to create subfolders for each sender, select the folder associated with the sender.

MY DOCUMENTS
| Show Multiple Selection | | % ueLoap |~ | |
Sortby: Mame a| Type Date Size view: [S]EF |

E- E USERNAME
B~ [ - INBOUND EMAIL
[ Family Photas
£ [ FileReceive
|
: D. Pricing Guide Summer 2014, pdf
-- [] Marketing Communication

b. If you did not choose to create subfolders for each sender, documents shared with
FileReceive Links will appear under the folder you designated.

MY DOCUMENTS

| Show Muitiple Selection | | 4 vpLoaD |~ | |
Sortby: Name a| Type Date | Size View: (=] 5 4

g 52 USERNAME
[ - INBOUND EMAIL
41 [ Family Phatos
- [ FileReceive
§ [ creg
[ Pricing Guide Summer 2014.pdf
[] Marketing Communication
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e. Sharing Files with FileReceive Links

Ready to start using FileReceive Links? Awesome! FileReceive Links are simple, instant and can
handle the large files that email can't, all of which makes your online life easier. If you've been invited by

a FileAssist user to send files with FileReceive Links, get ready to be amazed as you simply click, add
files and share in a snap. Not a FileAssist customer? No problem! Guests are welcome to use FileReceive
Links free of charge. If you enjoy the service, be sure to sign up at file-assist.com and take advantage of
our enhanced and customer-to-customer features! You might also be interested in more information on:

« Creating FileReceive Links
« Accessing FileReceive Folders and Files

- Advanced FileReceive Folder and Link Features

= Modifying FileReceive Links

« Active FileReceive Link Log
- FileReceive Link Distribution Methods

Let’s Get Started:
1. Click the link in the notification email to access the FileReceive Link.

Hello,

A new FileReceive Link was created for you. Please use this link to upload files to the sender. If clicking the link does not work, manually copy the
link and paste it in your web browser.

FileReceive link: Click here to access FileReceive

FileReceive Details have been given below:

FileReceive Link Sent By: USERMAME [USERBEMAIL.COM]
Link Expiration: 7/11/2014 11:56:05 AM
If you have questions about the files, please contact the sender: USEA@EMAIL COM

Thank you for using our service.

FileAssist

You can also copy this link to your web browser:
https://private.filesanywhere.com/KMPROJECTS/DropBox/db.aspx ?v=8d6baBc55aa4adbd70a9

2. A page will open in a new browser tab. The top of the page displays the FileReceive Link owner and
his or her email address. To begin sharing files, click the Add Files button. A new window will open
allowing you to select files from your local drive.

3. Once you chosen all the files you'd like to upload via the FileReceive Link, you may add a message
for the recipient. The message will appear in a notification email to the FileReceive Link owner that
they have received new files from you.
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4. Finally, click the UPLOAD button. A progress bar will show how quickly your files are loading.

¢ ,// FileAssist

FileReceive Owner: Charlie Smith | English L=

. FileReceive Folder
L Just follow a few simple steps and upload your files easily!

L — |

Select Files to Upload:

[ & Add tiles ,b Clear

Problems Uploading? Try Other Upload Methads

2014 FilaAssist

5. A confirmation lets you know that your files uploaded successfully.

( ,// FileAssist Loa out

FileRecelve Owner: Charlie Smith | English -

4 File Drop Successful!

Success! 1 file(s) were uploaded.

2014 FileAssist

IMPORTANT INFORMATION ABOUT USING THE FILERECEIVE SERVICE

= There is no limit on the number of files that may be uploaded via FileReceive Links and each file
that is shared or uploaded can be of any size, up to the full storage size of the recipient’s account.

« File transfers are secured with 128-bit encryption.

« Guests are not required to sign up in order to share files through FileReceive Links.
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(iif) Picture Links

Picture Links

| | Create Picture Link
===y

Create links to share piclures in your
account.

Sharing pictures has never been easier! From personal photographs to professional albums, Picture Link
allows you to share as many photos as you like without the size limitations of email attachments. You can
add photographs, create individual links and then share the link with friends, family, clients, or post in
forums you like to visit. FileAssist also generates HTML code for your photo, giving you additional options
for embedding your picture in HTML documents.

a. Creating a Picture Link

Now that you've created an online library of photos, you can use picture links to share images with friends,
family, clients, or colleagues. Upload entire folders or just a single file, then use the enhanced functionality
to create custom water marks or embed your photos in forums, websites and more. As long as the link

is being accessed, it remains active for your recipients to enjoy. High-resolution photos and other large
picture files are no match for Picture Link! You can literally share photos of any size in an instant! Don’t
forget, you can also send data and documents with:

« Creating FileShare Links
« Creating FileReceive Links
« Sending a Fax (Optional)

« Esend
« Creating a GroupShare

Let’s Get Started:
1. Login to your FileAssist account.

2. Select the Share tab from the toolbar.

3. Click the Create Picture Link button in the Share and Receive Files section.

Share and Receive Files

Click a button below to get started.

Send and Receive

Create FileShare™ Link ,i Create FileReceive Link Create Picture Link

Share files with anyone by emailing a simple Receive files frem anyone by emailing a f._-:.J Create links to share pictures in your
simple link account.

Send Local Files |7 L, SendFax , Create GroupShare

Upload a file and send a FileShare™ fink in =) | Fax files from your account to any fax Create groups and share folders with other

just one step. machine in the world. users
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4. The Picture Link screen will display. Click the Browse files button, select the folder

or file from the tree, then click OK.

2 Picture Link

‘B!mllmﬁmnunl

Add pictures/picture folder from your account (Max 10 files)

~ Browsefiles.. | |Name - Path Size Date Modified

N —

Select Display Size: | 100% (Actual size) -

Custom Watermark: | (Optional) @

' Create Picture Link | Removal Policy

Supported picture formats are: bmp,
gif. Jpg. ipeg, ipe, Jfi. png and wmf

‘ (2], View Picture Link

Browse Folder

Folder Path
|Usemame\ Marketing Communication\MyPhotos\Heads |

4 [ Username
b [] [ - INBOUND EMAIL

[} Family Photos

i [ [] FlleReceive

4 (| [ Marketing Communication
~| [7] My Documents

| [ My Music

oo

- v = OO
Jm
f
§

5. Choose the display size from the Select Display Size drop-down menu.

6. You may add a custom watermark in the text box. Custom watermarks may be

whatever alphanumeric text you wish.
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7. Click the Create Picture Link button. The picture links as well as image code for embedding will
display. You may choose to try the link before copying and distributing by clicking the Try Link button.

Picture Link B3

| £ Create New Picture Link ]

| [, View Picture Link |

Five latest active picture links

Date Thumbnail Links/Tags
Jul 10, 2014 \ Link: https:/iprivate filesanywhere. com/KMPROJECTS/FS/M.aspx?v=8a70a2cf9395b7 aadfad
HTML:  <img id="myMediaLink" name="myMediaLink" src="https://private filesanywhere.com/KMPROJECTS
[FS/M.aspx?v=8a70a2cf8805b7 aa0fad" />
Picture Type: JPG Views: 0 Delete Try Link
Jul 10, 2014 Link: https:/fprivate filesanywhere.com/KMPROJECTS/FS/M.aspx?v=8a6fa0b88cffadadaa
HTML:  <imgid="myMediaLink" name="myMediaLink" src="https://private filasanywhere comyKMPROJECTS
[FS/M.aspx?v=8a6fa0bB88cafofaladaa" />
Picture Type: JPG Views: 0 Delate Try Link
Jul 10, 2014 Link: https:/iprivate filesanywhere.com/KMPROJECTS/FS/M.aspx?v=8abe66bcd1 99a2ba7 066
HTML: | <img id="myMedialink" name="myMedialink" src="https:/private filesanywhere. com/KMPROJECTS
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Picture Type: JPG Views: 0 Delete Try Link
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(iv) Send Local Files

Send Local Files

Send Local Files

Upload a file and send a FileShare™ link in
just one step.

You can also upload and email local files in one screen. Click the Send Local Files button, select
your destination folder, click the Add Files button and choose the file(s) you wish to upload and
send. The final step is adding recipient(s) email addresses. When you click Send, FileAssist takes care of
uploading the file and emailing the FileShare Link in just one step. Once complete, click the destination
folder to view your uploaded file.
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a. Sending a Local File

Y Fiteassist

Want a quick way to send a local file and upload it to your FileAssist account? Use the Send Local Files
feature! In just a few clicks, you can select a file on your local machine, create a FileShare Link and
safely store your data in the cloud. Just follow the instructions below, or find more information on sharing

files in one of these helpful articles:

« Creating FileShare Links
= Creating FileReceive Links

- Esend

« Picture Links

« Creating a GroupShare
« Sending a Fax (Optional)

Let’s Get Started:

1. Login to your account and open the Share tab.

2. Click the Send Local Files button in the Share and Receive section.

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link
Share files with anyone by emailing a simpie
link.

e
[

Send Local Files L
Upload a file and send a FileShare™ link in =
just one step.

Esend
Instantly send files to another user.

Create FileReceive Link Create Picture Link

Receive files from anyone by emailing a =&, Create links to share pictures in your
simple link. account.

Send Fax Create GroupShare

Fax files from your account to any fax

machine in the world. users.

Create groups and share folders with other

3. The Share a Local File screen will display. Select the destination folder for your local file by

clicking the Browse button.

Share a Local File

Destination Folder: l o]
dlick "Add Files..." to select a local file to Upload Add Fjlesl
Clear
Email link to the following Recipients Search Contacts
A

|_| Save to Contacts List

Password Protect:

@ Optional

 Send |  Cancel |
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4, Click the destination folder and then click OK.

Browse Folder ﬁ

Folder Path
| FileReceivel |

4 [ Username
b [ - INBOUND EMAIL

[ [ Family Photos

PRlESHFileRoceive

i [ Greg

[7] Marketing Communication
[] Miscellaneous

[] Office Projects

[] Vacation 2014

b S . T

5. Now click the Add Files button to begin adding the local file(s) you wish to upload and share.

Share a Local File ﬁ
Destination Folder: | ool
dlick ‘Add Files..." to select a local file to Upload Aod Fjles...l
Clear
Email link to the following Recipients Search Contacts
| A
[_| Save to Contacts List
Password Protect: | @ optional
'—fﬂlﬂ_{ T Cancel
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6. Enter the email address{es) of the FileShare Link recipients. You may choose to save
the email address(es) for future use by clicking the Save to Cortacts checkbox.

7. Enter a password if vou wish to password protect the Fite Share Link and then elick
the Send button,

' Share a Local File
Desltination Folder: | | ed
C:\fakepath\feedback_report.pdf Add Files.)
[ clear |
Emall link to the following Reciplents Search Contacts
user@email.corm| J]
{_) Save to Contacts L st
Password Prolect: [ ] @ opronal
Send Cancet

8. You'll receive confirmation that your File Share Link was email to the recipients,

& share a Local File T

=& The FileShare link was emailed to the recipient(s).
=&
Manage FileShare Links Create New FileShare

C ‘OS!".‘-J
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(vi) GroupShare™

GroupShare™

__i Create GroupShare
"—u Creale groups and share folders with other
users.

GroupShare™ is a powerful tool that allows you to share folders and collaborate with other FileAssist
users. Available on Personal accounts, simply select the folder you wish to share and click the
GroupShare™ button. A prompt allows you to add users and individually assign permissions so that you
can regulate the way data is shared. You may aiso change these settings at any time to allow more or less
access to shared folders.

a. Creating a GroupShare™

Features, you want them, we have them! And one of the coolest is the GroupShare™ feature.

By creating a GroupShare™, you can provide access 1o the contents of entire folder(s) with other
users. With options that allow you to control the way your data is shared, you can create just the
right collaborative environment.
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Let’s Get Started:

You can access the GroupShare™ feature one of three ways.

Y Fiteassist

1. Click Share tab in the toolbar and then select the Create GroupShare™ button.

( ,} FileAssist

E Charlie (| SIGNOUT HELP

1015.6 M8 of 2 GB Used

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link
Share files with anyone by emailing a simple
link

Send Local Files
Upload a file and send a FileShare™ link in
justone step.

=, Esend
i Instantly send files to another user.

OR

Create FileReceive Link
RAeceive files from anyone by emailing a
simple fink.

I, Send Fax
Fax files from your account to any fax
machine in the world.

= Rgfrash

Create Picture Link
[ 4

==, Create links to share pictures in your
account.

Create GroupShare
Create groups and share folders with other
users.

2. Glick on the folder you’d like to share, right click and select GroupShare™.

| Show Multiple Selection |
Sortby: Name = Type | Date = Size

= (5 SCOTT@TERAPIXEL.CO
[T -Fax
[ - INBOUND EMAIL
[ [] Family Photos
[ FileReceive

[ER =l Marketing Com e

- 5] My Documents (®  Preview

[ My Music [E] Download Folder
[ 5] My Photos
-D My Videos f Upload to Folder  »

- [7] Miscellaneous
[ [] Vacation 2014
- [k Dallas Business Jo| g New Folder

=« Send/Share »

g Filsshare

* FileAeceive

[ Digiel Actistic Exp .. CDW P———

I8 Group Share

- | AL FA-Opus-3 S0C-3
- [ . feedback report.p B Move
1ij Delets

[ Reiresh Folder

[ Properties

#° More Options 3

{8 service Plugins  »

g GroupBy 3

B Picture Link

& upLoap |- | | g NEw

Ly @0 nl

= Any of the above methods will prompt the FileAssist GroupShare™ screen (fields in this screen are

discussed in detail below).

« Select the user(s) you wish to grant access by either entering the username in the Share to field
or using the Search Users function.

« Assign the appropriate permission level, then click the Add User button.
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GroupShare™ Settings

Folder Location: [z Create a FileShare link

&

Select User/Group Select Permission @

Select Permission | = | | &, Add User/Group

Mo shared users found.

RAemove Selected User/Group

[¥] Notify the user by email when adding them to the share L3 Stop Share

m Folder Sharing Report Close

FileAssist GroupShare Screen Field Descriptions
Create a FileShare Link — Prompts the Create a FileShare Link screen.

Share Folder Field — Displays the folder highlighted to share.

GroupShare Notes Field — Optional open field. GroupShare notes appears in the
Folder Sharing Report.

Search Users Button — Opens your contact list to choose
Share to Field — Displays the user(s) the selected folder is shared with, or will be shared with.

Select Permission Menu — Drop-down menu that allows you to assign permission to the user(s) sharing
the selected folder. Selections are:

« Full Access allows user to view, create, update and delete files in the shared folder.
« Create and Update allows users to view, create and update files in the shared folder

= Read Only allows the user to only view files in the shared folder.

Remove Selected Users Link — Once a user is highlighted in the table, click the Remove Selected Users
to remove them from the GroupShare.

Notify the User by Email When Adding Them to the Share Checkbox — Enable this feature by
clicking in the checkbox and the user added to the GroupShare will receive a notification email.

Stop Sharing Folder Button — Clicking the Stop Sharing Folder button stops sharing the selected
folder with all user(s) associated with the GroupShare.

Folder Sharing Report Button — Exports Excel spreadsheet to your local machine.
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b. Creating a GroupShare™ in Different Views
From the My Documents tab. Select a method from the list below:

List View

Click the mail icon with a small green arrow as shown in red below.
Click the GroupShare™ tab that appears below.

MY DOCUMENTS

Hoot Folder = Marketing Communication

]
i Go to Folder

() Sortby: Name | Type Date | Size

. Documents
u E gcgmmgms s Jul 102014 10:42 AM 4 &

Share your files! Glick a button below to get started.

Picture Link
Bl Create links to share pictures

GroupShare
Create groups and share
emailing a simple fink. emailing a simple fink folders with cther users. in your account.

FileShare FileReceive Link
Share files with anyane by { Receive files from anycne by

Icon View

Hover over a folder icon and click the downward facing arrow that appears in the top right hand
corner. Scroll down to Send/Share and select GroupShare™.

MY DOCUMENTS

Aoot Folder = Marketing Communication

% Go to Folder Folder Options | ~ | | % UPLOAD |~ | | Eg new |

] Sortby: Name~ Type | Date | Size === R

® Preview
B [l Download Foider ET E?

& Upioad to Folder  »

My Documents | leos

..: s;m“rs.r;m“ .>“ B Fileshare
Do,,, B e
& o E& Group Share
T Delete B Picture Link
[ Properties b

&° More Options b

@) service Plugins ¥

48} Group By b

User Guide | 111



Y Fiteassist

Tree View
Right click on a folder, scroll down to Send/Share and click GroupShare™.

Show Multiple Selection | | # uPLoAD ~ | | B NEW |
Sortby: Mame« Type | Date = Size view: (=55 R &
=
B |
(77 - Fax

[ - INBOUND EMAIL
[ ] Family Photos
- [] FileReceive

& B [ ——

{8 My Dciiants ® Preview

[ My Music [¥] Download Folder
[ My Photos

-D My Videas % Upload to Folder »

- [7] Miscellaneous
B[] Office Projects
. [ Vacation 2014 Eg New Foider ¥, FileReceive
| ) Dallas Business Journal.pdi

s« Send/Share + | BB FileShare

T % Group Share
| J- Digital Artistic Expression 2 & cony
- [} FA-Opus-350C3 reportpd [ Movo [ Picture Link
... [, Feadbodk_report.pdf

ij Delete

Chart/Bar View
Click the Folder Options menu, scroll down to Send/Share and click GroupShare™.

| MY DOCUMENTS

* Fofids Markesing Communicinion
=2 G In Fausr FolderOpions | | | uPLoaD | = | | g new
Viewby: B2 Count View: i Li
06,2074 11:07 PM . Chek hene 10 re-incex 8050unt aata. o
Pie Graph Files View i a B Dowrload Fiker
View your lles insice a ChartGraph View, click to pen the list of flles. Marketng Gl
o/ Shern v | @ Fieshae
%, FlcRaoeve
B Com -
:
oo || T romnes o (B ommmm )
M Fctwe Lk

#F o Cprions v
ooy . |

=Ny \Videos (4335 NE)

—Ract Files {0 bytes]

iy Phoks (4653 1B ———

T My Dok (231 318

Ny Muisie 777 WE)

User Guide | 112



Y Fiteassist

From the Share tab.
1. Open the Share tab and click Create GroupShare™.

m}/’FﬂeASSiSf ) E Charlie (=] SIGNOUT HELP

10156 M8 of 2 GB Used == Rafrash

SHARE

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link ,i Create FileReceive Link F‘ Create Picture Link
& Share files with anyone by emailing a simple [ | Receive files from anyene by emailing a W Create links to share pictures in your
lin == simple link. == account.
Send Local Files [ Send Fax , Create GroupShare
Upload a file and send a FilaShara™ link in = | Fax files from your account to any fax Creata groups and share foldars with other
justone step. machine in the world users

., Esend
L Instantly send files to another user.

2. Click the Search Folder icon circled in red below to select a folder to GroupShare™.

GroupShare™ Settings

Folder Location: @ Create a FileShare link

| SelectPermission | v | | 8 AddUser/Group

Select User/Group Select Permission &

No shared users found.

Remove Selected Usor/Group

[| MNotify the user by email when adding them to the share '3 Stop Share

ﬁ Folder Sharing Report Close
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3. Select a folder from the list in the window that appears and click OK.

Select Folder

Select your folders:

4 [ Username
b [ - Fax
i+ [ - INBOUND EMAIL
[+ [] Family Photos
i+ [7] FileReceive

4 |77 Marketing Communication
K S pocmens )
[ [2] User Guides
b [ My Music
&[] My Photos
B[] My Videos

O .\ | A,

[55 New Folder

4. Click the Contacts icon circled in red below to select user(s) to send a GroupShare™.

GroupShare™ Settings

Folder Location: @ Create a FileShare link

L7

Select User/Group Select Permission @

' Select Permission A, Add User/Grou
- R (B

No shared users found.

Remove Selected Usor/Group

[| MNotify the user by email when adding them to the share o Stop Share

m Folder Sharing Report Close
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5. Check the empty box next to all user(s) you wish to add to the GroupShare™ list,
then click Add Selected Users & Close.

Search Users

Search plel
O User Name < First Name Last Name Email Address
@ & KMPROJECTS ASH
|3 = RFELLOWS RUSSELL
|:| ; YPAGLIARELLO YONCA

Below are the selected users:

KMPROJECTS;

Add Selected Users & Close Cancel

6. Select a permission level for the user(s).

Full Access — User has full access to GroupShare; FileShare and GroupSharing not allowed.
Create and Update — User only has create and update privileges; deletion is restricted.
Read Only — User may only view files.

Master Access — User has equal access to folder as owner; FileShare and GroupSharing allowed.

GroupShare™ Settings
Folder Location: [&) Create a FileShare link
|
Select User/Group Select Permission @
KMPROJEGTS: | Select Permission | < [ &, Add User/Group ]
............. : | (Full Access
No shared users found. Create and Update

Read Only
Master Access

|Select Permission

Remove Selected User/Group

] Motify the user by email when adding them to the share =3 Stop Share

illj Folder Sharing Report Close

7. Click Add User/Group to send the GroupShare™, then click Close.
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c. GroupShare™ Access Permissions

When creating a GroupShare the folder owner may denote varying levels of access to more efficiently
guide the company’s workflow or the user’s needs while simultaneously protecting their data.
There are six levels of permission which are explained in detail below.

Folder Properties for "My Documents’

General = File Tracking | Email Options = Sharing = File Lifecycle = Activity History Log

Select User/Group Select Permission @

Select Permission = &, Add User/Group

= [JFull Access
No shared users found. Create and Update
Read Only

Master Access
Preview Only

Remove Selected User/Group

[¥¥] MNeotify the user by email when adding them to the share L5 Stop Share

m Folder Contents Report m

Full Access — Allows users to view, create, update and delete files in the shared folder. This provides
general access and usability of the folder, though it prevents the folder itself from being shared and the
recipient is unable to modify the folder settings.

Create and Update — Allows users to view, create and update or edit files in the shared folder.
The recipient is unable to download files (modifications are done through the Zoho Editor).

Read Only — Allows users to view files in the shared folder and download the files. Users are unable
to upload, edit, or modify the folder or its contents.

Master Access — Grants the users access equivalent to the folder owner’s; able to share the folder
themselves and modify the folder settings.

Preview Only — Prevents users from downloading any type of the file, though they are able to view
them using the FileAssist previewer.

Upload Only — Only allows users to upload the files. They are unable to preview, download, or edit them.
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(vii) Esend

Esend

Esend
Instantly send files to anothar user,

The Esend option is a highly secure data transfer between FileAssist user accounts. No data is
transferred over the Internet, but rather behind our firewall. All that’s required is the selection of
files and the recipient’s FileAssist username. The selected files are copied to the recipient’s Inbox
and an email notification lets them know that new files have arrived. Esend delivery is instant and
supports any file size (as long it does not exceed the recipient’s maximum storage available.

NOTE: Files may only be transferred to accounts of the same type, e.g. personal paid to personal paid.

a. Sending Files with Esend

Esend allows a user to directly send files from one account to another account without requiring any
downloading or uploading.

NOTE: You can only Esend files to another account of the same type; personal to personal.

Let’s Get Started!
1. Login to your account, click Share and select Esend.

m}/ FﬂeAssist = _E Charlism_wzl SIGNOUT HELP !

Share and Receive Files
Click a button below to get started.

Send and Recelve

Create FileShare™ Link 4 Create FileReceive Link r‘ Create Picture Link

Shara files with anyone by emailing a simple | Rocsive fiies from anyone by amailing a S8, Create links to share pictures in your

link. simple link. . account.

Send Local Files |_L Send Fax Create GroupShare

Upload a file and send a FileShare™ link in -@-l Fax files from your account to any fax Greate groups and share folders with other
justone step. machine in the world users.

Esend
Instantly send files to another user.

User Guide | 117



Y Fiteassist

2. A popup window will appear. Click Browse Files in the top right hand corner.

Add Files that you would like to Esend

Name » | Path

Remove Selected Clear List

Select Recipient(s)
Enter user names separated by commas, or search contacts.
Add a personal message for reciplent(s) Esend file(s) instantly deliver fo the recipient’s inbox. In-addition,

Add a message for recipient{s)

W recipients receive an email notification of Esend activity.

3. Select the files you would like to send to another account.

Select Files

Select your files :

4 [ Username
0 & -Fax
[ [ - INBOUND EMAIL
) [ Family Photos
(1 [ FileReceive
[ [] Marketing Communication
[ [ Miscellaneous
(| [7] Office Projects
(][] Vacation 2014
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4. Type in or use the contacts button to select the recipient(s) and add a personal message
for the recipients if you want.

Add Files that you would like to Esend (M B Rl

|—Da.il.as Business Journal pof \Username\

Remove Selected Clear List

Select Recipient(s)

[Enter user names separated by commas, or search contacts D

Add a personal message for recipient(s) Esend fila(s) instantly deliver to the recipient’s inbox. In addition,

Add a message for recipient(s)

i recipients receive an emall notification of Esend activity.

5. Once you hit send you will receive a confirmation message. You can send additional files
or you can close the window.

Esend Confirmation

Delivery Confirmed
Esend recipients will receive an email notification regarding the files sent.

Esend Additional Files Close
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(i) FileShare Links

a. Active FileShare Link Log

Your FileAssist account gives you the ability to share an almost endless number of files. That's a lot to
keep up with! Luckily, we thought of that and provided a FileShare History Log that neatly sorts all
your active FileShare Links. In addition, the log allows you to edit, view, generate and check link history

all from a single screen.

You may also be interested in more information on:

« Creating FileShare Links

- FileShare Link Distribution Methods
- Advanced FileShare Link Features

 Modifying a FileShare Link
- File History Log

View and Manage Active FileShare Links
The FileShare log organizes all active FileShare Links and allows you to Edit, View, Generate

and Check Link History all from a single screen. To access the log:

1. From the main screen of the User Interface click the Share tab.

2. Click FileShare Links under the Manage section.

Y Fiteassist

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link

Share files with anyone by emailing a simple
link.

Send Local Files

Upload a file and send a FileShare™ link in

just one step.

. Esend
Instantly send files to another user.

Manage

FileShare™ Links

== Manage your FileShare™ Links.

- FaxLog
= | View all sent/received faxes from one screen

[«

6

fe

Create FileReceive Link
Receive files from anyone by emailing a
simple fink.

Send Fax
Fax files from your account to any fax
machine in the world.

FileReceive Links
Manage your FileReceive links

Folder Access Keys

Manage secure Folder Access Keys that
aliow fila uploads into a designated folder via
automated programs using API.

rl Create Picture Link
ies Create links to share pictures in your
account.

Create GroupShare

Create groups and share folders with other

users.

| View Picture Links
SR, View picture links 1o share pictures in your

account.

"Q EchoSign Documents

Manage documents sent for EchoSign
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Toolbar and Field Descriptions in the Active FileShare Log

m}/ FlleAssist _ E Charlie .T\ SIGNOUT HELP .

1015.6 M8 of 2.GB Used = Ratrash

Active FileShare™ Links

Manage Your Links
Link Type:  (e) FileShare™ () FileReceive Link Enter file / folder name to filter ‘ 2 @
& Deleto Selected || g Create New FileShare™ || [§) Lock | (§ Unlock
— Locki View Link File
() Shared Folder To Unlock Links Generator History  CTo%edDate ¥ Expires Days Left
[[] ¢ RR11B129.PDF user@email.com £ P & (] Jul 10, 2014 Jul 20, 2014 10
|:] 2 \WiyDocumentsh user@email.com o el & [ Jul 10, 2014 Aug 09, 2014 30
[[] ¢ WyPhotos\Headshots\ GENERALLINK £ o] & [ Jul 10, 2014 Aug 09, 2014 30
[ ¢ ‘MyDocuments\UserGuides — GENERALLINK o el & (] Jul 08, 2014 Aug 27, 2096 29889

Toolbar
Delete Button — Deletes the files selected in the table.

Create New FileShare Button — Gives you the FileShare screen to create a new FileShare Link.
Lock Button — Immediately locks the selected link and prevents access by link recipients.
Unlock Button — Immediately unlocks the selected link and allows access by link recipients.

Fields

Checkboxes — Clicking in a checkbox selects the FileShare Link and all fields associated with it.
The top checkbox acts as a Select All feature and will select all FileShare Link and their associated
fields with just one click.

Link Type — Choose from FileShare Link, FileReceive Link, or filter your results by entering criteria in
the Filter by File/Folder Name.Ex: field.Edit

Shared Folder — Provides the file path to the folder from which the file was shared.
To — Provides a description of link recipients.

View Links — Prompts a FileShare Link screen and displays the associated
recipient(s)/FileShare Link(s).

Link Generator — Gives you the option to send the associated FileShare Link to additional
recipients without going through the FileShare Link process again.

File History — Prompts the File History Log for the associated FileShare Link.
Created Date — Sortable field that displays the date the link is created.

Expires — Sortable field that displays the date the link is set to expire.
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Did you recently create a FileShare Link, then find that you need to change it? No problem! FileShare
Links can be modified if you need to extend an expiration date, send it to additional folks, or even lock
the file from further access. Just follow these simple instructions. You may also be interested in reading

more about:

« Creating FileShare Links
- FileShare Link Distribution Methods

- Advanced FileShare Link Features
« Active FileShare Link Log

Let’s Get Started:

1. From the main screen of the User Interface click the Share tab.

2. Click FileShare Links under the Manage section.

SHARE

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link 4 Create FileReceive Link

Share files with anyone by emailing a simple | Receive files from anyone by emailing a
link. simple fink.

Send Local Files [ SendFax

Upload a file and send a FileShare™ link in =| | Faxfiles from your account to any fax
just one step. maching in the world.

Esend

Instantly send files to another user.

Manage

FileShare™ Links
=

&=y Manage your FileShare™ Links.

FileReceive Links

fv

[ FaxLog

Manage your FileReceive links

Folder Access Keys
=|| View all sentreceived faxes from one screen Manage secure Folder Access Keys that
allow file uploads into a designated folder via
automatad programs using APL

rl Create Picture Link
== Create links ta share pictures in your
account.

Create GroupShare
‘Create groups and share folders with other
users.

r‘ View Picture Links
8 View picture links o share pictures in your
account.

“7%) EchoSign Documents
Manage documents sent for EchoSign
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Toolbar and Field Descriptions in the Active FileShare Log

Toolbar

Active FileShare™ Links

Manage Your Links

5]

Link Type:  (e) FileShare™ () FileReceive Link Enter file / folder name to filter s

v

© Deleto Selected || B Create New Fileshare™ || 5 Lock | (5 Unlack

Link Type — Choose from FileShare Link, FileReceive Link, or filter your results by entering criteria in
the Filter by File/Folder. Ex: Name: field.Edit

Delete Selected Button — Deletes the files selected in the table.

Create New FileShare Button — Gives you the FileShare Link screen to create a new
FileShare Link.

Lock Button — Immediately locks the selected link and prevents access by link recipients.

Unlock Button — Immediately unlocks the selected link and allows access by link recipients.

Enter file / folder name to filter pe :"i-?"-_'

Search/Filter — Use this box to filter or search for links associated with particular files or folders.

Fields
= Shared Folder To
[] & RR11B129.PDF GENERALLINK
= & \WyPhotosh User@email.com

Checkboxes — Clicking in a checkbox selects the FileShare Link and all fields associated with it.
The top checkbox acts as a Select All feature and will select all FileShare Links and their associated
fields with just one click.

Pencil Icon — Clicking on this icon will edit that specific link.
Shared Folder — Provides the file path to the folder from which the file was shared.
To — Provides a description of link recipients.

Lock/Unlock — Clicking on this allows you to lock and unlock the FileShare Link at will.
Locking a FileShare Link will effectively disable it until you unlock it.

View Links — Prompts a FileShare Link screen and displays the associated
recipient(s)/FileShare Link(s).

Link Generator — Gives you the option to send the associated FileShare Link to additional
recipients without going through the FileShare Link process again.
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File History — Prompts the File History Log for the associated FileShare Link.

Created Date ™ Expires Days Left
Jul 10, 2014 Jul 20, 2014 10
Jul 10, 2014 Aug 09, 2014 30

Created Date — Sortable field that displays the date the link is created.
Expires — Sortable field that displays the date the link is set to expire.
Days Left — Sortable field that displays the number of days remaining before the link expires.

Log Activity — Displays a green circle when File History is enabled and displays a red circle
when File History is not enabled.

Email Notification — Displays a Y when an email notification has been sent to the recipient(s),
and an N when an email notification has not been sent to the recipient(s).

Editing an Existing FileShare Link
Click on the Pencil icon of the link you wish to edit. This prompts the FileShare Link screen and

provides you with multiple options for modifying the FileShare Link. Select the changes you wish
to make to the link and then click the Save button. An explanation of each tab, appears below.

General Tab
The General tab provides you with the option to add/remove files and/or folders that are being shared.

FileAssist FileShare™

General | Access & Permissions | User View Settings = Advanced Options

Add files and folders that you wouid like 1o share [ And Eliss fEoldsrs

L RRIIB129 PDF - Fax\INCOMING\201407 104

Remove Selected Clear List

m View Links
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Access & Permissions Tab

With the Access & Permissions tab, you have the options to edit the View, enable or disable password
protection on the link and modify link expiration dates. You may also limit the number of file downloads per
recipient, disable downloads of files by selecting View Online Only, change the way the link notification
displays your information, or enable tracking features.

FileAssist FileShare™

General = Access & Permissions | User View Settings | Advanced Options

[/] Change or Clear Password @ Link Expiration @

' Do not extend = |

Link Created: Jul 10 2014 03:03 PM Link Expiration:Jul 20 2014 03:03 PM

Permissions
|®) Allow File Downloads Limit Drownloads to: Unlimited

() View Online Only
Do notdisplay: || My Name [ | My Email Address | | Comments
[ | Amways allow guests to add comments to your file

Tracking &)
[ | Emall me when the files are downloaded

|| Record each file downloaded in the File History Log

e IO

User View Settings Tab
This tab allows you to change the default view and language of the FileShare Link.

FileAssist FileShare™

General | Access & Permissions | User View Settings | Advanced Options

Folder View
Show This View __Icon View % | Thumbnails, Slideshow, Online Viewar, Straaming Madia
Language

English = | @ Tosuggest a language transiation click here

m View Links Close

User Guide | 125



Y Fiteassist

Advanced Options Tab

This tab allows you to designate a cover page to display a message, require verification from the recipient,
or require a signature. It also allows you to apply a return URL. If enabled, the Sign Out button will take
the recipient to the designated URL.

FileAssist FileShare™

General || Access & Permissions | User View Settings || Advanced Options

Cover Page
["] Cover Page Title @

Enter the title of your cover page
[| Cover Page Message @

Enter a message for your cover page

I:I Checkbox Approval I:I Verification Text @

|| Graphical Signature

Add a Return button @

|| Display a custom Return URL

[| Remember My Choices @

¥ Create Link [z] Send with Outlook

IMPORTANT INFORMATION ABOUT FILESHARE LINKS

= The Send Link feature does not send a notification email to the creator of the FileShare Link. If you
wish to receive and view the FileShare Link notification that your recipients will see, you must include
your email address with the other recipient email addresses where prompted.

« |f your email server doesn’t use SSL to send emails, you may want to use either the Send Link or
Password Protect feature. Send Link uses FileAssist built-in, secure email system. Password protect
allows link access via 128-hit SSL encryption.
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(ii) FileReceive Links

a. Active FileReceive Links Log

It so easy for friends, family and associates to share files of any size using FileReceive Links, you'll
probably find yourself using it a lot! But that’s a lot of links to keep up with! Good thing we thought of that
and created the Active FileReceive Link Log. With the ability to View, Manage and Edit FileReceive
Links, the Active FileReceive Link Log just might become your BFF! Here you'll find instructions to use
the log and you might also be interested in more information on:

« Creating FileReceive Links

= Sharing Files with FileReceive Links

= Accessing FileReceive Folders and Files
= Advanced FileReceive Folder and Link Features

» Modifying FileReceive Links

- FileReceive Link Distribution Options

View and Manage Active FileReceive Links

The FileReceive Link tab organizes all active FileReceive Links and allows you to Edit, View,
Generate and Check Link History all from a single screen. To access the log:

Y Fiteassist

From the main screen of the User Interface click the Share tab and then click Create FileReceive Link.

Toolbar and Field Descriptions in the Active FileReceive Log

SHARE

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link

I$hare files with anyone by emailing a simple
linic.

Send Local Files

Upload a file and send a FileShare™ link in

just one step.

Esend
Instantly send files to another user.

Manage

FileShare™ Links

== Manage your FileShare™ Links.

__I-] Fax Log

=|| View all sentireceived faxes from one screen

[*

)

e

Create FileReceive Link
Receive files from anyone by emailing a
simple fink.

Send Fax
Fax files from your account to any fax
machine in the world.

FileReceive Links
Manage your FileReceive links

Folder Access Keys

Manage secure Folder Access Keys that
allow fila uploads into a designated folder via
automatad programs using APL

Create Picture Link
Create links to share pictures in your
account.

Create GroupShare

Create groups and share folders with other

users.

| View Picture Links
==

. View picture links 1o share pictures in your

account.

“7%) EchoSign Documents

Manage documents sent for EchoSign
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Toolbar

Link Type — Choose from FileShare Link, FileReceive Link, or filter your results by entering criteria in
the Filter by File/Folder Name: field.

Delete Button — Deletes the files selected in the table.

Create New FileReceive Button — Gives you the screen to create a new FileReceive Link.
Lock Button — Immediately locks the selected link and prevents access by link recipients.
Unlock Button — Immediately unlocks the selected link and allows access by link recipients.

Fields

Checkboxes — Clicking in a checkbox selects the FileReceive Link and all fields associated with it.
The top checkbox acts as a Select All feature and will select all FileReceive Links and their associated
fields with just one click.

Edit — Allows you to edit the associated FileReceive Link.
Shared Folder — Provides the file path to the folder from which the file was shared.
To — Provides a description of link recipients.

View Links — Prompts a FileReceive Link screen and displays the associated
recipient(s)/FileReceive Link(s).

Link Generator — Gives you the option to send the associated FileReceive Link to additional recipients
without going through the FileReceive Link process again.

File History — Prompts the FileReceive History Log for the associated FileReceive Link.
Created Date — Sortable field that displays the date the link is created.

Expires — Sortable field that isplays the date the link is set to expire.

Days Left — Sortable field that displays the number of days remaining before the link expires.

Log Activity — Displays a Y when File History is enabled and displays a N when File History
is not enabled.

Email Notification — Displays a Y when an email notification has been sent to the recipient(s),
and an N when an email notification has not been sent to the recipient(s).
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b. Modifying FileReceive Links

Did you recently create a FileReceive Link, then find that you need to change it? No problem!
FileReceive Links can be modified if you need to extend an expiration date, send it to additional
recipients, or even lock the file from further access. Just follow these simple instructions. You may
also be interested in reading more about:

« Creating FileReceive Links
= Sharing Files with FileReceive Links
« Accessing FileReceive Folders and Files

 Advanced FileReceive Folder and Link Features

« Active FileReceive Link Log
- FileReceive Link Distribtion Options

Let’s Get Started:

From the main screen of the User Interface click the Share tab, then click the FileReceive
Links button under the Manage section.

mj’FﬂeAssist , Charlie [~| SIGNOUT HELP

1015.6 M8 of 2 GB Used = Asfrash

SHARE

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link ,.{ Create FileReceive Link Create Picture Link
Share files with anyone by emailing a simple Receive files from anyone by emailing a e Create links to share pictures in your
link. simple link. — o account.
Send Local Files ‘77!7 Send Fax Create GroupShare
Upload a file and send a FileShare™ link in 1@" Fax files from your account 1o any fax ‘Create groups and share folders with other
just one step. machine in the world. 3.
, Esend
Instantly send files to another user.
Manage
FileShare™ Links 4 FileReceive Links View Picture Links
Ye==) Manage your FileShare™ Links. L‘___I’ Manage your FileReceive links F-._f_, View piciure links io share piciures in your
account.
" L FaxLog Folder Access Keys “7%) EchoSign Documents
= ‘ View all sentireceived laxes irom one screen Manage secure Folder Access Keys that Manage documents sent for EchoSign

allow file uploads into a designated foider via
automated programs using API.
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OR

From the FileReceive Link screen, click the Manage FileReceive Links button
to access the Active FileReceive Links Log.

FileReceive Folders and Link

Highlight link to send you large files by copying and pasting this link:

General Link

:hnps:f!pﬂvate.ﬁlesanMere.conuKMPROJECTSfDmpboxfdh.aspx?v:BdScascsﬁbe @ ? |

[ @ Manage FileReceive Links ] @@ Create New FlleReceive Link

1. Select the FileReceive Link you wish to modify by clicking the Edit button (Pencil icon).

Active FileReceive Links
Manage Your Links

Link Type:  (7) FileShare™ (s FileReceive Link Enter file / folder name to filter ‘ L

@ Delete Selected || %, Create New FileReceive Link | (5 Lock | (& Unlock

CLockl  View Link  File

Shared Folder To Created Date ™ Expires Days Left

o Unlock Links Generator History

] [#) \WarketingCommun.. GENERALLINK £ P f [ Jul 10, 2014 Jul 11, 2014 1
\__\ & \FamilyPhotos\ User@email.com of el &P [] Jul 10, 2014 Jul 11, 2014 1
O |z \Wacation 20144 GENERALLINK oo PR 4 [ Jul 10, 2014 Jul 11, 2014 1
o |z \MyDocumentst GENERALLINK £ L @ [ Jui 10, 2014 Jul 11, 2014 1
D d \MyPhotos\Headshots GENERALLINK of 0o & (] Jul 10, 2014 Jul 11, 2014 1

2. A window will appear giving you options for editing the FileReceive Link.

3. Make sure to click the Save button after making your changes.
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Options for Editing FileReceive Links by Tab

General Tab
Choose a Drop Folder Field — Displays the designated FileReceive Folder.
Create a Subfolder for Each Recipient Checkbox — To enable, click the checkbox. \When enabled,

dedicated folders will be created for each file sender. Or disable to let senders place files into your
FileReceive Folder.

Display This Label Field — Allows you to create instructions for file sender’s to name dedicated folders
when the Create a Subfolder for Each Recipient is enabled. The default label is Please Enter Your
Name but may be changed as you feel appropriate (the second screen shot shows the content designated
in the Display This Label Field).

FileReceive Folders and Link

General = Access & Permissions = Advanced Options
Choose a FileReceive folder

e
[ Create a subfolder for each recipient & Need a custom form? @

Subfolder Label @&

m View Links | Close

Access & Permissions Tab

Change or Clear Password Checkbox — Allows you to enable or disable a password associated
with the link you are editing.

Link Expiration Drop-Down Menu — Allows you to extend or shorten an expiration date on the link
you are editing.

Permission Section
When enabled, new files uploaded to the FileReceive Folder will overwrite older files of the same
name. If you need to retain versions of different files, then do not enable the overwrite function.

When enabled, allow users to upload entire folders, allows them to do just that through
our bulk java uploader.

When the Do Not Display options are enabled, the information is removed from the
FileReceive Send by field of your recipient’s FileReceive Link notification email.

Tracking Section

Enable the Keep File History Log of Each File Upload to keep a history of files uploaded
via FileReceive Link.

Enable the Send Email on Each File Upload to receive an email notification when files
are uploaded to your FileReceive Folder.
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FileReceive Folders and Link

General | Access & Permissions = Advanced Options

[] Change or Clear Password @ Link Expiration &)

Do Not Extend = |

Link Created: 7/10/2014 4:30:39 PM Link Expires:7/11/2014 4:30:39 PM

Permissions
[ | Allow new uploads to overwrite files with the same name @

[ Allow users to upload entire folders @
Do Not Display:

[ ] My Name[ | My Email Address

Tracking @)
[_| Record each file uploaded in the File History Log

[_| Emall me when files are uploaded

m View Links

Advanced Options

Select Language Section

The default selection allows FileReceive Link recipients to view windows in their language selection.
You may also choose to enable a different language from the drop-down menu.

Return Button Section

The Display a custom Return button allows you to create a custom button and designate
a return URL. When FileReceive Link recipients click the button, they are automatically
directed to the URL you designate.

FileReceive Folders and Link

General = Access & Permissions =~ Advanced Options

Language
() Use recipient's default language settings ﬁ

() Language
' English v | @ Toinclude your language click here

Return Button &)

I:I Display a custom return button

Button Label Button Url

m View Links Close
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f ,)/ FileAssist Log cur

FileReceive Owner: Chariie Smith W

é File Drop Successful!
| Success! 1 le(s) were uploaded.

2014 FileAssist

IMPORTANT INFORMATION ABOUT THE FILERECEIVE SERVICE

« Receive files of any size (up to the maximum free space on your account), allow email notifications
to tell you when a file is dropped and access received files instantly.

« There is no limit on the number of files that may be uploaded via FileReceive Link and each file
that is shared or uploaded can be of any size, up to the full storage size of your account.

= Only designated email contacts that you specify can send you files.

= SSL 128-hit encryption during the transfer for complete security.
« Files sent to you are already organized into the folder structure you have setup for storage.

« Guest senders are not required to sign up. The FileReceive Service is free for the guest sender
and included in your FileAssist plan at no extra charge.

User Guide | 133



(ili) View and Edit Picture Links

To view and edit existing picture links click on the Share tab and then click View Picture Links

in the bottom right corner, as seen in the picture below.

¢ »/ FileAssist

Y Fiteassist

H Charlle ~| SIGNOUT HELP

10158 M8 of 2 GB Used = Rafresh

SHARE

Share and Receive Files

Click a button below to get started.

Send and Receive

Create FileShare™ Link

“s':ru fikes with anyone by emailing a simpie

Send Local Files

Upioad a fle and send & FilaShara™ link in
just one step.

. Esend
L Instantly sand files 10 another user,

Manage

FileShare™ Links
@a8 Manage your FileShare™ Links,

Fax Log

==
L View all sent/received faxes from one screen

Create FileReceive Link
Racaive files rom anyans by emailing
simple link

[«

I, SendFax
[51| Fax files from your account to any fax
maching in the world

FileReceive Links
Manage your FlieRecaive links

=

@ Folder Access Keys

Manag o Foider Access Keys that

allow Hls upioads inio & designated foider via
automaled programs using AP

Create Picture
& Croas finksio sharo pictures in your
account.

@ Create GroupShare
Greate groups and share folders with other
users.

View Picture Links
View picture links 0 share pictures in your
account.

-~

EchoSign Documents
Manage documents sent for EchaSign

This will open a new window with a list of the different picture links created, their thumbnails,
links for sharing and of course a Create New Picture Link button at the top of the window.

Pictura Link
‘ Create New Picture Link |
‘ [, View Pieturs Link |

Five latest active picture links
Date | Thumbnail ‘ LinksiTags
Jul 10, 2014 X Link: 'ROJECTS/FS/M.aspx? ‘aadfad
HTML:  |<img id="myMediaLink" name="myMediaLink" sro=" OJECTS
[F8/M.aspx?v=Ba70a2cf3995b7aadfad" />
Picture Type: JPG Views: 0 ' Delete Try Link
Jul 10, 2014 - Link: ROJECTS/FS/M.aspx?
HTML:  |<img id="myMediaLink" name="myMediaLink" sro=' QJECTS
- iy /FSIM.aspx?v=8a6fa0b88c9fofadaBaa” />
¥ Picture Type: JPG Views: 0 pelete Try Link
Jul 10, 2014 Link: ROJECTS/FSIM.aspx? 066
HTML: | <imgia="myMediaLink" name="myMediaLink" src=" CJECTS
{FS/M.aspx?v=Babe66bca199a2ba7 066" />
Picture Type: JPG Views: 0 Delete |~ Try Link
Jul 10, 2014 Link: MPROJECTS/FS/M.aspx?
HTML: | <img id="myMediaLink" name="myMediaLink" sro=' QJECTS
[FS/M.aspx?v=Babdalc398349eaabbbe" />
Picture Type: JPG Views: 0 Delete | Try Link
Jul 10, 2014 ,V, - Link: s:fprivate filesany M/KMPROJECTS/FS/M.aspx?v=
 HmMe [<imaid="myMediaLink" name="myMediaLink" sro=" QJECTS
b IFSIM.aspx?v=BaBcafciBcsfaaaatbse” /> .
Picture Type: JPG Views: 0 pelete | Try Link -
1238 » Page 1 0f 3 (11 items)

Click Try Link to view the image and Delete to remove the image. The links are available to share
the image or embed it in HTML.
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(v) Folder Access Keys

Folder Access Keys are useful for companies that use automated programs to upload data, like files or
reports to a FileAssist account. These folders to not require a username or password because they are
assigned a special key. This allows the automated program to reach out to this destination folder with the
key and upload the files without requiring manual username and password entry. For example, employees
may upload weekly reports directly into a FileAssist user account (specific folder) without needing or ever
being prompted for a username and password.

To set up a Folder Access Key follow these instructions.
1. Click the Share tab.

2. Then click the Folder Access Keys button.

Share and Receive Files
Click a button below to get started.

Send and Receive

Create FileShare™ Link i Create FileReceive Link Create Picture Link
Share files with anyone by emailing a simple Recsive files from anyons by emailing a S Create links fo share pictures in your
link. simple link. . account.
Send Local Files ', Send Fax Create GroupShare
Upload a file and send a FileShare™ link in Fax files from your account fo any fax Creale groups and share folders with other
just one step. maching in the world users.
Esend
Instantly send files 1o another user,
Manage
FileShare™ Links & FileReceive Links View Picture Links
&= Manage your FileShare™ Links. led Manage your FileRecsive links %=, View picture links 1o share pictures in your
account.

', FaxLog Folder Access Keys “7%) EchoSign Documents
View all sentreceived faxes from one screen Manage secure Folder Access Keys that Manage documents sent for EchoSign
allow file uploads into a designated folder via
automated programs using APL

3. Then click Create New Folder Access Key, select the folder and click Generate Key. This screen
will display the folders that have Folder Access Keys, who they are Shared By, whether they are Locked
or Unlocked and when they were created. Users can filter searchers and also delete old or unused
Access Keys from this screen.

Active Folder Access Keys

Manage Your Keys

i A ] o]
@ Delete Selected || [7 Create New Folder Access Key | Lock | (& Unlock Enter folder name to filter i E
_| Folder Path Shared By Access Key Lok Created
Unlock
(] & \FileRecsivelFolder Accass Keys\ Username VR1EEXBALR13FWVIDVZVYNVCSDNEBS2A4274 o Jul 10,21
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V. eForms

i. eForms Tab Overview

eForms is a form building module that comes standard with every FileAssist personal online
file storage account , as well as work accounts. From surveys and forms, to questionnaires
and quizzes, design your forms, send them to anyone, collect and manage responses and
analyze the information.

ii. Creating a New Form

Let’s Get Started:
1. Login to your account and click the eForms tab.

This will take you to the eForm Dashboard, where you can Create, Share,
or View eForms on your account.

m}/ FilaAssict N E Charlie 1_T_| SIGNOUT  HELP :

1015.6 M8 af 2 GB Used = Rafresh

B I I

Getting started with eForms is easy...

Create Your eForm
Use the eForm builder to create the perfect form.

Share Your Form
Use a simple link and invite others to complete your form.

View Form Reports
Manage your data with detailed summaries.

eForm Dashboard [} CREATE A NEW FORM |
Create new or view active eForms.

Sortby: Date~| Name |

= Team Building Sign Up Form =
-_.ﬁ | e |l
= 1| FormFieki |0 Submissions | 0 Uploaded Flles | Created May 24 2013 = L‘f. @. ok ) &

== \Veekly Report
0 Form Fields | 0 Submissions | 0 Uploaded Files | Created May 24 2013

=—| Soccer Team Signup
: 1 Farm Field | 0 Submissions | 0 Uploaded Files | Created Apr 30 2013

== Satisfaction Survey

7 Form Fieids | 4 Submissions | @ Uploaded Files | Created Apr 30 2013

User Guide | 137



Y Fiteassist

2. To edit any preexisting forms click on the Gear icon in between the Pencil and Trashcan icons
(left arrow) or click the Paper and Pencil icon (right arrow).

eForm Dashboard CREATE A NEW FORM |
Create new or view active eForms. '

== Team Building Sign Up Form ¢ ® T | (@] (=] | | (e (]
1 Form Fiekd | 0 Submissions \uumaayzlzm |8 |[2] .| L .Eh‘ *
orm Fro| 1ES

3. Click the Create a New Form button to begin.

m E Charlle [~| SIGNOUT HELP
j’ Fi’eASSiSt .u bytes of 2 GB Used = Refresh

eForm &

eForm Dashboard

Create new or view active eForms.

Sortby: Datew Name

ﬁ Customer Survey
1 Form Fisld | 0 Submissions | 0 Uploaded Files | Created Jul 14 2014

4. Step One Has Two Required Fields: Form Name and Description. Once these forms are filled out,
click next to continue (red box), or Save & Go to Dashboard (black box) to save your progress.

. . Charlie (~| SIGNOUT HELP
¢ ,// FileAssist ;7E ——————

eForm Builder

Step 1 of 4: Create Your Form

* Required Fields

* Form Name: @

Customer Survey

* Description @&

Collect data from customers

“StatWith: @ ) Prebuilt Form | Select One =)

(®) Blank Form
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5. If you have already created a form that you want to use as a template for another eForm, click the
Prebuilt Form button and select the desired form from the drop-down menu.

- startwith: @  (* Prebuilt Form [ Select One !J

() BlankForm | SelectOne
Satisfaction SUNBF

Soccer Team Signup
Weekly Report
Team Building Sign Up Form

6. Below is Step Two of the eForm Creation: There Won't be Any Fields Because
the eForm is Completely Customizable and Guided by Your Needs.

eForm Builder - Customer Survey

It will only take 4 simple steps for you to create and use your new form.

Step 2 of 4. Build your Form

EﬂBI:J(‘

Standard Fields

Customer Survey
Coliect data from customers @ Single Line Text #] Dropdown

& gggh ym.nr;ifurm by selecting from the fields on the right. Click on the field to add and then edit  x {1] Paragraph Text Section Header
properties.
(0} Multiple Choice Checkboxes

=/ Page Break [=] Number

() Extensible List [ saction Break

7. On the right hand side of the screen there are two types of fields you can choose from:
Standard Fields and Advanced fields. Click on any of the fields to input them into your eForm.
Remember, each of these different fields, Standard and Advanced, are both fully customizable.

Once you've picked a few of the fields and customized their contents, click on the Popup Preview
(red box) button to view the eForm as its recipients will see it.

eForm Builder - Customer Surve:
It will only take 4 simple steps for you to create and use your new form.

Step 2 of 4: Build your Form

4 Back |
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8. Your form will appear in another tab in your browser that you may close after viewing the
previewed eForm.

d }L FiIEA ssist FileAssist

Customer Survey

Collect data from customers,
* Required

Are you happy with the service?: *
Select from below.

) Yes
() No

m Cancel

9. If after viewing the preview you are dissatisfied with one of the fields, move your cursor over the
field and select edit. If you want to change the order of the fields, left click and hold on the
sidebar arrows (red box) on the left hand side and drag the form above or below any others.

eForm Builder - Customer Survey

It will only take 4 simple steps for you to create and use your new form.

Step 2 of 4: Build your Form

4 Back Nextl
Standard Fields
Customer Survey
Collect data from customers [TT] Single Line Text 2] Dropdown
mduplhm S Paragraph Text Section Header
Are you happy with the service?: *

Salect from below.

& () Multiple Ghoice Checkboxes
i Yos =
No [ Page Break 22| Number
) Extensible List || Section Break
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10. Once you are satisfied with your eForm, continue on to step three to Add a Theme. There are
six different themes to choose from. Once you've made a selection, click Popup Preview to see

how it looks. If you aren’t satisfied, choose another theme and preview it until you find a theme that
suits your eForm.

”}/' F”eAssist E Charlie (-] SIGNOUT HELP

1015.6 MBS of 2 GB Usad = Refresh

eForm Builder - Customer Survey

Step 2 of 4. Add a Theme

4 Back

Themes
Comp_my Info
‘ 7 FileAssist wwwwebsile.com
Form Title Defauit Light Gray
Describe your form herel
]

submit RET
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11. Click view my form to verify the eForm works as you envisioned. Then, using the options
on the left hand side, make changes to any of the eForm Settings (black) and Send eForm (blue)
or click Save & Go to Dashboard (red) to save the form for later use. To learn more about the
eForm settings, click here.

eForm Builder - Customer Survey

Step 4 of 4: Share Your Form

| 4 Back |

"| eForm Links
Share your form with a fink.

Send eForm

Email your eForm to the following recipients:

| Send eForm l Enter recipient email adresses here ‘ J
Send your form by email. g
[¥] Save to Cantacs List Select 'Sent From' address: @) L=l
@ eForm Link History Send a message with your invitation. (optional)

‘ ‘You've been invited to eForms ]

= Notifications

when your form are accesed Enter 2 message.
[E=| Header
[ || View or change the header
displayed.
@ Security .
g Enable security and permission | send |

settings.

@ Forms & Folders
Associate a folder with your form.

@i‘ Enhancements
1 Add a cover page or retum URL.

You've finished creating an eForm, but don't fret if you find something you want to change down the
road. You can always go back and edit a completed form. To learn more about the settings click here.
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iii. eForm Settings

Once you've created an eForm you can customize all of the settings to best suit your needs.

For more information about creating an eForm, click here.

To Change Any of the Settings, Click on Any of The Tabs on The Left Side of The Page.

Each of the tabs on the left will change the information displayed on the right. Having selected Send
eForm, the right portion of the page now displays additional information and customizable settings.

eForm Settings

r

“| eForm Links
Share your form with a fink.

Send eForm
Sand your form by email.

@ eForm Link History

=) Motitications
when your form are accesed

—1| Header
[ || view or changs the header
— displayed.

Security
= Enable sacurity and permission
settings.

@ Forms & Folders
?’I Enhancements
1 Add a cover page or retumn URL.

Associate a folder with your form.

The eForm Links tab presents you with a URL to distribute via email and instant messaging programs

Send eForm

Email your eForm te the follewing recipients:

Enter recipient emall adresses here ‘ ‘

[¥] Save 1o Contacts List Select ‘Sent From' address: @)/ =

Send a message with your invitation. {optional)

‘You've been invited to eForms

Enter a message.

and HTML code to embed the link in a webpage.

eForm Settings

L@y Share your form with a fink.

|| eForm Links ]

Send eForm
Send your form by email.

@ eForm Link History

Notifications
“ qg when your form are accesed

== Header
DD View or change the header
displayed.

Security
et Enable sacurity and parmission
A sattings.

E?ﬂ Forms & Folders
Associate a folder with your form.

it Enhancements
Add a cover page or return URL.

eForm Links
Copy and paste the code snippet that best suits your needs.

Use this URL for email and Instant message:

| https:private.filesanywhere.com/KMPROJECTS/Forms/Viewform.aspx Formkey=t | @ | 5|

Use this HTML to embed in webpages:

| <a>htipsirprivate. ilesanywhere. com/KMPROJECTS/Forms/Viewform.aspx?Formka | @ | |
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Click the Send eForm tab to select your recipients, add/change the subject line and
body of the email.

eForm Settings
= Send eForm
eForm Links
Share your form with a fink.
Email your eForm to the following recipients:
Send eForm ‘ Enter recipient email adresses here | |
Send your form by email.
@ Save to Contacts List Select ‘Sent From' address: ﬁ = |
@ eForm Link History Send a message with your invitation. (optional)
i ‘ ‘You've been invited to eForms
=] Notifications ¢
when your form are accesed Enter a message.
== Header
DD View or change the header
displayad. y
% Securl
= Enable security and permission
= settings. | Send

@ Forms & Folders

Associate a folder with your form.

Eﬁ‘ Enhancements
& Addacover page or returmn UAL.

The eForm Link History displays when the eForm link was sent and to whom.

eForm Settings
eForm History

| L‘\ eForm Links History of the eForm links
Share your form with a fink.

& Delete Selected

@ Send eForm
‘Send your form by email,
[ @ eForm Link History ]

(=) Notifications
when your form are accesed

= Header
Eh_[ View or change the header
displayed.

Mo Record found.

T Security
= Enable security and permission
settings.

@ Forms & Folders
Associate a folder with your form.

it Enhancements
Add a cover page or return URL.
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The Notifications tab allows you to (A) be notified when the eForm is submitted, (B) be notified when
the eForm is accessed and (C) include a PDF attachment with the notification email.

You are also able to enter an additional recipient to receive the email notifications.

eForm Settings
= Notifications
| | eForm Links Recelve notifications when your links are accessed.
@&y Share your form with a link.
Send aForm (A | Notity me when my eForm is submitied.) (B [ Notifly me when my eForm is accessed. )

Send your form by email,

@ eForm Link History
=) Notifications
when your form are accesad
View or change the headar
— displayed.

= Security
=] Enable security and permission

settings.

[_@ Forms & Folders

Assaciate a folder with your form,

((C [ inclue POF attachment with email )

| Enter additienal email recipient for notification | |

Header

?ﬁi Enhancements

Add a cover page or return URL.

The Header tab allows you to alter the presentation of the eForm. You can (A) upload an image as shown
below, (B) add your name or company’s name, (C) add a URL link (e. g. to company’s website), (D) and
you may also write a brief description of the eForm.

eForm Settings
Header

‘ L'| eForm Links View or change the header information/graphics displayed on your eForm.
\@zy Share your form with & fink.

Send eForm

Send your form by email. { }’ . - Maximum Size
/ FHEASSISf W: 400pX H: 50px
D) erorm ik stry Uploa  Haader mnge or Logo: ©

Notifications

when your form are accesed
l Company or Name B ' ' Add a URL Link G '

=—1| Header | ‘ | |
], View or change the header
— displayed.
' Include a Deseription D '
= Security
& Enable security and permission | |

settings.

@ Forms & Folders Save Cancel
Associate a folder with your form,

?{7‘3 Enhancements

.| Add a cover page or return URL.
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The Security tab allows you to (A) password protect your eForm, (B) set an expiration date for the
eForm link disabling access after a certain point, (C) require user to input text (such as a name) before
they can fill out the eForm, (D) require user to check the box (e.g. agreeing to terms of service) before
continuing to the eForm, (E) requires a graphical signature before continuing to the eForm. To alter the
GroupShare™ & Permissions click on the tab to right (F).

eForm Settings
= Securi [ GroupShare™ & Permissions F]
“| eForm Links i
Share your form with a fink.
Security )
Beadiakons Protect your eForm with security and permission settings.
Send your form by email.
'Passwurd Protection 0 A . ' Link Expiration 0 B '
'@ eForm Link History ‘ ‘ | mmiddiyyyy

1=} Notifications
[i\é when your form are accesed

'I:I verification Text @ C l (I:\ Checkbox Approval @ D)
== Header
=

! View or change the header ‘ Enter verification checkbox label ‘ | Enter approval checkbox label
displayed. 4

[ Security ] G_I Graphical Signature @ E )
= Enable security and permission

settings. ‘ Enter signature checkbox label ‘

@ Forms & Folders
Associate a folder with your form.
Save Cancel

% Enhancements
@ Add a cover page or return URL.

Through the GroupShare™ & Permissions tab you are able to grant other users varying levels of
access to the eForm. You are also able to notify the users when they are added to the GroupShare™.

eForm Settings

s Security GroupShare™ & Permissions
| eForm Links

Share your form with a link.

Send eForm Select User Select Permission @
& Send your form by email 2 . - :
Enter Username | | Select Permission = | | Add User
@ eForm Link History =
| | Select All Permission Shared On

L=| Notifications
X when your form are accesed

== Header
DL ‘View or change the header
displayed.

Security
i Enabl i d i
L sanmngﬁsmuw i aihana Remove Selected Users from GroupShare™

|z‘i Motify users by email when | add them to the GroupShare™.
@ Forms & Folders

Associate a folder with your form.

?{i Enhancements
@ Add a cover page or return UAL.
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It is also possible to associate the eForm with a folder (red box) and use the form to capture metadata.

To learn more about Metadata click here.

eForm Settings

= Forms and Folders
| | eForm Links Assign your form to an existing folder or create a new one.
gy Share your form with a fink.

. Once you've associated your form with a folder, you can use the form to enter metadata. Simply right
~ click on any file, choose Properties, and then select Edit File Metadata.

Send eForm
&P Send your form by email

| |Select All
eForm Link History

Notifications
when your form are accased

Header
View or change the header
displayed.

Securlty
Enable security and permission
settings.

Associate a folder with your form.

Forms & Folders ]

/@ Enhancements

@] Add a cover page or return URL.
[ Chaose a Folder %5 Clear Selection

Finally, the Cover Page allows you to (A) display a page title, (B) enter a description and (C) enable
and include a return URL so that the recipient of the eForm is automatically redirected to a website of
your choosing upon completion of the form.

eForm Settings
g Cover Page
| eForm Links Easily create a cover page for your eForm.
L Share your form with a ink.
I Al Display Page Title @ '
‘ Send eForm
&9 Send your form by email | Enter cover page title

( B |_| Display Page Description ) @

@ eForm Link History

Enter cover page message
() Notifications
Lé when your form are accesed
4
Header
||| View or change the header
s Return URL
Redirect guests to a webpage you specify when they logout.

E Security
i Enable security and
= —

seftings. (C [ Eneblearewn URL @)
@ Forms & Folders | il

Associate a folder with your form.

?‘i Enhancements Save Cancel
@ Add a cover page or return URL.

User Guide | 147


https://support.file-assist.com/hc/en-us/articles/200743419

Y Fiteassist

V. Tools

i. Tools Tab Overview

The Tools section of the account provides users with a variety of features. This article will provide
an overview of the features and how they can help you use FileAssist.

Let’s Get Started:
1. Click on the Tools tab at the top of the screen.

Charlie [~ SIGNOUT HELP
¢ »/ FileAssist ‘ .i - ;

10156 M3 of 2 GB Used = Aeiresh

Account Tools
Simply click a button to get started.

2. Once you are in the Account Tools section you will see the Contacts, Reports, Services,
Auto Grouping and Technical sections.

The first section, Contacts, contains the Manage Contacts button which will take you to an
address book which maintains groups and saved contacts.

Account Tools
Simply click a button to get started.

Contacts

”a‘ Manage Contacts
diodl  Manage your contacts,

3. The Reports provide you with detailed information regarding the files in the account, what folders
are shared and other information about your account’s data.

Reports

‘Shared Folders Report = Folder Contents Report
Show all yeur shared folders with other users ="| Detailed report of all files in root folder
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The Services Offer Many Powerful Tools to Manage Your Account and Organize It.

Data Restore — Allows users to backup data from a snapshot taken every day at 11:00PM MST
up to thirty days prior.

Convert Docs to PDF — Useful tool for users to convert a .doc file to a .pdf.

Convert Images to PDF — Useful tool for users to convert images to a .pdf.

Upload Backup Estimator — Calculates an estimated upload time for those extra large files.
Manage File Lifecycle — Set file lifecycle rules that will automatically purge files out of a directory.
Index Files — Triggers the system to take a quick inventory of your account.

Virtual Folders — Useful for placing important and frequently accessed files from different locations into
one location; similar to a favorite’s folder.

Service Plugins — Displays the Service Plugins that FileAssist offers all users.

Services

Recover files and folders to previous Conwert any docs filas into PDF document Convert any Image into PDF document
versions

|:‘§ Data Restore gul Convert Docs to PDF @;& Convert Images to PDF

Upload Backup Estimator s Manage File Lifecycle
Estimate fila fransfar times with this handy [_ % Manage lifecycle rules on folders
tool

L Re-Index all files in your account

. Virtual Folders Service Plugins
i OrganizaI and share documents in a whole Add or remove optional Service Plugins
y!

The Auto Grouping tools are different ways for users to sort their files. Each of these options
are a different way to sort the files housed in Virtual Folders. Sorting by Size, Extension, Date,
Tags, or even Type are useful in quickly locating the files you need.

Auto Grouping
‘ Tags r‘j File Types Size
Filter files by tags. [B&P View your files %uupnﬂ by mest popular file 18] View your files group by size interval 110 MB'
types example Picture and Graphic Files'
- Extension By Date: Year By Date: Month
®  View your files group by exact file exiension. View your files grouped by Year. Wiaw your files grouped by Year-Month,
Ex: 'DOC/XLS/XLSX. .

E=k By Date: Day
15,— View your files grouped by Year-Month-Day.

The Technical section offers a Developer API Key signup where you can request an APl key
to start developing.

ﬁ Developer APl Key

,/' APl Dewv.: Signup Here / Update your Info
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ii. Contacts
1. To reach your contact list, Login to your account and click Tools on the top toolbar.
= = Charlie [~ SIGNOUT HELP
Y Fitenssist e

Account Tools
Simply click a button to get started.

2. Click Manage Contacts.

Account Tools
Simply click a button to get started.

Manage Contacts
Manage your contacts,

3. The Contacts & Teams page is where you will add contacts, teams and export your contact lists.

m/, F.’e Ass.st Charlie [~| SIGNOUT HELP
(] Il e e——

1015.6 MBS of 2 GB Used %5 Asfresh
R R = — T
Contacts & Teams . V|
Manage your contacis and teams | & aopcontact | | &) AopTEAM | () MORE "|

[] Sortby: Name~| Emall |

| CONTACTS (3) | TEAMS @) i

o Chris Smith

Chris@email.com | Team: Suppert
a Drew Smith

Drew@emall.com | Team: Devaiopment
o B Laura Smith

R/ Larua@email com |Tenm: HA
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4. Clicking on the Teams tab will display all of the teams you have assigned.

Y Fiteassist

H Charlie (~| SIGNOUT HELP

10156 MBS of 2 GB Used == Refresh

Contacts & Teams

Manage your contacts and teams

[[J Sortby: Name a| Owner

CONTACTS (3) || TEAMS (3)

Development
Staff: 1 people ‘ Owner: SCOTT@TERAPIXEL.CO

HR
Stail: 1 people | Ovner: SCOTT@TERAPIXEL.CO

Support
Staff: 1 people | Owner: SCOTT@TERAPIXEL.CO

2, abocontact | | 2} Ao TEAM

5. Before you can make a team, you need to add your contacts. Click on the Add Contact button to
begin filling out the information. The Contact Name section only requires an email address, but you can
also add their name, other email addresses and even a nickname.

New Contact

| First Name:
Add first name here...
Last Mame:
Add a Photo Add last name here...

Mickname:

Add nickname here...

Alternate Email Addresses:

FileAssist Username:

Add usemame...

Izi Allow sub-accounts to view this contact

Name Home || Work || Team Details

Enter e-mall addresses separated by commas..,

Save & Close |

Middle Name:

| Add middle name...

* Primary Email Address:

| Add email hete...

* required field

Izi Allow sub-accounts to edit this contact

Save & Add Another |  Cancel
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6. Home Details asks for their contact information including their address, phone number
and even a personal website, although this section is all optional.

New Contact

Name | Home | Work | Team || Details

Phone: Mobile:

Add phone number... Add mobile number..
Fax:

Add fax number..
Address:

Enter street...
City: State:

Add city. Add state...
Country: Zip:

Add country... Add ZIP..,
Website:

Add Url...

Save & Close Save & Add Another Cancel

7. Work Details covers basic information about the individual’s job, including their Job Title,
Company name, phone number, address and some other specifics, though it’s all optional
and predominantly used for organization and record keeping.

New Contact

Name | Home || Work | Team | Details

Job Title: Company:

Add Job title... Add company...
Phone: Fax:

Add phone number... Add fax...
Department: Office:

Add department... Add office...
Address:

Enter street...
City: State:

Add city.... Add state
Zip: Country:

Add ZIP... Add country..
Website:

Add Uri...

Save & Close Save & Add Another Cancel

Y Fiteassist
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8. From the Team Settings menu you can add your New Contact to a preexisting
team (e. g. adding new employee to marketing team).

New Contact

Name | Home || Work || Team || Details

Add Contact to a Team

. —Select Team-— w | | Add Team

Team List

Aemove Selected Clear List

Save & Close Save & Add Another Cancel

9. The Team Details tab is a section for you to add notes specific to the person or account.

Add New Team

Team Details ~ Members

Team Name:

Enter & name for your team...
Team Type:

(#) Emall Contacts

Team Sharing:

[¥] Aliow all sub-accounts 1o view this team [¥f] Aliow all sub-accounts to edit this team

Save & Close Cancel
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10. Now that you have your contact created, you can click the Teams tab under the Contacts &
Teams section and Add Team (black arrow) to begin the team building process. This section
displays created teams, number of members, owner of the team and you can click on the Pencil
icon (red arrow) to edit the team.

Contacts & Teams

Manage your contacts and teams &; ADD CONTACT &7, ADD TEAM
[] Sortby: Name| Owner )

CONTACTS (3) TEAMS (3)

" Development

(

ol Staff: 1 people |Owner‘ SCOTT@TERAPIXEL.CO e

= HR )
]
= Staff: 1 people | Owner: SCOTT@TERAPIXEL.CO

Support
Staff: 1 people | Owner: SCOTT@TERAPIXEL.CO

11. Team Details asks for the Team Name, the type (email contacts) and the sharing permissions.

Add New Team

Team Details =~ Members

Team Name:

Enter a naime for your team...

Team Type:
(e Emall Contacts
Team Sharing:

[¥] Allow all sub-accounts to view this team [¥] Allow all sub-accounts to edit this team

Save & Close Cancel
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12. The Members tab is where you add people to the team; you have the option of typing
in their email addresses or searching through the contacts you've already added.

Add New Team

Team Details Members

Team Type: Email Contacts

New emall addresses:

Current Team Members:

Remove Selected User/Group

Team Sharing: Aliow all sub-accounts to view and edit this team

Type new emall addresses, or Search Contacts. Separate multiple et Add to the Team

Cancel

Save & Close

13. Finally, once you've added all the contacts you need, you can export the contacts as

an Excel spreadsheet.

Y Fiteassist

E Charlie (-] SIGNOUT HELP

10156 M3 of 2 GB Usad %5 Refresh

Contacts & Teams
Manage your contacts and teams

(] Sortby: Nama | Email

CONTACTS (3) | TEAMS (3)

Chris Smith
Bl Chris@email.com | Team: Support

Drew Smith

Drew@email.com | Team: Devalspment

Laura Smith
Larua@email.com | Team: HA

&% aoDTEAM | | @) MORE |-

£ mport
Expon
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(i) Import Email Contacts

Instead of manually typing in all of the recipients’” email addresses you can import your contacts list from
your email. You must export your contacts list before you begin this process so that you have the file to
import into your FileAssist account.

1. Login to your account and click Tools.

(ﬂ}/,F”eAss’.st o i Charlie (-] SIGNOUT HELP

10156 M of 2 GB Used == Refrash

Account Tools
Simply click a button to get started.

2. Now click Manage Contacts.

Account Tools
Simply click a button to get started.

Contacts

47| Manage Contacts
Manage your contacts,

3. Then, on the right hand side, click the down arrow on the More button and click Import.

Contacts & Teams

Manage your contacts and teams & ADDCONTACT, | |, 8% ADDTEAM | | () MORE.| >

[ Sortby: Namew| Email B8 expon

4. A window will pop up asking which email you would like to import from.

Import Contacts

Invite friends and colleagues!
Searching your emall contacts is the easiest way to add your contacts and send them files later.

Geazil YaroO!
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5. Gmail, Yahoo!, Windows Live Hotmail and Microsoft Outlook are the only email clients that you
can import. Once you've made your selection upload select the file you want to upload.

Import Contacts

Geadil

File type: Select .csv file:

" Google (.csv) v | | Nofileselscted | ChooseFlle |

Show Delailed Instructions

Upload Cancel

6. Once you've uploaded the file it will display your contacts to review. You can add the selected
contacts to a specific team, update duplicates contacts with the newer information, allow team
users to view the contact and allow team users to edit the contact.

Import Contacts

Select contacts below to import:
We've found [175) contacts from your contact fist,

@ Email FirstName LastName MiddleName NickName

o
o
™

“

[¥] Update duplicates with contacts imported.

[+] Allow team users 1o view this contact [+] Allow team users Io edit this contact

Add contact to a Team

Import Contacts Cancel

7. Click Import Contacts and you're done.
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iii. Reports

(i) Shared Folders Report

Generating a GroupShare™ Report will display all of the information pertinent to the GroupShare™ like
permissions, email addresses, users and more. To create the report click on Tools and then click

Shared Folders Report.

Account Tools
Simply click a button to get started.

Contacts

Manage Contacts
Manage your contacts.

Reports

Shared Folders Report =] Folder Contents Report
Show all your shared folders with other users ,E“ Detailed report of all files in root folder

This will process the request and create an Excel spreadsheet for you to download.

Group Share Report

We're processing your request!

Please wait... preparing to download

Once the file is downloaded and opened it will display (A) The GroupShare™ Folder, (B) User it is
shared to, (C) The user’s name, (D) the user’s email address, (E) user status, (F) permissions to the
folder, and (G) the share date.

- B I C I D | E 3 G [
hare Folder ared To [Name |Email |User Status |Permissions Share Date |
USERNAMEL FADEMO FllesAnywhere Support Active Read Only BI28i2013 3:04:53 PM

N

3 |WSERNAMEL TIMRICE TIMOTHY RICE Active Read Only B/28/2013 3:05:02 PM
4 | WSERNAMEVGraphics/CoolBackup?  imrics TIMOTHY RICE Active Full Access 8/B/2012 4:48:50 PM
5 |WSERNAMEVWallpapers/ timrice TIMOTHY RICE Active Read Only BIB/2012 4:57-27 PM
= USERNAME\Graphicsl ANDREWHARRISO ANDREW HARRISON Active Full Access. 10/20/2013 3:46:42 PM
N
7 | WUSERNAME\Graphice\ BSTRINGER BEN STRINGER Active Full Access. 10/26/2013 3:43:22 PM
8 | WUSERNAME\Graphicel CGIBBS Usernams Active Full Access 10/26/2013 3:43.08 PM
9 |'WUSERNAME WMy Pholos\HDY NDURHAM Wicole Durham Active Creale and Update Di24/2012 3:51:45 PM
10 | WSERNAME \Wallpapers\. NDURHAM Nicole Durharm Active Create and Update 9/24/2012 3:52:23 PM

PRO TIP: If your computer does not have Microsoft Excel you can upload the file to your
account and view it using the Zoho Editor.
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(i) Folder Contents Report

Generating a Folder Contents Report will display all of the information regarding the folders in the account.
To create the report click on Tools and then click Folder Contents Report.

ToOLS W v I—

Account Tools
Simply click a button to get started.

Contacts

Manage Contacts
Manage your contacts.

Reports

Folder Contents Report

Shared Folders Report
Detailed report of all files in reot folder

Show all your shared folders with other users

This will process the request and create an Excel spreadsheet for you to download.

Folder Report

We're processing your request!

Flease wait... preparing to download

=]

Once the file is downloaded and opened it will display (A) The file name, (B) file type, (C) file size,
(D) file size in bytes, (E) upload date and (F) folder pathway.

] i B c I D I E I F
ile Name Size |Size(bytes) | Uploaded on |Path

2 | Attachment_091313021536PM.pdf :‘tﬂ%ﬁle 336.2 KB 344274 8132013 3.15.38 PM WUSERNAME'Attachment_091313021536PM.pd!

3 | IMG_0063.PG JPG File 1802 KB 184481 BM6/2013 5:20:54 PM WUSERNAMEUMG_D0E3 JPG

4 |img-130910153145-0001.pdf POF File 1796 KB 183860 9110/2013 4:35:46 PM \USERNAME\img-130910153145-0001.pef

5 | A-pile-of-money-wallpaper_3084jpg  JPG File 28 KB 29718 A0/30/2013 8:16:02 PM WSERNAME\A-pile-of-money-wallpaper_3084.jpg
6 | FilesAnywhere - User Guide 2014.pdl  POF File 74 MB TT30176 7/8/2014 6:33:02 PM \USERNAME'FilesAnywhere - User Guide 2014 pdf
7 |zpng PNG File 87 MB 9092138 8113/2013 4:03:29 PM WSERNAME'Z.png

8  Thumbs.db DB File. 14.5 KB 14848 10/30/2013 4:15:19 AM WSERNAME\Thumbs.db

9 | IMG_0062.0PG JPG File 1653 KB 169314 16/2013 5:20:54 PM WUSERNAMEUMG_0062 JPG

10 |iPhoneSchedule.pdf PDF File 336.2 KB 344274 8132013 3.16:16 PM WSERNAME'PhoneSchedule.pdl

IMG_DOG1.JPG JPG File 22BE KB 234130 BM6/2013 5:20:55 PM WUSERNAMEUMG_D061 JPG

12 |Anachment_091313103139AM.pdf POF File 1796 KB 183860 91132013 11:31:43 AM \USERNAME\Attachrment_091313103139AM.pdf
IMG_D033.PNG PNG File 780.6 KB 788303 81312013 8.31.50 AM WUSERNAMEUMG_D033 PNG

The Beautiful Savage. mp3 MP3 Fils 27 MB 2850844 81172011 5:43:00 PM WUSERNAMEMy Music\The Beautiful Savage mp3
Quirky.mda MAA File zme 2077287 115 P USERNAME My Music\Quirky.mda

Summer Days (Driving Remix).wav WAV File 23.2MB 24286048 46 PM WUSERNAMEWMy Music\Summer Days (Driving Remix).way
ramothe original.mp3 MP3 File 98 MB 10324668
Rington.aif AJF File 38.1 MB 40858540 2 3.45:42 PM \USERNAME'My Music\Rington.ail
BasicUpload.aac AAC File 968.3 KB 991574 :56 PM \WUSERNAMEMy Music\BasicUpload.aac

Halo mav MOV File 1.4 MB 1451666 81172011 5:43:01 PM U mov

Fireworks.mov MOV File 7.8MB 8216151 81172011 5:43:02 PM WK i ks.mov

bob-rose jpg JPG File 45.3K8 46348 BI2012 12:56:41 P \USERNAME My pamngs\ummg By

E267106E jpg JPG File 24.9KB 25467 Br3/2012 12:59:40 PM WUSERNAME'My Fawmmgs\.EZSi’lDGE jpg
bob-ross-landscape-painting-281- JPG File 959 KB 6240 BI3/2012 12:59.34 PM U: ty pe-painting-281-12.jpg

L N e e e T [ )
g v e e e

2jpa
bob-ross-landscape-painting-281-4.jpg JPG File 112KB 114638 BI3/2012 12:59.35 PM U ty i landscape-painting-281-4.jpg

P
th]

PRO TIP: If your computer does not have Microsoft Excel you can upload the file to your
account and view it online using the Zoho Editor.
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iv. Services

(i) Data Restore

Have you ever thrown something away only to find out later that you actually needed that item?
Traditionally, you would have to rely on a self-made backup, build a time machine and stop yourself,
or simply live without it. Well, not anymore! One of the many cool features with every FileAssist
account is the new data restore option. Each account is automatically backed-up every evening,
going back a total of 30 days. As long as its on FileAssist, your files, are truly anywhere.

a. Restoring Data

We know the sinking feeling you get the instant you realize an important file or folder has been deleted.
That’s why FileAssist offers a way for you to retrieve deleted data and place it safely back into your
account as many as 30 days later. How’s that for peace of mind? Data Restore comes standard with
every FileAssist account and above all, is extremely easy to navigate. Below you'll find instructions on
how to use Data Restore.

Let’s Get Started:
1. Login to your FileAssist account.

2. Click the Tools tab.

Charlie [~] SIGNOUT HELP
¢ »/ FileAssist ._L‘ 5

1015.6 M3 of 2 GB Used = Aelresh

Account Tools
Simply click a button to get started.

3. Under the Services section, click on Data Restore.

Services

', Data Restore [| Convert Docs to PDF %15 ConvertImages to PDF
Recover files and folders to pravious Convert any docs filas into PDF document Convert any Image into PDF documant
varsions

> Upload Backup Estimator Manage File Lifecycle ~- Index Files

Estimata fils transfer timas with this handy Manage lifecycle rules on folders BA:| Re-Index all files in your account
toal

Virtual Folders Service Plugins

&%/ oOrganize and share documents in a whole Add or remove optional Service Plugins

new way!
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4. Select a date to review files and folders backed up the morning of that day. (see below for details
on backup scheduling)

Data Restore @

FileAssist allows you to recover your files and folders | B¢ RESTORE

£ GowFolder  Restore as of Date | 07/09/2014 11:00.... | = |

07/09/2014 11:00 PM

] Sortby: Namea Type | Date |[O7/08/2014 11:00 PM
07/07/2014 11:00 PM
07/06/2014 11:00 PM
07/05/2014 11:00 PM
07/04/2014 11:00 PM
o E - INBOUND EMAIL 7035014 11:00 PM Jul 08 2014 05:12 PM
07/02/2014 11:00 PM
07/01/2014 11:00 PM
) 06/30/2014 11:00 PM
o E Family Photos  ggma/014 11:00 PM Jul 08 2014 05:16 PM
B 08/28/2014 11:00 PM
08/27/2014 11:00 PM
N 06/26/2014 11:00 PM
o E Marketing CommUrgg 55014 11:00 PM Jul 08 2014 02:53 PM
- 08/24/2014 11:00 PM
08/23/2014 11:00 PM
" 06/22/2014 11:00 PM
o E Miscellaneous 06/21/2014 11:00 PM Jul 08 2014 05:17 PM
08/20/2014 11:00 PM

Rl LA AR SLEL

o E Office Projects Jul 08 2014 05:17 PM

o E Vacation 2014 Jul 08 2014 05:17 PM

o 5 Dallas Business Journal.pdf Jul 08 2014 05:18 PM 9.3 MB
L e i

o | | Digital Artistic Expressio... Jul 08 2014 05:18 PM 293 MB

o -!ul FA-Opus-3 SOC-3 report.pdf Jul 08 2014 05:19 PM 9.3MB

5. Select the files or folders that you wish to restore and then click the Restore button.

NOTE: You may choose a single file or folder, or multiple files and folders, to restore at any given time.
Folders containing multiple versions of a file will display each version and allow you to choose the version
you wish to restore. Depending upon the amount of information you have chosen to retrieve, this action
may take a few moments to complete.

“E GotwFolder  Restore as of Date | 07/00/201411:00.... | =

[] Sortby: Namea| Type Date | Size

o E - INBOUND EMAIL Jul 08 2014 05:12 P

(] & 7 Family Photos Jul 08 2014 05:16 PM =

6. Click the My Documents button to return to your folder tree.

IMPORTANT INFORMATION ABOUT DATA RESTORE
« Data is backed up with a snapshot every morning at 11:00PM MST.

« If you create files or folders after 11:00PM MST, then delete it before 11:00PM MST the next day,
there is no method to recover those files or folders.

» Backed up data is stored for 30 days. After 30 days, the data will be permanently deleted
and not recoverable.
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(i) Convert Docs and Images to PDF

FileAssist allows users to convert any image or document to PDF. This is very helpful for documents that
are required to be in PDF format or for faxing. It is usually best to convert an image to PDF before faxing,
depending on the original size of the image.

First, go to Tools. There you will have the option to select Gonvert Docs to PDF or Gonvert Images
to PDF, as seen below.

Services
"% Data Restore =, - Convert Docs to PDF @7—‘; Convert Images to PDF
= Racover files and folders to previous Convert any docs files into PDF document ng Convert any Image into PDF document
versions
& _ Upload Backup Estimator Manage File Lifecycle |1/ IndexFiles
p = g A ‘ -
ﬁ'j Estf'male file transfer times with this handy [/ Manage lifecycle rules on folders ;E&, Re-Index all files in your account
1ool
. Virtual Folders Service Plugins
sy Organize and share documents in a whole Add or remove optional Service Plugins

new way!

Once you have selected which method you wish to use, you can follow the steps below to
create the PDF.

1. Browse your FileAssist account to find the document you wish to convert to PDF. Make sure you
have already uploaded it to your account.

2. You have the option to select where the converted document goes. Default is the root folder.

3. Click Create PDF and you're done.

Convert Docs to PDF

Selected files to convert:

Remove Selected Clear List

Choose your destination folder:
{ -B

("] Always use this foider @

G Note: PDF file having the same name will be overwrittan. I
¥ g ; ikl 3 BT | cancel
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NOTE: When converting images to PDF, you have the option to select what display size you'd like it to be.

Convert Image to PDF

PDF document title:@

SCOTT@TERAPIXEL.CO

Select Display Size: Auto Size L= Auto-Size:1 image per row

|y Add Files/Folders

Path Size

Mo File found.

Remove Selected Clear List [ Include All Subfolders

Choose your destination folder:

\WSCOTT@TERAPIXEL.COY [ 7]

(] Aways use this folder @

L Note: PDF file having the same name will be overwritten. Create PDF Cancel

(ilf) Upload Backup Estimator

How fast is your Internet connection? It's important to know generally what speeds your connection is
achieving for the purposes of uploads and downloads. You can estimate your connection to see your true
speed in megabits per second and measure actual performance for free. Just use one of these sites and
make sure to select Dallas, Texas as the test location.

= http://www.speakeasy.net/speedtest

« http://www.speedtest.net

Interpreting the Results

Look at the measurement: Upload Speed. This is how much data in MEGABYTES that can be uploaded
using your connection each second.

« Typical upload speed for high-speed DSL or Cable Modem: 300—-3000 kbps, or 38-375 KILOBYTES
per sec. (1 MB file in 3 to 30 sec)

« Typical upload speed for a full office T1: 1200 kbps, or 150 KILOBYTES per sec.
(1 MB file in 6 to 10 sec)

« Typical upload speed for high speed Fiber (Fi0S): 2 Mbps—30 Mbps, or 244-3662 KILOBYTES per sec.
(1 MB file in 1/4 to 4 sec)

« Dial-up modem and satellite speeds depend on the connection type. You can expect a 1 MB upload to
take a few minutes.
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Let FileAssist Do the Math

You can also access free speed tests and then use the results to calculate upload/download
times from the Tools tab at the top of the screen.

Charlie (=] SIGNOUT HELP
(’Q/ FileAssist E%

1015.6 M8 of 2 GB Used == Aefrash

Account Tools
Simply click a button to get started.

Just click on the Upload Backup Estimator button and use the tools provided, including a calculator,
standard rates transfer tables and data size and transfer speed equivalents.

Services
"', Data Restore - Convert Docs to PDF | Convert Images to PDF
Racover files and folders to previous Convart any docs files into PDF document Conwert any Image into PDF documant
varsions
»  Upload Backup Estimator Manage File Lifecycle ndex Files
Estimata fila transfer times with this handy Manage lifacycle rulas on folders Re-Index all filas in your account
tool

., Virtual Folders Service Plugins
= Organizal and share documents in a whole Add or remove optional Service Plugins
Lyl

(iv) Manage File Lifecycle

Need a way to do a little spring cleaning inside your FileAssist account? No problem! With this feature,
you can automate the task of deleting older files and folders. With File Lifecycle feature, you can

set rules regarding the expiration and automatic deletion of files and subfolders by designating a retention
time period.

Let’s Get Started:
After logging into your FileAssist account you may access File Lifecycle in one of two ways:

1. Right click the folder for which you wish to define a File Lifecycle, highlight Properties and then
click Advanced Properties.

| Show Multiple Selection |

Sortby: Name | Type | Date = Size

EW=] Username
B [ - Fax

[ - INBOUND EMAIL | [E] Download Folder
(] Family Photos

B [] FileReceive

[ Marketing Commuri¢

® Preview

% Upload to Folder  »

o} Send/Share 3
] Miscellaneous
[ Offce Projects | @ New Foider
B [ Vacation 2014
5 copr

[ Dallas Business Jour
[ Digital Artistic Expre: Bl Move
- [ L FA-Opus-350C-3 re

Delet
[ feedback._report.pdf m »
[@ Refresh Folder
[ Properties v | B Rename
4* More Options , | ® FileHistory Log

@) service Pugins  » 4 _Advanced Properies

Edit Folder Metadata

) Group By >
| B Folder Access Key
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When the Folder properties screen appears, click the File Lifecycle tab.

Folder Properties
General | File Tracking | Email Options | Sharing | File Lifecycle | Activity History Log
File Life le Manag File Lifecycle Rules allow you to expire content in folders, by
files and using a Retention Time Period.

i Content deleted by a Lifecycle Rule is permanently purged from the account , so x
~ please use caution when setting up these rules!

Add Lifecycle Rule @ Delete

Rule Name ¥ Status Period Date  Folder Path File Mask Folder !

Keep Er

& First Rule ENABLED 99 days

il Folder Contents Report m Close

OR

2. You may click the Tools tab located at the top, when the Account Tools screen appears, select the
Manage File Lifecycle button.

ﬂleileAssist Charlie [~] SIGNOUT HELP

10156 M3 of 2 GB Used

Account Tools
Simply click a button to get started.

Services
% I Convert Docs to PDF Convert Images to PDF

' Data Restore ‘—‘l o
= Recover files and folders to previous 1AL Convert any docs files info PDF document “A. Convert any Image into PDF document

versions

&= Upload Backup Estimator B Manage File Lifecycle ‘
Esuimale file transfer times with this handy "% Manage lifecycle rules on folders [ Re-indexall files in your account
tool
Virtual Folders Service Plugins

Organize and share documents in a whole Add or remove optional Service Plugins
new way!

3. The File Lifecycle Management screen will appear. From here you can set rules to allow content
to be deleted depending on the criteria you select. If this is the first time to assign a File Lifecycle,
you must begin by adding a rule. Options are discussed on the following page.

Add Lifecycle Rule & Delete

Rule Name ¥ Status Period Date Folder Path File Mask Folder Option

| & First Rule ENABLED 99 days Keep Empty Folders
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Adding a Rule
To add a rule, click the Add button adjust the settings below and then click save.

CAUTION: Files and folders governed by File Lifecycle rules will be permanently deleted.

Add New Lifecycle Rule

Lifecycle Rule Name:
| Folder Rule 2
Folder Location :
(7]
[ | Delete Empty Subfolders
Folder View
File Names to Include: @)
7 Bays ﬁ | ex: .doc, name.doc
Additional Recipients:
Enter recipient email addresses |
[¥] Enable This Aule [¥f] Email report to the folder owner
. Important: All matching files within the selected folder and in subfelders will be deleted.
Please be extra careful when adding any lifecycle rule, since the rules
PERMANENTLY DELETE FILES AND FOLDERS !!
i you have any questions about these Settings,
please call: 1-(888)-661-6565 for Technical Support. Close

- Lifecycle Rule Name — You can name the rule something easy to remember.
« Folder Location — This is the folder path that will be affected by this rule.

Delete Empty Subfolders — If you want to keep empty subfolders, leave this unchecked.
« Folder View — This is how long you want to keep the files/subfolders in question.

« File Names to Include — Just like in a search box, put in the criteria you wish to include in the purge.
For instance, if you wanted to erase all document files that are left in the folder after a week, then you'd
do a search for *.doc (All matching files within the selected folder and in subfolders will be deleted.)

- Additional Recipients — If you'd like to send the notification emails to other addresses, this is where
you would add them and separate them with a comma (,).

« Enable This Rule — Leave this checked if you want the rule enabled. Otherwise, you can disable the
rule by un-checking this option.

« Email Report — This will send an email notification of the purged files/folders to the email address
on file associated with the account.
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(v) Index Files

If you are uploading large files (> 2 GB) or a vast amount of smaller files via bulk upload and your account’s
used space hasn't adjusted after the upload, there are two ways to manually assess your used space.

Refresh

Login to your account and in the top right hand corner click the Refresh button. This will force your
account to reassess the used storage and reflect the correct used space.

. . Charlie [~| SIGNOUT HELP
¢ »/ FileAssist E, : .

10156 M8 of 2 GB Used

Reindex

Reindexing your account is another way to force the account to take an inventory of all your data.
Click Tools and navigate to the services section.

¢ »/ FileAssist &

] =
Charlie [~| SIGNOUT HELP

1015.6 M8 of 2 GB Used == Aefrash

Account Tools
Simply click a button to get started.

Once you are here click the Index Files button to begin the process.

Services

% Data Restore . I Convert Docs to PDF - Convert Images to PDF

Q Racover files and folders to pravious Convert any docs files into PDF document Convert any Image into PDF document
versions

@  Upload Backup Estimator Manage File Lifecycle 7_7_L| Index Files

Est‘imma file transfer times with this handy Manage fifecycle rules on folders _ﬂ-, Re-Index all files in your account
toal
Virtual Folders Service Plugins

Organize and share documents in a whole Add o remove optional Service Plugins
new way!

A small window will pop up showing the progress and when it is finished it will display the image below.

Indexing

Indexing completed successfully.

| Close |

Now your account is indexed and up-to-date!
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(vi) Virtual Folders

Organize your files in unlimited ways without changing your current folder structure or the files
themselves. To create a virtual folder follow the provided steps.

1. Click Tools.

Charlie [~ SIGNOUT HELP
(‘» FileAssist H%

1015.6 M8 of 2 GB Used == Aefrash

Account Tools
Simply click a button to get started.

2. Then select Virtual Folders.

Services
= Data Restore - Convert Docs to PDF - Convert Images to PDF
Recover files and folders to previous Convert any docs files into PDF document Convert any Image into PDF documant
varsions
Upload Backup Estimator Fw Manage File Lifecycle Index Files.
& Manage lifecycle rules on folders | Re-Index all files in your account

Estimate file fransfer times with this handy
tool

Virtual Folders Service Plugins
Organize and share documents in a whole Add or remove optional Service Plugins
new way!

3. Select My Views.

Virual Foider 3

Virtual Folders

Organize and share documents in a whole new way!

Organize your files in unlimited ways withoul changing your current folder structure or the files themselves. Shared Views:
| e Ty Ome S Fee
» Create Custom Folders @ ] Serce Agreement Templates
[ e g
Use Virtual Foiders to create cusiom folders with as many different leveis as you wish.
[0 g o
[7 U R —————
« Share Specific Documents 0w |
T
If you want to share only specific documents with another user, create a Virtual Folder to share. F
My Views

« View Specific Documents
Use Virtual Folders to creale foiders of frequently used files for quick and simple access

Choose a filter to create your Virtual Folder:

ﬁ My Views
Create a custom filter for your Virtual Folder.
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4, Click New Virtual Folder.

Virtual Folder 5 My Views &

E NEW VIRTUAL FOLDER

[] Sortby: Namea| Type Dale | Size View:

This Virtual Folder is empty
Click the New Virtual Folder button above to create a new FileView inside the Virtual Folder.

5. Name your folder and pick the associating folder.

Create Virtual Folder

Virtual Folder Name

| User Data

Assaciate a Folder:

6. Now click Add Link to add any number of files from all locations in the account to this one
location—Tlike shortcuts on a desktop.

Virual Folder 3 My Views : UserData 3

Folder Options |~ | | g NEWVIRTUAL FOLDER | | &5 ADD LINK

() Sorthy: Namea Type | Date | Size View: = -

This folder is empty.
Click the New folder button above to create a folder inside this FileView.
You may also click on Add Link to link files or folders inside this FileView.

You can use Virtual Folders to:

Create Custom Folders — Use Virtual Folders to create custom folders with as many different
levels as you wish.

Share Specific Documents — If you want to share only specific documents with another user,
create a Virtual Folder to share.

View Specific Documents — Easily organize and access frequently accessed files without
affecting folder structures.
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(vii) Service Plugins

FileAssist includes Service Plugins that allow you to edit and view your documents, pictures and other
types of data online. These plugins save you the hassle of downloading the files, viewing and editing the
file and then uploading it again while worrying about different versions.

a. FileAssist Fax Service (Optional)

Send and receive faxes directly from your FileAssist account. The files must be uploaded to the account
before you are able to send them. For more information on sending and receiving faxes please click the
links. Make sure you enable sending and receiving.

FileAssist Fax Service

Send and receive faxes through the cloud. Fax any file, receive faxes to your dedicated number,
or view faxes online.

Your fax number Is: (214) 00D-0000 Settings

[¥] sendFax [¥] Receive Faxes Disable

b. Zoho Editor

You can make changes to your documents on the fly. This editor allows you to make changes to your
Excel spreadsheets, Word documents and PowerPoint presentations online, so you don’t have to download
the document and then upload the updated version.

Zoho Editor for Spreadsheets, Documents, Slideshows

Edit Excel sheets, Word docs or view PowerPoint presentations, directly from your account,
without downloading. Files open in Zoho, a trusted third-party web application. Make and save

Work - Online  +.2nges to any XLS or DOC file, entirely online.

(] Spreadsheet and Document Editor Disable

c. Aviary Photo Editor

Quickly and easily edit your pictures online with this plugin. You can quickly touch up pictures
without needing to download the file, using your own picture editor and uploading the changed
image. You can make all of your changes online using our free editor.

Aviary Photo Editor

Edit Photos or Images directly from your account (JPG, JPEG, JPE, JFIF, GIF, PNG, BMF, DIB).
Popular effects enhance your pictures, like resize, rotate, contrast, red-eye removal, text notes
and more. Changes are saved directly back to your account.

This plugin uses a non-SSL connection, so direct edits are not encrypted.

[¥| Photo and Image Editar Disable
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d. Blogger Posting

Post blog entries with pictures, documents, or any other files you want to share through your blog.
Though you can quickly make a post and include some of your hosted data, you'll still need to log
into your blogging admin console to make any changes to the blog after the entry has been posted.

— Blogger.com Posting
@ Blogger Post a new Blogger.com blog entry, with files shared from your FileAssist account.

[¥] Photo and Image Editor Disable

e. AutoCad Viewer

This viewer allows you to view .dwf files so that you can look over Autodesk files inside the browser
instead of downloading and opening it within Autodesk itself.

AutoDesk Engineering Drawing Viewer

AudeSk._ View AutoCad engineering drawings (dwf files} directly from your account, without any
Freewh E‘El download. Drawings open in Autodesk Freewheel inside your web browser.

This plugin uses a non-SSL connection, so direct edits are not encrypled.

[¥] AutoCad Drawing Viewer Disable

f. WordPress Posting

Post WordPress entries with movies, images, or any compatible file from your account directly from
the FileAssist account. To make any changes, you will need to login to your WordPress account.

WordPress.com Posting

§V WornPress . —
Post a new WordPress.com blog entry, with files shared from your FileAssist account.

[¥] WordPress Posting Disable

g. Twitter Backup

Backup your tweets to a specific folder in your FileAssist account. To backup all of your tweets just
login to your Twitter account when prompted and it will save every future tweet to your account.

Backup your Tweets!

Mmr’ Login using your Twitter account, click 'Allow’, and we will save your tweets to your FileAssist
account,

This plugin uses a non-SSL connection.

|| Twitter Backup Disable
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v. Auto Grouping

Temporarily sort and arrange all of your data based on different set parameters to get a quick, clear
and concise view. You can separate everything by Metadata, file types, file age and a few other settings
as well. Remember, Auto Grouping is temporary and will not permanently change your account’s folder
structure. To begin, click Tools in the top toolbar.

Charlie (=] SIGNOUT HELP
(’Q/ FileAssist E%

1015.6 M8 of 2 GB Used == Aefrash

Account Tools
Simply click a button to get started.

Auto Grouping is located just below the Services on the Tools page. Let’s cover them starting at
the top left moving right.

Auto Grouping
Tags File Types Size
Filter files by tags. WView your files %ﬂupad by most popular file View your files group by size interval 10 MB'.
- types example Picture and Graphic Files'
Extension Date: r By Date: Month
View your files group by exact file extension. View your files grouped by Year. View your files grouped by Year-Month
Ex: 'DOC/XLS/XLEX...." - -

By Date: Day
View your files grouped by Year-Month-Day.

(i) Tags

Tags allow you to see all of your data organized based on which files and folders are tagged. The folders
represent separate tags and contain the tagged data with everything else that shares that tag.
- _E NEW TAE_ |
Sortby: Name «| Type | Dale | Size View: 20 )

Images (0) Jul 10 2014 06:48 PM

Training Guides (0) Jul 10 2014 06:48 PM

"5/ Work Documents © Jul 10 2014 06:48 PM

User Guide | 172


https://support.file-assist.com/hc/en-us/articles/200743419

Y Fiteassist

(ii) File Types

Grouping your data by file types will separate the data into folders that contain data of the same type,
like a folder of Microsoft Office documents or video files. If you don’t remember where you put that extra
precious document or picture, sorting your account’s data like this can save a lot of time digging through
every file and folder.

Sortby: Name | Type Date | Size View:

Search done using index data dated July 10,2014 06:35 PM . Click here to re-index account data.

7 Audio (5) Jul 10 2014 06:35 PM

/ Microsoft Office Documents (11) Jul 10 2014 06:35 PM

7/ Not Defined (3) Jul 10 2014 06:35 PM
7 Others (1) Jul 10 2014 06:35 PM
E Pictures and Graphics (305) Jul 10 2014 06:35 PM
/ Portable Documents (25) Jul 10 2014 06:35 PM
= Video (13) Jul 10 2014 06:35 PM

(i) Size

Sorting your data by size will sort and group all files by intervals of 10 MB.

Sortby: Name | Type | Date | Size View: s

Search done using index data dated July 10,2014 06:35 PM . Click here to re-index account data.

% 0-10(MB) (343) dul 10 2014 06:35 PM

5 10-20 (MB) (7) Jul 10 2014 08:35 PM

Jul 10 2014 06:35 PM

Jul 10 2014 06:35 PM

Jul 10 2014 06:35 PM

5/ 50 - 60 (MB) (1) Jul 10 2014 06:35 PM
5/ 60-70(MB) (1) Jul 10 2014 08:35 PM
180 - 190 (MB) (1) Jul 10 2014 08:35 PM
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(iv) Extension

Sorting by extension will separate all the files and place them in a folder labeled as the extension. Unlike
file type, this is more specific and separates everything based on the extension; for example, a 2003 Word
document (.doc) would be in a separate folder from a 2013 Word (.docx) file.

Sortby: Name | Type Date Size View: =i=)

Search done using index data dated July 10,2014 06:35 PM . Click here to re-index account data.

[y .aac {1) Jul 10 2014 06:35 PM

Jul 10 2014 06:35 PM

5 .doc (1) Jul 10 2014 06:35 PM

E‘ .docx (4) Jul 10 2014 06:35 PM

Jul 10 2014 06:35 PM

o pg(263) Jul 10 2014 06:35 PM

E‘ key (1) Jul 10 2014 06:35 PM

Jul 10 2014 06:35 PM

/=] .mov (6) Jul 10 2014 06:35 PM

Jul 10 2014 06:35 PM

5 .mp4 (7) Jul 10 2014 06:35 PM

(v) By Date: Year

Sorting by year separates all of the data into folders determined by the year they were uploaded.

Sortby: Name=| Type Dale | Size view: B EE 45

Search done using index data dated July 10,2014 06:35 PM . Click here to re-index account data.

B 2014 (363 Jul 10 2014 06:35 P
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(vi) By Date: Month

Sorting by month separates all of the data into folders determined by the month they were uploaded.

Sortby: Name a Type Date | Size View:

Search done using index data dated July 10,2014 06:35 PM . Click here to re-index account data.

Jul 2014 (363) Jul 10 2014 08:35 PM

(vii) By Date: Day

Sorting by day separates all of the data into folders determined by the day they were uploaded.

Sortby: Namea Type Date Size View:

Search done using index data dated July 10,2014 08:35 PM . Click here to re-index account data.

Jul 10 2014 06:35 PM

5 Jui 09 2014 (19) Jul 10 2014 06:35 PM

5 Jul 08 2014 (338) Jul 10 2014 06:35 PM
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VI. History

i. History Tab Overview

The Choose Activity drop-down menu provides three ways to review past account actions in specific
folders (as selected on the far right) with the option of including subfolders. These three selections are
File History/Link Tracking, Checkin/Checkout History and Currently Checked Out Files. Further,
users may search for a specific file in the folder or even select a filter.

The results in the bottom display the user that performed the action, the action itself, date of the action,
the File Name, the File Size, the File Path and finally email on the far right side.

Look over the graphical overview and it’s corresponding descriptions below.

( ) i i Charlie [~
/FJIGASSISI‘ a— _ﬂ SI_GN OUT HELP

1.2GB of 2 GB Used = Refresh

HISTORY
File History Log
Choose a log and folder to view from the dropdown menus. £ 00 BACK
Egpldar:
[A Choose Activity: | File History/Link Tracking = ]Z\ Inciude All Subfolders [ B [ 7} ] ]
C B2 Export | @ Delete [ D [Saarmfmaﬂlebynams
Show Default | (Select a Filter E
1 [E) Updated By Action Date ¥ File Name File Size File Path
[] P GENERALLINK Upload Jul 102014 11:49 AM  Pricing Guide Summer 2014.pdf 3.6 MB
[] P usemamre Undo Checkout  Jul 102014 11:45AM  Dallas Business Journal pdf
(] P Usemame Checkin Jul 102014 11:44 AM  Pricing Guide Summer 2014.pdf 3.6 MB
]~ Usemame Move Jul 102014 11:43AM  FileReceive
O P Username Checkout Jul 10 2014 10:25AM  Dallas Business Journal pdf 93MB
: \:I P Usemame Undo Checkout  Jul 102014 10:25AM  Dalias Business Journal pdf
] P Usemame Checkout Jul 102014 10:22 AM  Dallas Business Journal.pdf 93MB

A: Sort displayed data by File History/Link Tracking, Checkin/Checkout History and
Currently Checked Out Files.

B: Selected folder’s contents to be displayed.

C: Export generates a Version history report to be viewed in either HTML or as a downloadable
Excel document.

D: Search for a file by name.

E: Click the plus icon in the box to pull up a list of filters as shown in the image below.
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| © Dolato | Search for a file by name el ‘.

Show Default m.m;a

[ ] Approved n Date ¥ Filo Name Filo Size Filo Path
[ ] Cheekout

[ ] Cony
[_] Delete Checkout  Jul 10 2014 11:45AM  Dallas Business Jourmal pdf

hd Jul 10 2014 11:49AM  Pricing Guide Summer 2014.pdf 3.6 MB

D Undo Checkout Jin Jul 10 2014 11:44 AM  Pricing Guide Summer 2014.pdf 3.8 MB
[) GroupShare Add Jul 10 2014 11:43AM  FileReceive
[] GroupShare Delete

D GroupShare Updats
D ol i Checkout  Jul 10 2014 10:25AM  Dallas Business Journal pdf

O0O0Oooon
k- J00 -l o - T )

Jrout Jul 102014 10:25AM  Dallas Business Journal pdf 8.3 MB

OO0

D Move Juout Jui 10 2014 10:22 AM  Dallas Business Journal pdf 93 MB
|| Mew Folder
[ ] Previewed
[_] Read

[ ] Rename
() upoas

|| Downlcad

ii. File History Log

A snapshot of your file history is just a click away with the File History Log. See when files are checked
out, checked in, updated, as well as their location, size and the folder path. That’s a lot of information,
brought together and displayed in one centralized location for your convenience!

Accessing the File History Log

The File History Log is accessible in two ways. You may either click the History tab at the top
of the screen.

. . Charlie (~| SIGNOUT HELP
¢ »/ FileAssist . E—

1.2GB ol 2 GB Usad = Refresh

HISTORY

File History Log

Choose a log and folder to view from the dropdown menus. | _‘3' GO BACK |
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Select the folder for which you'd like to view the history log, right click and then select
Properties and then File History Log.

| Show Multiple Selection |

Sortby: Namea Type Date Size

g & Username
[ - Fax
- [ - INBOUND EMAIL
- [] Family Photos
- [7] FileReceive

- G R

[7] Miscelaneous
[ Vacation 2014

£}

-B

[ )L Digital Artistic Expressic
| AL FA-Opus-3 SOC-3 repor
| L feedback_report.pdf

[] Marketing Communication

PEe

A

B % &e 8@

Download

Upload a New Version

Send / Share

Copy

Move
Delete
Properties

More Options

Service Plugins

File History Log Screen

3

Renama

@©

Fils History Log ]

g Edit File Matadata

Advanced Properties

File History Log

Choose a log and folder to view from the dropdown menus.

iz

Choose Activity: | File History/Link Tracking
(B Export | © potetn
Show Default | Select a Filter
] Updated By Action
] P GENERALLINK Upload
'[J £ usename Undo Checkout
; (] £ Username Checkin
] P Username Mave
[ £ uUsername Checkout
[ £ Username Undo Checkout
[J £ usemame Checkout

(] Include All Subfolders

Date ¥ File Name

Jul 10 2014 11:49 AM  Pricing Guide Summer 2014.pdf

Jul 10 2014 11:45 AM  Dallas Business Journal.pdf

Jul 102014 11:44 AM  Pricing Guide Summer 2014.pdf

Jul 10 2014 1143 AM  FlleReceive

Jul 10 2014 10:25 AM  Dallas Business Journal pdf

Jul 10 2014 10:25AM  Dallas Business Journal.pdf

Jul 10 2014 10:22 AM  Dallas Business Journal padf

| @ GOBACK

Folder:

Search for a file by name

File Size File Path

3.6 MB

38 MB

93 MB

93MB
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Screen Fields
Path — Displays the selected folder’s path.

Browse Button — Clicking the browse button prompts the folder tree allowing you to select a new folder
for which to view the history log.

File History Lo

Choase a log and folde to view from the dropdown menus. G0 BACK

Folder:

Choose Activity: | File History/Link Tracking ¥ | [¥] Include All Sublolders

Include All Subfolders — Default setting is enable. You may disable by clicking in the checkbox.
Disabling hides the subfolders and allows you to view the history log for just the selected folder.

Export Button — Allows you to view or download the File History Login an Excel spread sheet or text file.

Delete Selected — Deletes the selected file from the version history. NOTE: This does not delete the file
itself from the folder, just the version that is being logged for historical purposes.

Drop-down Menu — The first drop-down menu allows you to choose what type of history log you
would like to view. Choices include Checkin/Checkout History, File History/Link Tracking and
Currently Checked Out Files.

Enter file name to filter — Filter your search results by entering file names in the text box.

Select a filter Drop-down — Filter the History Log results by Approved, Checkout, Copy, Delete,
Undo Checkout, GroupShare™ Add, GroupShare™ Delete, GroupShare™ Update, Checkin, Move,
Read, Rename, Upload, Download.

Show Default Link — Clicking this link refreshes the report to show the default setting of
File History/Link Tracking.

Table Fields
Left-Hand Checkbox — When checked, selects the whole row for an action.

View — Prompts the Version Control screen with file details and a comments box for additional notes.
Updated By — Displays the User ID of the person who last updated the file.

Action — Displays the action taken on the file.

Date — Displays a date-time stamp for the latest update on the selected file.

File Name — Displays the file or folder name.

File Size — Displays the size of the file.

File Path — Displays the folder or file path.

Comments — Displays the comments entered with regard to the file.
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