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1 Introduction

1.1 Introduction to EasiShare

EasiShare is a file sharing tool that allows user to share their files across different devices securely and
to other users. Documents are stored in a server and readily accessible to its owner and their
recipients who have been shared the document. Shared documents have an expiry timer when after a
certain period of the time; the access rights are automatically revoked.

1.2 EasiShare Web Portal

The EasiShare Web Portal allows users of EasiShare to manage storage, file, and create upload
requests in a web portal. Users will be able to perform create new folder, upload file, download file,
modify existing file, create an upload request and more. Most of these functions performed will be

directly take effect in Storage.
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2 Login

2.1 Getting Started
To login:

1. Launch a web browser and access the EasiShare Web Portal via your respective EasiShare
domain: <Insert Client’s EasiShare Domain>

2. At thelog in page, enter your Username and Password.

3. Click Login.

5 [mishae - Logn W -+

- | & hittpssgeasishare comyweby @ o *x @ ¢

Logan 1o your User Account hana

LS

= easishare

Password

Login

Powaned by EasSha
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Login Errors:

If you encounter any error message below,

S

1. Username entered does not exist. Check that you have entered a correct username. Invalid

password entered. Check that you have entered a correct password.

Invalid username or
password!

2. Your account has been disabled. Check with your Administrator.

Your account has been
deactivated. Please contact
your EasiShare administrator.

3. Your account is locked. Check with your Administrator.

Your account has been

locked. Please contact your
system administrator.

4. Your must change your password before login.

Please change your password
before proceeding.

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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2.2 Accessing EasiShare
1. Page will be directed to the page as shown below after logging in. You should see drive(s)
that you can access.

5 easishare . .
Files & Folders that you have shared or been shared by EasiShare

Drives View
users to you. HCw
- 229 shared

’ Shared In
» (5 snared out Request to non-EasiShare account users for file upload and after

. Managedpo.d/ they have uploaded the file(s), you can download from here

[ File Requests

» % QuickAccess

:/ Personal Drives dedicated where you have permission to
_b' 2 Personal

» &) Human Resource

" e Shared Drives/Folders that have been given permission to you by

-
-
---~~-
—
-

other EasiShare users to collaborate. See whether the owner has
used the "Manage” function.

2. On this page, User able to view all the drive(s) assigned are in the Drive List on the left panel.
Also can view the actions like create, upload request, search, refresh, Delete, View file activity
etc..

|
Action buttons

5 easishare Personal > Finance
Drives 1flle selected, 181.97 KB total View
e e & - 82 Cllw
» 29 shared
» 2 Quick Access Name Modified Type
[&8) Bank records - Dec 2020jpg 05/01/2018 1001 PM ipg
- &) Personal
) Bank records - Jan 2021.jpg 05/01/2018 1001 PM ipg
» 18] Recycle Bin
Bank statement pdf 06/19/2020 11:11 AM pdf
» [ Documents N
_- Bank transaction - Jan 2021.xsx 12/01/2020 1:55 PM Xlsx.
» [ File Requests Account books.docx 09/22/2020 3:45 PIM docx
~ [ Finance
.
» (3 operaton Drive Content
» [ Projects

» o sn Drive List
» ) Human Resource

» ) sales
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3. More tools are located at the left side of the search bar.

1 file selected, 181.97 KB total View

P PeXm - | 32CI¥

Delete
Preview

Download Refresh

Share Grid

View File Activity

2.3 Switching Views

ae
1. Click the Grid view icon @@ on the Tools menu, if the user is in Grid view mode the icon

display will change to List view icon ®=, vice versa.
2. Three Sizes of choice are given, from left to right, small, medium and large views.
3. User will be able to Sort according to their preference with the help of sorting menu.

(In Grid mode, where the grids are largest)

Cj ecsishare Projects Jane Brown~ @
Drives New V‘ew

4 Shared - i ) M ‘ Search e
» & Personal HHH ‘ 2

4 B Accounting
4 B Human Resource

O [2)
A Projects

4 Collaboration Camp...
(3 Collaboration Camp - Collaboration Campaign Collaboration Presentatio... Collaboration Report.docx

1-3 out of 3 items
(0KBusedof~) FH

Shared Folder Information
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(In Grid mode, where the grids are medium)

Cj easishare Projects Jane Brown= @

Drives New

= a Search
r Shared Cle

EE . | Sort By +

4 @ Personal

4 e Accounting

Y
4 e Human Resource D @

hd % Projects

» (] Collaboration Camp...

Collaboration Campaign Collaboration Presenta. Collaboration Report.d..

1-3 out of 3 it
(0KBusedof =) [ out of 3 items

Shared Folder Information =~

(In Grid mode, where the grids are small)

Cj eOS'ishal'e Projects Jane Brown~ @

Drives New View

R 4+ 3 @ = P Search
»Shared H- CI_

822 H [ ] Sort By ~

4 @ Personal

4 @ Accounting

4 e Human Resource

A @ Projects

» (] Collaboration Camp...

Collaberation Ca... Collaberation Pr.. Collaboration Re..

1-3 out of 3 it
(0KBusedof=) [ out of 3 items

Shared Folder Information =
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(In Grid mode, different types of sorting) *note that the type of sorting remains the same*

Cj easishare Projects Jane Brown~ @
Drives New View
~ X E3) = C |~ Search

4 Shared

= HH [ ] Sort By ~

HH [
4 @ Personal

Name
4 E Accounting
] @ Modified

4 @ Human Resource

Collaboration Ca... Collaboration Pr.. Collaberation Re. Size

Projects

4

» [ Collaboration Camp...

1-3 out of 3 items
(KB usedof =) | g

Shared Folder Information =

(In list mode)

Cj easishare Projects Jane Brown~ @
Drives New View
N X Go - [#2 Search

4 @ Shared

Name Modified Type Size
4 @ Personal

E Collaboration Campaign 06/18/2019 3:28 PM
4 B Accounting pel

@ Collaboration Presentation.pptx 05/09/2019 10:09 AM pptx 6.51 MB
4 B Human Resource

Collaboration Report.docx 056/14/2018 5:45 PM docx 125.1...

4

@ Projects

» (3 Collaboration Camp...

1-3 out of 3 it
(0KBusedof=) [ out of 3 items

Shared Folder Information =
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2.4 Concurrent Login

1. If the administrator has enabled concurrent login, the user would be able to login to multiple
devices using the same user account.

2. If the administrator has disabled concurrent login, the user would only be able to access your
user account in one device at a time.
= If the concurrent access is enforced, the system will display below message to sign
out from previous devices before proceeding to login in the current device.

Attention x

Your account has been signed in on another device. To
proceed, you will be signed out from the other device
and all unsaved changes will be lost in the previous

session.

= For the other devices, the same user account would be automatically signed out.

3 Folder Operations

3.1 Create a New Folder
1. Click on a storage located in the Drive List along the left panel to navigate to the new folder’s
location.

2. Click on New Folder @along the Action Pane located at the top.
3. Enter folder name in the input box.

Cj easishare Projects Jane Brown~ @
Drives Ll View
R ‘ 2 1 Ga) - o2 Search
» [E Shared
Name Modified Type Size
4 @ Personal
. I |

4 E Accounting

r__l Collaboration Campaign 06/18/2019 3:28 PM
4 E Human Resource

1 @ Collaboration Presentation.pptx 05/09/2019 10:09 AM pptx 6.51 MB

A Projects .

Collaboration Report.docx 05/14/2019 5:45 PM docx 126.1...

» [J Collaboration Camp...

1-3 out of 3 items
(0KB used of =) | frg]

Shared Folder Information =
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3.2 Rename a Folder
1. Select the folder. To select, click on the white area beside the folder name.

N
2. Click on Rename ¢ on the Action Pane located at the top.

Cj easishare Projects Jane Brown~ @
Drives View
N E) s C |~ Search

» Shared

Name Modified Type Size
4 @ Personal

'll-\_—l Collaboration Campaign 06/18/2019 3:28 PM

4 @ Accounting 1

@ Collaboration Presentation.pptx 06/09/2019 10:09 AM ppix 6.51 MB
4 E Human Resource

Collaboration Report.docx 05/14/2019 5:45 PM docx 125.1...

hd E Projects

» (] Collaboration Camp...

1-3 out of 3 it
(0KBusedof =) | [ out of 3 items

Shared Folder Information «

3. Enter new folder name.

Cj easishare Projects Jane Brown~ @
Drives New View
R 2 GE) HHN ol Search

» Shared

Name Modified Type Size
4 @ Personal

« | Collaboration Campaign 06/18/2019 3:28 PM

4 E Accounting [ c pa ] @

@ Collaboration Presentation.pptx 05/09/2019 10:09 AM pptx 6.51 MB
4 E Human Resource

Collaboration Report.docx 05/14/2019 5:45 PM docx 125.1...

= E Projects

» (] Collaboration Camp...

1-3 out of 3 items
(0KBusedof =) | fr]

Shared Folder Information =«
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4 Upload Files

4.1 Using Upload Feature

1. Click on Upload File 't“

A Projects

» (3 Collaboration Camp...

(OKBusedof=) [

Shared Folder Information =

Cj easishare Projects Jane Brown~
Drives New, View
. 1 &] HH | Search

» Shared @ —

Name Modified Type Size
14 @ Personal

r:l Collaboration Campaign 06/18/2019 3:28 PM
4 5 Accounting P

@ Collaboration Presentation.pptx 05/09/2019 10:09 AM pptx 6.51 MB
4 @ Human Resource

Collaboration Report.docx 05/14/2019 5:45 PM docx 125.1...

1-3 out of 3 items

@

2. A file navigation window will appear. Select the file/folder(s) you wish to upload. You may

select multiple file/folder(s) at a time.

€ Open ®
« v « Desktop » Marketing Campaign ~ U | Search Marketing Campaign »p
Organize * New folder =~ [ o
~
Name Date modified Type
3 Quick access
Marketing Campaign Alpha 18/6/2019 3:54 PM File folder
& OneDrive Marketing Campaign Bravo 18/6/2019 354 PM  File folder
& This PC Marketing Campaign Charlie 18/6/2019 3:54 PM  File folder
¥ Network
< >|
File name: v| [anFites v
| Open | ‘ Cancel ‘

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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4.2 Using “Drag & Drop” Method

S

1. Drag and drop file/folder(s) from your desktop or file explorer. You may select multiple file(s)
at a time.

Driy

+ | Marketing Campaign

Home Share View

* D & &Moveto~ X Delete ~ -
e a-
Pinto Quick Copy Paste . Bl copyto ~ Rename New
access L] Py Eﬁ folder
Clipboard Organize New
“ v » ThisPC » Desktop » Marketing Campaign
=
Name
3 Quick access
Marketing Campaign Alpha
@ OneDrive Marketing Campaign Bravo
& This PC Marketing Campaign Charlie
6 Network
<
3items 3 items selected

- ] X
~ @
& =
o =
Properties Select
> 5 =
Open
v )  SearchMa.. @

Date modified

18/6/2019 3:54 PM
18/6/2019 3:54 PM
18/6/2019 3:54 PM

View

h_}[] HH |#” ‘ Search

Jane Brown~

e

=LK

s here to upload

[ ConeuorannT Garnp

(0 KB used of =)

=

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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4.3 Check Upload Status

1. Click on File Activity Iilocated at the top right of the application.
2. Alternative, you can click on File Activity in the pop-up message each time after a successful

upload.

S

> @ Projects

» [ Collaboration Camp...

(OKBusedof=) [

Cj easishare Projects Jane Brown~
Drives New View
- @ & [2@ (88 Cllzf 1 jearch

4 @ Shared

Name Modified Type Size
4 @ Personal

Collaboration Campaign 06/18/2019 3:28 PM

4 B Accounting D pelg

@ Collaboration Presentation.pptx 05/09/2019 10:09 AM pptx 6.51 MB
4 5 Human Resource

Collaboration Report.docx 05/14/2019 5:45 PM docx 125.1...

Shared Folder Information =

1-3 out of 3 items

File Activity
Name Path Status Action Date ( ) )
Marketing Campaig...  Projects New Folder 06/18/2019 4:08 PM & Clear

1-1 out of 1 items

& Clear Success | ¥ | & Export

% Close

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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Note: You may encounter these pop-up messages.

File Upload Successfully

Your file is currently being
uploaded. Check File Activity.

File with same name already exists

Attention

File with same name already exists, overwrite?

« Collaboration Report.docx

4.4 Uploading a Virus File
When the User accidentally uploaded a virus file through drag-and-drop or uploading it directly,

the following steps below will occur.

1. The message “Your file is currently being uploaded. Check the File Activity.”
2. In the File Activity, the diagram below will be shown.

File Activity
Name Path Status Action Date
virus. txt Personal Faileq Upload 06/18/2019 4:26 PM & Clear

Virus Detected

1-1 out of 1 items

& Clear Success ~ & Export X Close

3. An error message will also be displayed at the top right-hand corner:

Virus Detected ‘

Note:

This scenario only applies if customer has implemented Virus scanning in EasiShare. If not turn on, then
ignore this scenario.

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved. Page 18 of 87
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5 File Operations

5.1 Copy/Move

1. Select the file/folder(s). To select, click on the white area beside the file/folder(s) name. You

may select multiple file/folder(s) at a time.

2. Click on Move/Copy Eaalong the Action Pane located at the top.

Cj er‘ishare Accounting Jane Brown~
Drives 1 folder selected View
‘ - @f@@ﬁ@ = ‘ Search
File Requests
v Shared Name Modified Type size
S~
VF:I Archive ( 1 ) 06/18/2019 4:30 PM
4 @ Personal
Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
- E Accounting
Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
» T8 Recycle Bin Quotations.docx 06/18/2019 2:27 PM doex 12,6 KB
» (3 Archive . Report.docx 06/18/2019 2:27 PM docx 12.57...
(209 MB used of 5 GB) | [
1-5 out of 5 items
3. Select a drive in the Select Drive drop down list.
Copy / Move
Select Drive [ v wl

Personal
Select Folder Accounting

Human Resource

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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4. Select the folder you wish to move/copy in the Select Folder List.
5. Click on Move/Copy button located at the bottom.

Copy / Move

Select Drive Projects v

Select Folder ~ [ Collaboration Campaign

- |:] December Collaboration 4)

Note: Moving a file/folder that is shared may cause the link to break. Recipients may not
be able to access such files/folders.

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved. Page 20 of 87
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5.2 Download

S

1. Select the file/folder(s). To select, click on the white area beside the file/folder(s) name. You
may select multiple file/folder(s) at a time.

2. Click on Download -'-'ﬂalong the Action Pane located at the top. Alternatively, you can click
on the file/folder(s) name.

= easishare

Drives

File Requests
» Shared

4 @ Personal
hd E Accounting
4 E]' Recycle Bin

» (] Archive

(20.9 MB used of 5 GB)

Accounting Jane Brown~
1 file and 1 folder selectey lew
o & e\ =cu‘ Search

Name Modified Type Size

v (3 Archive @ 06/18/2019 4:30 PM

v Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...

1-5 out of 5 items

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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5.3 Delete

S

1. Select the file/folder(s). To select, click on the white area beside the file/folder(s) name. You
may select multiple file/folder(s) at a time.

2. Click on Delete manng the Action Pane located at the top.

= easishare
Drives

File Requests
» @ Shared

4 5 Personal
A a Accounting
4 Recycle Bin

» [J Archive

(20.9 MB used of 5 GB)

Accounting

'd, 12.18 KB fotal

r e 9D

View

HH e ‘ Search

Jane Brown~

Name Modified Type Size
(3 Archive 06/18/2019 4:30 PM

v Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...

1-5 out of 5 items

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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54

The following features are available when you click the Recycle Bin Icon

Recycle Bin

of a drive and select

file(s)/folder(s).

Download
1. The user can proceed to download the deleted file(s)/folder(s) in his Recycle Bin in Local

¥
Drive/PC by clicking '®==icon.
2. A pop up will appear as follows, Click on ‘Yes'.

Attention

You have initiated a download of the selected files. Do you want to continue?

- 3

3. The file will be downloaded, and a pop-up will appear below the browser.

Open Save as

@ What do you want to do
with 2. UAT Web (3).xlsx?

Restore
1. Users can restore deleted items from his Recycle Bin to the original storage drive of the

document by clicking Restore 0 icon.
2. The file(s)/folder(s) will be restored in the original drive.

Delete
1. Users can delete the items permanently from his Recycle Bin to the original storage drive of

i)

2. The pop-up below would be displayed for the user to confirm the deletion process.
3. If Click “Cancel”, the action will be cancelled, and file will stay in the Recycle Bin.

the document by clicking icon

4. If Click "Delete”, the file will be removed permanently from the server.

(Note:
A copy will be reserved in the Admin’s Recycle Bin if customer has Admin Recycle Bin feature
turned on.)
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= easishare

Drives

v [22) Shared

» & QuickAccess

hd @ Personal

Attention

Are you sure you want to permanently
delete file 'Project report.docx'?

% Cancel Delete

= @ Recycle Bin

» (3 Accounting

(301.79 ME used of 1 GE)

=

Personal » Recycle Bin

—

tram

1file selecte (™ TTOYRETOPT View
.‘g ':D m == c M ‘ Search All Drives
I
Name Deleted by Deleted on Type Size
I (g @ 2. UAT Web xlsx trampolenes 09/09/2020 9:47 AM xlsx 17.8... I @

EasiShare Web Portal User Guide pdf trampolene5 09/09/2020 11:22 AM pdf 36MB

@ fish-clipart-xcgdMGecA jpeg trampoleneb 09/09/2020 11:23 AM jpeg 235...

@ fish_PNG25137 png trampolene5 09/09/2020 11:23 AM png 182 .

1-131 out of 131 items

5.5 Preview

1. Navigate to the folder where the file resides.
2. Select the file. To select, click on the white area beside the file name.

3. Select the Preview

along the Action Pane located at the top.

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.

Page 24 of 87



EasiShare Web Portal User Guide V10.3.0

S

Accounting

= easishare

Jane Brown~

(20.9MB used of 5 GB) | f

Drives 1 file selected, 12.18 KB totg View
- oW & @ & "9 a H Search
File Requests
’ Shared Name Modified Type Size
D Archive 06/18/2019 4:30 PM (
4 @ Personal 1 2
v Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
hd B Accounting
Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
» e i I
Recycle Bin Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
» [O Archive Report.docx 06/18/2019 2:27 PM docx 1257 ..

1-5 out of 5 items

Personal » Accounting

= easishare

Drives View
T . as C |~ Search Cur
- B personal Name Modified Type Size Tag(s)
e @ Recycle Bin 1 @ Feb Receipt png 11/25/2020 3:52 PM png 23473 Restricted )
~ (3O Accounting “ Income statement pdf 11/25/2020 3:52 PM pdf 46 MB Confidential
» m Derrick @ invoice version 2 docx 11/26/2020 3:13 PM docx 11.71 KB Restricted
@ Sales.xlsx 11/26/2020 12:19 PM xlsx 21.34 KB Restricted

+ [ File Requests

» Human Resource

(301.79 MB used of 1 GE)

=

1-4 out of 4 items

A pop-up box will appear with the preview of the file.

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.
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Feb Invoice.docx X Close

Zoom View

QaQ | <t

Video provides a powerful way to help you prove your point. When you click Online Video, you can
paste in the embed code for the video you want to add. You can also type a keyword to search
online for the video that best fits your document. To make your document look professionally
produced, Word provides header, footer, cover page, and text box designs that complement each
other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then
choose the elements you want from the different galleries. Themes and styles also help keep your
document coordinated.

When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change
to match your new theme. When you apply styles, your headings change to match the new theme.
Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next to it. When you
work on a table, click where you want to add a row or a column, and then click the plus sign. Reading
is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text
you want.

If you need to stop reading before you reach the end, Word remembers where you left off - even on
another device. Video provides a powerful way to help you prove your point. When you click Online
Video, you can paste in the embed code for the video you want to add. You can also type a keyword
to search online for the video that best fits your document. To make your document look -

5.6 Preview a file with Viewer Permissions

1. Navigate to the folder where the file resides.
2. Select the file. To select, click on the file name.

Cj eas‘ishare Projects » Collaboration Campaign » December Collaboration Jane Brown~ @

Drives New View

. t N HH el Search
ile Requests

» Shared Name Modified Type Size

Bravo Collaboration Report.docx 06/18/2019 4:15 PM docx 125.1... \%)

4 @ Personal
- @ Projects

~ [J Collaboration Camp...

~ [ December Collabor.. I 1 >

ﬁ 1-1 out of 1 items

(0 KB used of =)

Shared Folder Information =

A pop-up box will appear with the preview of the file.
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Zoom View

r demo?2.easishare.com...

Bravo Collaboration Report.docx

X Close

provides a powerful way to help you prove your point. When you click Online Video, you can paste in
the embed code for the video you want to add. You can also type a keyword to search online for the
video that best fits your document. To make your document look professionally produced, Word
provides header, footer, cover page, and text box designs that complement each other. For example,
you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements
you want from the different galleries. Themes and styles also help keep your document coordinated.
When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change
to match your new theme. When you apply styles, your headings change te match the new theme.
Save time in Word with new buttons that show up where you need them. To change the way a
picture fits in your document, click it and a button for layout options appears next ta it. When you
work on a table, click where you want to add a row or a column, and then click the plus sign. Reading
is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text
you want. If you need to stop reading before you reach the end, Word remembers where you left off
- even on another device. Video provides a powerful way to help you prove your point. When you
click Online Video, you can paste in the embed code for the video you want to add. You can also type
a keyword to search online for the video that best fits your document. To make your document look
professionally produced, Word provides header, footer, cover page, and text box designs that
complement each other. For example, you can add a matching cover page, header, and sidebar, Click
Insert and then chaose the elements you want from the different galleries. Themes and styles also
help keep your document coordinated, When you click Design and choose a new Theme, the
pictures, charts, and SmartArt graphics change ta match your new theme. When you apply styles,
your headings change to match the new theme. Save time in Word with new buttons that show up
where you need them. Ta change the way a picture fits in your document, click it and a button for

Note: Users with Viewer permissions previewing a file will have a watermark displaying

the user's name and email address.
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5.7 Document Tag

S

Note: The Document Tag function allows users to select and tag files. These tags may have

sharing restrictions enforced by your administrator.

Navigate to the folder where the file resides.

2. Select the file. To select, click on the white area beside the file name.

Newsletter.docx
4 Recycle Bin

» 3 Audits
» [ File Requests

» [ Finance

~ [ Marketing
1
~ [ Email Marketing

Cj eClS'iShClre Personal » Marketing » Email Marketing John Smith~ @
Drives 1file selected, 14.54 KB total
R o ¢ ﬂb EAFON N 4iko) @ = C ¥ ‘ Search Current Folder -
File Requests
» Shared Name Type Size Tag(s)
2

v Management Report.docx docx 14.54 KB

~ 5 Personal
docx 6.53 MB

3. Select the Document Tag ‘) along the Action Pane located at the top.

4. Select the tags for this file.
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5. Click on Apply to All and the file will be tagged with the chosen tags.

¥ Document Tag

Filename

Management Report.docx

Priority High

Year 2019

O,

% Cancel

Personal » Marketing » Email Marketing

John Smith~ @

-

New View

@ 2 H el Search Current Folder
Name Modified Type Size Tag(s)
Management Report.docx 31/07/2019 18:49 docx 14.54 KB High,2019
Newsletter.docx 22/10/201917:03 docx 6.53 MB
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6 Share

Manage

Initiator

(™ Share

to perform 1-way sharing of files/

folders for recipient to download

Edit/Revoke Share Out

Shared Out

Scenarios & How to use the functions

Scenarios

| want to send documents to my

vendor to download.

| want to send a set of files to
my vendor to download.

| want to collaborate with my
colleagues to allow them to
contribute files for a project.
Both my colleagues and | can
upload and delete files in the
same folder.

What do you (the
initiator) do?

Select document & click on
“Share”

Either

1) Putthemina
folder, select the
folder & click on
“Share”

2) Multi-select the
files & click “Share”

Select a folder & click on
“Manage”

Set the permission as
author for the colleagues.

S

View/Upload files

New Reports

11}

EasiShare Users

Download files in

Shared In

11}

Non-EasiShare Users

Click on Email
link to view &
download files

What do the recipient
do?

Click on the link &
download the file(s).

Click on the link from the
email & download the files
in a zipped folder.

Login as user & click on
Shared Drives with a
different icon.

£} New Reports
) P
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6.1

Share

S

Note: Share function allows users to share file/folder to allow recipients to view or download
and receive a copy of the file/folder(s). Any changes made to the file/folder(s) by the recipients

will not affect the sender’s original copy.

If you wish to collaborate with internal users, please use the Manage function. For a detailed

guide, do refer to of this user guide.

1. Select the file/folder(s) you wish to share. You may select multiple file/folder(s).

2. Click on Share @along the Action Pane located at the top.

- Projects

» (] Collaboration Camp...

(6.3 MB used of =) | ]

Shared Folder Information -

Cj easishare Projects Jane Brown~
Drives 1 folder selected lew
o o ¢ EEl 3 o H &l Search

» @ Shared

Name Modified Type Siz@
4 @ Personal

. Vr__l Collaboration Campaign 06/18/2019 3:28 PM

4 @ Accounting

@ Collaboration Presentation.pptx 05/09/2019 10:09 AM pptx 6.51 MB
4 @ Human Resource

Collaboration Report.docx 05/14/2019 5:45 PM docx 125.1...

1-3 out of 3 items
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Enter the recipient’s name, email and/or contact number. Contact number is only mandatory if
you wish to enable One Time Password (OTP). Otherwise, you may leave it blank.

Click on %0
Tips: After adding the recipient, the name and mobile number can still be edited by clicking

to confirm recipient. Alternatively, you can press enter.

on the respective fields.

To import multiple recipients, click on Manage Recipient on the top right corner, click on
Import Recipient List to browse for a CSV file to import a list of recipients with the headers
Name, Email and Mobile.

You can also export an empty template by clicking on Manage Recipient on the top right
corner, click on Export Recipient List for exporting a list of recipients’ details that are added
individually.

If you wish to create a group, add 2 or more recipients, click on Manage Recipient on the top
right corner, then click on Create Group.

Enter your message.

Enable/Disable settings you wish to apply. To find out in details how each feature works, refer
to the respective sections below.

10. Click on the checkbox to agree to our Terms and Conditions.
11. Click Share.

Share

Please enter the recipient username / name to share L
Manage Recipients =

Name Email o D Import Recipient List

O,

D Export Recipient List

T =
ag Create Group

OO

I MName Email Mobile Phone No. @

Message

Link Expires

oTP

Notifications Per Download Summary @

No. of Attempts 0 attempts

) E WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information. By

Share with View Only @

clicking the checkbox, you agree to our Terms and Conditions.

% Cancel | 2 Share @
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6.1.1 Share with User Group

1. Refer to Section Share to begin sharing.
2. Enter the group name and select the user group which you wish to share

Share

Please enter the recipient username / name to share

Name Email Mobile Phone No.

Mobile Phone No. &

pr
‘& Projects Team

Message
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Share

Please enter the recipient username / name to share 5 %
Manage Recipients ~

Name Email Mobile Phone No.
& Projects Team show members o
Name Email Mobile Phone No. &
Message
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6.1.2 Share with Download Permission

1. Refer to Section Share to begin sharing.
2. If Share with View Only feature is turned on, disable it.

Share
Please enter the recipient username / name to share Manage Recipients +
Name Email Mobile Phone No.
& John Smith John.Smith@inspire.tech.com 80294392 i
Name Email Mobile Phone No. 5
Message
(C
Link Expires B
OTP ()
Notifications @ @ PerDownload O Summary
No. of Attempts Pl 0 attempts
Share with View Only ®@ (| 2
O WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information. By
clicking the checkbox, you agree to our Terms and Conditions.
X Cancel

Note:

This feature may be controlled by your central administration system. If you are
unable to enable or disable, it may be due to your organisation policy settings.
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6.1.3 Share with ‘View Only’ Permission

1. Refer to Section Share to begin sharing.
2. Enable on Share with View Only.

Share
Please enter the recipient username / name to share Manage Recipients =
Name Email Mobile Phone No.
& John Smith John.Smith@inspire.tech.com 80294392 i
Name Email Mobile Phone No. £
Message
(C
Link Expires
OTP ()
Notifications @ @ PerDownload O Summary
No. of Attempts ) 0 attempts
Share with View Only @ () 2
O WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information. By
clicking the checkbox, you agree to our Terms and Conditions.
X Cancel

Note:

1. This feature only applies to Microsoft Office documents and PDF
documents.

2. There will be a watermark on the content viewed by your recipient.

3. This feature may also be controlled by your central administrator. If you are
unable to enable or disable, it may be due to your organisation policy
settings.
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6.1.4 Share with Link Expiry

Refer to Section Share to begin sharing.
2. Enable Link Expires.
3. Set the date and time by clicking on the calendar icon.

Share

Please enter the recipient username / name to share o
Manage Recipients ~

Name Email Mobile Phone No.
& John Smith John.Smith@inspire.tech.com 80294392 i
Name Email Mobile Phone No. &
Message
2 3 @
Link Expires (;r 01/20/2021 11:59 PM E
OTP ‘)
Notifications @ @ PerDownload O Summary
No. of Attempts 0 attempts
Share with View Only @
O WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information. By

clicking the checkbox, you agree to our Terms and Conditions.

Note:

1. The expiry date and time has to be set at least an hour later than the
current time.

2. The maximum expiry date may also be restricted by your organisation
policy.

3. This feature may also be controlled by your central administrator. If you are
unable to enable or disable, it may be due to your organisation policy
settings.
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6.1.5 Share with One Time Password (OTP)

1. Refer to Section Share to begin sharing.

2. Enable OTP.
Share
Please enter the recipient username / name to share Manage Recipients +
Name Email Mobile Phone No.
& John Smith John. Smith@inspire tech.com 80294392 i)
Name Email Mobile Phone No. £
Message
(CJ
Link Expires ‘) 01/20/2021 11:59 PM =
oTP @ \2
Notifications @) © PerDownload O Summary
No. of Attempts Dl 0 attempts
Share with View Only @
O WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information. By
clicking the checkbox, you agree to our Terms and Conditions.
% Cancel

Note:

To enable OTP, the mobile number field is mandatory.

2. This feature may also be controlled by your central administrator. If you are
unable to enable or disable, it may be due to your organisation policy

settings.
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6.1.6 Share and Receive Notifications When Users Accessed the File/Folder(s)

Enabling download notification allows user to know immediately when the recipient has
downloaded/viewed the file. If this option is turned on and the recipient download/view the file more
than once, user will also receive the same number of notifications.

However, if this option is not turned enabled, the system will still send a summary of all the different
downloads by at certain time interval.

1. Refer to Section Share to begin sharing.

2. Enable Notifications.
Per Download: An email will be sent to your inbox whenever a file is downloaded
Summary: An email will be sent to your inbox at regular intervals to inform you of all
downloads which occurred in the past time period.

Share
Please enter the recipient username / name to share Manage Recipients
Name Email Mobile Phone No.
& John Smith John.Smith@inspire.tech.com 80294392 o
Name Email Mobile Phone No. &
Message
®
Link Expires [ @] 01/20/2021 11:59 PM =
oTP !)
|| Notifications () @® PerDownload © Summary @
No. of Attempts 0 attempts
Share with View Only @
O WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information. By
clicking the checkbox, you agree to our Terms and Conditions.
® Cancel
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6.1.7 Share with Number of Download Attempts

Enable the number of attempts allow the user to limit the number of download the recipient can
download the file. This option can be set as default in the policy; however, the user will not be able to
enable/disable this option nor changing the numbers of attempts as the policy is set. After the
recipient downloads reaches the limit, the recipient will not be able to download the file.

Refer to Section Share to begin sharing.
2. Enable No. of attempts
3. Fill in the number of attempts the user can download the file

Share
Please enter the recipient username / name to share Manage Recipients =
Name Email Mobile Phone No.
& John Smith John.Smith@inspire.tech.com 80294392 i
Name Email Mobile Phone No. &
Message
(C]
Link Expires a© 01/20/2021 11:59 PM =
OTP a©
Notifications @ 3 Per Download Summary
No. of Attempts ()l 10 attempts 3
Share with View Only @
O WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information. By
clicking the checkbox, you agree to our Terms and Conditions.
X Cancel
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6.2 Access Shared Files/Folders

6.2.1 Email Notifications

1. User can access the file/folder(s) shared via email notification.

To: Adam

Go to WEB : Shared In folder for the following:
Campaign Report.docx

Go to Desktop - Shared In folder for the following:
Campaign Report.doct

Note: For external recipients, they will only be able to view or download the specific file(s)
or folder(s) that you have shared.

= easishare Shared by All Users
Drives View
= s C |4

» Shared

> Shared In Name Owner Expiry Type Size

& John Smith (3 Finance John Smith No Expiry ‘
» [3) Shared Out (3 Finance Mary Lim No Expiry
» Managed Folders
1-2 out of 2 items
File Requests
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6.2.2 Shared In

To access file/folder(s) shared by internal user.
2. Click on Shared located along the left panel.
3. Click on Shared In.

= easishare Shared by All Users
Drives View

- 2 C 4
~ [22) shared

@ 5 Shared In Name Owner Expiry Type Size

I & John Smith ] (3 Finance John Smith No Expiry

v [B) shared Out (3 Finance Mary Lim No Expiry

» Managed Folders

File Requests

1-2 out of 2 items

6.2.3 Shared Out

To access file/folder(s) that have been shared out 1-way by you to internal/external users.
2. Click on Shared located along the left panel.
3. Click on Shared Out.

Note: Internal users refer to users who have a registered account in EasiShare.
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= easishare Shared to All Users
Drives View
H |~

- &l Shared

v (&) Shared In Name Expiry Type size

~ (5] Shared Out I » [ Derrick B

3 —_—
a Joe

4 Managed Folders

File Requests

v 3 Quick Access

4 @ Personal
4 a Human Resource -

4 E Sales 1-1 out of 1 items

Note: External users refer to users who do not have a registered account in EasiShare.

6.3 Edit/Remove Share

There are two ways to edit share. Edits can be made at the file’s original location. Alternatively, you
may choose to locate the file by the user's email you have shared the file to in the ‘Shared Out’ drive.

6.3.1 Edit from File's Original Location

1. Select the file/folder.
g
2. Click on Edit ShareCJI .
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S

=) easishare
Drives

File Requests
4 @ Shared

4 @ Personal
4 e Accounting

4 @ Human Resource

2 E Projects

(6.88 MB used of =)

i

[

Projects Jane Brown~
1 folder selected
o & EEl £ (ng Search
Name Modified Type Size
I\lm Collaboration Campaign 06/18/2019 3:28 PM
@ Collaboration Presentation.pptx 05/09/2019 10:09 AM pptx 6.51 MB
Collaboration Report.docx 05/14/2019 5:45 PM docx 125.1...
1-3 out of 3 items
Shared Folder Information ~
Owner(s) : My Permission : Expiry Date : Quota :
Jane Brown,... showall Owner No Expiry N/A

3.

If you wish to change the link expiry date/time or turn off the notification for specific
recipients, select the recipient you wish to apply changes to by clicking on the white space

beside the recipients’ name.

Edit Share

Email

Mobile Phone No.

I & John smith

john.smith@inspire-tech.com

0

Link Expires

OoTP

Notifications

No. of Attempts

Share with ViewOnly® (_

01/21/2021 11:59 PM

Per Download

% Cancel Update Share

Summary

attempts
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4. Apply the changes by enabling/disabling the features or changing the date and time of the
link expiry. To find out in details how each feature works, refer to the respective sections
above.

5. Click Update Share to confirm the actions.

Edit Share
Name Email Mobile Phone No.
& John smith john.smith@inspire-tech.com & m
4
Link Expires ‘) 01/21/2021 11:59 PM =
oTP B
Notifications Per Download Summary
No. of Attempts ® 0 attempts
Share with ViewOnly @ (|
X Cancel i Update Share

6. If you wish to resend the email for a user, click on # and the email will be sent immediately.
o

7. If you wish to remove a user, click on ™ and click on Update Share to confirm your decision.

Name Email Mobile Phone No.

a John john.smith@inspire-tech.com 6 ﬂ m
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Note:

1. Modifications to the settings will only be applied to the user you have selected.

2. Some features may be controlled by your central administrator. If you are unable to enable or
disable, it may be due to your organisation policy settings.
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6.3.2 Edit from Shared Out Folder
1. Click on Shared along the left panel. Click on Shared Out. Select the user's name.

2. Select the file you wish to edit.
N
3. Click on Edit Share @
4. A similar edit share pop-up window will appear. You may refer to Edit from File’s Original
Location to find out how to edit, resend email or remove share.
=) easishare Shared to John Smith Jane Brown+ @

Drives 1 folder selected e

L [TEe C v
B File Requests

h E’ Shared Name Expiry Type Size
- [ shared out I v [3 Collaboration Campaign 06/19/2019 11:59 PM I
& % John Smith b ‘ 2 }
L4 5 Personal

4 B Accounting

L4 B Human Resource

4 E Projects

1-1 out of 1 items
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7 Manage Folder to Collaborate with Internal Users

Note: Internal users refer to users who have a registered account in EasiShare.

7.1 Manage Folder for Collaboration

1. Navigate to the folder you wish to collaborate with other users. Select the folder.

2. Click on Manage along the Action Pane located at the top.

= easishare

Drives

4 P_:I Shared

» A Quick Access

hd @ Personal
4 @ Recycle Bin

» [ Accounting

» m Derrick

(301.79 MB used of 1 GB)

=

Personal
1 folder seleg View
2Oar = Cw ‘
Name Modified
IE (D Accounting 11/25/2020 848 F'MI ( 1 )

m Derrick

(3 File Requests
Human Resource

Sales

m— - . n

12/01/2020 3:21 PM

12/02/2020 10:27 AM

11/25/2020 8:50 PM

11/25/2020 8:51 PM
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3. Enter the recipient name.

Assign the permission type you wish to give to the user and click on L icon.

4,
5. If you wish to copy permissions that has already been set from another folder, select the
folder name from the dropdown list and click on the copy icon@'.
6. Enable/disable folder expiry if you wish to set an expiry for the folder.
7. Enable/disable quota if you wish to limit the folder size.
8. Click Apply.
9. When the permission has been granted, the user will receive an email notification.
[ Accounting
Enter username / name to grant permission to the folder @ @ 4
Owner v :o
QOr conv nermission from vour shared folders, 5
----- select -—--- v
Name Permission Download ©® Web Edit @
& John Smith e . Ty e )
& Mary Brown Owner . o) Q@ o
Options
6
Folder Expiry @
[
7
Quota
% Close
Note:

1. If the folder expiry is enabled and auto-delete is selected, after the folder expires
and a pre-defined number of days set by your central administrator, the folder will
be automatically purged by the system.

2. Some features may be controlled by your central administration system. If you are
unable to enable or disable, it may be due to your organisation policy settings.
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7.2 Collaboration Permission Types

Permission Type Description

Reader Permission to read files

Contributor Permission to read, download, add and edit files

Author Permission to read, download, add, edit and delete files
Owner Permission to read, download, add, edit, delete and share files

7.3 Manage Folder

1. Navigate to the folder shared by internal users for collaboration. Select the folder.

2. Click on Manage anng the Action Pane located at the top.

= easishare

Drives
B File Requests

» [23 shared

Accounting

Name

1 folder selected

IR )

Modified

a View

==C‘\£‘

Type

» B Personal

v [ Archive

06/18/2019 4:30 PM

ot 5 Accounting
» Recycle Bin
» [ Archive
> B Human Resource

» B Projects

(20.9 MB used of 5 GB) | [

|w] Feb Invoice.docx
[ Jan Invoice docx
[#) Quotations docx

[ Report.docx

06/18/2019 2.28 PM

06/18/2019 2:27 PM

06/18/2019 2:27 PM

06/18/2019 2:27 PM

docx.

docx

docx

docx

3. Add more users to collaborate with by entering the recipient’s name and assigning the

permission type.

Enable/disable folder expiry or quota as it ought.

5. For existing users, you may wish to change the permission assigned by selecting a different

permission type.
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7.4 Manage Folder to User Groups

1. Navigate to the folder shared by internal users for collaboration. Select the folder.

2. Click on Manage anng the Action Pane located at the top.

= easishare Personal trampolene5- @
Drives 1 folder selected View
. @ @ ‘ ] c \i Search Current Folder ~
4 P_:l Shared
v 3 QuickAccess Name Modified Type Size Tag(s)
& D Accounting 11/25/2020 8:48 PM I‘ 1 ’
57 5 Personal
m Derrick 12/01/2020 3:21 PM
4 IE[ Recycle Bin
r:] File Requests 12/02/2020 10:27 AM
» Accountin
= ¢ Human Resource 11/25/2020 8:50 PM
v [ Derrick [ sales 11/25/2020 8:51 PM
v [ File Requests 3 Testing-0 12/01/2020 1:11 PM
» @ Human Resource Sales Report Oct.docx 10/29/2020 9:18 AM docx 918 KB Restricted
4 @ Sales
» [ Testing-0
b B Liman Resnnea e
(301.79 MB used of 1 GB) @ 1-7 out of 7 items

b 3

3. Enter the group name, assign the relevant permission type to the group and select the
button.

(3 Accounting

Enter username / name to grant permission to the folder @

Project Team| Owner v & @

Or copy permission from your shared folders

----- select — v @&

Name Permission Download @ Web Edit @

& trampolenes Owner - /—\:) (—\;)

4. For existing users, you may wish to change the permission assigned by selecting a different
permission type.
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5. Enable/disable folder expiry or quota as it ought.

6. Click Apply.
Name Permission nload @ Web Edit @
(]

& trampolene5

Owner V- (‘_\) (‘_\)

& Projects Team

© o©:

Owner
Author
Contributor
Reader

Options

Folder Expiry @

Quota

®

% Close «" Apply @
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7.5 Manage Drive Permission

S

If you have been given the owner permission to a specific folder/drive, you can start to manage the

permission to the drive.

Note: To check your own permissions given to the drive, you can hover to the drive and check the

permission.

v o*

L3

L3

13

= easishare

Drives

» E Shared

Quick Access

2 5 Personal

Personal

Name

Persanal

@ Recycle | My Permission: Ouner

Download: Yes
Edit: Yes

3 Accounting

m Derrick

3 File Requests

[3) Human Resource

(30179 MB used of 1 GB) [

(3 Accounting

m Derrick

(3 File Requests
(3 Human Resource
3 sales

D Testing-0

@ Sales Report Oct.docx

1.

Navigate to the folder shared by internal users.

2. Click on Manage along the Action Pane located at the top.

= easishare

Drives

4 Shared

4 @ Personal
4 E Accounting

4 B Human Resource

hd % Projects

» [ Collaboration Camp...

(6.64 MB used of =)

-

&

Projects

Name

Modified

Jane Brown~ @

r__l Collaboration Campaign
@ Collaboration Presentation.pptx

Collaboration Report.docx

0,

Shared Folder Information ~

Owner(s) :

Jane Brown,... show all Owner

My Permission :

06/18/2019 3:28 PM
05/09/2019 10:09 AM

05/14/2019 5:45 PM

Expiry Date :
No Expiry

Search

Type Size
pptx 6.51 MB
docx 125.1...

1-3 out of 3 items

Quota :
N/A
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7.6 Access Shared Drive

1. A Shared Drive is a folder shared to you for collaboration among internal users. It is labelled

with a different icon.

2. The user may access the Shared Drive by clicking on it.
3. Once your permission has been revoked, the user will not be able to see the folders under the
Shared Drives.

= easishare

Drives

14 @ Shared

4 @ Personal

4 E Accounting

4 a Human Resource

Projects

4

» [ Collaboration Camp...

(664 MB usedof =) | fE

Note: Internal users refer to users who have a registered account in EasiShare.
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7.7 Shared Drive Information

1. Click on a shared drive with an icon &~
2. The shared drive information will appear at the bottom.

Shared Folder Information ~

Owner(s) : My Permission : Expiry Date : Quota:
Jane Brown,... show all Owner No Expiry N/A
Heading Description
Owner(s) The list of owners of the shared drive
My Permission User permission for the drive. Please refer to 7.2 for the list of permission
types
Expiry Date The expiry date of the shared drive
Quota The drive space of the shared drive
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7.8 Remove My Access from Shared Drive

If you no longer require the access to the shared drive, you can remove it from the drive list.
Right click the Shared Drive that you wish to remove.
Click on Remove My Access.

Type remove.
Click Remove.

HMwn =

= easishare Projects
Drives New
4 Shared
Name
4 @ Personal
r_—l Collaboration Campaign
4 a Accounting
(2] Collaboration Presentation.p|
4 E Hum ource
E\ﬁ Collaboration 2 rdocx
~ ) i
Fizss ® Remove My Access

» [ Collaboration Camp...

Shared Folder Information ~

Remove My Access

Are you sure you wish to remove yourself from Projects? You will no longer be able
to access it. Please type remove to proceed.

% Cancel I ® Remove °
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8 File Request to Receive Files from External Users

8.1

File request
1. Select File Request at the drive list.
2. Select New File Request at the Action Pane located at the top.
Cj easishare File Requests
Drives
- E Shared
4 @ Shared In Name Expiry Total Files
4 B Shared Out PDPA form 12/09/2020 11:59 PM 4]
3 Managed Folders 1 A 12/08/2020 11:59 PM o]
File Requests Q
» 3 Quick Access
4 5 Personal
4 @ Human Resource
4 @ Sales
1-2 out of 2 items

3. Enter the title of the file request

4. Enter the recipient’s name, email and/or contact number. Contact number is only mandatory if
you wish to enable One Time Password (OTP). Otherwise, you may leave it blank.

5. Click on & to confirm recipient. Alternatively, you can press Enter.

6. To import multiple recipients, click on Manage Recipient on the top right corner, click on
Import Recipient List to browse for a CSV file to import a list of recipients with the headers
Name, Email and Mobile.

7. You can also export an empty template by clicking on Manage Recipient on the top right
corner, click on Export Recipient List for exporting a list of recipients’ details that are added
individually.

8. If you wish to create a group, add 2 or more recipients, click on Manage Recipient on the top
right corner, then click on Create Group.

9. Enter your message.
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New File Request

@ Enter the title of your file request... Manage Recipients ~

@'} Import Recipient List
Name Email Mo

Export Recipient List

a% Create Group

©O

o 0,

Name Email Mobite Phone No.

W Advanced Options
@ Message

Link Expires Q
Notifications O Per Upload Summary

® Cancel &% Send Request

Options Advanced Options

No. of attempts g 0 attempts :1 0 )
File size limit (3 0 MB @ GB
File type restrictions = Allow all except Block all except

® Cancel & Send Request 0

10. Enable/Disable settings you wish to apply. To find out in details how each feature works, refer
to the respective sections below.
11. Click Send Request.
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8.1.1 File Request with Link Expiry

Refer to Section File request to begin requesting files.

2. Enable Link Expiry. Set the date and time by clicking on the calendar icon.
3. Click Send Request.

Advanced Options
Message
Link Expires aD 06/20/2019 11:59 PM = @
OTP 3
Notifications i Per Upload Summary
x Cancel i Send Request e
Note:

1. After the folder expires and a pre-defined number of days set by your central
administrator, the folder will be automatically purged by the system.

Some features may be controlled by your central administrator. If you are unable to
enable or disable, it may be due to your organisation policy settings.
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8.1.2 File request with OTP

. Refer to Section File request to begin requesting files.
2. Enable OTP.
3. Click Send Request.

Advanced Options

Message

Link Expires a 06/20/2019 11:59 PM =

oTP

= 2
Notifications 2 Per Upload Summary
x Cancel & Send Request 3 ’

Note:

1. To enable OTP, contact number field is mandatory.
2. This feature may be controlled by your central administrator. If you are unable to enable
or disable, it may be due to your organisation policy settings.
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8.1.3 Receive Notification When External Users Upload Files

Refer to Section File request to begin requesting files.
2. Enable Notifications.
Per Upload: An email will be sent to your inbox whenever a file is uploaded
Summary: An email will be sent to your inbox at regular intervals to inform you of all uploads
which occurred in the past time period.
3. Click Send Request.

Advanced Cptions

Message

Link Expires a 06/20/2019 11:59 PM

oTP

Notifications [ Per Upload Summary @
% Cancel & Send Request @

8.1.4 Restrict Number of Upload Attempts

Refer to Section File request to begin requesting files.
Navigate to the next page by clicking Advanced Options.
Enable No. of attempts.

Specify the number of attempts you wish to limit.

Click Send Request.

v w2

Options Advanced Options

@ No. of attempts aO 50 atternpts @

File size limit 0 MB =GB

File type restrictions *  Allow all except Block all except

% Cancel = Send Request @

Note: This feature may be controlled by your central administrator. If you are unable to
enable or disable, it may be due to your organisation policy settings.
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8.1.5 Restrict File Types

Refer to Section File request to begin requesting files.
Navigate to the next page by clicking Advanced Options.
Enable File Type Restrictions.

Select either allow all except or block all except.

Specify the file types you wish to allow or block.

Click Send Request.

S o o

Options Advanced Options

No. of attempts a 50 attempts

File size limit 0 MB | GB

File type restrictions Allow all except Block all except

® Cancel i Send Request

Note: This feature may be controlled by your central administrator. If you are unable to
enable or disable, it may be due to your organisation policy settings.
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8.1.6 Limit the File Upload Size

Refer to Section File request to begin requesting files.
Navigate to the next page by clicking Advanced Options.
Enable File size limit.

Specify the file size limit and select either MB or GB.

Click Send Request.

vk wn o=

Options Advanced Options

No. of attempts a 50 attempts
@ File size limit i 0 ME | GB @

File type restrictions * Allow all except Block all except

* Cancel i Send Request @

Note: This feature may be controlled by your central administrator. If you are unable to
enable or disable, it may be due to your organisation policy settings.
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8.2 Upload Files Using File Request

1. The recipient will receive an email notification
2. Click on the link provided.

Link expires on 20 Jun 2019 11:59 PM (UTC+8)
Upload attempts have been set to 50.

Powered by easishare

Please upload the files here for John Smith Contribution.

3. The recipient will be directed to the upload page.

4. Click on Upload File or simply drag and drop the files into the empty area.

= easishare John Smith Contribution

Name

New

I+

Modified Type

View

[

Size

Drag and drop your files into this window to upload

Notes ~
Allowed Attemtps: Link Expiry: File Size Limit: File Type Restrictions:
50 times 06/20/2019 11:59 PM No file size restriction No file type restriction
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8.3 Access Uploaded Files on File Request

1. Click on the Personal drive.
2. Click on File Request on the left panel.
3. Click on the title of the file request you wish to access.
4. Click on the file name to download or select the file to perform other file operations.
[
= easishare File Requests
Drives New View
& | 88 C L
M P_:] Shared
3 [z] Shared In MName Expiry Total Files
» E] Shared QOut PDPA form 12/09/2020 11:59 PM 0 B
» Managed Folders A 12/08/2020 11:59 PN 0

File Requests

» 3 Quick Access

4 E Personal

4 E Human Resource

4 5 Sales

1-2 out of 2 items
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8.4 Edit File Request

Select File Request drive.

o vk W N =

Click on the Update button.

Choose an active File Request to edit.

Click Edit File Request (£ located at the top.
A window will appear, follow the steps in each bubble for each intended purpose.
Click on the Advanced Options for more file settings.

To resend email

Edit Request

Click to resend

File Request title John Smith Contribution

Name Email

Mobile Phone No.

email to guest user

John Smith

o] (5)

Link Expires a

OTP

Notifications Per Upload

* Cancel

John_Smith@inspire-tech.com

06/20/2019 11:59 PM

Summary

[il}

4 0@

To remove one of the
guest users

1. Click on delete icon

2. Click on Update button
to remove one of the
guest users

To change expiry date/time
1. Select the expiry date/time

2. Click on Update to update the
expiry date/time & the guest user will
receive an email again
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8.5 Revoke File Request
Select File Request drive.

Select an active File Request to revoke.

1
2
3. C(lick Revoke File Request mIocated at the top.
4

03.0

A window will appear, click Delete to confirm File Request Revoke.

= easishare File Requests
Drives 1 request selected lew
L @ = C v
v Shared
> Shared In Name Expiry m
, Shared Out @  PDPAform No Expiry Y

4 @ Managed Folders 1
File Requests

» S Quick Access

4 @ Personal

4 E Human Resource

4 @ Sales
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9 Check in/Out

When working in a shared environment, overwriting files can create challenges among users. To
prevent files to be accidentally overwritten, users can initiate a check out first before editing the file.
Once the file has been updated, user can upload the new version and check in. After the file has been
checked in, other user can use the updated version to continue their editing.

9.1 Check Out a File

1. Select the file you wish to check out.

2. Click on Check Out a located at the top.

= easishare Accounting Jane Brown+ @
Drives 1 file selected, 12.18 KB total
™ - o & fa & @ 2 D a 2 C |~ Search
File Requests
v [23) shared Name Modified Type Size
D Archive 06/18/2019 4:30 PM
» @ Personal
D Invoices 06/20/2019 10:34 AM
- a Accounting
v Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
> 18] Recycle Bin Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
» [0 Archive Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...
(209MBusedof5GB) [
1-6 out of 6 items

CHANGE!

3. Alock icon will appear on the file icon.
4. A check out success message will appear.
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. . File checked out successfully L)
=) easishare Accounting I
Drives New View
. N (@ & HH &7 ‘ Search
File Requests
» [22) shared Name Modified Type Size
r_—l Archive 06/18/2019 4:30 PM
3 @ Personal
r__l Invoices 06/20/2019 10:34 AM
- a Accounting
wl Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
' Recycle Bin qihﬂked Out By: Jane Brown 06/18/2019 2:27 PM docx 12.45...
Checked Out At: 06/21/2019 9:34 AM
» (D Archive w] Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...
(209 MB used of 5 GB) [
1-6 out of 6 items

CHANGE!

5. Hover over the lock icon to find the name of the user who checked out the file.
A new version will be created temporarily. This version is only visible to the user who checked
out. Other users will only see the change in version after you have checked in.

7. You can choose to perform any file actions. All actions are available to the user who checked
out. Other users will be able to perform some actions only.

File Versions

No. Uploaded Modified Modified By Size Comments

0.3 06/21/2019 9:34 ...  06/18/20192:28 ...  Jane Brown 12.18 ... e
0.2 06/21/2019 9:33 ...  06/18/20192:28 ...  Jane Brown 12.18 ... <
0.1 06/18/2019 2:28 ...  06/18/20192:28 ...  Jane Brown 12.18 ... *

1-3 out of 3 items

X Close

Note: Other users will be restricted from performing certain file operations such as delete, rename,
copy/move on a file that has been checked out. Even when another user is sharing a file, the user is
sharing based on the version that was prior to your check out.
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9.2 Check In a File

1. Select the file that was checked out.

2. Click on Check In alocated at the top.

= easishare

Drives
File Requests
» Shared

4 @ Personal
- @ Accounting
4 '@' Recycle Bin

» (] Archive

{20.9 MB used of 5 GB)

Accounting Jane Brown~ @
1 file selected, 12.18 KB total View
= Ea & @ 9 == c Iﬁ SearCh

Name Modified Type Size
(3 Archive 06/18/2019 4:30 PM
(3 Invoices 06/20/2019 10:34 AM 1

v @1 Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...

=

1-6 out of 6 items

CHANGE!

Check In

Feb Invoice.docx

Comments:

Retain check out after checking in?| © Yes

® No

*® Cancel

+ Ok
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3. A pop-up window will appear. You may choose to retain check out after checking in and enter
comments. Click Ok.
The lock icon on the file will disappear.

5. A check in success message will appear.
The version number that was created during check out will be recorded. This version is visible
to all users.

7. After check in, all actions are available to all users. Any users can choose to perform any file
actions as per normal.

File Versions

No. Uploaded Modified Modified By Size Comments

0.3 06/21/2019 9:34 ...  06/18/2018 2:28 ...  Jane Brown 12.18 ... <+
0.2 06/21/20199:33 ...  06/18/2019 2:28 ...  Jane Brown 12.18 ... )
0.1 06/18/2019 2:28 ...  06/18/2019 2:28 ...  Jane Brown 12.18 ... <

1-3 out of 3 items

% Close
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9.3 Discard Check Out

1. Select the file that was checked out.

N
2. Click on Discard Check Out Iocated at the top.

= easishare Accounting Jane Brown~ @
Drives 1 file selected, 12.18 KB total View
N - EE' -"- @ B 'E) @ HH M ‘ Search
File Requests
> Shared Name Modified Type size
(3 Archive 06/18/2019 4:30 PM
4 @ Personal
(3 invoices 06/20/2019 10:34 AM
v 9 Accounting
v @l Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
> T&J Recyole Bin Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
» 3 Archive Quotations.docx 06/18/2019 2:27 PM docx 126 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...

(209 MB used of 5 GB) | F
1-6 out of 6 items

CHANGE!

3. A Discard Check Out confirmation pop-up will appear.
4. Select Ok.

Discard check out?

If you discard your check out, you will lose all changes made to the document. Are
you sure you want to discard your check out?

% Cancel + Ok
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5. A Discard Check Out success message will appear.

= ish Accountin Discarded check out
=) easishare g successfully
Drives New View
X R @ & - [+ ‘ Search
File Requests
» Shared Name Modified Type Size
r:l Archive 06/18/2019 4:30 PM
» @ Personal
tl Invoices 06/20/2019 10:34 AM
= 5 Accounting
Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
» T8 Recycle Bin Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
» [ Archive Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...

(20.9MB used of 5 GB) | [
1-6 out of 6 items

CHANGE!

File Versions

Uploaded Modified Comments

Modified By Size

&

06/21/20199:33 ...  06/18/2019 2:28 ...  Jane Brown 12018 .

&

06/18/20192:28 ...  06/18/20192:28 ...  Jane Brown 12.18 ...

1-2 out of 2 items

X Close

6. The version number that was created during check out will be discarded.
7. Any users can choose to perform any file actions as per normal. All actions are available to all
users.
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10 Versioning

10.1 View File Version

1. Select a file.

Click on Versions glocated at the top.

2.
3. A pop-window will appear.
4. A new version number will be created.
= easishare Accounting Jane Brown~- @
Drives 1 file selected, 12.45 KB total View
- L EEl 2 @ @ D H [ ‘ Search
File Requests
» @ Shared Name Modified Type Size
r:l Archive 06/18/2019 4:30 PM
» @ Personal
r:l Invoices 06/20/2019 10:34 AM
- 5 Accounting
Feb Invoice.docx 06/18/2019 2:28 PM docx 12.18...
> & RecycleBin b [f) Jan Invoice.docx 06/18/2019 2:27 PM docx 12.45...
» (3 Archive Quotations.docx 06/18/2019 2:27 PM docx 12.6 KB
Report.docx 06/18/2019 2:27 PM docx 12.57...
(209 MB used of 5GB) | [
1-6 out of 6 items
CHANGE!
File Versions
No. Uploaded Modified Modified By Size Comments
0.2 06/21/2019 10:0... 06/18/2019 4:15 ... Jane Brown 125.1... +
0.1 06/18/2019 2:28 ... 06/18/2019 2:27 ... Jane Brown 12.45 ... & 5

1-2 out of 2 items

X Close
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10.2 Create New Version

1. Upload a file with the same name in the same folder.

= easishare

Drives

» Shared

» 3 QuickAccess

« B Personal
> Recycle Bin
» [ Documents
» [™ File Requests
~ [ Finance
» (™ Operation
» [ Projects
» [ Syne

=] = | Marketing Campaign
Persor
Home | share  View

Pinto Quick Copy Paste
s ®

Ciipboard

« v 4|1 > ThiskC >

> Quick access
> @ OneDrive
> = ThisPC

> ¥ Network

4items 1item selected 125 KB

L;] U i" % Move tor~ | 3 Delete -

Name
Marketing Campaign Alpha
Marketing Campaign Brave
Marketing Campaign Charlie
B9 Jan Invaice

<

Lr:Nd ;. -
o A5
)

Blcopyto~ = Rename  New Properties Select
folder - 5
Organize New open
Deskiop > Marketing Campaign v O SearchMa. P

Date modified

18/6/2019 3:54 PM
18/6/2019 354 PM
18/6/2019 3:54 PM
18/6/2018 415 PM

Jan Invoice.docx

New View
L 6] = C
Type size Tag(s)
docx 7955 KB Restricted
ipg 181.97 KB Restricted
.
ipg 24234 KB Restricted
—
e pdf 545.54 KB Restricted
xlsx 8.04KB Restricted
docx

Attention

File with same name already exists, overwrite?

¢ Jan Invoice.docx

o o

vk W

Click on the Options ™~

Click on Versions 9
A pop-up window will appear.
A new version number will be created.

located at the top.
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S

Personal » Finance

5 easishare

Drives

» 03] shared

» o Quick Access Name

Modified

1 file selected, 11.58 KB total 2
sere]

@) Copy / Move

# Rename L

Account books.decx

A 5 Personal

» 18 Recycle Bin

[ Bank records - Dec 2020.jpg

[&d) Bank records - Jan 2021.jpg
» [ Documents

09/22/2020 3:45 PM

05/01/2018 10:01 PM

05/01/2018 10:01 PM

% Add to Favourites

¥ Document Tag

@

Bank statement.pdf 08/19/2020 11:11 AM @ Check Out
» [ File Requests Bank transaction - Jan 2021 xisx 12/01/2020 1:55 PM xisx 8.04KB
~ [ Finance I 5] [8) Jan Invoice.docx 01/20/2021 8:16 AM docx I 1158 KB
» [ Operation
» [ Projects
» [ Sync
» &) Human Resource
» 3 sales
File Versions
No. Uploaded Modified Modified By Size Comments
0.3 06/25/2019 10:4... 06/25/2019 10:4. .. Jane Brown 124.7... &
0.2 06/21/2019 10:0... 06/18/2019 4:15 ...  Jane Brown 125.1... LB
0.1 06/18/2019 2:28 ...  06/18/2019 2:27 ...  Jane Brown 1245 ... LB
1-3 out of 3 items
% Close
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10.3 Restore Version

1. Select the file you wish to restore.

2. Click on Versions glocated at the top.

5 easishare Personal » Finance
Drives 1 file selected, 11.58 KB total
Pl e e & - ‘
» EI Shared
€% Copy / Move
» o Quick Access Name Modified
# Rename -
) Account books.d 09/2212020 3:45 PM
- E Personal ceount books.docx W Add to Favourites
[) Bank records - Dec 2020.jpg 05/01/2018 10:01 PM % Document Tag
» 18 Recycle Bin
[&) Bank records - Jan 2021.jpg 05/01/2018 10-01 PM
» [ Documents n
Bank statement pdf 06/19/2020 11:11 AM @ GCheck Out
» (3 File Requests Bank transaction - Jan 2021 xisx 12/01/2020 1:55 PM xisx 8.04KB
~ [ Finance @ Jan Invoice.docx I 0112012021 8:16 AM docx 1158 KB
» [ Operation
» \j Projects
» [ sync
+ &) Human Resource
4 E Sales

3. A pop-up window will appear.
4. Click on the restore icon along the respective version you wish to restore to.

File Versions

No. Uploaded Modified Modified By Size Comments

0.2 06/21/2019 10:0... 06/18/2019 4:16 ... Jane Brown 125.1... <

0.1 06/18/2019 2:28 ...  06/18/2019 2:27 ...  Esther 12.45 ... < @

1-2 out of 2 items

% Close
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11 Monitor

You can get a notification via email whenever a file or folder is changed in your drive(s). You may see
different options when you monitor a file or folder.

11.1 Monitor a file

1. Select the file that you wish to monitor
2. Right-click the file and select Monitor
3. Select the options

Option Description
Changes > Modified When the file has been overwritten

Changes > Deleted When the file has been deleted

Changes > Unlocked When the file is Discard Check-Out

Changes > Share Changed When the file was shared

Frequency To control when you will receive an email notification

e Immediately
e Daily (Default: 9AM)
e Weekly (Default: Monday)

When Available selection:

e Any changes

e Someone else changes

e Any changes to document created by me

e Someone else changes document created by me

e Someone else changes document last edited by me

4. Click on Monitor
5. Once successful added to Monitor, you should see a Monitor icon beside the file.
6. You can check all Monitored files in Quick Access > Monitor

11.2 Monitor a folder

1. Select the folder that you wish to monitor
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Name

i (D Accounting

1 folder selected

0 @e & o

Modified

11/25/2020 8:48 PM

Type

(3 File Requests

Human Resource

Sales

12/02/2020 10:27 AM

11/25/2020 8:50 PM

11/25/2020 8:51 PM

2. Right-click the folder and select Monitor

Modified Type

Copy Path
Manage
Share
Download
Delete

Copy / Move
Rename

Add to Favourites

Monitor

Name
&~ (3 Accounting

r:] File Requests

Human Resource e

Sales &
i
&
4
*
i
2

Create Workflow

3. Select the options
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s Monitor Accounting

Change

New Uploads
File Modified

File Deleted

File Unlocked
Share Changed
Manage Changed

000oooo

Frequency

Immediately

When

Any changes

Option

Changes > New Uploads

Description

When a file is uploaded in the folder and any of its
subfolders

Changes > File Modified

When any file has been overwritten

Changes > File Deleted

When any file has been deleted

Changes > File Unlocked

When any file is Discard Check-Out

Changes > Share Changed

When any file was shared

Changes > Manage Changed

When the folder and any of its subfolders has
added/removed/edited managed permissions

Note: This selection only affects folders and the
following ‘When' Options do not apply:

e Any changes to document(s) created by me

e Someone else changes document(s) created by
me

e Someone else changes document(s) last edited

by me

Frequency

To control when you will receive an email notification

e Immediately
e Daily (Default: 9AM)
e Weekly (Default: Monday)
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When Available selection:

e Any changes

e Someone else changes

e Any changes to document(s) created by me

e Someone else changes document(s) created by
me

e Someone else changes document(s) last edited
by me

4. Click on Monitor

i\ Monitor Accounting

Change

New Uploads
File Modified

File Deleted

File Unlocked
Share Changed
Manage Changed

0O0o0oo0ooo

Frequency

Immediately v

When

Any changes v

* Cance' m @ @

5. Once successful added to Monitor, you should see a Monitor icon beside the folder.

Name @ Modified

(3 Accounting in 11/25/2020 8:48 PM
D File Requests 12/02/2020 10:27 AM
() Human Resource 11/25/2020 8:50 PM
Sales 11/25/2020 8:51 PM

6. You can check all Monitored files in Quick Access > Monitor
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I v “ Monitoring I

» [ Favourites (9 Accounting
» History

Cj easishare Monitoring
Drives View
B2 C v
’ Shared
~ 3 Quick Access Name Drive Location Change When
Personal New Uploads, File Mo... AnyChange

11.3 Stop Monitoring a File/Folder

1. Select the file/folder that you wish to stop Monitoring

Name

Modified @

O D Accounting il 11/25/2020 8:48 PM
D File Requests 12/02/2020 10:27 AM
Human Resource 11/25/2020 8:50 PM
Sales 11/25/2020 8:51 PM
2. Right-click the folder and select Monitor
Name Modified Type Size Tag(s)
& D Accounting 11/25/2020 8:48 PM
Copy Path
D File Requests 12/02/2020 10:27 AM
Manage
Human Resource 11/25/2020 8:50 PM 2 Share
Sales 11/25/2020 8:51 PM & Download
@ Delete
€1 Copy/ Move
¢ Rename
% Add to Favourites
| é Monitor |
@ Create Workflow

3. Click on Stop

© Copyright 2021 Inspire-Tech Pte Ltd. All Rights Reserved.

Page 82 of 87



EasiShare Web Portal User Guide V10.3.0 Cj

i Monitor Accounting

Q
o
8
3
Q
o

New Uploads
File Modified

File Deleted

File Unlocked
Share Changed
Manage Changed

ooco0osQ8@

Frequency
Immediately v
When

Any changes W

H Stop w» Monitor

X Cancel

12 Workflow

This section shows you how to create a share approval workflow that requires everyone (all/any
assigned approvers) to agree for a share request to be approved.

This is useful in an organisation that requires sharing requests of certain documents to be approved.

12.1 Owner Creates Workflow

1. Select the file/folder that you wish to create a workflow

1 folder selected

@& D

Name Modified @ Type

~ D Accounting 11/25/2020 8:48 PM
D File Requests 12/02/2020 10:27 AM
Human Resource 11/25/2020 8:50 PM
Sales 11/25/2020 8:51 PM
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2. Right-click and select Create Workflow

Name Modified Type

Size

Tag(s)

(4 D Accounting 11/25/2020 8:48 PM

D File Requests 12/02/2020 10:27 AM

(3 Human Resource 11/25/2020 8:50 PM

(@ sales

11/25/2020 8:51 PM

3. Select the approver(s)
4. Select "All must approve” or "Anyone can approve”
5. Click on Apply

Copy Path

@ Manage

@ Share

& Download

@ Delete

) Copy/ Move

¢ Rename

* Add to Favourites

# Monitor

& Create Workflow

Share Approval Workflow

Select user or group who can approve sharing of this file(s) @

Name

Jane Brown

M John Smith

Options

Share when @ © ALL must approve

ANYONE can approve

12.2 Owner Edits Workflow

1. Select the file/folder that you wish to edit a workflow
2. Right-click and select Edit Workflow
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Name

Modified
( 1 )

Type Size

Tag(s)

& Accounting

25/11/2020 8:48 PF
Copy Path

D File Requests

Human Resource

Sales

02/12/2020 10:27 AM

25/11/2020 8:50

25/11/2020 8:51

PM

PM

@ Manage

a

Share

Download

Delete

& B I

Copy / Move

Rename

A3

Add to Favourites

Monitor

&H = *

Edit Workflow

t of 4 items

3. Select the approver(s)

4. Select "All must approve” or “Anyone can approve”

5. Click on Apply

Share Approval Workflow

Name

Select user or group who can approve sharing of this file(s) @

[Cf 6 Jane Brown

MI& John Smith

Options

Share when @

© ALL must approve

ANYONE can approve

% Close I + Apply I @
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12.3 User Checks Pending Approvals and Remind Approvers

1. User shares a file/folder as per Share section

Note: A Share Approval Workflow appears if a Workflow was created. Click on Proceed

Share Approval Workflow

Share approval request will be sent to the following user(s):

® Mary Brown

File(s) will be shared to recipient(s) if ALL the user(s) above approve the request

1

2. To check on Shares pending for approval, click on Shared > Pending
3. To send a reminder, select a pending Share
4. Click on Send Reminder on the top right

Cj easishare Shared to All Users

Drives

~ [29) shared @
- ()

1 folder selected
* ‘

Type

& MaryBrown I &  » 3 Accounting I
a John Smith » (3 Human Resource

» () sharedin » (3 sales

» (5 Shared Out

12.4 Approvers Approve or Reject with Comments

1. To review a Share Request, navigate to Review Share Request
2. Click on Review Share Request
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MaryBrown ~ @)
£ Change Password
New View 2
@ 4 B s |l 1I 2 Review Share Requestsl
‘ % Manage Workflows
Type Size Tag(s)
@ Sign Out
3. Select Approve or Reject
Review Share Requests % Close
Name Drive Shared By Initiated On Link Expires On  Action @

Kate Alles

)

out of 1 fems

4. If Reject was selected, enter a reason for the rejection for the user.

5. Click on OK.
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