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1 Introduction

1.1 Introduction to EasiShare

EasiShare is a secure mobile sync and share solution which allows user to sync their files across different
devices securely and share with 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 time; the access rights are automatically revoked.

1.2 Document Overview

This document serves as a basic functional user guide for end users using the personal computer on

Mac OS operating system to access EasiShare.

Windows

- N
oy

= easishare

IR

Android Mac OS

It is assumed that the EasiShare application has been installed in your desktop computer, otherwise,

please contact your administrator to install it for you.
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2 Getting Started

2.1 Installation
BASIC STEPS

1. Double click EasiShare Mac installer file to begin the installation.
2. Follow the installation wizard instruction

F

easishare.dmg

00 @ # EasiShare

EasiShare
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2.2 Activation
BASIC STEPS

Launch Easishare from your system tray

1. Input Connect to — EasiShare endpoint URL,
Username - Your domain username,
Password - Your domain password;
Click Login;
Click on storage name to see folders you want to synchronize;
Choose files/folders you want to sync;
Click OK;
Click Finish to end activation.

ouvkcwn

Activate EasiShare Activate EasiShare
Login r Preferences
- ( Azure Personal
Connect to  hitps:/isg.easishare.com/esws = AZURE
Usemame trial.user L No sync
Password -ooc-oc-‘
[ i )
Use single Sign-On
Finish
v
L Choose items to sync - Azure Personal - o
£l [%) mw Azure Persond
i 2 b
A 4 = [ Folder
[#" New Tex Document e i ..
I Fhate (pg Click Finish
Enterthe URL you are FI% Fhoto ipg
. [¥]*=, Fhoto (3)jpg

connectingto at Connect to.

Enter yourUser ID and

Password .

Click Login.

OK Cancel
© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 7 of 40
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000 EasiShare Sync T T — oo —
' . — [ "~ . Pt [
s Syne ‘ﬁ Seffings == Storage 0 Info ‘::/ Syne Ol Settings E Storage 0 Info
Settings ) Current storages
EasiShare URL |http:I]escluudsrvl.cloudapp.netlesws,' | Storages | Show in favorites +
syncintenal 5 T7) mi AWS S3 Cloud Storage ~
y mins Azure Cloud Storage ™
¥ Launch automatically at system start y &
Credentials * m]
Username |andy.lau |
Password |..l..l-. |
[ Save ] [ Cancel J [ Apply J &, Retrieve Storages
Click Retrieve Storages

Enter the URL you are

connecting to at EasiShare

URL. Enter your Username c smcll o} setings | = storage 0 .

and Password . L 4

Click Save. Last updatt at: 2013 November 28 15:27:07

Click Start Sync
Advanced:

e Syncinterval is defaulted to 5 mins. You may change this according to your preference.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 8 of 40
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What's Next?

Your EasiShare administrator will be informed of your activation and you may need to wait
2. When your account is pre-activated or approved, the EasiShare activation screen will
minimize.
3. You wilLfind EasiShare Sync Manager on your system tray.

N
u —
e I =

4. Setup your File Storage(s). Refer to Section 3.

Advanced:

e Syncinterval is defaulted to 5 min. You may change this according to your preference.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 9 of 40
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3 Setting up File Storage(s)

3.1 Add New Storage

S

In case your storage cannot be found or you may want to add more storage(s), you may follow the

following steps below.

EasiShare Sync

Sync Now
Pause sync A2k setings

Settings

EasiShare settings
Sync status

EasiShare URL

Sync Interval |5

T | mins

v Launch automatically at system start

View shared files
View upload requests
Request for file upload

Credentials
Username andy.lau

Password ~ ssssssss

Open EasiShare folder

http://escloudsrvl.cloudapp.net/esws/

EasiShare Sync

—
= Storage

Current storages
Storages

AWS S3 Cloud Storage
Azure Cloud Storage
MY CIFS Storage

~
S

Exit

[ save | [ Cancel | [ Apply |

&, Retrieve Storages

3. Click on Storage tab.

Right click on
EasiShare Sync
Manager located on
your system tray
Select ‘EasiShare
Settings’.

Show in favorites

&

4. Click on " icon to add storage.

Storage type

Storage type

CIFS (NAS, Windows File Sharing)

CIFS (NAS, Windows File Sharing)

Settings
Settings Name: CIFS Downloaded
Name CIFS Downloaded Storage URL: /1s01/MY CIFS Storage/

Storage URL: //s01/MY CIFS Storage/

(¥ Alternate Authentication

[_] Alternate Authentication

User Name:

User Name:

Password:

Password:

Andy.lau

Synchronisation options

Synchronisation options

Choose folders to sync

| Discard changes |

| Discard changes | | save | [ Cancel |

Storage with your personal
credential

5. Select the desired storage type 5.
Enter a user friendly name of

your preference

7. Enter the storage path to your
desired storage 7.
8. Click on 'Save’

Choose folders to sync

Storage with an alternate
authentication

Repeat step 4 -7 as per above.
Tick ‘Alternate Authentication’
and enter the appropriate
username and password

Click on ‘Save’

| Save || | Cancel

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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3.2 Remove Storage

Sync Now

Pause sync

EasiShare settings
Sync status

Wiew shared files
Wiew upload requests

Request for file upload
Open EasiShare folder

Exit

1. Right click on
EasiShare Sync
Manager located
on your system
tray

2. Select 'EasiShare

settings’

8 00 EasiShare Sync

800 EasiShare Sync

—
T Settings —
sync Settings | == Storage Info

Current storages
Storages Show in favorites
AWS 53 Cloud Storage (]
Azure Cloud Storage =]

MY CIES Starane. e &
CIFS Download |
m

L. Retrieve Storages

3. Click on Storage tab

>

Select the storage
that you would like to
remove

—
Sync Setfings | &= Storage Info

Current storages
Storages Show in favorites |
AWS 53 Cloud Storage O
Azure Cloud Storage O
MY CIFS Storage J &
CIFS Download

ol

&, Retrieve Storages

’

5. Click on 'Remove storage
button to remove the
selected storage

6. Click "Yes” to remove the
selected storage

0.0 EasiShare Sync

e
SWnC Setlings — o=
Sync Setlings S Storage Info

Current storages
[Storages Show in favorites |
AWS 53 Cloud Storage (]

Azure Cloud Storage
MY CIFS Storage
CIFS Download

all

] Are you sure want to remove this storage?

Are you sure want to remove this storage?

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.

Page 11 of 40



EasiShare Mac (v7.0) User Guide

3.3 Edit Storage

Sync Now

Pause sync

EasiShare settings
Sync status

View shared files
Wiew upload requests

Request for file upload
Open EasiShare folder

Exit

1. Right click on
EasiShare Sync
Manager located
on your system
tray

2. Select 'EasiShare
settings’

Storage type
CIFS (NAS, Windows File Sharing) B
Settings

Name MY CIFS Storage
Storage URL: /501 /MY CIFS Storage/

M Alternate Authentication

User Name: andy.lau
Password:  |eesssses

Synchronisation options

800 EasiShare Sync

800 EasiShare Sync

=
== storage

Storages Show in favorites
AWS 53 Cloud Storage o
Azure Cloud Storaae im]

Current storages

MY CIFS Storage V] &
i

3. Click on Storage tab
Select the storage
that you would like to
edit.

| Choose foiders to sync

Discard changes

7. Edit your storage
settings

8. Click “"Save”

Save Cancel

=
== Storage

Current storages

Storages Show in favorites

AWS 53 Cloud Storage 8] L

Azure Cloud Storage [m]

MY CIFS Storage vl &
i

5. Click on the pencil to edit
the selected storage

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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4 Basic Functions

You may access these features by right clicking on EasiShare Sync Manager located on your system
tray.

EasiShare settings Sync Now

Allows you to override
EasiShare sync intervals
by manually triggering

Allows you to access and edit
EasiShare settings

e Web service URL EasiShare to perform
e Login credentials synchronisation.
e Storage details
e Syncintervals Sync Now
Pause sync Pause/ Start Sync
EasiShare settings Allows you to pause or
Sync status resume the EasiShare
Sync Status Sync Manager
Allows you to view the Sync View shared files synchronisation service.

Status and Start it. View upload requests
Request for file upload

: View Shared Files
View Upload Requests Open EasiShare folder

Allows you to view the
Shared In and Shared
Out window. You can
view users that you have
shared to and the users
who have shared
folder/files to you.

Allows you to view the upload Exit
reguests. You can download '

the files that people have

uploaded to the upload

request.

Request for file upload

Allows you to create upload
requests.

Open EasiShare folder

Allows you to open the

EasiShare folder where

Exit your Storages folder are
located.

To close EasiShare

Sync Manager. Note: All

sync actions will stop.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 13 of 40
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5 Sync
5.1 Understanding Status

5.1.1 EasiShare Sync Manager Status

Successful Sync

In progress

Error during Sync

5.1.2 File/Folder Status

Your file/folder will show 3 possible types of status during sync.
Successful sync
In progress

Unsynchronised or
synchronisation error

5.2 Files and Folders Sync

(,_ —

EasiShare works similar to your Mac file and folder behaviours.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 14 of 40
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5.2.1

A.

5.2.2

Ways to Add Files to EasiShare

Move files permanently from other local disk drives in your Mac

You can drag & drop any file into the EasiShare storage folders.

When you drag and drop something into this folder & it's sub-folders then it is moved
permanently from that location.

Make a copy

Use the copy & paste function using your mouse.

Save from Microsoft Outlook/Directly from Applications

Save file into EasiShare directly by browsing the EasiShare folder

Send File to EasiShare Storage

Send files to configured EasiShare storage by right clicking on the files and selecting ‘Send to
EasiShare'. This is feature is only applicable to files. Files deposit via ‘Send to EasiShare’ will be
deposited at the root folder of the selected storage.

Create Folder

You can always create a new folder in EasiShare storage folders.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 15 of 40
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5.3 Selective Sync

To Select which files/folders you want to sync follow the steps below

EasiShare Sync

SVHC NOW EasiShare Sync
Pause Svnc @‘ Setfings g Storage
EasiShare settings Settings Current storages
S tat EasiShare URL | http:/ fescloudsrvl.cloudapp.net/esws/ i‘:gg; =T 5“““"“;‘"’"‘“ $
vnc SLILELS Syne Interval 5 ~ | mins Azure CquZuSlm:ng 0
ge
V' h d ﬁ | V¥ Launch automatically at system start MY CIFS Storage L
iew share es _
3 i 111]
View upload requests . ——
Reguest for file upload ot [
Open EasiShare folder
Exit (s ) (Coneet ) (ool ]
1. Right click on 3. Click on Storage tab. 4. Select storage and click on
. encil icon.
EasiShare Sync P
Manager located
on your system
tray
2. Select 'EasiShare
Settings'.
Storage type 7% ™[] AWS S3 Cloud Storage
= » ( [ Brochures
Amazon S3 » ¢ (] Documents
» ™ [ Lawyer Paper Submission
Settings v M [ Management
Name: AWS 3 Cloud Storagé ™ & Book aJaguar Form.pdf

Storage URL: //s01/AWS S3 Cloud Storage/

| Alternate Authentication

User Name:

Password:

Synchronisation options

|| Choose folders to sync

Discard changes Save Cancel

5. Click on Choose folders to sync

™ & IMG_0818JPC

IMG_0819JPC

Meeting Agenda and Minutes.pdFf
Motion Picture Video.MOV
Reseller Agreement.pdf

F[E [ (& (%

Sales Notes.txt
Sales Pipeline.xlsx

[ [

| Sales for Education.pptx

ElERAEEEE

=) kickoff_preso_v1.pptx
» @ [ Presentations
» [ [ Sent From Outlook

oK ] | Cancel | fug
ing

6. Check files/folders you want to sync.
7. Check Auto Sync New Files/Folders to

automatically sync new files/folders.

8. Click Save.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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6 Share

Definition of Shared In/Shared Out Folders in View Shared Files

File and
. Folder .
N . n
G Sharing SRng,

Architecture for Project
= Interlace.docx

Sharing of files in EasiShare revolves around the ‘Shared In" and ‘Shared Out’ folders in View Shared
Files.

Shared In: Contains folder/files shared to you by Easishare users (Owners).

To access Shared In/ Shared Out:

Sync Now
Pause sync

EasiShare settings
Sync status

View shared files
View upload requests
Request for file upload

Open EasiShare folder

Exit

Shared Out:  Contains folder/files shared out to other EasiShare users or external users (Recipients).

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 17 of 40
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800 View shared files ann View shared files
|
|-.g‘,,.—vy | - J

Owners “’u =G Owniers IEN +
t - C
1 tran.lan 1 Cuong
t
l tran.lan

Last Update:29 November, 2013 9:58:27 AM
Last Update:29 November, 2013 9:54:34 AM

Go to foider

Right Click on EasiShare Sync Manager

Select View Shared Files

View Shared Files window will be open

Navigate on this window between the Shared In and Shared Out tabs.

N w >

Summary of View Shared Files

A. Shared In and Shared out tabs
Search |

B. Search bar — View Shared files allows you to search the Owners, Recipients and Folders/Files
in EasiShare

m = G

C. Delete, Sort and Refresh icon - View Shared files allows you to delete folders/files that was
shared to you, sort the folder/files and also the owners/recipients of the folders/files and
refresh the folders after syncing.

[ -y
D. Pencil icon in Shared Out — View Shared Files allows you to easily edit the expiry of the
folders/files that was shared out and resend email.

E. Go to folder button and Download button in Shared In — Allows you to go to the Shared In
Folder in EasiShare File Explorer and download multiple folders/files.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 18 of 40
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6.1 Internal Share

EasiShare enables you to share folders/files with other Easishare users via the EasiShare File explorer.

Note:

Sharing of files is not applicable to storage folders that were created with ‘Alternate Authentication
enabled.

BASIC STEPS

Select Folder/File(s)

Select the folders/files in EasiShare file explorer that you want to share (You may select
multiple files)

Right click and select ‘EasiShare’ -> ‘Share to internal’.

Open
Open With >

Share to internal

Share to external |

Move to Trash KiFd Microsoft

Cet Info B s
Created Thursday

Compress “Sales Pipeline.x|sx" Modified Thursday

Burn “Sales Pipeline.xlsx" to Disc... Last opened Thursday

Duplicate

Make Alias

Nuidrl |l anls WCalar Diaaliaa ulau™

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 19 of 40
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Select Recipient(s)

Select Recipient(s) in the Share to Internal form

To add recipients:

a. Select the Expiration checkbox if you want to set validity of the file you are sending. You
can chose an absolute date and time to determine it's validity.

800 Share to internal

Files/folders
Motion Picture Video.MOV
i

Expiration (¥  1/29/2014 11:59 PM ¢

Recipients

tr

% Maria.Tran +
% tran.lan
% Tri Dung

Selected recipients

1]
Optional
Subject
Body
Share Cancel

b. Search contacts from your company's address book. You can select recipients from AD
users, group and distribution lists respectively. Enter a name and click 'Search’. A list of

similar names will be presented to you.

800 Share to internal

Files/folders
Motion Picture Video.MOV
G

Expiration (¥  1/29/2014 11:59 PM ¢

Recipients

tr ] Multi-ADs
% Maria.Tran +
% tran.lan
% Tri Dung

Selected recipients

i
Optional
Subject
Body
Share Cancel

Click on the * icon to add recipients that you would like to share the folder/file to.
Page 20 of 40
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8.0.0 Share to internal

Files /folders

[=  Motion Picture Video.MOV
Expiration [  1/20/2014 11:50 PM FalE

Recipients

Jer Multi-ADs

% Maria.Tran

# tran.lan

2 Tri Dung
Selected recipients

% tran.lan

B

Optional
Subject
Body

gShare jCancel

d. Select the recipient that you would like to remove from the sending list ,click on the 1
icon to remove the recipient.

800 Share to internal

Files/folders

[E]  Motion Picture Video.MOV
Expiration [  1/29/2014 11:59 PM Pl

Recipients

Jtr Multi-ADs

% Maria.Tran

2 tran.lan

2 Tri Dung
Selected recipients

% tran.lan

&

Optional
Subject
Body

Share Cancel

e. Add subject and body to you message if required.

800 Share to internal

Files/folders

[£]  Motion Picture Video.MOV

Expiration ¥  1/29/2014 11:59 PM Pl

Recipients
tr Multi-ADs
% Maria.Tran a
2 tran.lan
2 Tri Dung

Selected recipients

% tran.lan m
Optional
Subject Share video
Body Dear Lan,
| share video to you
Share Cancel

f.  Click Show files/folders to view the list of files/folders being shared.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 21 of 40
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000 Share to internal
£ Motion Picture Video.MOV

N |
or

.|
|
| Close
L‘)mmnal
Subject Share video
Body DearLan.
| share video to you
| Share | | Cancel

g. Click Share to create the share.

800 Share to internal

Files/folders

’T Motion Picture Video.MOV
Expiration 1/29/2014 11:59 PM Pl

Recipients

[er )| | Multi-ADs

% Maria.Tran

2 tran.lan |
% Tri Dung

Selected recipients

% tran.lan

=

Optional

Subject Share video

Body Dear Lan,
1 share video to you

_Share | [ Cancel

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 22 of 40
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Optional: Type in the email subject and content

The subject and body will only be viewed on the recipient’s email. If left empty, a default system
email subject and body will be used.

Locating Files Shared

You will be able to locate your shared files in ‘Shared Out’ folder in View Shared Files.

8.nn View shared files
| Shared Out |
|
Chamars F G
C
Cupng
t =
ﬂ tran LA

Last Update: 29 November, 2013 9:58:27 AM

View Properties

800 View shared files
Shared Out
Recipients Mo e
« tran.lan
Q Motion Picture Video.MOV

Last Update:January 29, 2014 5:19:34 PM

a. Double click on the Recipient that you shared out the folders/files to.
b. The list of folders/files that you have shared to will be displayed.
c.The properties of the folders/files can be seen below the name of the file or folder.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 23 of 40
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6.2 Shareln

S

When receiving a ‘shared” file from other EasiShare users, you will be notified. You can have only Read

Access to the file(s) shared.

6.3 External Share

EasiShare enables you to share folder/files with other Easishare users via the EasiShare File explorer.

Note:

Sharing of files is NOT applicable to storage folders that were created with ‘Alternate

Authentication’ enabled.

BASIC STEPS

Select the folders/files in EasiShare file explorer that you want to share

(You may select multiple files)

Double click and select ‘EasiShare’ -> ‘Share to external'.

Open
Open With >

BETSTON L share to internal

Share to external
Move to Trash ——— rg Microsoft

Get Info
Compress “Sales Pipeline.xisx"

Burn “Sales Pipeline.xIsx" to Disc... Last opened

Duplicate
Make Alias

Nuilrl L anls "WCalar Dinalliaa ulau™

a. Select the Expiration checkbox if you want to set validity of the file you are sending.

You can chose an absolute date and time to determine it's validity.

800 Share to external

Files/folders

[E]  Brochures
Expiration (¥  1/29/2014 11:59 PM PlE

Recipients

oTP for enha

Name:

Email:

Mobile:

Bl [+

Optional
Subject
Body

_| Notify me of all downloads |_Share | | Cancel

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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b. Check the OTP (One Time Password) Protection checkbox if you require OTP for the
folders/files you want to share.

8,00 Share to external

Files/folders

Brochures
Expiration 1/29/2014 11:59 PM el

Recipients

otp | M«

Name Lena

Email: tran.lan@inspire-tech.com

Mobile: 84914712329 g 1

m

Optional

Subject

Body

Notify me of all downloads Share Cancel

Note: OTP Protection is not set by default. If you wish to set it, please ensure to enter
the Recipient's Mobile Number before clicking on Share or you will be prompt upon
clicking on Share.

8,00 Share to external
Files/folders
Brochures
Expiration (¥  1/29/2014 11:59 PM el
Recipients
otp ™ ¢
Name Lena
Email: tran.lan@inspire-tech.com
Mobile: 84914712329 T
m
Optiona
Subject
Body
Notify me of all downloads Share Cancel

c. Enter a name of the recipient. This name will be used to address the recipient in the
notification email.
Enter the email address of the recipient.

e. Enter the mobile number of the recipient. If OTP was checked.

f.  Click on the * icon to add recipients that you would like to share the folder/file to.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 25 of 40
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800 Share to external

Files /folders

[? Brochures
Expiration @  1/29/2014 11:59 PM

Recipients

oTP ™  (for enhanced security)

Name:

Email:

Mobile:

2 Lena

Optional
Subject
Body

| Notify me of all downloads

g. Click onthe @ icon located on the side of the form to remove a recipient.

800 Share to external

Files/folders

£ Brochures

Expiration ¥  1/29/2014 11:59 PM

[ Share | | Cancel

Recipients

oTp ™  (for enhanced security)

Name:

Email:

Mobile:

+|

2 Lena

_lal

Optional
Subject
Body

| Notify me of all downloads

h. Add subject and body to you message if required.

| Share | | Cancel
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800 Share to external

Files/folders

Brochures
Expiration ¥  1/29/2014 11:59 PM Pl

Recipients

oTP ™  (for enhanced security
Name

Email:

Mobile: -+

% Lena m

Optional

Subject Share Brochures

Body Dear Lena,
| share Brochures to you

Notify me of all downloads | Share Cancel

i. Check Notify me of all downloads to receive an email every time the file is accessed,
else uncheck send all notifications to only receive an email the first time the file is
accessed.

8.00 Share to external

Files/folders

(B Brochures

Expiration ¥  1/29/2014 11:59 PM ”

«

Recipients

oTP ™ (for enhanced

Name:

Email:
Mobile: 71—7

% Lena (T}

Optional

Subject Share Brochures

Body Dear Lena,
| share Brochures to yod

™ Notify me of all downloads Share Cancel

j-  Click share to create the share.
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800 Share to external

Files/folders

Brochures
Expiration ¥  1/29/2014 11:59 PM Pl
Recipients
oTP ™ (for enhanced security
Name:
Email:
Mobile: <+
% Lena i
Optional
Subject Share Brochures
Body Dear Lena,
| share Brochures to yoy
™ Notify me of all downloads Share Cancel

Optional: Type in the email subject and content

The subject and body will only be viewed on the recipient’s email. If left empty, a default
system email subject and body will be used.

Locating Files Shared

You will be able to locate your shared files in ‘Shared Out’ folder in View Shared Files.

0.0 Vi hared fil
800 rmm———_— . 0 C iew shared files
hared O Shared Out
E i [Searct |
Recipients s L =
Owners IEX - el
c < tran.lan
| Brochures

1 Cuong & T

t "% CIO Telemarketing Script.docx

| . s G : il

i,

Last Update:29 Novenber, 2013 §:58:27 AM Last Update:4 December, 2013 1:58:31 PM

View Properties
Right click on the file and Select ‘EasiShare Properties’ to view the expiry details.

MORE

1. You can extend your sharing expiry or remove the sharing. See Section Error! Reference s
ource not found..
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6.4 Receiving Shared Files

Receive Email

Recipients for external shared files will receive a notification email stating who shared the files
together with the files that is being shared.

Click on Download Link

Recipients are able to access the shared file via the download link attached in the notification
email

Dear tran.lan,

andv L au has shared the following -
Brochures

Expiry: 05 Dec 13 12:59 AM (UTC +8)

Message by Andy.Lau:
Brochures

Mote:

The sender may have initiated additional security options and time expiry when sending you the file. When retrieving the file(s), you
may need to have your mobile phone with you to use the one-time pin on your sms. If you have difficulty retrieving the file, please
contact the sender.

his is an auto-generated ema
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Opening File

Non-OTP OTP protected files
protected files a. Recipients will be required to click on download link.

Recipient will be Click on ‘Generate OTP

able to download \
the file r’ easishare
immediately after

l. k the Roqtafor oTP
clicking on

download link.

We need to authenticate you via a one-time PIN to ensure you are the authorised
recipient of this fileffolder. You can only request OTP once

c. Enter OTP sent to recipient via SMS and click Submit.
N
r’ eas&hqre

Input OTP

The OTP has been sent to your mobile. Please check your SMS inbox. Your OTP
will expire at 04/12/2013 03:09 PM

Enter One-Time Pin (OTP)

D ......‘ OTP code is 6 digit long

) o

d. The Download page will appear upon the correct OTP entered.
Click on Download to download the file.
Note: The page will expire in 5 minutes. Thus it is crucial that the

recipient automatically downloads it after submitting the OTP.
' th\l? are
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Sender Receives Read Receipt Email

Sender will receive a read receipt via email to be notified that the externally shared file have been
accessed by the recipient.
Dear Andy.Lau,

Tran.lan has accessed the following :
Brochures

Receiving Shared Folders in External Sharing

1. When receiving Shared Folders, the steps are the same as Opening a file and generating
an OTP above.
2. To download the files, check the files to be downloaded and click download
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6.5 Edit Share

DCIO Telemarketing Script.docx [2]
\
8 .00 View shared files
[ Shared Out |
| |
Recipients = O |
< tran.lan ‘
|
Brochures ‘
o "% CIO Telemarketing Script.docx 0k
O.0.6), View shared files
Files /folders
5]  EditFiles/Folders
Expiration (¥  4/12/2013 2:29:36 PM
Recipients
Last Update:4 December, 2013 2:25:39 PM ™ 2 tran.lan
Close Unshare Edit
1. Right click on EasiShare Sync Manager and click View Shared Files.
2. Go to Shared Out tab.
3. Click on the file that you would like to edit share and click on the Edit Share icon.
4. Change the Validity of the file. Select an absolute date and time.
5. You can edit share to selected recipients by checking/unchecking selected recipients.
6. Click on Edit Files/Folders to edit documents.
7. Click Edit to submit your changes.
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6.6 Unshare

enn View shared files

Shared Out
|§~—.u h |

Recipients il =0

-« tran.lan
Brochures
“ " CI10 Telemarketing Script.docx

000 View shared files

Files/folders
Edit Files /Folders

Expiration 4/12/2013 2:26:36 PM s

Recipients
™ 2 tran.lan

Last Update:4 December, 2013 2:25:39 PM

| Close | Unshare | | Edit |

Double click on EasiShare Sync Manager and click View Shared Files.

Go to Shared Out tab.

Click on the file that you would like to unshare and click on the Edit Share icon.
You can unshare to selected recipients by checking/unchecking selected recipients.

vk wn =

Click on the unshare button to unshare the file

6.7 Resend Email

enn View shared files

Shared Out
|<a_.u h |

Recipients il =0

« tran.lan
Brochures

“ . €10 Telemarketing Script.docx
v

Last Update:4 December, 2013 2:25:39 PM

Click on the email icon to resend email
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7 Request for File Upload

7.1 Creating the Upload Request

BO0  Requestfocfieupioad . |[®O00  Reovestforfiespiosd |

Request seings Reguest sottings
Title: Ttk [Upload docurment for training
Meofattemps: @ | L | File Size Limic: [ 1024 || MB 2 Me of attemprs: | 50 | File Size Limic: B[ 1024 | | MB 3
File Type Restrictions: _ File Type Restrictions: & tat
Sync Now -
Pause sync Expliration 29/11/2013 11:39:06 AM 5 thrlm ™ 1/20/2014 11:59 PM |z
Recipients Recipients
EasiShare SEﬂings TP o  oiar enchansed securind oTe O tfer enhanced securing
Sync status Name: pame: |
View shared files Emall: 1 : Bt

View upload requests Mo b #ﬂ-‘h: 3
[Request for file upload) # i @ ||

Open EasiShare folder

Exit " optional Opdional
Subject | Subject ]
o onify me of all downioads Reguest | Cancel O mie of all uploads | Request Cangel |

Request setings

RAQUEST SATTiNGS

Tithe: | Upload document for training Tithe: | Upload decument for training

Mo of aremats: # | 50 | File Size Limi: 9] 1024 | | MB

Meaf anempts 50 | File Size Limi: 3] 1024 | [ M8 2]

File Type Restrictions: # | xt File Type Restrictions: B tat

Bpiation M 1/29/2014 1159 S Expiration & 1/29/2014 1153 PM o7 [

Recipients

Recipsemts
rm B tor enhanced seourny oTF B o emhanced sty
. |
Mame: Lan Hame: Lan
o | L
Email:  |tran.langinspira-tach.com | Email: | tranlan@inspire-tech.cam
Lllnlnle.' B491471232G ﬁuq Mobila:  gam14712329 +
|
e @
Diprisnal
Subject
- Subject | Upload document for training
v Body [ HI, T newa 10 Lpicad documend
T Matify me of all uploads " Request Cancel =
_ [ I J & Matify me of al uploads LRaguest | | cancat |
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7.2

S e o

7.
8.
9.

Enter the title of the request

Check/Uncheck Upload Quota, File Size Restriction, File Type Restriction

Enter Upload Quota, File Size Restriction, File Type Restriction if checked.
Check/uncheck OTP if required

Enter Name and Email

Enter Mobile if OTP is checked.

Note: OTP is a secure way to ensure your file will be opened after it has been properly
authenticated with a One-Time-Pin.

Click + icon to add recipient.

Click trash can icon to delete user.

Check Notify me of all uploads to receive a notification every time a file is uploaded

10. Click Request to create the request

Optional: Type in the email subject and content

The subject and body will only be viewed on the recipient’s email. If left empty, a default
system email subject and body will be used.

Receiving Upload Request

Receiving External Shared folder/file(s):

1. Recipients for External shared folders/files will receive a notification email stating who
shared the files together with the files that is being shared.

2. Recipients are able to access the shared file via the upload link attached in the
notification email.

Dear Lan,

Please click here to upload your file(s) or use this Session ID: 855554 via this link.

Expiry: 05 Dec 13 12:59 AM (UTC +8)

Message by Andy.Lau:

HI, i need to upload document
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Upload Request

Non-OTP protected files OTP protected files
e. Recipients will be required to click on upload link.

Recipient will be able to
f. Click on ‘Generate OTP’

upload the file immediately

. . "
1)
after clicking on the upload B cossrore
link.
Upload document for training
Request OTP
We need to authenticate you via a one-time PIN to ensure you are the authorised
a ﬂﬂﬂﬂﬂﬂﬂﬂ tafthis file/folder. You can only request OTP once
FEISEE

g. Enter OTP sent to recipient via SMS and click Submit.

) }
]
ri easishare

Upload document for training

nput OTF

2]

The OTP has been sent to your mobile. Please check your SMS inbox.
Your OTP will expire at: 04 Dec 2013 06:55 PM
Enter One-Time Pin (OTP)

h. The Upload page will appear upon the correct OTP
entered. Click on Browse file to select file to upload.
i. Click Start upload to upload the file.
Note: The page will expire in 5 minutes. Thus it is
crucial that the recipient automatically uploads a file
after submitting the OTP.
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‘I W:
]\
f'j easishare

Upload document for training
Upload

Andy.Lau (tran Jan@inspire-tech.com) to
Lan (tran.lan@inspire-tech.com)
04/12/2013 04:58 PM
50
txt
168

=L TUEY SN ) EasiShare Test-Info.plist

Start upioad

Sender receives Read Receipt Email
Sender will receive a file upload notification via email to be notified that there has been a file

uploaded by the recipient to the upload portal.

Dear Andy_Lau,
Lan has uploaded the following
Please refer to your EasiShare Upload Request folder to access the uploaded file(s).

This is an auto-generated emazil. Please do not reply to this email.

Powered by EasiShare
Secure. Mobile. Sync. Share.
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7.3 View Upload Requests

1. Right click on the file that you would like to view the version
2. Select Easishare and click on View upload requests
3. A window will appear with a list of upload requests

Sync Now

Pause sync

EasiShare settings
Sync status

View shared files
View upload requests

Request for file upload
Open EasiShare folder

Exit

Double click on a request

800

o

Sessions

u

',2 Upload document for training

r

L? request

u

&? upload file

Go to folder
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7.3.1 Downloading Uploaded File(s)
Double click on recipient to view uploaded files

Check the file to be downloaded. Click download.

=B -

Go to folder

800
lEear( h ;’:}\l
Sessions wiEC
; « Upload document for training
@ 8‘ Lan I
oo
7.3.2 Resend Email
Click email icon to resend request.
©®00  Viewupload requests —
"Sear(h m ’:\]
Uploads “woalc
« Upload document for training
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7.3.3 Delete Upload Request

Click pencil icon to delete request.

8 0rf View upload requests 0.0.0 View upload requests
Uploads & oo = C Uploads MomlEC
« Upload document for training < Upload document for training
2
/] ? Lan v &, tan

\ Question
ml Delete upload request?

8 Versioning

EasiShare allows you to edit files and view and restore those files to previous versions.

Create a Version

1. Open a file that you would like to change/edit

2. Make the changes where necessary

3. Right click EasiShare Sync Manager and click Sync Now.

4. After finish syncing, the new version will be created.

View File Versions

1. Right click on the file that you would like to view the version

2. Select Easishare and click on Versions

3. A window will appear with a list of versions of files that was created after you edited the
files.

4. To view the particular version of the file, select the version and click on Download.

5. Select the location of the file that will be downloaded.

Restore Previous Version

1. Right click on the file that you would like to view the version

2. Select Easishare and click on Versions

3. A window will appear with a list of versions of files that was created after you edited the
files.

4. To restore a particular version of the file, select the version and click on Restore.

5. You will be prompted. Click OK to restore the selected version.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 40 of 40



