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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 time; the access rights are automatically revoked.

2 Getting Started

2.1 Supported Versions

2007 2010 2013 2010 2013 2016
32bit 32bit 32bit 64bit 64bit 64bit
Outlook Outlook Outlook Outlook Outlook Outlook

32bit
Operating v v v v v v
System

64bit
Operating x v v v v v
System

2.2 Installation

1. Before installing, close outlook browser to view the add-in feature after installation.
2. Double click on the installer.
3. Follow the installation wizard instructions as shown below
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ES Outlook
Add-In.exe

) &F EsOutlook Add-In Setup - InstallAware Wizard

ES Outlook Add-In Setup

The InstallAware Wizard will install ES Outlook Add-In on your computer,

Click Mext to continue,

@9 <P ES Outlook Add-In Setup - InstallAware Wizard

ES Outlook Add-In Setup

ui , 'nstalling ES Outlook Add-In...

EntityFramework.dll, 1% complete

This might take a few minutes.
Wour computer might download some packages from the Internet.
Yau may need ta restart your camputer to finish installing ES Outlook Add-In,

@) &P ES Outlook Add-In Setup - InstallAware Wizard

ES Outlook Add-In Setup

ES Outlook Add-In has been successfully installed.

Read the license agreement.
accept it.

Scroll down to

(&) <F ES Outlook Add-In Setup - InstallAware Wizard

Read the license agreement

The following are the terms and conditions which govern your use of this software.

Seroll to the bottom of the document te indicate that you accept it.

\ 4

4. Governing Law; Venue and Jurisdiction:

Upon using EasiShare you hereby agree that the laws of Singapor
govern these Terms of Use, without regard to principles of conflict
of any sort that might arise between you and Inspire-Tech

ll apply to and

. Any dispute

ar anyone of Inspire-Tech behalf
courts of the dity of Sgapore

venue and waive all deferses of lack of
peraonal juriadiction and forum non-conweniens.

Cancel | cancel
(©) & £ Qutiook Add-In Setup - InstallAware Wizard
ES Outlook Add-In Setup
Ready to make changes to your computer.
Click Next to continue.
&
<
| cCancel
Cancel
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3 Overview

3.1

3.1.1 2007 Outlook

1. To be able to select the
EasiShare Options, you will
first be required to enable

Enabling/Disabling EasiShare Outlook Add In

select the *Add-Ins’ option.

2. Trust Center screen will appear,

A

the add-in under ‘Tools’

' ’ Tusted Publish
under ‘Trust Center’. || EEEE
Name Location Type
Privacy Options Active Application Add-ins
micoreel comAssin
A Microsoft Exchange Undied Mestoging CA-DDISWUmOlookAddindl  COM Add-n
o Hareie Co raan
CLMfice OMeL2 OMSMANOLL  COM Ado-n
m Actidns  Help x OneNote »::ms about Omllm Rems i;,(:;«:‘r:n«uzxomonal (0: ::j:
, e ||| [ e e X reovhsptenstmpsat Cousasin
I Instant Qearch » Inactive Application Add-ins.
[ S Catendar Gadge fr Windows Sdeshow SreomazamEOwD  Cousssin
| — Micosoft VBA for Outiook Addin CAe12ADOINS OUTIVEADLL  COM Ad-m
(B2 Rules an Aletts... Disabled
Out of (ffice Assistant. I v
Mailboy “leanup...
@ Empty *feleted tems” Folder
S Recovebruétams.. 3. Select on the
Forms »
| oo D e ot COM Add-ins
. locstion:  micoree.d
i I Trust Center.. I Desciption:  EasishareOutlookAddin a nd CI iC k the
Customize...
Options... ¥} Apply macro security settings to installed add-ins I ] v
s e i | »| 'Go’ button.
o) [Caner ]
"COM Add-Ins B | 4. Check/Uncheck on the
Add-Ins available: . .
T o ] EasiShareOutlookAddin, and
FllEasshareOutiookAddin —a——> . )
" Micrasoft Access Cutiuok Add-n for Data Colection and Pubishing select ‘Ok’. You can then
j M\mﬂ&(d\anﬁe Unified Mesfzawnguo& -
' | Microsoft Office Groove Proxy for Oul -4n 1
¥ | Microsoft Office SharePoint Server Colleague Import Add-n proceed to co nflg ure yOU r
/| Microsoft Outiook Mobile Service . .
¥ Microsoft VBA for Outiook Addin - EasiShare Settings.
Location: mscoree.dll

Load Behavior: Load at Startup

Note: If you are not able to
send using EasiShare, please
restart your Outlook.
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3.1.2 2010 Outlook

1. To be able to select
the EasiShare Options,
you will first be required
to enable the add-in
under ‘Options’.

A
EIEA
A
B save g
& Save asfsdobe PDF
By save Atfchments

' Info !
Open
print
Help

|:] Options
i

B
]

) [ | Suloror

Home | Sena

5 g onaup

New  Hew
Email Nems - | Gk~

New Dot

prs"
23 1m0
5 unvesa v
3 Sentems )
137 Deteted ems 11

4 mchelesim@mspire ech com

3 Comersation History
23 Eastshace Outboc

Rective

2. Option screen will
appear, select the ‘Add-

Ins’ option.

t

oetete

Notes and Journal

le @ %= |
- 2@
Outiook Options E==) = —
Genera y s Book
“ i View and manage Microsolt Offce Add-ins. i+
v .
Caiensr ads1n Options E
ortacs Launch 4cd.in options daiog [ Addn Gotions..
Taiks -

Locstion pe

CAL64PDFMOIookiden il COM Ade.
ClcelIADDINS ECSAGin il C
c

Wecrosoft Dynamics CAM
Wacrosoft Exchangs Adtin
Wacrosoft Outiack Sacal Connectar

e

‘Onetiote Notes ssout Outlook tems

Tnactive Appication Add-ins
FasishareOutioctAdsin
Funes Cutioak Addin

mscoree g
ChesTunesOutiookASIIR A C

Wacrasoft VEA tor Duticok Agdin

sl

3. Select on the

c
L e10DONS CULVEA L

sacn: Acrcbat FOFNsker Ofice COM Adan
Publisher  Adobe Sptems, ncorporated
Compatibaty. Mo compstioiy Intormaticn svallabic
Lo C

COM Add-ins

Oesciption:  Acobat POFMister Offce COM Adéin

and click the

| (——— » 1 ’
| Wanage: contaadins (=] (Lken l GO button.
o Lol
T, 200 ) U &

COM Add-Ins

Add-Ins available:

Acrobat PDFMaker Office COM Addin
Business Connectivity Services Add-In

QuttookAddTn

iTunes Outlook Addin

Microsoft Dynamics CRM
Microsoft Exchange Add-n

L
Microsoft Access Outiook Add-in for Data Collection and Publishing

\ 4

Location: mscoree.dll

Load Behavior: Load at Startup

4. Check/Uncheck on the
EasiShareOutlookAddin,
and select “Ok’. You can
then proceed to configure
your EasiShare Settings.
Note: If you are not able
to send using EasiShare,
Please restart your
Outlook.
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3.1.3 2013 Outlook

1. To be able to select
the EasiShare Options,
you will first be required

2. Option screen will

Ins’ option.

appear, select the ‘Add-

T

["Guteok o

to enable the add-in s

under ‘Options’.

People

Tasks

Search
Lenguage

Advanced

Customize Ribbon

: ;} View and manage Microsoft Office Add-ins.

O
i A s s
s
e~ wocaton e ]
Active Application Add-ins
b (e COM Add-in.
Microsoft Exchange Add-in CA\UmOutiookAddindll  COM Add-in
OneNote Notes sbout Outlook tems. C\ficel S\ONBtnOL.dIl  COM Add-in’
Outlook Social Connector 2013 CA.JALCONNECTORDLL ~ COM Add-in: E‘
Redemption Helper Outlook Extension CA\.ddin\Redemption.dl  COM Add-in
TeamViewes Meeting Add-in mscoreedil COM Add-in
s ot s
EasiShareOutiookAddin ‘mscoree.dil COM Add-in.
CA\.ADDINS\ACCOLKDLL  COM Add-in
Microsoft VBA for Outlook Addin C:\..DOINS\OUTLVBADLL  COM Add-in
< Add-in: n3
Publisher: Microsoft Corporation
Compatibilty: No compatibility information available
e 0 A 3. Select on the COM
- “
— _| Add-Ins and click the
Maage: [CoM Add-ms [] [ Gow ] >
P
o] L) Go’ button.

:I Microsoft Access Qutlook Add-in for Data Collection and Publishing
|¥| Microsoft Exchange Add-in

(V| Microsoft SharePoint Server Colleague Import Add-in

[¥] Microsoft VBA for Outiook Addin

(7] OneNote Notes about Outlook items

[¥] Outlook Sacial Connector 2013

Location:
Load Behavior: Load at Startup

mscoree.dll

_1 4. Check/Uncheck on the

EasiShareOutlookAddIn, and select
‘Ok’. You can then proceed to
configure your EasiShare Settings.

Note: If you are not able to send
using EasiShare, Please restart your
Outlook.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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3.1.4 2016 Outlook

1. To be able to select the
EasiShare Options, you
will first be required to
enable the add-in under
‘Options’.

COM Add-ins

Add-ins available:
EasiShare Outlook Add-In
X

| Microsoft Exchange Add-in
| Microsaft SharePoint Server Colleague Import Add-in
E Microsaft VBA for Outiook Addin
| OneNote Notes about Outlook ltems
E Outlook Social Connector 2016
Windows Search Email Indexer

icrosoft Access Outlook Add-in for Data Collection and Pub

2. Option screen will
appear, select the ‘Add-
Ins’ option.

Qutlook Options

£ View and manage Microsoft Office Add-ins

Addin Optians

Manage: [COM Add-ns =

3. Select on the
COM Add-Ins
and click the

v

‘Go’ button.

oKk Cancel

Location: mscoree.dll

Load Behavior: Load at Startup

4. Check/Uncheck on the EasiShare
Outlook Add-In, and select “Ok’. You
can then proceed to configure your
EasiShare Settings.

Note: If you are not able to send
using EasiShare, Please restart your
Outlook.

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

Before using
EasiShare, you need
to configure your
settings. Go to
‘EasiShare Options'’

S

Info

Open & Export
Save As

Save Attachments
Print

Office

Account

Support

EasiShare Options

Options

Exit

Enter Connect To,
Username &
Password. Click
Retrieve Storages.

=) EasiShare Options X
Account Options About
EasiShare Credentials
Connect to ‘ |
Usermname ‘ | 1
Password ‘ |
Use Single Sign-On Retrieve Storages
\ 2
Attachments sent via EasiShare will be saved to this storage

Select Storage & Click
Save button.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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Step 1:

1. Enter the EasiShare URL.

2. Enter your credentials —
Username and Password

3. or Check Use Single Sign-On
checkbox.
Click Retrieve Storages.

5. Select the storage to be used.

6. Select About to check for

version been used.

Step 2:

Click on Options tab

2. Select your send using
EasiShare option.

3. Select ‘Password Protect’ if
you would like to enable it each
time you send an attachment
using EasiShare’s Outlook Add-
in.

4. Set Default expiry day for link to
attachment(s).

2

S

Step 3

1.

Click on Save button after adding

the details.

3

(5] EasiShare Options
Account | Options | About

EasiShare Credentials

4 =) EasiShare Options

Connect to |ht'tp:ffsg.easishare.com;’eswsf |

Username |wilson

Password |uuunu |

|Use Single Sign-On

Retrieve Storages

&, Personal

Attachments sent via EasiShare will be saved to this storage

HEVE Cancel

Account | Options | Ahout

Atachments
Send using EasiShare
® Mways (O Never (O More than 1 Z/MB

Password protect O

Default expiry Today w

Network
Praxy bute | Always — Send via
Fraxy URL EasiShare, whenever

there is an attachment.

lUse Default Credentials [ ] N Wil not send vi
ever — vl not send via

EasiShare, even when
|: there is an attachment.

|sername

Password

SaVE Cancel

5 EasiShare Options
Account  Options  About

Attachments
Send using EasiShare
® AMways (O Never (O More than 1 5| MB

Password protect O

Hetwork
Py
Praxy URL

Use Default Credentials ]

Username

Password |

Cancel

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

(5] EasiShare Options X

Account  Options  About

Attachments

5

(5] EasiShare Options
Accourt  Options  Apout

Attachments

6

(5] EasiShare Options X
Account  Options  About

Attachments

Send using EasiShare

® Always (O MNever (O Morethan | 1 5| MB

Password protect O

Send using EasiShare

@ Aways (O Never (O Morethan | 1 2| MB

Password protect O

Send using EasiShare

® Mways (O Never (OMorethan | 1 5| MB

Password protect O

Desesny Cea o A
Network Network Network

= Fie =
Proxy URL Prowy URL Proxy URL

Use Default Credentials []

Username

Password | |

SEUE Cancel

Proxy — Select Auto when you
don't use proxy server or you use
system proxy settings.

Use Default Credentials:

Turn on if your proxy server
uses windows
authentication.

Turn off if your proxy server
uses authentication with
username and password.

Username - Your proxy username.

Password — Your proxy password.

Use Default Credentials [ ]

Usemame |

Password |

SoVE Canczl

Use Default Credentials [ ]

Username

Password ‘ |

Proxy — Use
Direct when you
need to enforce
EasiShare to not
use any proxy.

Proxy — Switch Custom to using
other proxy settings.

Proxy URL - URL to proxy server
e.g. http://192.168.1.1:80/
https://proxyserver:8081/

Use Default Credentials:

e Turn on if your proxy
server uses windows
authentication.

*  Turn off if your proxy
server uses
authentication with
username and password.

Username - Your proxy
username.

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

4.1 Attach File

1.To send using 2_To attach afile,

EasiShare, ensure Eg. Using the
that *Send via Link’ |:> methad of copy &
is selected. paste from local

folder/drive

3. After typing the
subject and body,

- T [ ~ »  |™ Follow Up~
click the Send Myl |11 - A AT IS ke 2l 2% E 1 i | p )
button. I;! v@ n“ mj Q 4 D

1" High Importance

ak A - Address Check Send Attach Attach Attach Signature Dictate
Book Mames wialink aslink Filer ltem~ - ¥ Low Importance - Templates
Basic Text K] Mames EasiShare Include Tags G Voice My Templates ~
S —— |

Test |

Afactmedy) g Fepor ot 4.Aﬁervufh|ch,th|s
TP Pretn I screen will pop up,
[T p—)
= requesting you for
Eapers I [wemewe (0] s E
S iy your security options.

4.2 Attach as Link

1.Click Attach as Link to
sendfilesin EasiShare

Insert Options Format Text ~ Review Help Q Tell méwhat you want to do

o
A o= = el 0 . |> FollowUp~ E\
4 After typing the subject and K A== 24 ‘&‘E@ a [+ 9] [BJ Q 0 Hioh| ° l!’ ¥
: High lmportance
body, clickthe Send button. == 5= Address Check  Send Attach Attach Attach Signature iy Dictate View
N ~ Book Mames wvialink aslink Filer Item~ © " Low Impartance © Templates
Cli‘ o [F} Basic Text Mames EasiShare 3 Select fi\effolder[s} as o Voice My Templates -
ou wish to share and *
| To,. | | ‘wilson22228181@gmail.com’ ve |
=1 ) tasishare click on Select. X
Send = | |
2L Subject |Test &:Aﬂachas Link
| 2. After which, this
o % File request test_1_180718docx | |11 10308 [ Selectal screen will op up,
ttache W 1 3
12 KB = | onal Cms Sent from Om requestlng.you fqr
Sert fom Oulook. || [J%%] EStesting_ 070818 doc |~ | your securily options.
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4.3 Email Settings

S

When user sends email, a dialogue box named ‘EasiShare — Sending Options’ will be prompted

before the email is being send out.

To enable Password Protect for the
file, check this. Note: Password must
meet the complexity criteria:

- at least 8 characters long and
contain at least one of the following:
- 1 upper case alphabet character
(A-2)

- 1 lower case alphabet character (a-
z)

- 1 numeric number (0-9)

- 1 special character
(~1@#$%N&*()_+-={I\""./<>?)

EasiShare - Sending Options

Password Protect ]

Password

Confirm Password

Select the intended date and
time.

Shows the name of the
attached file(s).
Or name of zipped folder.

INDIifymemfalldmwnluads O I I Send I Gancel

v v

Opions To enable OTP
Atachments)  Campaign Report doox Protection for enhanced
To set an expiry date for the OTP Protection []_(for enhanced security I—— ’ security, check this.
. . Expires [6i2or2016 [~ | [11:50PM 5 I
file, check this [omvmvmon T o] N

To enable Share with
View Only, check this.

To receive emails after
each download check
Notify me of all
downloads

attachment.

After selecting your choice
of security, you make click
‘Send’ to send the email and

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

R 3 3

Preparing Uploading
No - v
email ~ )
& CampaignReport & CampaignReport
EasiShare |8 cancelAl # cancelAl

Status will change from ‘No email’ to ‘Preparing’ then ‘Uploading’ before
changing back to ‘No email’.

4.5 Receiving Email

1. Recipient will receive an email with a link to download the file.
2. Click on the link provided in the Email to download the file.
3. If multiple files are sent, the files will be sent together as a zip file.

John Doe has shared a folder
EasiShare: On Behalf Of John Doe <John.doe@inspire-tech.com>
Tuesday, 14 June 2016 3:30 pm
e To: @ Alvin

Dear Alvin,

John Doe has shared a Campaigns folder
Click here to access.

Powered by easishare™

4.6 Download File
4.6.1 No OTP

1. Click on Filename to download the file. Alternatively, you may select the file and click

Download
<« C @ httpsy/sg.easishare.com/web/Storage -
5 easishare Shared to All Users
Drives 1file selected, 2.16 MB total
@
File Requests
- &' Shared Name Recipient Expiry Type Size
» () shared In |v EasiShare Outlook Add-in User Guld...l Tang C df 216 MB
& Download
- Shared Out
(5] sparesi o @ Edit Share

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 15 of 17
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4.6.2 OTP
1. Click Generate OTP to obtain your OTP.
2. Enter the OTP that was sent to your mobile number and click Submit.

®

e heed 1 Buheslicatd you v 2 One-Time Fin (OTP) 0 ensut you i e Buarised recpunt of s Siiioe

Chek Ganerate OTP SM

O @ B8 e : " "
5 easishare Inpee OTP & easishare Stased Filen
Homa
Harme Expry i Sae
[e—
) Foa vt 72 P ™ sk

hat do you want 10 do with Fle%20request20test_1, 1607 18:ip
[ Open e~
Freen: sgeasiare.com
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4.6.2 Password Protect

Note: Window zip application may not support opening of files with password protect. To unzip
file, you may require other archive application such as 7zip or WinRAR.

4.7 Email Notification

EasiShare File View Notification A
noreply@easishare.com & Replyall |v
Today 2:52 PM
John Doe ¥

Dear John Doe,

Anna(anna@inspire-tech.com) has accessed Campaign Report.docx on 24-Jun-2016 3:00
PM (UTC +8)

4.8 EasiShare on Desktop

If the sender has EasiShare installed on the desktop.

A folder named ‘Sent from Outlook’ will be
created on the sender’s EasiShare.

Sent from
Outlook
Shows the list of folders sent from
Hame Duemodfied | Ppe Outlook using EasiShare.
Marketing Projects 11/25/2015 1 File folder
Marketing Events File folder
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