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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.

1.2 Overview

This document serves as a basic functional user guide for end users using the iOS operating system to
access EasiShare.

2 Getting Started

2.1 Installation

. Download EasiShare iOS App from the App Store: EasiShare.
2. Tap on the ‘Get’ button.

Q. EasiShare @ Cancel

EasiShare

2

Cj Productivity GET

W W

—
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2.2 Login

1. Launch EasiShare App

2. Enter the following details
e Connect To <https://easishare.com/esws>
e Username
e Password

3. Tapon Login

(=) easishare

Connect to

/
1

Username

Password

/

1

\
Login
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3 Using EasiShare

3.1 Navigation Panel

Upon a successful login, you will be directed to the Drives screen.

.
Drives
Q, Search
Personal
Personal drive
Corporate
Marketing
Promotional Campaign
Research and Develop
Archives

Shared drive, owner: Jafie Brown

Invoices
Shared drive, oy/ner: Jane Brow

BEDDDDM®

Q "' \i | 4

Drives Favorites File Requests Shared

./
&

Settings

LL L]

View the Personal
Drive, Common
Drives and Shared
Folders

Manage your
favourites

Create, edit and
/, revoke file
requests

Contains
files/folders that
have been shared
A  toyou, and

files/folders that
you have shared to
others

Configure
L4 EasiShare iOS app
settings
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4 File Operations

4.1 Open File

Navigate to the file you wish to open
Tap on a file
3. The file will be downloaded to your mobile device and opened in the file viewer.

Done Design Background ﬁ

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.

4.2 Copy/ Move

1. Navigate to the file you wish to copy / move.
2. Tap on the More Options icon [**I beside the file name.
3. Tap on Copy / Move.
4. Navigate to the folder that you wish to copy / move to.
5. Tap on Actions at the Top
6. Tap on Paste.
Downtown Presentation Slides.pptx
0 bytes, modified 8 weeks ago
Add to Favorites
(3
Copy
Cut
Rename
Share
Versions
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4.3 Delete

1

2.
3.
4

Navigate to the file you wish to delete.

Tap on the More Options (2] jcon beside the file name.

Tap on Delete.
Tap on Delete to confirm.

I:] Project demo
Folder, modified 11 min ago

Add to Favorites
Copy

Cut

Rename

Share

Manage (3

Delete

Project demo

Do you want to delete this folder and
its content?

Cancel Delete

4.4 Rename

1

2.
3.
4

Navigate to the file you wish to rename.

Tap on the More Options icon (2] peside the file name.

Tap on Rename.
Type the new name and tap Ok.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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Downtown Presentation Slides.pptx
0 bytes, modified 8 weeks ago

Add to Favorites

Copy

Cut (3

Rename

Share

Versions

4.5 Upload Files

Tap on Actions button at the top right corner.
Tap on Upload Files
Choose the files to be uploaded.

Tap on Done. 9
1

{ Drives Sort Select| Actions

M=

Personal

Q Search

File Requests
Folder, modified 21 hrs ago

Project demo
Folder, modified 23 hrs ago

Project overview
Folder, modified 1 days ago

Downtown Presentation Slides.pptx
0 bytes, modified 8 weeks ago

Marketing video (TV).mp4
229 MB, modified 6 weeks ago

May Invoice.docx
13 KB, modified 3 days ago

Roadshow Registered Participates.xlsx
9 KB, modified 8 weeks ago

Social Media Campaign.pdf

2 MB, modified 245 weeks ago

Bk EEEE DD

D

ke 1 s &

Drives Favorites File Requests Shared Settings
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Personal
Root folder

Create Folder

2
Upload
4.6 Create Folder

1. Tap on the Actions button.
2. Tap on Create Folder
3. Type the new name and tap OK.

Personal

Root folder

3

Create Folder

Upload

4.7 Selecting multiple files/folders

To begin selecting multiple files/folders, tap on the Select button
Tap on files/folders to add them to the selection.
Tap on Actions.

M=

Choose to Copy / Cut / Share the selected files/folders.

Select

at the top right corner.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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{ Drives Cancell Actions! 3 ’

Personal

Q Search
e D File Requests
Folder, modified 1 days ago
D Project demo
Folder, modified 3 hrs age rz
o Project overview
Folder, modified 1 days ago

@ Design Background.pdf

49 KB, modified 7 min ago

o @ Downtown Presentation Slides.pptx

0 bytes, modified 8 weeks ago

0 E" Marketing video (TV).mp4

229 MB, modified 6 weeks ago

Personal
4 items selected

Copy

Cut

Share

4.8 Add to Favourites

1. Navigate to the file you wish to Add to Favourites.
2. Tap on the More Options icon [=*] beside the file name.
3. Tap on Add to Favourites.

Downtown Presentation Slides.pptx
0 bytes, modified 8 weeks ago

Add to Favorites

o

Cut

Rename

Share

Versions

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 12 of 34



EasiShare iOS User Guide V10.0 ' j

4.9 Document Tag

Note: The Document Tag function allows users to select and tag files. These tags may have
sharing restrictions enforced by your administrator.

1. Select the files you wish to tag.

2. Tap on the More Options icon = at the top right-hand corner.

3. Select Document Tag.

Email Marketing

1 itemn selected

%] copy

£3 Move

3
C\> Document Tag
(7 Share

;"., Download

Delete

4. Select tags for the file.
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5. Tap on Apply to All

(5 ’
Cancel Apply to All I

Document Tag

Selected File
1 item

Priority
High

Year
2019

6. To view the tags, repeat Steps 1-3, then tap on Selected File(s). The tags will be displayed under
each file

Cancel Apply to All

Document Tag

O,

Selected File
1 item

Priority
High

Year
2019

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 14 of 34



EasiShare iOS User Guide V10.0 ' j

( Document Tag
Items

Management Report.docx

Tags: High, 2019
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5 Favourites

5.1 Open from Favourites

1. Navigate to the Favourites tab.
2. Tap on the favourite item created in 4.7.

5.2 Create New Favourites Group

Navigate to the Favourites tab.

Tap on the More Options icon (<] peside the favourite item created in 4.7.
Tap on Edit

Tap on Create New Favourites Group

Enter the Group Name

Tap on OK to move the favourite item into the new Favourites Group.

IS T o

D Meeting Agendas
Folder

Edit

Remove from Favorites

Cancel Edit Favorite Item Apply
ITEM NAME

Meeting Agendas

LOCATION

i’:{ Favorites root folder v

ﬁ Important

Create new favorites group

Group Name

Meeting Related Favourite] (
6

Cancel OK

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 16 of 34
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5.3 Move to Favourite Group

Tap on Edit

A o=

Tap on Apply.

Tap on the Favourites Group created in 5.1.1.
Tap on the More Options icon (<] peside the favourite item.

Tap on a new location

ITEM NAME

Meeting Agendas

LOCATION

i’:{ Favorites root folder

5
Cancel Edit Favorite Item ApplyQ

ﬁ Important

Create new favorites group

5.4 Remove from Favourites

Tap on Remove from

M=

Navigate to the Favourites tab.
Tap on the More Options icon 22 beside the favourite item created in 4.7.

Favourites.

Tap on Remove to confirm.

t] Meeting Agendas

Folder

Edit

Remove from Favorites

Downtown Presentation
Slides.pptx 4

Do you want to remove this item from
your Favorites list?

Cancel

Remove

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

6.1 Create a New Share

IS o

Tap on the file/folder that you wish to share.
Tap on Recipients.
Select the recipient to receive the file/folder.

Tap on Done.

Tap on Message to type a message to the selected recipients

Tap Share to finalise the share or proceed to Section 6.2 — 6.6 to explore the other options.

Cancel

Files/Folders Selected
1item

Share

Recipients
0 recipient

Message
Link Expiry
2FA Verification

Notifications

No. of Attempts

2 attempts

Share with View Only

@ John smith

SELECT RECIPIENTS

o

0
Done

John Smith

john.smith@easishare.com

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

1

2.
3.
4

To begin Sharing, refer to Section 6.1.

Tap on Link Expiry to select an expiry date for the shared link to the recipient.

Choose an expiry date.
Tap on Share.

Cancel Share Share

Files/Folders Selected
1item

Recipients
1 recipient

Message

Link Expiry (:)
21 Sep 2019 at 11:50 PM

7~ N\

2FA Verification

Notifications

No. of Attempts
2 attempts

Share with View Only
Qhara with View Onlv i a featiira whirh dicallawe tha
Done
Thu 19 Sep 9 48
Fri 20 Sep 10 49 AM
Sat21Sep 11 50 PM
Sun 22 Sep 51

Mon 23 Sep 52

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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6.3 2FA Verification

. To begin Sharing, refer to Section 6.1.
2. Tap on 2FA Verification
Note: Contact number field is mandatory.
3. Tap on Share.

Cancel Share Share

Files/Folders Selected

1item

Recipients
1 recipient

Message

Link Expiry
21 Sep 2019 at 11:50 PM (D ( 2 ’

2FA Verification

Notifications

No. of Attempts
2 attempts

Share with View Only

6.4 Share and Receive Notifications when Users Accessed the File/Folder(s)

To begin Sharing, refer to Section 6.1.
2. Tap on Notifications
e Toggled Off: No notifications will be sent
e Per download: An email will be sent to your inbox every time the recipient downloads
the file.
e 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.
3. Tap on Share.

Notifications

Per Download

Summary

Cancel

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 20 of 34
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6.5 Share with Number of Download Attempts

To begin Sharing, refer to Section 6.1.

Tap on Number of Attempts.

Specify the number of download attempts you wish to limit.
Tap on OK to confirm.

iAo

Tap on Share.

r

Number of attempts

OK

6.6 Share with View Only

1. To begin Sharing, refer to Section 6.1.
2. Tap on Share with View Only.
3. Tap on Share.

Cancel Share Share

Files/Folders Selected
1item

Recipients
1 recipient

Message

Link Expiry
21 Sep 2019 at 11:50 PM C
2FA Verification

Notifications

No. of Attempts

2 attempts , 2

Share with View Only ()

Share with View Only is a feature which disallows the
external recipient to download the documents. The
recipient can only view the content online and is unable to
have a copy of the content. This will be useful to
organisations or the initiator who does not want to leave
document traces with the external recipients.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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7 The Shared Tab

7.1 Shared In

The Shared In folder shows the files/folders that was shared to you.

Shared

Jane Doe

Jan Invoices
Folder, no expiry

John Smith

@ Banner Design.jpg

70 KB, no expiry

Location Setup Quotation.pdf

2 MB, no expiry

m Roadshow Quiz.docx
17 KB, no expiry

Shared Settings

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 22 of 34
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7.2 Shared Out

The Shared In folder shows the files/folders that you have shared to others.

Shared
Jane Brown

m‘j May Invoice.docx
& 13 KB, no expiry

Jane Doe

Marketing video (TV).mp4
2289 MB, no expiry

John Smith
D Corporate plans .
Folder, expired: 22 Aug 2019 at 4:00 PM

@ Marketing video (TV).mp4

228 MB, no expiry

m o5 @

Drives Favorites File Requests Shared Settings

7.2.1 Resend Email

Tap on the More Options icon [2¢] beside the file/folder name in the Shared Out tab.
2. Tap on Resend Email.

May Invoice.docx
13 KB, no expiry

Resend Email

Edit

Unshare

7.2.2 Edit Share

Tap on the More Options icon [2¢] beside the file/folder name in the Shared Out tab.
Tap on Edit.

Tap on Update after changing the options.

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

Cancel Edit Share Update

m May Invoice.docx
13 KB, no expiry

@® Jane Brown
- jane.brown@easishare.com

Link Expiry
Notifications D
Per Download

Share with View Only

7.2.3 Unshare

Tap on the More Options icon [2¢] beside the file/folder name in the Shared Out tab.
2. Tap on Unshare.

May Invoice.docx
W 13 KB, no expiry
Resend Email

Edit 2

Unshare

8 File Request

8.1 Create New File Request

Tap on the File Request tab.

Tap on New button at the top right corner.

Tap on Title

Type in a new title.

Tap on Recipients.

Enter a new recipient's name, email and mobile number or select an existing recipient.
Tap on Done.

® N VAW =

Tap Create to finalise the File Request or proceed to Section 8.2 — 8.6 to explore the other
options.
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File Requests

Q Search
D Banner Design Ideas
No file, expired: 1 Aug 2019 at 5:39 PM

D Roadshow Inovice

No file, expired: 1 Aug 2019 at 5:38 PM

D Roadshow Theme
No file, expired: 1 Aug 2019 at 5:36 PM

New

GENERAL OPTIONS

) A

& pR¢ D 3 £
Drives Favarites File Requests Shared Settings
Cancel File Request Create

(

Title

Recipients
0 recipient

Message

Link Expiry
2 Aug 2019 at 5:16 PM

2FA Verification

Notifications

NUMBER OF ATTEMPTS

No. of Attempts
1 attempt

FILE SIZE LIMIT

File Size Limit

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

Name

Email

Mobile number

Q Search

ADD RECIPIENT

Enter Recipient Info

Select from Contacts

SELECT RECIPIENTS

Done

Jane Brown
jane.Brown@inspire-tech.com

VA
_/

John Smith

johnsmith@inspire-tech.com

@

8.2 Link Expiry

1

2.
3.
4

To begin a File Request, refer to Section 8.1.
Tap on Link Expiry to select an expiry date for the File Request link to the recipient.

Choose an expiry date.
Tap on Create.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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Cancel File Request Create

GENERAL OPTIONS

Title

Recipients
0 recipient

Message f 2

Link Expiry
2 Aug 2019 at 5:18 PM

2FA Verification

Notifications

NUMBER OF ATTEMPTS

No. of Attempts

1 attempt
Done
Wed 31 Jul 3 16
Thu 1 Aug 4 17 AM
Fri2ZAug 5 18 PM
Sat 6
Sun 7

8.3 2FA Verification

To begin a File Request, refer to Section 8.1.
2. Tap on 2FA Verification

Note: Contact number field is mandatory.
3. Tap on Create.

Cancel File Request Create
GENERAL OPTIONS
Title

Recipients
0 recipient

Message

Link Expiry
2 Aug 2019 at 5:18 PM rZ )
2FA Verification O

Notifications

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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8.4 Receive Notifications When Users Upload Files

1. To begin a File Request, refer to Section 8.1.
2. Tap on Notifications
e Toggled Off: No notifications will be sent
¢ Per download: An email will be sent to your inbox every time the recipient uploads a file.
e 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. Tap on Create.

Cancel File Request Create

GENERAL OPTIONS
Title

Recipients

0 recipient
Message

Link Expiry
2 Aug 2019 at 5:18 PM

2FA Verification

Notifications

Notifications

Per Upload

Summary

Cancel

8.5 Restrict Number of Upload Attempts

To begin a File Request, refer to Section 8.1.

Tap on Number of Attempts.

Specify the number of attempts you wish to limit.
Tap on OK to confirm.

iAo

Tap on Create.

NUMBER OF ATTEMPTS

No. of Attempts

1 attempt

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved. Page 28 of 34
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8.6 File Size Limit

1. To begin a File Request, refer to Section 8.1.
2. Tap on File Size Limit.

3. Type in afile size limit and tap MB/GB

4. Tap on Create.

E ESVFI\MIT ‘ 2 ,

File Size Limit

9 Options for an existing File Request

9.1 Resend Email

1. Tap on the More Options icon [*2<] beside the folder name in the File Request tab.

2. Tap on Resend Email.
3. Tap on OK.

D Banner Design Ideas
3 files, expired: 1 Aug 2019 at 5:39 PM

Resend Email

Edit

Remove

9.2 Edit File Request

1. Tap on the More Options icon [*2<] beside the folder name in the File Request tab.

2. Tap on Edit.
3. Tap on Update.

D Banner Design Ideas
3 files, expired: 1 Aug 2019 at 5:39 PM

Resend Email rZ )

Edit

Remove

9.3 Remove File Request

1. Tap on the More Options icon [*2<] beside the folder name in the File Request tab.

2. Tap on Remove.

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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D Banner Design Ideas
3 files, expired: 1 Aug 2019 at 5:39 PM

Resend Email

Edit

Remove
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10 Settings

File Size Limit: Allows you to
determine the limit on the
size of files that can be
uploaded or downloaded by

5

lock to access your
EasiShare application.

EasiShare.
Default values:
Mobile network: T00MB
Wi-Fi: 100MB
Configure Passcode:
Allows you to
configure a passcode

Clear Drives Cache: Deletes all
downloaded files to restore
storage space on your mobile

App Reset: Deletes
all downloaded
files and clears the
stored credentials

Introduce EasiShare:
Share about

Email Support: For
sending an email to
EasiShare support
team

EasiShare via email ;

Settings

SETTINGS
File size limit
Configure passcode

Warn on cellular network

CONNECTIONS

User Settings
Offline Mode
Logout

Clear Drives Cache

App Reset
LEARN MORE

About EasiShare

EasiShare Videos

SHARE FEEDBACK

Introduce EasiShare

Email Support

Favorites File Requests

&

Settings

Warn on cellular network:
Controls EasiShare app to
trigger a prompt during
activities performed while
connected to a mobile
network.

User Settings: View
and edit storage
settings

Offline mode: Allows you to
navigate folder directory and
open downloaded files while
not connected to mobile
network or Wi-Fi

Logout: Clears the
username and
password

About EasiShare:
View the version
number of

EasiShare Videos:
Watch tutorial videos
about EasiShare

© Copyright 2020 Inspire-Tech Pte Ltd. All Rights Reserved.
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10.1 Configure Passcode
Turning on passcode lock will protect your profile and EasiShare app from unauthorized use.

Tap on Settings at the navigation panel
Tap on Configure Passcode

Tap on Enable Passcode

Enter new passcode

vk wn o=

Re-enter your new passcode

< Settings Configure passcode

Enable passcode

Change passcode

Enable Passcode Cancel

1 2 3

4 s 8
78 .
0 &

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

The Offline Mode is useful when you do not have connection to Wi-Fi or a mobile network.

1. Toggle the Offline Mode button in Settings page.
2. Tap on OK to confirm.

EasiShare

When you're using EasiShare in offline
mode, features which require
connection to server will be disabled.

Cancel OK

11 Other Features

11.1 PDF annotations

1. Tap on a PDF file.
2. The PDF file will be downloaded and opened in a file viewer with additional options.

X save g a mMm M 88

Design Background

11.2 Create a note

Open a PDF file in Section 11.2.

Tap on the Edit icon.

Enter the author name.

Tap on the notepad icon.

Tap on any part of the document to enter the note.
Type the note.

Tap on the X'icon.

® N v A W=

Tap on Save.
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Design Background

Viden provides a powerful way 1o help you prove your paint. When you elck Gnline Viden, you can
paste in the embed code for the video you want to add.

You ean also type a keyword ta search online for the video that best fits your document. Ta 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. Clck Insert and then choose
the elements you want from the different galleries.

Ti d styles akso help b D o e

new Theme, the pictures, charts, and SmartArt graphics change 10 match your new theme.

Design Background

¥ peint. When you dick Online Video, you can
paste n the embed code for the video you want to add

To make
your document jonally produced, header, fat nd
box designs that complement each other.

For example, you can add a matching cover page, header, and sidebar. Click Insert and then choase
the elements you want from the different galleris.

Themes 150 help keep 1 hoose o
new Theme, the pictures, charts, and SmartArt graphics change 1o match your new theme.
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