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1 Introduction

1.1 Introduction to EasiShare

EasiShare is a file-sharing tool that allows users to share their files securely across different devices and
with other users. Documents are stored on a server and are readily accessible to their owners and the
recipients with whom the documents have been shared. Shared documents have an expiry timer, after

which access rights are automatically revoked.

1.2  EasiShare Desktop

The EasiShare Desktop allows EasiShare users to manage storage, files, and create Upload Requests
through a Desktop Explorer interface. Users can create new folders, upload files, download files, modify
existing files, create upload requests, and more. Most of these actions will take effect directly in the
storage.
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2 Login

2.1 Getting Started

To log in for the first time,

Launch the EasiShare desktop application
2. Inthe URL field, enter your organisation’s EasiShare domain.
a. Example: https://clientname.easishare.com/ws or https://clientname.easishare.com/esws
3. Enter your Username and Password.
a. If your organisation uses Single Sign-On (SSO), skip entering your username and
password, and instead check the Use Single Sign-On box.
4. If your EasiShare connection requires a proxy, enter the proxy details. (Optional: Skip this step if
not applicable.)
5. Click Save to proceed.

=) Activate EasiShare = (m} X
Settings
User Credentials 2
URL |
Single Sign-On
3
Username

Password

User Preferences

Show Notifications

Automatically start the app when | log on to Windows

5
Cancel ¥ Save
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Login Errors:
If you encounter any error message below,

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

password.

Invalid username or password!

2. The device which you are using has been disabled. Check with your Administrator.

Your device is 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.

You must change your password in AD and update in setting.
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2.1.1 Update Settings
1. Click the File tab, then select Settings.
2. You can update URL, Username, or Password as needed.
3. To enable Single Sign-On (SSO), tick the Single Sign-On checkbox.
4. Click Refresh Settings to update drive permissions and user policies
5. Click Save to apply the changes.

hare Explorer

D Open New Window

~
Sync Status
K

i ¢ A EasiShare
Name | ﬁ Settings

(25 shared
-
@ Personal l About
@ Human Resource x Close
(=) EasiShare Settings = [m] X

~ Settings

L*4
User Credentials Other Login Options
2
g URL ttps://esdemo.easishare.com/ws B Continue with Microsoft
[ Single Sign-On G Continue with Google
~
RA Username john.smith

Password ssscee

: ®
4
* Proxy

User Preferences

[ 1 Show Notifications

Automatically start the app when | log on to Windows

Cancel v Save
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2.2 Accessing EasiShare

S

1. Logging in will direct you to the page as shown below. You should see drive(s) that you can

access.

=) Shared - EasiShare Explarer

Home Share Workflows

Files & Folders shared by EasiShare users to you.

Clipboard

Files and folders you've shared with others are listed here. You can
review, revoke, or extend the Share as needed.

€ 9 v A EasiShare *

4 Shared

Folders that you, as the Owner, have shared with others are listed here.
This is also where you can review the permissions granted to each user.

(&) Shared In

(# Shared Out

After you initiate a file upload request to non-EasiShare users and they
complete the upload, you can download the files from this page.

B File Requests

Files and folders you've marked with a star. From here, you can easily
open them or quickly navigate to their original location.

i‘ ¢  Quick Access

A record of your recent downloaded, previewed or edited files, up to
maximum of 50 entries.

Ea] Fa\fc:'uritjs/:/v
History

i Mcnitoring."i—_’

Tracks access, changes, or sharing activity on specific files and folders
you're monitoring for security or collaboration purposes.

B Checked Out.\i\
i‘ Pinned H

Access your checked-out files and perform a quick check-in when
editing is complete.

a Personal .\

A dedicated drive for your personal working files.

a Accounting and Flnance\
a Project

Drives that have been given permission to you by the EasiShare
Administrator for collaboration on a department level

4 Your drives

| <

0 item(s)

Shared Drives/Folders that have been given permission to you by other
EasiShare users for collaborating typically on peer or team level (Error!
Reference source not found.where the owner has used the Manage

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.
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2. You can navigate or access a drive located on the Drive List on the left panel while the common
functionalities are in the Home tab at the top panel.

) Personal - EasiShare Explorer - 5] X
T = e Refresh
B copy oot & > & X D & w -7 s R u /
€3 -4 = @ - COmmon Functionalities € Q]
@ Shared Name |2 Modified Type Size
(3 Accounting Report 29/10/2020 5:56 PM
s Quick Access
% Finance 30/10/2020 12:54 PM
Personal [ Human Resource 30/10/2020 10:28 AM
3 Accounting Report [0 sales 30/10/2020 10:46 AM
[ Finance
) i i Drive Content Search
O s Drive List
4 itemis) %

3.  When you click on the Share tab, you can share files or folders, request files to be uploaded into
the specified folder, and generate a link for the selected item to be accessed via the link.

=) EasiShare Explorer - O X
Home Share I Versions View
o
Request
Files
Actions New
& < ~ /4 EasiShare + & Accounting * - Q| Search in Accounting Q
: . = .
D Shared Name Modified | Type Size
] Feb Invoice.docx 18/6/2019 2:28 PM Microsoft Word Document 12.18 KB
(3 File Requests
Jan Invoice.docx 18/6/2019 2:27 PM Microsoft Word Document 12.45 KB
@ Personal | Quotations.docx 18/6/2019 2:27 PM Microsoft Word Document 12.60 KB
ot ] Report.docx 18/6/2019 2:27 PM Microsoft Word Document 12.57 KB
e Human Resource
a Marketing
a Sales
4 item(s) %

2.3 Switching Views

1. To change view, go to the view tab.
2. If the user clicks on the List view icon = , the display will change to List view.
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S

3. For the icon view, three sizes of choice are given, from left to right, small, medium, and large

VIews.
I~
| - EasiShare Explorer 1 X
Share Versions View
as
[ 1 ]
Medium Large
cons __lcons
& 9 v~ A EasiShare + @& Personal * c Q -
@ Shared
; View ’
#  Quick Access
I Sort by L ‘J_ Name
Copy Path Type
’ Personal ‘ D D ( Date
Cut
_ Size
Recycle Bi ; S
B Recycle Bin Finance 2020-desktop Operation-desktc Paste Tags
O Admin Preview \i Ascending
Download To Descending
[ File Requests Jelete
Rename
[ Finance 2020
Favourites 2
[ Finance 2020-desktop D Document Tag
New Folder
[ Operation-desktop }
Operations-desktop O Uploxd File |
3 Operations
[ Operations-desktop
7 item(s) %

4. Users will be able to sort according to their preference with the help of sorting menu.

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 his user
account on one device at a time.

»  Whenever the system detects concurrent access, it will display the message below to sign

out from previous devices before proceeding to login in the current device.

EasiShare

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.

OK | Cancel

>

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.
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»  For other devices, the same user account will be automatically signed out. To continue

using those devices, you will need to log in again.

File Operations

3.1 Create a File

1. Click on the New Document icon [J under the Home tab in the top panel.

2. Choose a type of file from the drop-down list.
3. The document will be created in the current folder.

Cj Personal\Acme Corparation\Accounting and Finance - EasiShare Explorer
Home Share Workflows Versians View

Copy Path

Clipboard Actions

€ 9 v 4 EasiShare * B Personal

+ [3 Acme Corporation

4 Pinned

4 5 Personal

m Recycle Bin

4 [ Acme Corporation

(]

New
Folder

» [ Accounting and Finance  *
] Name |4

1 [3 Audit and Compliance

[ Budgets and Forecasts

[3 Invoices and Billing

| 3 Monthly Financial Reports

[ —_]
Upload

Mew
Document
@ Word Document
@ Excel Workbook

[E] PowerPoint Presentation

@ Text Document
14/4/2025 407 pm
14/4/2025 4:.06 pm

14/4/2025 4:06 pm

4 @ Accounting and Finance ‘

3 Audit and Compliance

New Word Document.docx

14/4/2025 4:05 pm

(3 Budgets and Forecasts

| : WL HIR

yne

Activity

Type

Microsoft Word Docume)

3.2 Upload Files

3.2.1 Using Upload Feature

1. Click on Upload File -tn

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.
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G Personal - EasiShare Explorer = o X
~
Bowre e
Activity
lipboard
€« 4 EasiShare + @ Personal * Q-
@ Sared Name |} Modified Type Size
3 Accounting Report 29/10/2020 5:56 PM
s Quick Access
9 Finance 23/11/2020 6:37 PM
] Personal [ Human Resource 30/10/2020 10:28 AM
[ Accounting Report [ New Folder 24/11/2020 10:10 AM
3 Finance 3 user 30/10/2020 10:46 AM
3 Human Resource
[ New Folder
3 User
5 item(s) %

2. Select the file/folder you wish to upload. You may select multiple files/folders at a time. Tip: Hold
down the Ctrl key (on your keyboard) and click each file or folder you want to select

3. Click Open

Cj Select file(s) for upload
« v 1

Organize New folder

~
@, OneDrive

Name

> ThisPC *» Desktop » Invoice

Status

v D

Date modified

O Search Invoice

- T @

W This PC

@ Invoicel

@ Invoice2

©
©

24/11/2020 10:15 AM
24/11/2020 10:15 AM

Type Size (2 )
Microsoft Word D... 0Kl

Microsoft Word D... 0 KB

B 3D Objects

I Desktop
Documents

¥ Downloads

J’ Music

[= Pictures

i Videos

4. Windows (C:)

~ New Volume (D:

v £

File name:

>

(3) v

3.2.2 Using “Drag & Drop” Method

1. Drag and drop file/folder from Windows File Explorer to EasiShare Desktop. You may select

multiple files/folders at a time.

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.
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) Select file(s) for upload

Modified Size

« v 4 1 > ThisPC > Desktop > Invoice

Organize > New foider

@ OneDrive Hame

& Inwoic
= This PC e

&3 invoice2
2 30 Objects

I Desktop

= Documents
& Downloads
2 Music

& Pictures
B videos
£ Windows (C)

« New Volume (D:

File name:

3.2.3 Check Upload Status

1. A status bar will pop-up and show the progress of the activity such as Completed, Failed,
Cancelled, or In Progress.
Click on File Activity icon 2 located at the top panel.

3.

From here, you can click on My Activity, it displays your action history.

=]
Home = Share  Versions Vi

iew
g s A\ ) N < Lo ]
DG @ & £ X B DOL * 7 2
L New Upload
Folder File
Clipboard Action: New Favourite Syne
€ 9 v A casiShare + @ Personal * L~ c Q -
G File Activity [m] x
@ Shared 3 pe Size
& My Activity < Sync History
M Quick Access
Name Path Status Action Start Time
4 Personal
Invoice1.docx Personal Upload 24/11/2020 1
[ Accounting Report
m Finance
[ Human Resource osoft Word Document 0.00
2 New Folder
O User
# Clear Success & Export All X Close
x
g Invoice1.docx 2 & Clear All
6 item(s) %

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.
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4. In Sync History, it will display the sync operations.

E

: D& v
€ P v A EasShare » @ Personal » Q -
& File Activity = o x
(9 shared 6 pe size
& My Activity & Sync History
s Quick Access
Name Path Status Action Start Time
Personal
‘ Check Connection Check Co... 24/11/2020 10:4
O Accounting Report Check Connection Check Co... 24/11/2020 104
3 Finance
[ Human Resource fosoft Word Document 0.0}
(3 New Folder
O user
# Clear Success - <aExportAll - X Close
6 item(s) %

Note: The records in My Activity and Sync History will be retained during the same session. If the Desktop
application is exited, these records will be cleared.

3.2.4 Uploading a Virus File
When a virus file is being uploaded directly or to the sync folders in File Explorer, the following steps will

take place:

1. The error message below will be displayed in EasiShare:

virus.txt

+
Virus Detected |

2. An email notification regarding the virus detection will be sent to the user:

Dear Moon Gee,

Sorry, we have detected malware in your recent uploaded file(s). The file(s) has
been removed and not uploaded.

Filename File Location Uploaded at (UTC+8)
Wirus. ot Personal 17 Apr 2018 9:48 AM
Thank you.

Note:

This scenario only applies if customers have implemented Virus scanning in EasiShare. If not turned on, then

ignore this scenario.
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3.3 Copy/Paste

S

1. Select the file/folder. To select, click on the checkbox beside the file/folder name. You may select
multiple files/folders at a time by clicking on multiple checkboxes.

2. Click on Copy @ along the Home Tab located at the top panel.

) Personal - EasiShare Explorer

# Quick Access

“ Personal

9 Accounting Report
™ Finance

39 Human Resource
3 New Folder

5 user

6 item(s) 1 item(s) selected

EasiShare *+ @ Personal *

22901 %

@ Name |}
[ Accounting Report
U Finance
‘ D Human Resource

9 New Folder

Modified
29/10/2020 5:56 PM
23/11/2020 6:37 PM
30/10/2020 10:28 AM

24/11/2020 10:10 AM

Size

()

|~/ D User

30/10/2020 10:46 AM

Invoice1.docx

24/11/2020 10:15 AM

Microsoft Word Document

0.0q]

3. Select the drive/folder you want to move your file(s)/folder(s) to.

4. Paste E the file(s)/folder(s) at the selected location.

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.
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- O X
iz 2
€9 4 EasiShare + @ Personal * |.C Q -
@ shared Name |2 Modified Type Size
[ Accounting Report 29/10/2020 5:56 PM
M Quick Access
3 CF Finance 23/11/2020 6:37 PM
. Personal [ Human Resource 30/10/2020 10:28 AM
[ Accounting Report [ sales 24/11/2020 10:49 AM
3 Finance D User 24/11/2020 11:02 AM

(3 Human Resource
[ sales
O User

5 item(s)

Note: Moving a file/folder that is shared may cause the link to break. Recipients may not be able to
access such file/folder. The user can also use shortcut keys like Ctrl + C to copy, Ctrl + X to cut and Ctrl +
V to paste the file.

3.4 Download

1. Select the file/folder. To select, click on the checkbox beside the file/folder name. You may select
multiple files/folders at a time by clicking on multiple checkboxes.

2. Click on Download To < along the Home Tab located at the top panel. Alternatively, you can
double click on the file(s)/folder(s) name.

You can refer to Section Check In/Out which explains how double-clicking on the file(s)/folder(s) name will
automatically download it.
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ﬁww - EasiShare Explorer - o X
71 DL * & 2 o
€ 9 v A EasiShare » @ Personal Q -
@ Shared & Name | Modified Type Size
[3 Accounting Report 29/10/2020 5:56 PM
s Quick Access
% Finance 23/11/2020 6:37 PM
. Personal l [ Human Resource 30/10/2020 10:28 AM
[ Accounting Report [ sales 24/11/2020 10:49 AM 1
[ Finance |2 0 user 24/11/2020 1102 AM
[ Human Resource
O sales
O User
5 item(s) 1 item(s) selected %
3.5 Delete

1. Select the file/folder. To select, click on the checkbox beside the file/folder name. You may select
multiple files/folders at a time by clicking on multiple checkboxes.

2. Click on Delete X along the Home Tab at the top panel.
3. Click Yes to confirm the deletion

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.
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5 PersonaliA Accou plore — m]
Home a Workflows Versions View
< cur in e @ I > DN * ] |~
@ m Copy Path ' ‘ @ ’ T & .l"-’
Copy ’ Monitor Preview Web Download Rename Document | Mew New Upload Add to Add File
Edit [} Tag Folder Document File Favourites To Sync Activity
Clipboard Actions New Favourites Sync
€ < ~ A Easishare * B3 Personal * O Acme Corporation * O Accounting and Finance  * - C
~ N - B
B Shared (m] Name |2 Modified Type Size Tag(s)
O D Audit and Compliance 14/04/2025 16:07
* Quick Access
] D Budgets and Forecasts 14/04/2025 16:07
4 Pinned
] D Invoices and Billing 14/04/2025 16:06
P |
“ @ ereona 1 (3 Monthly Financial Reports 14/04/2025 16:06 f,].
M Recycle Bin [ I New Word Document docx 14/04/2025 16:05 Microsoft Word Docu... 10.47 KB Non-R&
4 [ Acme Corporation
a4 @ Accounting and Finance |
[ Audit and Compliance
[ Budgets and Forecasts

3.6 Recycle Bin

The Recycle Bin temporarily stores deleted files and folders from the drive they were removed from. Items
in the Recycle Bin continue to occupy space on the drive until they are removed. The following features

M Recycle Bin
are available when you go to the Recycle Bin ’ of a drive and select file(s)/folder(s):

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

Drive/PC by clicking on the Download To icon “’“
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) Warketing Working Assets 2 - EasiShare Explorer - 5] %

80
LR | Tlex v 0D & & 2 "
:
L3 EasiShare + & Marketing Working Assets 2+ - Q-
& Name |2 Moified Ta si
S QuickAcces jame Jodifie als) ize
[ Extrenal manage A 29/08/2024 1326
4+ Pinned
[ File Requests o 07/03/2025 1431
£ personal
| rite W 0/03/2025 16:25
4 Your drives Tt 1
9 Monitor 3 27/02/2025 10:05
‘ Marketing Working Assets 2 [ shaee 26/02/2025 14:46
M Recycle Bin 0% task 140 15/08/2024 17:13
(0 Extrenal manage % [ TaskNo. 147 14/03/2025 10:30
I
O File Requests [ teskita 12/08/2024 13:11
Monitor 2
B Monitor o taskrzo 24/09/2024 10:00
[ Monitor 3
D task130 08/09/2024 10:30
[ Share
[ taskiaz 02/09/2024 10,30

2. The pop-up below would be displayed for the user to select the storage area to save the

# Select folder to download *®
T m > ThisPC > Deskiop v O Search D r
Organise v New folder - e
~ i ste m T "
& OneDrive
' This PC CZ2002 4/11/2 40 A
CzZ2007
» 3D Objects
Inspire-tech 13/4/2018 1047 A
=[Cesbp OEP 15/11/2017 222 PM  File folder o
% Documents. v o< >
[T asiShare_AP|_Basics
Save as type: ~
A Hide Folders Save Cancel
= Restore

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

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

= Delete

X

Users can delete the items permanently from their Recycle Bin by clicking the Delete icon
The pop-up below would be displayed for the user to confirm the deletion process.

3. If'No' is clicked, the action will be cancelled, and the file will stay in the Recycle Bin.
If click 'Yes', the file will be removed permanently from the server.
Note: A copy will be reserved in the Admin’s Recycle Bin if the organisation has Admin Recycle
Bin feature turned on.

EasiShare

'.o Delete folder - Accounting?
< 4

Yes ‘ No |
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3.7 Copy Path

S

1. Select the file/folder. To select, click on the checkbox beside the file/folder name. You may select
multiple files/folders at a time by clicking on multiple checkboxes.

2. Click on Copy path along the Home Tab at the top panel.

& personai\Sales - EasiShare Explorer

5 item(s)

€
(29 shared

s Quick Access

“ @ Personal
(3 Accounting Report
3 Finance

(O Human Resource

@ Sales

A EasiShare * & Personal

5 item(s) selected 4.93 M8

= o x
S ~—~
L T xHDOL N 22 2
» D Sales - C Q -
¥ Name |3 Modified Type Size f 1
¥ [s) Sales Invoice - Febpng 13/9/2020 1052 PM  PNG File 2
¥ [e) Sales Invoice - Janjpg 14/9/2020 1200 AM  JPG File 7002
v Sales marketing pdf 14/9/2020 7:06 PM Microsoft Edge PDF Docum... 460
v @ Sales Report Oct.doox 29/10/2020 9:18 AM  Microsoft Word Document 9.18
v @ Sales volume.xisx 13/9/2020 11:00 PM  Microsoft Excel Worksheet 2134
%

3. Users can proceed to paste this path link into an email draft and send it to internal collaborators
for easy access.

>

Send

To InspireTech Support;
Cc

Subject

Sales Invoice — Feb.pn

3

Sales Invoice — Jan.jpg

Sales marketing.pdf

Sales Report Oct.docx

Sales volume.xlsx
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3.8 Send as Link

1. Select the file/folder. To select, click on the checkbox beside the file/folder name. You may select
multiple files/folders at a time by clicking on multiple checkboxes.
2. Right-click on the file. Go to ‘Share’ and click ‘Send as Link'.

& Personal\Sales - EasiShare Explorer View » - o X
Home hare Ve View Sort by >
B 3¢<cut Copy Path - ~
Qi ® & & x® O T 4

Cut

. Copy
€ 9 v A EasiShare + @ Personal + O Sales ro- & Q -
Preview
@ Shared & Name |? Download To Modified Type Size
[z8) sales Invoice - Feb.g D 13/9/2020 10:52PM  PNG File 23473
Rename
»# Quick Access
@ Sales Invoice -- Janj§ Favourites » 14/9/2020 1200 AM  JPG File 70.02
Document Tag
« B rersonal Sales marketingpdf | versions > 14/9/2020706PM  Microsoft Edge PDF Docum.. 4601

AddTo'S
3 Accounting Report [®) sales Report Oct, isans 29/10/20209:18 AM  Microsoft Word Document 9.18
New Folder
[ Finance v m Sales volume.xisx Upload File 13/9/2020 11:00 PM  Microsoft Excel Worksheet 2134
(3 Human Resource

®s |

5 item(s) 1 item(s) selected 21.34 KB %

3. The user will be automatically directed to Outlook, with the file links generated. User can proceed
to send this link via email. Note: The links can only be opened by internal users.

Subject

Sales volume.xlsx

3.9 Preview

1. Select the file. To select, click on the checkbox beside the file name.
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Select Preview @ located at the top panel.

Fite Hom Share Workflow NS View
% & ® 0O v | @
] ool L & x L
Copy Paste 4 M review Rowrload Rename Delete New Upload Add
Fe e Fi To Sync

Clipboard

€ 9 v A tasishare » B Personal

& SharedIn @ Name |}

(9 Shared Out 3 Accounts

[® Managed Folders [ File Requests

[B) File Requests @ Finance

H  Quick Access 1 Human Resource
Feb Receipt.png

4 [fERY Personal

5/5/2021 5:20 pm

4/5/2021 3:52 pm

23/4/2021 2:08 pm
A 23/42021 1135 am

15/4/2021 2:48 pm

Type

PNG File

Size Tag(s)

234.73 KB Restricted

a I < [ General account books docx
Recycle Bin

Zoom Fit to Screen

Q Q Q s - 1

15/4/2021 2:48 pm Microsoft Word Document 9.18 KB Restricted
o A Income statement.pdf 15/4/2021 2:48 pm Microsoft Edge PDF Docum.. 4,60 MB Restricted
ccounts
09 il Request Sales marketing.pdf 15/4/2021 248 pm  Microsoft Edge PDF Docum... 4,60 MB Restricted
e juests
Sales volume xlsx 15/4/2021 2:48 pm Microsoft Excel Worksheet 2134 KB Restricted
(8 Finance
00 Fin Rasadicn B solesxisx M 15472021 248pm  Microsoft Excel Worksheet 2134K8 Restricted
A pop-up box will appear with the preview of the file.
&) Preview - Sales Report Oct - u] X

This is the invoice document

3.10 Preview a File with No Download Permissions

1.

Select the file. To select, click on the checkbox beside the file name.
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2. Select the Preview @ located at the top panel.

Cj design team - EasiShare Explorer
Home Share Workflows Versiof 3 u
=y @ X O DL
. [ ~..]
Am ... S x L

Copy Monitor Preview JDownload Rename Delete Document | New Upload
| Prelew Document | Tag Folder  File

Clipboard Actions New
€ & v 4 EasiShare + M design team
[ File Requests

(W] Name |3
¢ Quick Access @ General account books.docx
Sales Invoice -- Feb.png
4 @ Personal @
@ Sales Invoice -- Jan,jpg (
@ Recycle Bin 2

< @ Sales Report Oct.docx

G Finance
[3 Human Resource

3 Test
5 Accounting

design team @

@ Sales volume.xlsx

-a y Sales Report Octdocx :

5 item(s) 1 item(s) selected 9.18 KB

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

) Preview - Feb Invoice.docx = m] X

Zoom Fit to Screen

QN Q| 2% - 1

ip you pr point. When you click Onfine Video, you can
paste in the embed code for the video you want to add.

You can akso type a keyword to search onine 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 gaeries

Themes and styles also help keep your document coordinated, When you click Design and choose &
new Theme, the pictures, charts, and SmartArt graphics change to match your new theme.

Note: Users with No Download permissions previewing a file will have a watermark displaying the
user's name and email address.
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3.11 Document Tag

The Document Tag function allows users to apply tags to files, provided the feature is enabled for the
organisation. These tags may include sharing restrictions, as defined by the administrator. Tagging may
also be mandatory during the file upload process.

1. Select the file. To select, click on the checkbox beside the file name.
2. Select Document Tag W [ocated at the top panel.

N Fore | e iodows  ver View
<o i
B, e L & x w A
Copy [Paste B Monitor Preview Download Rename Delet} Documen: 4d 1 Add
Clipboard Actions F rites
> A EasiShare + @ Personal * - C
. P_:l Shared ® Name |3 Modified Type Size Tag(s)
[ Accounts 5/5/2021 5:20 pm
@ Pending
D File Requests 4/5/2021 3:52 pm
3 Shared In
Finance A 23/4/2021 2:08 pm
(5] Shared Out L}
Hi Re 23/4/2021 11:35
(@ Managed Folders [ Human Resource A 2 am
B File Requests @ Feb Receiptpng 15/4/2021 2:48 pm PNG File 234.73 KB Restricted
. @ General account books.doex 15/4/2021 2:48 pm Microsoft Word Document 9.18 KB Restricted
H  Quick Access
Income statement pdf 15/4/2021 248 pm  Microsoft Edge PDF Docum. 460 MB Restricted
a Personal
‘ 1 Sales marketing pdf 15/4/2021 248 pm  Microsoft Edge PDF Docum. 460 MB Restrrz
N
W Recycle 8in ¥ [3) Sales volumexisx 15/4/2021 248pm  Microsoft Excel Worksheet 2134 KB Resric
Account:
D) Accounts (B selesssx M 15/4/2021 248pm  Microsoft Excel Worksheet 2134 KB Restricted
(3 File Requests
O Finance
Human Resource

3. Choose the appropriate tags for this file.
4. Click Apply to All to tag the file with the selected tags.

=) Document Tag X

W Document Tag - New Word Document.docx (

Confidentiality Restricted -
Sensitivity Non-Restricted -
% Cancel + Apply to All L

4  Folder Operations

41 Create a New Folder

1. Click on a drive located in the Drive List along the left panel to navigate to the new folder's
location.

2. Click on New Folder 0 along the Home Tab located at the top panel.
3. Enter folder name in the input box.
4. Press Enter.
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() Personal - EasiShare Explorer o x
Home
Py, . - v ~
el r @ &L S X P * &< 2 o
Foucaaes
Clipboard Actions Favourites Syme
€ 9 v A casiShare + @ Personal * Q-
@ Shared @ Name |? Modified Type Size
[ Accounting Report 29/10/2020 5:56 PM
#  Quick Access
% Finance 30/10/2020 12:54 PM
[ Human Resource 30/10/2020 10:28 AM r 3
[ Accounting Report v [ NewFolder 241172020 10:07 AM
3 Finance [ sales 30/10/2020 10:46 AM
[ Human Resource
O sales

4 item(s) 1 item(s) selected %
4.2 Rename a Folder
1. Select the folder. To select, click on the checkbox beside the folder name.
V4
2. Click on Rename along the Home Tab located at the top panel.
) Personal - EasiShare Explorer o X
b 3 Cut ) N, o
@ i: @copyran . ? s
€ 9 v A casiShare + @ Personal * -1 C Q -
@ Shared & Name |2 Modified Type Size
3 Accounting Report 29/10/2020 5:56 PM
s Quick Access 1
I./ O Admin 30/10/2020 10:46 AM
4 Personal ’ 9 Finance 23/11/2020 6:37 PM
[ Accounting Report [ Human Resource 30/10/2020 10:28 AM
[ Finance £ New Folder 24/11/2020 10:10 AM
O Human Resource
3 New Folder
O Admin
5 item(s) 1 item(s) selected %
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3. Enter new folder name.

4. Press Enter.

S Personal - EasiShare Explorer

[ Accounting Report

[ Finance

[ Human Resource

[ New Folder

[ Human Resource
(3 New Folder

O user

5 item(s) 1 item(s) selected

L 4 EasiShare + @) Personal * - C
"
@ Shared ® Name |} Modified Type Size
[ Accounting Report 29/10/2020 5:56 PM 3
# Quick Access
[ ~ [O)user 30/10/2020 10:46 AM
. Personal ’ % Finance 23/11/2020 6:37 PM

30/10/2020 10:28 AM

24/11/2020 10:10 AM

5 Drive Operations

For users who have many drives in the drives list, it would be helpful to rearrange and group the drives.
These functions do not affect the permissions and are for organising purposes only, except for Remove
My Access for shared drives. This is covered in Section Remove My Access from Shared Drive.

5.1  View Drive Permissions

To view your permission to the drive, you can hover your mouse over the drive and the permission

appears in the tooltip.

=) EasiShare Explorer
Home Share Versions View
D o g W
Manage Share Request Send
Files  asLink
Actions New

€& < ~ 4 EasiShare » & Accounting

_ w] Name |
4 Accounting o .
A(coumtin; "Il Quotations
@ Recycle Bin | My Permission: Owner
1 3 Archive
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52 Pin

Select the drive from Your Drives section
Right click the drive

Click Pin

The drive will be in Pinned section

[ X Pin |
@ Hide

Hwn o=

Maove Down
Reset Order
Open in new window

Copy Path

Category 4
Add To Sync

Remove From Sync

Sync Now

Drive Information

5.3 Unpin

Select the drive from Pinned section
Right click the drive

Click Unpin

The drive will be in Your Drives section

l‘ Unpin ‘
© Hide

HMwn o=

Open in new window

Copy Path

Category >
Add To Sync

Remove From Sync

Sync Now

Drive Information

5.4 Hide

1. Select the drive from Your Drives section
2. Right click the drive
3. Click Hide
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4. The drive will be in Hidden section

X

Pin

(e

Hide ]

Move Down

Reset Order

Open in new window

Copy Path

Category 4
Add To Sync

Remove From Sync

Sync Now

Drive Information

Show

Expand the Hidden section
Select the drive
Right click the drive
Click Show

The drive will be in Your Drives section

Pin

5.5

1.

2.

3.

4.

5.
Y
[+]

Show

Open in new window

Copy Path

Category »
Add To Sync

Remove From Sync

Sync Now

Drive Information

5.6 Move Up, Down and Reset Order

This section is applicable to the Pinned and My Drives section only.

1. Select the drive
2. Right click the drive

3. Choose one of the following options

a. Move Up: Shifts the drive one position higher in the list.

b. Move Down: Shifts the drive one position lower in the list.

c. Reset Order: Restores the drive to its original/default position in the list.

¥ Pin
@ Hide
Move Up

Move Down

Reset Order

Copy Path

Category

Add To Sync

Sync Now

Drive Information

Open in new window

Remove From Sync
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5.7 Category Colours

Select the drive

Right click the drive

Hover over Category in the context menu.
Select a colour from the available options.

Hwn o=

a. Toremove a colour, select None

X Pin
Q@ Hide

Move Up

Move Down
Reset Order .
Open in new window

Copy Path

Category

ﬂv

Add To Sync

Remove From Sync

Sync Now w

Drive Information

5.8 Recalculate Drive

The Recalculate Drive function performs a scan of your selected drive to:

e Update storage usage, including total drive size and individual folder sizes.
e Check for missing or newly added files
e Refresh file paths, ensuring the drive correctly reflects the current file structure.

1. Select the drive you want to update.
Right-click on the drive.
3. Choose Drive Information from the context menu.
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X Pin
@ Hide
Move Up

Move Down
Reset Order
Open in new window

Copy Path

Category 4

Add To Sync

Remove From Sync

Sync Now
( 3
ﬂ Drive Information

4. Click Recalculate Drive.

(=) Drive Information = 0O
& EasiShare Dev Team

My Permission: Contributor
Download: Yes

Web Edit: Yes

Quota (GB): 119.573 / 200
Calculated at:  28/4/2025 12:25 pm

4
Recalculate X Close
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6 Share

View/Upload files in
5 Manaage (5 Managed Folders
9 [1 1]

EasiShare Users/Groups

Download files in

Shared In

Initiator

@ Share

to perform one-way
sharing of files/folders for
recipient to download

[11)

Non-EasiShare Users

Click on Email
link to view &
Edit/Revoke Share Out download files

Shared Out

Scenarios & How to use the functions

m Home Share Worlkflows Versions View

[ —..]
Request
Files
Actions New
Scenarios What do you (the initiator) do? What do the recipient do?
| want to send documents to Select doc & click on Share Click on the link & download
my vendor to download. the file(s).
| want to send a set of files to Either Click on the link from the email

my vendor to download. & download the files in a

1) Put them in a folder, select
the folder & click on Share

2) Multi-select the files &
click Share

zipped folder.
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S

| 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.

Select a folder & click on Manage

Set the permission as author for
the colleagues.

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

@ Employees Resources
e.g.

6.1 Share

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 users, please use the Manage function. For a detailed guide,

do refer to Section Manage Folder for Collaboration of this user guide.

1. Select the file/folder you wish to share. You may select multiple files/folders.

2. Click on Share (af along the Share Tab located at the top panel.

€ 9 A casiShare » @ Personal » [ Sales

@ Shared

@ Name |2

Modified

- C Q-

| v @ Sales Invoice -- Feb.png

13/9/2020 10:52 PM

Type 1
PNG File 23473 KB

w# Quick Access

4 @ Personal

9 Accounting Report
[ Finance

(3 Human Resource

®) seles ‘

@ Sales Invoice -- Jan,jpg
Sales marketing.pdf
Sales Report Oct.docx

@ Sales volume.xlsx

14/9/2020 12:00 AM  JPG File

14/9/2020 7:06 PM

29/10/2020 9:18 AM

13/9/2020 11:00 PM

70.02 KB
Microsoft Edge PDF Docum. 4.60 MB
Microsoft Word Document 9.18 KB

Microsoft Excel Worksheet 2134 KB

3. Enter the recipient's name, email, and/or contact number. The contact number is only mandatory
if you wish to enable One-Time Password (OTP) authentication; otherwise, you may leave it blank.
If you provide a contact number, please ensure that the correct country code is included.
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Tips:

e Internal users are indicated by a human-shaped icon &

e External users are indicated by a human-shaped icon with an arrow )

e To select an internal user, start typing the user's name; matching results will appear.
Click on the user to add them to the recipient list and you may skip step 4.

e External users/groups will only appear in the search results after you have shared with
them at least once.

4. Click ®F to confirm recipient. Alternatively, you can press enter.

Tip: After adding the recipient, the name and mobile number can still be edited by clicking on the
respective fields.

5. To import multiple recipients, click on Manage Recipients at 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.

6. 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.

7. If you wish to create a group, add two or more recipients with at least one external user, click on
Manage Recipient on the top right corner, then click on Create Group

8. Enter your message (optional).

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

10. Select checkbox to agree to your organisation’s terms and conditions.

11. Click Share.
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5 Create/Edit Share
Share

Name Email

Mobile Phgq

Message

Xe]

)-nk Expires O
QoTP

Share with View Only @ [
Notifications O mmediate Summary
No. of Attempts [0 attempts

WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information.
N\ By Clicking the checkbox, you agree to our Terms and Conditions.

10

% Cancel Share
' l 11)

6.1.1 Share to User Group

g

1. Select the file/folder you wish to share. You may select multiple files/folders.

Click on Share (af along the Share Tab located at the top panel.
3. Enter the User Group name on the Name field and select the User Group(s) to share.

S
@ (&

hacd s Versions
Request  Send
Files  as Link

Actions New

€ 9 ~ M EasiShare » B3 Marketing Working Assets 2+ D Share

5 Personal " Name |}

+ Vour drives I # [#) New Word Documentdocx

Modified 1 (s) Size
23/04/2025 13:43

a 9 Marketing Working Assets 2
@ Recycle Bin
[@ Extrenal manage
[ File Requests
3 Menitor 2

3 Monitor 3

@ Share
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=) Create/Edit Share - (m] x
Share Manage Recipients -
Name Email Mobile Phone No.
& Marketing Team show/hide members o

3
Email Mobile &

Message

D

Link Expires

OTP
Share with View Only @

Notifications

No. of Attempts 10 attempts

7 WARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information.
i By Clicking the checkbox, you agree to our Terms and itions.

X Cancel

% Share

Tips: After adding the user group, the members of the user group can be displayed by clicking on
show/hide members.

Enter your message.

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

6. Select checkbox to agree to your organisation’s terms and conditions.

7. Click Share.

6.1.2 Share with Download Permission

To begin sharing, refer to Section Share.
Ensure that the option ‘Share with View Only’ was not enabled.
Select checkbox to agree to your organisation’s terms and conditions.

Click Share.

M wn =
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Link Expires

oTP
Share with View Only @
Notifications

No. of Attempts 0 attempts
WARNING: CONFIDENTIAL NOTICE. This transmission mawcontain sensitive information.

o By Clicking the checkbox, you agree to our Terms and ie

® Cancel % Share

6.1.3 Share with ‘View Only’ Permission

1. To begin sharing, refer to Section Share.
2. Enable the option Share with View Only.
3. Select checkbox to agree to your organisation’s terms and conditions.

4. Click Share.

Link Expires

oTP
Share with View Only @

Notifications

Attempts 0 attempts

ARNING: CONFIDENTIAL NOTICE. This transmission m
By Clicking the checkbox, you agree to our Terms and

% Share

ontain sensitive information.

* Cancel

Note:

1. This feature only applies to Microsoft Office documents, PDF documents and images.
2. Awatermark will appear on the content viewed by your recipient. Refer to the screenshot in Section
Preview a File with No Download Permissions

6.1.4 Share with Link Expiry

To begin sharing, refer to Section Share.

Enable Link Expires

Set the date and time by clicking on the calendar icon.

Select checkbox to agree to your organisation’s terms and conditions.
Click Share.

vhAwn =
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(2) e
Link Expires v [17/5/2025 11:44 am

QTP
Share with View Only @

Notifications

e- ttempts 0 attempts
. ARNING: CONFIDENTIAL NOTICE. This transmission may contain sensitive information.

Y By Clicking the checkbox, you agree to our Terms and Conditions.

X Cancel
5
\_/

Note:

1. The expiry date and time must 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.

6.1.5 Share with One Time Password (OTP)

Users normally turn on OTP if Share link wants to be more secure. End recipients can only download the

documents when they enter a valid OTP.

1. To begin sharing, refer to Section Share.

2. Enable OTP

3. Select checkbox to agree to your organisation’s terms and conditions.
4. Click Share.

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved. Page 39 of 94



EasiShare Desktop User Guide

(=) Create/Edit Share = m] X
Share Manage Recipients -

Name Email Mobile Phone No.

& Marketing Team show/hide members o

Message

Link Expires

oTP v
Share with View Only @

Notifications

e No. of Attempts 110 attempts
WARNING: CONFIDENTIAL NQTICE. This transmission may contain sensitive information.

By Clicking the checkbox, you agree to our Terms and itions.
¥ Cancel % Share

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

Enabling download notifications allows the user to be alerted when a recipient downloads or views the
file. If this option is enabled and the recipient accesses the file multiple times, the user will receive a
notification for each instance.

1. To begin sharing, refer to Section Share.
2. Enable Notifications

Immediate: An email will be sent to your email inbox whenever a file is accessed
Summary: An email summary of all downloads and previews are sent 15 minutes (default) starting
from the time of the first action

w

Select checkbox to agree to your organisation’s terms and conditions.
4. Click Share.
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LINK EXpiTes

OoTP

Share with View Only @ e
Notifications e Immediate Summary

e o. of Attempts 0 attempts
WARNING: CONFIDENTIAL NOTICE. This transmission ntain sensitive information.

By Clicking the checkbox, you agree to our Terms and ons.

® Cancel % Share

6.1.7 Share with Number of Download Attempts

Enable the number of attempts option to allow the user to limit the number of times 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 change the number of attempts once the policy is set. After the recipient
downloads reaches the limit, the recipient will not be able to download the file.

To begin sharing, refer to Section Share.
Enable No. of attempts.
Fill in the number of attempts the user can download the file.

Select checkbox to agree to your organisation’s terms and conditions.

Click Share.
Link Expires

A wnh o=

oTP
Share with View Only
Notifications 2 3

) Attempts v |2 Qempts
ARNING: CONFIDENTIATNOTICE. This transmission may contain sensitive information.

By Clicking the checkbox, you agree to our Terms and ions.

X Cancel

6.2 Access Shared Files/Folders

6.2.1 Email Notifications

Recipients can access the shared file(s) or folder(s) by clicking the link in the email notification.

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

Link expires on No Expiry
The file(s) has also been shared to: john.smith@inspire-tech.com

Powered by easishare™

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

View

Home =

Name Expiry 1% Type Size

Downloadable

Feb Invoice.docx 06/26/2019 11:59 PM docx 12.18 KB

6.2.2 Shared In

1. To access file/folder(s) shared by other internal users to you, click on Shared located along the left
panel.

2. Click Shared In

E«anu«u- EauSaare Eagromer = a X
“d m-.r{» * -c Q-
eES [ R o Toey T

) @Mh [ Finance 2020 deskaop trampolene No Expery
I [ Finance2020 desiop trampolenet No Bapiry
a i:::: [ Operation desitop vampolenes No Expery
& Jackson doo ) 1999 Updutedong vampoknel No bxpwy 18230 K8
& swedon [9) Fite 1 docx vampoines No brpey 1
@ Managed Folders [} Fie 4d0cx sumpolenes No Expiey now
[ e Requests i) ss8c2020pm9 vampokened No Expury 18057 K8
# Quick Access (i) Trpescabiewiring docx vampolene} No Expry 3245 K8
[} TypesCabiewiring docx Tampoienel No Expiry 32458
. a Personal —B N " X
B Recyde Bin
O Accounting
M Ademin
10 o) ~

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

S

This section explains how to access file(s) or folder(s) that you have shared one-way with internal or

external users.

1. Click on Shared located along the left panel.
2. Click on Shared Out

& _Name | Expiy \ 4

Type

# (=) [0 Finance

& lohn Smith

Managed Folders

[3) File Requests
Quick Access

+ B rersona
[ Accounting Report
[ Finance

[0 Human Resource

[ ssles

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 recipient’s name you have shared the file with in the Shared Out drive.

6.3.1 Edit from File's Original Location

1. Select the file/folder.

2. Click on Edit Share C” at the top panel.
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LA
dit elete Download Open File
Shars || Share Location
EasiShare * -| € Q -
Shared m Name |} Expiry 1 ype Size
¥ () [ Accounting
4 @ Shared Out
' (¥) |w] Jan Invoice.docx Microsoft Word Docum... 1047 KB
& john.smith

[@ Managed Folders
[ File Requests

M Quick Access

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 row that contains the
recipient’s name

4. Apply the changes by enabling/disabling the features or changing the date and time of the link
expiry. It is also possible to update the No. of Attempts. To find out in details how each feature
works, refer to the respective sections above.

5. Click Update Share to confirm your actions.

=) Create/Edit Share — O X
Share Manage Recipients
3 ame Email OTP 6 0
& John Smith john.smith@inspire-tech.com <l ﬂ

O

Link Expires v 1/12/2020 2:20 PM

Notifications O

No. of Attempts 110 attempts

Share with View Only @ [ ] 5
X Cancel 2% Update Share

6. If you wish to resend the email for a recipient, click on 4 and the email will be sent immediately.

i

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

Click on Shared along the left panel, then select Shared Out. Select the user’'s name.
2. Select the file you wish to edit.

3. Click Edit Share C" at the top panel.
A similar Edit Share pop-up window will appear. You may refer to Section Edit from File's Original

Location on how to edit, resend email or remove share.

| El P = Name |} Expiry Type Size
™ Accounting No Expiry 2

4 [ Shared Out
| [id) s2n 1nvoice docx No Expiry Microsoft Word Docum... 1047 KB

0 john.smith

[@ Managed Folders

B File Requests

M Quick Access

Pinned

7  Manage Folder for Collaboration

Managed Folder is a folder in EasiShare managed by designated users (owners) who control access
permissions for other users to enable collaboration. The following chart shows the different types of
permissions available.

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

7.1 Manage Folder

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

2. Click Manage by located on the top panel.
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5 EasiShare Explorer = O X

as Link

€& 9 v A EasiShare * B Accounting * - C 2 t Q
D shiard ® Name |2 Modified Type Size@
¥ [3 All Quotations 20/6/2019 10:34 AM
D File Requests
D Archive 18/6/2019 4:30 PM
o Accounting ’ v] Feb Invoice.docx 18/6/2019 2:28 PM Microsoft Word Document ~ 12.18 KB
@ Recycle Bin Jan Invoice.docx 25/6/2019 10:46 AM Microsoft Word Document  124.77 KB
O All Quotations w! Report.docx 25/6/2019 10:51 AM Microsoft Word Document ~ 12.62 KB
3 Archive
@ Human Resource
5 item(s) 1 item(s) selected %

3. Enter the recipient's name, email, and/or contact number. The contact number is only mandatory
if you wish to enable One-Time Password (OTP) authentication; otherwise, you may leave it blank.
If you provide a contact number, please ensure that the correct country code is included.

Tips:

e Internal users are indicated by a human-shaped icon &

e External users are indicated by a human-shaped icon with an arrow &

e Toselect an internal user, start typing the user's name; matching results will appear.
Click on the user to add them to the recipient list and you may skip step 4.

e External users/groups will only appear in the search results after you have shared with
them at least once.

4. Click®#F to confirm recipient. Alternatively, you can press enter.
Tip: After adding the recipient, the name and mobile number can still be edited by clicking on the

4

5. To import multiple recipients, click on Manage Recipients at 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.

icon.

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

7. If you wish to create a group, add two or more recipients with at least one external user, click on
Manage Recipient on the top right corner, then click on Create Group.
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8. Assign the permission type you wish to give to the user(s)/group(s).

S

9. If you wish to apply the same permissions that has been set on another folder, select the folder

name from the ‘Copy from' dropdown list then click on the copy icon 1.

10. Enable/disable folder expiry if you wish to set an expiry for the folder.

11. Enable/disable OTP verification for external users accessing the folder

12. Enable/disable quota if you wish to limit the folder size.

13. Click Apply.

14. When the permission has been granted, the user will receive an email notification.

5 Manage Permissions

All Quotation

9

Copy from  ----- select

N

v ﬂh || Manage Recipients

Name

& Jackson doe

Permission@

Owner

O,

Download@ Web Edit@

5

& john smith Author O P4
Author
Contributor
Reader

3
‘ Name Email ‘ ‘ Mobile F-N
- Document Tag  Advanced Options
% Cancel v Apply

@ Import Recipient List

age Recipie 5

@; Export Recipient List | 6

- ate G )
© Create C 7
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Dear John Smith,
Jane Brown has shared a Quotations folder with Expiry Date 26 May 2025 11:59 PM (UTC+3).
Click here to access in EasiShare.

The folder is shared to : John Smith

Powered by easishare TM

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 administrator. If you are unable to enable or disable, it
may be due to your organisation policy settings.
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7.2 Manage Folder to User Groups

1. Navigate to the folder intended for collaboration and select it.

2. Click on Manage in the top panel.

Share Versions View

(e g AN

Share Request Send
Files as Link

3 Archive

5 Human Resource

5 item(s) 1 item(s) selected

Actions New
€ 9 v 4 EasiShare * B Accounting * - Q  Search Q
o i A ifi 5
D o @ Name |} Modified Type Size r»]
I ¥ [ All Quotations 20/6/2019 10:34 AM
D File Requests
[ Archive 18/6/2019 4:30 PM
4 Accounting l O Feb Invoice.docx 18/6/2019 2:28 PM Microsoft Word Document ~ 12.18 KB
@ Recycle Bin O Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document  124.77 KB
O All Quotations Report.docx 25/6/2019 10:51 AM  Microsoft Word Document  12.62 KB

%

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

group.
. Enable/disable the necessary settings.
5. Click Apply.

Cj Manage Permissions

All Quotation

X Cancel

v Apply

Copy from  ----- select ----- - fb Manage Recipients v
Name Permission@ Download@® Web Edit@
& Jackson doe v v
& Marketing Team show/hide membel Owner v v v o
3
Ve ail Tob &4

- Document Tag  Advanced Options

Folder Expiry@ |

oTP |

Quota O

N
5
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7.3 Access Shared Drive as An Internal User

1. A Shared Drive is a folder shared to you for collaboration. It is labelled with a different icon

2. You may access the Shared Drive by clicking on it.

3. Once your permission has been revoked, you will no longer see the files and folders under the
Shared Drive.

=) EasiShare Explorer

File Home Share Versions View

4

Request
Files

Actions New

€& - v 4% EasiShare * B New Quotati

~

[]  Ng

3 a Marketing O E
I @ Personal O E

New Quotation ‘
N

2 item(s)

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

1. Right click on a shared drive denoted by the icon
2. Click on Shared Folder Information
3. The shared drive information will appear in a pop-up window

Shared Folder Information

Description

Owner(s)

Displays the designated user(s) who manages the folder.

My Permission

Displays the current access level assigned to the user for the
selected folder

Download Allow users to download files from the folder to their local device.

Web Edit Allows users to open and edit files directly in the browser without
downloading

Expiry Date Indicates the date when the user's access to the folder will expire.

Quota Shows the maximum storage space allocated for the folder.

7.5 Remove My Access from Shared Drive

If you no longer require access to the shared drive, you can remove it from the drive list.

1. Right click the Shared Drive that you wish to remove.
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2. Click on Remove My Access.
=) EasiShare Explorer

Home Share Versions View

1

Request
Files

Actions New

€ - v 4 EasiShare * (B New Quotation

~
I a Accounting

Human Resource

[] Name |2
| Feb Quotation.xlsx
| Jan Quotation.xlsx

Marketing
Open in new window

Personal Add To Sync
Remove From Sync

Sales Sync Now 2
Remove My Access

New Quotati Shared Folder Information
W

2 item(s)
3. Click Yes.
Remove My Access X

Are you sure you wish to remove yourself from New
Quotation? You will no longer be able to access it.
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8 File Request to Receive Files from External Users
8.1 File Request

1. Begin by selecting the drive where the file will be uploaded.

2. Select New File Request -tﬂ at the top panel.

) Personal\Acme Corporation\Accounting and Finance - EasiShare Explorer

4 A Easishare * B Personal * (O Acme Corporation * O Accounting and Finance *

Shared Name |4 Modified Type
(3 Audit and Compliance 14/04/2025 1607
» Quick Access
D Budgets and Forecasts 14/04/2025 16:07
4 Pinned
D Invoices and Billing 14/04/2025 16:06
=
-0 [ Monthly Financial Reports 14/04/2025 16:06
M@ Recycle Bin @ Quotations 26/05/2025 1636
« [ Acme Corporation New Word Document.docx 14/04/2025 16:05 Microsoft Word Dy

4 @ Accounting and Finance
(9 Audit and Compliance
(3 Budgets and Forecast:

(3 Invoices and Billing

(3 Monthly Financial Rep

3. Enter the title of the file request.
Enter the recipient’s name, email, and/or contact number. The contact number is only mandatory
if you wish to enable One-Time Password (OTP) authentication; otherwise, you may leave it blank.
If you provide a contact number, please ensure that the correct country code is included.

Tips: External users are indicated by a human-shaped icon with an arrow & To select an external
user, start typing the user's name; matching results will appear only after you have requested files
from them at least once. Click on the user to add them to the recipient list and you may skip the
next step.

5. Clickon =+ to confirm recipient. Alternatively, you can press enter.
To import multiple recipients, click on Manage Recipients at 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 Recipients on the top
right corner, then click on Create Group.
9. Enter your message (optional).

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved. Page 54 of 94



EasiShare Desktop User Guide

S

10. Enable/disable the settings you wish to apply. For details on how each feature work, refer to
respective sections below. More settings are available by clicking on the arrow.

5) Create/Edit File Request

File Request <o e itle of your file reques
3
Name Email

Mobile P

7

= [m]

X

6

Import Recipient Lis

Export Recipient List

—
+

Message

Link Expires
QoTP

Notifications

X Cancel

% Send Request

O

File Request

Name

Email

Manage Recipients Y

Mobile Phone No.

&4+
No. of Attempts 0 attempts
p | File Type Restrictions .
File Size Limit v 10 MB @ GI 10

% Cancel % Send Reques 0

11. Click Send Request.

Note: 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.

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.

Page 55 of 94



EasiShare Desktop User Guide

8.1.1 File Request with Link Expiry

1. To begin requesting files, refer to Section File Request
2. Enable Link Expires
3. Set the date and time by clicking on the calendar icon.
4. Click Send Request.
File Request Enter the title Manage Recipients v
Name Email Mobile Phone No.
E &+
Message
2 3 <
Link Expires M| 04/05/2025 13:56 ®
OTP O
Notifications O 4
X Cancel % Send Request
Note:

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

To begin requesting files, refer to Section File Request
. Enable OTP
3. Click Send Request.

File Request | | Manage Recipients v
Name Email Mobile Phone No.

(-2
Message

Link Expires M 29/4/2025 11:59 pm
Notifications O 3
% Cancel % Send Request

Note:

e To enable OTP, contact number field is mandatory.
e 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

To begin requesting files, refer to Section File Request
2. Enable Notifications.
Per Upload: An email will be sent to your email inbox whenever a file is uploaded
Summary: An email summary of all uploads are sent 60 minutes (default) starting from the time of
the first upload
3. Click Send Request.

(=) Create/Edit File Request = O X
File Request Enter the title of your file request Manage Recipients -
Name Email Mobile Phone No.
ne ob &+
Message
Link Expires O (
QTP O 2
Notifications ¥ @ Per Upload ~ © Summary
® Cancel % Send Request }\’3)
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8.1.4 Restrict Number of Upload Attempts

1. To begin requesting files, refer to Section File Request

2. View more settings by clicking on the arrow.

3. Enable No. of Attempts.

4. Specify the number of attempts you wish to limit.

5. Click Send Request.

=) Create/Edit File Request = ] X
File Request Enter the title of your file reque: Manage Recipients v
Name Email Mobile Phone No.
&+

No. of Attempts 5 attempts
> File Type Restrictions - 9 ‘ 7‘ : - exe, psl
File Size Limit v 10 MB @
5
® 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 Restricted File Types

View File Type Restrictions.
Click Send Request.

HMwn =

To begin requesting files, refer to Section File Request
View more settings by clicking on the arrow.

=) Create/Edit File Request
File Request  /ricr e

Name Email

= (m]

Manage Recipients

Mobile Phone No.

na ( -t
No. of Attempts O 5 attempts
’ ® / | 3
> File Type Restrictions . exe, ps1
File Size Limit 4 10 MB @ GB
4
® Cancel % Send Request

Note: This feature is controlled by your central administrator. The file type restrictions are set by the

organisation policy settings.
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8.1.6 Limit File Upload Size

1. To begin requesting files, refer to Section File Request
2. View more settings by clicking on the arrow.

Message

Link Expires O
QTP O
Notifications [J @ Per Upload Summary
® Cancel 2% Send Request

File Request Enter the title of your file request Manage Recipients
Name Email Mobile Phone No.
Name ‘

Email ‘ ‘ Mobile ‘ &
2

-

3. Enable File Size Limit.
4. Specify the file size limit and select either MB or GB.
5. Click Send Request.

Cj Create/Edit File Request (m]} X
File Request ‘ Enter the title of your file request Manage Recipients v
Name Email Mobile Phone No.
Name Email Mobile &
No. of Attempts ] 5 | attempts
. o ® Allow all except
) File Type Restrictions R exe, ps1
all except 4
File Size Limit v T 10 | omB @GB
¥ Cancel % Send Request
\ 5
N
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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.

8.2 Upload Files Using File Request

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

Please upload the ﬁleor John Smith Contribution.

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

Powered by easisharem

The recipient will be directed to the upload page.
Click on Upload File or simply drag and drop the files into the empty area.

[
= easishare John Smith Contribution

New View
L | 2
&) Setect fileis) for upload x Ty si
pe ize
- ~ 4 1 > ThisPC > Desktop > Ivoice - Seaech Invaic
Organize »  New folder - o @
& Oruirive *  Name Status Date Type
] G 5 AM Bicrosott Word D. -
o ) oicer ® oo #
B invoice2 c} /11200 1015AM  Micr vord D. v
3 30 Objects
8 Desiaop
¥ Documents.
# Downloads
P Music

= Pictures.
B videos
. Windows (C)

e New Volume (D:

[— - File Type Restrictions:
— No file type restriction
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8.3

Hwn o=

Access Uploaded Files

Click on Shared located along the left panel.

Click on File Requests.

Click on the title of the file request you wish to access. You will be redirected to the folder.
Select the file to perform download or other file operations.

G)

Shared Out

(@ Managed Folders 2
| B File Requests

& Quick Access

Pinned

Your drives

Hidden

Share Workflows. View
@ & ™M
Edit Revoke  Download Send
File Request File Request To &s Link
Actions New
€ v A Shared * File Requests
- . . N
. @ Shared Name |} Total Files Expiry Drive Name
I\J D Jan Invoices 0 2/6/2025 11:59 pm Personal
G5 Shared In
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8.4 Edit File Request

1. Select File Requests under Shared.
2. Choose an active File Request to edit.

3. Click on Edit File Request (¢ located at the top panel.

Shared\File Requests - EasiShare Explorer

€ 9 v A Essishare * (D Shared * File Requests -

. Shared 2 Name |% Drive Name Expiry Total Files
v D Jan Invoices Personal 6/5/2025 11:59 pm L
Shared In

[®) Shared Out

[ Managed Folders ‘]
—
File Requests

#  Quick Access

4. A window will appear, follow the steps in each bubble for each intended purpose.
5. Click on the Update Request button.

Cj Create/Edit File Request -

To resend email
Click to resend

Name Email OTP | email to guest user

&  John Smith John.Smith@inspire-tech.com ™ m.

:ﬂ File Request  Jan Invoices

To remove one of the
guest users

1. Click on delete icon
2. Click on Update

Hink Expires @ | 20/6/2019 1159 P button to remove one
Notifications of the guest users
5
X Cancel | & Update Request 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

1. Select File Requests under Shared.

Revoke File Request

2. Choose an active File Request to revoke.

3. Click Revoke File Request m.located at the top panel.

=) sharg Requests - EasiShare Explorer

- g

Drive Name Expiry Total Files

Personal 6/5/2025 11:59 pm 1

< &
 Link
&« A EasiShare » [ Shared * File Requests
a @ Shared 2 amells
¥ [ Jan Invoices
[ Shared In
Shared Out

@@ Managed Folders

=
B File Requests

A Quick Access

@

4. A confirmation window will appear, click OK to proceed with File Request Revoke.

Confirm revoke

! b request immediately. Proceed?

Warning: revoking access will remove ALL guest access and expire the

X

o]

Cancel

9 Check In/Out

When working in a shared environment, overwriting files can create challenges among users. To prevent
files from being accidentally overwritten, users can initiate a check-out first before editing the file. Once
the file has been updated, the user can upload the new version and check in. After the file has been

checked in, other users can use the updated version to continue their editing.

Action Meaning Purpose
Check Lock the file for editing. Others can't edit Prevents multiple people from editing the
Out until you check it back in. same file at once.
Check | Save your changes and release the file so Updates the file with your changes and
eck In
others can edit it. makes it available.
Discard Cancel the check-out without saving any Useful if you changed your mind or made a
iscar
changes you made. mistake while editing.
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9.1 Auto Check Out a File

1. Find the file you wish to check out then double click it.

Cj EasiShare Explorer
Home Share Versions View

(o g A7

Share Request Send
Files  as Link

Actions New

& < v A EasiShare * & Accounting * | C | Searchi

= A -
D File Requests Name |7 Modified Type

© &) Personal

' Accounting ‘
&) Human Resource
& Marketing
B sales

5 item(s) 1 item(s) selected 12.18 KB

All Quotations 26/6/2019 2:41 PM

D Archive 18/6/2019 4:30 PM f)
1

Feb Invoice.docx 18/6/2019 2:28 PM Microsoft Word Document

Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document

O OojE o o

Report.docx 25/6/2019 10:51 AM  Microsoft Word Document

v

2. An edit icon will appear on the file icon on the user’s PC.

C:J EasiShare Explorer
Home Share Versions View

(g A7

Share Request Send
Files  as Link

Actions MNew

& < v A EasiShare » & Accounting * - C  Searchi

D File Requests [m] Name |3 Modified Type

; @ Personal

’ Accounting | Vi Feb Invoice.docx 18/6/2019 2:28 PM Microsoft Word Document

[] (@ Al Quotations 26/6/2019 2:41 PM

Archive 18/6/2019 4:30 PM

a Human Resource O Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document

a Marketing
a Sales

5 item(s) 1 item(s) selected 12.18 KB

O Report.docx 25/6/2019 10:51 AM  Microsoft Word Document

~
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3. Alock icon will appear on the file icon on another user’s PC.

Y =
este [] Name |7 Modified Type
[ All Quotations 26/6/2019 2:41 PM
1 [ Archive 18/6/2019 4:30 PM
ng | O ab Invoice.docx 18/6/2019 2:28 PM Microsol
R esource ] an Invoice.docx 25/6/2019 10:46 AM Microso|
n - 4
0 m| Jan In\.ro_lce.docx 0:51 AM Microso
Type: Microsoft Word Document
g Size: 124.77 KB
Date modified: 25/6/2019 10:46 AM
Checked Out by: Jane Brown

4. Hover over the file name to find the name of the user who checked out the file.

9.2 Manual Check Out a File

1. Select the file you wish to check out.

2. Click on Check Out & located at the top panel.

E:] EasiShare Explorer
Versions View

D
Show
Versions

€& < v~ A EasiShare * B Accounting * ~| C | Searchin |

t] File Requests ~ ® Namel? Modified Type

[ (@ Al Quotations 26/6/2019 2:41 PM

@ Personal

1 3 Archive 18/6/2019 4:30 PM f

_ 1

a Accounting 4 Feb Invoicedocx  18/6/2019 2:28 PM Microsoft Word Document
a Human Resource O Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document

O Report.docx 25/6/201910:51 AM  Microsoft Word Document
a Marketing
a Sales

5 item(s) 1 item(s) selected 12.18 KB
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3. An edit icon will appear on the file icon.

Cj EasiShare Explorer
Home Share Versions View

D ko

Show Discard  Check
Versions Check Out  In
Check In/Out
& 9 v /A EasiShare »* B Accounting * ~ C | Search i
W Name |2 Modified Type

D File Requests

@ Personal

Accounting ‘

& Human Resource O Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document

O All Quotations 26/6/2019 2:41 PM

[ Archive 18/6/2019 4:30 PM

Feb Invoice.docx 18/6/2019 2:28 PM Microsoft Word Document

O Report.docx 25/6/2019 10:51 AM  Microsoft Word Document
B Marketing
5 Sales
5item(s) 1 item(s) selected 12.18 KB

4. Hover over the file name to find out who checked out the file.

Cj EasiShare Explorer
Home Share Versions View

D a4

Show Discard  Check
Versions Check Out  In
Check In/Out
& 9 ~ 4 EasiShare » & Accounting * « C Searchin
~ A -
[ File Requests W Name |3 Modified Type
O All Quotations 26/6/2019 2:41 PM
@ Personal
O D Archive 18/6/2019 4:30 PM
Accounting ‘ v gﬁ Felmlnvoice.docx 18/6/2019 4 Microsoft Word Document
Feb Invoice.docx
a Type: Microsoft Word Document i
& Human Resource O Ja S%fzi: e 46 AM  Microsoft Word Document
Dat dified: 18/6/2019 2:28 PM
O [w] Rd Cﬁ;‘;gs éfl by: J’;nfe Doe 51AM  Microsoft Word Document

g Marketing
g Sales

5 item(z) 1 item(s) selected 12.18 KB

5. 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.

6. 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.
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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.

9.3 CheckIn a File

1. Select the file that was checked out.

2. Click Check In * located at the top panel.

C:J EasiShare Explorer
Home Share

D

Show Discard

D File Requests =

@ Personal

Versions Check Ouf
Check In/Out
€ v EasiShare * £ Accounting *

Name |2

All Quotations

[ Archive

Modified

26/6/2019 2:41 PM

18/6/2019 4:30 PM

Type

Accounting ‘ v

l?‘_? Feb Invoice.docx

18/6/2019 2:28 PM

Microsoft Word Document

B Human Resource

5 Marketing
5 Sales

1 item(s) selected 12.18 KB

5 itemis)

[ Jan Invoice.docx

;? Report.docx

25/6/2019 10:46 AM

25/6/2019 10:51 AM

Microsoft Word Document

Microsoft Word Document

3. A pop-up window will appear. You may choose to retain check out after checking in and entering
comments. Click Check In to complete the process.
4. The edit icon on the file will disappear.
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=) Check In — O X
/D Feb Invoice.docx
Retain check out after checking in © Yes ) No
Comments
3
*® Close A Check In
(5 EasiShare Explorer — O X
Home Share Versions View
D a
Show Check
Versions Out
Check In/Out
& < v /A EasiShare * & Accounting C s Q
A . .
[ File Requests u Name |} Modified Type Size
All Quotations 26/6/2019 2:41 PM
5 Personal
O 18/6/2019 4:30 PM
4 Accounting ‘ v 18/6/2019 2:28 PM Microsoft Word Document 12.18 KB
@ Recycle Bin Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document 124.77 KB
@ All Quotations O Report.docx 25/6/2019 10:51 AM  Microsoft Word Document 12.62 KB
3  Archive
5 Human Resource
5 item(s) 1 item(s) selected 12.18 KB %

5. The version number that was created during check out will be recorded. This version is visible to

all users.

“DFeb Invoice.docx

0.1 29/08/2024 13:15 23/08/2024 15:00 trampolene 12.90 KB

No Uploaded Modified Modified By Size Comments

@ &

X Close

6. After checking in, all actions are available to all users. Any users can choose to perform any file

actions as per normal.
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9.4 Discard Check Out

1. Select the file that was checked out.
2. Click Discard Check Out at the top panel.

Cj EasiShare Explorer
Home Share

Jons View
':J ) ﬁ

Show
Versions

€ < v~ A EasiShare * B Accounting * * C | searchi

[ File Requests " ® Name |2 Modified Type
O All Quotations 26/6/2019 2:41 PM

@ Personal
[ [3 Archive 18/6/2019 4:30 PM

Accounting ‘ 4 @ Feb Invoice.docx 18/6/2019 2:28 PM Microsoft Word Document

& Human Resource O Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document
O Report.docx 25/6/2019 10:51 AM  Microsoft Word Document

a Marketing

5 Sales

5 item(s) 1 item(s) selected 12.18 KB

3. A pop-up will appear for the user to confirm discarding the check-out.

EasiShare X

o.l 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?

OK Cancel

Click OK to proceed.

5. The Lock Icon no longer appears on the file.
The version number that was created during check out will be discarded. Refer to Section Manual
Check Out a File for more details on how the version number was generated.

7. Any users can choose to perform any file actions as per normal. All actions are available to all users.
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Action Meaning

Purpose

Check Lock the file for editing. Others can't edit

Out until you check it back in.

Prevents multiple people from editing the
same file at once.

Check In
others can edit it.

Save your changes and release the file so

Updates the file with your changes and
makes it available.

Discard
changes you made.

Cancel the check-out without saving any

Useful if you changed your mind or made a
mistake while editing.

10 Versioning

10.1 View Version

1. Select afile.

2. Click Show Versions D located at the top panel.

=) EasiShare Explorer

Home Share View

Versions

Check In/Out

EasiShare + & Accounting *

O File Requests

5 Name |}

(@ All Quotations

@ Personal
(O Archive

Modified

26/6/2019 2:41 PM

18/6/2019 4:30 PM

Type

Size

4 Accounting ‘ v Q Feb Invoice.docx

18/6/2019 2:28 PM

Microsoft Word Document

O,
12.18 KB

25/6/2019 10:46 AM

Microsoft Word Document

12477 KB

M@ Recycle Bin 3 Jan Invoice.docx
@ All Quotations ‘Wi Report.docx
3  Archive

5 Human Resource

5 item(s) 1 item(s) selected 12.18 KB

25/6/2019 10:51 AM  Microsoft Word Document 12.62 KB

3. A pop-window will appear.

4. The version numbers will be displayed in descending order.
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Cj Versions History - Feb Invoice.doecx

*D Feb Invoice.docx

No Uploaded Modified Modified By Size Comments
04 28/6/2019 5:16 PM  18/6/2019 228 PM  Jane Doe 1218 KB =
03 21/6/20199:39 AM  18/6/2019 2228 PM  Jane Brown 12.18 KB _4- 3
0.2 21/6/20199:33 AM  18/6/2019 228 PM  Jane Brown 1218 KB : 3
- oo o oo ol oo oo i . =
X Close
10.2 Create New Version
1. Upload a file with the same name in the same folder.
C: E: rare Exp
Home Share Versions View
D a -4
Show Check 1
UEEEE | @ % = | Marketing Campaign — O X
Check In/Out
Home Share View -
€ 9 v A EasiShare » B Accounting * L
«— v « Deskt.. > Marketing Campaign v O | Search Ma.. P
. W Name |} =
D File Requests : Name Date modified
. . # Quick access
O All Quotations] Marketing Campaign Alpha 18/6/2019 3:54 P
@ personl 1 [ Archive @ OneDrive Marketfng Campaign Bravg 18/6/2019 3:54 P
W This PC Marketing Campaign Charlie 18/6/2019 3:54 P|
. Accounting ‘ < = aeaah @ Feb Invoice 28/6/2019 523 P
& Network @) Jan Invoice 25/6/2019 10:46
@ Recycle Bin O Jan Invoice.dog
@ All Quotations O Report.docx
[ Archive
<
5items 1item selected 12.2 KB

5 item(s)

9 Human Resource

v

1 item(s) selected 12,18 KB

2. An overwrite message notification will appear and click Yes.
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) Easishare Explor ]
Home Share Versions View
D A
Show Check
Versions Out
Check In/Out
& < v 4 EasiShare * & Accounting * - C  se Q
- N . .
D File Requests (@] Name |7 Modified Ty > Size
EasiShare
D @A
E Personal i
O D Al File with same name already exists, overwrite?
- Feb Invoice.docx
“ Accounting | ] Fe Word Document 1218 KB
@i Recycle Bin O Ja v [ % | }wordDocument 12477 KB
@ All Quotations O Report.docx 25/6/2019 10:51 AM  Microsoft Word Document 12.62 KB
3  Archive
a Human Resource
5 item(s) 1 item(s) selected 12.18 KB %
3. Click on Show Versions located at the top panel.
A pop-up window will appear.
5. The version number increased by 0.1.
=) EasiShare Explarer — O X
Share View
Check
Versions
Check In/Qut
EasiShare * & Accounting * -| O | Search in Accounting Q
- A o q
t] File Requests [w] Name |2 Modified Type Size
[1 [ All Quotations 26/6/2019 2:41 PM
@ Personal
[ [ Archive 18/6/2019 4:30 PM
4 Accounting ‘ v Feb Invoice.docx 28/6/2019 5:23 PM Microsoft Word Document 12.24 KB
M1 Recycle Bin O Jan Invoice.docx 25/6/2019 10:46 AM  Microsoft Word Document 12477 KB
All Quotations O Report.docx 25/6/2019 10:51 AM  Microsoft Word Document 12,62 KB
[  Archive v
§ b 4
@ Feb Invoice.docx N 2 Clear All
5 item(s) 1 item(s) selected 12.24 KB %
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=) Versions History - Feb Invoice.docx - O X
') Feb Invoice.docx
No Uploaded Modified Modified By Size Comments 5
0.5 28/6/2019 5:28 PM  28/6/2019 5:23 PM  Jane Doe 12.24 KB =
04 28/6/2019 5:16 PM  18/6/2019 2:28 PM  Jane Doe 12.18 KB 2 3
03 21/6/2019 9:39 AM 18/6/2019 2:28 PM  Jane Brown 12.18 KB E 13
X Close
10.3 Restore Version
1. Select the file you wish to restore.
. . )
2. Click Show Versions D located at the top panel.
3. A pop-up window will appear.
4. Click the restore icon = next to that version.
@ Versions History - Feb Invoice.docx - O
*D Feb Invoice.docx
No  Uploaded Modified Modified By  Size Comments
05  28/6/2019528 PM  28/6/20195:23PM  Jane Doe 12.24 KB X
04  28/6/2019516PM  18/6/2019 2:28PM  Jane Doe 12.18 KB X
03  21/6/20199:39 AM  18/6/2019 228 PM  Jane Brown 12.18 KB 2 1
02 21/6/2019933AM  18/6/2019 228 PM  Jane Brown 12.18 KB 2 0
X Close

11 Sync

When working on your documents it can be a challenge to upload/download content from EasiShare
and/or to EasiShare constantly when there are updates at either ends. Sync feature has the convenience

for users to add file(s)/folder(s) to sync which allows the uploading and downloading of updated

file(s)/folder(s) on the fly. Once it is added, file(s)/folder(s) that are in your desktop will get updated from

EasiShare in a timely manner which can be set and when users edit the file from their desktop upon

closing, the file will be uploaded to EasiShare.
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Action

Meaning

Purpose

Add to Sync

Marks a folder/file to be included in

sync operations

Enables selected content to be
automatically synced to local storage

or device

Remove from Sync

Unmarks a folder/file from ongoing

Stops syncing the selected content to

sync free up space or reduce bandwidth
Sync Now Performs a quick sync that only To efficiently update files or data by
processes items that have changed syncing only the modified, added, or
since the last sync deleted items
Full Sync Performs a comprehensive sync by To ensure complete accuracy

scanning the entire synced directory
regardless of change history

between server and user's machine
by checking every file, typically used
when inconsistencies or missed
updates are suspected

11.1  Add to Sync

1. Select the file/folder. To select, click on the checkbox beside the file/folder name. You may select
multiple files/folders at a time by clicking on multiple checkboxes.

)
2. Select Add to Sync ™ located at the top panel.
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C: Personal\Company Minutes - EasiShare Explarer - O X
Home Share Versions View
92 Cut ‘ g f ﬁ
i, @ & &% (e 4 |7
Copy Preview Download Rename Delete MNew Upload Remoave Add File
To Folder File Favourites | To Sync Activity
Clipboard Actions New Favourites C
€& 9 v A EasiShare * B Personal * (O Company Minutes * ent Folde Q v
A . §
Shared [w] Name [% Modified Type
O Accounting and Finance 13/5/2020 2:11 PM
9
I Quick Access
O D Sales & 13/5/2020 2:12 PM
“ @ Persanal O Accounting Records.pdf 18/6/2020 6:03 PM PDE File
'm Recycle Bin (] @ Introduction Video.mp4 21/5/2020 12:31 PNMP4 Video File (VLC}( 1)
4 @ Company Minutes [ Meeting participants.docx w 9/7/2019 6:42 AM  Mlicrosoft Word Docu.hl
(3 Accounting and Fin: [ @ Meeting Photo 1.png 15/5/2020 11:50 ANPNG File
(O sales O Name directory.xlsx 15/5/2020 10:19 ANMicrosoft Excel Works...
@ Archive Ty . -
O Technology Report.docx # 15/5/2020 11:19 AMMlicrosoft Word Docu...
D File Requests v
< > < >
& item(s) 1 item(s) selected 14.51 KB %
3. The pop-up below would be displayed for the user to confirm the add to sync action.
Cj Personal\Company Minutes - EasiShare Explorer - O X
Home Share Versions View
5 cut ¥ > 4 v
&
rs., @ & & % (= 4 & |7
Copy Preview Download Rename Delete New Upload Remave Add File
To Folder  File Favourites = To Sync Activity
Clipboard Actions New Favourites Sync
€2 e
o .
Shared w] Name |% Modified Type
(] D Accougting and Finance 13 0 2:11 PM
- {
I+ # Quick Access 3
[1 (39 sales | Easishare \ 0 2:12 PM
S @ Personal o Accou|  gme 020 6:03 PM PDF File
@ File - Meeting participants. doo will be added to sync.
m Recycle Bin O @ Introd 020 12:31 PNMP4 Video File (VLC)
4 @ Company Minutes = Meeti fes m 19 6:42 AM Microsoft Word Docu...
(3 Accounting and Fin: O @ Meeting Photo 1.png 15/5/2020 11:50 ANPNG File
(3 sales O Name directory.xlsx 15/5/2020 10:19 AMMicrosoft Excel Works...
& Archive T . :
O Technology Report.docx W 15/5/2020 11:19 ANMicrosoft Word Docu...
D File Requests
& item(s) 1 item(s) selected 14.51 KB %

4. On success, a notification and a green tick @ will appear.
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5 Personal\Company Minutes - EasiShare Explorer
Home Share Versions View

€& < ~ A EasiShare + B2 Personal * (O Company Minutes *

Shared

~

[]  Name ]2

1 D Accounting and Finance
I Quick Access

4 E Personal

M Recycle Bin O

4 Company Minutes ]

[ Accounting and Fin:

D Sales

1 39 sales
O Accounting Records.pdf

duction Video.mpd

ing participants.docx
] @ Meeting Photo 1.png

] @ Name directory.xlsx

4

-
' Meeting participants.d...

8 item(s)

I Copy Path D Sarn
New Upload
Folder File
Clipboard Actions New

Favourites

— O X
7~
= |~
Sync File
Now | Activity
Sync
- Q -
Modified Type

13/5/2020 2:11 PM

13/5/2020 2:12 PM

18/6/2020 6:03 PM PDF File

21/5/2020 12:31 PNMP4 Video File (VLC)

9/7/2019 6:42 AM Microsoft Word Docu.

15/5/2020 11:50 ANPNG File

15/5/2020 10:19 AMMicrosoft Excel Works. |
>

2 Clear All

11.2 Remove From Sync

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

7~
2. Select Remove From Sync ®& |ocated at the top panel.
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C: Personal\Company Minutes - EasiShare Explorer — m} X
Home Share Versions View
By, @ % & x (g w & 7
I Copy Path Sarn L
Copy Preview Download Rename Delete New Upload Remove Add Sync File
To Folder  File Favourites | To Sync Now | Activity
Clipboard Actions New Favourites yne
€ 9 ~ A CesiShare ¢ B Personal * O Company Minutes * = O | Search Current Folder Q-
Chared " ®m Name |2 Modified Type
O D Accounting and Finance 13/5/2020 2:11 PM
I # Quick Access
1 39 sales & 13/5/2020 2:12 PM
4 E Personal ] Accounting Records.pdf 18/6/2020 6:03 PM PDF File
m Recycle Bin ] @ Introduction Video.mp4 21/5/2020 12:31 PhMP4 Video File [VLC)r
1
4 Company Minutes 1 gﬁ Meeting participants.docx * 9/7/2019 6:42 AM Microsoft Word Docu..
(O Accounting and Fin: [ ] @ Meeting Photo 1.png 15/5/2020 11:50 ANPNG File
[0 sales ] Name directory.xlsx 15/5/2020 10:19 AMMicrosoft Excel Works...
[E Archive 0 T . I
echnology Report.docx & 15/5/2020 11:19 ANMicrosoft Word Docu...
D File Requests v
< > < >
& item(s) 1 item(s) selected 14.51 KB %

3. The pop-up below would be displayed for the user to confirm the remove from sync process.

Cj Personal\Company Minutes - EasiShare Explorer - O X
Home Share Versions View
9< Cut ¥ > 4 i\f I B~ e
¥ -~
Eh [ — @ % ¢ X (e & o oA
Copy Preview Download Rename Delete New Upload Remove Add Remove  Sync File
To Folder  File Favourites | To Sync From Sync  Now | Activity
Clipboard Actions New Favourites Sync
€> 4 - e
o .
Shared m] Name |$ Modified Type
] D Accounting and Finance 13/5/2020 2:11 PM
3 Quick Access
0O (3 sales = 3
EasiShare
4 E Personal o Accoun PM PDF Fila
% File - Meeting_parti(ipants.dncxwi\l be removed from sync (All
M Recycle Bin O @ Introduf e local cached file(s) will be deleted)] 1 PNMPA4 Video File (VLC)
4 Company Minutes i gﬁ Meetin M Microsoft Word Docu...
(3 Accounting and Fin: [ @ Meeting Photo 1.png 15/5/2020 11:50 ANPNG File
[0 sales = @ Name directory.xlsx 15/5/2020 10:19 AMMicrosoft Excel Works...
[E Archive T . :
O Technology Report.docx * 15/5/2020 11:19 ANMicrosoft Word Docu...
3 File Requests
8 item(s) 1 item(s) selected 1451 KB %

11.3  Sync Setting

Sync settings allow user to set sync intervals, sync changed file(s)/folder(s) and sync the whole directory.
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1. Click on the File Tab located at the top panel.
2. Click on Settings 'a'

mpany Minutes - EasiShare Explorer

Open New Window

Sync Status
Actions

O Company Minutes +

- Name |3
l About
3 Accounting and Finance
i cos
(3 sales
4 E Parsonal O Accounting Records.pdf
m Recycle Bin @ Introduction Video.mp4
[ Archive Meeting participants.docx

Fl @ Company Minutes

3 Accounting and Fina

(3 Sales

File Requests
) q

O @ Meeting Photo 1.png
@ Name directory.xlsx

[#) Technology Report.doc

8 item(s)

Favourites

- Q-
Modified Type
13/5/2020 211 PM
w 24/6/2020 3:10 PM
18/6/2020 6:03 PM PDF File
21/5/2020 12:31 PNMP4 Video File (VLC)
* 9/7/2019 6:42 AM Microsoft Word Docu...
15/5/2020 11:50 ANPNG File
15/5/2020 10:19 AMMicrosoft Excel Works...

* 15/5/2020 11:19 ANMicrosoft Word Docu...

3. A pop-up window will appear.

7~
4. Click on the Sync Status ®« icon to navigate to the Sync Status.

P Sync Now =

O o

Sync Interval 5 ~* mins

5 ings - m] X
~
= Sync Status
~ Last sync 24/6/2020 4:34 PM
kA

11.3.1 Sync Now

Sync Now allows users to Sync all changed files from the server to the EasiShare and vice versa.

1. Refer to step 1to 4 of Sync Setting.
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2. Click on Sync Now.

=) EasiShare Settings
o Sync Status
..... ~~ Last sync 24/6/2020 4:34 PM
- P Sync Now
[
(2]
Sync Interval 5 ~ mins

11.3.2 Full Sync

Full Sync allow user to scan and sync the whole directory for any changes that was in the server to

EasiShare and vice versa.

1. Refer to step 1to 4 of Section Sync Setting.
2. Click on the arrow button for more options.
3. Click on Full Sync.

I'_5 EasiShare Settings

~ Sync Status

L=
~ Last sync 24/6/2020
kA

P Sync Now I - I
&

P Full Sync e

Sync Interval 5 ~+ mins

4. The pop-up below would be displayed for the user to confirm the perform of full sync.
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Se - U
£ Sync Status
" y
~ Last sync 24/6/2020 4:57 PM
kA
P Sync Now
eﬂ EasiShare
A% Are you sure you want to perform full sync?
| /.' All synced folders from all storages will be checked for
= changes,
This may take a while to complete and cannot be cancelled
when in progress, Proceed?
Sync Interval 5 <~ mins

11.3.3 Sync Interval

Sync Interval allows users to define how frequently EasiShare checks the server for changes to files that
have been added to sync. For example, setting the Sync Interval to 5 minutes means that EasiShare will
upload or download any changed files every 5 minutes.

Additionally, if the EasiShare desktop client detected file changes in real time, the upload will happen
immediately without waiting for the next scheduled sync.

1. Refer to step 1to 4 of Section Sync Setting.

2. On Sync Interval, click on the dropdown arrow.
3. Select the interval in minutes.

4. Click on Save.
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Cj EasiShare Settings
7~
~ Sync Status
~ Last sync 24/6/2020 5:06 PM
KA
P Sync Now -~
&
Sync Interval mins
1
2
@
10
15
30

Cancel

v Save

© Copyright 2025 Inspire-Tech Pte Ltd. All Rights Reserved.

Page 84 of 94



EasiShare Desktop User Guide

12 Monitor

EasiShare’'s Monitor feature allows all users to keep track of the changes made to the files such as

modifications, deletions, and new uploads etc. 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.

12.1 Monitor A File

1. Select the file that you wish to monitor.

2. Click Monitor # from the top panel.

=) Personal - EasiShare Explorer

Ak

Monit

€ EasiShare *

@ Shared

| Watch File

@& Personal

L & x OO0 &

)

& Name |2

< [ Accounting

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 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 documents created by me

e Someone else changes document last edited by me
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5. Click Monitor

(=) Monitor X

f" New Word Document.docx
Changes

~ Modified
Deleted
Unlocked
Share Changed

Frequency

Immediately

When

Any changes M

X Cancel + Monitor

6. Once the file is successfully added to Monitor, you should see a Monitor icon beside the file
name.
7. You can check all Monitored files in Quick Access > Monitor

12.2 Monitor A Folder

1. Select the folder that you wish to monitor
2. Click Monitor from the top panel

=) Personal - EasiShare Explorer
Home  Share Workfioy
@ K cut
Copy Path
Copy

Clipboard

€ 9 v A EasiShare + @ Personal *

@ Shared & | Name |3 1
I-/ (3 Accounting

OD0.&

New New U
Folder Document File

New

Watch File
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3. Select the options

S Monitor

i} Accounting

Changes f_)
; \3

¥ New uploads
File Modified
File Deleted
File Unlocked
Share Changed
Manage Changed

Frequency

Immediately

When

Any changes

% Cancel

v Monitor

Option

Description

Changes > New Uploads

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 or unshared

Changes > Manage Changed

When the folder and any of its subfolders have
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 receive an email notification

e Immediately
e Daily (Default: 9AM)
o 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 Monitor

5 Monitor X
'} Accounting

Changes I
& New uploads
File Modified
File Deleted
File Unlocked
Share Changed
| Manage Changed

Frequency

Immediately v

When

Any changes v

% Cancel v Monitor

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

name.
m| Name |Z Modified
Sales 11/25/2020 8:51 PM
() Human Resource 11/25/2020 8:50 PM
(3 File Requests : 12/2/2020 10:27 AM
v Accounting i |11/25/2020 8:48 PM
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6. You can check all Monitored folders in Quick Access > Monitor

Shared ~ ) Name 1z

~1 [ Accounting
« 4 Quick Access

Favourites
(3 History

Monitoring

Drive

Personal

Lo

12.3 Stop Monitoring a File/Folder

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

Cj Personal - EasiShare Explorer
Home Share Workfloy

Copy Download Rename Delete New

Clipboard

€ 9 v A EasiShare * @ Personal *

anz AP r & sx® DN &

To Folder Document

A
E-B Shared @) | Name 13 1
I? (3 Accounting

Upload|
File

2. Select Monitor from the top panel.
3. Click on Stop

#4 Monitor Accounting

(2]
=
)
3
Q
®

New Uploads
File Modified

File Deleted

File Unlocked
Share Changed
Manage Changed

0o0oasQsmp

Frequency

Immediately v

When

Any changes v

% Cancel #4 Monitor
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13  Workflow

S

This section explains how to create a Share or Manage Folder approval workflow that requires agreement
from all or any assigned approvers before the action is approved. A Share workflow requires approval to
share a file or folder, while a Manage Folder workflow requires approval to move, copy, or perform
administrative actions on folders. This feature helps enforce your organisation’s security and policy

requirements.

13.1 Owner Creates Workflow

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

m Name |3 Modified Type
O Sales 11/25/2020 8:51 PM
O Human Resource 11/25/2020 8:50 PM
| (3 File Requests 12/2/2020 10:27 AM
v [# Accounting * 11/25/2020 8:48 PM
1
2. Click on Create Workflow C%’ in the top panel under Workflows tab
5 Personal - EasiShare Explorer -
Share Workflows Versions View
=
Manage Review
Workflow | Workflows Share Requests
Actions
€ 9 v 4 Easishare * B Personal * - C
B . .
Shared m Name |% Modified

| Sales

4 3§ Quick Access
v @ Human Resource

F it
(D) Favourites ] [ File Requests

Histo
® Y | [# Accounting

i Monitoring

Pl Personal

1 Recvcle Bin

11/25/2020 8:51 PM
W 11/25/2020 8:50 PM
12/2/2020 10:27 AM

M 11/25/2020 8:48 PM
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3. Select workflow type, then click Proceed

=) Workflow X

Select workflow type:
® Share

) Manage Folder

4. Select the approver(s)
5. Select ALL must approve or ANYONE can approve
5 - [m] X

C%) Share Approval Workflow

Owner(s)

] @ & Trampolene Group

|+ & trampolenel

[+ & trampolene2

& trampolene3

[ & trampolened

Options 5

Share when @ ® ALL must approve ~) ANYONE can approve

% Cancel v Apply t

6. Click Apply

13.2 Owner Edits Workflow

1. Click Manage Workflows Cﬁo in the top panel under Workflows tab

S Personal - EasiShare Explorer

@

Create Manage
Workflowf Workflows

Workflows Versions View

Review
Share Requests

ctions

& & v A Easishare * @ Personal * -

n = i
2 shared Name | Modified

2. Select the file/folder that you wish to edit a workflow.
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3. Click Edit

) Manage Workflows

Cﬁ) Manage Workflows

@ Name |2 WorkflowType Drive Location

v D Acme Corporation ShareApproval Personal

D Acme Corporation

PermissionApproval  Personal

(3) )
@ Delete

4. Select the approver(s).
5. Select ALL must approve or ANYONE can approve.
6. Click Apply.

5
cﬁo Share Approval Workflow

Owner(s)

m (~) 4 Trampolene Group

|+ & trampolenel

v & trampolene
[] & trampolene3

| | & trampolened

Options
Share when @

® ALL must approve

~ ANYONE can approve

% Cancel

v Applyi )
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13.3 User Checks Pending Approvals and Remind Approvers

1. User shares a file/folder as per Section Share.
Note: A Share Approval Workflow appears if a Workflow was created. Click Yes.

Share Approval Workflow X

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

Yes No ‘

2. To check on requests pending for approval, click on Shared > Pending
3. Tosend a reminder, select a pending request.

4. Click on Send Reminder4 in the top panel.

%

Manage Re
Workfiows Share

€ 9 v A (EasiShare * [ Shared *  Pending *

« [ shared 5 | Name |;

, ‘ @ D Documents @
e

~ I v () [ human resourc
Mary Brown

® @ Sales volume.xlsx

& John Smith
(& SharedIn

(3 Shared Out

13.4 Approvers Approve or Reject with Comments

1. To review a Share Request, navigate to the Workflow tab.

. : =
2. Click Review Approval Requests
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VN

Cj Personal\Acme Corporation - EasiSh: ‘] r
Home Share Workflows ersions View

Manage Review
Workflows JApproval Reques!

Actions

€ 9 v A Easishare * @ Personal » [ Acme Corpeoration *

Shared [ | Name 13

[1 [ Accounting and Finance

# Quick Access
[ 1 (3 Acme Corporation

4 Pinned

[ Information Technology
“ a Personal Marketing Videos
W Recycle Bin Meeting Agendas

a @ Acme Corporation

[ Accounting and Finance

Preview Files

O O O O
(N O W W ¢

Research and Development

3. A popup window will appear, select a file/folder.

g
4. Select Approve Cli or Reject o

=) Review Share Requests
[** Review Share Requests

Name |2 Drive Shared By

@ Sales volume.xlsx sale Mary Brown

Initiated On Link Expires On Action

24/3/2021 9:59... No Expiry

5. If Reject is selected, enter a reason for the rejection to inform the user (optional).

6. Click Reject.

Cj Reject Share

Comments
Rejected. Only manager and above can view this
document|
N
6

X Cancel v Reject
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