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1 Introduction

1.1 Introduction to EasiShare

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

1.2 EasiShare Web Portal

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

To login:

1. Launch a web browser and access the EasiShare Web Portal via your respective EasiShare domain:

<Insert Client’s EasiShare Domain>
2. At the log in page, enter your Username and Password.
3. Click Sign In.

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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Login Errors:
If you encounter any error message below,

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

(® Invalid username or password!

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

() User account is disabled.

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

0) Your account has been locked. Please

contact your system administrator.

4. You must change your password before login.

Please change your password
before proceeding.

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 8 of 89
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2.2 Accessing EasiShare

1. Page will be directed to the page as shown below after logging in. You should see drive(s) that you
can access.

(= easishare o swamion| Files & Folders that you have shared or been shared by EasiShare e °
users to you.
. ) Recents 80
Yt Favourites
Name Last Accessed At Drive Name Location Tagls) Size
© Monitoring

W MB
1.3 Request to non-EasiShare account users for file upload and &
after they have uploaded the file(s), you can download

@ Checked Out

Drives

kN

B ol personal Drives dedicated where you have permission to edit,

ki nevieind - download, delete or add files for your own use.

—
B 021500k eFannnnnnnnnnnnnnnnny T T Frwrdsasmassassssssssassssnsannnn VePrareusasasannn T vy,

S H
~‘~~*§ 1.7 Shared Drives/Folders that have been given permission to

you by other EasiShare users to collaborate. seeAccess

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

5 easishare Q Search CurrentDrive ° Nule
> & Shared
Personal = 2 o
© Recents
P Favourites
Name * Modied date Togis! Size
.
s = Action buttons
B CheckedOut Edit Smit b+ 4 16/02/2024 16:33 08
16/02/2024 10:00 on

X Sales Initiatives 07/02/2024 16:43 777148
Test 0702120241703 1240 KB
By 021500100t Not Restricted 504,15 KB

O3 File Requests

By New PowerPoint Presentationoptx 3126 KB

0 Salesnitiatives

O Test

b O e wortse Drive Content

Drive List

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 9 of 89
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3. More tools are located at the top right corner.

New EasiShare R

ul ¢ °
|

2.3 Switching Views

1. Click the Grid view icon

[u]m}
oo

will change to List view icon ®— ,vice versa.

Workflow Refresh
Q @ (’J_'] (] @ e 88 ®
| | i | | |
Delete
Share
Download More Grid Information
Preview
Copy Path View
File Activity

on the Tools menu, if the user is in Grid view mode the icon display

2. Three sizes of choice are given, from top to bottom, small, medium and large views.

3. User will be able to sort according to their preference with the help of sorting menu.

5 easishare

> &R Shared
(© Recents
¥ Favourites
© Monitoring

@ Checked Out

Drives
> [ MyBackup
' > (@ Personal

> Marketing Work
Q ¢

Q Search Current Drive ©

Personal

Name
File Requests
& 0215 001000
s New Microsoft Word Document (2}.docx

B New PowerPoint Presentation pptx

Modified date

01/03/2024 10:31

13/10/2023 1548

21/02/2024 1708

06/02/2024 1126

e o < owoc @

Tagls) Size B smallicons
88 Medium Icons
O targekons
Not Restricted 904.15 KB
Not Restricted 0B

3126 KB

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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(In Grid mode, where the grids are largest)

5 easishare

Q Search Current Drive ®

> 8 Shared
@© Recents

¢ Favourites

Personal

© Monitoring
O Checked Out
2
Drives
O MyBackug

et it File Requests Sales Initistives
O Edit Smit

O File Requests

O Salesinitiatives

O Test
O Marketing Working

NewEssiShore @

g1

0215 001.pdf

< w ¢ @
-CE [e

£ Ustview

New PowesPoint Presentation.pptx

B smallicons

88 Mediumlcons

_ | Lacgelcons |

(In Grid mode, where the grids are medium)

= easishare Q Search Current Drive ®
> 88 Shares

® Recenns

fr Favourites

Personal

© Monttorng

B candon 2

<}

Edit imit File Requests Sates Initistives Test

0215 001,000

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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(In Grid mode, where the grids are small)

T — ez <o« o @

2.4 Concurrent Login

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

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

Attention x

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

session.

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

3 Folder Operations

3.1 Create a New Folder

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

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

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 12 of 89
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4. Click Create.

= easishare Q Search Current Drive ®
> R shared
Personal
@ Rec
Y Favourites
[ da Tos s
© Mo 8
) Checked Out Eaimit 16/02/2024 16:33 o
File Requests 16/02/2024 1000 08
&  Sales Initiatives 07/02/2024 16:43 77.71 KB
(B uUpload Files
Test 07/02/2024 1703 1210 k8
(3 Upload Folder
h 0215_001.pdf 13/10/2023 15:48 Not Restricted 904.15 KB
B New PowerPoint Presentation pptx 06/02/2024 11:26 3126 KB
(=
oM
Qo

This error may pop-up if the folder name is invalid

® The file or folder name contains invalid

characters. Please use a different name.

3.2 Rename a Folder

1. Select the folder. To select, click on the white area beside the folder name.

2.Clickon More " then Rename f.
3. Enter new folder name.

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 13 of 89
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@ Checked Out

Drives

O MyBackup
' v (& Personal
O Edit fimit
O File Requests
O Sales Initiatives
0 st

[ Marketing Working

© DataUsage

=) easishare Q SearchCurrentDrive ®
> 8 Shared
Personal
® Recents

Y Favourites
Name
© Monitoring

Editlimit
Flle Requests

& Sales Initiatives
Test

By 021500150t

B New PowerPoint Presentation.pptx

» Modifed aate Tagls)

16/02/202416:33

16/02/2024 1000

07/02/2024 16:43

07/02/202417:03

1310/2023 15:48 Not Restricted

06/02/202411:26

77.71 KB

1210 KB

904.15 KB

31.26 KB

# AddtoFavourites

< Monitor

G Create Workflow

New Folder

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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4 Upload Files
4.1 Using Upload Feature

1. Click on Upload File = .

G easishare  Q secncunentonie © <« w ¢ 0

> & Shared
Personal © 8 o

(® Recents
(3 New Folder
Yy Favourites
Name ~ Modthed date Togs) Size B Word Document
© Mositoring
B Excel Workbook
Eait limit 160220041633 o8
B Checked Out
B  PowerPoint Presentation
16/02/2024 10:00 °
File Requests 16/02/2024 10200 8 B Dot
Drives
& Sales Initiatives 07/02/2024 16:43 77.71 KB B  File Request
B  Upload Files
' v @ Personal Test 0702720241708 1210 k8 -
=] Upload Folder
O Editlimit By 0215 corpar 121012023 1548 Not Restriczad 904.15 KB
O Flle Requests
B New PowerPoint Presentationpptx 06/02/2024 11:26 31.26 KB

O Sales Initiatives
O Test

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

€ Open X
€ 5 v A ~ > Downloads > Human Resources v C Search Human Resources P
Organize > New folder =- 0 0

@ Music P Name Date modified Type Size

i3 videos » ~ Today

Cj EasiShare » Bﬁ End Feburary Presentation 2/28/2024 9:16 AM Microsoft PowerPoint... 0KB
&7 Easishare Web G @ Staff Particulars 2/28/2024 9:11 AM Microsoft Word Doc... 0KB
o Easishare

_ Screenshots

o Human Resourc

> Creative Cloud F

File name: N5 ‘ All Files v

ca ncel

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 15 of 89
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4.2 Using “"Drag & Drop” Method

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

C:\Users\luciu\Downloads\Hu X +

At C J > Downloads > Human Resources Search Human Resources Q

New $ O @ @ B W MNsot- = viw (B Details
P Nome Date modified e Size
B Gollery v Today
@ End Feburary Presentation 2/28/2024 9:16 AM Microsoft FowerPoint...
| @ Lucius - Persona
@) Staff Particulars 2/28/2024 911 AM Microsoft Word Doc...

il Desktop  #

4 Downloads

2items selected 0 bytes

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 16 of 89
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4.3 Check Upload Status

1. Click on File Activity W ocated at the top right of the application.

2. Alternatively, you can click on File Activity LU the pop-up message each time after a successful
upload. (Other popup users may see document tags)

(1)
G easishare  Q sexencunmentorive © 4 Ij/c ()
> & Shared
Personal B tew + 8 o
(® Recents
¥ Fovouies Name 1 Modihed date Tags) Size
© Monitoring
A daiid Eatimi 0272004 1630 os
Flle Requests 16/02/2024 10:00 oB
Drives
D o & Sales Initiatives 07/02/2024 16:43 77.71 KB
' v (i) owionel Test 07/02/202417:08 1210 KB
O Edittmit By 0215 00100t 131020231548 Not Restricted 90415 KB
[ File Requests
B New Powerpoint Presentationpptx 0&/D2/202411:26 31.26 KB
O Sales Initiatives
O Test
0 Marke
(<]
X
File Activity & Clear Successful v
Name Drive/Location Status Action Date @
@ New Microsoft Word Do...  Personal Completed Upload 21/02/202417:30 &
@ New Microsoft Word Do...  Personal Completed Upload 21/02/202417:30 &
New Microsoft Word Do...  Personal Completed Upload 21/02/2024 17:30 &

4.4 Uploading a Virus File

When the User accidentally uploaded a virus file through drag-and-drop or uploading it directly, the
following steps below will occur.

1. The message “Your file is currently being uploaded. Check the File Activity.”

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 17 of 89



EasiShare Web Portal User Guide Cj

2. In the File Activity, the diagram below will be shown.

All completed

gi. eicarcom2.zip
* Upload 28/02/2024,09:51 am

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

Virus Detected ‘

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

Note:

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 18 of 89
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5 File Operations
5.1 Create a File
1. Users need to click on the button then click on Upload Files.

S easishare  qswscmmow 0 s w @
> R Swed
Marketing Working Assets % 0
©® Recents
(3 NewFolder
r Favourites
Name ) Modified date Tagls) Size B Word Document
@ Mositoring
Excel Workbook
% External Manage 20 16022024 1332 405 K8 B ExcelWor
6 Checked Out
B PowerPoint Presentation
. it
External Manage 30 16/02/2024 1338 605 K8 .
Drives
£ Extrensimanage 16/02/2024 1306 605 KB B FileRequest
0 MyBackug
@ Persons %, Manage&Monitor 16/02/2024 1243 1339 KB
(3 Upload Folder
' v [J Marketing Workin. Manage&Monitor 2 16/02/202412:47 0B
@ RecydeBin
ManageSMonitor 3 1600272024 1255 0B
O External Manage 2.0
& Manage&Monitor 3. 16/02/2024 131 o
O External Manage 30 RSP RN L
O Extrenst manage £ Monitor 160220241126 08
O Manage&Monitor
2 & Monitor 2 16/02/2024 1136 o8B
O DxaUsaee Monitor 3 1602/202411:42 o8

2. Select a file and click "Open”.

G Open X
< > v AN B > wdiu.. > Docu.. > v C Search Documents P
Organize ~ New folder =- 0 0

Name Status Date mo

) Home ' IA Raunyg £ 2/ 3/ 20e¢

PR Gallery &) 1A Rating ©] 2/3/202¢

> @ Lucius - Persona @ IA1 Powerpoint Presentation [©] 2/16/20:

l’-lq New Microsoft Excel Worksheet [©) 2/6/202¢

@l Desktop » @) New Microsoft PowerPoint Presentation [©] 2/6/202¢

@ Downloads # @9 New Microsoft Word Document [©)] 2/6/202¢

= Documents # | New Text Document (2) [©] 2/9/202¢

P Pictures » | New Text Document [©] 2/6/202¢
- -

File name: | ~ I All Files v

Cancel
2

o/

3. Press “Default Tags” when you see a pop up — “All your files will be tagged...” unless you wish to
change the tag.

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 19 of 89
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Document Tags

All your files will be tagged with default tag(s): "Not
Restricted".

Click Edit Tag(s) to choose a different set of tag(s) or Default
Tag(s) to proceed.

Cancel Edit Tag(s) Default Tag(s)

4. 1t should say “Processing X Item(s)” at the bottom left. (X can be any number)

Processing 3 item(s)

n, New Microsoft Excel Worksheet.xlsx
Upload 28/02/2024,09:21 am

» New Microsoft PowerPoint Presentati...
Upload 28/02/2024,09:21 am

. New Microsoft Word Document.docx
Upload 28/02/2024,09:21 am

5. Click on File Activity L .
6. You should be able to see the status of your file upload.

File Activity & Clear Successful v

Name Drive/Location Status Action Date

New Microsoft Excel Wo...  Marketing WorkingAs... Upload  23/02/20240909 &

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 20 of 89
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5.2 Copy/Move

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

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

Cj eGS]shQre Q search Current Drive © NewEasiShare @
> B Sared
Personal @ & @
©® Recents
Yy Favourites
Name + Modified date Tagls) Size & Rename
© Monitoring
Copy or Move 28/02/202409:26 0B ¢ Add toFavourites
ﬁ Checked Out el 202
€ Monitor
Edit limit 16/02/202414:33 0B .
A o Create Workflow
Drives
File Requests 16/02/2024 1000 0B
' o' [ Personal & Sales Initiatives 22/02/202410:31 08
O CopyorMove By 0215.001p0t 13/107202315:48 Not Restricted 904.15 KB
0O Edit limit
[ NewMicrosoft Excel Worksheet xisx 060220241446 Not Restricted 404 KB
O FileRequests
B NewMicrosoft PowerPoint Presentationppix 0602720241440 NotRestricted 08
O Sales Initiatives
[ Marketing Working s New Microsoft Word Document (2].docx W0U202417:08  NotRestricted 0B
By NewMicrosoft Word Document (3].docx 200220241708 Not Restricted 0e
O B NewMicrosoft Word Document docx 060220241440 NotRestricted 0B
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3. Select a drive in the Drives section.

Copy / Move

Select a destination

Search Drive Folde
Drives
3
_B Personal >
! Marketing Working Assets >
_! MyBackup 5

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 22 of 89
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4. Select the folder you wish to move/copy in the Select Folder List.
5. Click on Move/Copy button located at the bottom.

Copy / Move

Select a destination

® Personal New Folder
4
g Personal >
! Marketing Working Assets >
! MyBackup >

Note:

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

5.2.1 Overwriting Duplicate Files

If user were to Copy/Move on an already existing document in the destination folder, a merge dialog will
pop up which allows user can choose which files or folder to overwrite

D |

Copy / Move

There are 1 folders that have the same name in this location. Do you want to
merge all of the files in the destination?

From: Intern Collab () Merge To: New Folder
& New Word Document.docx (D Last Modified:

Skip (all) Cancel

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 23 of 89
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5.3 Download

S

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

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

2. Click on Download © along the Action Pane located at the top. Alternatively, you can click on

the file/folder(s) name.

) easishare Q Search Current Drive )
> &R Shared
Marketing Working Assets
® Recents
Yy Favourites
Na
© Moritor
ac - & External Manage 20
Checked Ou
& Bxaernal Manage 30
Drives
£ Extrensimansge
0 mye
0] & Manage&Monitor
' v Manage&Monitor 2
@ RecycieBin
Manage&Monitor 3

Manage&Monitor 3.1

Monitor

Monitor 2

Monitor 3

Madified date

16/02/2024 1332

16102/2024 1338

605 KB

605 KB

605 KB

1339 KB

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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5.4 Delete

S

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

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

2. Click on Delete Y along the Action Pane located at the top.

=) easishare Q Search Current Drive °

> R Swared
Marketing Working Assets

Name :
© Monitoring a

External Manage 20

(<)
"

8 CrecieaOut
& External Manage 3.0
Drives
£ Extrenat manage
@ e % MansgesMonitor
' v [ Marketing Workin Manage&Monitor 2
@ Recyciedin
Manage&Monitor 3
O External
& Manage&Monitor 3.1
O Ben .
O Extrens! manage £ Monitor
D Manage&Monitor
% Monitor 2
° Monitor 3

Modified date

16/02/202413:32

16/02/202413:38

16/02/202413:06

16/02/202412:43

16/02/2024 12:47

16/02/2024 12555

16/02/202413:18

16/02/202411:26

16/02/2024 11

16/02/2

605 KB

605 KB

605 KB

1339 KB

o8

o8

0B

0B

0B

0B
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5.5 Recycle Bin

5]

The following features are available when you click the Recycle Bin Icon of a drive and select

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

Drive/PC by clicking the @ icon.
2. The file will be downloaded, and a pop-up will appear at the top right of the browser.

X a ¥ U = 4

. File Requests.zip O @A
126 B » Done

Easishare Web Guide V13 (1).docx
6.3 MB + 1 hour ago

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

o Restore |
document by clicking Restore icon.

2. The file(s)/folder(s) will be restored in the original drive.
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S

e Delete

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

document by clicking the delete icon.

2. The pop-up below would be displayed for the user to confirm the deletion process.

Delete Item

Are you sure you want to permanently delete this item ?

L _— .
3. 1f user click &, the file will be downloaded into the user's computer.
4. If user click “"Restore”, the file will be reinstated to the drive it originally was from.
5. If user click "Delete”, the file will be removed permanently from the server.

Note:

A copy will be reserved in the Admin’s Recycle Bin if customer has Admin Recycle Bin feature turned on.

= easishare Q Search Current Drive ©
> &R Shared
Marketing Working Assets > Recycle Bin
(® Recents
Y Favourites
Name Deleted On v Deleted By Togs!
@ Monitoring
& Checked Out v New Microsoft Word Document.docx 16/02/2024 14:11 Jane Doe Not Restricted o8
Checked Ou
Task 114 21/02/202411:39 Jane Doe 08
Drives
. New Microsoft Word Document.docx 16/02/2024 14:11 Jane Doe Not Restricted o8
@r Task 138 16/02/202416:30 Jane Doe 1047 KB
Q Marketing Workin... New Word Document.docx 16/02/2024 16:18 Jane Doe 10.47 KB
' Task 132 16/02/2024 15:24 Jane Doe 605 KB
O External Manage 20
Task 130 16/02/2024 14:37 Jane Doe oe
New Microsoft Word Document.docx 06/02/2024 15:42 Jane Doe Not Restricted o8
03 Manage&Monitor
07/02/202411:28 Jane Doe Not Restricted os
° New Text Document.txt Jane Doe Not Restricted o8
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5.6 Preview

1. Navigate to the folder where the file resides.

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

@

3. Select the Preview

along the Action Pane located at the top.

) easishare Q Search Current Folder ©

v [ Marketing Workin...

® RecycleBin
Name
O External Manage 20
O Extrenal manage B New Microsoft Excel Worksheet xisx
© Manage&Monitor
By NewMicrosoft PowerPoint Presentationpptx
D Manage&Moritor 2
© Manage&Monitor 3
) Manage&Monitor 3.1
O Monitor
© Monitor2
© Manitor 3
O Sales Initiatives
=

© Task108

© DataUsage

Modified date

07/02/202411:28

07/02/202411:28

Tegls)

Not Restricted

Not Restricted

08

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

& New Word Document.docx
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Page 28 of 89



EasiShare Web Portal User Guide

5.7 Preview a file with Viewer Permissions

1. Navigate to the folder where the file resides.

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

= easishare Q Search AllDrives °
Shared In
Shared Out
m ( e
@ Managed Folders
@ Recents h New Microsoft Word Document (2).docx v Andrew Alsop No Bxpiry
Y% Favourites
[ MewTextDocumentot ¥ Andrew Alsop NoBxpiry
@ Monitoring
&) Checked Out B tewword Documentdocx ' Andrew Alsop 041032024 23:59
ecke
B NewWord Document.docx t NoExpiry
Andrew Alsop
Drives
@ per
> O Marke ‘
0 My
@ sale
Q

& New Word Document.docx

5721982782823

Note:

Users with Viewer permissions previewing a file will have a watermark displaying the user's name
and email address.

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 29 of 89



EasiShare Web Portal User Guide

5.8 Document Tag

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

G easishare  Q saacurenone o < w ¢ @
| v [ Marketing Workin
& Rt Marketing Working Assets & L B 0
© External Manage 20 [ Move or Copy
O External Manags 30 o + Modified date Tagls) Size = & Rename
© Extrensi manage B NewMicrosoft Excel Worksheet.xisx 06/02/2024 14:46 Not Restricted 604 KB ¥ AddtoFavourites
O ManagaMonttor [ New Text Document (2)xt 09/02/202410:37 Not Restricted 08 O Haner 3
) Managa&Monitor 2 & Create Workfk
B B Newwora Document (1).docx 16/02/202417:25 1047 KB
O Manags&Monitor 3
3 ManagakiMontior 31 B New Word Document.docx 160220241707 Not Restricted 2462 KB O Version History
Rt B checkout
O Monitor B osvviceoosy 16/02/202417:35 Not Restricted 52059 KB
0 Monitor 2
B Recordingmp3 16/02/2024 17:39 Not Restricted 44586 KB
O Monitor 3
. Recording.ogg 16/02/2024 17:43 Not Restricted 2678 KB
0 Sales Initiatives
O share I Recordingwav 16/02/202417:40 Not Restricted 32446 KB
s I Teskissmps 200220240856 NotRestricted 120 M8
© DataUsage b webovideowebm 16/02/202417:31 Not Restricted 26959 KB
3. Select the Document Tag @ along the Action Pane located at the top.
4. Select the tags for this file.
5. Click on Apply and the file will be tagged with the chosen tags.
1 1
Document Tag for 'New Word Document.docx
Tags
4
File Classification Not Restricted &

Note:
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S

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

6 Share

Manage

Initiator

(r* Share

to perform 1-way sharing of files/

folders for recipient to download

Edit/Revoke Share Out
Shared Qut

Scenarios & How to use the functions

Scenarios

| want to send documents to my
vendor to download.

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

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

What do you (the
initiator) do?

Select document & click on
"Share”.

Either

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

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

Select a folder & click on
“Manage”.

Set the permission as
author for the colleagues.

View/Upload

) New Reports
(1]}

EasiShare Users

Download files in

IB Shared In

1,!_1
Non-EasiShare Users

Click on
Email link to

view &

What do the recipient
do?

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

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

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

(2] Personal

eg.
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6.1 Share

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

2. Click on Share

&

along the Action Pane located at the top.

5 easishare

> & Shared
® Recents
Yy Favourites
© Monitoring

@ Checked Out

Drives

Q myss
@ Persor

' v [ Marketing Workin
@ RecycleBin
© External Manage 20
© External Manage 30
O Extrenal manage

O Manage Coliabration

O DataUsage

Q Search Current Drive (©]

Marketing Working Assets

Name
B New Microsoft Excel Worksheet.xsx
B New Word Document (1) docx
B8 Newword Documentocx
B cgvviceoogy
B Recordingmp3
B Recordingoss
o b Recordingwav
By stertParticularsdox
B sc155mps

I vebm videowebm

Modifed date

06/02/2024 14:46

1600272024 1725

16/02/2024 1707

1602/2024 1735

16/02/2024 1739

16002/202417:43

16/002/2024 17:40

28/02/2024 1149

21/02/202408:56

1602/2024 1731

Tagls)

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

1047 KB

2462 KB

52059 KB

4486 KB

26.76 KB

32446 KB

1047 KB

120 MB

28999 KB

- 2 0
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3. Enter the recipient’'s name, email and/or contact number. Contact number is only mandatory if you
wish to enable One Time Password (OTP). Otherwise, you may leave it blank.

+0

4.Clickon “ to confirm recipient. Alternatively, you can press enter.
Tips: After adding the recipient, the name and mobile number can still be edited by clicking on
the respective fields.

5. Enter your message.

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

7. Click on the checkbox to agree to our Terms and Conditions.

8. Click Share

Share 'Staff Particulars.docx'

Recipients 3

Name Email OTP add Country Code

No recipients

6
Options O Message

Link Expiry

OTP add Country Code

Notification

No. of Attempts Allow

Share with View only

0 WARNING: CONFIDENTIAL NOTICE.
This transmission may contain sensitive information. By clicking the checkbox you agree to our Terms and Conditions.

Note:

Share function allows users to share file/folder to allow recipients to view or download and
receive a copy of the file/folder(s). Any changes made to the file/folder(s) by the recipients will not
affect the sender’s original copy.
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6.2 If you wish to collaborate with internal users, please use the Manage function. For a detailed

guide, do refer to Access Shared Files/Folders

6.2.1 Email Notifications

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

Note:

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

have shared.

= easishare Q Search AllDrive °

Shared In

(@ Shared Out
RAMPOLENE2

@ Recents Monitor 3

B New Microsoft Word Document.docx
@ CheckeaOut

Drives

o

trampolene2

trampolene2

6.2.2 Shared In

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

(@ Shared Out

@ Managed Folders
B Fite Requests
©® Recents

¢ Favourites

© Moritoring

@ Cheched Out

Drives
O myBack
@
Dv‘;.» g Work

Q Search All Drives

Shared In

e

Name

Monitor 3

B New Microsoft Word Document.docx

trampolene?

Note:

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

6.2.3 Shared Out

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

) easishare

v 8 swee
@ swredin

@ Monageorocers

B) File Requests

Q Search All Drives

Shared Out

n e

Extrensl manage
Monitor

Sharing

Sharing 2
Sharing 4
Worklow
Workfiow2
Workflow3

B Hew Text Document ot

Shared On

16/02/2024 1301

NoExgiry

Noxghry

NoBxpky

NoExpiry

NoExpiry

NoEspiry

Noxgiry

NewFmigwe @

Note:

External users refer to users who do not have a registered account in EasiShare.
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6.3 Edit/Remove Share

S

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

6.3.1 Edit from File's Original Location

1. Select the file/folder.

2. Click on Edit Share & .

5 easishare Q searchCurrentDrive

]

Marketing Working Assets

B NewMicrosoft Excel Worksheet xisx

[ NewText Document (2.6t

B New Word Document (1) docx

v E New Word Document.docx

b osvvideoogy

Drives
I Recordingmp3

0 My

s Recordingogg

@
' " B Recordingwav
{Fe B Tesk155mpa

o

I webmvideowebm

Modified date

04/02/2024 14:46

09/02/202410:37

16/02/202417:25

16/02/2024 1707

16/02/202417:35

02/202417:39

16/02/2024 17:43

16/02/2024 17:40

21/02/202408:56

16/02/2024 1731

Toss

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

604 KB

1047 KB

2462 K8

52059 K8

4486 KB

2675 KB

324.46 K8

1.20 M8

289.99 KB

3. If you wish to change the link expiry date/time or turn off the notification for specific recipients,

select the recipient you wish to apply changes to by clicking on the white space beside the

recipients’ name.
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Edit Share 'New Word Document.docx’

Recipients
Name Email OTP add Country Code
° trampolens2 tramp.ahead2@gmail.com B X
Options
Link Expiry @ 202403042359 [

OTP add Country Code @0
Motification
No. of Attempts Allow

Share with View only

Apply Changes

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

Edit Share 'New Word Document.docx’

Recipients
Name Email OTP add Country Code
° trampolene2 tramp.ahead2@gmail.com B X
Options
Link Expiry @ 202403042359 3

OTP add Country Code @
Motification
No. of Attempts Allow @9

Share with View only @]

Apply Changes

&
6. If you wish to resend the email for a user, click on and the email will be sent immediately.
7. If you wish to remove a user, click on *
Recipients
Name Email OTP add Country Code
° trampolene2 tramp.ahead2@gmail.com ® X
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.

6.3.2 Edit from Shared Out Folder
1. Click on Shared along the left panel. Click on Shared Out. Select the user's name.
2. Select the file you wish to edit.

3. Click on Edit Share & .
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4. A similar edit share pop-up window will appear. You may refer to Edit from File’s Original Location

to find out how to edit, resend email or remove share.

Cj eQS'Ishare Q Search All Drives @ NewEssishare @ * ] ¢ °
v B Shred
Shared Out ol[e|e @ CHE)
[ Swredin
AL RAMPOLENE2 | TRAMPOLENEZ | TRAMPOLENE3 | TRAMPOLENES
@ Managed Folders
Name +* Shared On Expiry Date Size
B FileRequests
(® Recents Monitor 16/02/202411:26 No Expiry 0B
Yy Favourites Sharing 16/02/202409:42 NoExpiry o8
© Monitoring
Sharing 2 16/02/202409:50 NoExpiry 0B
& Checked Out
Sharing 4 16202/202410:19 NoExpiry 0B
Drives
Workflow 16/02/202409:32 NoFExpiry os
0 MyBack
@ Workflow?2 16/02/202410:24 NoExpiry os
Persor
» [ Marketing Working Workfiow 3 16/02/2024 10:52 NoExpiry 08
B NewText Document.txt 07/02/2024 15:55 No Expiry 08
v B NewWord Document.docx 07/02/2024 1500 NoExpiry 2462 KB
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Manage Folder to Collaborate with Internal Usersof this user guide.

6.4 Share with User Group

1. Refer to Section Share to begin sharing.

2. Enter the group name and select the user group which you wish to share

Share 'Staff Particulars (2).docx'

Recipients ‘ 2 ’
[Tea J Enfer ema OTP add Country Code g

| L4s  Projects Team Email

OTP add Country Code

No recipients

Options Message

@ WARNING: CONFIDENTIAL NOTICE.
This transmission may contain sensitive information. By clicking the checkbox you agree to our Terms and Conditions.

Share 'Staff Particulars (2).docx’

Recipients
E B T e 40
Name M Email OTP add Country Code
v Projects Team X

Options Message

@ WARNING: CONFIDENTIAL NOTICE.

This transmission may contain sensitive information. By clicking the checkbox you agree to our Terms and Conditions.
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6.4.1 Share with Download Permission

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

Share 'Staff Particulars (2).docx'

Recipients

Enter name nter ema OTP add Country Code +9

m

Name 1 Email OTP add Country Code

No recipients

Options Message
Link Expiry
OTPadd Country Code (@)

Notification () ® PerDownload Summary

No. of Attempts Allow

= 2

Share with View only

@
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6.4.2 Share with ‘View Only’ Permission

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

Share 'Staff Particulars (2).docx’

Recipients

Name 1 Email OTP add Country Code

No recipients

Options Message
Link Expiry
OTPadd Country Code (@D

Notification D @ Per Download Summary

No. of Attempts Allow :
2
I Share with View only (:)

Note:

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

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

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

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

Share 'Staff Particulars (2).docx'

Recipients

Name P Email OTP add Country Code

No recipients

Options Message
( 2 3

Link Expiry 2024-03-0923:59  [3

OTPadd CountryCode (@)

Notification (} Per Download @ Summary

No. of Attempts Allow

Share with View only

Note:

1. The expiry date and time has to be set at least an hour later than the current time.
2. The maximum expiry date may also be restricted by your organisation policy.

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

1. Refer to Section Share to begin sharing.
2. Enable OTP.

Share 'Staff Particulars (2).docx’

Recipients

Name P Email OTP add Country Code

No recipients

Options Message

Link Expiry @ 202403092359 [3

OTPadd CountryCode (@)

Notification O Per Download (@ Summary

No. of Attempts Allow

Share with View only

Note:

1. To enable OTP, the mobile number field is mandatory.
2. This feature may also be controlled by your central administrator. If you are unable to enable or
disable, it may be due to your organisation policy settings.
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6.4.5 Share and Receive Notifications When Users Accessed the File/Folder(s)

Enabling download notification allows user to know immediately when the recipient has
downloaded/viewed the file. If this option is turned on and the recipient download/view the file more

than once, user will also receive the same number of notifications.

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

1. Refer to Section Share to begin sharing.

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

Share 'Staff Particulars (2).docx'

Recipients
+O
Name M Email OTP add Country Code

No recipients
Options Message
Link Expiry @ 202403092359 i)
OTPadd Country Code (@D 5
Notification O Per Download (@ Summary

No. of Attempts Allow

Share with View only
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6.4.6 Share with Number of Download Attempts

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

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

Share 'Staff Particulars (2).docx’

Recipients
Name 1 Email OTP add Country Code
No recipients
Options Message
Link Expiry @ 202203092359 [3
OTPadd Country Code (@D

Notification g 2
_ 3
No. of Attempts Allow (D 1 attempts

Share with View only
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6.5 Access Shared Files/Folders

6.5.1 Email Notifications

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

To: Adam

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

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

Note:

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

) easishare Q Search Alrves ) ) mle o

v @ Shared
' ®
(@ Shared Out
LoLs Jane Doe

@ Managed Folders

Shared In 8| @

Name ~ Owner Expiry Date
B FileRequests

(® Recents Monitor 3 NoBxpiry
Favour
T T B NewMicrosotWord Documentdox e No Expiry

© Monitoring Jane Doe

@ Checked Out

Drives
O MyBackup
@ Personal
0 Marketing Work
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6.5.2 Shared In

4. To access file/folder(s) shared by internal user.

5. Click on Shared located along the left panel.

6. Click on Shared In.

5 easishare

Search All Drives

Q
Shared In
(@ Shared Out
(® Managed Folders

Name
B Fite Requests
© Recents

H Favourites

Monitor 3

@ Meritoring

B Cheched Out

Drives

Q myBack
@

> Dr‘ keting Work

Jane Doe

B New Microsoft Word Document.docx

Jane Doe

Jane Doe

NoExpiry

No Expiry

Note:

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

6.5.3 Shared Out

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

6. Click on Shared Out.

® c=D « ¢ @
8 o
Jane Doe John Doe Jane Smith
@ Manageo Foiders
« srrin -
® Recents Extrens mansge 160220241301 NoBiy 605 KB
e comsi ooy o8
save -
Sharing 2 NoExpiy o8
Drives
Sres .
o
e Voo o o8
0 v Wornon? -
[ Mew Text Document.xt 710272004 15:8 Notxsiry o8
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Note:

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

6.6 Edit/Remove Share

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

6.6.1 Edit from File's Original Location

8. Select the file/folder.

9. Click on Edit Share & .

= easishare Q searchCurrentDrive

®

Marketing Working Assets

@ Managed Folders

B FileRequest

B NewMicrosoft Excel Worksheet xisx

® Recents [ NewText Document (2)xt

W Favourites a B NewWord Document (1).docx
© Monitoring

s New Word Document.docx
@ Checked Out

b ocsvvideoosv

Drives
B Recordingmp3
; " s Recordingogg
' v (O Marketing Workin I Recordingwav
B RecycleBin B Tesk155mpa
o B webmvideowebm

Modified date

04/02/2024 1444

09/02/202410:37

16/02/2024 17:39

16/02/2024 17:42

16/02/2024 17:40

21/02/2024 08:56

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

2462 K8

52059 KB

4486 KB

2678 KB

324,46 K8

1.20 MB

289.99 KB

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

recipients’ name.
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Edit Share 'New Word Document.docx’

Recipients
Name Email OTP add Country Code 3
John Smith john.smith@inspire-tech.com & X
Options
Link Expiry @ 202403042359 [

OTP add Country Code @0
Motification
No. of Attempts Allow

Share with View only

Apply Changes

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

Edit Share 'New Word Document.docx'
Recipients
Name Email OTP add Country Code
John Smith john.smith@inspire-tech.com B X
Options 4
link Expiry (D 2024-03-04 23:59 G
OTP add Country Code @
Notification
No. of Attempts Allow @9
Share with View only @]
Apply Changes
&
13. If you wish to resend the email for a user, click on and the email will be sent immediately.
14. If you wish to remove a user, click on
Recipients
Name Email OTP add Country Code
John Smith john.smith@inspire-tech.com
\—/
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.
6.6.2 Edit from Shared Out Folder
5. Click on Shared along the left panel. Click on Shared Out. Select the user's name.
6. Select the file you wish to edit.

7. Click on Edit Share & .
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8. A similar edit share pop-up window will appear. You may refer to Edit from File's Original Location

to find out how to edit, resend email or remove share.

Cj eQS'lshOre Search All Drives @ NewEssishare @ * ] ¢ °
v & Shared ——
Shared Out © & 6 @ EEEEe -]
® Sharedin
Jane Doe John Doe Jane Smith
@ Managed Folders
Name 4 = SharedOn Expiry Date Size
B FileRequests
® Recents Monitor 16/02/202411:26 No Expiry o8
Yy Favourites Sharing 16/02/202409:42 NoExpiry o8
© Monitoring
Sharing 2 16/02/202409:50 NoExpiry 0B
& Checked Out
Sharing 4 16/02/2024 10:19 NoExpiry 0B
Woridlow 1670272024 09:32 NoExpiry o8
Workflow 2 160272024 10:24 NoExpiry o8
> (0 Marketing Working Workflow 3 16/02/2024 10:52 NoExpiry 08
I NewText Document.txt 07/02/2024 15:55 No Expiry 08
B NewWord Document.docx 07/02/2024 1500 NoExpiry 2462 KB
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7 Manage Folder to Collaborate with Internal Users
Note:

Internal users refer to users who have a registered account in EasiShare

7.1 Manage Folder for Collaboration

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

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

G easishare  Q sechcumenionne © [ owuisirs ® | < uw ¢ @

- Marketing Working Assets A B & o T - 2 o

trenal manage 16/02/2024 1306
E Manage Cotabation 200272024 1023 o8
16/02/2024 12:43 13

& Manage&Monitor

Manage&Monitor 2

Manage&Monitor 3

& Manage&Monitor 3.1

0 0 0O0CO0OOOOOCG OO OTG GO O 21
Y ¥ 3 2 % F F 3 F P pop oo

(4]

3. Enter the recipient name.

+0
Y |

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

5. If you wish to copy permissions that has already been set from another folder, select the folder

name from the dropdown list and click on the copy icon .
6. Enable/disable folder expiry if you wish to set an expiry for the folder.
7. Enable/disable quota if you wish to limit the folder size.
8. Click Update share.
9. When the permission has been granted, the user will receive an email notification.
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Manage 'Manage Collabration’

Collaborators

Name P

Jane Doe

Molly Payne

Nicholas Wilson

Boris Morgan

Owen Allan

Simon Ogden

Mike Morales

Permission

Owner

Owner

Owner

Owner

Owner

Owner

Owner

Download

3
- I8
5
Web Edit
@
&
®
&
@
®
@

Update Share
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Options

Folder Expiry

OTP add Country Code

Storage Quota

File Size Limit (&) 100

File Type Restriction Allow all except Block all except

File Classification ©

Update Share

Note:

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

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

7.2 Collaboration Permission Types

Reader Permission to read files

Contributor Permission to read, download, add and edit files

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

7.3 Manage Folder

1. Navigate to the folder shared by internal users for collaboration. Select the folder.
2. Click on Manage @ along the Action Pane located at the top. Add more users to collaborate with
by entering the recipient’s name and assigning the permission type.
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3. Enable/disable folder expiry or quota as it ought.
4. For existing users, you may wish to change the permission assigned by selecting a different
permission type.

7.4 Manage Folder to User Groups

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

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

= easishare Q seard o) € w ¢ °
Marketing Working Assets T - 2 0
Name ? Modified date Tagls Size
& External Manage 20 16/02/2024 1332 605 KB
& External Manage 30 16/02/2024 1338 605 KB
£ Earenaimanage 05 KB
Manage Collabration oB
& Manage&Monitor 339 ke
Manage&Monitor 2 16/02/20: 2:47 o8B
Manage&Monitor 3 16/02/202412:55 o8
% Manage&Monitor 3.1 16/02/2024 13:18 oB
=B £ Monitor 16/02/2024 1126 0B
o & Monitor 2 16/02/2024 11:36 o8
+0

3. Enter the group name, assign the relevant permission type to the group and select the button “—.
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Name P Permission Download Web Edit
Jane Doe Owner ‘
Max Slater Owner . .
Una Nolan owner . .
Jake Scott Owner . .
Dan Pullman Owner . .
Ella Oliver Owner ® ®
Elisabeth Roth Owner ‘ .
Kari Spence Owner . ‘
3
v Projects team Owner @ . .
Options

Update Share

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

5. Enable/disable folder expiry or quota as it ought.

6. Click Update Share.

Ny’
“ G Projects team . @ & @ X
Owner
Options . Author
Contributor
6
Reader Update Share

4
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Options

OTP add Country Code

Storage Quota

File Size Limit @

File Classification <No Tag>

Folder Expiry ) >

File Type Restriction Allow all

Update Share

7.5 Manage Drive Permission

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

permission to the drive.

1. Navigate to the folder shared by internal users.

2. Click on Information ® along the Action Pane located at the top right.

= easishare

Q Search Current Drive

> &R Shared
© Recents

Y Favourites

Personal

@ Monitoring

@ Checked Out

O Copyor Move

O Editiimit
© File Requests
O Sales Initiatives

O Marketing Working

Modified date

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

7.6 Access Shared Drive

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

different icon

2. The user may access the Shared Drive by clicking on it.

3. Once your permission has been revoked, the user will not be able to see the folders under the
Shared Drives.

o

=) easishare

> &R Shared

G-) Recents

¢ Favourites

@ Monitoring

@ Checked Out

Drives

(] MyBackup

> Personal

' v [J Marketing Workin...

& Recycle Bin
External Manage 2.0
External Manage 3.0

Extrenal manage

g G g 6

Manage Collabration

Note:

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

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 59 of 89



EasiShare Web Portal User Guide Cj

7.7 Shared Drive Information

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

Details
Drive Marketing
Working
Assets

My Permission Owner

Download Yes
Web Edit Yes
Quota -

Drive The place where files and folders are stored/created/deleted.

My Permission User permission for the drive. Please refer to 7.2 for the list of permission
types

Download It shows whether the user is/is not allowed to download files from the
specific drive.

Web Edit It shows whether the user is/is not allowed to edit files from the specific
drive.

Quota The drive space of the shared drive
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7.8 Remove My Access from Shared Drive
If you no longer require the access to the shared drive, you can remove it from the drive list.

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

3. Type Remove.

4. Click Yes, remove.

Cj eaSiShare Q search CurrentD
v 82 Shared
Recents
(&) Sharedin

(&) Shared Out
Name

@ Managed Folders

5 New Micr
File Requests

' (® Recents % New Wor{

v Favourites

@ Monitoring

2 Pin
@ Checked Out

© Hide

Drives Reset Order
Move U

Q MyBackup £
Personal Category 2

Q Marketing Working .. €2 CopyPath e
Remove My Access
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Remove My Access

Are you sure you want to remove your access from ‘Lucius'?
You will be no longer able to access it.

Type Remove to contunue

Cancel Yes, remove

8 File Request to Receive Files from External Users
8.1 File request

1. Go to any Drive the drive list.
2. Select New+ then File Request located at the top

) easishare Q SeachCurentorive © NowExtshore @ < w @
v R Shared
Personal e B o
@ Sharedin
3 New Folder
@ Shares Out
Name ) Modified date Tgts) Size B Word Document
@ Managed Folders
" JE— = B Excel Workbook
e 2000272 3
@ P Requests o
® Recents Edit Himit 16/02/2024 16:33 0B
¢ Favourites
File Requests 16/02/2024 10:00 08
© Monitoring
& Sales Initiatives 22/02/2024 10:31 os
6 Checked Out (5 Upload Folder
h 0215 001.pdf 13/10/2023 15:48 Not Restricted 904.15 KB
Drives
By New Microsoft Excel Worksheet.xisx 06/02/2024 14:46 Not Restricted 604 KB
n New Microsoft PowerPoint Presentation pptx 06/02/2024 14:40 Not Restricted o8B
@ Recycie Bin
' v (& Personal B New Microsoft Word Document (2)docx 21/02/2024 17:08 Not Restricted 08
© CopyorMove
B New Microsoft Word Document (3).docx 2/02/2024 17:08 Not Restricted o8
° B New Microsoft Word Document.doox 06/02/2024 14:40 Not Restricted o8

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

+0
5.Clickon “ to confirm recipient. Alternatively, you can press Enter.

6. Enter your message.
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7. Enable/Disable settings you wish to apply. To find out in details how each feature works, refer to
the respective sections below.
8. Click Send Request.

Create a new File Request

Title

Recipients 4

o
N

Name Email OTP add Country Code

No recipients

Options Message

Link Expiry ) 2024-03-0923:59 m Add a messag
QOTP add Country Code

Motification

Send Request

7
No. of Attempts Allow () 0 attempts \S J

File Size Limit o0 ws @ GB

File Type Restriction

8
Send Request

8.1.1 File Request with Link Expiry

1. Refer to Section File request to begin requesting files.
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2. Set the date and time by clicking on the calendar icon m .
3. Click Send Request.

Options Message
2
Link Expiry ®| 202403092359 (3

OTP add Country Code

Notification

Send Request

Note:

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

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.

8.1.2 File request with OTP

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

Options Message

ink Expiry 1-03- >
Link Expi . 2024-03-09 23:59 m

I OTP add Country Code
©
Notification 2
3)

1. To enable OTP, contact number field is mandatory.
2. This feature may be controlled by your central administrator. If you are unable to enable or disable, it

Note:

may be due to your organisation policy settings.
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8.1.3 Receive Notification When External Users Upload Files

1. Refer to Section File request to begin requesting files.

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

3. Click Send Request.

Options Message

Link Expiry ® 202403092359 (¥

OTPadd Country Code | _
2
Notification O Per Upload @ Summary

Send Request
8.1.4 Restrict Number of Upload Attempts
1. Refer to Section File request to begin requesting files.
2. Click on Edit File Request@.
Seasishare Qoo © e = <« ¢ O
v B Swed
File Requests Sl 2 | revone e Rogquess &

® Swrecin

@ SwrecC G . i

@ Mansgeo Foicers

' a [}‘] File Reguest 1500720241159 Seone

© Recents v @ File Recuest 20 BOV24 2259 o o 0

i’“.mltz @ Need new word document 16022028 1159 Personal

e * Mar beting Wor king

B OeckecOn @ an e Amets

New word document needed :7:« g Wor king

Drives

Q mye

@

0 ma

(o]

3. Enable No. of attempts.
4. Specify the number of attempts you wish to limit.
5. Click Send Request.
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(3) O
No. of Attempts Allow ﬁ'p( 20 ] attempts \[/

File Size Limit 00 ws |

MB GB
File Type Restriction e all e

Allow all except Block all except

Send Request

Note:

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

8.1.5 View Restricted File Types

1. Refer to Section File request to begin requesting files.

2. Click on Edit File Request@.

& easishare Q Search Current Drive ©
v B Swred
File Requests
(B Swedin
@ Sweed Ot
tame P = ExpiryDute Drive Mare
@ Managec Foiders
' . Fibe Request 150372024 1159 Persons
® Recents v [B File Request 20 Marker g Worsing
¥y Fovourites
@ tueed new word document -
© Mositoring
sheet 0rIae 2 Mar et g Wor ving
Peewencrt 17/02/2004 2359
B CreckeaOut @ Asvets
) Mewmors cocument neeced 170272004 2359 Marketing Working
Drives
0 M
@ re
) O M
o

3. View File Type Restrictions.
4. Click Send Request.
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No. of Attempts Allow (:) ° attempts

File Size Limit o0 s (M cB

File Type Restriction

B k all except
Bloc

N
— 1 4
Send Request |

8.2 Upload Files Using File Request

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

Please upload the files here for File Request.

Link expires on 15 Mar 2024 11:59 AM (UTC+8)
Upload attempts have been set to 20.

Powered by easishare ™

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

File Request 3

Name O

Modified date

There are no items in this folder

Drag and drop your files here to upload, or click here to
browse files from your computer

Upload (3

Size

8.3 Access Uploaded Files on File Request

1. Click on the Personal drive.
2. Click on File Request on the left panel.

3. Click on the title of the file request you wish to access.

4. Click on the file name to download or select the file to perform other file operations.

= easishare Q Search Current Folder °
v &R Shared
Personal > File Requests > trampolene!
(® shered|
(@ Shared Out

@ Managed Folders
@ FreRequests End Feburary Presentation pptx
(© Recents Staff Particulars.docx

i Favourites
© Monitoring

@ Checked Out

Drives
& Personal
O Copy or Move

© Editlimit

Modited date

28/02/202409:16

2024 09:11

Tags!

Not Restricted

Not Restricted

oB

os
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8.4 Edit File Request

1. Select File Request drive.

2. Choose an active File Request to edit.

3. Click Edit File Request

»

located at the top.

4. A window will appear, follow the steps in each bubble for each intended purpose.

5. Click on Options for

more file settings.

6. Click on the Apply Changes button.

Edit File Request
Recipients

Name 1

& John Smith

Link Expiry

OTP add Country Code
Notification

No. of Attempts Allow

File Size Limit

File Type Restriction

Email

Johnsmith@inspire-tech.com

OTP add Country Code

& —

® 2024-03-1511:59 Q

To resend email
Click to resend
email to guest user

(D ° 20 attempts

o0 ws \:_E GB

To remove one of the
guest users

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

To change expiry

date/time
1. Select the expiry
date/time

email again

2. Click on Update to update
the expiry date/time & the
guest user will receive an

an
6
Apply Changes
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8.5 Revoke File Request
1. Select File Request drive.
2. Select an active File Request to revoke.

3. Click Revoke File Request located at the top.

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

= easishare Q search AllDrives )
v @ Swed
File Requests
[®) Sharecin

(&) Shares Out

NewEasishare @

Drives
Q Mmyea
@r

Expiry Date Orive Name
@ Managed Folders
Y I./ File Request 1503120241159 Personal
® Recents Need new word document 1602/2024 1159 personal
Y Favourites . . Marketing Working
() Newercetsheet 170220242359 i o
© Monitoring
New word Gocument needed 17/02/2024 2359 otz g
@ Checked Out

%

e ©
IQ
:

w ¢ @
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9 Check in/Out

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

9.1 Check Out a File

1. Select the file you wish to check out.
2. Click on More .

3. Click on Check Out i

Geasishare  asocmmon o (oo o TR
' v Marketing Work
Marketing Working Assets g ] B -
© Recycie Bin
O Checkout (u]
0O Exter: Name > Modified date Tagls) Size & Rename
O External Mans B NewMicrosoft Excel Workshest xisx 06/02/2024 1446 Not Restricted 604 KB %% AddtoFavourites
O Monito
O Extrenal manage By New Word Document (1).docx 16/02/2024 17:25 1047 KB
&
O Manage Collabration
5 New Word Document.docx 16/02/2024 1707 Not Restricted 2462 KB o
O Manage&Monitor
5 MM b osvviceoogy 16/02/2024 17:35 Not Restricted 52059 KB o} n Histo
o™ I Recordingmp3 16/02/202417:39 Not Restricted 44586 KB
=] o
b Recordingogg 16/02/2024 17:43 Not Restricted 2678 KB
oM
B Recordingway 16/02/2024 17:40 Not Restricted 32446 KB
O Monitor3 B staffParticutarsdocx 28/02/2024 11:49 1047 KB
3 Setex bidincives I Tesk1s5.mps 20220240856 NotRestricted 1.20 MB
© Dat [ webm videowebm 16/02/2024 1731 Not Restricted 289.99 K8

4. An edit icon will appear on the file icon on the user’s PC while a lock icon will appear on the file
icon on another user's PC.
5. A check out success message will appear.

@® Document checked out successfully. X

6. Hover over the lock icon to find the name of the user who checked out the file.
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New Microsoft Excel Worksheet.xlsx 06/02/2024 14:46 Not Restricted 6.04 KB
& New Word Document (1).docx 16/02/2024 17:25 1047 KB
é New Word Document.docx 16/02/2024 17:07 Not Restricted 2462 KB
. ogv video.ogv 16/02/202417:35 Not Restricted 520.59 KB
. Recording.mp3 16/02/2024 17:39 Not Restricted 4436 KB
. Recording.ogg 16/02/2024 17:43 Not Restricted 26.78 KB
. Recording.wav 16/02/2024 17:40 Not Restricted 32446 KB
(s
ﬁ Staff Particulars.docx 28/02/2024 11:49 1047 KB
. Task 155.mp4 21/02/202408:56 Not Restricted 120 MB
. webm video.webm 16/02/202417:31 Not Restricted 2389.99 KB

7. 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.

8. 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.

Version History

Versior Jploaded Date Modified Date Modified By Size Comments
0.2 28/02/2024 15:44 28/02/2024 11:49 trampolenel 1047 KB L
01 28/02/2024 11:49 28/02/2024 11:49 trampolenel 1047 KB o

Note:

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

1. Select the file that was Checked out.
2. Click on More ***.

3. Click on Check In lB .

= easishare Q searchCurrentOrive ©
v 8 Shaced
Marketing Working Assets
® Shareain
(&) Shared Out

Name
@ Managed Folders
B NewMicrosoft Excel Worksheet xisx

B Fiie Requests
® Recents B NewWord Document (1}.docx
Fe:Faoucieg B Newword Documentdocx
© Mositoring
@ Checkea Out s
I Recordingmpa
Drives

I Recordingogs

B Recordingway
@ Personal
' v [ Marketing Workin. B startParticularsdoox

® RecycleBin B Tesk155.mps

© DataUsage v b webmvideomebm

Modified date

06/02/2024 1446

16/02/2024 17:25

16/02/2024 1707

16/02/2024 1735

16/02/2024 1739

16/02/2024 17:43

16/02/2024 17:40

28/02/202411:49

21/02/202408:56

16/02/2024 1731

Tagls)

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

604 KB

1047 KB

2462 KB

520,59 KB

4486 KB

26.78 KB

32446 KB

1047 KB

120 M8

289.99 KB

Move or Copy

Rename

Monitor

Create Workflow

O
I4
¢ AddtoFavourites
<
%
44

Document Tag

©]

Version History

3 Discard Check Ouf

4. A pop-up window will appear.

5. Click Yes Or No, Yes is to retain “Check out” after checking in and No is to remove “Check out”

after checking in.
6. Comment in the Comment text box. Click Okay.

Check In

Staff Particulars.docx

Comments:

Retain check out after checking in? No | Yes

Cancel

©
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7. The lock icon on the file will disappear.

8. A check in success message will appear.

7~ \

5 easishare Q searchCurrentDrive

v R Shared
[® Shared
(@ shared Out

Name
@ Managed Folders

B File Requests

Marketing Working Assets

©® Recents BB NewWord Document (1).docx
FrFoRueg s New Word Document.docx
© Monitoring
I ocsvvideaogy
@ Checked Out
I Recordingmp3
Drives )
I Recordingoss
) B Recordingway
' v [J Marketing Workin Statf Particulars.docx
@ Recycle Bin Task 155.mpd
© DataUsage B webmvideowebm

@© Document checked in successtully.

B NewMicrosoft Excel Worksheet xisx

Modlfied date

06/02/2024 14:46

16/02/2024 1725

16/02/2024 1707

16/02/2024 17:35

16/02/2024 17:39

16/02/2024 17:43

16/02/202417:40

26/02/2024 11:49

21/02/202408:56

16/02/2024 17:31

Tagls)

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restrictad

Not Restricted

Size

604 KB

1047 KB

2462 KB

52059 KB

4486 KB

26.78 KB

324.46 KB

10.47 KB

120 MB

289.99 KB

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

all users.

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

actions as per normal.

Version History

Version Uploaded Date Modified Date Modified By Size Comments

0.3 28/02/2024 16:53 28/02/2024 16:16 Benjamin Lee 6.04 KB oo
0.2 28/02/2024 16:53 28/02/2024 16:16 Penelope James 6.04 KB oo
0.1 28/02/2024 16:52 28/02/2024 16:16 Owen Robertson 6.04 KB e

9.3 Discard Check Out

1. Select the file that was checked out.

2. Click on More ***.

3. Click on Discard Check Out [%.
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) easishare

Q Search Current Drive ©

> & shared
Marketing Working Assets
(® Recents
Y Favourites
Name » Modified date Tagls)
Monitors
(D) Moskaieg Workflo 16/02/202411:15
@ Checked Out
£ Workiow 16/02/2024 10:19
2 Workflow2 16/02/202410:24
. :
Workflow 3 16/02/2024 10:52

B3 End Feburary Presentation Siides.pptx 28/02/202409:16 Not Restricted
v [ Marketing Workin..
© RecycleBin B February Invoice.xisx 28/02/2024 16:19 Not Restricted
| Manage 2.

63 Sensl 29 I mosvideompd 16/02/2024 1730 Not Restricted
(O External Manage 3.0

h New Microsoft Excel Worksheet.xisx 06/02/2024 14:46 Not Restricted
[ Extrenal manage
O Manage Collabration h New Word Document (1).docx 16/02/2024 17:25

‘ New Word Document.docx 16/02/2024 1707 Not Restricted

© DataUsage

New EasiShace @

733 KB
35119 KB
604 KB
10.47 KB

24.62 KB

-euc,o

e [0)
© Moveor Copy
& Rename
¥t AddtoFavourites
< Monitor
5 Create Workflow
& Document Tag

Y Version History

(@ Discara Check Out

B Checkin

4. A Discard Check Out confirmation pop-up will appear.
5. Select "Yes, Discard”.

Discard Checkout

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

Cancel Yes, discard

6. The Lock Icon is not on the file anymore.
7. A Discard Check Out success message will appear.
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Document checkout discarded
successfully.

I U]

Q search Current Drive © NewEasishare @

Mar fork

Marketing Working Assets

Name N Modified date Tag(s) Size
Workflo 16/02/202411:15 oB
2 Workflow 16/02/202410:19 0B
2 Workflow2 16/02/2024 10:24 o8B
. Workflow3 16/02/202410:52 0B

3 End Feburary Presentation Slides.pptx 28/02/202409:16 Not Restricted oB

3| February InvoicexIsx 28/02/2024 16:19 Not Restricted 7.33 KB

mp4 video.mp4 16/02/2024 17:30 Not Restricted 351.19 KB

New Microsoft Excel Worksheet.xisx 06/02/2024 14:46 Not Restricted 6.04 KB

New Word Document (1).docx 16/02/2024 17:25 10.47 KB

New Word Document.docx 16/02/2024 17:07 Not Restricted 24,62 KB

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

Version History

Version Uploaded Date Modified Date Modified By Size Comments
0.2 28/02/202416:19 28/02/202416:19 trampol Sophie Avery 13 KB
01 28/02/2024 16:17 28/02/202416:16 trampole  Brian Ince LKB
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10 Versioning

10.1 View File Version

1. Select a file.

2. Click on the More *** located at the top.

3. Click on Version History O .

= easishare Q search CurrentDrive ) ¢ w ¢ B
> & Shared a
Marketing Working Assets R eld o T - @
® Recents
O Moveorc
Y Favourltes © Moveercopy
Name 9% Modified date Tag(s) Size & Rename
@ Monitoring
B rewwWord Document docx 1602/20241707  NotRestricted 2462 KB Yr AddtoFavourites
) Checked Out
O Monitor
I osvvideaosv 16/02/2024 17:35 Not Restricted 52059 KB
% Creste Workflow
Drives
. Recording mp3 16/02/202417:39 Not Restricted 44.86 KB @ Document Tag 3
Q MyBackup
A B Recordogons 1WoUUITE NotResticed 278K8
Personal
B CheckOut
' v [ Marketing Workin B Recordingwav 160220241740 NotRestricted 32446 KB
Aot @ B storfParticutars (1)0cx WO20241608  NotRestricted o8
© External Manage 20
B statt Particutars (2)docx 28/02/20241705  NotRestricted 08
© Externsl Manage 30
© Extrensi manage By stett Particutars.docx 28/02/20240%:11 Not Restricted 08
© Manage Callabration B Tesk1ssmps 21/02/202408:56 Not Restricted 120 MR
O DataUsage I webmviceowebm 16/02/202417:31 Not Restricted 289.99 KB
4. A pop-window will appear.
Version History
Version Uploaded Date Modified Date Modified By Size Comments
01 28/02/2024 17:06 28/02/2024 17:05 trampolene!  Jane Doe 0B ooe
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10.2 Create New Version

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

@ Staff Particulars (1)
i Desktop B

@) End Feburary Presentation
4 Downloads #

&) Staff Particulars
B Documents #

P Pictures #
6 Music *

B videos »
Sitems 1 item selected 604 KB

2. Select Upload File

3. Click on the More *** located at the top.

4. Click on Version History ) .

= View

Date modified

2/28/2024 505 PM

2/28/2024 4:16 PM

C\Users\luciu\Downloads\Hui X +
<« o 'T‘ c J > Downloads > Human Resources
@ New % @ B @ ®B W Nsen
P Narme
v K
Py Galery .
@ Staff Particulars (2)
> @ Lucius - Persona
@} February Invoice

2/28/2024 4:08 PM

2/28/2024 9:16 AM

2/28/2024 911 AM

Microsoft Word Doc

Microsoft Excel Work...

Microsoft Word Doc

Microsoft PowerPoint

Microsoft Word Doc

0K

1x8

0KB

0KB

Cj easishare Q_ search Current Drive ©
> B Swed
Marketing Working Assets
® Recents
S Favourites
Name
@ Monitoring S
) Checked Out
£ Workfiow?2
Drives £ Workfiow3
@ MyBackup - —
@ Personal

End Feburary Presentationpptx
(J Marketing Workin. B

© RecycleBin B February invoicexisx

O Externai Manage 20 B mosv
O External Manoge 30

B New Microsoft Excel Worksheet.xisx
O Extrenal manage

© Manage Collabration B NewWord Document (1).docx

© DataUsage B e Word Documentcocx

Modified date

16/02/2024 10:19

16/02/2024 10:24

16/02/2024 30:52

28/02/202409:16

28/02/202409:36

20/02/2024 16:16

16/02/202417:30

06/02/2024 14:46

16/02/2024 17:25

16/02/2024 1707

Tagls)

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

Not Restricted

< u @
RAlle|ld o B w ﬁ @
D Moveor Copy
Size & Rename
o8
¥ AddtoFavourltes
08 < Monitor
€ Create Workflow
0B
Document Tag
o8
oF B Checkour
604 KB
35119 kB
604 KB
1047 KB
2462 KB

5. A pop-up window will appear.

6. A new version number will be created.
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Version History

Version Uploaded Date Modified Date Modified By Size Comments ‘ 6 '
02 28/02/2024 16:53 28/02/202416:16 Melanie Slater 604 KB
01 28/02/202416:53 28/02/2024 16:16 Lucas Quinn 604 KB

10.3 Restore Version

1. Go to version by this_Section (10.2) View Version.

2. A pop-up window will appear.

3. Click on the icon with 3 dots and select Restore along the respective version you wish to
restore to

Version History

Version Uploaded Date Modified Date Modified By Size Comments
0.2 28/02/2024 16:53 28/02/2024 16:16 Chloe Poole 6.04 KB
0.1 28/02/2024 16:53 28/02/2024 16:16 6.04 KB

Stephen Young

© Preview

) Download

11 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) including managed folders. You may see different options when you
monitor a file or folder.

11.1 Monitor a file
1. Select the file that you wish to Monitor.
2. Right-click the file and select Monitor.
3. Click Monitor.
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= easishare Q Search Current Drive ®

>

@ B

%

Not Restricted 2442 KB

> ®

Not Restricted 52059 KB

Drives
Q
®

Not Restricted 4486 KB

Not Restricted 2678 KB

Not Restricted 324,46 KB

Not Restricted 08

Not Restricted 0B

0O 000 @ q

Not Restricted 289.99 KB

Option Description

Changes > Modified When the file has been overwritten

Changes > Deleted When the file has been deleted

Changes > Unlocked

When the file is Discard Check-Out

Changes > Share Changed

When the file was shared

Frequency To control when you will receive an email notification
o Immediately
e Daily (Default: 9AM)
o Weekly (Default: Monday)

When Available selection:

¢ Any changes

e Someone else changes

e Any changes to document created by me

e Someone else changes document created by me

e Someone else changes document last edited by me

1. Click on Monitor L .
2. Once successful added to Monitor, you should see a Monitor icon beside the file.
3. You can check all Monitored files in Quick Access > Monitor

11.2 Monitor a folder

1. Select the folder that you wish to monitor.

2. Right-click the folder and select Monitor O .
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© DataUssge

= easishare Q Search Current Drive ©
> B shared
Personal @& & & @
(@® Recents
¥ Favourltes
Name v Modified date Tag(s)
@ Monitoring
‘ Annual_Report.doox 12/12/2024 16:14 Not Restricted
8 checkedout
v % MayFinancial Report w21
~ @ CopyPath
Drives
Invoices @ Manage 25
' v (@ Personal
/> Share
@ RecycleBin File Requests a3
@ Download
File Requests.
= & © MoveorCopy
O Invoices. & R
O May Financial Report 7 Delete
B MyBackup

I Remove from qu'

«  Create Workflow

Size

1301 K8

3391 KB

39.08 KB

6514 KB

3. Select the options.

Monitor 'Staff Particulars (2).docx'

©,

"Change Type

O Modified
(O Deleted
O Unlocked
(O Share Changed

Frequency

When

Email Notification Alert

Immediately

Anything changes

Change Type > File Modified

When any file has been overwritten

Change Type > Deleted

When any file has been deleted
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Change Type> Unlocked

When any file is Discard Check-Out

Change Type > Share Changed

When any file was shared

Frequency To control when you will receive an email notification
e Immediately
e Daily (Default: 9AM)
o Weekly (Default: Monday)

When Available selection:

e Any changes
e Someone else changes
¢ Any changes to document(s) created by me

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

me

4. Click on Monitor (Note: You have to select at least 1 option before clicking on monitor)

Change Type

O Modified
(O Deleted
(O Unlocked
(O Share Changed

Monitor 'Staff Particulars (2).docx'

Email Notification Alert

Frequency Immediately

When Anything changes

5. You can check all Monitored files in Quick Access > Monitor.
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= easishare Q Search All Drives o 4 wm o °
> B Shred
Monitoring 8 o
@ Recents
& Favourites
Name » Drive Name Location Change When Frequency
A Workflo Marketing Workin Anything change: NewUploads, e ModL_.  Immediately
Checked Out
B 0215.001p0f Personal Anything changes. Modified, Deleted, Unlo...  Immediately
Drives
B Monkordoo MarketingWorkin_,  Task 117 Someoneclsechangest..  Medibed, Deieted. Unlo..  Immediately
Q MyBaciup
e B o Someons s changest.  Modined Deleed Ul Immecitely
> (@ Marketing Working B Task 110 Someone else changesa...  Modifed, Deleted, Unlo...  Immediately
B docx Task 110 Someone else changesa..  Modified, Deleted, Unlo..  Immediately
B Tesk 117 Someone else changest..  Madified. Deleted, Unlo..,  Immediately
B New Word Documentdoox Marksting Werkin.. Anything changes Modifed, Defeted, Unlo...  Immediately
By e Word Document doc MarketingWorkin_.  Task 140 Someons elsechangess...  Medified, Deeted. Unlo..  Immedistely
By starmParticulars (2)docx Mariating Workdn_ Anything changss. Modifed, Dejeted, Unlo...  Immediately
. . .I I
11.3 Stop Monitoring a File/Folder
1. Select the file/folder that you wish to stop Monitoring.
L
: . or O
2. Right-click the folder and select Monitor ~ .
5 easishare Q Search Current Drive © ° ¢ W ¢ °
G CopyPath
> & Snhared /> Share
Marketing Working Assets Pl |d (o @ e 8 o
® Recents @ Preview
fr Favourites © Download
jame ed date %) e
N " Modified dat Tagls) Si;
© Monitoring O Moveor Copy
- BB NewWord Document.docx £ Rename 160220241707 NotRestricted 2462 KB
Checked Out
B csvvideaosy  Delete 16/02/202417:35 Not Restricted 520,59 KB
Drives Yr AddtoFavourites
I Recordingmp3 16/02/202417:39 Not Restricted 2486 KB
0 MyBackup
@r . I Recordingogs % Create Workflow 16002/202417:43  NotRestricted 2678 KB
ersona
& Document Tag
' v [ Marketing Workin... I Recordingwav 160220241740 NotRestricted 32446 KB
® Version History
W Bocyiin Staff Particulars (1)docx A 280220241606 NotRestricted 08 1
O Extemai Manage 20
v | B statt Particutars (21.docx 280220241705 NotRestricted o8
O External Manage 3.0
O Bl wiia By start Particulars docx 280220240911 NotRestricted os
G Ménegs Colabeation B Tesk155mp4 21/02/202408:56  Not Restricted 120 MB
© Datausage B webmvideowebm 160220241731 NotRestricted 269.99 KB

3. Click on Stop O .
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When

Change Type

Modified
Deleted
Unlocked
Share Changed

Email Notification Alert

Frequency Immediately

Anything changes

Monitor 'Staff Particulars (2).docx’

Stop

Monitor

12 Workflow

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

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

12.1 Owner Creates Workflow

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

2. Right-click and select Create Workflow

% .

) easishare

> R Swed
(® Recents
< Favourltes
© Monioring

@ Checked Out

Drives

0 MyBackup
@ pe

' v [J Marketing Workin
© RecycleBin
O External Manage 2.0
0 External Manage 30
O Extrenal manage

O Manage Collatration

© DataUsage

Q sewchCurrensrive ©
. . € CopyPath
Marketing Working Assets I &

A Share
@  Preview

Name Maxdified date Tagls) Size
@) Downloss

B NewMicrosoft Excel Worksheet xisx 06/02/2024 14:46 Not Restricted 604 KB
© Moveor Copy

B New Word Document (1) doox P T 16/02/2024 1725 1047 KB

& NewWord Document.docx B Delete 1602/2024 1707 Not Restricted 2462 KB
Tt AddtoFavourites

I osvvideoogy 16/02/2024 17:35 Not Restricted 520.59 KB
O Monitor

B Recordingmpa & Create Workflow 16702/202417:39 Not Restricted 4486 KB
<@ :

I Recordingogs 161022024 17:43 Not Restricted 2676 KB
O VersionHistory

I Recordingwav 16/02/2024 17:40 Not Restricted 32446 KB
[ CheckOut 1

I v B stattparticutars (2).d0cx 28/02/2024 1705 Not Restricted o8
B Statf Particutarsdoox 28/02/202409:11 Not Restricted o8
I sk 155mps 21/02/2024 08:56 Not Restricted 20 MB
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3. Select the approver(s).
4. Select "All must approve” or “Anyone can approve”.

5. Click on Create Workflow .

Share Approval Workflow
swan rarticulars (2).do...

Approval Type

Everyone must approve @ Anyone can approve

Assignee(s)

®_ Lon Stout

Tyron Mckay

Serena Holloway

Elijah Blackwell

Create Workflow

12.2 Owner Edits Workflow
1. Select the file/folder that you wish to edit a workflow

2. Right-click and select Edit Workflow ce
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> &8 Shared
@ Recents
¥y Favourites
© Monitoring

B Checked Out

' v [J Marketing Workin.
® Recyce8in

O External Manage 20
) External Manage 20
O Extrenal manage

O Manage Collabration

© DataUsage

) easishare

i © < w ¢ @
@ CopyPath
Marketing Working Assets &> Share olle|l|d T e B O

@ Preview

Name @ Download Modified date Tagls) Size
© MoveorCopy

B New Word Document (1).docx 16/02/202417:25 1047 KB
& Rename

‘ New Word Document.docx = Delete 16/02/2024 17:07 Not Restricted 2462 kB

B csvviceoogy W AddtoFavourites  1402202417.35 Not Restricted 52059 KB

Monitor

B Recordingmp3 6/02/2024 17:39 Not Restricted 4485 KB
& Edit Workflow

I Recordingoss & Document Tag 16/02/2024 17:43 Not Restricted 2678 KB

D Version Hists

B Recordingwav O Version History 16/02/202417:40 Not Restricted 32446 KB ‘]
Iy

b Staff Particutars (2).docx "3 28/02/202417:05 Not Restricted oB

B st Particularsdocx 20/02/202409:11 Not Restricted o8

B Tesk155mpa 21/02/2024 08:56 Not Restricted 120 M8

I webmvideowebm 16/02/2024 17:31 Not Restricted 289.99 KB

3. Select the approver(s)

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

5. Click on Update Workflow Update Workflow
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Share Approval Workflow
Staff Particulars (2).do...

Approval Type P
Everyone must approve @ Anyone can approve

Assignee(s)

Serena Holloway

Elijah Blackwell

Update Workflow
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12.3 User Checks Pending Approvals and Remind Approvers
1. User shares a file/folder as per Share section
Note: A Share Approval Workflow appears if a Workflow was created. Click on Proceed

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

Emily Hunter

File(s) will be shared to recipient(s) when Any the users(s) above
approve the request

2. To check on Shares pending for approval, click on Review Approval Requests
right then click on Pending Approval.

at the top

3. To send a reminder, click on the arrow then click on the email symbol & .

(2)
Cj eaS'iShare Q Search Current Drive © % ol ¢ @

Review Approval Requests
> & Shared
PerSOnaI For Your Approval @ Pending Approval 88 @

@ Recents
2 Testfolder 10 A
Y Favourites 3
Name
Eliiah Blackwell Pending &

@ Monitoring

File B
B Checked Out

#  Lucius 27/03/2024 14:17 98.28 KB
Test Comment 01/04/2024 16:59 171.21 KB

© DataUsage v

12.4 Approvers Approve or Reject with Comments

1. To review a Share Request, navigate to Review Approval Requests
2. Click on For Your Approval
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S

 easishare Q Search Currentrive ®

v R Shaced
Personal
(® Sharedin

(&) Shared Out

@ Managed Folders
B FileRequests

@® Recents

Yy Favourites

Modified date

Tagls)

ez s <o« o @

view Approval Requests

B stat Particulars (2).docx

[ { e ]

o
88
=)

3. Select Approve or Reject

Review Approval Requests

For Your Approval Pending Approval

Staff Particulars (2).docx

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

5. Click on OK .

Reject Approval Request

Comments:
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