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1 Introduction

1.1 Introduction to EasiShare

EasiShare is an Enterprise File Security platform that allows user to share and collaborate 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 create new folder, upload file, download file, modify existing file, create

an upload request and more. While EasiShare supports multiple access platforms like Desktop and Mobile,
this User Guide focuses on the functions that can be performed via the Web Portal.
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2 Login and General Navigation
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.

v ) tasiShare x o - (=] X

€ c G; esdemo.easishare.com/web/login @ Ceoew PO O :

= easishare

Sign In to Your Account

with

\ 9

Powered by Version 15.2.0

Login Errors:
If you encounter error message What should you do?

Either the Username entered does not exist or your password is

@® Invalid username or password! X .
incorrect. Check that you have entered correctly.

Your account has been disabled. Check with your Administrator
() User account is disabled.

Vour account has been locked. Please Your account is locked. Check with your Administrator.
o }

contact your system administrator.

You must change your password before login.
Please change your password

before proceeding.
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2.2 Accessing EasiShare

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

Cj easishqre Q_ search All Drives © 1] ¢ @
-p| Files & Folders that you have shared or been shared. When expanded,
Recents .
D Recent there are Shared In, Shared Out, Managed Folders & File Requests
Y Favourites
Name Last Accessed At Drive Name Location Taz(s) ize.
© Monitoring
B ommtow | ﬁ,--sm«mms-rwm{ Shortcuts for quick access to your files. ]
B Marketing Budget 2026.pdf, in&r: 1140 & cazun -
Dri . . ..
e B coesmmm-25:0,  Personal Drives dedicated to you where you have permission to
v (@ Personal - MLee » . .
_ B rroesmemmend  €dit, download, delete or add files for your own use.
@ © Recycletin i &N )
O Flle Requests Ve N
> 0 Finance »/ Common Drives shared amongst department or teams and
(0 G Rogitory B permission is assianed by vour IT administrator.
(. J

Management Plan

\4 . . .
Shared Folders that have been given permission to you by other EasiShare users to
collaborate. The owner has used the "Manage” function to give you access.

2l On this page's left panel, User is able to view all the drive(s) assigned. Action buttons like create,
upload request, search, refresh, Delete, View file activity etc are on the top right side of the screen.

~
Cj e(JS'IShQ re Q. search Current Drive © (1} ¢ @
> &R Shared
Personal - MLee AR New + B o
(® Recents J
s N
Y% Favourites
Name 1+ Modified date Tagls) Size
@© Monitoring
File Requests 25/06/2026 11:13 oe
@ Checked Out
(G 3\ Is ™MG_16610PG 13/05/2026 13:20 Restricted 237 M8
Drives
B Marketing Budget 2026.pdf 27/02/2026 12:41 36517 KB
' v (&) Personal - MLee
© RecycleBin Marketing Budget Overview.xisx 24/06/2026 13:47 17.98 KB
O File Requests B Standard Terms For Services - ADEO n SONS.docx 24/06/2026 14:21 263 MB
> [ Finance

Drive Content

m O Regulatory
Ll

Talent Management Plan

Drive List
.
© DataUsage v
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3. More Action tools are located at the top right corner.
File Activity Settings & Sign Out

Workflow i Refresh
¢ wm ¢ @
@ (Y D] G| e 9| @®
Share éDovvnloadé Delete View

Preview Copy Path  More Actions  File/Folder Properties

For further customising experience in using EasiShare, go to Customising User Experience (section).

2.3 Switching Views

oo
1. Click the Grid view icon P% on the Tools menu. If the user is in Grid view mode the icon display will

O —
. G .
change to List view icon °— ,vice versa.
Three sizes of choice are given, from top to bottom, small, medium and large icons views.

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

) easishare Q searchCurent Drive ® ¢ wm ¢ @
> & Shared
Personal - MLee AN New + E= O]
(® Recents
T
Y% Favourites :
Name " M“"’eddﬁ .......... el Siz¢ g smalllcons
@© Monitoring oo
Medium I
File Requests 25/06/2026 11:13 6o Medium icons
@ Checked Out
O Largelcons
s MG.16610PG 13/05/2026 13:20 Restricted 237 wis
Drives
‘ B Marketing Budget 2026.pdf 27/02/2026 12:41 365.17 KB
' v (&) Personal - MLee
© RecycleBin B Marketing Budget Overviewaxisx 24/06/2026 13:47 17.98 KB
O File Requests Standard Terms For Services - ADEO n SONS.docx 24/06/2026 14:21 263 MB
> [ Finance
B Regulatory

Talent Management Plan

© DataUsage v
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(In Grid mode, where the grids can be chosen from smallest to largest)

Cj easishqre Q_ searchCurrent Drive )

> & Shared
Personal - MLee
(® Recents

¢ Favourites

File Requests IMG_1661.)... Marketing B... MarketingBud  Standard Ter...

@ Checked Out

Drives
' v (& Personal - MLee
© RecycleBin
O File Requests
> (@ Finan
®

2.4 Concurrent Login
If the administrator has

Scenario  Enabled concurrent login

§

Outcome  the user would be able to login to
multiple devices using the same user
account.

8= List View

e B8 Smalllcons

4 88 Medium Icons

O Largelcons

Disabled concurrent login

g

the user would only be able to access your
user account in one device at a time.

If the user tries to login via another device, 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.

The same user account would be
automatically signed out from other devices.

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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2.5 Logout

To sign out, click on your name and select Sign out.

u o @

@ About
@ Account Settings

[[:—:> Sign out ]

2.6 Password Management

1. To change password, click on the Username and select Account Settings.
2. Click on Change password.

=) easishare Q Search AllDrives © ¢ w0 @
@ About
> B Account Settings Reffesh
(® Recents B signout

General Preferences
Y Favourites —_—
Basic Information

@© Monitoring
Username
@ Checked Out sharon
Full name
Drives Mary Lee

Email
@ Personal - Mary Lee
sharon@inspire-tech.com

v [ Finance
Mobile
® RecycleBin

O Annual Report

Authentication
O Budget e
O Claims

O Financial Statements

O Meetings

M Sales Invnices

3. In the Change Password window, provide your current and new password then click Save.

Change Password

Current Password

New Password

Confirm New Password

Save

Note: For EntralD users, you do not need to update your password in EasiShare.

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 11 of 67
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3 Common Folder & File Operations

The are common actions one may perform with the system (subject to the functionality being enabled by
the administrator and the permissions one have on the Drive).

Create

Preview & Edit

Rename
Copy/Move
Download
Delete

Versions & File
Locking

Restore
Document Tag

Monitor

Share

File Request

Collaborate
“Manage”

Folder

Create Folder

Rename Folder
Copy/Move Folder
Download Folder

Delete Folder

Restore Folder from Recycle Bin

Monitor Folder changes by other users
(Add/Delete/Modify)

Share folders with external parties via
link & revoke the share.

S

File
Create File / Upload File

Preview File & Online Edit where
applicable

Rename File
Copy/Move File
Download File
Delete File

Review & Restore File Versions,
Check in/Check Out for better control
while editing

Restore File from Recycle Bin
Tag File classification

Monitor File Changes by other users
(Add/Delete/Modify)

Share files with external parties via link
& revoke the share

*More security features can be applied to ensure the share process is time-based

& secure

*Workflow may apply

Manage the permissions to allow
others to view or collaborate

Request Files from external parties via
Link

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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4 Folder Operations

4.1 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 then select New Folder .

) easishare Q Search CurrentDrive ) < w o @

> & Shared

Personal - MLee @ 88 ©

(© Recents
(3 NewFolder
Yt Favourites
Name » Modified date Tagls) B Word Document
© Monitoring
. ) B  Excel Workbook
& CheckedOut File Requests 25/06/2026 11:13
u
B PowerPoint Presentation
s '™Mc16s10PG 13/05/2026 13:20 Restricted B POFForm
Drives
B Marketing Budget 2026.pdf 27/02/2026 12:41 @  File Request
v (& Personal - MLee 5}
Upload Files
© RecycleBin B Marketing Budget Overview.xisx 24/06/2026 13:47
(@ Upload Folder
> O File Requests B Standard Terms For Services - ADEO n SONS.docx 24/06/2026 14:21 263 MB
O Finance
@ Regulatory
Talent Management Plar
© DataUsage

3. Enter folder name in the input box.
4. Click Create.

New Folder

(

Note:

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

® The file or folder name contains invalid

characters. Please use a different name.
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4.2 Rename a Folder

1. Select the folder by clicking on the checkbox beside the folder name.

2. Click on More *** then select Rename. 4

=) easishare

Q Search Current Drive

> & Shared
Finance
(® Recents
Y Favourites
Name
@© Monitoring

Annual Report
@ Checked Out

Budget
Drives
Caims
v [ Personal - MLee
® RecycleBin Contracts & Agreement
% O Hekeres Financial Statements
' v ([ Finance
Meetings
& RecycleBin

Sales Invoices
O Annual Report

O Budget

© DataUsage v

Modified date

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 13:27

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

24/06/2026 13:39

@w@@ﬁ@

Tag(s)

88| | @

Move or Copy
= @)
Y AddtoFavourites

<> Monitor

o% Create Workflow

818.18 KB

13.19 MB

1.07 MB

51.88 MB

616.45 KB

*Alternatively, you can right-click on any part of the row of the folder and select Rename from the

menu.

Q_ Search Current Drive

=) easishare

v (@ Personal - MLee

B RecycleBin Finance
> O FileRequests
0 N
)« Qe
® RecycleBin Annual Report
O Annual Report
Budget
O Budget
Claims
O Claims
O Contracts & Agreement v Contracts & Agreement
O Financial Statements
Financial Statements
O Meetings
Meetings
O SalesInvoices
& Regulatory Sales Invoices

Talent Management PI.

© DataUsage v

3. Enter new folder name.

Claims

Staff Claims

Cancel Rename

@ Copy Path
@ Manage

£ Share

) Download
Move or Copy

& Delete
Yo Addto Favourites
<> Monitor

% Create Workflow

Modified date

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 13:27

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

24/06/2026 13:39

@

Tag(s)

a

S}

@

Size

24.03 MB

76629 KB

818.18 KB

13.19 MB

107 MB

51.88 MB

61645 KB
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5 File Operations
5.1 Copy/Move

S

1. Select the file/folder(s) by clicking on the checkbox beside the file/folder name(s). You may select

multiple file/folder(s) at a time.

2. Click on More *** icon then select on Move/Copy .

= easishare

Q Search Current Drive

©

> & Shared i
Finance
(® Recents
Y& Favourites
Name »
@© Monitoring
& CheckedOut Annual Report
Budget
Drives
Claims.
@) Personal - MLee
' v [ Finance Contracts & Agreement
® RecycleBin Financial Statements
O Annual Report
Meetings
> O Budget
O Claims Sales Invoices
> ([ Contracts & Agreement B3 OverviewnMsPintropptx
© DataUsa v B standard Terms For Services - KANSEO.docx
. . o .
3. Select a drive in the Drives section.
Copy / Move
Select a destination
Drives
Personal - MLee >
Finance > <§>
Regulatory >
Talent Management Plan >

Modified date

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 13:27

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

24/06/2026 13:39

25/06/2026 18:34

25/06/2026 15:25

CARECIRESARE |

Tagls)

4. Select the folder you wish to move/copy in the Select Folder List.

¢« w o @

8 o

Yr Addto Favourites
< Monitor
& Document Tag
818.18 KB

13.19 MB

107 MB

51.88 MB
61645 KB

15.40 MB

2.63 MB

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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5. Click on Move/Copy button located at the bottom.

Copy / Move

Select a destination

@ Finance

Budget > 2026

2025

2026

New Folder

>

@

)

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 Upload Files

1. Click on New and select Upload File 2 or Folder (3.

=) easishare

Q_ search Current Drive

> & Shared

Finance
© Recents
Y Favourites
Name
@ Monitoring

A I Re t
@ Checked Out nnusiepor

Budget
Drives
Claims
@ Personal - MLee
' v [ Finance Contracts & Agreement
U B Financial Statements

O Annual Report
Meetings

> O Budget

» Modified date

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 13:27

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

O Claims

> [ Contracts & Agreement

© DataUsage

Sales Invoices
B3 OverviewnMsP intro.pptx

B Standard Terms For Services - KANSEO.doox

24/06/2026 13:39

25/06/2026 18:34

25/06/2026 15:25

New Folder

Tas(s) Word Document

Excel Workbook

PDF Form

]
]
]
B PowerPoint Presentation
]
®»

File Request
Upload Files
Upload Folder
107 MB
51.88 MB
61645 KB
15.40 MB

263 MB

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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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
& > ~ /N T2 Downloads > Human Resources v C Search Human Resources »
Organize ~ New folder =- 0 0

@ Music » Name Date modified Type Size

i3 videos » ~ Today

) Easishare  # End Feburary Presentation 2/28/2024 9:16 AM Microsoft PowerPoint... 0KB
@ Easishare Web G Staff Particulars 2/28/2024 9:11 AM Microsoft Word Doc... 0 KB
o Easishare

" Screenshots

© Human Resourc

> T Creative Cloud F

File name: l i I All Files v

Cancel

3. Alternatively, 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 oo

s & C > Downloads > Human Resources Search Human Resources Q

INewv ¥ O [ @@ B W Nsotr =vewr e (B Details

A Home Name Date modified Type Size
© Tod
W) Gallery o
&) End Feburary Presentation 2/28/2024 9:16 AM Microsoft PowerPoint.. 0KB

@ Lucius - Persona

@) Staff Particulars 2/28/2024 9:11 AM Microsoft Word Doc... 0KB
@l Desktop »
L Downloads #
& Documents #
W pictures  #
@ Music »

3 Videos »
ams  2items selected O bytes

Note: If Document Tagging is turned on for your organisation, you need to select “"Edit Tag(s)" or "Default
Tags” when you see a pop up window.

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)

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved. Page 17 of 67



EasiShare Web Portal User Guide Cj

5.2.1 Check Upload Status

1. A progress window will display at the bottom right indicating “Processing X Item(s)”. (X can be any
number). Once it is completed, the status will turn green.

2. Alternatively, you can click on File Activity icon and located at the top right of the application.

Cj eOS1ShQI’e Q Search Current Drive © B ot @
> & Shared 5
Finance ] 8B o
(® Recents
Yt Favourites
Name ™ Modified date Tagls) Size
© Monitoring
Annual Report 24/06/2026 13:27 2403 MB
@ CheckedOut
Budget 24/06/2026 13:25 76629 KB
Drives
Claims 24/06/2026 13:27 818.18 KB
' . e Contracts & Agreement 24/06/2026 13:36 1319 MB
® RecycleBin Financial Statements 24/06/2026 13:27 107 MB
O Annual Report
Meetings 24/06/2026 14:47 5188 MB
> O Budget
24/06/2026 13:39
O Claims Sales Invoices Processing 1 item(s) v x
> O Contracts & Agreement
B o~

3. A pop-up window will show the recent list of activities performed during the current active session.

X
File Activity & Clear Successful v
Name Drive/Location Status Action Date
By OverviewnMsPintrop...  Finance Upload 25/06/2026 1601 &

5.2.2 Uploading a Virus File
Note:

This scenario only applies if customer has implemented Virus scanning integration in EasiShare.
Otherwise you may ignore this scenario.

When the User accidentally uploads a virus file, the following will occur.

1. The message “Your file is currently being uploaded. Check the File Activity.”
2. In the Progress Window, it will display the processing status.

Processing 1 item(s) v X

@ eicarcom2.zip
¥ Upload 28/02/2024,09:51am
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3. Upon detecting a virus, an error message will also be displayed at the top.

Virus Detected

5.2.3 Overwriting Duplicate Files

If user were to Copy/Move an existing document in the destination folder with a different date/time
stamp, a merge dialog will appear. Choose to Merge or “override” the copy in the destination folder.

Copy / Move

There are 2 folders that have the same name in this location. Do you
want to merge all of the files in the destination?

From: Finance (j Merge To: New Folder
. . Last Modified:
& Overview n MSP intro.pptx c 24/06/2026 13:25
y Standard Terms For Services - c Last Modified:
KANSEO.docx 24/06/2026 13:25

5.3 Download

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

2. Click on Download ™ icon.

3. Alternatively, right click on the file/folder(s) name and select ¥ Download from the menu.

=) easishare Q_ Search Current Drive @ € w ¢ @
> & Shared G Copy Path
Finance @ 5§ g6 O©
@© Recents 2> Share
V¢ Favourites © Download
Name | Tagls) size
© Monitoring Move or Copy
Annual Report R 27 2403 MB
@ Checked Out walRep # Rename
© Delete
Budget %25 50.67 MB
Drives Y¢ Add toFavourites
Claims 327 818.18 KB
@ e al - MLe ¢ Monitor
' v Finance Contracts & Agreement o CreateWorkilow 336 1319 MB
& Document Tag
® RecycleBin Financial Statements 27 107 M8
O Version History
O Annual Report
Meetings B cokdt 47 51.88 MB
> O Budget
[® Discard Check Out ~
o Sales Invoices 339 61645 KB
O Claims
[(® Checkin
> O Contracts & Agreement b Overview n MSP intro.pptx corvureven 18:34 15.40 MB
© DataUsage . B Standard Terms For Services - KANSEO.docx 25/06/2026 15:25 263 M8
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5.4 Delete

S

1. Select the file/folder(s) by clicking on the checkbox beside the file/folder name(s). You may select
multiple file/folder(s) at a time.
2. Click on Delete .

3. Alternatively, right click on the file/folder(s) name and select % Delete from the menu.

=) easishare

> & Shared
(® Recents
Y% Favourites
© Monitoring

@ Checked Out

Drives

@ Personal - MLee

) ~ QFinance
® RecycleBin
O Annual Report
> O Budget

O Claims

> O Contracts & Agreement

© DataUsag

Q_ search Current Drive [©)]

Finance

Name

Annual Report

Budget

Claims

Contracts & Agreement

Financial Statements

Meetings
Sales Invoices
B3 Overviewn MsPintro.pptx

B Standard Terms For Services - KANSEO.docx

o]

>

O E Y

&

[N RGN S e ]

Copy Path

Share

Download

Move or Copy

Rename 327

%25

Add to Favourites

327
Monitor
Create Workflow 334
Document Teg

327
Version History
Co-Edit K
Discard Check Out o
Checkn

orvwreven 18:34

25/06/2026 15:25

Size

2403 MB

50.67 MB

818.18 KB

13.19 MB

107 MB

51.88 MB

616.45 KB

15.40 MB

2.63 MB

© Copyright 2026 Inspire-Tech Pte Ltd. All Rights Reserved.
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5.5 Recycle Bin

When you go the Recycle Bin icon™ of a drive and select file(s)/folder(s), you can perform any of these
actions:

Restore Download Permanently Delete*

Intention To restore file/folder into its  To download a copy to To permanently delete and
original location. Local Drive/PC. restore storage space.

Steps 1. Select the checkbox next 1. Select the checkbox next 1. To permanently delete a
to the file name. to the file name. file/folder, select the

checkbox next to the file
name
2. Click the Delete button.

2. Click the Restore button. 2. Click the Download icon.
3. The file(s)/folder(s) will be 3. The file will be

restored in the original downloaded, and a pop- 3. A confirmation window
location. up will appear at the top will be displayed and
right of the browser. upon selecting Okay, the
permanent deletion will
occur.

Alternatively, right-click on  Alternatively, right-click on  Alternatively, right-click on

the file name and select the file name and select the file name and select
Restore from the menu. Download from the menu.  Delete from the menu.
Cj eqsishare Q. Search Current Drive © £ t ¢ @
S Finance > Recycle Bin © | Restore ©
(® Recents
¢ Favourites
Name Deleted On N Deleted By Tag(s) Size
@© Monitoring
a Checked Out v Overview n MSP intro.pptx 25/06/2026 16:52 viErvTEs Restricted 22.33 MB
©) Download
CoWorking Space Comparison.xlsx 25/06/2026 16:41 Restricted 15.50 KB
© Restore
Drives
@ Standard Terms For Services - KANSEO.docx  25/06/2026 15:35 @' Delete Restricted 263 MB
[ Finance
O Annual Report
O Budget
O Claims
O Contracts & Agreement t

*Note: A copy will be reserved in the Admin’s Recycle Bin if your organisation has Admin Recycle Bin
feature turned on by the Administrator.
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5.6 Version History
5.6.1 View File Version

1. Select the file by clicking on the checkbox beside the file name.

2. Click on the More “*icon then select Version History O,

S easishare Q Search Current Drive ) € m ¢ @
© Monitoring
8 . Finance plle b oo E] 88 0
hecked Out
@ CopyPath Move or Copy
Name Modified date Tasls)
Drives
2 share # Rename
> [@ Personal - Mary Lee Annual Report © Preview 24/06/2026 13:27 Y Addto Favourites
i
v (J Finance Monitor
' Budget @ Download 24/0612026 1325 °
® RecycleBin Move or Copy « Create Workflow
Clai 24/06/2026 13:27
O Annual Report o & Rename & Document Tag
O Budget Contracts & Agreement € Delete 2410872026 1336 e
Y CheckOut
Clai Favouri
O Gisoe Financial Statements ¥r AddtoFavourites 24/06/2026 1327
O Contracts & Agreement < Monitor
X Meetings 24/06/2026 14:47 6737 MB
O Financial Statements € Create Workflow
> [ Mestings Sales Invoices @ Document Tag 24/06/2026 13:39 61645 KB
5 O Version History
1} Sales Invoices Overview n MSP intro.pptx _ 25/06/2026 18:34 Restricted 15.40 MB
B CheckOut
© DataUsage < B Standard Terms For Services - KANSEO.docx 24/06/2026 14:21 263MB

3. You may view the version history in the pop-up window and select the options to Preview or
Download the file.

Version History

Uploaded Date Modified Date Modified By z Comments

29/06/2026 11:24 24/06/2026 14:21 Mary Lee

© Preview

@) Download
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5.6.2 Restore Version

At the View Version History pop-up window, click on More “*icon and select Restore along the
respective version you wish to restore to.

Version History

Uploaded Date Modified Date Modified By ize Commen ts
07/07/2026 14:45 07/07/2026 14:45 Karen Joseph 52.69 KB --updated by Web Edit--
07/07/2026 14:44 07/07/2026 12:17 Karen Joseph 45.71 KB
07/07/2026 14:32 07/07/2026 14:32 Mary Lee 48.23 KB

07/07/2026 14:27 07/07/2026 11:16 Mary Lee 47.33 KB © Preview

29/06/2026 11:24 24/06/2026 14:21 263 MB @ Download

5.7 Versions Control

5.7.1 Understanding Check in/Out

When working in a shared environment (like Common Drives or Shared Folders), 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, a new version is created and check in. After the file has been checked
in, other user can use the updated version to continue.

5.7.2 Manual Check Out a File

In some organisation’s implementation, the file is automatically checked out the moment a user opens the
file for editing. See Online Edit section. Assuming you would like to manually check out a file:

1. Select the file you wish to check out.

2. Click on More *** icon then select Check Out 3. Alternatively, you can right-click on the file you want
and select Check Out from the menu.
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= easishare Q searchCurrentDrive © < w o @
© Monitoring
s Finance e b o | @ E] 8 O
ut
Move or Copy
@ CopyPath )
Drives Name . Modified date Tagls) & Rename
are
> (@ Personal - Mary Lee Annual Report © previen 24/06/2026 13:27 Y Add to Favourites
i
v (] Finance < Monitor
' Budget @ Download 24/06/2026 1325
o Create Workflow
® RecycleBin Move or Copy
Claims 24/06/2026 1327 @ Document Tsg
O Annual Report & Rename
O Budget Contracts & Agreement B Delete 24/06/2026 1336 O VersionHistory
B Checkout
- , (6 ceon |
O Ceiny Financial Statements ¥ AddtoFavourites 24/06/2026 1327 —
[ Contracts & Agreement < Monitor
O Financial Statements  Meetines € Create Workflow pszozensar 77 me
. @ Document Tag 24/06/2026 1339 61645 K8

O Mestings Sales Invoices
X O  Version History
O Sales Invoices @ Overview n MSP intro.pptx 25/06/2026 18:34 Restricted 1540 M8

© DataUsage o B Standard Terms For Services - KANSEO.docx 24/06/2026 14:21 263 M8

~
3. A success message will appear. S

4. A checked out icon B wil overlay on the file icon.
5. A new version will be created temporarily and only visible to the user who checked out.

Version History

Version Uploaded Date Modified Date Modified By Comments

01 29/06/2026 11:24 24/06/2026 14:21 Mary Lee

6. You can choose to edit or overwrite the file except rename, move or delete.

Note:

When you or other user are sharing a "checked out” file, the version that is shared will be based on the
version prior to your check out. Even if you have overwritten the current file, as long as the file has not been
checked in, there is no increment of version.
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What does other collaborators see and do when a file is checked out?

1. A lock icon 8 will overlay on the file icon. You may hover over the lock icon to find the name of the
user who checked out the file.

2. Find the previous version details on the Version History.

3. Restricted from performing certain file operations such as edit/overwrite, delete, rename or move a
file that has been checked out.

4. Preview, download, copy and share the earlier versions during the checked out period.

Tip: Shortcut to Checked Out file

1. At the left navigation bar, select Checked Out and you can view the file(s) that you have checked out.
2. Use this shortcut to bring you to the file location or perform check in or discard check out.

=) easishare Q searchAllDrives © ¢ w ¢ @
> &8 Shared
Checked Out B B B o
(® Recents
Y& Favourites
v Name Last Accesse d At Drive Name Location Tagl(s) Size

© Monitoring

' o N v Standard Terms For Services - KANSEO.docx  07/07/2026 15:17 Finance 52.69 KB

Drives

@

© OpenFile Location

® O D

5.7.3 Check In

1. Select the file that was Checked out.

2. Click on More *** icon and select Check In (3. Alternatively, you can right-click on the file you want and
select Check In from the menu.
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Q Search Current Drive

=) easishare

©

> &R Shared
Finance
(® Racents
¥¥ Favourites
Name
© Monitoring
Annual Regort
@ CheckedOwt
Budget
Drives
Claims
l v Finance Contracts & Agreement
U o Financis! Statements

O Annual Report

O Budget

O Caims

O Contracts & Agreement

®

B Standard Terms For Services - KANSEO.docx

& Meetings

Sales Invoices

B OverviewnMSP intro.pptx

@D CopyPath

@ Share

Proview

(Co

Download

Move or Copy

Rename

& % O

Delete

Add to Favourites

Monitor

Create Workflow

S b O %

Document Tag

Version History

& O

Discard Check Out

&

Check In

Modified date

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 1327

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

24/06/2026 1339

25/06/2026 18:34

07/07/2026 14:45

Tagis)
Y
<
€
<@
O
B
B

Move or Copy
Rensme

Add to Favourites
Monlitor

Create Workflow
Document Tag
Version History
Discard Check Out

CheckIn

i

67.37 MB

Restricted

324 M8

1540 M8

52.69 KB

3. In the pop-up window, click Yes Or No. Yes is to retain “Check out” after checking in and No is to
remove "Check out” after checking in. Comment in the Comment text box. Click Okay

Check In

Standard Terms For Services - KANSEO.docx

Retain check out after checking in?

Comments:

Cancel Okay

4. The lock icon on the file will disappear and a success message will appear.

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

users.

Version History

Version Uploaded Date Modified Date
06 07/07/2026 16:34 07/07/2026 16:20
05 07/07/2026 14:45 07/07/2026 14:45
04 07/07/2026 14:44 07/07/2026 12:17
03 07/07/2026 14:32 07/07/2026 14:32
02 07/07/2026 14:27 07/07/2026 11:16
01 29/06/2026 11:24 24/06/2026 14:21

Modified By

Mary Lee

Karen Joseph

Karen Joseph

Mary Lee

Mary Lee

Mary Lee

Size Comments
5346 KB Updated the agreement
5269 KB —updated by Web Edit--

4571 KB

4823 KB

47.33 KB

263 MB

6. Post check in, all actions are available to all users. Any users can choose to perform any file actions as

per normal.
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5.7.4 Discard Check Out

1. Select the file that was checked out by you previously

2. Click on More ***.
3. Click on Discard Check Out (3.

= easishare Q SearchCurrent Drive © € m ¢ @
> &R Shared -
Finance @ b o |7 & o
® Recents
@ CopyPath © MoveorCopy
¢ Favourites
Name 2 Share Modified date Tagls) & Rensme
© Monitoring
Annual Report D Praview 2410472026 13:27 Yr  Addto Favourites
@ CheckedOut
) Download < Monitor
Budget 24/0612026 1325
© Move or Copy & Create Workflow
Drives
Claims & Rename 24/04/2026 13:27 & Document Tag
@ ® Delete
I ; I Contracts 6. Aeraemnt 240672026133 O Version History
@ RecycleBin Financial } 24/04/2026 13:27
nancisl Statements O Monitor ® Checkin
O Annual Report - e
& Meetings € Creste Worktion 24/0672026 14:47 6737 MB
O Budget & Document Tag

© Cisims Sales Invoices (\) Version History 24/06/2026 13:39 324 M8
O Contracts & Agreement & Overview n MSP intro.pptx 25/06/2026 18:34 Restricted 1540 M8
(B Checkin
0o h Standard Terms For Services - KANSEO.docx 07/07/2026 14:45 5269 KB
- M M A . "
4. In the confirmation window, 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

Document checkout discarded
5. The lock icon on the file will disappear and a success message will appear.

6. The “temporary” version number that was created during check out will be discarded.
7. Any users can choose to perform any file actions as per normal. All actions are available to all users.
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5.8 Preview

Office and PDF files can be previewed without having to download.

5.8.1 Full Preview

1. Select the file you want to preview.
2. Click the Preview © icon.

=) easishare Q searchCurrent rive ® &
> 88 Shared
Finance o T - 88
(® Recents @ CopyPath
Y Favourites & Share
Name Modified date Tag(s) Size
Annual Report 24/06/202613:27 24,03 MB
@ Checked Out © Download
Budget Move or Copy 24/06/202613:25 50.67 MB
Drives & Rename
Claims 24/06/2026 13:27 818.18 KB
@ Personal - MLee ¥ Delete
' v [ Finance Contracts & Agreement Yt AddtoFavourites 24/06/2026 13:36 1319 Me
@ RecycleBin Financial Statements O Monitor 24/06/2026 13:27 107 MB
O Annual Report o% Create Workflow
i 24/06/2026 14:47 .88 M
Mestings & Document Tag 51.88 MB
O Budget
I i C fon Hi 24/06/2026 13:39 .
& @ Sales Invoices D Version History 61645 KB
B coedit
O Contracts & Agreement Overview nMSP intro.pptx 25/06/2026 18:34 1540 MB
(3 CheckOut
© DataUsage v B Standard Terms For Services - KANSEO.docx 25/06/2026 15:25 263 MB

The document will appear on the pop-up window. You can scroll, expand/reduce the size as you view
the content. Click on Close button to close the preview of the file.

& Standard Terms For Services - KANSEO.docx

OSOSP STANDARD TERMS AND CONDITIONS FOR PROVISION OF SERVICES

1.

11

DEFINITION AND INTERPRETATION
In these Standard Terms, the following words and expressions shall have the following meanings

Affiliates means any company, partnership or other legal entity (other than a natural person) which from
time to time directly or indirectly Controls, is Controlled by or is under the common Control with, OSOSP,
where “Control” means that OSOSP has the legal power to direct, or cause the direction, of the general
management of the company, partnership or other legal entity.

Agreement means any Service, means the agreement between OSOSP and a Client relating to such
Service, which shall comprise (i) OSOSP Standard Terms, (i) any and all Specific Terms relating to such
Service; (iii) the purchase order, statement of work, job order forms, sales quotations, price simulations (or
equivalent document) and (iv) any other terms or conditions relating to the relevant Service.

Bribe means any offer, promise, give or agree to give any person, or accept or agree to accept from any
person, whether for itself or on behalf of another, any gift, payment, consideration, facilitation payment,
financial or non-financial advantage or benefit of any kind which is illegal or corrupt under any applicable
Law.
E—
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5.8.2 Preview a file with Viewer Permissions

1. Navigate to the Shared In folder under the shortcut of Shared.

2. Select the file and click Preview < .

Cj eGS'iShGre Q Search All Drives © b [ @

v &R Shared
Shared In () Co-Edit & gl
Shared Out

&) ALL KAREN JOSEPH
@ Managed Folders

Name » Owner Expiry Date
@ File Requests
® Recents B Coworking Space Comparison.xisx Karen Joseph No Expiry
V¢ Favourites Q Sales n Marketing Meeting - Weekly Template.docx Karen Joseph No Expiry
© Monitoring

B Standard Terms For Services - KANSEOL.doc Karen Joseph No Expiry

@ Checked Out

Drives
[ Personal - Mary Lee
& Finance
& Regulatory

Talent Management Plan

3. A new window will appear with the preview of the file.

OSOsP STAND{SRD TERMS AND CONDITIONS FOR PROVISION OF SERVICES
1. DEFIN@SN AND INTERPRETATION Q

11 In @% Standard Terms, the following words and expressions shall have the following meanings 5\\\
2 ©

\\)&ffiliates means any company, partnership or other legal entity (other than a natural person) v(hi(‘)\ from

. time to time directly or indirectly Controls, is Controlled by or is under the common Control with;?OSOSP,

22 where “Control” means that OSOSP has the legal power to direct, or cause the direction, of:the general

\5‘ management of the company, partnership or other legal entity. Q\’\
) \\ Agreement means any Service, means the agreement between OSOSP and a Clieﬁfv;relating to such

Service, which shall comprise (i) OSOSP Sta@rd Terms, (i) any and all Specific T\e‘r\ms relating to such
Service; (iii) the purchase order, statement Q\fgwo:k, job order forms, sales quotationS, price simulations (or
equivalent document) and (iv) any other termis or conditions relating to the relevant Service.

Bribe means any offer, promise, giveg?\agree to give any person, or accept or agree to accept from any
person, whether for itself or on behaff of another, any gift, payment, consideration, facilitation payment,
financial or non-financial advantage or benefit of any kind which is illegal or corrupt under any applicable
Law. O

A3

Note:

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

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

2. Click on More °*** then select on Document Tag Picon.

Cj easishare Q Search Current Drive © £ wm ¢ @

> &8 Shared
@® Recents
¥ Favourites
© Monitoring

@ Checked Out

Drives
@ Personal -\
) - Qe
® RecycleBin
O Annual Report
O Budget

O Claims

O Contracts & Agreement

© DataUsag:

)

Finance

Name

Annual Report

Budget

Claims

Contracts & Agreement

Financial Statements

Meetings

Sales Invoices

B OverviewnMsP intro.pptx

v
v é Standard Terms For Services - KANSEO.doox

Modified date

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 13:27

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

24/06/2026 13:39

25/06/2026 18:34

25/06/2026 15:25

5«8 (8o

Move or Copy

Tagls)
Y AddtoFavourites

< Monitor
818.18 KB
13.19 MB
107 MB
51.88 MB
61645 KB

15.40 MB

263 MB

3. Select the tags for the file(s).
4. Click on Apply.

Document Tag

Filename
Overview n MSP intro.pptx

Standard Terms For Services - KANSEO.docx

Confidential Restricted

Sensitivity Confidential

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

Share is not allowed due to policy for

(® documents tagged as: Confidential,
Restricted
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6 Differentiating purpose of Share, File Request & Manage

Besides uploading and managing your own files, you may want to share files and folders within or outside
your organisation. There are different ways you may want to note when using the “Share” function in
EasiShare. Here are the 3: Manage, Share, File Request

Function

Scenarios

Initiator’'s
Actions

Indicators

Recipient's
Receive

Recipient's
Actions

@ Manage
to Collaborate

& Share
for 1-way file sharing

I am working on a project
and want to collaborate
with others to allow them to
contribute files for a project.
We upload and delete files
in the same folder.

Manage the folder and set
permission.

The invitation can be made
to both an EasiShare
account user or one without
an account.

P12

¢ Email notification of the
folder being shared

e Click on link to access
the folder

e Continue to
upload/download files
(subject to the
permission given)

I want to send documents
to my vendor to download.

Share file or folder.

Customise the security
settings when sharing e.g.
OTP, Link Expiry, View Only

il

e Email notification of the
file(s) being shared

e (lick on link to
download or only view
the file(s)

e No upload is allowed

@File Request
for receiving files

I want my partner to upload
their project for my review.

I want the receive proposals
from bidders.

Initial a File Request.

Customise the security
settings when requesting
for file e.g. OTP, Link Expiry,
File Type

e  Email notification of a
request to upload files

e Click on link to upload
the file(s)

¢ No download is
allowed
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6.1 Share
6.1.1 Initiating a Share

1. Select the file/folder(s) you wish to share. You may select multiple file/folder(s).
2. Click on Share &”icon. Alternatively, right click on the file/folder(s) and select £ Share from the menu.

= easishare Q SearchCurrent Ove ° < u ¢ @
> & shared
Finance @ (B - =
© Reconts > CopyPath
¥ Favourites
Name @ dme Modined date Tagts) size
© Mmanitoring © Preview
Ancwal Report 24/06/2026 1327 2403 M8
@ Checked Out @) Download
Budget Mowe or Copy 24/06/2026 1325 5067 MB
Drives # Rename
Claims 24/06/2026 1327 81818 KB
@ Personal - MLee ® Oclete
' v ([ Finance Contracts & Agreement Y AddtoFavourites 24/042026 13:3%4 1319 Mg
@ RecycleBin Financial Statements O Monitor 24/06/202613:27 107 M8
) Aanusl Report % Create Worldiow
Meetit 24/06/2026 14:47 51.88 M
e @ Document Tag e
O Budget
i 24/06/2026 13:39
oG Sates Imvoices O Version History 61645 KB
@ coedn
© Contracts & Agreement Overview n MSP Intropptx 25/06/2026 18:34 15.40 M@
B Checkout
© DataUsage B Standard Terms For Services - KANSEQ.docx 25/06/2026 1525 263 M8

3. Enter the recipient's name and email. Click on . to add the recipient.
Tips: After adding the recipient, the name can still be edited by clicking on the respective fields.

Share 'Standard Terms For Services - KANSEO.docx'

Recipients Export Recipient List I Import Recipient List
(oo

Name ™ Email

Edison Tan /'  CTan@micronsim.ai

-
°
an KerenJoseph

/' Kloseph@xincorp.co

Options Message
Link Expiry @ 20607170000 1 Hi,
orp [ @)

Notification o« Immediate (@ Summary

No.of Attempts Allow @D @ 3

I've shared the agreement and please
review.

Mary

attempts

Share with View only

4

4. Expand the Options and customise the security settings you wish to apply. To find out how each
feature works, refer to Advanced Share Options section.

5. Optional: Enter your message.

6. Click Share.
Note: You may have to select the checkbox if your organisation turns on this notice.

D WARNING: CONFIDENTIAL NOTICE.
This transmission may contain sensitive information. By clicking the checkbox you agree to our Terms and Conditions.
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6.1.2 Accessing the Shared File/Folder(s)

1. Both the recipient and initiator (sender) receive an email notification containing the link.
2. Upon clicking on the link, depending on the recipient's profile, there are 2 possible outcomes:

Has a Registered EasiShare account

Without EasiShare account

Email File(s) shared by Mary Lee File(s) shared by Mary Lee = inboxx
Received On Behalf Of Mary Lee <mlee@xincorp.co>
To Karen Joseph On Behalf Of Mary Lee
tome v
Hi,
Hi,
I've shared the agreement and please review.
Mary I've shared the agreement and please review.
Goto for the following Mary
Standard Terms For Services - KANSEO.docx
Downloac{ Standard Terms For Services - KANSEO.docx(@
ﬂnf“f:'ffa‘:t“e:;;f:f:;;‘:‘°s’e‘x T Link expires on 17 Jul 2026 12:00 AM (UTC+8)
The file(s) has also been shared to: ETan@microsim.ai Number of attempts have been set to 3.
The file(s) has also been shared to: kjoseph@xincorp.co
Powered by easishare
Powered by easishare ™
Link The link will prompt you to sign in and view The link will bring you to a page. Recipient
Destination  the file under your “Shared In" folder. may be required to key in the OTP if this
. option has been selected.
5 eas1shure0
E o || G com 5 easishare,
- Please enter the OTP sent to your Email
(- \
Actions Recipient may view or download the file Similarly, the recipient may may view or
Allowed or based on the options chosen during the download the file based on the options
Additional Share. chosen during the Share.
Security G easishare  a swemione B a ¢ @ ) easishare w o
Settlngs C}V L Shared In 3 8 o ] Share e @ Dcwnloadm ]
CECS n —

v Name = Modified date Fxpiry Date Size
Name

v B Standard Terms For Services - KANSEO.docx 25/06/2026 1525 17/07120260000 263 M8

By stancerd erms For Services KANSEOGocx Mayles

Note: During the duration of Share, if the initiator updates the content, the recipient will see the updated
version if the download is performed after the download.
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6.2 Advanced Share Options

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.

6.2.1 Sharing with Groups

1. Enter the group name and select from the dropdown list. These group name(s) are setup by the
EasiShare admin and consist of users who have EasiShare accounts.

Share 'Standard Terms For Services - KANSEO.docx'

Recipients Export Recipient List Import Recipient List

[De\,{

DevOps

Email

1@ Finance

Options Message

2. When you expand the group name, you can view the different recipients.

Share 'Standard Terms For Services - KANSEO.docx'

Recipients Import Recipient List

Name Email
A ° Finance X
e David Low David.L@xincorp.co
e Donald Lee Donald.L@xincorp.co
0 Mary Lee Mary.L@xincorp.co
Options Message
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6.2.2 Share with Link Expiry

1. Enable Link Expiry.
2. Set the date and time by clicking on the calendar icon.

Options

Link Expiry @ 202607170000 (3
oTP 12 >
11 1
Notification 10 23 13 2
No. of Attempts Alloy & T
2 16
Share with View only 8 4
19 18
7 5
6
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 administrator. If you are unable to enable or disable, it may
be due to your organisation policy settings.

6.2.3 Share with One Time Password (OTP)

1. The OTP in your organisation can be setup for SMS/WhatsApp or Email.
2. If it is SMS/WhatsApp, mobile number of the recipient must be provided when OTP is enabled. If it is
Email OTP, you only need to provide the Name & Email of the recipient.

Recipients

Name M Email OTP add Country Code

Options

Link Expiry

oTP [ @)
Notification

No. of Attempts Allow

Share with View only

Note: This feature may also 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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6.2.4 Receive Email Notifications When User Accessed the File/Folder(s)

Enabling 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.

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 recent period.

Options

Link Expiry

oTP

Notification (D Immediate @ Summary

No. of Attempts Allow c ° 1 attempts

Share with View only

6.2.5 Number of Download Attempts

This option enables you to limit the number of times the recipient can download the file. When the
recipient reaches the limit, no further download is allowed unless the sender initiates another Share.

1. Enable No. of attempts Allow
2. Set the number of attempts the user can download the file
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6.2.6 Share with View or Download Permission

1. Decide if you want the recipient to download or just view the file(s).

2. If you have turned on the Share with View only option, the recipient cannot download the file and
only can view it online. Once the Share expires, the recipient can no longer access the file. When
toggle is OFF, it means the recipient can download the file(s).

Options

Link Expiry

oTP

Notification

No. of Attempts Allow

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 administrator. If you are unable to enable or disable, it
may be due to your organisation policy settings.
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6.3 Edit/Remove Share

There are two ways to edit and remove a share. The file’s original location or the ‘Shared Out’ folder.
There are few possibilities you may perform under the Edit Share function:

e Resend Email to recipient (if they may not receive the previous email notification)
¢ Remove the Share from individual or all the recipients
o Edit selective Options that have been setup previously.

6.3.1 From File’s Original Location

1. Navigate to the file location where you have shared and select the file/folder.
2. Click on Edit Share [ icon. Alternatively, right click on the file/folder(s) name and select (% Edit Share
from the menu.

= easishare Q search Current Drive © < w o @
v & shared @ CopyPath
Finance I @ e 8 o
(8 Shared In /> Share
(& Shared Out Edit Share
Name ate Tagls) Size
@ Managed Folders @ Preview
Annual Report 1327 2403 MB
B FileRequests nual Reporf © Download
© Moveor Copy
(® Recents Budget © 113:25 5067 MB
& Rename
Yt Favourites B -~
Claims © Delete 113 81818 KB
© Monitoring
Contracts & Agreement Yr AddtoFavourites ,13:36 13.19 MB
(@ Checked Out
<> Monitor
Financial Statements 11327 107 MB
o Create Workflow
Drives .
Meetings & Document Tag 114:47 51.88 MB
(& Personal - MLee
Sales Invoices O Versiontistory 1555 61645 KB
) ~ O Finance
@ cokdit
Overview n MSPintro.pptx 11834 1540 MB
& RecycleBin B CheckOut
() Conr et [ Standard Terms For Services - KANSEO.docx 26/06/202610:27 4728 K8

© DataUsage v

3. You may perform the edits or removal of recipients, then Apply Changes.
Note: Modifications will only be applied to the user you have selected.

Edit Share 'Standard Terms For Services - KANSEO.docx'

Recipients
Name ™ Email

; EdisonTan ETan@micronsim.al

o Karen Joseph Kjoseph@xincorp.co

Options
Link Expiry 2026-07-17 00:00 o]
orp

Immediate (@ Summary

e attempts

Notification

«©

®

«©
®

No. of Attempts Allow

SharewithViewonly @

Apply Changes
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6.3.2 From Shared Out Folder

1. Navigate to the Shared Out shortcut under Shared.
2. Go to the recipient's name and select the file/folder.

3. Click on Edit Share (%2 icon. Alternatively, right click on the file/folder(s) name and select 2 Edit Share

from the menu.

) easishare Q Search All Drives ©
v & Shared
Shared Out
(3 Sharedin

@ Managed Folders

e e FoIsoNTAN
@am

< w o @
@ ¢ 6 v Eaitsmm@e: 0]

» Recipient Shared On Expiry Date Size
B File Requests
@® Recents B Standard Terms For Services - KANSEOdocx ~ Karen Joseph 7 17/07/202600:00 47.28 KB
@ Preview
Y Favourites @ Download
© Moritoring € Openfile Location
@ Checked Out @ Delete Share
Drives

@ Personal - MLee
> ([ Finance
O Regulatory

Talent Management Plan

6.3.3 Possibilities in Edit Share

Resend Email

Edit Share 'Standard Terms For Services - KANSEO.docx'

Recipients
Name Email

z EdisonTan

@ rrensosesn

ETan@micronsim.ai

Delete Share
Individually

Kjoseph@xincorp.co

Options

@ 202607-1700:00

Link Expiry & - Adjust Link Expiry
orp [

Notification o«

Turn On/Off
Notification

Immediate (@) Summary

attempts

No.of AttemptsAlow @ @ 3

SharewithViewonly @

Adjust View/

Download Attempts

Note: 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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6.3.4 Delete Share

Besides using the X Delete icon during an Edit Share, a quick way to remove individual recipient from
the Share is to:

1. Navigate to the Shared Out folder.
2. Select the file name under the Recipient’'s name
3. Choose % Delete Share icon or right-click to select & Delete Share.

Cj easishare Q search Al Drives © £ wm ¢ @

v & Shared :
Shared Out o ¢ e 2 2l o
(®) Shared In

AL EDISON TAN KAREN JOSEPH

ALL
@ Managed Folders

ame 0 Recipient Shared On Expiry Date size
File Requests

©® Recents By Standard Terms For Services - KANSEO.docx ~ Karen Joseph 26/06/2026 10:27 17/07/2026 00:00 47.28 KB
Y Favourites @ Preview
@ Monitoring © Download

© OpenFile Location

@ Checked Out
@  EditShare

Drives

@r
> QF

0 Regulatory

@
Q I
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7 File Request to Receive Files
7.1 File Request
7.1.1 Initiating a File Request

1. Go to the Drive which has a File Requests folder.
2. Click on New+ then File Request ) icon. Alternatively, right click and select [ File Request from the

= easishare Q SearchCurent Drive © € w ¢ @
> & Shared
Personal - MLee N New + 8| o
(® Recents
(3 NewFolder
Y Favourites
Name 1~ Modified date Tagls) B WordDocument
@© Monitoring
File R 25/06/2026 11:13 B ExcelWorkbook
6 Checked Out le Requests 2
B PowerPoint Presentation
b MG_16611PG 13/05/2026 13:20 Restricted B FOFForm

Drives .
B Leave Policy.pdf 28/07/2025 17:18 ®  File Request

]_ v (& Personal - MLee
(3 UploadFiles

Recycle Bin B Marketing Budget 2026.pdf 27/02/2026 12:41
hn (D Upload Folder
O File Requests B Marketing Budget Overviewssx 24/06/2026 13:47 17.98 KB
> [ Finance
Standard Terms For Services - ADEO n SONS.docx 24/06/2026 14:21 263 MB
@ Regulatory

Talent Management Plan
GD  Copy Path

(3 New Folder

B  File Request

(B  UploadFiles

Upload Folder
© DataUsage v

3. Enter the title of the file request.
4. Enter the recipient's name and email. Click on % to add the recipient.
Tips: After adding the recipient, the name can still be edited by clicking on the respective fields.

Create a new File Request
Title

Project Central Exchange

Recipients Export Recipient List fl Import Recipient List

Name ™ Email

; Edison Tan /'  ETan@micronsim.ai X

& arenosepn /' Koseph@xincorpco

D@ MMD@

Send Request
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5. Expand the Options and customise the security settings you wish to apply. To find out how each
feature works, refer to Advanced File Request Options section.
6. Optional: Enter your message.

7. Click Send Request.

7.1.2 Uploading files into the File Request folder

1. Both the recipient and initiator (sender) receive an email notification containing the link.
2. Upon clicking on the link, the recipient will be directed to the upload page.
Note: Recipient may be required to key in the OTP if this option has been selected

Mary Lee has requested for file upload for Project Central Exchange

On Behalf Of Mary Lee

tome v

Kindly share the project files in the link provided? Thank you!
Please upload the files here for Project Central Exchange.

Link expires on 31 Jul 2026 12:00 AM (UTC+8)

Powered by easishare ™

3. Simply drag and drop the files into the empty area or click on Upload button.

= easishare w©

Project Meadow Hills

B

» Modified date Tag(s)

4. When files have been uploaded, the sender (initiator) will receive an email notification.
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7.1.3 Initiator’s View of Uploaded Files

1. Either click on the link in the email to be directed to the folder

Dear Mary Lee,

Karen Joseph has uploaded Karen Joseph_Proposal_Central Exchange.pptx

Click here fo access the uploaded file(s) in EasiShare.

Powered by easishare™

2. Or Login to EasiShare then click on the Title under the File Request folder of the Personal drive.

3. Select the files download or perform other file operations.

Cj easishare Q_ Search All Drives ©
v 8 shared
File Requests
(&) SharedIn

[®) Shared Out

v Name N = ExpiryDate
@ Managed Folders
v @ Project Central Exchange 31/07/2026 00:00

& Download

(® Recents
[  Edit File Request

Favourites -
i Revoke File Request

© Monitoring

@ Checked Out

Drives
> (@ Personal - Mary Lee
@ Finance
Q) Regulatory
© DataUsage v

¢ @

[CREN I Revoke File Request {57

Drive Name

Personal - Mary Lee

File(s)

4. When clicking on the Name, it will bring to the folder location and all the files that have been
uploaded can be viewed. The file names will be prefixed with the name of the person who uploads the

files.
Cj easishare Q_ Search Current Folder ©
> &2 Shared
Personal - Mary Lee > File Requests > Project Central Exchange
(® Recents
¢ Favourites
, Modified date Tag(s)
© Monitoring

B Karen Joseph_Hroject Central Exchange_Agreemen... 30/09/202401:20 Restricted
@ Checked Out
By Karen Joseph_Froposal_Central Exchange.pptx 21/11/202321:06 Restricted
Drives
~ (& Personal - Mary Lee

© Recycle Bin

<

O File Requests
l ) Project Central Exchange
) Finance

) Regulatory

Talent Management PI.

© DataUsage v

oo
6o

¢ @

399 MB

4.76 MB
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7.2 Advanced File Request Options

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.

7.2.1 Request with Link Expiry

1. Enable Link Expiry.
2. Set the date and time by clicking on the calendar icon.

Options

Link Expiry @ 202607170000 3
>
ore 1
11 1
Notification 10 23 13 2
22 14
No. of Attempts Allov 9 21 15 3
Share with View only = =
8 19 1
18
7 5
6
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. 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.

4. After the folder expires and a pre-defined number of days set by your administrator, the folder will be
automatically purged by the system. Copy to other folder locations if you like to keep the files.

7.2.2 File request with One-Time Password

1. The OTP in your organisation can be setup for SMS/WhatsApp or Email.
2. If it is SMS/WhatsApp, mobile number of the recipient must be provided when OTP is enabled. If it is
Email OTP, you only need to provide the Name & Email of the recipient.

Recipients Export Recipient List J] Import Recipient List |

Name 1 Email Mobile
® (;en Joseph /' Kloseph@xincorp.com 6587654321
-

Options Message

Link Expiry 2026-07-08 23:59 o)

ore «©

Notification

Send Request
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Note:

1. This feature may also be controlled by your administrator. If you are unable to enable or disable, it may
be due to your organisation policy settings.

2. To enable SMS/WhatsApp OTP, contact number field is mandatory.

3. For Email OTP, there is no need to provide mobile number.

7.2.3 Receive Email Notification When User Upload Files

Enabling notification allows user to know immediately when the recipient has uploaded the file. If this
option is turned on and the recipient upload the file more than once, user will also receive the same
number of notifications.

Immediate: 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 recent period.

Options

Link Expiry

oTP

Notification () PerUpload (® Summary
No. of Attempts Allow attempts

7.2.4 Number of Upload Attempts

This option enables you to limit the number of times the recipient can upload the file. When the recipient
reaches the limit, no further upload is allowed unless the sender initiates another File Request link.

1. Enable No. of attempts Allow
2. Set the number of attempts the user can upload the file

Options
Link Expiry
oTP

Notification

No. of Attempts Allow () ° 5 attempts
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7.2.5 Restrict File Size and File Types

Note: To optimize network performance and security, organizations typically enforce standard limits on
individual file upload sizes alongside a True File Type verification check. Consequently, these advanced
security policies are preset by system administrators and cannot be modified by standard users.

File Size Limit

File Type Restriction

If this policy is not enabled, users can manually configure the maximum File Size limit in MB or GB. For
File Type Restrictions, you can leave the field blank to permit all file types, or select either Allow all
except or Block all except. When listing multiple file extensions, separate each entry with a comma
(e.g., .pdf, .docx).

7.3 Edit/Remove File Request

7.3.1 Edit File Request

1. Navigate to the File Request shortcut under Shared.
2. Select an active File Request Name.

3. Click Edit File Request @ icon. Alternatively, right click on the name and select Edit File Request
from the menu.

Cj easishare Q_ Search All Drives © w ¢ @

v & Shared
File Requests S I

(¥ Shared In

() Shared Out
dame » Expiry Date Drive Name File(s)
@ Managed Folders

' - v Project Central Exchange ~107/202600:00 Personal - Mary Lee 3
- ! &) Download

© Recents B  Edit File Request
¢ Favourites @ Revoke File Request
© Monitoring

@ Checked Out

Drives
@
Q
a

4. Click on Options to adjust some of the advanced settings.
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Edit File Request Resend Ema||

Recipients
Name Email

Kloseph@xincorp.com
an KarenJoseph ph@ P.

| Delete Request
Individually

Options

Link Expiry @ 202607-310000 e I—

orp

Turn On/Off
Notification

Notification @ ® perupload Summary
No.of Attempts Allow @ 1 attempts

File Size Limit [ ]

Adjust Upload
Attempts

File Type Restriction

Apply Changes

5. Click on the Apply Changes button.

7.3.2 Revoke File Request

1. Navigate to the File Request shortcut under Shared.
2. Select an active File Request Name.

Cj eOS'iShOre Q Search All Drives © |t ¢ @

[ Revoke File Request 1 |
File Requests CRRRJN Revoke File Request &7 |
() Shared In
(& Shared Out
e » Expiry Date Drive Name File(s)

@ Managed Folders
' 1 Project Central Exchange - +107/202600:00 Personal - Mary Lee 3
© Download

(® Recents [ Edit File Request

Y Favourites & Revoke File Request

© Monitoring

@ Checked Out

Drives
> [ Personal - Mary Lee

0 Finance

() Regulatory

© DataUsage v

3. In the window, select Revoke.
Revoke File Request

Revoke Request for “Project Central Exchange”?

Note: If file(s) have been uploaded, it remains in the File Request folder even after the Request has
expired or revoked.
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8 Manage Folder to Collaborate
8.1 Manage Folder

8.1.1 Owner Setup Permissions to Share Folder

1. Navigate to the folder you wish to collaborate with other users. Select the folder.
2. Click on Manage @ jcon.

Cj eGS'IShOI’e Q Search Current Drive © € ot ¢ @
> & Shared - o
Finance p | T - 8o
(® Recents
G2 Copy Path
¥ Favourites
© Monitoring 2> Share
Annual Report 2403 MB
@ Checked Out
&1 Download
Budget Move or Copy 5067 MB
Drives Py
Claims Rename 818.18 KB
(@ Personal - MLee & Delete
' v [ Finance Contracts & Agreement s At Favouies 1319 MB
® RecycleBin @ Financial Statements < Monitor 107 MB
O Annual Report & Create Workflow
Meetings 5188 M8
O Budget
Sales Invoices 24/06/2026 13:39 61645 K8
O Claims
O Contracts & Agreement B OverviewnMsP intropptx 25/06/2026 18:34 1540 MB
O Financial Statements
B Standard Terms For Services - KANSEO.docx 26/06/2026 10:27 47.28 KB

© DataUsage v

3. Alternatively, right click on the folder(s) name and select Manage from the menu.
4. Enter the recipient’'s name or the group name.

Manage 'Meetings'

Collaborators

Karen Joseph
Or—TcopypermrssronTronTsnared folders
Name ™ Permission Download Web Edit
@ Andrew Green... Owner o e}
@ Mary Lee Owner ‘ .

v ° DevOps Contributor @ @ () C X

Options

Update Manage @

5. Assign the permission type you wish to give to the user/group.
6. 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.
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7. Click Update Manage to have a quick start to collaborate.

8.1.2 EasiShare User's View
8. When the permission has been granted, the user will receive an email notification.

Mary Lee has shared you a folder
On Behalf Of Mary Lee <sharon@inspire-tech.com>
To Karen Joseph

Dear Karen Joseph,
Mary Lee has shared a Meetings folder with Expiry Date 01 Oct 2026 12:00 AM (UTC+8).

Click here to access in EasiShare.

The folder is shared to :

Powered by easishare™

9. The invited user will see the Shared folder appearing on the Drives. User can perform the file
operations (Create/Edit/Delete/View) according to the permissions granted.
10. Click on the Info ® icon to view additional properties about the folder (Owner, Expiry, etc).

= easishare Q Search Current Drive ® w o e @
> 88 Shared
Meetings ] 88
@® Recents
Y Favourites X
Name » Modified date Tagls) Details
@ Monitoring
20250313 Management Meeting 24/06/2026 15:28
@ Checked Out
20250628 Management Meeting 24/06/2026 14:47
Drives
20250901 Management Meeting 2410612026 1522 (oo
v @ pers Garen Josepht
Meetings
@ RecycleBin 20260624 Management Meeting 24/06/2026 15:18
MaryLee,
Andrew
O Talent Management Plan Greenfields
e futhor
O 20250313 Management M... Yes
O 20250628 Management M... Yes
01/10/2026,
O 20250901 Management M... Cags
O 20260624 Management M... 1GB

8.1.3 Owner Edit and Remove Permissions

1. The steps to edit permission are similar to how a new permission is being created.
2. To remove permission, click on the corresponding Remove X icon.
3. Click on Update Manage to save the changes.
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8.1.4 Collaboration Permission Types
Manage 'Meetings'

Collaborators

or )
Name M Permission Download Web Edit
@ Andrew Green... Owner
@ Mary Lee Owner
Q Karen Joseph Author @ ‘D (:‘ X
Owner
Options Author
Contributor
Reader Update Manage

After selecting the recipient/group name, the default permission is Owner. You need to select the right
permission and set the right privilege before you click on Update Manage.

Permission Type Description

Reader Permission to read, download 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

1. Thetoggle @D button of Download and Web Edit can allow you to customise the privilege.
2. E.g: Even though a Contributor, Author may be able to Download file(s) by default, this privilege can
be turned off which results in the user being only able to contribute files or read files only.
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8.1.5 Customising Options

In some organisations, additional security policies may be imposed by the administrator or the Drive

Owner can decide to set additional criteria when “managing” the folder for collaboration. The options
selected applies to everyone (unlike Share where some options can be customised by each recipient).

Manage 'Meetings'

-~
Q Karen Joseph

Options
Folder Expiry
oTP

Storage Quota
File Size Limit

File Type Restriction

Confidential

Sensitivity

Options
Folder expiry

OoTP

Storage Quota

File Size Limit

File Type
Restriction

Document Tag

Confidential

Author © (: (;‘ X

2026-10-0100:00  [3]

5 @ cs

Update Manage

Purpose

Most projects collaboration may be temporary. It is a good governance to set
folder expiry when an owner invites other team mates to collaborate.

This is only relevant for “external users”, or users without EasiShare registered
account. The OTP provides additional security to make sure the person accessing
the folder goes through an additional verification process since they don't have
any username or password to “login”.

If storage space is limited and you want to prevent “overuse”, you can set a
quota to prevent the space being used up since you may not be able to control
all those you've given permission to contribute files.

Similar to the above, this control may be set on per file level.

For better security controls, you may restrict certain file types which are prone to
malicious malware from being uploaded.

If tagging is necessary and you may want to set a default tag to those who
upload files into this folder,

Note: If you are unable to enable or disable any options, it may be your organisation policy restrictions.
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8.1.6 Collaborating with Departments/Group of Users

1. Enter the group name and select from the dropdown list. These group name(s) are setup by the
EasiShare admin and consist of users who have EasiShare accounts.

Manage 'Meetings'

Collaborators
Or
Name 1 Permission Download Web Edit
@ Andrew Green... Owner @ O
@ Mary Lee Owner @ @
A o DevOps Reader @ () & X
@ Alexis Ma
@ Dennis Yates
@ Eu Seng Han
@ ricoresni
0 Karen Joseph Author @ c () X

Update Manage

8.2 Views and Access

8.2.1 Copy Path — Sharing links

For a smooth day-to-day collaboration, sharing a link on a chat or email is like sharing a shortcut and
your team to can get straight into the file/folder location without having to navigate the folders. The
Copy Path function is only available to "“Managed” folders or Common Drives.

1. Navigate to the file/folder you wish to share with other users who have access to the folder. Select the
file/folder.

2. Click on the Copy Path <> icon.

3. Alternatively, right click on the file/folder(s) name and select Copy Path from the menu.

4. When you share the link, it will be a hyperlink as a shortcut to the file location. E.g.
20250313_Management Meeting
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Cj eGSiShOI’e Q_ Search Current Folder © £ it e @

~ [ Finance
O D Finance > Meetings @ o || 8B o

O Annual Report

lame ol Modified date Tag(s) Size
O Budget
O Claims 20250313_Management Meeting 24/06/202615:28 22.42 MB
(<o)
O Contracts & Agreement . Cepyirtid
20250628 Management Meeting @ 9125 KB
Manage
O Financial Statements
20250901 Management Meeting £ Share 2242 MB
v O Meetings
y © Download
O 20250313 Mansgement... 20260624_Management Meeting 696 MB
Move or Copy
O 20250628 _Management... %
Rename
[ 20250901 Management...
T Delete
O 20260624 Management.. o Add toFavouri
o Favourites
O Sales Invoices & Monitor
& Create Workflow
© DataUsage ~
236.46 MB of 5 GB used @

Note: Users with links but without permission to the folder(s) will not be allowed to access the file(s).

8.2.2 Owner Shared Drive Information
As a Drive owner, you may occasionally want to check your drive capacity and information.

= easishare Q searchCurrent Drive © 4 w0 @

Y Favourites

© Monitoring

Finance o )

@ Checked Out

Name » Modified date Tegls) Details 3
Drives
Annual Report 24/06/2026 13:27
v [ Personal - MLee
@ RecycleBin Budget 24/06/2026 13:25
O File Requests Claims 24/06/2026 13:27 [ oo
& Finance Drive Finance
Contracts & Agreement 24/06/2026 13:36
® RecycleBin My Permission Owner
Financial Statements 24/06/2026 13:27 Downloa Yes
O Annual Report
Ye
O Budget = Meetings 24/06/2026 14:47 ' =
Quot 5GB
® &S Sales Invoices 24/06/2026 13:39 \
O Contracts & Agreement
B OverviewnMsPintro.pptx 25/06/2026 18:34

© DataUsage .

B Standard Terms For Services - KANSEO.docx 26/06/2026 10:27
q
236.46 MB of 5 GB used @

1. Navigate in the Drives and click on the Drive . name
Click on the Arrow icon at the bottom left to display the Data Usage.
3. For general information, click on the Info ® icon.
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8.2.3 Non-EasiShare User’s View

If the folder is being managed to a user who does not have a registered account with EasiShare, there is
no need to login to access the page. The additional security may be the OTP.

Once the user comes to the folder view, he can perform the actions according to the permissions granted.

= easishare W ©

Meetings +

New Folder

i T: Details
Name ™ Modified date ag( Upload Files
20250313_Management Meeting 24/06/2026 15:28 Upload Folder
20250628_Management Meeting 24/06/2026 14:47
20250901_Management Meeting 24/06/2026 15:22 m
Meetings
20260624_Management Meeting 24/06/2026 15:18

Contributor
Yes

01/10/2026,
12:00am

1GB

8.2.4 Remove my Access from Shared folder

If you no longer require the access to the Shared folder which another user had given you permission
previously, you can remove it from the list on your own.

1. At the Drives list, right-click on the Shared folder and select Remove My Access.
2. You will be prompted to confirm by typing in Remove
3. Click on “Yes,remove” button.

> & Shared
Meetings
@ Recents
¢ Favourites & in Remove My Access
@ Monitoring @ Hide

: Are you sure you want to remove your access from ‘Talent
Move Up Management Plan’ ? You will be no longer able to access it.

Category > ¢ Type Remove ntunue
Drives
GD Copy Path .
Personal - Karen Jg
Remove My Access
v Meetings — 4 Cancel Yes, remove

@ Checked Out
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9 Monitor

S

This 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 Shared folders. You may see different options when you monitor a file or folder.

9.1 Monitor a file/folder

1. Select the file/folder you wish to Monitor.

2. Click on More *** icon then select Monitor <. Alternatively, you can right-click on the file you want

and select Monitor from the menu.

= easishare Q searchCurrent Drive ©
> & Shared
Finance
(® Recents
¢ Favourites
Name
@©) Monitoring
Annual Report
@ Checked Out nnualRepor
Budget
Drives
Claims
@
' v [ Finance v Contracts & Agreement
® RecycleBin

Financial Statements

O Annual Report

& Meetings
O Budget
=@ Sales Invoices
O Contracts & Agreement Overview n MSP intro.pptx
© DataUsa . [3 By Standard Terms For Services - KANSEO.docx

o
0

> Copy Path
Manage

Share

E ¥ ®

Download

O

Move or Copy

Rename

& >

Delete

Y  Add to Favourites

o& Create Workflow

@wwc—:@E] 8 o

Modified date Tag(s)

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 13:27

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

24/06/2026 13:39

25/06/2026 18:34 Restricted

07/07/2026 16:20

© MoveorCopy

& Rename

Y% Add to Favourites

of Create Workflow
818.18 KB
1319 MB
107 MB
67.37 MB
324 MB

15.40 MB

5346 KB

3. In the selection window, choose the Change Type* you want to monitor. (Multi-select allowed)

Folder

File

Monitor 'Standard Terms For Services - KANSEO.docx'

Change Type

Modified
Deleted
O Unlocked

O Share Changed

Email Notification Alert

Frequency Immediately
When Anything changes @

@ )

4. Select the Frequency* and When* (what circumstance) the file is being changed.

Monitor 'Contracts & Agreement’

Change Type

New Uploads
File Modified
O File Deleted
O File Unlocked
O Share Changed

(O Manage Changed

Email Notification Alert

Frequency Immediately

When Anything changes

e P
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5. Click on Monitor button.

6. An 8 icon will appear on the file that has been monitored.

= easishare Q search Current Drive © € w ¢ @
> & Shared
Finance @ B o
(® Recents
Yt Favourites
Name » Modified date Tagls) Size
© Monitoring
Annual 24/06/2026 13:27 4,03 M
8 CheckedOut nnual Report 2403 MB
Budget 24/06/2026 13:25 50.67 MB
Drives
Claims 24/06/2026 13:27 818.18 KB
' . Finance Contracts & Agreement ) 24/06/2026 13:36 13.19 MB
@ RecycleBin Financial Statements 24/06/2026 13:27 107 MB
O Annual Report
& Meetings 24/06/2026 14:47 67.37 MB
O Budget
Sales Invoices 24/06/2026 13:39 324 MB
O Claims
O Contracts & Agreement B OverviewnMsPintropptx 25/06/2026 18:34 Restricted 15.40 MB
B Standard Terms For Services - KANSEO.docx L) 07/07/2026 16:20 5346 KB

7. Shortcut Quick Access: You can view all the files you have monitored by clicking on Monitoring at the
left navigation.

Cj eGS'IShGre Q_ Search All Drives ® o£ lm ¢ @
> &8 Shared
Monitoring (=8 Edit Monitor &
(® Recents
Y¢ Favourites
' Name » Drive Name Location Change When Frequency
v Contracts & Agreement Finance Anvthing changes New Uploads, FileModi...  Immediately

@ Checked Out
© OpenFile Location

B Standard Terms For Services - KANSEO.docx ~ Finance changes Modified, Share Changed  Immediately
. @ Edit Monitor
Drives

@

Q
Q
C]

8. If you like to view the file, you can select the file and right click to select Open File Location.

*Change Type, Frequency & When to be explained in next section.

Note:

1. You can modify your selections or stop monitoring at any time by selecting the file/folder and choose
the Monitor function in the respective file/folder location or use the Edit Monitor.

2. You only have visibility over the file/folder you are monitoring but not what other users are monitoring.
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9.2 Options to Monitor

Option Description

Change Type for File

Modified When the file has been overwritten

Deleted When the file has been deleted

Unlocked When the file is Discard Check Out or have been Check In
Share Changed When the file was shared

Change Type for Folder

New Uploads When new file has been added to the folder

File Modified When any file within the folder has been overwritten

File Deleted When any file within the folder has been deleted

File Unlocked When any file within the folder has been unlocked

Share Changed When any files within the folder was shared

Manage Changed When the folder permission has been updated by other owner(s)
Frequency To control when you will receive an email notification

e Immediately
e Daily (Default: 9AM)
e Weekly (Default: Monday at 9AM)

When Available selection:

¢ Anything changes

e Someone else made changes

e Any changes to a document created by me

e Someone else made changes to a document created by me
¢ Someone else changes to a document last modified by me

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

2. Click on More “** icon then select Monitor <. Alternatively, you can right-click on the file you want
and select Monitor from the menu.

3. Click on Stop button .

4. The &8 icon will be removed from the view.
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10 Workflow

S

This is useful in an organisation that requires sharing requests of certain documents to reviewed. A
workflow can be initiated by the Owner of the drive. By setting a workflow, you are preventing any
file/folder to be shared without seeking permission from one (or many) of the owners.

10.1 Owner Creates Workflow

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

2. Click on More *** icon then select Create Workflow €. Alternatively, you can right-click on the file

you want and select Create Workflow from the menu.

= easishare Q_ Search Current Drive )
> & Shared
Finance G2 CopyPath
Recents .
®© @& Manage
Y¢ Favourites
Name &> Share
© Monitoring @ Download
Annual Report
@ Checked Out © MoveorCopy
Budget & Rename
Drives W Delete
Claims
@ Y¢  AddtoFavourites
' v [ Finance Contracts & Agreement O Monitor
i € Create Workflow
© RecycleBin v Financial Statements

O Annual Report
% Meetings

O Budget
O Claims Sales Invoices
B @it gEmnat B OverviewnMsPintropptx

B Standard Terms For Services - KANSEO.docx

Modified date

24/06/2026 13:27

24/06/2026 13:25

24/06/2026 13:27

24/06/2026 13:36

24/06/2026 13:27

24/06/2026 14:47

24/06/2026 13:39

25/06/2026 18:34

07/07/2026 16:20

®|| &

Tagls)

Restricted

S}

Move or Copy

@)

Rename

Add to Favourites

Monitor

B0 % D

Create Workflow

818.18 KB

13.19 MB

107 MB

67.37 MB

324 MB

15.40 MB

53.46 KB

3. In the pop-up window, select the workflow type (if folder is being selected) and click Proceed.

Workflow

Select workflow type:

® Share Manage Folder

oo L

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

5. Select the Assignee name(s).

6. Click on Create Workflow button.
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Share Approval Workflow
Financial Statements

Approval Type
@ Everyone must approve Anyone can approve

Assignee(s)

10.2 Owner Edits Workflow
1. Select the file/folder you wish to edit a workflow.
2. Click on More *** icon then select Edit Workflow €. Alternatively, you can right-click on the file you

want and select Edit Workflow from the menu.
. . . € . . .
3. Another way is to click on the Workflow icon at the top right of the page. Hover on the right side
of the file/folder name and you will see the Edit Workflow & Delete icon. Click on Edit Workflow.
4. Repeat the same steps as "Create Workflow".

10.3 Delete Workflow

€
1. Click on the Workflow icon at the top right of the page.

Cj ecsishare Q_ Search Current Drive © @ ot ¢ @

Manage Workflows

(@ Personal - Mary Lee
' . u Finance Finance Financial Statements
® RecycleBin
Contracts & Agreement
Name » Mod P Foder
O Annual Report Ori
O Budget Annual Report 24/06/2026 13:27 2403 MB
O Claims
Budget 24/06/2026 13:25 50.67 MB
v [ Contracts & Agreement
Claims 24/06/2026 13:27 81818 KB
O Customers Contracts
O Templates Contracts & Agreement 24/06/2026 13:36 13.19 MB
e tncalStaiznents Financial Statements 24/06/2026 13:27 107 MB
O Meetings
4 Meetings 24/06/2026 14:47 6737 MB
O Sales Invoices
O Regulato Sales Invoices 24/06/2026 13:39 324 M8
fanagement PI B OverviewnMsPintropptx 25/06/202618:34  Restricted 15.40 MB
3 i v tandard Terms For Services - KAN! .docx /077 . 53.46 KB
© DataUsage s Terms For S SEO 07/07/202616:20

2. Alist of workflow will be displayed, hover on the right side of the file/folder name and you will see the
Edit Workflow & Delete icon.
3. Click on the Delete icon.
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S

10.4 User Checks Pending Approvals and Remind Approvers

1. User shares or manage a file/folder. A window will remind the user that an approval request will be sent

before they can Proceed.

2. Refer to Initiating a Share & Manage Folder to complete the steps to Share/Manage folder.

Manage Folder approval request will be sent to the

following user(s):

Q e

° Andrew Greenfields

Recipient(s) will be added to this folder when Any the users(s) above
approve the request

3. To check on workflow items pending for approval, click on Review Approval Requests el icon at the

top right then click on Pending Approval.

@)+ v o @

Review Approval Requests

oo
For Your Approval Pending Approval @ oo
2 Contracts & Agreement v

Drive: Finance

Location: Contracts ... &

MB

Recipient(s) Karen Joseph, A...

Shared by:

Initiated on: 08/07/2026 01:45

Link Expires on: 08/07/202601:48 MB

OTP. No

View only. No

Download

Attempts Not set KB

Review Approval Requests
N&uw 23 [6)
®  Contracts & Agreement O
° Mary Lee Pending @
° Andrew Greenfields Pend ® 1B

24/06/2026 13:25 50.67 MB

4. To send a reminder, click on the arrow then click on the email icon.
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10.5 Approvers Approve or Reject with Comments

1. To review a Share Request, navigate to Review Approval Requests e icon at the top right then click
on For Your Approval.

2. Select Approve or Reject.

Review Approval Requests

g Contracts & Agreement [ (9

3. If Reject was selected, enter a reason for the rejection for the user.
4. Click on OK .

Reject Approval Request

Comments:

Not recommended to share. @
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11 Online Editing

Note: This feature is only available if your organisation has OnlyOffice license.

When you click on the file name, it will launch a separate browser window with the Office Editor. The
editor supports Word, Excel, PowerPoint and PDF document editing.

=) easishare @

= ONLYOFFICE R © o = Overview n MSP intro.pptx L

File Home Insert Draw Design Transitions Animation  Collaboration  View @) Q

Users who are editing the file

Q
Y v q g o Mary Lee
/hat is Enterprise File Security?
= Q Karen Joseph
® COSO ERM q
""" Framework!
A
5 "
* . Click to add notes
To co-edit:
oy ¢
1. User must choose Co-Edit instead of Check Out from the menu.
= easishare Q Search Current Folder © € w0 @
> & Shared
Finance > Financial Statements o e|d || g |- 8B o
(® Recents
© ™m C
Y Favourites © Moveor Cony
Name » Modified date Tagls) & Rename
@© Monitoring
& CheckedOut B Finance Statements 2024.pdf 24/06/2026 14:43 Restricted ¥¢ AddtoFavourites
< Monitor
b Finance Statements 2025.pdf 27/02/2026 12:41 Restricted
. o% Create Workflow
Drives
v B Finance Statements 2026.pdf 08/07/202603:20 Restricted & Document Tag
@
O Version History
[ Finance
[@ co-Edit
Re le Bil
L (D [ CheckOut
O Annual Report
O Budget
O Claims

2. The subsequent user must also choose Co-Edit to edit on the file.
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Finance Statements 2026.pdf Finance Statements 2026.pdf
Comment  Collaboration  View Comment  Collaboration  View

S pO— M
7 Calgen Foﬁa Supplies T

ﬁncome Statement (Service) For the Yeaﬁ
i

.ncome Statement (Service) For the Yeal.

Ended December 31, 2025 (. Ended December 31,2025 |
Service revenue $3,000 Service revenue $3,000
Operating Expenses: Operating Expenses:
Depreciation expense M Depreciation expense 100
Wages expenses 1200 Wages expenses 1,200
... Supplies expenses 60 . Supplies expenses_ 60
Total operating expenses 1,640 Total operating expenses 1640
Operating Income 1,500 Operating Income 1,500
Other Item Other Item: :
Interest expense 40 Interest expense 40
Pretax income Pretax income
1.350 1.350
Income tax expense 405 Income tax expense 1405
Netincome 945 Netincome $945

3. When editing & saving is completed, the first user who initiates the co-edit action will be recorded in
the Version History upon saving the edited file. Under the comments, there will be an indication that

the updates is performed by Web Edit.

Version History

( 02 08/07/2026 03:20 08/07/2026 03:20 Mary Lee 445.30 KB ~-updated by Web Edit-- ) ..

01 24/06/2026 14:43 24/06/2026 14:43 Karen Joseph 365.17 K8
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12 Customising User Experience
12.1 Shortcuts

There are various shortcuts to get to your most Recent used files, Favourites, Monitored, Checked Out
or Shared files, etc. This section elaborates some of the shortcuts to save you time from having to click
through nested files and folders to find the same content.

From This View To This View
' > & Shared
@ Recents ' o
(® SharedIn

iﬁr Favourites

© Monitoring (Rl Files & Folders that you have shared

@ Managed Folders | OF been shared. When expanded,
@ Checked Out

File Requests

Drives @ Recents
Vel ‘;ﬁr Favourites
Q . @ Monitoring
g ‘ (5 Checked Out
Drives
3 Pining "Drives/Folders” allow you to get to
L your frequently used folders quickly.
)|> o |
Your Drives Apply Categories to color-code folders
and organize your workspace visually.
g

12.1.1 Shared

Refer to the various sections under Share, File Request, Manage Folder on how to perform the actions.

If you have shared files or folders, navigate to these sections to view activity details or manage access
permissions (such as editing or revoking access). Additionally, you can use the Open File Location
shortcut to jump directly to the original source location of any shared item.

12.1.2 Recents

Recently accessed files can be found in Recents. You can Preview, Open File Location or Delete the file
directly from this view.
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12.1.3 Favourites

S

Locating frequently accessed and deeply nested files and folders can be time consuming. It is made easier
by putting them on favourites.

1. Go to the file/folder name and hover near the end of the column and a star ¥ icon will appear. Click
onitand a filled icon * will indicate it has been added to the Favourites.

= easishare

Drives
@
® RecycleBin
O File Requests
[ Finance
® RecycleBin
O Annual Report
| v O o
O 2025
0O 2026
O Claims
O Financial Statements

v [ Meetings

Q Search Current Folder ©

Finance > Budget

Name ~
2025

2026 e

Modified date

24/06/2026 13:25

24/06/2026 13:25

Tag(s)

Size

2533 MB

25.33 MB

oo
oo

2. When you navigate to the Favourites folder, you can view a list of files/folders that are residing in
different folder locations.
3. You can select the file/folder name and click on Open File Location to bring you quickly to the
file/folder and save you time to click through deeply nested folders.

=) easishare

> & Shared
(® Recents

Y¢ Favourites
;.

@© Monitoring

@ Checked Out

Drives

=]
Q
@

v 2026

Q_ Search All Drives (O]

Favourites

Name » Modified date
2026 24/06/2026 14:13
24/06/2026 13:25
05/11/2025 15:45

3.1125_FinanceSubmission

b Annual Report 2025.pdf 05/12/2025 14:51

Drive Name

Finance

Finance

Regulatory

Finance

- (D

Location Tas(s)
Sales Invoices
Budget
3% Remove Favourite

€ OpenfFile Location

Annual Report

4. To Remove Favourite: In the Favourites folder, select the file/folder name and click on the Remove
Favourite icon. In the file location, click the filled % icon again to remove it.
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12.1.4 Monitoring

Refer to the Monitor section on how to set up file/folder monitoring. This Monitor shortcut allows you to
track and housekeep your monitored files. From here, you can update your monitored list, remove items,
or use Open File Location to jump directly to a file's source folder.

12.1.5 Checked Out

Refer to the Versions Control section on how files are checked out. This Checked Out shortcut allows you
to track all the files currently checked out by you. Use this space to review your active files and clean up
your workspace. From here, you can Check In, Discard Check Out, or use Open File Location to jump
directly to the source folder.

12.2 Organising and Prioritising Drives & Folders

If you have multiple Common Drives and Shared Folders, the list can become overwhelming. You can use
organise and prioritise your folders by Pin, Hide, or moving them up and down. You can assign
Categories to colour-code them for quick recognition.

Cj easishare Q search Current Drive © L] w ¢ @
> & Shared
Finance Al New + N
(® Recents
Y& Favourites
Name » Modified date Tagls) Size
@© Monitoring
Annual Report 24/06/2026 13:27 24,03 MB
@ Checked Out
Budget 24/06/2026 13:25
Drives Drives D 1
Clsims ] rives
- L Claims
' v O Finance Financial St =
- " 1} —_ Inaneial-Statame .
< Pin ' ~v—{J Finance ) FinancietStatement Pinned
& RecycleBin % Meetins
" 25
Hide 2 Pin
O Annual Report ® RecycleBin £ Meetings
Move Up Sales Invoic O Hide
> O Budget O Annual Repo
Move Down .
’ B overviewn Sales Invoices ricted
O Claims Move Up
Category > > O Budget
O Financial Statem Move Down o H
@ CopyPath &) @ VISP it Your Drives
Category |
O Financial Sta B
G2 Copy Path NONE —

v

.

1. Right-click on the Drive/Folder name “Finance”.

2. The Finance drive gets moved into the "Pinned"” section.
3. Right-click on the Drive/Folder name.

4. Select Category and choose the color.
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13 Access Review (for Drive Owners)

In the section of Manage Folder, owners can invite other users to collaborate in their folders. To maintain
strong data governance and security, system administrators periodically initiate an Access Review to
clean up outdated folder permissions.

1. When a review is required, folder owners will receive an email notification.

a Permission List.csv

B 477 bytes

v

Dear Mary Lee,

As an Owner of managed folders mentioned in this email attachment, you are required to review permissions under your managed folders for audit purposes.

P\eas gm’the permissions.

Thank you.

Powered by easishare™

2. Using the link in the email, the user can come straight to the Managed Folders Access Review page or
click on name and select Review Permissions.

Cj eGS‘iShGre Q_ Search All Drives © lt ¢

@ About
> & Shared € Account Settings
Managed Folders Access Review

(® Recents

Y Favourites Drive ot Undated B retion B signout

© Monitoring )
Finance NotStarted
@ Checked Out

Drives
@ Personal - Mary Lee
() Finance
0 Regulatory

Talent Management Plan

3. Click on Review button and a window will display the list permission granted.

Managed Folders Access Review

Drive Path Folder Name Permission Download Web Edit Assigned Date Last Reviewed Date Action

aren Joseph Finance/Meetings Meetings Author Yes Yes 07/07/2026 21:05 Delete Ret: e

Ceoncel m

4. Scroll to the right and select either Retain or Delete, then click on Submit button
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