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GETTING STARTED

Your File Sync Tool allows you to share files and folders across your devices, and helps you col-
laborate and share content with others. Using the system, you can

« Collaborate with members of your organization, as well as with people outside of your organ-
ization;

« Manage file revisions and versioning;
« Audit and track your files;
o Share files and folders through email with the Outlook add-in; and

Back up and restore important files.

This User Guide will help you set up and use the system, and will provide you with the information
you need to incorporate the system'’s toolset into your daily work activities.

How to Log in to the Web Portal
When a user account is first created for you, you will receive a Welcome email from your admin-
istrator, providing you with important information to help you get started using the system. For

example, your email might include a link to the web portal, a username (or an email address), and a
password.

1. Navigate to the URL listed in your email (for example, https://www.syncedtool.com).
2. Enter your username (or email) and password.

3. Click the Log In button.

X Login

Username/Email:

Password:

Forgot Password?

Mot your arganization?

You now have access to the system.
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How to Manage Account Settings

In the web portal, you can update your account settings, including your name, email address, and
password. You can also set up advanced settings, such as Two-Step Authentication, quota alerts, and
WebDAV access.

To manage account settings:

1. Click the Logged In As button in the web portal.

1 Loggedin as End User B Download

The Account Settings page displays.

& Account Settings

First Name Jane Gl *
Last Name Brown

Email

Change Password

Two-step authentication @ Disabled

Mobile Phone Number [7]

Language (7] [ ]

Timezone (7] | M

WebDAV Access? v

Email me when | reach ! 50% ofquota ! 80% ofquota ) 85% of quota

! 90% ofquota || 95% ofquota || 100% of quota

oves. | [

2. Inthe Account Settings page, you can update account information, including:
a. Use the First Name field to update your first name.
b. Use the Last Name field to update your last name.

c. Use the Email field to update your email address.
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d. Click the Change Password link to change your password.
e. Use the Mobile Phone Number field to change your mobile phone number.

f. In the Language drop-down menu, select your preferred site language,which controls
the language settings displayed in the web portal and mobile apps, as well as number
formatting. Leave this field blank to use the default language set for the system, which
you will see displayed when you hover over the blue Question icon.

g. Inthe Timezone drop-down menu, select your preferred timezone, which affects dates
and times displayed across the system. You can also leave this field blank to use the sys-
tem default, which you will see displayed when you hover over the blue Question icon.

3. Optionally, in the Two-Step Authentication section, click the Enable button to enable Two-
Step Authentication. Two-Step Authentication adds an extra layer of security to your account.
Each time you log in to the web portal, or register a desktop client, the Outlook add-in, or a
mobile device, you will be prompted to enter an authentication code. This code will be
delivered to you through a mobile app, a text message, or an email, depending on your set-
tings. For more information, please reference the How to Configure Two Step Authentication
section of this guide.

4. Optionally, click the WebDAV Access checkbox to enable WebDAV access.

WebDAY Access?

Email me when | reach [0 50% of quota U 80% of quota () 85% of quota
[0 90% of quota ) 95% ofquota ) 100% of quota
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5. You can also use the Email Me When | Reach checkbox fields to configure alerts when you
reach a certain percentage of quota.

Email me when | reach D 50% of quota [ 80% of quota  [J 85% of quota
) 90% of quota [ 95% of quota | 100% of quota

6. Click the Save button when you are finished making changes to your account.

How to Configure Two-Step Authentication

In the web portal, you can optionally configure Two-Step Authentication for your account. In some
instances, your administrator might require that you set up Two-Step Authentication.

Two-Step Authentication adds a second verification step when you log into the web portal, or
register the desktop client, the Outlook add-in, or a mobile device. With Two-Step Authentication,
you will be sent an authentication code through an Authenticator Mobile App, text message, or
email, depending on your selected configuration. You must then enter this authentication code—
along with your username and password—before you can access the web portal, or register the
desktop client, the Outlook add-in, or a mobile device.

Two-Step Authentication can be configured in one of two ways.

« You can optionally configure your own Two-Step Authentication settings in your Account Set-
tings page.
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« Administrators can also require the use of Two-Step Authentication for your organization. If
your administrator has turned on this policy, you will be prompted to configure your own Two-
Step Authentication settings as soon as you log in to the web portal.

Configuring Two-Step Authentication
To configure Two-Step Authentication:

1. Click the Logged In As button in the web portal.

4 Logged in a2 End User oy

The Account Settings page displays.

Account Settings - My Account

Organization: Default Crganization

View User Dashboard

£ Account Settings

Crganization - Default Organization ¥

First Name
Last Name
Email
Change Password

Two-step authentication @ Disabled ENABLE

Mobile Phone Number [7]

Shared Quota? [7]

Individual Space Quota

WebDAV Access?

Email me when | reach

1« Organization is using 14.11G of 1000.00G

GB

&

) 50% of quota () 80% ofquota ) 85% of quota
) 90% of quota ) 95% ofquota L) 100% of quota

coce. | |
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2. Inthe Two-Step Authentication section, click the Enable button.

you are required to set up Two-Step Authentication, you will be prompted to con-

Note: Your administrator might require that you use Two-Step Authentication. If
figure an authentication mode when you log in to your account in the web portal.

You will be redirected to the Enable Two-Step Authentication page.

Two-Step Authentication

{3 Enable Two-Step Authentication

Authentication Mode ® Authenticator mobile app
(1 Text message

() Email
Current Password

Confirm Password

el

3. Inthe Authentication Mode field, select the delivery method through which you want to
receive your authentication code. You can choose from Authenticator Mobile App, Text Mes-
sage, and Email.

Note: If you select Authenticator Mobile App as your delivery method, you must

install an authenticator app of your choice, such as Google Authenticator,
Amazon AWS Virtual MFA, or any of the many other TOTP-compatible apps avail-
able for download.

4. Inthe Current Password field, enter your password.
5. In the Confirm Password field, confirm your password.

6. If you selected Text message as your delivery method, you will also be prompted to enter your
mobile phone number.
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7. Click the Submit button when you are finished. You will be redirected to the Confirm Two-Step
Authentication page, which will vary based on your selected delivery method.

a. If you selected Authenticator mobile app as your delivery method:

Save the Backup key that is listed in the confirmation page. You will need this key
if you need to recover access to your account.

. On your mobile phone, install a mobile authenticator app, such as Google

Authenticator, Amazon AWS Virtual MFA, or any of the many other TOTP-com-
patible apps available.

In the mobile authenticator app, create an account, and enter the secret key to
confirm your identity, which you will find listed in the Confirm Two-Step Authentic-
ation page. A few mobile authenticator apps, such as Google Authenticator, will
allow you to scan the barcode to confirm your identity.

In the web portal, enter the authentication code provided by your authenticator
app in the Authentication Code field.
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v. Click the Submit button when you are finished.

Two-Step Authentication

£ Confirm Two-Step Authentication

Step 1

Important: Save this backup key now! If you find yourself unable to provide authenticaton codes this will be required to recover access o
your account.
Your backup key:

NVRU6YSDNZEVSZJV

Step 2
Configure your authenticator app:

1. Install an authenticator app, such as Google Authenticator, Amazon AWS Virtual MFA, or any of the many other TOTP-compatible apps
available.

2. Add a new account.

3. Use the app to scan the barcode below or enter your secret key manually.

Your secret key:

PJ2EG3CPNZXE63DDGZRDSULTKRGTST3L

Step 3

Enter an authentication code provided by your authenticator app below.

Authentication Code :

SYCTRNN suourr |

b. If you selected Text message as the delivery method:

i. Save the Backup key that is listed in the confirmation page. You will need this key
if you need to recover access to your account.

ii. You will receive a text message with an authentication code. Enter that code in the
Authentication Code field.
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iii. Click the Submit button when you are finished.

Two-Step Authentication

£ Confirm Two-Step Authentication

Step 1

Important: Save this backup key now! If you find yourself unable to provide authenticaton codes this will be required to recover access to
your account.

Your backup key:

GF2TON2DGFAWEZST
Step 2

A text message containing an authentication code has been sentto you. Enter the code below to confirm and enable two-step authentication.

Authentication Code :

RE-SEND AUTHENTICATION CODE CANCEL m

c. Ifyou selected Email as the delivery method:

i. Save the Backup key that is listed in the confirmation page. You will need this key
if you need to recover access to your account.

ii. You will receive an email with an authentication code. Enter that code in the
Authentication Code field.

iii. Click the Submit button when you are finished.

& Confirm Two-Step Authentication

Step 1

Important: Save this backup key now! If you find yourself unable to provide authenticaton codes this will be required to recover access to
your account.

Your backup key:

JRJUENKHGBLWEMSL
Step 2

An email containing an authentication code has been sentto you. Enter the code below to confirm and enable two-step authentication.

Authentication Code "

'RE-SEND AUTHENTICATION CODE CANCEL m

Accessing the Web Portal

After your Two-Step Authentication settings are configured, you will be prompted for a second step
authentication code each time you log in.
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Note: Authentication codes are only valid for a limited amount of time. Make sure you
enter your validation code promptly.

If you are ever unable to provide the correct authentication code, you can use the Backup key to
recover your account.

1. Inthe Login page, click the Unable to access authentication codes link.

Linable to access authentication codes?

The Account Recovery page displays.
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L Account Recovery

Enter your email and backup key below to disable two-step
authentication for your account. Once disabled, you may log in
using only your user name and passwaord.

Email:

Backup key:

2. Inthe Account Recovery page, enter your email address as well as the Backup key that was
saved when you first configured your verification settings.

3. Click the Submit button when you are finished. When Two-Step Authentication has been dis-
abled, you will be able to log in using just your username and password.

Registering the Desktop Client

When registering the desktop client for the first time, you will be asked to enter an authentication
code.

1. If Two-Step Authentication has been enabled for your organization or for your user account,
you will be prompted to enter an authentication code at the time of registration.
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@ (& Registration Wizard

Two-Step Authentication

Authentication Code:

Unahble to access Authentication Codes?

Next || Cancel

2. After you receive your authentication code, enter the authentication code and press the OK
button. You can then complete the registration process.

Registering and Accessing Mobile Apps

When accessing your mobile app for the first time, you will be prompted to enter an authentication
code. You will also be asked to configure a passcode (also called a PIN if you are using an Android

device) when you access your mobile app at subsequent sessions.

1. If Two-Step Authentication has been enabled for your organization or for your user account,
you will be prompted to enter an authentication code at the time of initial registration. Enter

the authentication code and press the OK button.
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Twao Step Verification Code

Entter the verification code provided by your authenticator app
below to log in.

Authentication cade

Cancal

Image of the Android App Two Step Authentication Prompt

Enter authentication code
provided by your
authenticator app:

Cancel

BE e o e

Image of the iOS App Two Step Authentication Prompt

2. fTwo-Step Authentication has been enabled for your entire organization, you will also be
asked to configure a passcode (for your iOS device) or a PIN (for your Android device). At
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subsequent sessions, you will be prompted to enter this PIN or passcode when you access your
mobile app.

Note: If Two-Step Authentication has been turned on only for your user account
@ (either by you or by your administrator) you will not be required to configure a
passcode or PIN.

a. On an Android device, you will be directed to the Settings page. Select Require PIN.

Require PIN
Rastrict access: 1o this app with a PIN,

You will be prompted to enter a PIN.
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Enable PIN

b. Alternatively, if you are using an iOS device, you will be directed to the Settings page.
Select Use Passcode.

Use passcode (/I

A passcode helps protect your data by
prompting you with a 4-digit code when

entering the app.
Require immediately \_
Timeout 1 minute >

'Require immadiately’ forces the presentation of

passcode entry even if you leave the app for
just a momant.

Erase Data (

L
'Erasa data’ will remove data from the phona
and log you out after 10 failed passcode entry
attempls.

Save
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You will be prompted to enter a Passcode.

wa0o0 KTAT = 127 PM %
SetPasscode  Cancel

Enter your passcode

1 2 3

ARG DEF

4 5 6
GHI JEL MMO

7 8 9
P2RS TUW WXY2Z
0 a

c. When accessing the mobile app in the future, you will be prompted to first enter this PIN

or passcode.

Registering and Accessing the Outlook Add-In

When accessing the Outlook add-in for the first time, you will be prompted to enter an authen-
tication code. You will also be prompted for an authentication code when opening a new Outlook

session, or when changing your add-in credentials.

If Two-Step Authentication has been enabled for your organization or for your user account,

1.
you will be prompted to enter an authentication code when you open Microsoft Outlook.
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Synced Tool Wizzard

Two-Step Authentication is enabled.
Please supply the Authentication Code
provided (via email. SMS. or app)

Authentication Code:

Unable to access Authentication Codes?

2. After you receive your authentication code, enter the authentication code and press the OK
button. You will be prompted for this authentication code at the time of add-in registration,
when opening a new Outlook session, or when changing your add-in credentials.

© 2017 eFolder, Inc. All rights reserved. Page 17
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THE WEB PORTAL

After you have an account, you can begin to create and upload content into the web portal. The web
portal provides user-friendly features—including drag and drop functionality, multi-select options,
and the ability to view dozens of file types directly in your web browser.

In the web portal, you can access your personal dashboard, search for files and folders, and manage
your personal and shared content. For example, you can:

o Click the Files tab to access your files and folders.

« Click the Shares tab to access Team Shares, items shared by you, and items shared with you.
o Click the Guests tab to collaborate and share with people outside of your organization.

o Click the Backups tab to create and manage your backups.

« Click the File Report tab to view or export a list of your files.

« Click the Activity Log tab to review your activity within the system.

) > (% @ a

Files Shares Guests Backups File Report Activity Log

How to Upload Files in the Web Portal

When files and folders are uploaded to the web portal, all of these items will propagate down to any
of your connected devices, such as your mobile device or your local machine. You can access your
uploaded content from any computer that has a supported web browser and an Internet connection.
To upload files in the web portal:

1. In the web portal, click the Files tab. The Browse Files page displays.

2. Navigate to the appropriate location, and then drag and drop files and folders onto the page,
or into a personal folder or Team Share. Uploaded folders will retain their original structure.
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Browse Files {4} ) Files »

4 Create Folder ¥ Upload Files search files ol ol X

Name t Modified Size
Collaborative Web Editing Test

New Team Share

Training & Documentation

My Files @

iy [Eexe

| I & B [

i Upload to: |

' MyFiles

An Upload Files pop-up window displays, showing you the status up the upload process.

a. Alternatively, while inside the appropriate folder, click the Upload Files button. The
Upload Files page displays.

& upload Files

b. Inthe Upload Files page, you can drag and drop files onto the page and click the
Upload button. The files will upload. Or, click the Add Files button to manually search

for files on your local machine. The files will upload.

Drag files here.

How to Manage Files and Folders in the Web Portal

You can manage all of your files and folders in the Browse Files page of the web portal. In this page,
you can utilize advanced drag and drop functionality, create folders, upload files, and manage revi-
sions. You can also preview dozens of file types directly in your web browser, and edit files sim-
ultaneously with coauthors using the fully integrated Collaborative Web Editor.
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Finding Content
1. Inthe web portal, click the Files tab. The Browse Files page displays.

2. Inthe Browse Files page, you will see a list of all of your files, folders, and Team Shares.

+ ClmIEFnHHHn Upload Files search files ||® WHG smnneledee Hsuue[ldetednz‘

Name t Modified Size

My Files -

F Training & Documentation =

Shared ltems

3. To quickly organize your content, drag and drop files and folders within the Browse Files page.
You cannot drag and drop a personal file or folder into a Team Share. You can, however, drag
and drop personal files and folders, or drag and drop files and folders while inside a Team

Share.
4+ Create Folder  [{J Upload Files search files ®@ & = 0%
Name 1 Modified Size

) Training & Documentation

Shared Items
Oct 8,

~ MyFiles ‘.‘ (9", Project 2015, 6.03
o : “ Overviewxlsx ~ 4:44:03 kB
B AM

-’
Project Overview.xlsx & Oct 8, 2015, 4:44:03 AM 6.03 kB

XS

4. You can also select multiple items at one time by holding down the Shift key on your key-
board. You can then perform mass actions, including download, lock, move, deleted, and
more.

Previewing Content

1. To preview a file in your web browser, right-click the file and select View. Or, simply click the
file to view its contents.
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of1 b M
nAE 2D

P roj ect Pla n n e r Period Highlight: 1 pian  [aca [ complete

PLAN PLAN ACTUAL ACTUAL PERCENT
AcTIVITY START DURATION  START DURATION COMPLETE PERIODS

12 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21|

Activity 01 10/15/2015 25%
Activity 02 10/16/2015 100%
Activity 03 10/17/2015 35%
Activity 04 10/18/2015 10%
Activity 05 10/19/2015 85%
Activity 06 10/20/2015 85%
Activity 07 10/21/2015 50%
Activity 08 10/22/2015 60%
Activity 09 10/23/2015 75%
Activity 10 10/24/2015 100%
Activity 11 10/25/2015 5 60%
Artivity 12 10/24/2015 0%

I & = 100% + @

The selected file will open in the Web Preview tool, allowing you to utilize advanced search
tools, select and copy text, print, download, and more.

2. Click the Close button when you are finished previewing the file.
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Editing Content

1. Right-click a file and select Edit.

L 2

Files Shares
| ¢ Edit [
+ Creatj l Download seal
- E Revisions
- U Activity
M e Rename
- L Move
W
i’] Lock
. i’] Lock For...
& o
§ Share
_- I\J © Delete
LZ.‘-:'-c&_J A\ o

The file opens in the fully integrated, real-time Collaborative Web Editor.
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=] Avenir LT Std 65 Medium vl oAl = BB - @ = o- & Ik Headir =
= m Normal ™
E - B / U & A A W.A-B- -8 B x| Bz & @&
R IR | CRERENEE TR ENRR SRR ENER TRER SRR TREE ERRY RE - NS AR AR AR P a
=] v v v v v v

-
Q &
B2 g
R |-

, Team Report A

- This report discussas the changes in catagorias over tims. By design, thess calegaries should changs according to which

serias they belang. This report proves that categories do change over time, according to saries.

- Report Details

7 6

! 5

4

- 3

- 2

- 0

A Category 1 Category 2 Category 3 Category 4

— W Series1 M Series2 M Series3

& Data Collection

o Data was collected according to standard procedures, as outlined in Report A

Page 10f1 Sy 2 EE English (United States) ~ @ B O zoomww (&

2. In the Collaborative Web Editor, you can access a wide-range of formatting tools to help you
update fonts, paragraph formats, charts, tables, images, style types, and more. Additionally,
you can edit simultaneously with coauthors, send and receive chats, and view and manage
comments.

Managing Content

1. In the Files tab of the web portal, you can use the toolbar buttons to manage content in the
selected folder.

a. Click the Create Folder button to create a new folder inside the web portal.
b. Click the Upload Files button to add files to the web portal.

c. Click the Rollback button to restore all files within the entire folder to an earlier revision
before a selected date. The Revision Rollback feature is particularly useful in situations
where a file might have been corrupted by ransomware; it utilizes a file's revision history,
and restores all currently-existing content in the folder to a healthy revision at a spe-
cified point-in-time. In these cases, you can use the Activity Log to determine when the
infected revisions were uploaded, and then roll back files prior to the point of infection.

d. Click the Show Deleted button to show files that have been deleted.

e. Click the Restore Deleted button to return any deleted files to their original location.
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f. Click the Erase all Revisions button to erase previous revisions.

Browse Files @ ) Fies )

4 CreateFolder | [ Upload Files search files @ Rollback ¢ ShowDeleted < Restore Deleted = ¥

Name Modified Size

My Files

ﬁ Training & Documentation
~ Shared ltems

2. Use the folder menu to manage individual folders;
a. Right-click a folder. A menu displays.
b. Inthe menu, you can:

c. Click the Download ZIP link to download the entire folder as a ZIP file to your local
machine.

d. Click the Rename link to rename the title of the folder.

e. Click the Move link to change the path of the folder.

f. Click the Share link to share an individual link to the folder.

g. Click the Trim Revisions link to remove previous revision of the folder from the system.

h. Click the Delete link to delete the folder from the system.

Note: When you delete an item, it is still stored in the system for a pre-
® determined number of days. Within this timeframe, you can restore a
deleted file. Please contact your administrator for more information.

Browse Files  fi ) Fies

search files H@ mm“a mwndmd”@, mnﬂem|E

Name ¢ Modified Size

My Files, -
I Downlosd ZIP

it

Shared tenf. = Ren2ME <
@ Move
& Share

d;  Trim Revisions
@ Dekte
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3. Alternatively, you can use the file menu to manage individual files; or, press and hold down
the Shift key to select multiple files at one time.

a. Right-click a file. A menu displays.

b. Inthe menu, you can:

vi.

vil.

vill.

Click the Download link to download the file to your local machine.

Click the Revisions link to view a list of revisions to the file, and optionally restore
a previous revision.

Click the Activity link to review activity or events for the selected file.
Click the Rename link to rename the selected file.

Click the Move link to change the path of the selected file.

Click the Share link to share an individual link to the file.

Click the Erase Revisions link to remove previous revision of the file from the sys-
tem.

Click the Delete link to delete the file from the system.

Note: When you delete an item, it is still stored in the system for a

predetermined number of days. Within this timeframe, you can
restore a deleted file. Please contact your administrator for more
information.

|+ l)uhanHef| ‘l Upload Files. search files Ho nmm”a maubeuedH;z Ra-‘lnl:DethHzI

Name 1 Modified Size.

% Benefits pdf August06,2014 at1220PM  117.88k
§ Download

B Revisions

© Activiy

1 Rename

& Mowe

A Share

& Erase Revisions
@ Dekte
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A Note about Excluded Extensions

While most of your files and folders will easily sync across all of your devices, certain system files and
folders, as well as temporary application files, will not sync. Your administrator may have also con-
figured other file extension types—such as application or video files—to be excluded from the
syncing process.

You can add files with excluded extensions to the File Sync Folder, but they will not display in the
web portal or in your mobile apps.

If you upload a file with an excluded extension through the web portal, you will receive a notification
that the file is on the exclusion list. This file will not appear in the web portal or in your mobile apps.

File Report

Backups

x MyFile.35 is not allowed because 33 files are not allowed

| Files || Shares || Guests

Live Databases

The system does not support the syncing of live database files, including Microsoft Access Data-
bases, QuickBooks Files, .pst Files, and so forth. Attempting to sync a live database file could result
in errors and collisions.
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MOBILE APPS

In addition to using the web portal or the desktop client on your local machine, you can manage
files and folders from an app on your mobile device. Mobile app versions include Android, iOS, and
Windows Phone.

Android App Windows Phane App

How to Download Mobile Apps

You can manage your files and folders from various mobile apps, including the Android app, the iOS
app, or the Windows Phone app.

« Find and download the Android app in Google Play,

« Find and download the iOS app (for your iPhone or iPad) in iTunes, and

« Find and download the Windows Phone app in the Windows Phone site.
Alternatively, you can access a direct link to your device-specific app in the web portal.
To find your device-specific app:

1. Click the Download App button in the web portal.

B Download App
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The Download page displays.

2. Inthe Download page, select either the Android App, iOS App, or Windows Phone App but-
ton.

& & A

Windows Agent Mac Agent Cutlook Flugin For PC
=] 1 |
N 0 L
Android App oS App Windows Phane App

You will be redirected to the page that will allow you to download and install your device's
app.

How to Use the Android App

If you use an Android device, you can download the Android app in Google Play. The app allows
you to

e View, rename, delete, and move content;

o Upload content from your device;

« Easily edit Microsoft Office content;

o Lock files and folders;

« Share files and folders (including secure shares);

« Automatically back up your photo gallery to a synced folder, called Camera Uploads; and

« Pinfiles so that they are fully downloaded on your device.

Logging In
To log in to your Android device:

1. In your Android device, press the app icon to launch the app. The Login screen displays,
prompting you to enter your credentials.
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a. Inthe Hostfield, enter the host name of the system (for example, syncedtool.com).

b. Inthe Userfield, enter your username (for example, user@mail.com).

c. Inthe Password field, enter your password.

d. Press the Sign in button when you are finished.

& synced Tool

_syncedtool.com

username@example.com

Cancel Sign in

i. If Two-Step Authentication has been enabled for your organization or for your user
account, you will be prompted to enter an authentication code at the time of ini-
tial registration. Enter the authentication code and press the OK button.
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Twao Step Verification Code

Entter the verification code provided by your authenticator app
below to log in.

Authentication cade

Cancal

ii. If Two-Step Authentication has been enabled for your entire organization, you will
also be asked to configure a PIN after the initial registration process.

user account (either by you or by your administrator) you will not be
required to configure a PIN.

Note: If Two-Step Authentication has been turned on only for your
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iii. You will be directed to the Settings page. Select Require PIN.

Currently using 193.0 MB 0% of 2.1 TB.

OFFLINE FILES

When to auto-update
O Wi-Fi only

Cache size
50 MB

Clear cache
Clear all cached files and data.

SECURITY

Require PIN

Rostrict access: 10 this app with a PIN,

PIN idle timeout
5 Piiraibes

Wipa data after failed PIN attempts
10 attempts

You will be prompted to enter a PIN.

Enable PIN
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iv. When accessing the mobile app in the future, you will be prompted to first enter
this PIN.

Navigating

When you have access to your account, you can use the app to open, view, and manage content. For
example:

1. Press the My Files link to view and manage your files and folders; you can rename, move, or
pin an item for offline viewing.

2. Press the Recent Files link to view your most recent files.
3. Press the Offline Files link to view a list of pinned files that can be viewed offline.

4. Press the Backups link to view a list of your backups.

= [ My Files
E My Files
© RecentFiles
-

& Offline Files

,1 Backups

Viewing Files in the Web Preview Tool

You can view files using the Web Preview tool, which gives you the ability to preview content without
fully downloading it to your mobile device. In this way, you can review content without utilizing
mobile resources.

1. Press the My Files link. The My Files screen displays.

2. Inthe My Files screen, find the file that you want to view.
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3. Press the Preview icon.

E Training & Documentation Q

I |7 My Team Share Subfolder

| =7 WebVideos

[+ 0300003E.png

I Nov 3,2015,41.0kB I-_‘Q
@ | New Report A.docx

Apr 30,2015,26.0 kB I-_‘Q

The file opens in the Web Preview tool, allowing you to review content without utilizing mobile
resources.
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Team Report C

™ “ ez,
coses ey ko Tis et e ot caegois s shange oer e, s o et

Report Details

Cargen g1 ey =

Data Collection

Data was collectad according to standard procedures, as outlined in Report A

Locking a File or Folder
Optionally, you can lock a file or folder. To lock a file or folder:
1. Press the My Files link. The My Files screen displays.
2. Inthe My Files screen, select the file or folder within the Team Share that you want to lock.

3. Inthe top right-hand corner of the screen, press the more options button, and then press the
Lock link.
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team share folder

The file is now locked.

Editing Files and Folders

You can also edit files. To edit files:

Note: To edit content in your mobile app, you must first install a third-party editing

tool. These instructions refer to Microsoft mobile apps (Microsoft Word app, Microsoft
Excel app, and Microsoft PowerPoint app). You can download these tools at no cost. To
use these tools for editing purposes, you must first create a free Office 365 account.

1. Download the Microsoft Word app, Microsoft Excel app, or the Microsoft PowerPoint app,
depending on your needs and preferences.
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2. With the Microsoft app installed, press the appropriate file that you want to edit.

’::,j Marketing Team Share

5]

Brochure.docx .
EE3 12 hours ago, 103.7 kB

3. The file will open in the Microsoft app, and will prompt you to sign in to your Office 365
account, if you are not already signed in. Press the Sign In button.
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4. The Office 365 Sign In page displays, asking you to either sign in or create a new account.

] Office
Sign in to create and edit documents.
Signin b

Create an account b

Cancel

5. When you are finished signing in, the file will display in the Microsoft app. Use the toolbar to
edit the file as appropriate.

[reeevoun

6. Save your file when you are finished. The file will synchronize immediately.

Sending Share Links

You can also send share links directly from your mobile app. To send a secure or public share:
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1. Press the My Files link. The My Files screen displays.

2. Inthe My Files screen, select the file or folder that you want to share, and press the Share but-
ton.

3. Inthe Choose a share type window, select Public share to send a standard share. Alternatively,
select Secure share to send a secure share, which will require the recipient to log in before he
or she can access the shared item. Press OK to confirm your selection.

@ Note: If your administrator has configured settings to only allow secure shares,
you will only have the option to send a secure share.
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Choose a share type

) Public share
Racessible by snyone wilh the hire URL

® Secure share

4. Inthe Create a secure share window, enter your recipient's email address and press the OK but-
ton. Your item will be shared with the specified recipient.

Create a secure share

To:

q w e r t y u

a s d f g h |

4z x ¢ v b nm !

nzw

Backing Up the Gallery

You can also automatically back up your mobile phone's camera gallery to a synced folder using the
Auto Backup feature. When this feature is turned on, your mobile app will automatically back up pho-
tos, videos, or both, to a synced folder called Camera Uploads. With this feature, you always have a

backup of your mobile photos and videos.
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1. Press the Settings button. The Settings page displays.
2. Inthe Settings page, press the Enable Auto Backup option.

3. Press the Back Up Photos option to configure settings for backing up photos in your photo gal-
lery:

« Select Never if you don't want to back up your photos.
« Select Over Wi-Fi Only to back up photos only when you are connected to Wi-Fi.

« Select Over Wi-Fi or Mobile Network to back up your photos whether you are connected
to Wi-Fi or on your mobile network. Please note that uploading over your mobile net-
work will use your data connection, and charges from your service provider may apply.

4. Press the Back Up Videos option to configure settings for backing up videos in your photo gal-
lery:

« Select Never if you don't want to back up your videos.
« Select Over Wi-Fi Only to back up videos only when you are connected to Wi-Fi.

« Select Over Wi-Fi or Mobile Network to back up your videos whether you are connected
to Wi-Fi or on your mobile network. Please note that uploading over your mobile net-
work will use your data connection, and charges from your service provider may apply.

5. Press Back Up Now if you want to back up your photos and videos immediately, if allowed by
your connection settings configured above.
Pinning Files for Offline Viewing

Finally, you can pin files so that they are downloaded to your device. Your mobile app will be aware
of unpinned files, but only pinned files will be fully downloaded. You can decide to pin and unpin
files based on space limitations and access needs.

1. Inthe My Files screen, select the Pin button next to the file or folder that you want to down-
load to your device. If you pin a folder, all if its files will be pinned as well.
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&

9 Marketing Team Share

|7 Projects

i | Brochure.docx
17 hours ago, 103.9 kB

2. When you unpin a file, it will remain on your mobile device until your cache is cleared. You can
manually clear your cache through the Settings screen.

How to Use the iOS App

If you use an iOS device, such as an iPhone or an iPad, you can download the iOS app in iTunes. This
app allows you to

o Open and view files and folders;

o Lock files and folders;

« Share files and folders;

« Send secure shares of files and folders;

o Upload content from your device, such as photos;

« Automatically back up your camera roll to a synced folder, called Camera Uploads;
o Rename, delete, and move items; and

« Favorite items for offline viewing.

Logging In
To log into the iOS app:
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1. Inyour iOS device, press the app icon to launch the app. The Login screen displays, prompt-
ing you to enter your credentials, including:

a. Inthe Hostfield, enter the host of the system (for example, syncedtool.com).

b. Inthe Userfield, enter your username (for example, user@mail.com).

c. Inthe Passwordfield, enter your password.

d. Press the Login button when you are finished.

Host

User

Password

Remember Me

|

Login

i. If Two-Step Authentication has been enabled for your organization or for your user
account, you will be prompted to enter an authentication code at the time of ini-
tial registration. Enter the authentication code and press the OK button.
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Enter authentication code
provided by your
authenticator app:

ii. If Two-Step Authentication has been enabled for your entire organization, you will
also be asked to configure a passcode after the initial registration process. At sub-
sequent sessions, you will be prompted to enter this passcode when you access

your mobile app.

Note: If Two-Step Authentication has been turned on only for your

user account (either by you or by your administrator) you will not be
required to configure a passcode.
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i. You will be directed to the Settings page. Select Use Passcode.

You will be prompted to enter a Passcode.
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WAETT getPasscode  Cancel
Enter your passcode

1 2 3

ABC DEF
4 5 6

GHI JEL MHO
7 8 9

PORS TUY WIYZ

0 a

ii. When accessing the mobile app in the future, you will be prompted to first
enter this passcode.
Navigating

When you have access to your account, you can use the app to open and view files, manage files,
and upload content. For example:

1. Press the Files button to view and manage your files and folders; you can rename or move an
item, or mark it as a favorite.

2. Press the Backups button to view a list of your backups.
3. Press the Favorites button to view a list of items that you have marked as favorites.
4. Press the Upload button to upload content—such as images—from your phone to the server.

5. Press the Settings button to view your account information, such as the app revision, your user
name, space usage, passcode lock settings, and local storage settings. You can also turn on
the option to only upload content over a wifi connection.

Viewing Files in the Web Preview Tool

You can view files using the Web Preview tool, which gives you the ability to preview content without
fully downloading it to your mobile device. In this way, you can review content without utilizing
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mobile resources.
1. Press the Files button. The Files screen displays.
2. Inthe Files screen, find the file that you want to view.

3. Press the title of the file. The file opens in the Web Preview tool, allowing you to review con-
tent without utilizing mobile resources.

*ec00 ATAT % 8:36 PM o ) E
Done Team Document.docx

® View M € 1 ofsa b M
m B E (o)

[} (s I )
ancnor cloloer

TEAM DOCUMENT

“This is an important team document.

Module Content Deliver Method __ Time

And this is a Andthisisatable.  Andthisisatable.  And this is a table.
table.

And this is a Andthisisatable.  Andthisisatable.  And this is a table.
table.

And this is a And thisis atable.  Andthis s a table.  And this is a table.
table.

All paragraphs have 12 point above, 6 point after spacing. This is text. This is text, This is
e is e

st s is i text. This s text
text, This s text. This s text. This is text. This is text, This Is

This s text, This Is text.
text. This i text. This

Heading 2

All paragraphs have 12 point above, 6 point after spacing. This is text. This is text, This is
text. This is text, This is text. This is text, This is text, This is text, This Is text. This is text

I O — 4% + @
0 * =

Locking Files and Folders
Optionally, you can lock a file or folder within a Team Share. To lock a file or folder:

1. Press the Files button. The Files screen displays.
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2. Inthe Files screen, press the Edit link at the top right-hand corner of the screen.
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3. Select the appropriate file or folder, and then press the Lock button at the bottom of the
screen. The item is now locked, preventing other users from accessing your content.

Files Cancel

Name Date Size Type

~ folder 1

1

Select a folder and
press the Lock button.

m\
BRI

Editing Files and Folders

You can also view and edit files using a third-party application. To view and edit files:
1. Press the Files button. The Files screen displays.

2. Inthe Files screen, select the file you want to edit.
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3. While inside the file, press the Share button at the bottom of the screen.

4. In the Share menu, press the Open In link, and then select a third-party file editing application.
You can edit the file in the third-party application.

Open In...

Sharing Files and Folders

You can also share files and folders directly within your app. To share a file or folder, or to send a
secure share:
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1. Press the Files button. The Files screen displays.

2. Inthe Files screen, find the file or folder that you want to share and slide it to the right. Press
the Share button.

Files Q  Edit

Name Date Size Type

& sharet

~ folder1

= folder 2

8 B x &

Files. Backups  Favorites  Upload _ Settings

3. To send a share link, press the E-mail link option. Alternatively, to send a secure share, press
the E-mail secure link option.

Note: If your administrator has configured settings to only allow secure shares,
you will only have the option to send a secure link.
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How would you like to share?

E-mail secure link

E-mail link

Copy link to clipboard

Cancel

You will be prompted to select a recipient and compose an email message.

Backing Up the Camera Roll
You can also automatically back up your mobile phone's camera roll to a synced folder using the

Auto Backup feature. When this feature is turned on, your mobile app will automatically back up pho-
tos, videos, or both, to a synced folder called Camera Uploads. With this feature, you always have a

backup of your mobile photos and videos.
1. Press the Settings button. The Settings page displays.
2. Inthe Settings page, press the Enable Auto Backup option.

3. Press the Back Up Photos option to configure settings for backing up photos in your camera
roll:

« Select Never if you don't want to back up your photos.
« Select Over Wi-Fi Only to back up photos only when you are connected to Wi-Fi.

« Select Over Wi-Fi or Mobile Network to back up your photos whether you are connected
to Wi-Fi or on your mobile network. Please note that uploading over your mobile net-
work will use your data connection, and charges from your service provider may apply.

4. Press the Back Up Videos option to configure settings for backing up videos in your camera
roll:

« Select Never if you don't want to back up your videos.

« Select Over Wi-Fi Only to back up videos only when you are connected to Wi-Fi.
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« Select Over Wi-Fi or Mobile Network to back up your videos whether you are connected
to Wi-Fi or on your mobile network. Please note that uploading over your mobile net-
work will use your data connection, and charges from your service provider may apply.

5. Press Back Up Now if you want to back up your photos and videos immediately, if allowed by
your connection settings configured above.

Setting a File or Folder as a Favorite for Offline Viewing

Finally, you can mark files and folders as a favorite so that they are downloaded to your device. Your
mobile app will be aware of files that are not favorites, but only favorite files and folders will be fully
downloaded. You can decide to favorite and unfavorite files and folders based on space limitations
and access needs.

1. In the Files screen, slide the appropriate file or folder to the right to reveal a set of options for
that file or folder.

2. Press the Favorite button (star icon) to mark the file as a favorite. If you favorite an entire
folder, all if its files will become favorites as well.

ooooo AT&T = 5:06 AM @ o mm

£ Files My Files Q  Edit

Name Date Size Type

|’_T‘] [:' # i Admin =

Architecture

archive

& B % il

Backups __ Favorites  Upload, Settings

3. To aview a full list of favorite files and folders, press the Favorites button.

How to Use the Windows Phone App

If you use a Windows Phone, you can download the Windows Phone app in the Windows Phone
store. The app allows you to view and manage files directly on your Windows Phone device.
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To use the Windows Phone app:

1. In your Windows Phone, press the app icon to launch the app. The login window displays,

prompting you to enter your credentials, including:

a. Inthe Hostfield, enter the host of the system (for example, syncedtool.com).

b. Inthe Userfield, enter your username (for example, user@mail.com).

c. Inthe Passwordfield, enter your password.

2. When you have access to your account, you can use the app to manage content. For example:

a. Press the Files link to view and manage your files.

ALL FILES .l
files favorites b

- e

— N
Create a .dmp file.docx

oocx  111.48k, modified 8 months ago

sort items

refresh

settings
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b. Press the Favorites link to view a list of your favorite items.
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favorites back.
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c. Press the Backups link to view a list of your backups.

ALY FLES nn|

backups files 1
i o
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THE DESKTOP CLIENT FOR WINDOWS AND MAC
MACHINES

In addition to using the web portal and mobile apps, you can also manage files and folders from
your computer (local machine) using the desktop client.

The desktop client includes a folder, called the File Sync Folder, which stores your files and folders
on your local machine. Files and folders that are added to the File Sync Folder will automatically
sync to the web portal and any other devices you have connected to your account. You can use the
desktop client on both Windows and Mac machines.

How to Download the Desktop Client

When you download and install the desktop client, you can access your files and folders directly on
your computer (local machine).

To download the desktop client on a Windows or Mac machine:

1. Click the Download App button in the web portal.

B Download App | ~* Logout

a2

Shares

File Report

Backups

Files

‘ Activity Log

Guests

The Download page displays.

2. Inthe Download page, select either the Windows Desktop Client or Mac Desktop Client but-
ton. The selected file will start to download, or you will be prompted to save the file, depend-
ing on your browser type.

al
a - =
Windows Agent Mac Agent Qutiook Plugin For PC
w 0 =
Android App i0S App ‘Windows Phone App

© 2017 eFolder, Inc. All rights reserved. Page 55



User Guide

3. When the file finishes downloading, click the installation file to launch the Setup Wizard.
4. Click the Next button to start the Setup Wizard.

ey

=
£ Setup

Setup

Welcome to the Setup Wizard.

<gack || next> ||| cancel

5. Inthe License Agreement screen, click the | accept the agreement radio button if you accept
the license. Then, click the Next button to continue.

[ £ Setup Elﬂu
_ V|

License Agreement
=7

Please read the following License Agreement. You must accept the terms of this agreement before
continuing with the installation.

ANCHORBOX LLC USER AGREEMENT -

IMPORTANT - READ CAREFULLY

THIS USER AGREEMENT (THIS "AGREEMENT") IS A LEGAL AND BINDING

CONTRACT BETWEEN YOU AND THE COMPANY LICENSING THE SOFTWARE
(ELIENT) OM THE OME HAND AND ANCHORBOX LLC ("ANCHOR") ON THE OTHER.
THE AGREEMENT GOVERNS CLIENTE ACCESS TO AND USE OF THE ANCHOR
SOFTWARE (AS FURTHER DEFINED BELOW, THE "SOFTWAREL. il

@ I accept the agreement

Do you accept this license?  —
b o () 1 do not accept the agreement

InstallBuilder

< Back H Mext = H Cancel
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6. Inthe Installation Directory screen, select the location where you want the installation files to
reside on your local machine. In most instances, you can accept the default location. Click the
Next button to continue.

=
& setup L] =
Installation Directory g
Flease spedify the directory where Synced Tool will be installed.
Installation Directory | C:\Program Files (x86)\Synced Tool|
InstallBuilder
<Back ||| Mext> || Cancel

7. Inthe Ready to Install screen, click the Next button to begin the installation process.

Ready to Install

[ £ Setup Elﬂu
|
=

Setup is now ready to begin installing Synced Tool on your computer.,

InstalBuilder

<Back || nNext> ||| cancel
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8. When the Setup Wizard completes, you can optionally click the Create a Desktop Shortcut
checkbox. Then, click the Finish button.

rg Setup |‘:' = % .|1

Completing the Synced Tool Setup Wizard

Setup has finished installing Synced Tool on your computer,
Create a Desktop shortout?

< Back | [ Finish ] | Cancel

How to Register the Desktop Client

After the desktop client is installed, it must be registered to your user account so that it can recog-
nize the files and folders that belong to you.

To register the desktop client on a Windows or Mac machine:

1. After the Setup Wizard completes, the Registration Wizard will automatically launch. Altern-
atively, click the icon on your computer’s system tray or menu bar, and select Register. The

Registration Wizard displays.

Note: On a Windows machine, the icon is located in the lower right-hand corner
of the screen; on a Mac machine, the icon is located in the upper right-hand

corner of the screen.
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2. Click the Next button to continue.

. —
@ 9 Registration Wizard .
e —

Welcome to SyncedTool!

You will be syncing your files in no time.
Click next to continue.

3. Inthe Login screen, enter your login credentials as provided by your administrator. Click the

Next button to continue.

i —
@ 9 Registration Wizard .
1 — -

Log into SyncedTool

I
| Use domain credentials
Email: ||
Password:
1§
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a. If Two-Step Authentication has been enabled for your organization or for your user
account, you will also be prompted to enter an authentication code at the time of initial
registration.

@ (] Registration Wizard
Two-Step Authentication
Authentication Code:
Unable to access Authentication Codes?
MNext | [ Cancel

b. After you receive your authentication code, enter the authentication code and press the
OK button.

4. Inthe Choose Setup Type screen, select either a typical or advanced installation path for
synced files, where all files, folders, and shares can be accessed on your local machine. When
you select a typical path, the File Sync Folder can be accessed in the following location:
C:\Users\[User Name]\the File Sync Folder. In most instances, you can select the Typical radio
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button. Click the Next button to continue.

@ g Registration Wizard

Choose setup type
@ Typical
Setup SyncedTool using typical default settings
) Advanced

Choose your SyncedFolder location

Mext I [ Cancel

5. Inthe Choose your the File Sync Folder location screen, click the Change button to specify
another location on your local machine. Click the Next button when you are finished.

Note: A folder named the File Sync Folder will automatically be created within

the location you select. You do not need to manually create a folder titled, the
File Sync Folder.

In some cases, if you have previously installed using the same settings, you will receive a warn-
ing message indicating that a folder already exists. Click the OK button to merge with the exist-
ing folder, and then continue with the Registration Wizard.

6. Inthe Selective Sync screen, click the Sync Everything to this Machine radio button to sync
down all Team Share content and personal folders currently available in the cloud. Or, click
the Customize radio button to deselect content that you do not want on your local machine.
You can always change these settings in the desktop client's Properties dialog box after regis-
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tration is complete.

@ 9 Registration Wizard

Selective Sync
() Sync Everything to this Machine

& My Files
. Marketing Team Share

N
=

IMPORTANT: Only the selected folders will sync to this machine

7. Click the Finish button when the Registration Wizard completes.

How to Upload Files in the Desktop Client

When files and folders are added to the web portal, they automatically propagate down to your
local machine; you can then find these files and folders inside your the File Sync Folder. In the same
way, files and folders that are added to the File Sync Folder will automatically sync to the web portal

and any other devices you have connected to your account. You can use the desktop client on both
Windows and Mac machines.

To upload files in the desktop client on a Windows or Mac machine:

1. On your computer (local machine), open the File Sync Folder in an explorer window. the File
Sync Folder displays.

3
'GEEI .. ¥ SyncedFolder » Files »

Organize » 7 Open ~ Share with = MNew folder

-

0 Favorites (s

Bl Desktop @ Files
& Downloads

o
=l Recent Places

g SyncedFolder H

2. Dragfiles or folders into the File Sync Folder. Alternatively, you can save files to the File Sync
Folder directly from the application in which you are working (for example, Microsoft Word).

© 2017 eFolder, Inc. All rights reserved. Page 62



User Guide

3. Use the icons to understand when your files are syncing. For example:

o Ablueicon on a file indicates that the file or folder is currently syncing.

« A green icon means that the file or folder has successfully synchronized, and is available
in the web portal and on your mobile devices.

How to Manage Preferences for the Desktop Client

Using the icon on your computer's system tray, you can manage preferences, pause a sync process,
and view warning messages.

Managing Preferences

To manage your preferences, or to change your settings:

1. Click the system tray icon and select Properties. The Preferences dialog box displays, showing
the General tab.

2. Use the General tab to view or change status or settings.

o The sync status message area shows the current state of the sync process, including
whether the files are up to date, pending sync, or currently syncing.

o The space status bar shows how much space has been allotted to your account, and how
much is being used.
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o The Device Account info area shows account details, and also allows you to unlink, or

unregister, your machine.

« The Notification Options area allows you to configure notification settings, including
whether or not you want to hide your desktop icon, or hide notifications.

22

General | Bandwidth | Proxies | Advanced | Excluded | Activity |
All files are up to date
Storage Quota (4TB)
used N Free
Device Account Info:
Device:
Unlink device
Account:
Motification Options:
[] Hide desktop icon
[] Desktap notifications
’ 0K I [ Cancel ] Apply

3. Click the Bandwidth tab to configure how fast content is uploaded to the server, or to con-

figure LAN Sync.

When managing bandwidth settings, you have the option to set a specific limit, or decide not
to limit bandwidth. Please note that administrator settings might override your personal set-

tings.

If you are working within a Local Area Network (LAN), you can optionally turn on LAN Sync.
LAN Sync refers to a file synchronization approach that accelerates the sync process when a
shared file already exists on a LAN. If you have questions about this setting, please contact
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your administrator.

edTool Properties
£ sync pe =
General Bandwidth | Proxies I Advanced I Excluded I Activity |
Upload
@ Don't Limit
ﬁ ) Automatic
©) Limit to KB/s:
Download

@ @ Don't Limit
{©) Limit to KB/s:
LAM Sync

I Enable LAN Sync I

Lok [ cancel || apoy

4. Click the Proxies tab to configure proxy settings for your network. You may select from:
o No proxy, which indicates that proxy settings are not set.
o Detect Automatically, which auto-detects proxy settings from your system or network.

o Custom, which allows you to apply custom proxy configurations if you are unable to
automatically have the system detect your proxy server settings. If you select this option,
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you must configure the Proxy Type, the Server, the Port, and a Username and Password.

7
g SyncedTool Preferences. . - w
| General | Bancwidth | Prowies | Advenced | Exduded | Activity |
Frovey (beta)
@ Mo prosy
) Detect Automatcally
) Custom

Preosy Type: |HTTP
Server:

Pert: BOSD |
Username:

Paszword:

o] Come ] [ 5w

5. Click the Advanced tab to monitor locally available roots, to set Auto-Locking preferences, to
specify a preferred language, and to manage remote browsing settings.

« Use the Sync Folders section to view a list of Team Shares and backups available on your
local machine. This section lists the path to each item, along with its health status, includ-

ing:
OK The folder is syncing as expected.
Deleted The folder has been deleted.
Missing The drive is missing.

Login Failed Network path credentials are invalid.
Mounting The network path is being mounted.

You can also use the side toolbar to manage each item, including:

[ The Open Folder button opens the currently selected folder. This button is only
enabled if the folder is available and currently syncing.

¥ The Unlink Folder button unlinks a selected Team Share or backup, or it unre-
gisters the machine if the top level path is selected. This button is enabled for
all path types, except mounted paths.

U4 The Sync Down button recreates or resyncs a deleted Team Share. This button is
only active if the selected Team Share has been unexpectedly deleted from the
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local machine.

&  The Enter Credentials button prompts the user to reenter invalid credentials.
This button is only active if the selected item is a network path that cannot be
mounted due to invalid credentials.

« Click the Selective Sync button to select and deselect the Team Shares, personal folders,
and subfolders that you do not want available on your local machine.

« Click the Language drop-down menu to select your preferred language.

« Click the Auto Locking drop-down menu to set your preferred auto-locking preference. If
your administrator has turned on the Auto-Locking for Word and Excel feature for a
Team Share, you can decide to automatically lock, never lock, or receive a prompt each
time you open a Word or Excel file in a Team Share.

o Click the Disable Remote Browsing checkbox to prevent administrators from remotely
browsing the contents of your Synced Folder (for example, to create a backup of your
local folders).

g SyncedTool Properties

| General | Bandwidth Proxies | Advanced Excluded | Activity |

Synced Folders

Path
4 & C\Users\IEUser\SyncadFolder E
e C\Users\IEUser\SyncedFolder\Marketing Team Sha
< | m | RF
Selective Sync Auto Locking
—
Language Privacy
|:| Disable remote browsing
[ ok || cancel Apply
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6. Click the Excluded tab to view a list of files that are being excluded from the sync process, and
why they are being excluded. For example, a file might be excluded based on the file type.

.,g SyncedTool references =~

| General | Bandwidth | Presies | Advanced | Exduded | activity |

-

file narne reasan

£ m ] g

Shew system excludad

7. Click the Activity tab to view the activity between the desktop client and the server.

O SyncedTool Preferences —tt)

General | Bandwidih | Provies | Advanced | Ewouded | Activity

& renamed folder Exduded M0 14-0ct-08 11:47:47 Ci'lls m
‘.‘ added file General, png 014-0ct-08 11:98:23 C:'Us

& added fie Bandwidth.prg 014-0ct-08 11:53:52 C:'e

‘.‘ added file Preedes.png 2014-0ct-08 11:93:10 s

& added fie Advancad. prg 014-0ct-05 11:49:23 u:::'l.nszr
E
‘.‘ added file Exduded.png H14-0ct-08 11:49:% ClWs

4| I | b

File:

o (o ) [ omy

Pausing a Sync Process

You may find times when you would like to pause the sync process, such as when you are getting on
a plane, when you want to conserve bandwidth, or if you would like to work in isolation.
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To pause a sync process on a Windows or Mac machine:

1. Click the icon on your computer’s system tray or menu bar, and select Pause Sync.

of the screen; on a Mac machine, the icon is located in the upper right-hand
corner of the screen.

Note: On a Windows machine, the icon is located in the lower right-hand corner

The Pause Sync option will appear with a checkmark next to it, and will remain paused until
this setting is unchecked.

Open SyncedFolder
Go to web portal

Syncing has been paused

Need User Actions (0)

0.0% of 1000GB used

| v || Pause Sync

| Properties

2. To resume the sync process, click the icon on your computer’s system tray or menu bar, and
select Pause Sync again. The Pause Sync option will no longer display a checkmark, and the
sync process will resume.

Open SyncedFolder
Go to web portal

All files are up to date
Meed User Actions (0}

0.0% of 1000GE used

Pause Sync

Properties

Viewing Warning Messages

In addition to managing preferences and pausing a sync process, you can view the desktop client
warning messages and resolve issues directly from the system tray icon.

1. Click the icon on your computer’s system tray or menu bar. The system tray menu displays,
allowing you to view and manage warning messages.
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The Sync Status indicator mes-
sage displays the status of your
desktop client's sync process.
The Show Synced Folders link All files are up to date
opens the Advanced tab of the

desktop client's Properties dia- Show Synced Folders e

Open SyncedFolder
Go to web portal

log box, allowing you to man-
age roots that exist on your
local machine.

The Resolve Sync Conflicts mes-

e sage activates when a file sync Pause Sync
conflict—such as a collision or
a locked file revision—occurs .

. Bt

on your local machine. When S—
this link is active, click the link
to resolve the file sync conflict.
For more information, please
reference the How to Resolve

File Sync Conflicts section of
the End User Guide.

Resolve Sync Conflicts (1)
Y

2.7% of 1000GB used

Properties

How to Use the Selective Sync Feature

The Selective Sync feature gives end users the ability to select the content that syncs down to their
local machines. While all content is still accessible in the web portal, end users can control the
amount of data that is downloaded and stored locally, reducing local storage and bandwidth
requirements, and increasing options on where and how they access content.

To use the Selective Sync feature:

1. Click the system tray icon and select Show Synced Folders. The Properties dialog box displays,
showing the Advanced tab.
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2. Click the Selective Sync button.

3. Inthe Selective Sync pop-up window, click to expand individual Team Shares to select or
deselect Team Share roots or Team Share subfolders. Alternatively, click to expand My Files to
select or deselect personal folders.

g SyncedTool Properties @

| General | Bandwidth | Proxies =~ Advanced | Excluded | Activity |

Select Folders to Sync
2 My Files -~
4 | h Marketing Team Share Iﬂ
[ Brochures
[ Press Releases 4

IMPORTANT: Only the selected folders will sync to this machine

I OK H Cancel l

TITGITSIT [ TITSa0TE TENTUTe OTOvsITyg.

| ook || cancel || Ay l
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4. Click the OK button when you are finished selecting and deselecting content. A confirmation
dialog box will display, notifying you that only the selected items will sync down to your
machine. All other folders will still be available in the web portal, and on any other device that
can selectively sync content.

@ SyncedTool Properties @
| General | Bandwidth | Proxies | Advanced | Excluded | Activity |
Svnced Folders
g Selective Sync X
gSyncedTool CX]

@ Only the selected folders will sync down to this

"~ machine. Unchecked folders remain available on the
web, and other machines that selectively sync that
content.

OK l l Cancel

! J 1 J

CITOITSIT DTsauTe TETTOTE DTOTYSIiTg

oK l I Cancel Apply

5. Click the OK button to confirm these changes. The desktop client will resync as appropriate.

How to Add the Desktop Client as a Storage Location in Microsoft
Office
You can add the Desktop Client as a storage location in Microsoft Office, making it easy for you to

open, edit, and save Microsoft Office-supported content stored in the cloud. When you sign in to
either a Microsoft account or a Microsoft Office 365 account, you can:

o Open and save local content stored in the cloud, without navigating away from your local
application

« View a list of your recently opened cloud content, allowing you to quickly access your most rel-
evant content supported by the Microsoft application

« Retrieve this storage location on all of your registered machines when you sign in using the
same Microsoft or Microsoft Office 365 account

In this way, you can personalize your Microsoft Office experience by accessing your synced Microsoft
Office files from all of your registered machines.
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g SyncedTool

@ Note: This feature is supported for Microsoft Office revision 2013 and higher.

Adding The Desktop Client as a Storage Location

Before you can begin using this feature, you must add the desktop client as a storage location in
your Microsoft Office local applications.

1. Open a Microsoft Office application on your local machine and click the Open Other Docu-
ments link.
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(mw Open Other Documents

The Open section of the Microsoft Office backstage area displays, prompting you to open a
file.

2. Inthe backstage area, click Add a Place. A list of available storage locations will display on
the right-hand side of the backstage area.

© 2017 eFolder, Inc. All rights reserved. Page 74



User Guide

3. Select the desktop client from the list of available storage locations.

4. You can now open files, edit files, and save new files to the desktop client directly from your
Microsoft Office application.

Word ? = [m] x

@ e Today

E i::f:;:;\rn 12/21/2015 9:48 AM
s |
=7 SyncedTool Older

= Anchor File Locking Overview y
?l _ E OneDrive - eFolder e L
= This PC

+ Add a Place
[/ Browse

(& Recover Unsaved Documents
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Accessing Cloud Content from Other Instances of Microsoft Office Applications

If you have Microsoft Office installed on more than one computer, but you have not yet installed the
desktop client on each machine, Microsoft Office will prompt you to install the desktop client.

1. Open a Microsoft Office application on your local machine and click the Account link. The
Account section of the backstage area displays, allowing you to manage your account inform-
ation.

2. If you have not already signed in to your Microsoft or Microsoft Office 365 account, click the
Sign In button.
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3. When you are signed in, you will see a warning message if you do not have the desktop client
service installed.

= SyncedTool

We can't connect to SyncedTool because a
plug-in is missing or not working.

Repair ‘ |Rem0vesewice

4. Click the Repair button. A browser window will open, prompting you to download and install
the desktop client. When the desktop client is installed, you can access your synced content
from within your local Microsoft Office applications.

Removing the Desktop Client as a Storage Location
1. Open a Microsoft Office application on your local machine and click the Account link. The
Account section of the backstage area displays, prompting you to manage your user inform-

ation.

2. In the backstage area, find the desktop client, and click the Remove link.
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A dialog box displays, prompting you to confirm your selection.

==

3. Click Yes to confirm your selection. The desktop client will be removed as a storage location.
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SHARING AND COLLABORATING

You can collaborate and share files in many ways.

o A Team Share is a shared folder that can be accessed by groups of users. Team Shares can be
configured for users in your organization. When you work within Team Shares, it is important
to be careful and courteous when you edit, delete, and move files and folders. Files and
folders stored in Team Shares are shared among all other subscribers, so what you do affects
your team members.

o A share link allows you to share a direct link to a file or folder, rather than sharing an entire
area. Share links can be configured for users in your organization and outside of your organ-
ization. You can send a public share to recipients inside or outside of your organization; altern-
atively, you can send a secure share, which requires login credentials. If you send a secure
share to a recipient outside of your organization, the system will create a guest account for
that user.

With both Team Shares and share links, you can share files and folders in the web portal, in the
desktop client, or mobile apps.

Additionally, with the real-time Collaborative Web Editor, you can edit documents, spreadsheets,
and presentations when working in the web portal, without needing to download a separate applic-
ation or navigate away from the system.

How to Create a New Team Share

Your administrator might have created Team Shares for you when the system was first configured, but
you can also create your own Team Shares. You can create a Team Share if you are collaborating
with another person, or group, on a specific set of content. You add files to Team Shares the same
way you add files to standard folders. When you or another user in your Team Share adds or edits a
file or folder, changes synchronize across all subscribed accounts.

In both the web portal and in the File Sync Folder, Team Share folders can be recognized by icons
with two people on it.

o Team shares in the web portal:

Browse Files  fj ) Files )

4 Create Folder [ Upload Files search files @ Rollback H £%  Show Deleted H 2 Restore Deleted HE”

Name 1 Modified Size

Documentation %

Files =

Shared Items. =

BT EP| I
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o Team shares in the File Sync Folder:

= » SyncedFolder »

Organize = Include in library = Share with » Mew folder

* Favorites
l Bl Desktop
{8 Downloads L‘j‘-\!
I ﬁ Recent Places .
£ SyncedFolder

e iatio Files Shared Itemns

When you work within Team Shares, it is important to be careful and courteous when you edit,
delete, and move files and folders. Files and folders stored in Team Shares are shared among all
other subscribers, so what you do affects your team members.

You might find it useful to follow certain best practices to ensure that shared content is protected
and well managed. These best practices include:

o Locking files and folders before you begin making changes—when you lock a file and folder,
you are essentially setting it as read-only for others subscribed to the Team Share, giving you
exclusive editing rights while you make changes. For more information, please reference the
Locking Files and Folders section of the Anchor Administrator Guide.

« Monitoring activity using the File Report, the Activity Log, and the Daily Email Digest—To see
a summary of changes made to files and folders within a specific Team Share, you can option-
ally track and monitor activity in the web portal using the File Report and the Activity log. For
more information, please reference the File Report and Activity Log section of the Anchor
Administrator Guide. To create a Daily Email Digest that summarizes activity for a particular
Team Share, please reference the How to Manage Shared Items section of the Anchor Admin-
istrator Guide.

To create a new Team Share:

1. Inthe web portal, click the Shares tab. The Team Shares page displays.
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2. Inthe Team Shares page, click the Create Team Share button.

CREATE TEAM SHARE

The Create Team Share page displays.

3. Inthe Create Team Share page, type a descriptive name for the Team Share in the Team Share
Name field.

Create Team Share

Team Share Name | * |

CREATE

4. Click the Create button when you are finished. You will be redirected to the Team Share Sub-
scribers page.

5. Inthe Team Share Subscribers page, select a name from the Select a User drop-down menu,
and click the Add to Share button.

- Select a User—- ¥ || ADDTO SHARE

The selected user will now be added to the Team Share.

How to Send Share Links in the Web Portal

You can share links to files directly with third parties, without using Team Shares. You can share files
and folders with users in your organization and outside of your organization.

To send a share link from the web portal:
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1. Right-click the file or folder and select Share.

Browse Files  fj » Files >

4 Create Folder Upload Files

‘ Name

= Resources

I Download ZIP
= Rename

[y Move

df  Trim Revisions
€3 Delete

A Share Access dialog box displays.

Share Access ®

® Secure Share @
© Public Share URL

ittt syncctes.comyshares . [EER

./ Share Options

Expiration Date | =

Download Limit |:|

[ Notify on Download?

./ Share With
Recipients Iadd names or emails |
Notify ® New Recipients © Everyone © None
Message
P
[ET) Can Modify Remove

e - |

2. Inthe Share Access dialog box, configure settings for sharing the link, including:
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o The Secure Share option, which sends password-protected share links to items.

o The Public Share option, which sends standard share links to items. If you create a public
share link, you can also click the Allow anonymous users to edit files radio button to
allow recipients to edit the file online using the Collaborative Web Editor.

o The Share Options settings, which allow you to select whether the share link will expire
after a certain date, if each recipient should be limited to the number of times the item
can be downloaded, and if you would like to be notified through email when the share is
downloaded. If you are sharing an entire folder, you can also select to receive a noti-
fication when an item is uploaded to the shared folder.

o The Share With settings, which allow you to specify share recipients and set permissions

for each of these users. This section is only required if you are sending a secure share
link.

« The Permissions settings, which let you set Can Modify permissions, allowing the spe-
cified user to edit the file using the Collaborative Web Editor. If you are sharing an
entire folder, Can Modify also allows users to upload files into the folder. Additionally,
you will be able to set Can Delete permissions, allowing the user to delete files within
the shared folder.

3. Click the Share button save your changes. You will be redirected to a confirmation page.

Note: Clicking the Cancel button will close the dialog box, but will not remove the share link.

How to Send Share Links in the Desktop Client

In addition to sharing files and folders with guests in the web portal, you can also share items dir-
ectly from your local machine.

To send a share link from a Windows or Mac machine:
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1. Right-click a file or folder, point to the sync menu, and select Share link.

Open

Edit

New

Print

Open with 3

Share with 4

-

View revisions
[2] sharelink

SyncedTool

(+]

Restore previous versions

Send to 3

Cut
Copy
Create shortcut

Delete

Rename

Properties

The Share Access dialog box displays, allowing you to configure settings the same way as you
would from the web portal.

Share Access ®

® Secure Share @
© Public Share URL

it deators syncadtest.conyshares/l IR

/ Share Options

Expiration Date | e

Download Limit |:|

[ Notify on Download?

./ Share With
Recipients ladd names or emails |
Notify ® New Recipients © Everyone © None
Message
A
Name Can Modify Remove

= - |
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2. Inthe Share Access dialog box, configure settings for sharing the link, including:
o The Secure Share option, which sends password-protected share links to items.

o The Public Share option, which sends standard share links to items. If you create a public
share link, you can also click the Allow anonymous users to edit files radio button to
allow recipients to edit the file online using the Collaborative Web Editor.

o The Share Options settings, which allow you to select whether the share link will expire
after a certain date, if each recipient should be limited to the number of times the item
can be downloaded, and if you would like to be notified through email when the share is
downloaded. If you are sharing an entire folder, you can also select to receive a noti-
fication when an item is uploaded to the shared folder.

o The Share With settings, which allow you to specify share recipients and set permissions
for each of these users. This section is only required if you are sending a secure share
link.

o The Permissions settings, which let you set Can Modify permissions, allowing the spe-
cified user to edit the file using the Collaborative Web Editor. If you are sharing an
entire folder, Can Modify also allows users to upload files into the folder. Additionally,
you will be able to set Can Delete permissions, allowing the user to delete files within
the shared folder.

« Click the Share button save your changes. You will be redirected to a confirmation page.

Note: Clicking the Cancel button will close the dialog box, but will not remove the share
link.

How to Manage Guest Accounts

Guests are special accounts that are created for individuals outside of your organization. You can
manually create a guest account and give that guest access to files and folders; you can even give a
guest access to an entire folder so that the guest can upload and manage content within the system.

Alternatively, if you send a secure share invitation to a person outside of your organization, you are
automatically creating a guest within the system. You can manage your guest accounts using the
Guests tab inside the web portal. For example, you might want to remove guests who no longer
need access to content that you have shared.

Guest users can also manage their own user settings—including their name, email address, and pass-
word—and can even delete their own account.

Specifically, Guest accounts can:
o Access a shared file or folder through the web portal

« Manage their account information and change their password
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Guest accounts cannot:

« Utilize the desktop desktop client, WebDAV, or mobile apps

¢ Subscribe to Team Shares

Best Practice: If you will be collaborating with a guest account on a regular basis, you
might consider sharing an entire folder with the guest account. When you create a
secure share to a folder, you can invite a guest account and decide whether or not to

give that guest account permission to upload or delete content from that shared folder.
You can also choose to be notified when the guest user uploads or downloads content.
In this way, the shared folder becomes a collaborative space where you can exchange
and review content.

To manage guest accounts:

1. In the web portal, click the Guests tab. The Guests page displays, listing all of your existing
guests.

2. Use the tools in the Guests tab to manage guests.

o The Create Guest button, which allows you to manually add a new guest. You can con-
figure the guest's name, email address, password, and even decide if and when the pass-

word should expire.

o The Remove button, which allows you to delete an existing guest.

Guest Accounts

4 Create Guest
Name Company Name Remove
& Jane Smith E

How to Manage Shared Items
You might find it useful to keep track of items in Team Shares, as well as items you have shared with
third parties. Using the Shares tab in the web portal, you can generate and view reports that allow

you to manage these shared items. You can also remove a share link if required.

To track shared items:
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1. In the web portal dashboard, click the Shares tab to manage your shares.

2. Click the Team Shares button to access controls that allow you to create, view and edit Team
Shares.

Shares - Team Shares
iv Team Shares P ltems Shared By You P Items Shared With You

Team Shares
Share Created Manage
Files! Documentation September 25, 2014 ]

a. Optionally, click the arrow to expand a Team Share.

Shares - Team Shares

2t Team Shares [ Items SharedBy You [ [tems Shared With You

Team Shares

Share Created

Files/My Team Share November 18, 2014

Daily Email Digest n oFF

b. Click the On button to receive a Daily Digest email for the selected Team Share. A Daily
Digest email will outline detailed information about events that occurred within the
Team Share. You will receive a daily email until you turn off the Daily Digest option.

c. You can also turn on or off the syncing of Team Share content down to your local
machine. This functionality is useful if a Team Share contains large files (such as video
files) and you would rather only access the content when necessary from the web. Click
the Off button to turn off the syncing of content to your local machine. Alternatively,
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v Training & Documentation September 25, 2014 EI

3. Click the Items Shared By You button to track how many times an item you shared has been
viewed, downloaded, and whether or not it is set to expire on a certain date.

a. You can also click the arrow to expand an item, which allows you to view detailed inform-
ation about the user that received your shared item.

Shares - Shared By You

iy Team Shares B ltems Shared By You B Items Shared With You

Items You Have Shared

File or Folder #Views # Downloads Expires Manage

[> Files/Shared ltiems/Docs.docx 1] 0/ Unlimited None n ®x

b. Click the Delete button to remove a share link.

4. Click the Items Shared With You button to view files that were shared with you by others in
your organization, as well as information about who shared the file and what access rights you
were given (including read, write, and delete).

Shares - Shared With You

2y Team Shares | Bl Items Shared By You § B Items Shared With You

Items Shared With Me

File or Folder Shared By Read Access Write Access Delete Access

User Guide Dema User \/

5. Finally, in some instances, you might be invited to join a Team Share that is outside of your
standard work organization. When this happens, you will be alerted through email and by a
notification in the Shares tab of the web portal. Use the Shares tab to accept or decline this
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invitation.

w2 B a =

Files Shares Backups File Report Activity Log

Shares - Team Shares

2t Team Shares I items Shared By You I items Shared With You =
1
"
Team Shares !
Share Create! Manage
"
> Files/Team Share A May 5, 2015 I )
n
Team Share Invitations *

Share Invited By Accept/Decline

Files/Team Share Org Administrator on August7, 2015 ¥ Decline « Accept

How to Edit Files in the Web Portal Using the Collaborative Web
Editor

With the real-time Collaborative Web Editor, you can edit documents, spreadsheets, and present-
ations when working in the web portal, without needing to download a separate application or nav-
igate away from the system. Additionally, the Collaborative Web Editor allows you to make these
changes simultaneously with multiple coauthors, and lets you see each edit in real time.

Advanced functionality includes:

o Access a wide range of formatting tools to help you update fonts, paragraph formats, charts,
tables, images, style types, and more

Edit simultaneously with coauthors and view their changes in real time

Send and receive instant chat messages

« Add, view, and manage changes and comments

Revisions
« Files automatically save ten seconds after the latest edit.
o For security purposes, an editing session will end after one hour of inactivity.

« Editing a file within the Collaborative Web Editor will generate a revision in Anchor.
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Anonymous Editing Permissions
When sharing a file, users can grant anonymous editing permissions on public share links. Anonym-

ous editing permissions allow anyone with access to the share link to edit the file using the Col-
laborative Web Editor.

Notifications and File Locking

« Inthe Web Portal, a file that is being actively edited from within the Collaborative Web Editor
will be marked with a Web Edit icon. Team Share subscribers will still be able to launch this file
from the web portal using the Collaborative Web Editor.

%

« Inthe desktop client, a file that is being actively edited from within the Collaborative Web
Editor will be automatically protected by the File and Folder Locking feature and marked with
a lock icon. Team Share subscribers will not be able to edit this file using applications on their
local machines.

&

n”'nocx

Launching the Collaborative Web Editor
To use the Collaborative Web Editor:
1. In the Files tab of the web portal, navigate to the file that you want to edit.

a. Alternatively, you can create a new file by clicking the Create drop-down button and
selecting the appropriate file type.

Browse Files  fj > Fies )

i3 Upload Files search files ollal2¥
i Folaer Maodified Size
B Document

Jeb Editing Test
[@ spreadsheet

[EJ Presentation i
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2. To edit an existing file, right-click the file and select Edit.

- g {3

Files Shares
?| & Edit |
+ Creatf | Download seal
E' Revisions |
(:) Activity
M - Rename
lgp Move
W
ﬁ Lock
o f] Lock For...
& o
é Share
_- IJ € Delete ‘
[‘xxu] . _J
The file opens in a new tab.
& ® | avenriTswssweum <2 oA |v = Y N P P o & B - B
Blest7 0o o cuost o | EoEbe B o Normal Headir d -
= T FE IR AN RN TR THRL NIRRT INRL NRRERRCY, 0 .

o @ £

Team Report AI

- This rapart discussas the changes in calegarias over tima. By dasign, thesa cakgarias should changa acoarding la which

sarias thay belong. T

- Report Details

| I
1 I I I

0

(EARR AR TARY

Category 1 Categary2 Category3 Catagory 4
WoSeries1 W Series2 W Series3

Data Collection

Data was collected according to standard procedures, as outlined in Report A.

(R R S R SN R (R

Page 10of 1 Ja2 EE English (United States) - @ B © zeoman &
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3. To configure advanced settings, click the Manage button.

= B fvenir LT Std 35 Lic

E [ e B /J U £

[in]
13

[« W P
]

The left-hand navigation bar expands.

4. In the left-hand navigation bar, click the Advanced Settings link to turn on and off features,
such as commenting, spell check, auto-save, and so forth. You can also choose to view or dis-

able real-time collaboration changes.

I

Document Info...

Advanced Settings... - ’

Help...

Return to My Files

=— —
—
—

i
Il
il
-
Il

=

[
[l
I
-

Alternate Input
Commenting Display
Spell Checking
Alignment Guides

Autosave

Co-editing Mode

Realtime Collaboration Changes

Default Zoom Value

Font Hinting

Unit of Measurement

H-Pe W@ E | B
BB B k| B

Turn on hiercglyphs
¥ Turnon display of the comments
¥ Turnon spell checking option
« Turnon alignment guides

| Turn on autosave

Fast -
iew MNone -
100% -
as 05X v
Centimeter -
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5. While still in the Files section of the tool, you can:
a. Click Save to save the file.

b. Click Save as to save the file with a new name. You will also be given the option to save
the file to a new file format or a new location (within the same root folder).

c. Click Share Link to generate a share link for a standard user or guest user. The recipient
will be given privileges to co-edit the document using the Collaborative Web Editor.

d. Click Download as to download the file to your local machine. You will be presented
with the option to download the file in your preferred file format.

e. Click Print to print the document using your preferred printing device.

f. Click Help to view a comprehensive listing of all available functionality.

= F &

E Ll B / U & A A LA

Back to Document

Q Save

= Save as...
Share Link

S
Download as...
Print

Document Info...

Advanced Settings. ..

Help...
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6. Click the Back to Document link to collapse the left-hand navigation menu.

Inviting Coauthors to Collaborate

To collaborate on a single file in real time, you can create a share link from the web portal or your
desktop client. You can also invite users to collaborate from within the Collaborative Web Editor.

1. Click the File tab and select Share Link.

CEN!
!
(]

1
[
= I
g
b=
b=

Back to Document
Q
=
2

Save

Save as...

Download as._.

Print
Document Info...
Advanced Settings. ..

Help. ..

The Share Access dialog box displays.
2. You can create a public share link to allow anonymous users to edit the file:

a. Select the Public Share URL radio button, and then click the Copy button to ensure that
you capture the URL of the file.

b. Select the Allow anonymous users to edit files checkbox to let anyone who launches the
share link to edit the file using the Collaborative Web Editor.

c. Click the Share button to save your settings. You will then be able to paste the share link
in an email, chat, or other messaging device.
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Share Access x

© Secure Share @

'* Public Share URL
| http://defa ultorg.syncedtest.comlshares{ﬁIe;|

¥ Allow anonymous USers to edit files]

| Share Options

| Share With

CANCEL E 3

3. Alternatively, you can create a secure share link to require recipients to log in:
a. Select the Secure Share radio button.

b. Inthe Recipients field, enter the name of the coauthor. The name of this new user will dis-
play in the lower portion of the screen.

c. Ensure the Can Modlify checkbox is selected. The Can Modify permission allows this user
to edit the file.

© 2017 eFolder, Inc. All rights reserved. Page 95



User Guide

d. Click the Share button to send the share invitation to the recipient(s).

Share Access ®

* Secure Share @ |
) Public Share URL

et/ defautorg syncedvest.com/shares/ e IR

[ Share Options

./ Share With

Recipients [Add names or emails |

Notify ® New Recipients © Everyone © None

Message

L ET Can Modify Remove

Matthew Dugan
mdugan@efoldernet

e, [

4. To view a list of coauthors, click the View Users button. A pop-up window displays, showing a
list of users who are actively editing the document.
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Document is currently being edited by several

= users

" Mait Dugan

- Guest Account
- Anne Doring

Page 1.of Iil

When these users make changes, their edits are visible immediately and are marked with a ver-
tical bar.

Team Report B| < » == »

This mpord tha changas g v fimm. By desgn. thess casgres soul cangs sordeg o whch
sarmy By balang, This repoet roves thil calegones do changs over Bma. scoondineg 1o seres

5. Hover over the vertical bar to view editing details.

Team Report B|h

This repor! dscussos the changes in calegores over lime, By design, thase calegories should change acoording 1o which
sanas ey bdmg This raparn praves thisl Categores da ﬂlll‘ﬂ& v T, lcmndhg 10 S

Chatting with Coauthors

When you are collaborating on a document in real time, you can use the Chat feature to com-
municate and share ideas with coauthors.
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1. In the left-hand navigation bar, click the Chat button to reveal the chat window.

=] i) Kveni LT Sid 65 Medium 2 2] v =

- ~ B /I U & & & w-a-0- B E

Johin Brown L --2-|-1-|.|¥I-
Q o
® I think we need a befter b =

o> |

07

2. Enter your message in the Chat dialog box and click the Send button. A visual overlay displays
over the recipient's Chat button, indicating that a new message is available to view.

g1 S

Editing with Coauthors

The Collaborative Web Editor allows you to edit using its Track Changes feature. You can also
embed comments into files to aid in the collaboration process.

Note: If the file is later downloaded and opened on a local machine, these edits and comments will
remain, and will display in all applications that support Track Changes and commenting (for
example, Microsoft Office products).

1. To turn on Track Changes, click the Track Changes button found at the bottom right-hand
corner of the screen.

B= English (United States) ~ @0 B O zoom1o% (3 .

All changes made by you and coauthors will display in bubbles, allowing other users to accept
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or reject these changes.

£ a- & k-

X g-= Intense Quote e List Paragre v
(R F TN XA RN | XN - EINCR E K -0 N -
WEB EDITOR

nents, spreadsheets, and

to download a separate application
/e Web Editor allows you to make
you see each edit in real time.

ate fonts, paragraph formats, charts,

es in real time

v x

1212016 9:52 am
Inserted: edits and

2. To add a comment, highlight the appropriate portion of the file, right-click the highlighted
content, and then select Add Comment.

Team Report ™

Cogry
This report dscusses ihe changes  Paste hias
saries they belong. This report pro mi
Page break before

Keep ines together

Paragragh Advanced Settings

&
5 Add Commsrt
Hypevink
N Formatting as Stylke "
-
| |
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A pop-up bubble displays, allowing you to type a comment.

Team Report B ————
BT o

This regoet LA B I Changet in Cate-gonet v tme [y design. Thew

3. To view all comments in the document, or to respond to an existing comment, click the Com-
ments button in the left-hand navigation bar. You can use the toolbar to edit, delete, or mark
a comment as resolved.

=] 0 agial 85 ol = = I
- Lol B/ u & N M w-a-0- B E
John Brown "..f 9 [ R “Ii:" '
[m WZA20M6 1204 pmi
T Raport El
Q -
Lel's change this to; Data Changes Over E
B |
Reply )
& :
-Z Team
- This repar dis
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Add Comenent b Document
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LOCKING FILES AND FOLDERS

File locking allows users to place locks on files and folders in Team Shares. This feature is useful
when you want to prevent other user accounts from editing your items when you are making
changes, which prevents file sync conflicts. You can place locks on a whole Team Share, a subfolder
in a Team Share, or a file in a Team Share. When an item is locked, a lock icon will be placed over
the file or folder, and it will become read-only for others subscribed to the Team Share.

If you forget to lock a file or folder before you begin making changes, you could encounter file sync
conflicts. A file sync conflict might take the form of a collision, where two Team Share subscribers try
to edit the same file at the same time, or a locked file revision, where a user attempts to edit a
locked file. When a file sync conflict occurs, the system will notify you of the conflict, and will help
you resolve the issue.

Your administrator can configure a Team Share so that Microsoft Word and Excel Team Share files
automatically prompt you to lock the files each time they are opened. When you confirm the lock,
the files will automatically unlock when you close the file.

How to Lock Files and Folders in the Web Portal

In the web portal, you can place locks on a whole Team Share, a subfolder in a Team Share, or a file
in a Team Share. When an item is locked, a lock icon will be placed over the file or folder, and it will
become read-only for others subscribed to the Team Share.

To place a lock on a file or folder in the web portal:

1. In the web portal, right-click the item, and select lock.

Browse Files  fj » Files }

4 Create Folder  [§3 Upload Files search files
Name t
& Documentation
& Lock

The item is now locked, and is read-only for everyone else in the share.

2. Alternatively, to lock the folder or file for a specific amount of time, select Lock For. A pop-up
window displays, allowing you to select a time period, including: 30 minutes, 1 hour, 3 hours, 6
hours, or 1 day.

3. When you are finished editing, you must unlock the item. To unlock the item, right-click the file
or folder again, and select unlock.
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Viewing Lock Information

When you are working in the web portal, you can view information about who locked the file or

folder.

1. In the web portal, right-click the Team Share item, and select Lock Info. A dialog box displays,
giving you information about who locked the item, where the item was locked, and when the
lock expires.

The page at syncedtest.com says:

Locked By: John Smith
Source: Web
Expires: Mever

|_| Prevent this page from creating additional dialogs.

How to Lock Files and Folders in the Desktop Client

In the desktop client, you can place locks on a whole Team Share, a subfolder in a Team Share, or a
file in a Team Share. When an item is locked, it will become read-only for others subscribed to the
Team Share.

Manually Locking a File or Folder
To manually place a lock on a file or folder on a Windows or Mac machine:

1. In the desktop client, right-click on the Team Share item, point to the sync menu, and select
Lock. The Team Share item will remain locked until you unlock the item.
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2. Alternatively, to lock the folder or file for a specific amount of time, point to Lock for, and
select a time period, including: 30 minutes, 1 hour, 3 hours, 6 hours, or 1 day.

|°. Work in Progress

Open

Open in new window

(4]

SyncedTool ] View on web

. . Share link
Restore previous versions

Include in library ] Lock

= B

3 i
Send to > Leck for. I 30 minutes

1 hour

ot 3 hours

Copy 6 hours

Create shortcut 1 day

Delete

Rename

Properties

Auto-Locking Word and Excel Files
If your administrator has turned on Auto-Locking, please note expected Auto-Locking behavior:

« This feature applies to .doc, .docx, and .x/sx files. This feature also applies to .x/s, .odt and
.ods documents if the documents are opened with LibreOffice or OpenOffice.

o This feature is not supported for Word for Mac and .x/s files opened with Excel.

o This feature is only accessible from the desktop client installed on local machines.

To open a Word or Excel file using this feature:

1. Click to open a file in the Team Share. You will be presented with a dialog box that will
prompt you to lock the file.
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4

! SyncedTool

Lock Shared Document

SyncedTool detected that you opened a shared document. Would you
like to lock this document to prevent others from modifying it while you
work?

File: Jsers\JaneBrown\SyncedFolder\Marketing Team Share\Event.docx

Max Lock Duration:

< Lock Document While I Work

< Don't Lock

Change Future Behavior

2. Click Lock Document While | Work to confirm the lock. You can also select a maximum lock
time period in the Max Lock Duration drop-down menu to determine how long the auto-lock
will be in effect. You can select from 1 hour (default), 2 hours, 4 hours, or 8 hours. After the
time period has expired, the auto-lock will expire. Or, the file will automatically unlock when

you close the file.

3. Depending on the administrator's configuration settings, if another user opens a file that you
have locked, he or she will be presented with a read-only notification. If this notification is
ignored, the user will be prompted to save the file with a different name.

FILE TOOLS VIEW [Read-Only] - Word

Note: When attempting to edit a Microsoft Word 2013 or Microsoft Excel 2013

locked file, offending users will need to actively clear the read-only notification
before they can edit a file. Older revisions of Microsoft Word, however, will only
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display a read-only notification in the toolbar area. It is important to be mindful
when working in Team Shares, and to pay attention to display indicators and warn-
ing messages.

Viewing Lock Information

When you are working in the desktop client, you will see a lock icon displayed over a file or folder
when it has been locked by you or another Team Share subscriber. Optionally, you can view inform-

ation about who locked the file or folder.

1. In the desktop client, right-click the Team Share item, point to the sync menu, and select Lock
Info. A dialog box displays, giving you information about who locked the item, where the item

was locked, and when the lock expires.

r ™

(X SyncedTool X3

File: Brochure Template.docx
Locked by: John Smith
Source: Web

Expires on: never

How to Resolve File Sync Conflicts

A file sync conflict occurs when a shared Team Share file that you have modified is not syncing as
expected to the server. Under normal circumstances, when you modify a Team Share file on your
local machine, the updated revision will synchronize to the server, and propagate across each sub-
scribed device. When you encounter a file sync conflict, however, the modified file will not correctly
sync to the server. Instead, you will see a Resolve Sync Conflicts icon, alerting you that a conflict has

occurred.
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:

| ﬂ Dacurient

Types of File Sync Conflicts
You might encounter two different types of file sync conflicts when working in Team Shares:

« Collision—A collision occurs when one file is modified in two different places at the same time.
When this happens, only one of the revisions will successfully sync to the server, and the other
revision will be marked as a collision. For example, User A and User B both open the same file
from two separate locations, without locking the file. User A edits and saves her file, and this
new revision is synchronized to the server. User A edits and saves her file again, and this
updated revision is again synchronized to the server. User B is now editing an older revision of
the file. When User B saves his revision of the file, it will not synchronize to the server, and will
instead be marked as a collision.

o Locked File Revision—A locked file revision occurs when a user attempts to modify a file that
has been previously locked by another user, either at the file level or the folder level. For
example, User A locks a file and the file is marked with a lock icon. Later, User B opens the file,
ignoring the lock icon, and begins modifying the file. When User B attempts to save his revi-
sion, it does not immediately synchronize with the server, and is instead marked as a locked
file revision. When User A unlocks the file, User B's revision will automatically synchronize to
the server without any additional action on his part.

Your administrator can configure file locking so that locks are stronger (hard locks); in these
instances, you will not encounter a locked file revision error. For more information, please con-
tact your administrator.

changes, file sync conflicts will occur more often; it is therefore considered a best
practice to lock files or folders before making changes.

Note: If Team Share subscribers forget to lock files and folders before making
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Resolving a Collision
To resolve a collision on a Windows or Mac machine:

1. When a collision occurs, you will see a Resolve Sync Conflict icon.

2. Click the icon on your computer’s system tray or menu bar, and select the Resolve Sync Con-
flicts link.

of the screen; on a Mac machine, the icon is located in the upper right-hand

@ Note: On a Windows machine, the icon is located in the lower right-hand corner
corner of the screen.

The Resolve Sync Conflicts dialog box displays.
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3. Use the Resolve Sync Conflicts dialog box to review information about the collision and
resolve the conflict.

a. Click the Rename My revision button to rename your copy to include the term collision
appended to the end. When this option is selected, you will see two files: the original_
file_name file and the original_file_name (collision) file.

b. Click the Delete My revision button to discard your copy without saving changes.

c. Depending on administrative settings, you might also have the option to click the Over-
write Current button to sync your local copy as the current server revision.

7 Resolve Sync Conflicts(1)

Revisions not syncing
These revisions are currently not syncing up to the server

Collisions(1)
Select Al

C:\Users\JaneBrown\SyncedFolder\Marketing Team Share\Collision\!

1 files selected, 1 total

[Rename Local...| [Delete Local...| (Overwrite current...|

4. Alternatively, you can resolve the file sync conflict directly within Windows Explorer or Mac
Finder. For example, on a Windows machine, right-click the affected file, point to the sync
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menu, and select your preferred option.

&3\ )=/} <« SyncedFolder » Marketing Team Share » Collsion v [ 4| [ Search Coliision 2|
Organize Open v  Sharewith v Print  E-mail New folder = - (7]
>
* F— Name Date modified Type Size
B Desktop a Collisi 1132/201612:45PM  Microsoft Word D... 12 I(Bl
|8 Downloads Open
%l Recent Places Edit
[+ ] SyncedFolder New
Print
4 Libraries Open with »
4] Documents Share with »
Ji Music
[&=) Pictures SyncedTool 4 I. View revisions
H videos Restore previous versions Delete Local
Auto Rename Local
& Homegroup =D i’ N
Overwrite Remote
Cut
ol Computer Copy
* Network Create shortcut
Delete
Rename
Collision Properties Size: 11.0 KB
W Microsoft Word Document

Resolving a Locked File Revision
To resolve a locked file revision on a Windows or Mac machine:

1. When a locked file revision occurs, you will see a Resolve Sync Conflicts icon.

2. Click the icon on your computer’s system tray or menu bar, and then click the Resolve Sync
Conflicts link.
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Note: On a Windows machine, the icon is located in the lower right-hand corner
of the screen; on a Mac machine, the icon is located in the upper right-hand
corner of the screen.

The Resolve Sync Conflicts dialog box displays.
3. Use the Resolve Sync Conflicts dialog box to review details of the locked file revision conflict.

a. Click to highlight the file path that is listed in the dialog box to review who the file was
locked by, when the lock expires, and so forth.
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b. You can safely ignore a file sync conflict that occurs on your local machine. The system
will resolve this issue for you as soon as the lock is removed.

Resolve Sync Conflicts(l) E

Revisions not syncing
These revisions are currently not syncing up to the server

Locked File Revisions(1) |

ChUsers\IEUser\SyncedFolder\Team Share A\Document.rif

1 entries

FILE: Document.rtf &
REASON: modified locked file

PATH: C:\Users\[EUser\SyncedFolder {Team Share A\Document. rif
LOCKED BY: File Server

EXPIRES ON: never S
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RESTORING FILES AND FOLDERS

The system provides many options for protecting—and optionally restoring—data. When you use
the system, you can be sure that your data is safe and protected. For example, you can restore older
revisions of files and folders, restore deleted files and folders, or use the Revision Rollback feature to
restore all files within an entire folder to an earlier revision before a selected date.

This section will provide information on how you can protect, and optionally restore, your data.

How to View and Restore a Revision

When you edit a file, the system keeps track of each revision. Using the revisions feature in the web
portal, you can view—and optionally restore—older revisions of files. This feature is useful when you

make a mistake editing and saving a file, or if you want to see revisions made by other members of

your Team Share.

To view and restore revisions:

1. From the desktop client on your local machine, right-click a file, point to the sync menu, and

select View Revisions.

[F=% §CR ==
®v| |, « SyncedFolder » Reports - |¢,H Search Reports ol
Organize [E Open ~ Share with v Print E-mail > ==~ [ @
S Favoritas = MName. ° Date modified Type
Bl Deskiop Eﬂ Ex Edit 121’9{3015 10:35 AM  Microsoft
4. Downloads L}
. Mew
=l Recent Places -
% SyncedFolder rint
Open with »
4 Libraries 3 Share with 4
2 D ts T
) ocutlmef‘l SyncedTool 3 E View revisions
Jﬁ Music Share link
=) Pictures Restore previous versions | D arelin
i Videos Send to »
*& Homegroup Cut
Copy
18 Computer Create shortcut
& Local Disk (C:)  ~ « | Delete ’
—:5~ ExpenseReport Rename
mg Microsoft Word Docume,
: Properties E
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2. Alternatively, if you are working in the web portal, right-click a file and select Revisions.

Browse Files  fij > Files ) Shared ltems )

| + Cmntanlder‘ | & Upload Files |

Name 1

g Overview rtf

Download

Revisions
Activity
Rename

Move

Share

Erase Revisions

CEYERC

Delete

The Browse File Revisions page displays, listing all revisions of the file.

3. Inthe Browse File Revisions page, click the title of the file to view the file in the Web Preview
tool.

4. Click the Download Revision link to download a previous revision. The file will download to
your local machine.

5. Click the Restore Revision link to overwrite the current file with the previous revision.

Browse File Revisions - Overview.rf

|

IE Revisions for Overview.rit

Filename Received File Size Full Size Delta Size Download Restore

Overview rtf October 06, 2014 at 08:02AM 43 49k 850k Download Current Current Revision

Overview.f October 03, 2014 at 09:28AM 201k 8640 | Download Revision | | Restore Revisien |

How to View and Restore Deleted Files and Folders

Depending on your administrator's settings, you can view and restore deleted files and folders from
within the web portal. The ability to view and restore deleted content is one of many data protection
features available to you.

To restore files and folders from the web portal:
1. Inthe web portal, click the Files tab. The Browse Files page displays.

2. Inthe toolbar, click the Show Deleted button.

© 2017 eFolder, Inc. All rights reserved. Page 113



User Guide

#%  Show Deleted

The deleted files and folders display as semi-transparent.

Browse Files  fj > Fies »

4 CreateFolder [ Upload Files search files (® Rollback 2 Restore Deleted ¥ 1T

Name 7 Modified Size

& Project Team Share -
My Folder -

My Personal Files

New Folder

0300001E.png

MyImage.png

3. Right-click an individual file or folder and select the Restore link.

Browse Files @ ) Fies »

4 CreateFolder [E§ Upload Files search files (@ Rollback 2 Restore Deleted 3% 10T

Name ¢ Modified Size

- Project Team Share -

My Folder -

M. Restore

d  Trim Revisions
Ne' @ Permanenty Delete

4. Alternatively, to restore all deleted files in the current folder, click the Restore Deleted button
in the toolbar. The Restore Files dialog box displays, allowing you to restore all deleted files,
or certain files deleted between a specified time frame.
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Restore Files »®

'® Restore All Files
') Restore Files Deleted Between

Start Date

End Date

RESTORE CANCEL

The selected files and folders will be restored.

Note: You cannot navigate away from the page until the restore process is com-
plete.

How to Use the Rollback Feature

The Revision Rollback feature allows end users to restore all files within an entire folder (standard
folder, Team Share, or Backup) to an earlier revision before a selected date. The Revision Rollback
feature is particularly useful in situations where files might have been corrupted by ransomware; it
utilizes a file's revision history, and restores all currently-existing content in the root to a healthy revi-
sion at a specified point-in-time. In these cases, you can use the Activity Log to determine when the
infected revisions were uploaded, and then roll back files prior to the point of infection.

Note: A file's revision can refer to the originally uploaded file (first version) or a revision
of an edited file (subsequent revisions).

To access the Revision Rollback feature:
1. In the web portal, click the Files tab. The Browse Files page displays.

2. Inthe Browse Files page, navigate to the appropriate folder. While inside the folder, click the
Rollback button in the toolbar.
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@ Roliback

The Rollback pop-up window displays, prompting you to select a date and time.

Rollback ®

Restore all files in this root to the most recent revision before:

Rollback To

2015-07-31 00:00 (=

(4] July 2015 0 k?

S50 Mo Tu We Th Fr 3a

12| 13| 14| 15| 16| 17| 18

18| 20| 21| 22| 23| 24| 25

Time 00:00
Haour ()
Minute  (.;
NOW DONE

3. Select a day and time before the time to which you want to restore. For example, if you select
June 25th at 12:40 PM, the feature will find the first file revision before June 25th at 12:40. If a
revision exists at 12:40 and another at 12:39, the file at 12:39 will be restored.

Please note that the Revision Rollback feature utilizes a 24 hour clock, and is based off of the
timezone of the Anchor server. The US SaaS$ server is located in the Mountain timezone; the
Canadian SaaS server is located in the Pacific timezone.
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4. Click Rollback when you are finished.
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BACKUPS

You can create backups of files and folders that exist on your local machine. You might want to cre-
ate a backup of a file or folder that you want to protect, but do not want to sync. Backups do not
reside in the File Sync Folder, and cannot be shared with another user account.

To create a backup, you can use the Backups tab in the web portal, where you can also manage and
restore backups. Alternatively, you can create backups directly on your local machine.

How to Create Backups in the Web Portal

When you back up a folder, you can access your backups from the web portal and from mobile apps.
All new changes are continuously backed up. Additionally, backups include revisions to files.

To back up a folder from the web portal:

1. In the web portal, click the Backups tab. The Backups page displays, listing all of your existing
backups.

@ Backups 4 Create Backup

Folder Created Manage

2 CiUsers\Desktop
October 06, 2014 -
0 File(s), 0b

Q
x

2. In the Backups page, click the Create Backups button. The page refreshes to allow you to nav-
igate your local machine and select the folder you want to back up.
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3. Click the Save button when you are finished. The page refreshes to show you all backups that
have been configured.

4 Create Backup

Folder Created Manage

2 ciausers\Contacts

Cctober 26, 2014
0 File(s), 0b

v
Q
x

How to Create Backups on your Local Machine

In addition to backing up folders in the web portal, you can also back up your folders directly from
your local machine. Like backups configured in the web portal, backups configured on your local
machine continuously back up new changes, and will keep revisions.

To back up a folder from your Windows or Mac machine:

1. Right-click the folder you want to back up. A menu displays.

2. Point to the sync menu, and select Back up this folder.

| 'y Folder 01 .- ALIAIAALE BB AR

Open
Open in new window

Share with *

@ Backupthisfolder |49 SyncedTool .
Include in library *
Pin to Start

Pin to Start menu (Classic Shell)

Send te r
Cut

Copy

Create shortcut
Delete
Rename

Properties

Your browser opens, displaying the newly created backup.

W™ Backups # Create Backup

Folder Created Manage

2 CciUsersiContacts

5 October 26, 2014 -
0 File(s), 0b

Q
x

© 2017 eFolder, Inc. All rights reserved. Page 119



User Guide

3. To deactivate a backup from your machine, right-click the back up on your computer or
laptop, point to the sync menu, and select Remove backup. The folder will no longer back up,
and will be listed as deactivated in the web portal.

How to Manage Backups in the Web Portal

You can manage all backups by clicking the Backups tab in the web portal. In the Backups page, you
can manage the content of backups, browse the content of backups, delete backups, or restore
backups.

To manage backups:

1. In the web portal, click the Backups tab. The Backups page displays, showing a list of all exist-
ing backups.

2. In the Backups page, you can browse the contents of the backup.

a. Click the Browse button.

‘I n-:hq-Hl- Clmlnﬂ.hlp‘

Folder Created Manage

2 causers\Documentsitest E“z‘
November 04, 2014
1 Fis(s), 1.45M

The backup opens, allowing you to browse its content.
3. Inside the backup, you can also:
a. Click the Create Folder button to create a new folder inside the backup.
b. Click the Upload Files button to add files to the backup.

c. Click the Rollback button to restore all files within the entire folder to an earlier revision
before a selected date. The Revision Rollback feature is particularly useful in situations
where a file might have been corrupted by ransomware; it utilizes a file's revision history,
and restores all currently-existing content in the folder to a healthy revision at a spe-
cified point-in-time. In these cases, you can use the Activity Log to determine when the
infected revisions were uploaded, and then roll back files prior to the point of infection.

d. Click the Show Deleted button to show files that have been deleted within the backup

e. Click the Restore Deleted button to return any deleted files to the backup.
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f. Click the Erase All Revisions button to erase previous revisions to files in the backup.

4 CreateFolder £ Upload Files search files @ Rollback #3 ShowDeleted < Restore Deleted X
Name 1 Modified size
ME.: mp4 October 20, 2014 at 05:57AM 1.45M

4. In the Backups page, you can restore a backup to a specific location.

a. Click the Restore button.

A Restore Backup page displays.

b. Inthe Restore Backup page, browse to select a restore point. Optionally, click the New
Folder button to create a new folder as a restore point.

c. Click the Save button when you are finished.

@ Restore Backup to Folder:

- = opc

5. Optionally, in the Backups page, click the Delete button to delete a backup.

The backup will delete.
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FILE REPORT AND ACTIVITY LOG

In addition to managing and sharing files and folders, you can also keep track of file listings and
activity directly from the web portal.

With the file report, you can generate reports for all of your files, and export the report to your local
machine. Use the File Report page in the web portal to generate these reports.

With the activity log, you can track all usage across the system, view audit trails, and track activity on
Team Share users and guest accounts. Use the Activity Log page in the web portal to filter activity
based on a set of criteria.

How to View File Reports

The File Reports page allows you to keep track of all of your content in the system from one central
location. In the File Reports page, you can filter by a specific folder or Team Share. You can then

view the files within the folder, the date that each file was modified, and the size of the file. You can
even export the report to your local machine.

To view file reports:
1. In the web portal, click the File Reports tab. The File Reports page displays.

2. Inthe File Reports page, use the Show Reports For drop-down menu to filter files within a spe-
cific folder or Team Share. The page refreshes to show files based on your selection. The
information displayed for each file includes:

o Found In—the folder in which the file is located

File—the path and the file name

« Modified—the date the file was modified

o Size—the size of the file

File Report

Show Report For: | Files v B Ccsv

Files IFiles

3. Optionally, click the CSV button to export the report to your local machine.

© 2017 eFolder, Inc. All rights reserved. Page 122



User Guide

How to Track Activity

The Activity Log page allows you to track activity across the system from one central location. Using
the Activity Log page, you can track usage, view audit trails, and follow activity on Team Share users
and guest accounts. You can even track activity performed by your guest users.

To track activity:
1. In the web portal, click the Activity Log tab. The Activity Log page displays.

ShuwAclwnyln.| Files v | with activity type of. | Any activity type M between.l & AND I ]

CLEAR suUBMIT

Show Activity By |Anyone A | filename contains |enter at least 4 characlers

2. Inthe Activity Log page, use the drop-down menus to filter activity based on a set of criteria.

o Use the Show Activity In drop-down menu to select which folder or Team Share you want
to track.

« Use the with activity type of drop-down menu to select the type of activity you want to
track.

o Use the between date fields to enter the date on which the activity occurred.

« Use the Show Activity By drop-down menu to select the user who performed the activity.
This list includes guest accounts that you have created, allowing you to track activity per-
formed by your guest users.

« Use the filename contains textbox to enter a set of characters that should be included in
the search.

3. When you are finished entering criteria, click the Submit button. You will be presented with a
list of activities that meet your selected criteria.
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OUTLOOKADD-IN

The Outlook add-in allows you to email links to files and folders using your Microsoft Outlook applic-
ation. When you use this feature, you can share links to Synced Tool items, as well as local content,
directly from within your email platform. Additionally, the Outlook add-in keeps track of the items
that you have shared by creating and populating a Shared Items folder in your Synced Folder.

Other benefits of the Outlook add-in include the ability to send links—rather than standard attach-
ments—to files and folders of any size, and the ability to send items as secure shares. Additionally,
when you forward an email that originally included an attachment, you have the option of converting
that attachment to a share link. Because the Outlook add-in integrates with Synced Tool, you always
have a backup of these shared items without needing to store attachments within your email client.

Note: Microsoft Outlook revisions 2010+ (both 32-bit and 64-bit) are supported and
recommended. Microsoft Outlook for Mac does not support third-party add-ins.

Note: Disabling the Outlook setting, Use Cached Exchange Mode, will prevent the add-
in from generating share links when composing emails.

Configuring the Outlook Add-In

When you configure your default settings, you can decide to
« Send notifications when a shared item is downloaded or uploaded,;
o Limit the number of times a shared item is downloaded;
o Expire a shared item after a specified number of days; or

« Depending on your organization policy settings, send all items as secure shares.

Note: You can optionally configure the Outlook add-in so that all items are sent

® as secure shares; however, if certain policies are enabled for your organization,
this feature is turned on by default, and you will not be able to configure this

option.

Additionally, when configuring attachment policies, you can determine how the Outlook add-in man-
ages your sent content. When you send items through the Outlook add-in, a new Shared Items sub-
directory is created for you in your Synced Folder. By default, this folder is located at the top-level of
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your Synced Folder, but you can change its location when you configure your Outlook add-in pref-
erences.

Organize = Open Include in library = Share with = Mew folder
4 ‘ﬁ' Favorites T
1§ Downloads & Education and Training
ﬁ Recent Places & My Files
Bl Desktop o Shared Items
ﬁ Guides
[ SyncedFolder ]

When you configure these policies, the Outlook add-in operates as a truly intelligent tool, auto-
matically sending share links according to the way you like to work. For example, you can tell the
add-in to

o Automatically use the Outlook add-in for attachments over a certain size, even when an email
draft already includes a standard attachment (for example, when forwarding messages);

« Automatically use the Outlook add-in for all attachments, even when an email draft already
includes a standard attachment; and

o Only use the Outlook add-in when selected.

Using the Outlook Add-In

When you compose a message in Microsoft Outlook, you use the ribbon button to attach content in
a variety of ways, including

o Browse and select files and folders stored in Synced Tool,
o Browse and select a local file stored on your machine, and

« Convert an attached file to a share link, which is particularly useful when forwarding email mes-
sages that originally included a standard attachment. You can decide to manually convert
these items using the Attach drop-down menu, or this will happen automatically, depending
on your attachment polices.
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Account Browser g
Choose your share: Attach
= My Files -
& - Team Shares % 2L, Send a file
[+ # This PC =
|=» Convert to Synced Tool File

©

[] Change Sharing Settings

Notify on upload

Notify on download

Download limit

days

o | (Ganea)

Note: When you send local files, or you convert an item to a share link, these items are
stored as Synced Tool content in your Shared Items folder.

How to Install the Outlook Add-In

Before you can use the Outlook add-in, you must first download it from the web portal.
To download the Outlook add-in:

1. Click the Download App button in the web portal. The Download page displays.

B Download App | ~* Logout

Backups

File Report

Activity Log

[
Files Guests

Shares
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2. Inthe Download page, click the Outlook button.

WA

Qutlook Plugin For PC

The file will start to download, or you will be prompted to save the file, depending on your
browser type.

3. When the file finishes downloading, make sure Microsoft Outlook is closed, and click the
installation file. The Setup Wizard opens.

4. Click the Next button to start the Setup Wizard.

& sewp (= © [

Setup

Welcome to the Setup Wizard.

< Back H Mext > ][ Cancel
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5. Inthe License Agreement screen, click the | accept the agreement radio button if you accept
the license. Then, click the Next button to continue.

[ £ Setup Eléuw
|
=

License Agreement

Please read the following License Agreement. You must accept the terms of this agreement before
continuing with the installation.

ANCHORBOX LLC USER AGREEMENT

s
IMPORTANT - READ CAREFULLY

THIS USER AGREEMENT (THIS "AGREEMENT") IS A LEGAL AND BINDING
CONTRACT BETWEEN YOU AND THE COMPAMY LICENSING THE SOFTWARE
(ELIENT) OM THE OME HAND AND ANCHORBOX LLC ("ANCHOR") ON THE OTHER.

THE AGREEMENT GOVERNS CLIENTE ACCESS TO AND USE OF THE ANCHOR
SOFTWARE (AS FURTHER DEFIMED BELOW, THE "SOFTWARE).

) 1 accept the agreement

Do you accept this license?  —
Y ? () I do not accept the agreement

InstalBuilder

<Back ||| next> ||| cancel

6. Inthe Installation Directory screen, select the location where you want the installation files to
reside on your local machine. In most instances, you can accept the default location. Click the

Next button to continue.

F R
Set =] =
& Setup ‘ [ S SR Se—
Installation Directory g
Please spedfy the directory where Synced Tool for Qutlook will be installed.
Installation Directory | C:\Program Files (x86)\Synced Tool for Outiook| ]
InstallBuilder
<Back ||| Next> ||| Cancel
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7. Inthe Ready to Install screen, click the Next button to begin the installation process.

E=EEN=
s
=7

F B
|
8 Seup ,‘ e i Se—

Ready to Install

Setup is now ready to begin installing Synced Tool for Outlook on your computer.

InstallBuilder

< Back ][ Next = ][ Cancel

8. When the Setup Wizard completes, click the Finish button.

ol

Completing the Synced Tool for Outlook Setup Wizard

r i
|
& Setup ,‘ Bl ey —

Setup has finished installing Synced Tool for Qutlook on your
camputer.

< Back |[ Finish ]| Cancel

How to Configure the Outlook Add-In

After you install the Outlook add-in, you can configure default share settings and attachment
policies. When you configure these settings, the Outlook add-in operates as a truly intelligent tool,

automatically sending share links according to your preferences.
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1. When you launch Microsoft Outlook for the first time after installing the Outlook add-in, the
Wizard displays, prompting you for login credentials.

a.

If prompted, enter the host name of your organization in the Host field (for example,
syncedtool.com).

In the Username field, enter the same username that you use to access the web portal.
In the Password field, enter the same password that you use to access the web portal.

Click the Next button when you are finished.

@ Synced Tool Wizard | TR SRR SN e S
| |

I
ﬂ \Welcome to

Synced Tool
w for Outlock

Host:

zername/Email:

Password:

2. Inthe Choose your Default Share Settings screen, set default settings for how you share links.

a.

Click the Notify on upload checkbox to receive notifications when an item is uploaded
to a shared folder.

Click the Notify on download checkbox to receive notifications when the share is down-
loaded.

Click the Download limit checkbox, and enter a download limit number, to limit the num-
ber of times the share is downloaded by each recipient.

Click the Expire share after checkbox, and enter a number of days, to set a share to
expire after the specified number of days.

Depending on your administrator's configurations, you may also have access to the
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Secure Share by Default checkbox. Click this checkbox to send all content as secure
shares. If this option is selected, all recipients will be required to log in to access the
shared content. Recipients who are not members of your organization will be added as
guest users; a guest account will be created for the recipient, and login credentials will
be provided.

f. Click the Next button to continue.

( |

g Synced Tool Settings | J

Server Settings | Default Share Settings | Attachment Palicy | About |

[ ] Matify on upload

[] Matify on download

[] Diownload limit

[] Expire share after days
[] Secure Share by Default

Back ]l[ Next

3. In the next screen, set default attachment policies.

a. Click the Automatic radio button to automatically use the Outlook add-in for attach-
ments over a certain size.

b. Click the Always use the desktop client for attachments radio button to automatically
use the Outlook add-in for all attachments.

c. Click the Advanced radio button to only use the Outlook add-in when selected.

d. Click the Use default folder checkbox to use the default location for storing shares con-
figured from Outlook. If you uncheck this checkbox, you will be prompted to select
another location on your local machine.
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e. Click the Next button to continue.

-
£ Synced Tool Wizard ==

Choose how you would like the Synced Tool Outlook Plug-in to
handle vour attachments:

@ Automatic - use Synced Tool for attachments over: MEB
() Always use Synced Tool for attachments

() Advanced - Use Synced Tool Only when | choose
Flease specify a folder where all your files will be uploaded:

|¥] Use default folder: “Shared ltems™

4. When the Wizard completes, click the Finish button.

.
£ Synced Tool Wizard ==

You are all set!

You will now see a share button in new emails that will
allow you to attach files you have uploaded to Synced
Tool for Outlook.

If yvou would like to change your default settings, click the
Synced Tool for Outlock settings button on the Home tab.

Back ||| Finish |
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How to Use the Outlook Add-In

When you compose a message in Microsoft Outlook, you can use the Attach drop-down button to
attach specific share content according to your defined preferences.

To use the Outlook add-in:

1. In Microsoft Outlook, create a new email message. The ribbon will display an Attach drop-
down button.

2. Click the Attach drop-down button and select Send a File.

The Account Browse dialog box displays.

£3 Account Browser x

Choose your share:

- ) My Files
-- ) Team Shares
[- ¥ This PC

[] Change Sharing Settings

Motify on upload

Maotify an download

Download limit

Expire share after days
Secure Share by Default

O | | Concs
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3. Inthe Account Browser dialog box, select the content you want to share.

« To attach a file or folder stored in Synced Tool, click to expand the My Files folder, or
the Team Shares folder, and select the appropriate content.

o To send a file from your local machine, click to expand This PC. You can then browse
and select a file on your machine.

o Optionally, you can change your default share settings by clicking the Change Share Set-
tings checkbox.

4. Alternatively, to convert an attached item to a share link, click the Attach drop-down arrow
and select Convert to Synced Tool File.

&3
=7

Attach

-

% [ZL send a file

I @ Convert to Synced Tool File

Any attached item will automatically convert to a share link, and will be stored in your Shared
Items folder.

5. Click Outlook's standard Send button to send your email.

6. If you have selected to send a secure share link to an entire folder (rather than a single file), a
Secure Share Settings dialog box will display, prompting you to configure permission for each
recipient. You can set upload permissions, which allows recipients to upload content into the
shared folder, or delete permissions, which allows recipients to delete content in the shared

folder.

Synced Tool Secure Share Settings =]

Specify folder permissions per-recipient or for all:

Recipient Can Upload Can Delete
[7] ALL Recipients Setfings

S

Optionally, uncheck the ALL Recipients Settings checkbox if you would like to configure sep-
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arate permissions for each recipient.

Synced Tool Secure Share Settings (=]

Specify folder permissions per-recipient or for all:

Recipient Can Upload Can Delete
ALL Recipients Settings

John Smith

Mary Smith

(<] =]
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WEBDAV

WebDAV allows you to map a network drive to your files in the cloud. With WebDAV, you will not
have to download files or install the desktop client. Before configuring WebDAV, you should check
with your administrator to ensure that this option is enabled in your system.

How to Map a Network Drive on a Windows Machine
To map a drive on a Windows machine:
1. Inyour start menu, click Computer. The Computer dialog box displays.

2. Inthe Computer dialog box, click the Map Network Drive button.

Organize = Systemn properties Uninstall or change a program Map network drive

“r Favorites Hard Disk Drives (1)
Bl Desktop ‘ Local Disk (C:)
8 Downloads

“Zl Recent Places

The Map Network Drive dialog box displays.
3. Inthe Map Network Drive dialog box, configure the appropriate drive and folder.
a. Inthe Drive drop-down menu, select a drive letter.

b. Inthe Folderfield, enter the location of the folder (for example, https://-
dav.syncedtool.com).
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c. When you are finished, click the Finish button.

4. Enter your username and password when prompted and click the OK button. Your personal

folders and Team Shares will now display. You will be able to access the WebDAV folder in My
Network Places.

GD»]? » Computer » DavWWWRoot (\\dav.syncedtool.com@®SsL) (Z:)
e 3 = E 3 -

Organize + Burn Mew folder

-

r Faverites Narne
M Desktop L Files
8 Downloads b Mew Share
% Recent Places . Shared Dats

How to Map a Network Drive on a Mac OS X Machine

To map a drive on a Mac Machine:

1. In Finder, click the Go menu and select Connect to Server. The Connect to Server window dis-
plays.
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8enn Connect to Server
Server Address
GIguch
Favorite Servers:
Remove ( Browse ) : ;
&

2. Inthe Connect to Server window, enter your server address (for example, https.//-
dav.syncedtool.com), and click the Connect button.

3. When prompted, enter your username and password. Active Directory users must enter cre-
dentials as domain\username.

4. When you are finished, click the Connect button.
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