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System Requirements

Desktop Client Requirements

The desktop client is compatible with the following operating systems:

Microsoft Windows macOS

Windows Vista Mavericks v.10.9 (64-bit only)*
Windows 7 Yosemite v.10.10 (64-bit only)*
Windows 8 El Capitan v.10.11 (64-bit only)*
Windows 8.1 (including Surface Pro) Sierra v.10.12 (64-bit only)*
Windows 10

Windows 2008 Server

Windows 2012 Server
Windows 2012 Server R2

Windows Server 2016

* Only 64-bit OSX machines are supported.

* Please note, there is currently a known issue with the 2.6.X agent on MacOS 10.9.5 and the
agent may not function as expected on this OS build. It is recommended that either the OS be
updated to 10.10 or higher, or alternatively, an unsupported 2.5.4 build may be installed. We
are continuing to work to address all known issues here. Other MacOS 10.9 and 10.8 builds are
not impacted.

Minimum system requirements are as follows:

Hard disk: 35 mb for installation
RAM: 256 mb
CPU: 1 Ghz single-core or better

Web Browser Requirements

The browsers listed below have been explicitly tested for support. Other browsers with HTML 5
support MAY work but are not supported with this application.

* Internet Explorer 8+
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¢« Chrome 12+

* Firefox 13+
« Safarifor 6 & 7 OS X, version 5.2.7 for Windows

Note: If you are using an older browser that does not fully incorporate HTML 5 (such as

IE 8/9), we recommend you have Flash installed.

Mobile Devices

* Apple iOS 8+
* Android 2+
* Windows Phone 8+

Microsoft Outlook Add-In Requirements

The Outlook add-in can be installed in Microsoft Outlook versions 2010+ (Windows 32-bit and
Windows 64-bit environments) with .NET 4.7.1 version or higher. Microsoft Outlook for Mac

does not support third-party add-ins.

Note: This feature is not supported for Microsoft Outlook installed on Mac operating
systems. Microsoft Outlook installed on Mac operating systems does not allow for the

installation of add-ins.
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Logging In to the Web Portal

When a user account is first created for you, you will receive a Welcome email from your
administrator, 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,
http://sync.visible-it.com).

Your organization may have a custom URL for accessing the web portal. Regardless all
customers can access the system at the URL shown above.

2. Enter your email address and password.

If your organization uses Active Directory your password will be the same as your
network password (used to log in to your computer). If you are in a "Workgroup"
environment you will have been provided a password in the welcome email.

3. Click the Log In button.

4 Login

Lsername/Emal

Passward

Forgot Password? ﬁ

Not your organization'?

You now have access to the system.
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Installing and Configuring the Desktop Client

Overview

End users can access their files, folders, and shared content from a multitude of end points,
including the web portal, a mobile device, or their desktop client. This article describes how an
end user can install and register the Anchor desktop client (Synced Tool) on a local machine. It
also provides instructions and best practices for using the desktop client, updating the desktop
client, and managing preferences.

Supported MacOS and Windows Versions

For information on supported MacOS and Windows versions, please reference the System
Requirements article.

Instructions

Logging In

For information on logging in to the web portal, please reference the Logging In article.

Installing the Desktop Client

1. Click the Download button in the web portal.

! Logged in as Anne Doring ™ Download SyncedTool "y Log out

m @ X B a

Files Shares Guests Backups File Report Activity Log

The Download page displays.

Visible-Sync Page 8



2. In the Download page, click either the Windows Desktop Client button or

the Mac Desktop Client button. The selected file will start to download, or you

will be prompted to save the file, depending on your browser settings.

3. When the file finishes downloading, click the installation file to launch the

Setup Wizard.

4. Select your language and click the OK button to continue.

-L‘-'-
iy

Please select the installation language

English - English o

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

£ Setup — O
Setup

Welcome to the Setup Wizard.

< Back Mext = Cancel

Visible-Sync
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6. In the License Agreement page, click to accept or not accept the agreement.
To continue with the installation process, you must accept the agreement. Click
the Next button to continue.

£ Setup — O

License Agreement

s
2
N

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

END USER LICENSE AGREEMENT 6

IMPORTANT--READ CAREFULLY.

BY CLICKING ACCEFT OR INSTALLING THE SOFTWARE, YOU ARE AGREEING TO

ALL OF THE TERMS AND CONDITIONS OF THIS LICENMSE AGREEMENT.

LICENSOR IS WILLING TO MAKE THE SOFTWARE AVAILABLE TO LICENSEE OMLY
UPON THE CONDITION THAT LICENSEE ACCEFTS THIS LICENSE AGREEMENT. IF
YOU DO NOT AGREE TO ALL OF THE TERMS OF THIS AGREEMENT, CLICK W

@ I accept the agreement
Do you accept this license?
I do not accept the agreement

InstallBuilder
= Back Mext = Cancel
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7. Specify the directory in which you would like to install Synced Tool. In most
instances, you can accept the default installation directory. Alternatively,

manually input a new directory or click the Folder icon to select a new directory
on your local machine.

£ Setup — O >
Installation Directory @
Please specify the directory where Synced Tool will be installed.
Installation Directory | C:\Program Files (x86)\Synced Toal fe
stallBuilde
< Back Mext = Cancel
Visible-Sync
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8. You are now ready to begin the installation process. Click the Next button to
start the installation process.

£ Setup — O ot
Ready to Install @

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

m
E

< Back Mext = Cancel
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-
FLUID:NETWORKS

9. When the installation is complete, you can optionally choose to create a
shortcut. Click the Finishbutton when you are done.

5 Setup — O >

Completing the Synced Tool Setup Wizard

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

< Back Finish Cancel

Now that Synced Tool has been installed, it must be registered to a user account.

Note: Guest accounts cannot register the desktop client.

Registering the Desktop Client

1. After the Setup Wizard completes, the Registration Wizard will automatically
launch. Alternatively, click the system tray icon and select Register. The
Registration Wizard displays.

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

Visible-Sync Page 13
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2. In the Registration screen, enter the email address and password provided
by the Welcome email and click the Next button to continue.

Welcome to SyncedTool!

Please enter your legin credantials:

If your organization uses Active Directory your password will be the same as your
network password (used to log in to your computer). If you are in a "Workgroup"
environment you will have been provided a password in the welcome email.

3. In the Select Destination of Folder screen, choose either a typical or advanced

installation path, where all files, folders, and shares can be accessed on your
local machine.

In most instances, you can select Default, and you will be able to access your synced folder in
the following location: C:\Users\[User Name]\VIT-Sync Enterprise.

Visible-Sync Page 14
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£ Registration — O x

Select Destination of SyncedTool Folder
® Default destination

Select destination

+ Alternatively, you can specify a custom area where Synced Folder can be accessed.

£ Registration — O >

Select Destination

DESTIMATION

Browse

¢ Best Practice: When selecting a Synced Folder location, do not select an external drive.
Desktop clients install on an external drive can unregister unexpectedly, and might
lead to data loss.

Visible-Sync Page 15



-
FLUID:NETWORKS

4. If you have previously installed Synced Folder using the same settings, you
will receive a warning message indicating that a folder already exists. Click
the Merge button to merge with the existing folder, which saves time during the

resyncing process.

Destination Conflict

A folder named "SyncedFolder" already exists in this
destination:

- ChUsers\anne Daring\SyncedFolder

Press Merge or Change to resolve.

5. In the Choose Folders for Selective Sync screen, click the Select what to sync
to this device nowradio button to deselect content that you do not want on

your local machine.

For instructions, please reference the Using the Selective Sync Feature article.

3

{7 Registration — O >

Choose Folders for Selective Sync
® Select what to sync to this device now

Skip and do this later

Visible-Sync Page 16
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6. Click the Next button to continue, and then click the Finish button when the
wizard completes.

@© Important: You must restart your computer to complete the installation or upgrade
process.

Using the Desktop Client

© Important: You must restart your computer to complete the installation or upgrade
process.

By default, your synced folder is located at C:\Users\[User Name]\VIT-Sync Enterprise. Your
synced folder is also listed under the Favorites menu in Windows Explorer.

| = | This PC
Computer View

| = « 4 5 ThisPC

| 3+ CQuick access » Folders (7)

3D Objects

| e Creative Cloud Files

fy Fluid Metworks
Downloads

@ Onelrive - Fluid Networks '

| @ Onelrive - Personal

Videos
| & viT-sync ﬂ

| [ This PC ~ Devices and drives (3)
oF Metwork Local Disk ()

|
341 GB free of 446 GB

I

The desktop client utilizes icons to indicate new and updated files or folders, including:

Visible-Sync Page 17
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Synced: o
Syncing: @

Managing Preferences

1. Click the system tray icon, click the Manage icon, and select Preferences.

SyncedTool . " 'ﬁ'
RECENT ACTIVITY

Reportxlsx

New Report A{Anne collision 0).docx
Anchor Onboarding Outline.docx

New Report A.docx

Anchor Onboarding Outline.docx

il aFlla ol asa

Up to date

¢\l

The Preferences dialog box displays, showing the Overview tab.

Visible-Sync Page 18
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SyncedTool Preferences — O *

Sync Settings Network  Warnings

Syncing
5% DESKTOP-OHSUSGK
Space Quota
46 GB out of 1000 GB adoring@efolder.net
ACTIVITY
~
Added file MyFile.docx Jul 20 2
Added file #test.docx Jul 20 2
Added file EmployeeFeedbackReport_... Jul 20 2
Added file Managing Trials in TPS.DO... Jul 20 2
Added file GroupDoc.docx ulzoz .,
< 3

3 File(s) Excluded

Note: Depending on individual graphic card settings, the Preferences dialog box might
not render as expected.

2. In the Overview tab, you can view or change the following information:

1. The current state of the sync process, including whether the files are up to date, pending
sync, or currently syncing

The total amount of space quota available and the total amount of space used

The device name and the device account information

The Unregister button, which unregisters the desktop client

The Activity area, which lists the status of uploaded and downloaded files, as well as a
notification of excluded files, which links to details about each exclusion

vk wnN

Visible-Sync Page 19
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& VIT-Sync Preferences

(OCEVI Sync  Settings  Network  Warnings

= Up to date
DEVICE NAME e
% DAMIAN-DESKTOP  \ Sl

Space Quota YOUR ACCOUNT
485 GB out of 1000 GB o damians@fluidnets.com
S—

ACTIVITY o
L\ ri
"

L

STATUS ACTION NAME DATE ®
Updated file 1532023385819-36909.e... Sepl!
Updated file 1532023385819-36909.5el Sep2.
Updated file 1532023385975-46158.pr... Sep 2.
Updated file 1535117472508-99730.pr... Sep 2.
Updated file 1532023385975-46158.e... Sep2.
< >

6 Files Excluded

3. Click the Sync tab to select and deselect the Team Shares, personal folders,
and subfolders that you do not want available on your local machine. You can
also use the arrow buttons on your keyboard to navigate this screen.

For more information, please reference the Using the Selective Sync Feature article.

@ SyncedTool Preferences bt

Overview Settings Network Warnings

Only selected folders will sync down to this device

Select All Folders
. Anchor Videos

L - My Files

P E Training & Documentation

Files not within folders will always syne Cancel

Visible-Sync Page 20
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4. Click the Settings tab to specify language, locking, and remote browsing
settings. For example:

1.

2.

Click the Language drop-down menu to select your preferred language. You can also use
this section to hide or show the system tray icon and notifications.

In the File Locking section, 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.

In the Privacy section, 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 Preferences — O >

Overview  Sync m Network  Warnings

Uﬂ Language English

®©, ©

Hide systray icon
® Show systray icon

v Show icon and notifications

FILE LOCKING

Auto Locking  Ask

PRIVACY

Disable remote browsing by administrators

5. Click the Network tab to manage LAN Sync, bandwidth, and proxy settings.
For example:

1.

If you are working within a Local Area Network (LAN), click the Enable LAN Sync check box to
turn on the LAN Sync feature. LAN Sync refers to a file synchronization approach that
accelerates the sync process when a shared file already exists on a LAN.
Use the Bandwidth Throttling section to configure bandwidth settings; you have the option
to set a specific limit, or decide not to limit bandwidth. Please note that these settings might
change based on administrator settings.
Click the Proxies drop-down to configure proxy settings for your network. You can select
from:

* No proxy

Visible-Sync Page 21
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+ Detect Automatically, which autodetects proxy settings from your system or network
« Custom, which allows you to apply custom proxy configurations if you are unable to
automatically have the system detect your proxy server settings

Enable LAN Sync should only be used where there is a slow internet connection or if
there is a large transfer such as a new file server. The communication and transaction

requirements often take longer than simply letting a new agent sync directly to the
cloud.

SyncedTool Preferences — O x

Overview  Sync Settings NEWTG el Warnings
@ Enable LAN Sync

BANDWIDTH THROTTLING

@ Download Rate  Don'tLimit =  Upload Rate  Don't Limit =

PROXY SETUP

@ Proxy No Proxy

6. Click the Warnings tab to view a list of file sync warnings including conflicts.

For more information on how to resolve file sync warnings, please reference the Manually
Resolving a File Sync Warning article.

Visible-Sync Page 22



Overview Sync Settings Network

2 warnings Filter by:

Show All Warnings

-

NAME WARNING REASON
E New Report A.docx  File Collision

E MNew Report B.docx  Locked File Modified

£

SOLUTION
Resolve
Resolve

0 Warning(s) Dismissed

Viewing Warning Messages

Warning messages captured in the Warnings tab also display in the system tray menu. To view
a summary of these indicators, click the system tray icon and reference the system tray menu.

SyncedTool

RECEMNT ACTIVITY

Bl Techiuesday@s)

L)

EN

EN

Mew folder

:1 0

rerecord_0.mpd

audio_only.mda

P P T
2 9

uly 25

TechTuesday at 9 -

e Up to date

Visible-Sync
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1. The Space Quota indicator message displays the amount of space you are currently
utilizing.

2. The Sync Warnings indicator activates when a file sync warning—such as a collision or a
locked file revision—occurs on your local machine. When this indicator is active, click to
resolve the file sync warning.

3. The Status indicator displays the progress of the sync process. This indicator will alert you
when the sync process is up to date, syncing, paused, or disconnected. You can also hover
over this indicator to enable pause and resume functionality.

Visible-Sync Page 24
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Mobile Apps
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Downloading Mobile Apps

Overview

You can manage your files and folders from various mobile apps, including the Android app, the
iOS app, or the Windows Phone app. You can find and download your device-specific app in the
following locations:

+ For Android users, search for Synced Tool in Google Play
+ For iOS users (for example, iPhone or iPad users), search for Synced Tool in the App Store
+ For Windows Phone users, search for Synced Tool in the Windows Phone site

Alternatively, you can access a direct link to your device-specific app in the web portal.

Resources
« For more information about using the Android app, please reference the Using the Android
App article.
+ For more information about using the iOS app, please reference the Using the iOS App

article.
+ For more information about using the Windows Phone app, please reference the Using the

Windows Phone App article.

Instructions
To find your device-specific app:
1. Log in to the web portal

Click here to learn how to log in to the web portal

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

B Downlaad App A  Lagoul

" X @ B8 a

The Download page displays.

Visible-Sync Page 26
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3. In the Download page, select either the Android App, iOS App, or
Windows Phone App button.

) =
' i - DA
Windows Agent Mac Agent Qutlook Plugin For PC
] al
" 0 -
Android App 03 App Windows Phone App

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

Visible-Sync Page 27
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Using the Android App
Quick Video

Overview

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

+ View, rename, delete, and move content

+ Upload content from your device

+ Easily edit Microsoft Office content

* Lock files and folders

+ Share files and folders (including secure shares)

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

« Pin and unpin files and folders, so that you can control the amount of data that is fully
downloaded to your device

Instructions

Prerequisite

You will need to install the SyncedTool App before proceeding. Please read the Downloading
Mobile Apps article for information on installing software on your device.

Logging In

1. In your Android device, press the app icon to launch the app. The Login
screen displays, prompting you to enter your login credentials.

* In the Host field, enter the host name of the system (vitsync.syncedtool.com)
* In the User field, enter your email address (for example, user@mail.com).

* In the Password field, enter your password.

* Press the Sign in button when you are finished.

Visible-Sync Page 28
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€ Your organization may have a custom URL for accessing the web portal. Regardless all
customers can access the system at the URL shown above.

€ If your organization uses Active Directory your password will be the same as your
network password (used to log in to your computer). If you are in a "Workgroup"
environment you will have been provided a password in the welcome email.

syneedionl com

usernameiiexample.com

Cancel Sign in

Visible-Sync Page 29
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2. If Two-Step Authentication has been enabled as an organization policy or as
an account policy, you will be prompted to enter an authentication code at the
time of initial registration. Enter the authentication code and press the OK
button.

Erder the weeliatias oot provided by poar suhesicater o0
bakre 15 o m

3. If Two-Step Authentication has been enabled as an organization policy, you
will also be asked to configure a PIN after the initial registration process.

€ If Two-Step Authentication has been turned on only as an individual account policy,
that account will not be required to configure a passcode.

You will be directed to the Settings page. Select Require PIN.

Visible-Sync Page 30
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e il
Cagreniiy waing F50.0 LB K ol 2.9 TR

OFFLINE FILES

Wahan 10 aulo-updals
Chmr Wi-Fi iy

CACHE

Gache size
L=l ]

Clpar cache

Cloar ol cachod "en and dala
SECLRITY

Pascyuire PIN

st BOCSS. 10 Tt 200 with 3 P

You will be prompted to enter a PIN.

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

Visible-Sync
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Navigating the Android App

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

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.

B 1y e

B Ky Files

© Fecent Files

&Y Offline Files

| gy hups

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.
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1. Press the My Files link. The My Files screen displays.
2. In the My Files screen, find the file that you want to view.

3. Press the Preview icon.

Ky Team Shaee Sehfokder

Wallv idimos

5 RN0EE png

@ Hew Feport A doox B
B a3 200 2406 -

The file opens in the Web Preview tool, allowing you to review content without utilizing mobile
resources.
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Locking Files and Folders

Optionally, you can lock a file or folder. Locked files and folders will be honored across all linked
devices.

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

2. In the My Files screen, select the file or folder within the Team Share that you
want to lock.

3. In the top right-hand corner of the screen, press the more options button,
and then press the Locklink.

: @ My Files

B My Files
@ Recent Files

£Y Offline Files

%; Backups

The file is now locked.
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Editing Files

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

2. With the Microsoft app installed, press the appropriate file that you want to
edit.

E Mdarketing Team Share

W Brochure.docy .
E=2 )2 hoers ags, 1037 kS
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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.

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 »

Create an account ¥

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

ERCCHURE

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. In the My Files screen, select the file or folder that you want to share, and
press the Share button.

Test

Test Folder

Test Team Share

3. In the 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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4. In the Create a secure share window, enter your recipient's email address
and press the OK button. Your item will be shared with the specified recipient.

q w & r 1 y u i o p =

a (e d[f g h [j E[I &=

Backing Up Your Camera 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 photos, 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. In the Settings page, press the Enable Auto Backup option.
2. Press the Settings button. The Settings page displays.

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

+ 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 network will
use your data connection, and charges from your service provider may apply.
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4. Press the Back Up Videos option to configure settings for backing up videos
in your photo gallery:

+ 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 network 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

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. In the My Files screen, select the Pin button next to the file or folder that you
want to download to your device. If you pin a folder, all if its files will be pinned
as well.

E Marketng Team Share

Progects

@ Brochuredocx
B 17 baiirs s, 1009 kB

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.
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Represents a pinned file
x’:

Represents a downloaded file; the file will remain on the device until the cache has been
cleared

Represents an unpinned file
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Using the iOS App

Quick Video

Overview

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:

Create new files and folders

Open and view files and folders

Edit files

Lock files and folders

Share files and folders

Send secure shares of files and folders

Upload content from your device, such as photos

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

Favorite items for offline viewing

Supported iOS Versions

For information on supported iOS versions, please reference the System Requirements article

Instructions

Prerequisite

You will need to install the SyncedTool App before proceeding. Please read the Downloading
Mobile Apps article for information on installing software on your device.
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Logging In

1. In your iOS device, press the app icon to launch the app. The Login window
displays, prompting you to enter your login credentials:

In the Host field, enter the host of the system (vitsync.syncedtool.com).
In the User field, enter your email address (for example, user@mail.com).
In the Password field, enter your password.

Press the Login button when you are finished.

€ Your organization may have a custom URL for accessing the web portal. Regardless all
customers can access the system at the URL shown above.

€ If your organization uses Active Directory your password will be the same as your
network password (used to log in to your computer). If you are in a "Workgroup"
environment you will have been provided a password in the welcome email.

Password

Remember Me

Login
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2. If Two-Step Authentication has been enabled as an organization policy or as
an account policy, you will be prompted to enter an authentication code at the
time of initial registration. Enter the authentication code and press the OK
button.

Enter authentication code
provided by your
authenticator app:

QWERTYUIOP
ASDFGHUJKL
] zxcvenmEl
T

—_

3. If Two-Step Authentication has been enabled as an organization policy, you
will also be asked to configure a passcode after the initial registration process.
At subsequent 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 as an individual account
policy, that account will not be required to configure a passcode.
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4. You will be directed to the Settings page. Select Use Passcode.

Use passcode (I y

Require immediately

Timeout 1 minute

Erase Data

Save

You will be prompted to enter a Passcode.

- ATAT ¥+ 12T PM i
Set Passcode Cance

Enter your passcode

-
0 a

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

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

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. Favorites are saved for offline viewing.

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
version, 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.

il ATAT & = 2:41 PM -
Files Q. Edit
Name Date Size Type
A & M Docs
Account Managemaent
Anchor Training & Documentation
Anchor Training Session Team Share
Axcient-Bugatti-Public
Axcient-Bugatti-Shared
Company Wide-Public
Company Wide-Published
a Company-Policies
E&T RICK K

Education and Training Webserver

o
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Viewing and Editing Files

You can view files using the iOS app, allowing you to preview and edit content without fully
downloading it to your mobile device. You can also use the Collaborative Web Editor to edit files
and collaborate with coauthors in real time. In this way, you can review and update content
without utilizing mobile resources.

1. Press the Files button. The Files screen displays.
2. In the Files screen, find the file that you want to view.

3. Press the title of the file. The file opens, allowing you to review content
without utilizing mobile resources.

4. Press the Edit button to open the file for editing.

il ATET = & 44 PM =

Done DeliveringExceptionalPartnerExperi...

Del ivering an Exceptional
Partner Experience

The Collaborative Web Editor opens in editing mode, allowing you to edit the file and
collaborate with coauthors in real time.
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ull ATAT = 4 245 PM -

Done DeliveringExceptionalPartnerExperi...

Delivering an Exceptional

Partner Experience

Your changes will save automatically.

5. When you are finished, press the Done button.

For information on the Collaborative Web Editor's functionality and technical specs, please
reference the How to Use the Collaborative Web Editor Knowledgebase article.
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Saving Files to the iOS App

1. Open a file; for example, you might need to open a file attachment from your
email application.

2. Within the file, press the Share button.

ull ATAT = 610 AM % #

Done eFolder 2018 Sales Training Pl... D

HIE EFOLDER SALES TRAINING PLAN

What is this deck focusing on?

Product Tramang Outling
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3. In the Share menu, select Save to Files.

AirDrop. Share imstantly with pecple
nearby. if they turn on AirDrop from Control
Center on iDG or frem Finder an the Mac,
you'll see their names hera. Just tag to
share.
Message  Add to Notes Bl Copy to
Synced Tool
I NI
Copy Print Save to Files Mare

1

4. In the Choose Location screen, select Synced Tool.

all ATAET = 610 AM 3
Choosae a new lgcation 1o add this item.

Cancel
P eFolder 2018 Sales Training Plan.pptx
& iCloud Drive

B Synced Tool
D onmyiPhone
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You will be prompted to select the exact location from the folder list.

vl ATET = 158 AM -

Select Directory Cancel
A & M Docs
Account Management
Ancher Training & Documentation
Anchor Training Session Team Sh...
Axcient-Bugatti-Public
Axcient-Bugatti-Shared
Company Wide-Public
Company Wide-Published
Company-Policies
E&T RICK K
Education and Training Webserver

Education and Training-Private

i i O O O O O O O i O G

Employee Engagement Committee
Upload to this folder Create folder

Locking Files and Folders

Optionally, you can lock a file or folder within a Team Share.
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1. Press the Files button. The Files screen displays.

2. In the Files screen, press the Edit link at the top right-hand corner of the
screen.

wil ATET & & 2:41 PM -
Files Q
Name Date Size Type

E3 AamDocs

L: Account Management

9 Anchor Training & Documentation
“1  Anchor Training Session Team Share
1 Axcient-Bugatti-Public

= Axcient-Bugatti-Shared

1 Company Wide-Public

-1 Company-Policies
| E&T RICK K

E

B

B

£

122 Company Wide-Published
a:

B

9 Education and Training Webserver
=
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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. Locks are enforced across the web, desktop clients, and
mobile devices.

ull ATAT % w

104 AM L

Anchor Training & Documen... <, Cancel

Name

Sharing Files and Folders

You can share files and folders directly within your app. You can also send secure shares.

Visible-Sync

Date Size Type
Approved for Publishing
Published
Test Folder for Matt
Test for Tim

Work in Progress
Anchor Wiki.docx
B5.7k, modified Feti 2, 2018 5t 3:44:47 PM

eFolder Anchor_Battle Card_s...
BATEk, modilied Now 13, 2017 at 6:15:348_

New Microsoft Excel Worksh...
8k, modified Sep 30, 2006 at 12:86:27 P..

Mew Microsoft Word Docume...

10,4k, modifepd Jun 20, 2017 at 1:38: 28 PM

Template_IndividualDoc docx
TV, modifed Ape 26, 2017 &t 2:21°33 PM

Test Test Happy Holidays.docx
08, modified Det 27, 2017 at 1:50:05 PM

Page 53



°)
FLUID:NETWORKS

1. Press the Files button. The Files screen displays.

2. In the Files screen, find the file you want to share. Using your finger, slide the
file to the right to reveal additional options.

3. Press the Share button.

il ATAT & £ 243 PM =
Files Q Edit
| M UM TS R TLLTEA IS R T Fars

108. 28, modidied Mar 17, 2006 at 4:16:35 PM

 2016-03-22 14.14 Metwork Bridge Anch...

75,30, modtind Mar T2, 2006 51 3:43:43 PM

AnchorDnboarding. mpd
4580, modified Jan 31, 2018 s 1:54-90 P

Y AutoTask.mpd
10.8M, modified Sep 13, 2017 at 10:43:36 AM

DeliveringExceptional
’ 6303k, modified Mar §, 2018
* eFolder_ITNaticn2015.mp4
89,30, madifed Sop 19, 2015 81 5:50:34 AM

eFolder_NoAwards.pptx
2056k, medifeed May 18, 2017 at 2:31:30 P

~ eFolder Anchor_BattleCard_Draft.pdf
331.2%, modified Nov 21, 2017 8t 11:25:48 AM

eFolder Anchar_CompiledSuggestions.d...
* 226.9%, modified Nov 21, 2017 at 11:25:41 AM

Elevator Pitch.docx
12,7k, madified Feb 13, 2018 at 10:58:10 AM

Elevator Pitch_Suggestions.docx
21.6k, moditied Moy 21, 2007 a1 2:07:47 AN

Video.zip
BE.AM, modilied Sep 7, 2017 at 12:33:59 PM

Y WebEditing_2.mpd

TLEM, modified Mar 22, 2006 at 63740 AM

:

4. In the Share this Item menu, select from the following options:

1. Select E-mail secure link to send a secure share. You will be prompted to enter a recipient
email address and compose an email message.

2. Select Email link to send a public share. You will be prompted to enter a recipient email
address and compose an email message.

3. Select Copy link to clipboard to copy the URL. You can then paste the URL within an email
message, text message, or other communication tool.
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Share this item

E-mail secure link

E-mail link

Copy link to clipboard

Share via...

Backing Up Your 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 photos, 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
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wil ATET & & 2:41 PM -
Files Q Edit
Name Date Size Type
A &M Docs
Account Management
Anchor Training & Documentation
Anchor Training Session Team Share
Axcient-Bugatti-Public
Axcient-Bugatti-Shared
Company Wide-Public
Company Wide-Published
G Company-Policies
E&T RICK K

Education and Training Webserver

!

The Settings page displays.

2. In the Settings page, press the Camera Upload option. The Camera Upload
menu displays.

+ Select the Enable Camera Upload option to back up photos on your device.

+ Select the Upload Videos option to back up videos on your device.

+ Select the Background Upload option to initiate backups without accessing the app. Note:
When uploading content over your mobile network, charges from your service provider may

apply.
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il ATGT & 5% 2:47 PM 1 +

( Settings Camera Upload

Enable camera upload
Upload videos
Background upload

Resat Uploads

s

3. Back in the settings page, you can optionally turn on the Only Upload over
wifi option to upload content only when you are connected to a wifi connection.
This setting will help you avoid charges from your service provider.

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 un-favorite files and folders based on
space limitations and access needs.
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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.

il ATET & & 43 PM -

Files Q, Edit

M TR WA TS ETEOUOAR D WRLEWAR TN A TR F 1 P T
108, IW, moddind Mar 17, 2006 a1 4:16:36 PM

2016-03-22 14.14 Metwork Bridge Anch...
75,38, modlied Mar 22, 2046 ;1 3:43:43 PM

AnchorQnboarding. mpd
AB.BM, modified Jan 31, 2018 o1 1:54:10 PM

AutoTask mpd
10.8M, modified Sep 13, 2017 at 10:43:36 AM

e Al [— DeliveringExceptional
L o #5203, modified Mar 9, 2018
eFolder_ITNation2015.mp4
BRI, modified Sep 19, 7015 a1 5:50:34 AM

eFolder_NoAwards.pptx
2065.6%, medifsed May 18, 2017 at 2:31:30 PM

eFolder Anchor_BattleCard_Draft paf
330 2%, madified Mow 21, JNT at 11:25:48 am

eFolder Anchor_CompiledSuggestions.d...
226.9%, modified Mov X1, 3017 at 11:25:47 AM

Elevator Pitch.docx
12,7k, modified Fek 13, 2018 at 10:58:10 AM

Elevator Pitch_Suggestions.docx
21,6k, madified Nov 21, 2007 1 2:01:47 AM

Video_zip
BEAM, medifed Sep 7, 2017 at 12:33-63 PM

WebEditing_2.mp4
T1.6M, modified Mar 22, 2016 at §:37:40 AM
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3. To a view a full list of favorite files and folders, press the Favorites button.

il ATAT = & 2:41 PM -
Files Q, Edit

Name Date Size Type
E3 AsamDocs

Account Management

Anchor Training & Documentation

Anchor Training Session Team Share

Axcient-Bugatti-Public

Acxcient-Bugatti-Shared

Company Wide-Public

Company Wide-Published

Company-Policies

i: e A O i A O O

E&T RICK K

E] Education and Training Webserver

e e o
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Using the Windows Phone App

Overview

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.

Instructions

Prerequisite

You will need to install the SyncedTool App before proceeding. Please read the Downloading
Mobile Apps article for information on installing software on your device.

Logging In

In your Windows Phone, press the app icon to launch the app. The login window displays,
prompting you to enter your login credentials.

In the Host field, enter the host of the system (vitsync.syncedtool.com).

In the User field, enter your email address (for example, user@mail.com).

In the Password field, enter your password.

Your organization may have a custom URL for accessing the web portal. Regardless all
customers can access the system at the URL shown above.

If your organization uses Active Directory your password will be the same as your
network password (used to log in to your computer). If you are in a "Workgroup"
environment you will have been provided a password in the welcome email.
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Navigating the Windows Phone App

When you have access to your account, you can use the app to manage content.

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

backups

2. Press the Favorites link to view a list of your favorite items.

favorites
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3. Press the Files link to view and manage your files.

¥ 609

ALL FILES nn

files favorites

News
———
— .
Create a .dmp file.docx
«  111.48k, modified 8 months ago

“ Funny Picture jpg

® e 06 @

upload select search +folder

sort items

refresh

settings

Visible-Sync
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Articles
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Using the Outlook Add-In

Quick Video

Overview

The Outlook add-in allows you to email links to files and folders using your Microsoft
Outlook application. When you use this feature, you can share links to synced content, as
well as local content, directly from within your email platform.

The Outlook add-in can be installed independent of the desktop client. It is a stand-alone
application, and can therefore be used to send share links from Microsoft Outlook without
fully downloading content to the local machine.

Alternatively, the Outlook add-in can be installed alongside the desktop client, giving you
multiple options for local sharing and collaboration.

Use Cases

Using the Outlook add-in, you can send links—rather than standard attachments—to files and
folders of any size, so you can share content that would otherwise be blocked by Microsoft
Outlook. You can even ensure security by sending secure share links, so that all recipients
must log in before accessing the shared content. In this way, you can safely work and share
items from your email client, but with more options and configuration settings.

As an added benefit, 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. Because the Outlook add-
in integrates with Synced Tool, you always have a backup of your content without needing to
store or search for attachments within your email client.

Important Notes

© Note: The Outlook add-in can be installed in Microsoft Outlook versions 2010+
(Windows 32-bit and Windows 64-bit environments) with .NET 4.7.1 version or higher.
Microsoft Outlook for Mac does not support third-party add-ins.
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@© Note: Disabling the Outlook setting, Use Cached Exchange Mode, will prevent the add-
in from generating share links when composing emails.

Recipients
Using the Outlook add-in, you can send share links to:

* Anindividual email address
* Multiple email addresses
* Entire distribution lists

When sending share links to multiple email addresses, or to a distribution list, each recipient
will receive a unique share link.

Note: While the Outlook add-in recognizes individual email addresses associated with standard
distribution lists, members of a dynamic distribution list will not receive share links as expected.
Unlike regular distribution lists, which contain a preset list of members, dynamic distribution
lists generate a membership list at the time the email is sent, based on the filters and
conditions that have been defined in Active Directory. This process prevents the Outlook add-in
from generating unique share links as expected.

As a workaround, when sending a share link to a dynamic distribution list, we recommend
creating a share link through the web portal, and copying and pasting this share link into the
body of the email message. For more information, please reference the Creating Share Links as
an End User article.

Instructions

Configuring Outlook Add-In

When you configure your default settings, you can decide to:

+ Send notifications when a file is uploaded to a shared folder

+ Send notifications when a shared item is downloaded

* Limit the number of times a shared item is downloaded

« Expire a shared item after a specified number of days

+ 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 the Force New Share Links to Require Login policy is
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enabled for your organization, this feature is turned on by default, and is not
configurable by end users.

Additionally, when configuring attachment policies, you can determine how the Outlook add-in
manages your sent content.

When you send items through the Outlook add-in, a new Shared Items subdirectory is created
for you in your Synced Folder. By default, this folder is located at the top-level of your Synced
Folder, but you can change its location when you configure your Outlook add-in preferences.

Organize * = Open Include in library - Share with - Mew folder
4 .7 Favorites Mame
& Downloads ¢ Education and Training
‘| Recent Places My Files
PR Desktop o Shared Itermns
Guides

= SyncedFolder

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

+ 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). The add-in will automatically convert these attachments to share links, and store
these items in your Shared Items folder.

+ Automatically use the Outlook add-in for all attachments, even when an email draft already
includes a standard attachment. The add-in will automatically convert all attachments to
share links, and store these items in your Shared Items folder.

* Only use the Outlook add-in when selected.

Using the Outlook Add-In

When you compose a message in Microsoft Outlook, you use the Attach drop-down button to
attach content in a variety of ways, including:

« Browse and select files and folders stored in Synced Tool, or

« Browse and select a local file stored on your machine.

« Convert an item to a share link, which is particularly useful when forwarding email messages
that originally included a standard attachment. You can decide to manually convert these
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items using the Attach drop-down menu, or this will happen automatically, depending on
your attachment polices.

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

Note: When you send local files, or convert an item to a share link, they are then 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:
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1. Click the Download App button in the web portal. The Download page

displays.

2. In the Download page, click the Outlook button. 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.

&5 Setup

—

B |l |

Setup

% Welcome to the Setup Wizard,

| Mext > ||

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

-
ID:NETWORKS

=

-

£ Setup

_ L]
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 AMD BINDING

CONTRACT BETWEEN YOU AND THE COMPANY LICENSING THE SOFTWARE
(ELIENTH OM THE ONE HAMD AND ANCHORBOX LLC ("ANCHOR™) ON THE OTHER.
THE AGREEMENT GOVERMS CLIENTE ACCESS TO AND USE OF THE ANCHOR
SOFTWARE (AS FURTHER DEFINED BELOW, THE "SOFTWAREL. il

i@ I accept the agreement

Do you accept this license?  _
4 3 () I do not accept the agreement

InstallBuilder

< Back ][ Mext = ][ Cancel
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6. In the 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 = | B e
[ —
Installation Directory @

Please specify the directory where Synced Tool for Outlook will be installed.
Installation Directory | C:\Program Files (x86)\Synced Tool for Outlook]

InstallBuilder

< Back ][ Mext = ][ Cancel
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7. In the Ready to Install screen, click the Next button to begin the installation

process.

Ready to Install

CECR P ap— =
3
=7

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

InstallBuilder

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

-
£ Setup

‘IH.—.‘.—-

olE

Completing the Synced Tool for Outlook Setup Wizard

Setup has finished installing Synced Tool for Qutlook on your
computer,

< Back |[ Finish ]| Cancel
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9. In some instances, you might need to restart your MS Outlook application.

How to Configure the Outlook Add-In

After you install the Outlook add-in, you can configure default share settings and attachment
policies.

1. When you launch Microsoft Outlook for the first time after installing the
Outlook add-in, the Wizard displays, prompting you for login credentials.

If prompted, enter the organization host name in the Host field (vitsync.syncedtool.com).
In the Username field, enter the same email address 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.

Note: In most instances, the Host field will be pre-populated with the appropriate host

name.
rF _ - N
£ Synced Tool Wizard - [ e
Wwelcome to
Synced Tool
Eﬂ for Qutlook

Haost:

|Isername/Email:

Password:
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2. In the Choose your Default Share Settings screen, set default settings for how
you share links.

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

+ Click the Notify on download checkbox to send notifications when the share is downloaded.

* Click the Download limit checkbox, and enter a download limit number, to limit the number
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.

+ Click the Secure Share by Default 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. A
recipient who is not a member of your organization will be added as a guest user; a guest
account will be created for the recipient, and login credentials will be provided.

Note: If the Force New Share Links to Require Login policy is enabled for your
organization, this feature is turned on by default, and is not configurable by end users.

* Click the Next button to continue.

£ Synced Tool Settings ]
Server Settings | Default Share Settings | Attachment Policy | About |

[ ] Motify on upload

[ ] Motify on download

[ ] Download limit

] Expire share after days
] Secure Share by Default

Back ||| Mext |

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

+ Click the Automatic radio button to automatically use the Outlook add-in for attachments
over a certain size, even when an email draft already includes a standard attachment (for
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example, when forwarding messages). The add-in will automatically convert these
attachments to share links, and store these items in your Shared Items folder.

+ Click the Always use for attachments radio button to automatically use the Outlook add-in
for all attachments, even when an email draft already includes a standard attachment. The
add-in will automatically convert all attachments to share links, and store these items in your
Shared Items folder.

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

* Click the Use default folder checkbox to use the default location for storing shares
configured from Outlook. If you uncheck this checkbox, you will be prompted to select
another location on your local machine.

* Click the Next button to continue.

£ Synced Tool Wizard = — S

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

@ Automatic - use Synced Tool for attachments over; (2 = MB
(71 Always use Synced Tool for atachments
(™ Advanced - Use Synced Tool Only when | choose

Flease specify a folder where all your files will be uploaded:
I Use default folder: "Shared ltems”

Back ||  Next |
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4. When the Wizard completes, click the Finish button.

£ Synced Tool Wizard = et e

You are all set!

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

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

Back ||| Finish |

How to Use the Outlook Add-In

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 Browser dialog box displays.
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£ Account Browser *

Choose your share:

- My Files
+ Team Shares
+- @ This PC

[] Change Sharing Settings

davs

Clear Selected OK Cancel

3. In the 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.

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

Optionally, you can change your default share settings by clicking the Change Share Setting
scheckbox.

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

&l
=7

Attach

:5:|

== oend a file

=% Convert to Synced Tool File

Any attached item will automatically convert to a share link, and will be stored in your Shared
Items folder.
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5. Click Outlook's standard Send button to send your email.

6. If you have selected to send a secure share 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 permiszions per-recipient ar for all:

Recipient

Can Upload

Can Delete

AlLL Recipients Settings

me—

Optionally, uncheck the ALL Recipients Settings checkbox if you would like to configure separate

permissions for each recipient.

Synced Tool Secure Share Settings

Specify folder permissions per-recipient or for all:

Recipient

Can Upload

Can Delete

I ALL Recipients Settings I

John Smith

Mary Smith
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Receiving a Share Link through the Outlook Add-In

Recipients of a standard Outlook add-In share link will receive one email message, which
includes the body (full thread) of the email and a URL to download the shared file or folder.

Recipients of a secure Outlook add-in share link will receive two email messages:

+ An email message that preserves the body (full thread) of the email
* An email message with a URL to log in and download the secure share

Separate email messages ensure that the links are sent securely, and the full body of the email
thread is preserved.

Note: If a recipient is an outside user, the system will automatically create a guest
account for that user, and he or she will receive a third email indicating that a guest
account has been created.
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Creating Share Links as an End User

Overview

Share links allow you to share a direct link to a file or folder to internal or external users.
You can send a public share or a secure share. Secure shares require each recipient to log
in with their own unique login credentials. If you send a secure share to a recipient outside
of your organization, the system will automatically create a guest account for that user and
send the credentials through email.

Instructions

Sharing a File

Share links to files can be created within the web portal, from the desktop client, or from a
mobile device.

1. In the web portal, right-click the file and select Share.

Browse Files  f§ > Files ) MyFiles } Needs Reviewed )

= Create ... 3 Upload Files

Mame ©

[I‘_‘;i Revigms: dnr

% Preview

& Edit

l Download
Revisions

G Activity

=l Rename

[ Move

& Erase Revisions

£3 Delete

. o
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Or, if you are working in the desktop client, right-click the file, point to the context menu, and

select Share link.

Open

Print

Edit

Share

Open with >

[

Give access to

Restore previous versions

Send to b

Cut
Copy

(7 SyncedTool > | [E Openin Web Editor

Create shortcut
Delete

Rename

Properties

A Share Access dialog box displays, allowing you to configure share settings.

Share Access

Secure Share @
* Public Share URL

http://defaultorg.syncedtest.comy/shares/fil
Allow anonymous users to edit files

Share Options

Expiration Date | =]

Download Limit | |

| Motify on Download?

Share With

Recipients [Add names or emails |
Matify = Mew Recipients © Everyone © None
Message

Can Modity Remove
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2. In the Share Access dialog box, configure settings for sharing the link,
including:

+ The Secure Share option, which requires each recipient to log in with his or her unique
credentials.

« The Public Share option, which sends a publicly available share link to the file. If you create a
public share link, you can also select the Allow anonymous users to edit files checkbox to
allow users to edit the file online using the Collaborative Web Editor.

« The Share Options settings, which allow you to:

+ Select whether the share link will expire after a certain date
+ Set a download limit
« Turn on email notifications for when the share is downloaded

« 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.
Alternatively, for public share links, you can optionally copy the share link and send it to
desired collaborators through third-party communication tools.

+ The Permissions settings, which let you set Can Modify permissions, allowing the specified
user to edit the file using the Collaborative Web Editor.

3. Click the Share button save your changes. You will be redirected to the share
landing page, where you can open the file in edit mode (if supported),
reconfigure share settings, download the file, and more. This is the same
landing page that will be seen by the share recipient(s).

< G0 10 My Files Overview.docx Open Share

Overview.docx
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4., Alternatively, click the Delete button to cancel your configuration settings and
delete the share link.

€ Note: If you reopen and edit the share link, you will see a Cancel button, which will
close the dialog box, but will not delete the share link.

Sharing a Folder

Share links to folders can be created within the web portal, from the desktop client, or from a
mobile device.

1. In the web portal, right-click the folder and select Share.

Browse Files §§ » Files > MyFiles > Needs Reviewed

+ Create ... i3 Upload Files

Mame ¢

Meeds Review
— Il Download Zip

=l  Rename
lgg Move
& Erase Revisions

E3 Delete

e *

Or, if you are working in the desktop client, right-click the folder, point to the context menu, and
select Share link. A Share Access dialog box displays, allowing you to configure share settings.
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Share Access x

Secure Share @
® Public Share URL

http://defaultorg. syncedtest.com/shares/fo ﬂ
Allow anonymous users to edit files

Share Options

B

Expiration Date
Motify on Upload?
Motify on Download?

Share With

Recipients Add names or emails

Maotify ® New Recipients © Everyone Mone
Message

HName Can Modity Can Delete Remaove

2. In the Share Access dialog box, configure settings for sharing the link,
including:

« The Secure Share option, which requires each recipient to log in with his or her unique
credentials.
« The Public Share option, which sends a publicly available share link to the folder. If you
create a public share link, you can also select the Allow anonymous users to edit
files checkbox to allow users to edit files within the folder using the Collaborative Web
Editor.
« The Share Options settings, which allow you to:
+ Select whether the share link will expire after a certain date
+ Set a download limit
« Turn on email notifications for when the share is downloaded

« 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.
Alternatively, for public share links, you can optionally copy the share link and send it to
desired collaborators through third-party communication tools.

« The Permissions settings, which let you set the following permissions:

« Can Modify permissions allow the specified user to edit files within the folder using the
Collaborative Web Editor. Can Modify also lets users upload files into the folder.
* Can Delete permissions allow the user to delete files within the shared folder.

3. Click the Share button save your changes. You will be redirected to the share
landing page, where you can view and manage the contents of the folder,
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create and upload additional files, download the folder as a zipped file,
reconfigure share links, and more. This is the same landing page that will be
seen by the share recipient(s).

< GO 10 My Flles Needs Reviewed Share

Training & Documentation - Needs Reviewed /

hitps: Vzyncediest com/sharesfoldertfcd 495efed B |

File Modified Size

=+ Create .. &3 Upload Files © Download ZIP

BesiPracticeTable png

4. Alternatively, click the Delete button to cancel your configuration settings and
delete the share link.

Note: If you reopen and edit the share link, you will see a Cancel button, which will
close the dialog box, but will not delete the share link.

Deleting or Revoking Share Links

Share links can be deleted by both administrators and the end user who generated the share
link. When a share link is deleted, all users who had previously been given access to the shared
content will no longer have the ability to navigate to the share link URL.

Alternatively, administrators and end users can revoke access to one or more users who were
previously granted access, without deleting the entire share link URL.

End users can manage share link settings in the Shares tab of the web portal.
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1. In the web portal, click the Shares tab.

2. 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.

w X 2

Files Shares Guests

Backups

=

File Report

Activity Log

Shares - Shared By You
2t Team Shares | I tems Shared By You | P Items Shared With You

Items You Have Shared

File or Folder # Views # Downloads Expires Manage
Files/Collaborative Web Editor docx 0 0/ Unlimited None oIn X
Files/The Collaborative Web Editor.docx 2 0 7 Unlimited Mone b il X
Files/Ny Files 0 0 Nane It X
Files/Users xIs i) 07 Unlimited MNaone I x
Files/My Guest Folder 1 0 Nane In x
3. Click the Delete button to delete a share link URL.
Items You Have Shared
Flle or Folder # Views # Downloads Expires Manage
Files/Collaborative Web Editor docx ] 0/ Unlimited MNaone I x
FilesiThe Collaborative Web Editor docx 2 0/ Unlimited MNaone p il X
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4. You can also click the share link arrow to expand an item, which allows you to
view detailed information about the user that received your shared content. It
also allows you to revoke access to one or more users individually, without
deleting the entire share link URL.

ltems You Have Shared

File or Folder # Views # Downloads Expires Manage
Files/Collaborative Web Editor docx 0 0/ Unlimited None L] x
Files/The Collaborative Web Editordocx 2 0/ Unhmited Mone I x
Anne Doring
Account
1 0 Share Link X
Jane Smith
Account .
1 0 Share Link X

Viewing Items Shared With You

You can also view a list of all content that has been shared with you by other users.

1. In the web portal, click the Shares tab.

2. 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

2+ Team Shares [l Items Shared By You J [ Items Shared With You

[tems Shared With Me

File or Folder Shared By Read Access Write Access Delete Access

User Guide Demo User &
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Receiving and Sharing Content With Guest
Accounts as an End User

Overview

In addition to collaborating and sharing content with internal coworkers, end users can also
share files and folders with external, third parties. These users are called guests. Guest
accounts have limited access for a fixed period of time, allowing for the transfer of files or
folders, or for group collaboration on specific content.

Guest users can be created in one of the following ways:

+ The system automatically creates a new guest account when a private share link is sent

to an unregistered email address.
« End users can create a new guest account in the Guests tab of the end user web portal.

Guest Account Access

Guest accounts can:

* Access a shared file or folder through the web portal
+ If given permission, upload, edit, and delete content in securely shared folders
+ Manage their account information and change their password

Guest accounts cannot.

+ Utilize the desktop client, WebDAYV, or mobile apps
* Subscribe to Team Shares

Best Practice

If you will be collaborating with an external, third-party on a regular basis (for example, with a
customer, client, or consultant), you might consider sharing an entire folder to aid in the
collaboration process. When you create a secure share link to a folder, you can specify the
email address of this external user, and configure appropriate permissions. When you send the
secure share link, the system will detect the unregistered email address, and automatically
generate guest credentials for this new user. In this way, the shared folder becomes a
collaborative space where you can exchange and review content.
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Instructions

Sharing a File or Folder with a Guest Account

In the example below, a folder will be shared to allow a guest account(s) to upload content into

the system. Alternatively, you can also send share links to individual files.

1. In the desktop client, right-click the folder or file you want to share, point

to the sync menu, and select Share link.

Open
Print
Edit
Share

hY

Open with

>

A VIT-5ync |

>

W Scanwith Iﬁgbrmt

Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

D Open in Web Editor

View revisions

Share link

Alternatively, in the web portal, right-click the file you want to share, and select Share.
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Files File Report Activity Log
Browse Files (Stalls, Damian)  §} > Files )
+ Create.. | [E3 Upload Files search files O 4| = %
Name t Modified Size

Local

= 1l Download Zip

_ = Rename

m [ Move

= | ,@ Share
s
— @ Delete «

iy,

The Share Access dialog box displays:

Share Access ®

-

Secure Share ©
) Public Share URL

Ihttps:f/vitsync.syncedtoo|.com/shares/folder

- Share Options

| Share With

2. In the Share Access dialog box, configure share options:

+ Select the Secure Share radio button, which will require each user to log in with unique

credentials before accessing the shared content. By choosing Secure Share, the system will
automatically create a guest account for unregistered email addresses.
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Share Access x

® Secure Share @
Public Share URL

https://vitsync.syncedtool.com/shares/folder m

Note: Alternatively, click the Public Share option to send a standard share link. If you
select this option, the recipient will not be required to log in, and a guest account
will not be created. For more information on public shares, please reference

the Creating Share Links as an End User article.

+ In the Share Options section, set optional configuration settings:
* In the Expiration Date field, select a date on which the share link will expire. When a
share link expires, recipients will no longer have access.
+ Click Notify on Upload to receive an email notification when a file is uploaded into the

folder.
+ Click Notify on Download to receive an email notification when a file is downloaded from

the folder.

Share Options

Expiration Date | &=
Notify on Upload?
Notify on Download?

* In the Share With section, configure recipient information and permission settings:

* In the Recipients field, enter the email address of the guest. The email address will
automatically populate in the Permissions table.

+ Optionally, use the Notify field to determine who will receive a notification when the
share link is configured. You can select from New Recipients, Everyone, or None. This
field is especially useful if you are re-configuring share settings after the initial share link
is sent.

* In the Permissions table, set permissions for each recipient.

+ Click Can Modify to allow the specified user to edit the file using the Collaborative
Web Editor. This permission also allows users to upload files into the folder.
* Click Can Delete to allow the user to delete files within the shared folder.
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Share With

Recipients IAdd names or emails A |
Notify * New Recipients © Everyone None
Message

o
Name Can Modify Can Delete Remove

3. Click the Save button when you are finished. The page refreshes to display
the share landing page, allowing you to manage the shared folder.

« Go 1o My Flles Test5 Share

Files - Test5 /

+ Create & vpload Files O Download ZIP hittps:Voefauorg syncediest comisharesdnidendoglend2idd]

Fila Modified Size
()

Value prop image docx

You can always revisit this share landing page from the Shares tab of the web portal. For
complete instructions, please reference the Creating Share Links as an End User article.

4. Optionally, click the Share button to reconfigure share settings.

The recipient will receive an email notification with login credentials. After logging in, guest
users will be able to see the contents of the shared folder. Guest users can also manage their
own user settings—including their name, email address, and password—and can even delete
their own account.
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My Account Logout

Welcome, your active shares are displayed below:

Share Name SharedBy Read Access Write Access Delete Access

Tests Anng Doring N N~ 7

ou can change your account infarmation by clicking the "My Account’ button st top-right section of the screen.

Managing Guest Accounts as an End User

To manually create a guest account as an end user in the web portal:

1. Click the My Files button in the black menu bar. The My Files page displays.

2. In the My Files page, click the Guests tab. The Guest Accounts page displays,
showing a list of guest accounts that you have created.

VITESYNC W A 2 <

Files Shares Guests Backups File Report Activity Log

Guest Accounts.

4 Create Guest

Name Company Name Remove

4 Guest User
QUH‘SI.ESEI@UGE{UUTI’IHIH com

VIT-Sync x

3. To create a guest, click the Create Guest button.

+ Create Guest

The Create Guest page displays, allowing you to configure settings for the new guest.
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Guest Settings

© Create a Guest Account

Organization Default Organization

First Name m -

Last Name

Email

Paseward (7] cssassian ®  *Uauto-generate
Confirm Password

Password Expires (7] Never v
Language e

Timezone [7] v

Send Welcome Email?

* In the Guest Settings page, you can configure the guest’s first name, last name, email
address, and password.

+ Use the Password Expires field if you would like to generate a time-sensitive password for
the new guest user. You can select from 6 hours, 12 hours, or 24 hours. If you do not want to
generate a time-sensitive password, leave this drop-down field set to Never.

* In the Default Language drop-down menu, select the preferred site language for the
organization, which also affects numbering formats. Leave this field blank to use the default
language set for the system.

* In the Default Timezone drop-down menu, select the preferred timezone, which affects
dates and times displayed across the system. You can also leave this field blank to use the
system default.

+ By default, the Send Welcome Email checkbox is selected, which will send a welcome email
to the new guest, containing information about how to access the system. Uncheck this
checkbox if you do not wish to send a welcome email.

Note: If you deselect this setting, remember to manually contact the guest to share
login information.

4. Click the Save button when you are finished.
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Using the Selective Sync Feature

Overview

Selective Sync lets end users select which Team Shares and subfolders sync down to
their local machines. With Selective Sync, users can easily prioritize the content that is
most important to them while saving on bandwidth and storage costs. Users can still
access all of the data they have stored in the cloud, whether it is synced locally or not,
through the web portal.

The Selective Sync feature is configurable through the desktop client installed on both
Windows and Mac machines.

Use Cases

To conserve bandwidth and local storage resources, use the Selective Sync tool to selectively
sync down only the folders that you work with most frequently. Remember that you can always
change the folders that sync locally as content needs change. For example, if you are currently
working on one project folder in a Team Share, you might decide to only sync down that one
subfolder. When you begin working on a new project, you can then sync down the new project
folder.

You might also decide to use the Selective Sync feature when you first register and install the
desktop client. In many instances, registration takes many hours—even days—to completely
sync down all Team Shares and personal content. The Registration wizard allows you to access
the Selective Sync feature during registration so that you can prioritize this initial sync down
process.

Instructions

For New Users: How to Selectively Sync Folders During Desktop
Client Registration

After installing the Anchor desktop client on a desktop or laptop, the Registration wizard
prompts the user to select the content that should sync down to the local machine.
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1. After the Setup wizard completes, the Registration wizard will automatically
launch. Click the Next button to begin the registration process.

For full instructions on how to install the desktop client, please reference the Installing and
Configuring the Desktop Client article.

Welcome to SyncedTool!

Please enter your legin credantials:

2. When the wizard displays the Choose Folders for Selective Sync screen, click
the Select what to sync to this device now radio button to deselect content that
you do not want on your local machine. Then, click the Next button to continue.

£ Registration — | *

Choose Folders for Selective Sync

o ® Select what to syne to this device now

Skip and do this later

o[n

The Selective Sync screen displays.
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[+ ] Registration — O X

Only selected folders will sync down to this device

+' | Select All Folders

v - Anchor Videos
bV - My Files
v

E Training & Documentation

Files not within folders will always sync

3. You can unsubscribe your local machine from syncing an entire Team Share
by deselecting the top-level checkbox adjacent to the appropriate Team Share
root. Or, you can select an entire personal folder.

Optionally, you can navigate using your keyboard arrow keys.

[ ] Registration - O *

Only selacted folders will sync down to this device

Select All Folders

- Anchor Videos Personal
b v [l MyFiles Folders

Training & Documentation

Team Share
Folder

Files not within folders will always sync
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You can also click to expand these items to deselect content at the subfolder level.

4. Continue the registration process until completion.

For Existing Users: How to Selectively Sync
Folders After Desktop Client Registration

You can also use the Selective Sync feature after registration is complete.

1. Click the system tray icon, click the Manage icon, and select Preferences.

SyncedTool Up to date

Report.xisx No Warnings

Preferences...

Mew Report A(Anne collision 0)

About
Anchor Onboarding Outline.deow
Exit

Mew Report A.docx

Anchor Onboarding Outline. docx

Kl iFlla ol s

Up to date

v\l

2. Click the Sync tab.

3. In the Sync tab, you can select or deselect Team Shares and subfolders from
syncing down to your local machine. Optionally, you can navigate using your
keyboard arrow keys.

You can also click to expand these items to deselect subfolders.
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g SyncedTool Preferences *

Overview Sync Settings Network Warnings

Only selected folders will syne down to this device

Select All Folders

. Anchor Videos

Personal folder and
subfolders

Team Shares and
subfolders

- Training & Documentation

v [ tmages

Files not within folders will always syne Caneel

4. Click the Save button when you are finished selecting and deselecting
content. A confirmation dialog box will display, notifying you that your device
has been successfully updated.

g SyncedTool Preferences x
Qverview Sync Settings Network Warnings
Only selected folders will sync down to this device

Select All Folders

Sync Down Preferences

This device will be updated with your new folder sync

preferences.
Cancel v Update
Files not within folders will always sync Cancel
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5. Click the Update button to confirm these changes. The desktop client will
resync as appropriate.
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Using the Web Preview Tool as an End User

Overview

When sending or receiving share links, or when working in the web portal, you can quickly view
dozens of file types without leaving the Anchor web browser. Using Anchor’s fully integrated
Web Preview tool, you can access advanced viewing functionality without downloading content
or navigating away from the system.

Use Cases

You can use the Web Preview tool to:

* Preview share links in a web browser—the Web Preview tool allows you to preview content
sent through share links. When a recipient clicks to open a share link, he or she will have the
option to view the item on the web without needing to download the shared content.

* Preview content when working in the web portal—with the Web Preview tool, you can
preview your own content from the web portal without needing to download it to a local
machine. This feature is particular useful in situations when you only want to store and
manage Team Share content in the web portal, rather than sync it down to a registered
desktop client.

In these ways, the Web Preview tool delivers significant value, as it reduces storage and
bandwidth requirements, and enhances collaboration options between internal and external
colleagues.

Prerequisites

Content can be viewed within the fully integrated Web Preview tool, which is supported in

all VIT-Sync supported operating systems and web browsers. For supported file types, please
reference the Supported Formats section below.

Instructions

How to Preview Shared Content

To view shared content using the Web Preview tool:
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1. When you receive a share link, whether it was generated from the web portal
or through the Outlook add-in, you can simply click the link to launch the file.

= = Org Administrator has shared Project Planxlsxwit.. 7 [ — 0O X
“ MESSAGE
e x (@ Reply [ “’_ AnchorHelpEm... Voo = P q
) Reply All 55 - | 9 To Manager - i -
o _Delete| * Y G . ] Move SY Tags |Editing| Zoom
&g (3 Forward T - ! Team Email - . [Ep- . )
Delete Respond Quick Steps e hove Zoom "~
Org Administrator has shared Project Plan.xlsx with vou.
You can view the share using the link below:
http://syncedtest.com/shares/file/3ba89131fa33eb/

The file will open in the fully integrated Web Preview tool.

Document Viewer

Q
2
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 application or navigate 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:
* 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 comments
Technical Information
* Files will automatically save ten seconds after the latest edit
Page 1 of &

B © zZoom1w% ()

Microsoft Office Files (Word, Excel, PowerPoint)
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x Q6 s

Project Planner

Other File Types

2. If you are previewing a Microsoft Office file, you can optionally click the Edit
in Browser link to edit the file in the real-time Collaborative Web Editor.

Web Preview.docx Edit in Browser Return fo My Files

THE WEB PREVIEW TOOL

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 application or navigate away

s s o AAomihesystem. pdditionallv, the Collaporetiys Wep Editor allows youtomake fheseshanges, , » » » » sl 7 7 7 7
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How to Preview Content in the Web Portal

To use the Web Preview tool in the web portal:
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1. In the Files tab of the web portal, navigate to the file that you want to view.

2. Right-click the file and select View; or, simply click the title of the file.

] g 3 =) a m—

Fllez Shares Guests Backups Flle Repont Activity Log
+ Create Folder  £J Upload Files search files O &) = X
MName 1 Medifizd Size
E Training & Documentation
— My Files
- Shared Items
Project Plan__ Oct 8, 2015, 5:26:17 AM 16.08 kB

£

4 Downlead
E' Revisions
O Activity

=l Rename
% Move

@ Share

@ Erase Revislons
Q

Delete

The file will open in the fully integrated Web Preview tool.
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Document Viewer Y¥eb Preview.docx Edit in Browser Return to My Fies

THE WEB PREVIEW TOOL

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 application or navigate 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:

* Access awide-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 comments

Technical Information

* Files will automatically save ten seconds after the latest edit

Page 10f6 B () zoom1o% (+)

Microsoft Office Files (Word, Excel, PowerPoint)

Activity 01
Activity 02
Autivity 03
Ativity 04
Activity 05
Activity 06
Activity 07
Activity 08
Activity 09
Activity 10
Activity 11
uivity 12
Activity 13
Autivity 14
Activity 15
tivity 16
Ativity 17
Autivity 18
Ativity 19
Activity 20
tivity 71
Activity 22

Activity 23
Activity 24
Activity 25
Activity 26

Other File Types
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3. If you are previewing a Microsoft Office file (including Word, Excel, and
PowerPoint), you can optionally click the Edit in Browser link to launch the real-
time Collaborative Web Editor.

Web Preview.docx Edit in Browser Return fo My Files

THE WEB PREVIEW TOOL

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 application or navigate away

s s o AAomihesystem. pdditionallv, the Collaporetiys Wep Editor allows youtomake fheseshanges, , » » » » sl 7 7 7 7

NN N NN NNNNNANAN

Advanced Preview Functionality for Special File Types

While Microsoft Office file types (Word, Excel, and PowerPoint) can be edited in the real-
time Collaborative Web Editor, other file types can be previewed with advanced functionality
directly within the Web Preview tool.

View Functionality

Click the View link to access advanced viewing options.
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1. Click the [Thumbnail] button to see a list of all pages in the file.

2. Click the [Magnifier] button, and then drag your cursor, to see a close-up view
of a specific area in the file.

3. Click the [Rectangle Zoom] button to zoom into a specific area in the file.
4. Click the [Rotate Document] button to rotate the entire file clockwise.

5. Click the [Rotate Page] button to rotate the current page clockwise.

6. Click the [Zoom Out] button to zoom out from the page.

7. Click the [Zoom In] button to zoom in to the page.

@ View | Q, Search
H + o2 [

066000
P [ ]
roject Planner

PLAN PLAN ACTUAL ACTUAL PERCENT
ACTIVITY START DURATION START DURATION COMPLETE
Activity 01 10/15/2015 1 1 4 25%
Activity 02 10/16/2015 1 1 6 100%
Activity 03 10/17/2015 1 2 5 35%
Activity 04 10/18/2015 1 4 6 10%
Activity 05 10/19/2015 1 4 8 85%
Activity 06 10/20/2015 1 4 6 85%
Activity 07 10/21/2015 1 5 3 50%
Activity 08 10/22/2015 1 5 5 60%
Activity 09 10/23/2015 1 5 6 75%
Activity 10 10/24/2015 1 6 7 100%
Activity 11 10/25/2015 1 5 8 60%
Artivitv 12 AN/IPA/INAE 1 Q 2 6 ‘0 7

I @ — 100% 4+ B

Search Functionality

Click the Search link to access advanced search options.
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1. Enter your term in the [Search] field.

2. Optionally, click a [Field Search] checkbox to search for specific categories of
information.

3. Optionally, use the [Parameter] buttons to customize your search, including;:

« Match an exact word or phrase

« Match a letter case

* Find whole words

+ Find words that begin with certain characters

« Find words that end with certain characters

« Utilize wildcard search (* matches one or more characters; ? matches one character)

No s¢ Toggle All

USA Phone Number

E-mail
9 PLAN

US Social Security Number P rOj e Ct |

USA Postal Code ACTIVITY START
Date —
Ath\rltf 01 10/15/2015
Activity 02 10/16/2015

Cursor tools

Use the cursor tools to highlight text or adjust your page view.
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1. Click the Select button to highlight and copy text.

2. Click the Pan Tool button to adjust your view of the file.

1 4 6 85%
1 5 3 50%
1 5 5 60%
1 5 6 75%
1 b 7 100%
1 5 8 60%
1 Q 2 0%

- 100% < [

Additional tools

Use additional advanced functionality to manage your file.
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1. Click the Print button to print the file to your local printer.

2. Click the Download button to download the file to your local machine.

Plan Actual .‘}6 Complete

File and Image Formats

The following file types can be previewed in the web portal:

Document DOC Microsoft Word binary files
Formats
DOCX Microsoft Word Open XML files
XLS Microsoft Excel binary files
XLSX Microsoft Excel Open XML files
PPT Microsoft PowerPoint binary files
PPTX Microsoft PowerPoint Open XML files
RTF Rich Text Format
csv Comma Separated
PDF Adobe PDF
OoDT OpenOffice Document
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ODS OpenOffice Spreadsheet

ODP OpenOffice Presentation
And Many other older document formats
more!
Web Formats HTML HTML files with embedded images
SVG Scalable Vector Graphics
Medical Image DCM Digital Imaging and Communications in Medicine (DICOM)
Files image
Email Formats EML Email (with attachments)
MSG Email (with attachments)
Other Formats TXT Text files
CAD Formats DGN Support for V7 and V8 DGN (including V8 XM and V8l)
DWG Version 2.5 through 2014*
DXF Version 2.5 through 2014*
Image Formats TIFF TIFF (all compression types)
JPG JPEG
JP2 JPEG2000
GIF Graphics Interchange Format
PNG Portable Network Graphics
RAS Sun Raster Image [.ras]
CAL CALS Type 1
MIL CALS Type 1
DIB Device Independent Bitmap
BMP Device Independent Bitmap
PSD Adobe Photoshop
PCT Apple Graphics
PCX PCX
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DCX DCX

PCD Kodak Photo CD
WMF Windows Metafile
EMF Enhanced Metafile
TGA Targa

And Many other formats
more!

€ *Note: While not officially supported, later versions of these file formats typically
render as expected.
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How to Use the Collaborative Web Editor

Overview

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
application or navigate 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:

+ 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

You can launch the Collaborative Web Editor from the web portal, the desktop client, and
mobile apps.

Technical Information

Revisions
+ Files automatically save ten seconds after the latest edit.

+ 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.

Organization Policy Settings

You must turn on the Enable Web Editing policy to allow user accounts to access the
Collaborative Web Editor feature from the web portal.

Anonymous Editing Permissions

When sharing a file, users can grant anonymous editing permissions on public share links.
Anonymous editing permissions allow anyone with access to the share link to edit the file using
the Collaborative Web Editor. For more information on shared folder permissions, please

reference the Creating Share Links as an End User article.
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Notifications and File Locking

* In the 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.

@

* In the 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 until this file is closed in the Collaborative Web Editor.

ﬂDDCH

Supported File Formats
Supported file formats include:

.docx Xlsx .pptx rtf

.odt .ods Axt .CSV

Note: Older versions of Microsoft Office files, including .doc, .xls, and .ppt files, cannot
currently be opened in the Collaborative Web Editor. As a workaround, we recommend
opening these older file formats on a machine to which they are syncing, and then re-
save them to a more current format (.docx, .xIsx, and so forth). After conversion, these
files can be edited with the Collaborative Web Editor.
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Instructions

Launching the Collaborative Web Editor

To use the Collaborative Web Editor:

1. From the desktop client, navigate to the file you want to edit. Right-click the

file, point to the content menu, and select [Open in Web Editor].

Open
Print
Edit
Share

[

Open with

>

Give access to

>

)

SyncedTool

> Open in Web Editor
p

Restore previous versions

Send to

Cut
Copy

5 View revisions

Share link

Lock
Lock for...

Create shortcut
Delete

Rename

Properties

Visible-Sync
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2. Alternatively, if you are working in the web portal, right-click the file and

select [Edit].

w ) {8

Files Shares
| & Edit
+ Creat! | Download s€a
E Revisions
L) Activity
: M o Rename
—— % Move
s v 3 Lock
0| . ‘Y Lock For...
E& a ﬁ Share
_- N 2 Delete )

The file opens in a new tab.

[T T

Page 1 of 10

HOW TO USE THE COLLABORATIVE WEB EDITOR

With the real-ime Collaborative Web Editor, you can edit documents, spreadsheets, and presentations
when working in the wab portal, without needing to download a separale application or navigate away
from the system. Additionally, the Collaborative Web Editer allows you to make these changes
simultaneously with multiple coauthars, and lets you see each editin real time.

Advanced functionality includes:

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

*  Edit simultanaously with coauthors and view their changes in real time
* Send and receive instant chat messages

*  Add, view, and manage changes and comments
Technical Information

Revisions

* Files will automatically save ten seconds after the latest edit.

B English (United States] -~ & = B (5 Zoomwow (3) -
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3

. To configure advanced settings, click the [File] tab. 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 disable real-time collaboration changes.

A Home  Insert  Layowt  References  Collaboration DaocEdit_NewkB. docx B2 —

Close Menu
Commenting Display ¥ Tum an display of the comments

Save

Save as.

Spell Checking
Share Link

Alternate Input Tum on hieroghphs
Download as

Print Alignment Guides  |[¥f Tum on aignment guidss

Autosave  [¥ Tum an autosave
Document Info
Save to Server ¥ Abways save o server (otherwiss save to s=rver on documend ciose)

Advanced Seftings... )

Co-gditing Mode Fast Oher wsers will see your changes al once
Help Realtime Collaboration Changes View Mone
Return to My Files Default Zoom Value

Font Hinting as 05 X

Unit of Maasuramant Centimeder

—

. While still in the Files section of the tool, you can:

. Click Save to save the file.

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). *

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. For
instructions on configuring share links, please reference the Creating Share Links as an End
User article.

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.

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

Click Help to view a comprehensive listing of all available functionality.
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*Note: If you choose to save the file as a PDF document, the file will open in Web
Preview mode. You will be unable to edit the file in PDF format.

6. Click the Close Menu 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. For more information, please reference the Creating Share Links as an End
User article.

You can also invite users to collaborate from within the Collaborative Web Editor:

1. Click the File tab and select Share Link.

File Home Insert Layout Referd

Close Menu

Save

Save as..

Share Link

Download as...

Print

Document Info...

The Share Access dialog box displays.

2.You can create a public share link to allow anonymous users to edit the file.

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

2. 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.
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3. 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.

Share Access x

Secure Share @

¢ Public Share URL
http://defaultorg.syncedtest.com/shares/file; m

% Allow anonymous USers to edit fles)

Share Options

Share With

canceL  [IE G NG

3. Alternatively, you can create a secure share link to require recipients to log in:

—

. Select the Secure Share radio button.
2. Inthe Recipients field, enter the name of the coauthor. The name of this new user will
display in the lower portion of the screen

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

4. In the Share Options section, select Secure Share.
5. Click the Share button to send the share invitation to the recipient(s).
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Share Access x

® Secure Share @
Public Share URL

|http:l/defaulhorg.syncedtﬁt.comlshar&s/ﬁle} m

Share Options

Share With
Recipients | |
Notify ® New Recipients ' Everyone None
Message

A
Name Can Modify Remove
Matthew Dugan

3 | »

mdugan@efoldernet

- |/

4. To view a list of coauthors who are actively editing the file, click the View
Users button.

Document is currently being edited by several
w“ USErs

Matt Dugan
Guest Account
Anne Doring

Page 1.1 Iil

When these users make changes, their edits are visible immediately and are marked with a
vertical bar.
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5. Hover over the vertical bar to view editing details.

leam Report|B|k

This et discensas the changes in cailegoses. ower See. By design, these calgores should changs according 1o which

sarnd iy belong. This reg= proves thal calegoses oo chirnge oved Ima. Scoording 1o s res,

Chatting with Coauthors

When you are collaborating on a document in real time, you can use the Chat feature to
communicate and share ideas with coauthors.

1. In the left-hand navigation bar, click the Chat button to reveal the chat
window.

File Home Insert Layout References Collaboration
.

= =} Avenir LT Std 65 Medium 20 oAl ==
B B/ usaaw.a-o. H=
=
Anne Doring L ‘|‘|...E_|..
(o}

These look good! =

- HO!
With th
when v
o from th
simultz

Advant

Tech

Revis

Page 1 of 10
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2. In the left-hand navigation bar, click the Chat button to reveal the chat
window.

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. In the left-hand navigation bar, click the [Chat] button to reveal the chat
window.

E= English (United States) ~ (D EZ B () zoom100% (3)

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

nents, spreadsheets, and

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

ate fonts, paragraph formats, charts,

es in real time

v x
10/21/2016 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 ™

The report oSS he changss  Fasne Pt
Bl Thy Bepdcerng. This repon pao »

Hsep Ines g e

l asd Commert
Hopeirk
I Frimaiting a3 S5l '
| .

A pop-up bubble displays, allowing you to type a comment.

Team |‘:[:[Z:::"‘_ B - - }

. e

Tha OER e T D £ CM O v b B S T
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3. To view all comments in the document, or to respond to an existing
comment, click the [Comments] button in the left-hand navigation bar. You can
use the toolbar to edit, delete, or mark a comment as resolved.

File Home Insert Layout References Collaboration

=P e Awenir LT Std 35 Light I R P PV
= e B / U & A A % A D

Anne Doring & M v L LI B
Q 8/7/2018 5:03 am

| presentations
Update fitle _
L= Add Reply -
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Viewing and Restoring a File Revision

Overview

VIT-Sync captures revisions (versions) of each file stored in the system, allowing users to view or
restore older revisions if necessary. The Revisions feature is one of many data protection
features available to end users.

Instructions

To view and restore file revisions (versions):

1. In the web portal, right-click a file and select Revisions.

¢ Revisions I

Erass Revisions
Delete

Alternatively, in Synced Folder, right-click a file, point to the Synced Folder menu, and
select Revisions.
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Print
Edit

& Share
Open with

Give access to

£ SyncedTool Open in Web Editor
E View revisions

Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Properties

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

2. In the Browse File Revisions page, use the Download Revision and Restore
Revision links to manage file revisions.

+ Click the title of the file to view the file in the Web Preview tool. The Web Preview tool will
allow you to quickly review the content of the revision without needing to download the file
to your local machine.

+ Click the Download Revision link to download a previous revision. The file will download, and
you can review the previous revision.

+ Alternatively, click the Restore Revision link to overwrite the current file with the previous
revision. The overwritten revision will still be listed as a revision in the Browse File Revisions

page.

Browse File Revisions - Overview.rtf
A
el

I8 Revisions for Overview. rif

Filename Received File Size Full Size Delta Size Download Restore
Owerview. rtf Cctober 06, 2014 at 08:02AM 43 49k 850k Download Current Current Revision
Overview.rif October 03, 2014 at 09:28AM 201k 864b | Download Revision | | Restore Revision |
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Viewing and Restoring Deleted Files and Folders

Overview

Depending on policy settings, end users can view and restore deleted files from within the web
portal. The ability to view and restore deleted content is one of many data protection features
available to end users.

Instructions

To restore files and folders as an end user:

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

2. In the toolbar, click the Show Deleted button.

] =] =
Files File Report Activity Log
Browse Files (Stalls, Damian)  fj ) Files ) DamianS }
P —
o= Create ... ¥ Upload Files caarch files (o] I3 E-RIR
Mame { Modified Size

Application Dev

Clients

Documentation

Expense

Expensas - Recaipls

The deleted files and folders display as semi-transparent.
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Files File Report Activity Log
Browse Files (Stalls, Damian)  § » Fies ) DamianS }
# Create .. | [ Upload Files search files ® IE = % W
Modified Size

Mame ¢

Application Dev
Clients
Diocumentation

| B

Expenses - Receipls

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

Logged mn as [armian Siaks Doven load Log ot

My Files

[ (<]

Filaz File Report Activity Log

Browse Files (Stalls, Damian) ¢ » Files ) Damian$

& Create . | | f Upload Files search files {E}Ia =X |®

Name * Madified Size

Application Dev
Clients

Documentation

< Restore
Ex} 4 Erase Revisions

£ Delete Permanently
Flui
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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.

Logged m as Damian Sials

w = =
File= File Report Activity Log
Browse Files (Stalls, Damian)  §§ » Filkes > Damians 3
+ Create .. I Upload Files search files LC] % |
Mame 1 Modified Size

Application Dev

Clients

: Restare Files ]
Documentation

* Restore All Files
Expense Restore Files Deleted Betweaen

Start Date
Expenses - Recelpls |

End Date

The selected files and folders will be restored.
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Locking Files and Folders

Overview

Anchor allows users to place locks on files and folders in Team Shares, giving subscribers the
ability to set read-only permissions on shared content. This feature prevents other Team Share
subscribers from editing and overwriting content while changes are being made. When an item
is locked, a lock icon is placed over the file or folder, alerting other Team Share subscribers that
it is in read-only mode. Locks are enforced across desktop clients, the web interface, and
mobile devices, but administrators always have the ability to unlock a file or folder if necessary.

If a user forgets to lock a file or folder before making changes, a file sync conflict could occur.
For more information, please reference the How Do | Manually Resolve a File Sync
Warning Knowledgebase article.

Use Cases

Locks can be used in multiple ways to improve and support collaboration in Team Shares. For
example:

1. Temporarily Lock a Single File
* When editing a file in a Team Share, the locking feature can be used to temporarily set
read-only permissions on the file, preventing other Team Share subscribers from making
changes and overwriting your work. The Auto-Locking and Lock For options allow you to
automatically expire a lock after a certain time period.

2. Permanently Lock a Single File
* In some instances, a certain Team Share file might need to be shared with—but never
edited by—subscribers. For example, you might decide to set a permanent lock on a
form or a template so that it can never be edited or deleted.

3. Lock an Entire Folder or Team Share
* Not only can you lock an individual file, but you can also place a lock on a folder or a
Team Share. For example, you might decide to dedicate an entire Team Share—or a
subfolder within a Team Share—to read-only information, such as HR forms.

Instructions

Auto Locking Team Share Content

If the Auto Lock feature is turned on for a Team Share, the system will prompt users to lock files
each time an item is opened. Administrators must turn on this feature for each individual Team
Share.
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Expected Behavior

+ This feature applies to .doc, .docx, .xlIsx, .ppt, and .pptx files. This feature also applies to .xIs,
.0dt, .ods, and .odp documents if the documents are opened with LibreOffice or OpenOffice.

* This feature is not supported for Word for Mac and .xlIs files opened with Excel.

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

Warning: In certain instances, when a file closes or crashes unexpectedly, the Auto
Lock feature may not operate as expected during subsequent file launches. This
behavior is caused by a Microsoft limitation, and cannot be resolved by the eFolder
team.

When working with the Auto Lock feature:

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

Lock Shared Document

SyncedTool detected that you opened a shared document.
Editing it might cause wersion collisions.

é ocumentation\Mew Report A.docx

® Lockthe document to prevent others from modifying it
Max Duration 1 hour hd

Don't lock the document

Change Future Behavior Cancel ' OK
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2. Click the Lock the document radio button to confirm the lock, and to enforce
the lock while you are working on the file.

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.

Note: No matter which time period you select, the file will automatically unlock as soon
as you close the file.

3. Click the Don't lock the document radio button to keep the file unlocked.

Remember that when you make changes to an unlocked file, you might encounter instances
where another user makes changes to the same file at the same time, which will cause a file
sync conflict. For information on file sync warnings, please reference the Manually Resolving a
File Sync Warning Knowledgebase article.

4. Optionally, click the Change Future Behavior link to configure personal
preferences for locking files.

5. Click the OK button to confirm your preference, and then edit your file as
appropriate. When you close the file, it will automatically unlock, and will then
sync to then serve

Manually Locking Team Share Content (Setting Read-Only
Permissions)

You can also manually lock files and folders within Team Shares. Manual locks allow you to set
read-only permissions at any level of a Team Share. You can manually lock files on both
Windows and Mac machines.

Note: When you manually lock a file or folder, you must remember to also unlock the
file or folder when you are finished.

To manually lock files and folders in the desktop client:
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In the desktop client, right-click the Team Share item, point to the sync menu, and
select Lock.

Open

Print
Edit
1= Share
Open with >

Give access to

(7 SyncedTool > | [E Openin Web Editor
Ej View revisions
+£ Share link

& Lock

Restore previous versions

Send to b

Cut
Copy

Lock for...

Create shortcut
Delete

Rename

Properties

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. When you
utilize this option, you won't need to remember to manually unlock the file or folder.

To manually lock a file or folder in the web portal:

In the web portal, right-click the item, and select lock. The item is now locked, and is read-
only for everyone else in the share.

Browse Files ) » Files

4+ Create Folder & Upload Files searcn f| es
Mame ¢

o Documentation

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

Visible-Sync Page 132



=)
FLUID:NETWORKS

Viewing Information About a Locked File

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 information about who locked the file or folder.

[

In the desktop client, right-click the Team Share item, point to the sync menu, and

select Lock Info.

Open

Edit

Mew

Print
Share
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Give access to

?' EI

SyncedTool

Restore previous versions
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View revisions
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L
¥

Create shortcut
Delete
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Properties

A dialog box displays, giving you information about who locked the item, where the item
was locked, and when the lock expires.

-

SyncedTool

.\

&3

0'

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

Expires on: never
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When you are working in the web portal, you can view this same information about who locked
the file or folder.

In the web portal, right-click the item, and select Lock Info. A pop-up window 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.

oK

Viewing a Locked File

If a user opens an already-locked file, he or she will be presented with a pop-up notification.

SyncedTool

File LockedFile.xlsx is currently locked by Rick
Klemetson.

€ 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 versions of Microsoft Word, however, will only 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 warning messages.

If this user ignores the warning, and attempts to save changes, he or she will receive a warning
message and be prompted to save the file with a different name.
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Creating and Managing Backups

Overview

The Backups feature allows end users to create backups of folders that exist on their local
machines. Alternatively, administrators can create backups for end users.

When administrators or end users create a backup of a folder, all new changes are continuously
backed up. The backup can be accessed from the web portal, but it does not reside in the user’s
Synced Folder. When a user account is deleted from the system, the backup will deactivate, but

will still be accessible in the Backups tab of the administrative web portal.

For more information on how end users create backups, please reference the How Do End
Users Back Up Folders from the Desktop Client Knowledgebase article.

Use Cases

The Backups feature is designed to back up and restore important personal files, including
Microsoft Office content, pictures, PDFs, and other files typically stored in a user directory or a
home folder. This feature is especially useful for end users who do not have scheduled backups
configured on their local machines.

In addition to being a quick and easy file-level backup solution for end users, the Backups
feature can be used to restore content from one machine to another machine. For example, if a
user's computer is corrupted or otherwise compromised, a desktop client can be installed and
registered to the user on a new computer and the backup can be restored to this new location.

Similarly, the Backups feature can also be used to migrate a user's local content from an older
computer to a new computer. First, the user can create a backup of the files and folders that
need to be migrated. Next, the user can install and register a desktop client on the new
computer. Finally, the backup can be restore to this new location.

For information on best practices related to the Backups feature, please reference the Best
Practices for Creating Backups in Anchor Knowledgebase article.

Instructions

Creating a New Backup

You can create backups of folders within registered machines.

To create a backup:
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1. In the Organization navigation menu, select the organization in which you
want to create backups. The selected organization displays.

2. Click the Backups tab. The Backups page displays, showing a list of all existing
backups in the selected organization.

3. In the Backups page, click the New Backup button.

<4 MNewBackup

The Backup Folders page displays, listing all registered machines within the selected
organization.

£ Backup Folders

3

3 End, User {enduser{@email.com)

4

REFRESH SELECTED FOLDERS CANCEL SAVE
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4. Click to expand a machine name, and select the specific folder that you want
to back up.

5. After the selected item has been selected, click the Save button. The selected
item is now backed up.

Managing Backups

You can manage all backups—whether they were created by you or end users—by clicking
the Backups tab. In the Backups page, you can manage the content of backups, browse the
content of backups, and delete backups.

To manage backups:

1. In the Organization navigation menu, select the organization in which you
want to manage backups. The selected organization displays.

2. Click the Backups tab. The Backups page displays, showing a list of all existing
backups in the selected organization.

3. In the Backups page, find the backup that you want to manage.

Optionally, use the Search box to search for a backup using the owner's name. Please note that
the search functionality is available in the administrative web portal only; end users cannot
search for backups in their view of the Backups tab.

+ Click the checkbox next to a backup. The toolbar will expand to display additional actions.

Backups - All Organizations

=+ NewBackup '@‘ Erase Deleted Files X Deactivate Selected Backups v Restore Deleted ¥ Trim
e SEARCH
Backup Path Owner Organization Manage
@ - ;;l:?;{:ufg:ﬁerm ES:DUSEI’ Default Organization w O X
- ;;l:?;;:u:;f;ﬁerﬂ E‘;:DUSE'- Default Organization =D || X
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Click the Erase Deleted Files button to permanently remove deleted files in the selected
backup.

Click the Deactivate Selected Backups button to remove the backup.

Click the Restore Deleted button to restore the contents of the backup to a specified
location.

Click the Trim button to erase previous revisions to files in the backup.

4. While still in the Backups page, you can browse the contents of the backup.

5. Click the Browse button.

The backup opens, allowing you to browse its content.

6. Inside the backup, you can:

* Click the Create Folder button to create a new folder inside the backup.

* Click the Upload Files button to add files to the backup.

+ Click the Rollback button to restore to a previous version of the backup.

* Click the Show Deleted button to show files that have been deleted within the backup
* Click the Restore Deleted button to return any deleted files to the backup.

* Click the Trim button to erase previous revisions to files in the backup.

+ Create Folder K  Upload Files search files (® Rollback ¢ ShowDeleted < Restore Deleted ¥
Name 1 Modified Size
> mp4 October 20, 2014 at 05:57TAM 1.45M

MP4
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7. In the Backups page, you can restore a backup to a specific location. You can
also restore a backup to a different machine, as long as a desktop client is
installed on that machine.

* Click the Restore button.

A Restore Backup page displays.

* In the Restore Backup page, browse the selected machine to select a restore point.
Optionally, click the New Folder button to create a new folder as a restore point.
* Click the Save button when you are finished.

& Restore Backup to Folder:

» E .pc
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8. Optionally, in the Backups page, click the Delete button to delete a backup.

The backup will delete from the selected machine.
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Protecting Data Using the Revision Rollback
Feature

Overview

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 for recovering from simple malware attacks,
utilizing a file's revision history, and restoring all currently-existing content in the root to a
healthy revision 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. Please note that a file's revision can refer to the originally uploaded file (first
version) or a revision of an edited file (subsequent revisions).

@ IMPORTANT: Advanced ransomware attacks—such as Locky—might delete, recreate,
then change files names, thereby affecting a file's revision history, and preventing you
from restoring to a previous revision using the Revision Rollback feature. In these
instances, we recommend using the Snapshot feature to help you and your users
recover from these advanced attacks. Using the Snapshot feature, you can restore data
as it existed before infection. To learn about the Snapshot feature, please reference

the Recover from Advanced Malware Attacks Using The Snapshot
Feature Knowledgebase article.

More Ways to Protect Data

+ To learn about the Snapshot feature, please reference the Recover from Advanced Malware
Attacks Using The Snapshot Feature Knowledgebase article.

« To learn about viewing and restoring deleted files and folders in the web portal, please
reference the Viewing and Restoring Deleted Files and Folders article.

+ To learn how to restore individual revisions of files, please reference the Viewing and
Restoring a File Revision article.
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Instructions
Accessing the Revision Rollback feature:

1. Log in to the end user web portal and click the My Files link.

For information on logging in to the web portal, please reference the Logging In article.

L Logged n ax David Setion B (owrnicad

pload Files

Moahed Size

Support

2. In the My Files page, navigate to the appropriate folder.

3. While inside the folder, click the Rollback button in the toolbar.

The Rollback pop-up window displays, prompting you to select a date and time. Select a day
and time before the time to which you want to restore; you can optionally use the Activity
Log to determine the most appropriate time. For example, if you select June 25th at 12:40 PM,
the feature will find the first file version 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.

Note: The Revision Rollback feature utilizes a 24 hour clock, and is based off of the user
account's timezone.
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4, Click Rollback when you are finished.
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	Getting Started
	eLearning Interactive Training
	System Requirements
	Desktop Client Requirements
	Web Browser Requirements
	Mobile Devices
	Microsoft Outlook Add-In Requirements

	Logging In to the Web Portal
	1. Navigate to the URL listed in your email (for example, http://sync.visible-it.com).
	2. Enter your email address and password.
	3. Click the Log In button.

	Installing and Configuring the Desktop Client
	Overview
	Supported MacOS and Windows Versions
	Instructions
	1. Click the Download button in the web portal.
	2. In the Download page, click either the Windows Desktop Client button or the Mac Desktop Client button. The selected file will start to download, or you will be prompted to save the file, depending on your browser settings.
	3. When the file finishes downloading, click the installation file to launch the Setup Wizard.
	4. Select your language and click the OK button to continue.
	5. Click the Next button to start the Setup Wizard.
	6. In the License Agreement page, click to accept or not accept the agreement. To continue with the installation process, you must accept the agreement. Click the Next button to continue.
	7. Specify the directory in which you would like to install Synced Tool. In most instances, you can accept the default installation directory. Alternatively, manually input a new directory or click the Folder icon to select a new directory on your local machine.
	8. You are now ready to begin the installation process. Click the Next button to start the installation process.
	9. When the installation is complete, you can optionally choose to create a shortcut. Click the Finishbutton when you are done.
	1. After the Setup Wizard completes, the Registration Wizard will automatically launch. Alternatively, click the system tray icon and select Register. The Registration Wizard displays.
	2. In the Registration screen, enter the email address and password provided by the Welcome email and click the Next button to continue.
	3. In the Select Destination of Folder screen, choose either a typical or advanced installation path, where all files, folders, and shares can be accessed on your local machine.
	4. If you have previously installed Synced Folder using the same settings, you will receive a warning message indicating that a folder already exists. Click the Merge button to merge with the existing folder, which saves time during the resyncing process. 
	5. In the Choose Folders for Selective Sync screen, click the Select what to sync to this device nowradio button to deselect content that you do not want on your local machine.
	6. Click the Next button to continue, and then click the Finish button when the wizard completes.
	1. Click the system tray icon, click the Manage icon, and select Preferences. 
	2. In the Overview tab, you can view or change the following information:
	3. Click the Sync tab to select and deselect the Team Shares, personal folders, and subfolders that you do not want available on your local machine. You can also use the arrow buttons on your keyboard to navigate this screen.
	4. Click the Settings tab to specify language, locking, and remote browsing settings. For example:
	5. Click the Network tab to manage LAN Sync, bandwidth, and proxy settings. For example:
	6. Click the Warnings tab to view a list of file sync warnings including conflicts.



	Mobile Apps
	Downloading Mobile Apps
	Overview
	Resources
	Instructions
	1. Log in to the web portal
	2. Click the Download App button in the web portal.
	3. In the Download page, select either the Android App, iOS App, or Windows Phone App button.


	Using the Android App
	Quick Video
	Overview
	Instructions
	1. In your Android device, press the app icon to launch the app. The Login screen displays, prompting you to enter your login credentials.
	2. If Two-Step Authentication has been enabled as an organization policy or as an account policy, you will be prompted to enter an authentication code at the time of initial registration. Enter the authentication code and press the OK button.
	3. If Two-Step Authentication has been enabled as an organization policy, you will also be asked to configure a PIN after the initial registration process.
	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.
	1. Press the My Files link. The My Files screen displays.
	2. In the My Files screen, find the file that you want to view.
	3. Press the Preview icon.
	1. Press the My Files link. The My Files screen displays.
	2. In the My Files screen, select the file or folder within the Team Share that you want to lock.
	3. In the top right-hand corner of the screen, press the more options button, and then press the Locklink.
	1. Download the Microsoft Word app, Microsoft Excel app, or the Microsoft PowerPoint app, depending on your needs and preferences.
	2. With the Microsoft app installed, press the appropriate file that you want to edit.
	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.
	4. The Office 365 Sign In page displays, asking you to either sign in or create a new account.
	5. When you are finished signing in, the file will display in the Microsoft app. Use the toolbar to edit the file as appropriate.
	6. Save your file when you are finished. The file will synchronize immediately.
	1. Press the My Files link. The My Files screen displays.
	2. In the My Files screen, select the file or folder that you want to share, and press the Share button.
	3. In the 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.
	4. In the Create a secure share window, enter your recipient's email address and press the OK button. Your item will be shared with the specified recipient.
	1. In the Settings page, press the Enable Auto Backup option.
	2. Press the Settings button. The Settings page displays.
	3. Press the Back Up Photos option to configure settings for backing up photos in your photo gallery:
	4. Press the Back Up Videos option to configure settings for backing up videos in your photo gallery:
	5. Press Back Up Now if you want to back up your photos and videos immediately, if allowed by your connection settings configured above.
	1. In the My Files screen, select the Pin button next to the file or folder that you want to download to your device. If you pin a folder, all if its files will be pinned as well.


	Using the iOS App
	Quick Video
	Overview
	Supported iOS Versions
	Instructions
	1. In your iOS device, press the app icon to launch the app. The Login window displays, prompting you to enter your login credentials:
	2. If Two-Step Authentication has been enabled as an organization policy or as an account policy, you will be prompted to enter an authentication code at the time of initial registration. Enter the authentication code and press the OK button.
	3. If Two-Step Authentication has been enabled as an organization policy, you will also be asked to configure a passcode after the initial registration process. At subsequent sessions, you will be prompted to enter this passcode when you access your mobile app.
	4. You will be directed to the Settings page. Select Use Passcode.
	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. Favorites are saved for offline viewing.
	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 version, 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.
	1. Press the Files button. The Files screen displays.
	2. In the Files screen, find the file that you want to view.
	3. Press the title of the file. The file opens, allowing you to review content without utilizing mobile resources.
	4. Press the Edit button to open the file for editing.
	5. When you are finished, press the Done button.
	1. Open a file; for example, you might need to open a file attachment from your email application.
	2. Within the file, press the Share button.
	3. In the Share menu, select Save to Files.
	4. In the Choose Location screen, select Synced Tool.
	1. Press the Files button. The Files screen displays.
	2. In the Files screen, press the Edit link at the top right-hand corner of the screen.
	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. Locks are enforced across the web, desktop clients, and mobile devices.
	1. Press the Files button. The Files screen displays.
	2. In the Files screen, find the file you want to share. Using your finger, slide the file to the right to reveal additional options.
	3. Press the Share button.
	4. In the Share this Item menu, select from the following options:
	1. Press the Settings button
	2. In the Settings page, press the Camera Upload option. The Camera Upload menu displays.
	3. Back in the settings page, you can optionally turn on the Only Upload over wifi option to upload content only when you are connected to a wifi connection. This setting will help you avoid charges from your service provider.
	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.
	3. To a view a full list of favorite files and folders, press the Favorites button.


	Using the Windows Phone App
	Overview
	Instructions
	1. Press the Backups link to view a list of your backups.
	2. Press the Favorites link to view a list of your favorite items.
	3. Press the Files link to view and manage your files.



	Articles
	Using the Outlook Add-In
	Quick Video
	Overview
	Use Cases
	Recipients
	Instructions
	1. Click the Download App button in the web portal. The Download page displays.
	2. In the Download page, click the Outlook button. 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. 
	5. In the License Agreement screen, click the I accept the agreement radio button if you accept the license. Then, click the Next button to continue.
	6. In the 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.
	7. In the Ready to Install screen, click the Next button to begin the installation process.
	8. When the Setup Wizard completes, click the Finish button.
	9. In some instances, you might need to restart your MS Outlook application.
	1. When you launch Microsoft Outlook for the first time after installing the Outlook add-in, the Wizard displays, prompting you for login credentials.
	2. In the Choose your Default Share Settings screen, set default settings for how you share links.
	3. In the next screen, set default attachment policies.
	4. When the Wizard completes, click the Finish button.
	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.
	3. In the Account Browser dialog box, select the content you want to share.
	4. Alternatively, to convert an attached item to a share link, click the Attach drop-down arrow and select Convert to Synced Tool File. 
	5. Click Outlook's standard Send button to send your email.
	6. If you have selected to send a secure share 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.


	Creating Share Links as an End User
	Overview
	Instructions
	1. In the web portal, right-click the file and select Share. 
	2. In the Share Access dialog box, configure settings for sharing the link, including:
	3. Click the Share button save your changes. You will be redirected to the share landing page, where you can open the file in edit mode (if supported), reconfigure share settings, download the file, and more. This is the same landing page that will be seen by the share recipient(s).
	4. Alternatively, click the Delete button to cancel your configuration settings and delete the share link.
	1. In the web portal, right-click the folder and select Share. 
	2. In the Share Access dialog box, configure settings for sharing the link, including:
	3. Click the Share button save your changes. You will be redirected to the share landing page, where you can view and manage the contents of the folder, create and upload additional files, download the folder as a zipped file, reconfigure share links, and more. This is the same landing page that will be seen by the share recipient(s).
	4. Alternatively, click the Delete button to cancel your configuration settings and delete the share link.
	1. In the web portal, click the Shares tab. 
	2. 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. 
	3. Click the Delete button to delete a share link URL. 
	4. You can also click the share link arrow to expand an item, which allows you to view detailed information about the user that received your shared content. It also allows you to revoke access to one or more users individually, without deleting the entire share link URL.
	1. In the web portal, click the Shares tab.
	2. 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).


	Receiving and Sharing Content With Guest Accounts as an End User
	Overview
	Guest Account Access
	Best Practice
	Instructions
	1. In the desktop client, right-click the folder or file you want to share, point to the sync menu, and select Share link.
	2. In the Share Access dialog box, configure share options:
	3. Click the Save button when you are finished. The page refreshes to display the share landing page, allowing you to manage the shared folder. 
	4. Optionally, click the Share button to reconfigure share settings. 
	1. Click the My Files button in the black menu bar. The My Files page displays.
	2. In the My Files page, click the Guests tab. The Guest Accounts page displays, showing a list of guest accounts that you have created.
	3. To create a guest, click the Create Guest button.
	4. Click the Save button when you are finished.


	Using the Selective Sync Feature
	Overview
	Use Cases
	Instructions
	1. After the Setup wizard completes, the Registration wizard will automatically launch. Click the Next button to begin the registration process.
	2. When the wizard displays the Choose Folders for Selective Sync screen, click the Select what to sync to this device now radio button to deselect content that you do not want on your local machine. Then, click the Next button to continue.
	3. You can unsubscribe your local machine from syncing an entire Team Share by deselecting the top-level checkbox adjacent to the appropriate Team Share root.  Or, you can select an entire personal folder.
	4. Continue the registration process until completion.
	1. Click the system tray icon, click the Manage icon, and select Preferences.
	2. Click the Sync tab.
	3. In the Sync tab, you can select or deselect Team Shares and  subfolders from syncing down to your local machine. Optionally, you can navigate using your keyboard arrow keys.
	4. Click the Save button when you are finished selecting and deselecting content. A confirmation dialog box will display, notifying you that your device has been successfully updated.
	5. Click the Update button to confirm these changes. The desktop client will resync as appropriate.


	Using the Web Preview Tool as an End User
	Overview
	Use Cases
	Prerequisites
	Instructions
	1. When you receive a share link, whether it was generated from the web portal or through the Outlook add-in, you can simply click the link to launch the file.
	2. If you are previewing a Microsoft Office file, you can optionally click the Edit in Browser link to edit the file in the real-time Collaborative Web Editor.
	1. In the Files tab of the web portal, navigate to the file that you want to view.
	2. Right-click the file and select View; or, simply click the title of the file.
	3. If you are previewing a Microsoft Office file (including Word, Excel, and PowerPoint), you can optionally click the Edit in Browser link to launch the real-time Collaborative Web Editor.
	1. Click the [Thumbnail] button to see a list of all pages in the file.
	2. Click the [Magnifier] button, and then drag your cursor, to see a close-up view of a specific area in the file.
	3. Click the [Rectangle Zoom] button to zoom into a specific area in the file.
	4. Click the [Rotate Document] button to rotate the entire file clockwise.
	5. Click the [Rotate Page] button to rotate the current page clockwise.
	6. Click the [Zoom Out] button to zoom out from the page.
	7. Click the [Zoom In] button to zoom in to the page.
	1. Enter your term in the [Search] field.
	2. Optionally, click a [Field Search] checkbox to search for specific categories of information.
	3. Optionally, use the [Parameter] buttons to customize your search, including:
	1. Click the Select button to highlight and copy text.
	2. Click the Pan Tool button to adjust your view of the file.
	1. Click the Print button to print the file to your local printer.
	2. Click the Download button to download the file to your local machine.


	How to Use the Collaborative Web Editor
	Overview
	Technical Information
	Instructions
	1. From the desktop client, navigate to the file you want to edit. Right-click the file, point to the content menu, and select [Open in Web Editor].
	2. Alternatively, if you are working in the web portal, right-click the file and select [Edit].
	3. To configure advanced settings, click the [File] tab. 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 disable real-time collaboration changes.  
	5. While still in the Files section of the tool, you can:
	6. Click the Close Menu link to collapse the left-hand navigation menu.
	1. Click the File tab and select Share Link.
	2. You can create a public share link to allow anonymous users to edit the file.
	3. Alternatively, you can create a secure share link to require recipients to log in:
	4. To view a list of coauthors who are actively editing the file, click the View Users button. 
	5. Hover over the vertical bar to view editing details.
	1. In the left-hand navigation bar, click the Chat button to reveal the chat window. 
	2. In the left-hand navigation bar, click the Chat button to reveal the chat window. 
	1. In the left-hand navigation bar, click the [Chat] button to reveal the chat window. 
	2. To add a comment, highlight the appropriate portion of the file, right-click the highlighted content, and then select [Add Comment]. 
	3. To view all comments in the document, or to respond to an existing comment, click the [Comments] button in the left-hand navigation bar. You can use the toolbar to edit, delete, or mark a comment as resolved.


	Viewing and Restoring a File Revision
	Overview
	Instructions
	1. In the web portal, right-click a file and select Revisions. 
	2. In the Browse File Revisions page, use the Download Revision and Restore Revision links to manage file revisions.


	Viewing and Restoring Deleted Files and Folders
	Overview
	Instructions
	1. In the web portal, click the Files tab. The Browse Files page displays.
	2. In the toolbar, click the Show Deleted button.
	3. Right-click an individual file and folder and select the Restore link.
	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.


	Locking Files and Folders
	Overview
	Use Cases
	Instructions
	Expected Behavior
	1. Click to open a supported Microsoft file in a Team Share. You will be presented with a dialog box that will prompt you to lock the file. 
	2. Click the Lock the document radio button to confirm the lock, and to enforce the lock while you are working on the file.
	3. Click the Don’t lock the document radio button to keep the file unlocked.
	4. Optionally, click the Change Future Behavior link to configure personal preferences for locking files.
	5. Click the OK button to confirm your preference, and then edit your file as appropriate. When you close the file, it will automatically unlock, and will then sync to then serve


	Creating and Managing Backups
	Overview
	Use Cases
	Instructions
	1. In the Organization navigation menu, select the organization in which you want to create backups. The selected organization displays.
	2. Click the Backups tab. The Backups page displays, showing a list of all existing backups in the selected organization.
	3. In the Backups page, click the New Backup button. 
	4. Click to expand a machine name, and select the specific folder that you want to back up.
	5. After the selected item has been selected, click the Save button. The selected item is now backed up.
	1. In the Organization navigation menu, select the organization in which you want to manage backups. The selected organization displays.
	2. Click the Backups tab. The Backups page displays, showing a list of all existing backups in the selected organization.
	3. In the Backups page, find the backup that you want to manage.
	4. While still in the Backups page, you can browse the contents of the backup.
	5. Click the Browse button. 
	6. Inside the backup, you can:
	7. In the Backups page, you can restore a backup to a specific location. You can also restore a backup to a different machine, as long as a desktop client is installed on that machine.
	8. Optionally, in the Backups page, click the Delete button to delete a backup. 


	Protecting Data Using the Revision Rollback Feature
	Overview
	More Ways to Protect Data
	Instructions
	Accessing the Revision Rollback feature:
	1. Log in to the end user web portal and click the My Files link.
	2. In the My Files page, navigate to the appropriate folder.
	3. While inside the folder, click the Rollback button in the toolbar. 
	4. Click Rollback when you are finished.





