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Installation

Checking the Components

3

\ e
=

() OfflceHARD 2010

OfficeHARD Console Power Calbe + AC Adapter Crossover Cable Installation Guide

After opening the box, check that #ik basic components are present

Note

Customers who have ordered OfficeHARD with a preset IP address can connect the
OfficeHARD console to their network and go directly to the OfficeHARD administrator
mode to register their license.

Customers who have ardered OfficeHARD without a pre-set IP should follow the
instructions on the next page to set up their IP address. Any ing uiries can be directed to

officehard@jiransoft.com.

Installation With a Pre -set IP

1.

2.

Connect the OfficeHARD console to your network.

Open your browser and enter your gget IP address followed by /admin
(ex) http://111.111.100.10/admin

The OfficeHARD administrator mode login page will appear as betmter your
ID and password and cliclogin.

y- )

Q,

OfficeHARD 2010
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Note
** Administrator ID : admin
** Password : Initially, no password is needed
(After logging in, go to System settings i Change your password to set the password.)
4. After logging in, clickSoftware License in the menu on the left to open the software
license page.

5. Enter the license informian that is enclosed with this installation guide and click
the Accept button to register your license.

Settings > Software License

Certificate of Authenticity

Product : OfficeHARD2010 Number of Licenses : 00 people

Serial Number : Product Key :

[Certificate of Authenticity]

JiranSeft Co.Ltd. grants to Customer (Customer) a non-exclusive and non-
transferable license to install and use the Software. This product is reserved by the
copyright laws ofthe Republic of Korea and infernational intellectual property right
treaties. This certificate is a proof of your purchase

man ) JIRAN SOFT President & CEO Ghi young Oh

[License Agreement]

JiranSoft Software License Agreement

Please read the terms and conditions of this license agreement (the
“License") before installing the computer software (the "Software”). By
installing and using the Software you accept and agree to the terms of
this License. This License constitutes the entire agreement concerning  [v

Do you accept this agreement?

Accept

6. Once your license is registered successfully, you can begin setting up the
OfficeHARD environment. For more detailed information, consult the
OfficeHARD manual by clickingelp in the topright corner of the screen.

Installation Without a Pre -set IP
If you did not order OfficeHARD with a prset IP address, follow the instructions below.

1. Open thanternet Protocol (TCP/IP) Properties window on the PQvhere you plan to
install OfficeHARD.

Windows Start Button > Control Panel > Network Connections > Local Area Connection >

Properties > Internet Protocol TCP/IP > Properties

Click use the following IP address and set thé address as 192.168.100.200 arite
Subnet mask as 255.255.255.0. Keep the default gateway and DNS server fields
blank
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Internet Protocol (TCP/IP) Properties

General

the appropriate P settings.

(® Use the following IP address:

(O Obtain an IP address automatically

You can get IP settings assigned automatically if your network supports
this capabilty. Otherwise, you need to ask your network administiator for

IP address: [132. 168 . 100 . 200 |
Subnet mask: [25.255. 2. 0 |
Default gateway: [ ]

Obtain DNS server address automatically

(® Use the following DNS server addresses:

Preferied DNS server [ ]
Altemate DNS server:

EX

2. Use the crossover cable included in the box to connect the LAN port in the back of
the OfficeHARD ©® n s o |

Turn on the console.

Wai t

about

5

e

mi

to your

computer ds

nut es,

then open the

In the web browser, enter http://192.168.100.100:8001/. The following window
will appear. In thasser name field, enter @min and leave theassword field blank.

Click oK.

Connect to 218.153.118.80

The server 218.153.118.80 at OfficeHard System
Authentication requires a username and password.

‘Warning: This server is requesting that your username and

password be sent in an insecure manner (basic authentication
without a secure connection).

User name: \Q admin v‘
Password: ‘ ‘
[[Jremember my password
Note
When shipped, the

Of fi ceHARD

consol eds da=faul't
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6. On the System Mode page, cligkernet in the righthand menu

7. Enter your IP Address,uBnet Mask and Gateway, then clgdve. A dialog box
will appear instructing you to wait. You will need to wait approximately 2 minutes.

Internet
Device Information
- Adaptor

- Device/Computer Name

IP Address

-IP Address 218 |.|153 118 |.|80
- SubnetMask 255 |.|255 0 -0
- Gateway 218 |.[153 |.[118 |.|1
DNS

- Primary DNS 218 |.[153 |.|118 [.[3
- Secondary DNS 168 |[.[126 |.[61 1

To find out which gateway and subnet mask to use:
- Contact your network administrator OR
- Click the Windows Start button and click Run. Enter cmd and click OK. At the command

prompt, enter ipconfig and press Enter. The subnet mask and gateway information will

appear.

8. Disconnect the crossover cabled connect the OfficeHARD console to the
network with a LAN cable. Press the power button once. If the console turns off
again, press the power button again. Wait 5 minutes.

9. Use another interneonnected PC to check if OfficeHARD can be accessed via
thenew | P. I f it candédt be accessed, the | P ma

your network administrator.
If you are using an internal network, you may need to consult with your network

administrator to get the permission and settings needed for accessing external IP

addresses.

10. Connect to OfficeHARDO&6s admin mode by enteri

followed by /admin
(ex) http://111.111.100.10/admin

11. The OfficeHARD administrator mode login window will appearbelow. Enter
your ID and password.

Installation | 9
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OfficeHARD 2010

Note
** Administrator ID : admin
** Password : Initially, no password is needed
(After logging in, go to System settings i Change your password to set the password.)
12. After logging in, clickSoftware License in the menu on the left to open the software
license page.

13. Enter the license information that is enclosed with this installation guide and click
the Accept button to register your license.

14. Once your license is registered successfully, you can begin settihg up
OfficeHARD environment. For more detailed information, consult the
OfficeHARD manual by clickingfelp in the topright corner of the screen.

OfficeHARD Startup - Admin/User/System Mode

Admin Mode

Manage OfficeHARD operations such as adding and delaseggs, setting up shared
folders, etc. When you first use it, create user accounts and notify the users. Connect via
http://Your Registered IP/admin.

1  Administrator ID: admin

1 Password: No initial password

User Mode

After receiving your ID and initial pasvord from the administrator, connect via User
Mode to begin using OfficeHARD. Connect via http://Your Registered IP or http://Your
Registered Domain (ex: http://ms.officehard.biz)

System Mode

Manage the OfficeHARD system including tasks like changingRhapdates, backups,
restoring, etc. Connect via http://Your Registered IP:8001/
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1 Itis recommended that only the administrator andegkl technicians use this

mode.

9 Administrator ID: admin (when you first connect there is no password)

How to Use Off iceHARD

User Mode

L. TE T I O

Logs Help About Minl

o 7 0 -

Project () fisme.
; Shared Folder P [ Parert Folder)

o Guest Foider

(=] 0.t

o 1.pm

o 1.abouthtml

o Retane Copy Move

0 2 document template-axtension html

1 My Folder: A space to save your personal files, you can connect to it and manage
your files anywhere, anytime.

1 shared Folder: Share files easily, safely and quickly by persdimision, group or

team.

1 Guest Folder: You can collaborate not only with internal staff but also external
clients without worrying about capacity or security.

1 Links: Quickly and efficiently share larggized files and folders by creating links

to them.

Admin Mode

-) OfficeHARD Administrator Mode

L@ Ocenarp overview

Total Capacity [

shared &

1 uUser Account Management: Enter and modify information such as user names, IDs,

groups and positions

1  Shared Folder Management: To increase the efficiency of internal operations, create
shared folders and set the appropriate user privileges.
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1 Log Management: Strengthen your data security by managing the recording of file
logs, link logs and login logs.
1 System Management: System Settings, Login Image Management and other
environment settings.
OfficeHARD Mini
:) OfficeHARD Upload ...
Eackup
Server Link ...
User ID My Folder
Password Settings ..
[]Sign in automatically Sign out
1 Upload: Select a file or foldeand upload it to the OfficeHARD server at once.
(unlimited size)
1 Download: Use the OfficeHard mini explorer to download data from the
OfficeHARD server.
1 Backup: Select files or folders to be automatically backed up on the OfficeHARD
server. (unlimited gie)
1 Link: Create links to files or folders as you upload them so that they can be shared

quickly and easily.
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OfficeHARD Features

General Features

File Links

Link

Create a file link

FilefFolder Name : _HPC_catalog_japan.ppt(12.75MB)

Password [JuUse

Expiration Date None

Download limit{1-99) []Valid 1
View Link List(0) oK

Cancel

Create links to your files andhare them with anybodf2assword protection available.

Folder Links

L+) OfficeHARD | Link

J NAME

[0 [E worldMap1.jpg
[0 |2 worldMap2.jpg
[J [E worldMap3.jpg
[ [E worldMap4.jpg

Share links for not only single files but entire folders. OfficeHARD automaticatly {he

files in a zip archive.

Guest Folders
[-) OfficeHARD2010 o | &
=3, MyFolder New ‘ Rename Copy
. Maps O

&, Shared Folder
=& GuestFolder
[;#1 Guest Folder
|3 GuestFolder2

[] &3 GuestFolder
[] L& GuestFolder2
No files were found.

Allow other people to use a portion of your onlineate space, easily and securely.
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Mini Program

L+) OfficeHARD mini

Server ]i:esf.officehard.bié v ‘
User ID [user i
Password “.oool ‘

[ sign in automatically

S J

A simple, unobtrusive program for super fast and convenient file backup outside your web
browser.

Various File Views

THUMBNAIL
- .
: ok - - -
[ Parent Folder] [ worldMaptjpy  [[] WordMap2jp: [ WorldMap3jp:r  [] WorldMap4. jp,

View uploaded files in a data oriented list, as thumbnails, or inual§soriented phtm
slideshow.

Fast, Trackable Uploads

Uploading... 1/1 ®
(%]
AdminManual2.pdf
Uploading...
Files Queued: 1
Files Uploaded:
Errors:
Current Speed: 8.06 Mbps
Time Elapsed: 522s
Percent Uploaded: 59.40 %
Size Uploaded: 3.38MmB

Track upload information such as speed, queued files, time elapsed, errors, etc. plus a
convenient progress bar.
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Multiple Browser Support

-

OfficeHARD

~

|

(

L I 0

e o

1

Access your data from anywhere that has an inteometection on any majdirowser.

Administrator Features

Shared Folders

New Folder

B namous
@3 namous

S| a Your Company's Shared Folde

@3 My Shared Folder

Open certain folders to users and groups of users fotiugtucontrolled collaboration.

Users and Groups

Add User Add Group

Postions

E'i_‘,]\’our Company
Bl Group 3
& jenny
& jiransoft
:,‘, stone
&7 Group 2
&7 Group 1

Arrange users according to your organizations hierarchy, granting and restatess to
folders and features.
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Permissions

Permissions
[Iname Permission Detail
FieLnk ared Fokder Permsson
[ Fie Link Only
File Link [] Use Guest Folder [] Shared Folder
FieLnk ared Fokler Permision
Default
File Link || Use Guest Folder || Shared Folder
Add| Delete

Give users and groups permission to read/writatergéles in specified folders.

Logging Features
SearchPeriod: @ 1 Week O 1Month O | 31 |-[oos Status | Al
Search Field Date [4] IP Address [¥] User [ | searen

Saveas fie Delete

NO Date UseriD IP Address

1 2009-11-06 162526 222107.236253
2 20091106 16:2526 222107.236253
3 2009-1106 16:13:07 demo 222107.236253
4 2000-11.06 161301 admin 222107 23R 253

Oversee file maodifications, file link downloads and logins bgdaser name, IP address,
etc.

Security Features

Password Policy
[C] Enable password policy

Madmum password age

Shortest allowable password length
Mustinclude upper case letters (A-Z)
Mustinclude lower case letters (a-z)
Mustinclude numbers (0-9)
Mustinclude spedal charaders (! § s =< > 2 _ - + %)

Password protect file links, enforce secure passwordsdaigte files and dable shared
and guest folders.

License Management

[License Agreement]

JiranSoft Software License Agreement =

Please read the terms and conditions of this license agreement (the
"License") before installing the computer software (the "Software"). By
installing and using the Software you accept and agree to the terms of

this License. This License constitutes the entire agreement concerning v

You have accepted all terms and conditions above. Reload License New License

Quickly view your license information and renew your license or registendicense.
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Customizable Logo

@) (Your Company) Administrator Mode

Manage User Information USG/’S > Manage L

Add your corporate brand to the login and user interface header images.
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OfficeHARD Mini - User Manual

Getting Started with OfficeHARD Mini
1. Download OfficeHARD Mini fromwww.officehard.biz

L*) OHDMini.exe

Note

Of ficeHARD Mini doesndt require any installation.

and run it. You can also run OfficeHARD Mini from a USB drive.

2. Activate OfficeHARD Mini.

3. Enter the server address, user ID and password to login.

~

+) OfficeHARD mini

Server

User ID
Password
[]Sign in automatically
\
Tip

Select automatic login to activate OfficeHARD Mini when Windows starts.
4. The connected sign will appear above the system tray

L-) OfficeHARD mini

Connected to
OfficeHARD,

Note

The OfficeHARD Mini icon will appear in the system tray so that you can open it anytime.

18 | OfficeHARD 2010 Manual
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Using the OfficeHARD Mi  ni Menu

Upload ...
Download ...
Backup ...
Link ...

My Folder
Settings ...

Sign out

1. Once you are logged in, the OfficeHARD Mini icon will always be shown in the
system tray.

2. Rightclick the Mini icon to déplay the menu showabove

Click the menu command you would like to use.

Menu Command 1 Backup

~

( menu v | X

[-) OfficeHARD Backup
©Add | or drag and drop

[ hello.txt

C:ifthello.txt

5| MMy FolderjBackup

3 Backup

Click theAdd button to skect the file/folder to backup.
2. The OfficeHARD folder where the backup data will be saved is shown below the
list of added files.

3. You can perform automatbackups by clicking the menu button and then clicking

Backup Options.
(New/modified data will be aomatically backed up to the selected folder)
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Menu Command 7 Upload

-) OfficeHARD 1

#Add | o drag and drop

Target Folder
My Folder/Upload

4 Upload

1. Click theadd button to select the file/folder to upload to OfficeHARD.

2. The OfficeHARD folder where the uploaded data will be saved is shown below
the list of added files.

3. Click theupload button.

Menu Command 1 Download

-) OfficeHARD

& Add

Target Folder
Ci¥fDacuments and Settings WA dministrator ity Documents #Coel

§ Download

Click theAdd button to download data from OfficeHARD.

The PC folder where the downloaded data will be saved is shown below the list of
added files.

3. Click thebownload button.
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Menu Command 71 Link

-) OfficeHARD

“Add | ordrag and drop

2008-07-24 v

| My Folder Link

Upload & Link

=

Click theAdd button to select the file/folder that you want to create a link for.

N

Set the expiration date & password.

3. The OfficeHARD folder where the linked data will be saved is shown below the
list of added files.

4. Click theupload & Link button.

Using the Right -click Menu
1. OfficeHARD Mini provides a rightlick menu for every file & folder.

2. The rightclick menu allows you to download data from OfficeHARD, upload data
to OfficeHARD, and add data to a list of files to be uploaded to OfficeHARD.

Other Menu Commands

Upload ...
Download ...
Backup ...
Link ...

My Folder
Settings ...

Sign out

Exit

My Folder i Open your main OfficeHARD folder.
Settings | Change OfficeHARD Mini system settings.
Signout T Log out of OfficeHARD Mini.

Exit - Close OfficeHARD Mini.

il
il
il
il
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Getting Started

Logging In & Out

To access the login screen

URL: http://[companyname].officehard.biz

You can access the OfficeHARD login screen at the URL address above (insert your
company name after http://).

O,

OfficeHARD 2010

D

w Csave D (@EZIN

The Login Screen

Tologin
To log in, enter youinformationand click theLogin button.

ID Enter your ID.
PW Enter your password.
SavelD Check this box if you want the program to remember your ID the next time

access the login screen
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After you login, you will be presented with the main screen.

L TN IO :
Upload Oownload Logs Help About  Minl U oﬁiceHARD
" Hor pi st twi  2581ME / 100.00ME {25%)
() OficeHARD2010 [} 4 0 0- a el 3 (=1
S £ My Fokder o Reame | Copy Move Dulets ek | Thanbesds | Shba
o Project ;0 Name Created date
& Shared Folder & [ ParertFolder]
& Guest Foider
- [ |2) Zdocumenttempiate-axtension html 283KB 200000402 11:38:30
0 [E) ontmi 317ove  2010/04/0211:38:30
O & 1.nme 10208y 2010004/02 11:38:39
[0 [} 1abouthtml 1.08KB 201004002 11:38:31
() 1.about glossany himd 642D 2010/04/02 11:28:32
[ [0 t.abouthow-to-use tml 11.25KB  2010/04/0211:30:33

The Main Screen

Logging Out
To log out, simply click theogout button on the main screen.
| |

The Main Screen

The User Interface

v S 20 0 0o () OfficeHARD
i Home Options Logout (.)

() omceHARD2010 | | O @ Z | o | Ou =S
= 5. MyFolder New Reowne | Copy | Move Link Thumbnalls | Skides
lwd New Folder| 7] Name Size Created date

; Shared Folder |-~ New Folder 2009/11/04 16:06:06

& Suestddy 7] (&) ActiveDiskManual1021.zip #1  203M8 2009/11/02 09:30.07

@ 7] &) toyaltyPicijpg 69.39KB 2009/11/03 17:25:44

] &) oictipg ™\ 2252KB 2009/11/03 17:25:44

1 &) securityipg 2/ 20.94KB 200911103 17.:25:44

] (8] senices4bipg 16.06K8 2009/11/03 17:25:45

] &) storagejpg 2454K8 2009/11/03 17:25:45

] () trustijpg 18.14KB  2009/11/03 17:25:45

] 8 tust2ipg 40.45KB 2009/11/03 17:25:46

] 8 trust3 PG 0.03K8 2009/11/03 17:25:45

User Interface
The OfficeHARD user interface consists of the following components, marked above.

1. Function Buttons: Contains buttons for uploading, downloading, logging and help.
2. Folder Tree: Navigate through your folders, including MyFolder, Shared Folders
and Guest Folders.
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3. Menu Bar: Click the menu options on the left to switch between the main screen
and the settings screen or log out. On the right, you can see how much disk space
you have left.

4. Folder Toolbar: Contains buttons for modifying and viewing folders.

5. File List: Displays a list of files and folders which can be selected.

The Main Folders

MyFolder

MyFolder contains all of your files which are not shared with any other users.

Shared Folde r

Your shared folders affelders that are accessible to you and to other OfficeHARD users.
You and the other users can upload and download files to the folder.

Guest Folder

Guest folders are folders which you can create so that other people can aese$s fibur
OfficeHARD storage. You create the folder and assign an ID and password to it, and then
guests can log in and access the files on that folder.

The Folder Tree
Your folders are accessible via the folt®e on the left side of the screen.

Click on the plus (+) sign beside a folder to expand the tree and view its subfolders.
Similarly, click on the minus-J sign beside a folder to collapse the tree and hide its
subfolders.

OfficeHARD2010
+-. 7. My Folder
42 Shared Faolder

+- 4 GuestFolder
Unexpanded Folder Tree

26 | OfficeHARD 2010 Manual



=] OfficeHARDZ010
=2 Wy Folder
EI:- docurnent
‘ _ by o
_ pthD
_ Project
& Shared Falder

-5 GuestFolder
Expanded Folder Tree
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My Folder

Uploading Files

To upload afile
1. Inthe Folder Tree, open the folder to which you want to upload the file.
2. Click theupload button.

K K L

Uploa%') Download LogS

Upload Button

3. Inthe dialog box that appears, select the file(s) that you want to upload.

Hold down the CTRL button and click on files to select multiple files.

Select file(s) to upload by test.officehard.biz i3
° @-
3 L Advanced Find and Reglace 4
D CodetdtorPromcts
MyRecent | 0ownioads
Documents  Zun coccks
u My FAR Fies
My Musc
Deshacp My Petures
)My Recewved Fles
My Ste
() New User
My Documants | e e
- &2 ervvrcomack. paoel rpt el
:ﬂ! 42 awive. docx
My Computer | TlEckup Manager Feature List.doc
4=]ox.net docx
& < >
My Netwodk  Fie name [ ] Open
=
Flos of yper [ArFies () =~ Cancal ]
File Dialog Box
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4. The files will be uploaded and appear in your file list. Large files may take some

time.

Uploading... 1/ 1 ®

(%]

AdminManual.pdf

Files Queued: 1

Files Uploaded: 1

Errors: 0

Current Speed: 9.62 Mbps

Time Elapsed: 094s

Percent Uploaded: 20.35%

Size Uploaded: 1.16 MB

File Progress Screen

If you upload a file with theame name as an existing file, the existing file will be
overwritten.

If the file contains a virus, uploading will be discontinued and you will be
notified.

Downloading Files

To download a file

1. Click on a file from the file list. The check box next tovitl be marked.

B

Selected File
2. Click thebownload button.

& ©

Upload Down%ﬂ LogS Help

E Frangiﬁi Flowers.jpg
E Green sea Turtle o — ]

Download Button

My Folder | 29



3.

In the dialog box that appears, cliok.

File Download @

Do you want to open or save this file?

h Name: loyaltyPic.jpg
Type: JPEG Image, 69.3KB

From: test.officehard.biz

Open l[ Save ][ Cancel ]

‘ S 3 ‘While files from the Internet can be useful, some files can potentially
g harm your computer. If you do not trust the source, do not open or
' save this file. What's the risk?

Download Dialog Box

Creating File Links

About File Links

File Links are linksvhich are created by OfficeHARD so that people can download files
from your OfficeHARD server. They are an easywashare files without creating a guest
account. You can share either single files or folders. In the case of folders, the link will lead
to a screen where the user can select files for download.

Below is the procedure for creating a file link. The limK appear in the File Link dialog
box, and you can copy and paste it into an email, messenger window, etc. to share the link
with other people.

To create a file link

1. Select a fe or folder and click theink button.

o
Link

Link Button
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ThelLink dialog box willappear

Link

Create a file link.

File/Folder Name : _HPC_catalog_japan.ppt(12.75MB)

Password [JuUse
Expiration Date None
Download limit(1-99) [¥] Valid 1
View Link List(0) OK Cancel

Link Dialog Box.
2. Select the options that you want and clhek

Choose whether downloading theefilequires a

Password
password.

Select an expiration date for the link, after which it
will no longer be active. You can also check the
unlimited button to make the link available for an
unlimited period of time

Expiration Date

Download Limit The number of timea file may be downloaded.

3. A URL address for downloading the file/foldefll appear. Copy the address or
click thecopy URL button.
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Link

Link is successfully created

FileiFolder Name : _HPC_catalog_japan.ppt(12.75MB)

Password [Juse
Expiration Date None
Download limit{1-99) []Valid 1

-- Transferred by OFFICEHARD ---
File : _HPC_catalog_japan. ppt(12.75MB)
R it ##218.153.118 80/fGdcec bbaad7 2a664db31b42d1 f039188e9c374a

Copy URL Mail

A File Link URL

Renaming Files and Folders

Torenam e afile or folder

1. Inthefile list, click the item that you want to rename.

[T ST ST T OTaST]

= pMydob

Selecting an Item

2. Click therename button.

Rename Button
3. The name of the item will become editable. Enter the new name and press the
Enter key.

& WyJob-rename

Entering a Name

Deleting Files

To delete a file

1. Click ona file in the file list. The check box next to it will be marked.
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To select multiple files, hold down the Shift or the CTRL key and click on the
files.

2 Users
= Oryx Antelope jpg

12 Toco Toucan.jpg

ENEREREN

|‘;I Frangipani Flowers.jpg

Multiple Files Selected
2. Click thepelete button.

[
Drelate

Delete Button
3. Clickok in the dialog box that appears.

Copying and Moving Files/Folders

To copy or move a fileffolder

1. Inthefile list, check the b@s next to the files and folders you want to copy or

move.

2 Users
= Oryx Antelope jpg

12 Toco Toucan.jpg

ENERERE

|‘;I Frangipani Flowers.jpg

Selected Files and Folders

2. Click thecopy button or theviove button.

Copy

Copy Button
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0Ll

Mowe

Move Button

3. Addialog box will appear. Select the location to which you want to copy or move
the data.

Copy

Please choose a target folde

(-) OfficeHARD
2 My Folder

& Shared Folder

- & GuestFolder

0K Cancel

Copy/Move Dialog Box
4. Click theok button and the data will be copied or moved.
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Shared Folders

Using Shared Folders

Toaccess ashared folder

1. Click the plus (+) sign next to the shared folder icon in the folder tree. A list of
shared ftdlers you have access to will appear.

Shared folder access is controlleddmyministratorsif you do not see any shared
folders in the folder tree, it means that your administrator has not given you access
to any shared folders.

(- OfficeHARD2010 (] e | o0 | @

= ‘?, My Folder l‘iew | Rename . Copy ‘ Move ‘ Delete |

| New Folder | Name
a8 e e
=-ag, Shared Folder 4 [Parent Folder]

{=> My Shared Folder — _
&-& Guest Folder [ [%) WorldMap1.jpg
[ %) WorldMap2.jpg
O
O

|5 WorldMap3.jpg

(=) worldMap4.jpa

Shared Folder

2. Click on a shared folder to view its contents. Depending on your permission level,
you will be allowed to perform certain actions.
The three permission levels are as follows.

You may read files dinot modify or delete therr

Read (R
(R) You cannot create new subfolders.

You may read, modifydelete and upload files.

Read / Write (R/W
( ) You cannot create new subfolders.

You may read, modify, delete and upload files.

Read / Write / Create (R/WI/(
( You may a$o create new subfolders.

3. Use the tool buttons as you would with MyFolder. Depending on your permissions,
some buttons may produce error messages.
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Message from webpage

! } Create permission denied.

OK

Create Permission

Error Message

Message from webpage @

! E Delete permission denied.

Write Permission

Error Message
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Guest Folders

Creating Guest Folders

Tocreatea  guestfolder
1. Inthe foldertree, clickGuest Folder.
2. Click theNew Folder icon.

]

New

New Folder Icon

3. Fill out the guest folder information in the dialog box that appears.

Guest Folder

Folder Name
GuestID
Password

Expiration Date

Folder Options

URL

Copy URL

Create a guest folder

My Guest Folder
userid1

1234567
[¥]None

@ Allow uploading & downloading
© Uploading only
© Downloading only

OK Cancel

Guest Folder Information

Folder Name

Guest ID

Password

Expiration Date

Folder Optiors

The name of the folder as it will aggr in OfficeHARD

The ID that your guest will use to log on.

Each guest ID must be unique.

The password your guest will use to log on.

The date the guest folder will be expire. When the guest folder expir
datais deleted.

Select the permissions the guest will have (explained below)
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The following table shows the permissiorsated to each of the 3 folder options.

Allow Uploads/Downloads Uploads Only Downloads Only

Create Folders Yes
Modify Folders Yes
Delete Folders Yes
Upload Files  Yes
Download Files Yes
Rename Files Yes

Delete Files  Yes

Move/Copy Files Yes
4. Click theok button.

Yes
Yes
NO
Yes
NO
Yes
Yes

Yes

NO
NO
NO
NO
Yes
NO
NO
NO

5. A URL address will appear in thurL field. This is the address your guest can use
to log on and access OfficeHARD. Record this URL and then olckgain to

close the window.
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Logging In to a Guest Folder

Tolog in to a guest folder

1. Use the address that was provided to you to access thestmgam.

(This addressan be found in therL field of theGuest Folder dialog box when a

guest folder is created or modified.)

OfficeHARD 2010

o

The Login Screen

2. Enter your ID and password and cliclgin.

O 0 O

About  Mini

=z

Upload Download Help

(-] OfficeHARD2010 o] [a) O
& My Guest Folder New | Renwma |  Copy Move
(] Name

No files were found

L) OfficeHARD

5 (s}
| Thuvkoads | Sides

Size Created date

The Main Screen
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Modifying Guest Folders
To modify a guest folder

1. Click on the topguest folder in the folder tree.

(-] OfficeHARD2010
=-2, MyFolder

|1 New Folder
Shared Folder

A e
LUEeSH OHag]

@ My Gué{b:older

Folder Tree

1]

(2] 2

2. Click on the folder in the file list. The check box next to it will be marked.

3. Click therename button.

&
Renarmne

Rename Button

4. TheGuest Folder dialog box will appar. Modify the information as you wish.

Guest Folder

Folder Name My Guest Folder

GuestID guest
Password 1234
Expiration Date None
@ Allow uploading & downloading
Folder Options. O Uploading only

© Downloading only

URL hitp:i1218153.118

Copy URL OK Cancel

Guest Folder Dialog Box
5. When you are finished, cliakk.

Remember to contact your guest if you modify the guest ID or password.
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Deleting Guest Folders
To delete a guest folder
1. Click on aguest folder so that the check box next to it is checked.

2. Click thebDelete button on the foldetoolbar.

1]
Drelate

Delete Button

3. Click ok in the dialog box.
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File Links

Creating File Links

About File Links

File Links are linksvhich are created by OfficeHARD so that people can download files
from your OfficeHARD server. They are an easy way to share files without creating a guest
account. You cashare either single files or folders. In the case of folders, the link will lead

to a screen where the user can select files for download.

Below is the procedure for creating a file link. The link will appear in the File Link dialog
box, and you can copyd paste it into an email, messenger window, etc. to share the link

with other people.

To create a file link

1. Select a fie or folder and click theink button.

o
Link

Link Button

ThelLink dialog box will appear

Link

Create a file link.

FilefFolder Name : _HPC_catalog_japan.ppt{12.75MB)

Password [JUse

Expiration Date None

Download limit(1-99) [¥] valid 1
View Link List(0) oK

Cancel

Link Dialog Box .
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2. Select the options that you want and cloek

Choose whether downloading the file requires a

Password
password.

Select an expiratin date for the link, after which it
will no longer be active. You can also check the
unlimited button to make the link available for an
unlimited period of time

Expiration Date

Download Limit The number of times a file may be downloaded.

3. A URL address for downloadingé file/folderwill appear. Copy the address or
click thecopy URL button.

Link

Iy created

FileiFolder Name : _HPC_catalog_japan.ppt{12.75MB)

Password [Juse
Expiration Date None
Download limit{1-99) [¥] valid 1

-- Transferred by OFFICEHARD ---
File : _HPC_catalog_japan ppt(12.75MB)
R htth:#218.153.118.80/f6dcec bBaad7 2a664db31h42d11039188e9c374a

Copy URL Mail

A File Link URL

Downloading from File Links

To download a file from a File Link
1. Enter the file link in the addss field of your web browser and presstier key.

2. Do one of the following:

1 Ifthe link has no password, the normal browser dialog box for downloading a
file will appear.
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File Download 3

Do you want to open or save this file?

h] Name: loyaltyPic.jpg
Type: JPEG Image, 69.3KB

From: test.officehard.biz

[ Open ][ Save ]I Cancel l

harm your computer. |f you do not tust the source, do not open or

Ial ‘While files from the Interet can be useful, some files can potentially
A4 save this file. What's the risk?

Download Dia log Box
91 Ifthe link does have a passwordnter the password in the password dialog

box and clickok.

L) OfficeHARD

FileLink Password

Enter your file link password.

Password |

Password Dialog Box

To download from a Folder Link

1. Enter the URL in your browser astyywould a file link. A list of files in the folder

will appear.
I 1
[ 13 3 = a8 o
L2) OfficeHARD | Link| ooomic.:| [0 nirt e
O NAME SIZE CREATED DATE
1 [& enjs 17KB  2010-04-02 15:42:24
] 15| message_kor.js 51KB  2010-04-02 15:42:24
Folder Link

2. Click on the files you wish to download, or check the boxes next to them and click
the Download button.
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Error Mes  sages

1 Ifafile link has expired, the following error message will appear.

L<) OfficeHARD

FileLink Error

The file link has expired

Expired Link Error Message

1 If afile link has been deleted, the following error message will appear.

L-) OfficeHARD

FileLink Error

The file link has been deleted

Deleted Link Error Message

Deleting File Links

To delete a file link

1. Select a file/folder which has a link to it.

You can recognize files with links by the link symbol which appears beside the
file in the file list (picture below).

Size

&l

Link Symbol
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2. Click theLink button to open theink dialog box.

Link

Create a file link.

FilefFalder Name :  2.documenthtml(2.28KB)

Password [JUse
Expiration Date [] None 2010-04-09
Download limit(1-99) [¥] Valid 1
»View Link List(2) | OK Cancel

Link File Dialog Box
3. In theLink dialog box, click thesiew Link List button. A list of links to that file will

appear.
Download :

Password Exp. Date Times Edit/Copy

O] |nttp218.153.118.805633102 2010-04-09 0/0 Edit/Copy

[] |[nttp:218.153.118.805cb643] 0 2010-04-09 0i0 Edit'Copy

List of File Links
4. Check the box next to a link and click thetete button.

Delete

Delete Button

Copying a File Link to the Clipboard

To copy afile link to the clipboard

1. Click on a file which has a file link in the file list.
] |25] uusis.Jro

%] WorldMap1.jpg
W WorIdMaoz.ioa{b

Select a File

2. Click theLink button.

o
Link
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Link Button
3. Inthe dialog box which appears, click tiew Link List button in the bottom left

corner to view a list of the file Iks attached to the file.

View Link LiSt@

View Link List Button
4. Click on the link in thasrRL column and then press CTRL+C to copy it.

| Password

mlhto:/218.153.118 80633107

Selecting the File Link

To copy afile link to an email or a file
1. Follow instructions 43 above to open the list of file links.
2. Click Edit/Copybeside the file link.

3. Do one of the following:

9 Click theMail button to open your email client and createessage which
contains the link.

Mail

Mail Button
The email client which is opened is determined by your browser settings.

1 Click thecopy URL button to copy the link information to thépboard. Then
open a text file and pressRL+V to copy the link information into a text file.

Copy URL

Copy URL Button
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System Settings

Adjusting the Settings

To adjust the settings
Click theoptions button on the green menu bar to opendptians screen.

Settings Screen

You can adjust the following settings.

Personal Informatiol Enter your personal information such as name, eeizil

You can change your password by entering the old password
Change Password entering a new password of your choice andntering the
password to confirm it.

File Link Settings  Select the standard number of days before a file link expires.
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Other Features

Viewing Log Files

To view the log files
1. Click on theLog button on the toolbar at the top left of the screen.

® & ©

Download LogS{b Help

Log Button

2. The log file window will appear. Use the radio buttons atdipeto select which
log file you want to view. You can view the File Link Log or the Guest Folder log.

Show Logs

Log Type @ File link download logs © Guest folder logs

IP Address File Name

2009-11-04 153226 222107.236253 WerdcMap1 jpg

20091102 133405 12113819299 ActiveDiskitanual 1021 2ip
2009-11-02134325 12112819299 ActiveDiskManual 1021 2p
20091102 134306  121.13819299 ActiveDiskManual 1021 p
2009-1102 134247 121.138.10299 ActiveDiskManual 1021 2p
2009-11-02 134237 121.138.19299 ActiveDiskianual 1021 2p

The Log Window

File Link Log

The file link log records when a file is downloaded throughedlifik. It shows the date of
the download, the IP address of the downloader and the name of the file downloaded.

Date IP Address File Name
2009-11-04 15:32:26 | 222.107.236.253 | WorldMap1.jpg
2009-11-02 13:44:05 | 121.138.192.99 ActiveDiskManual1021.zip
2009-11-02 13:43:25 121.138.192.99 ActiveDiskManual1021.zip
2009-11-02 13:43:06 | 121.138.192.99 ActiveDiskManual1021.zip

2009-11-02 13:42:47 121.138.192.99 ActiveDiskManual1021.zip

2009-11-02 13:42:37 121.138.192.99 ActiveDiskManual1021.zip
File Link Log
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Guest Folder Log

The guest folder log records changes to the filg®um guest folders. This includes actions
such asuploading, downloading, deleting, etc.

Date File Name
IP Address | Folder Name
2009-11-04 16:16:42 AdminManual.pdf
Delete
222.107.236.253 /demo[My Guest Folder)/
2009-11-04 16:16:38 AdminManual.pdf
New(Upload)
222.107.236.253 /demo[My Guest Folder)y/

Guest Folder Log

File Views

TheList View

The listview is the standard view, showing a list of file andiéihames, along with the
files' size, type and date of creation.

To open a folder in the view, doubdtick the folder.

(=} Z 0 0- ] @ § ] "o

Hew Renaee Copy Move Delete sk PR Thorbask  Shdes
0 Name Size Created cate
[} L MyFolder 2009111104 15,35:03
[ [5) AcveDiskManual1021.2ip B 203MB 20091102 09:30:07
O (B leyaityPicipg 6939KB 2008111103 17:25:44
0O & eictipg 225268 200811003 17:25:44
[ 18 secwityjpg 2994KB 200911103 17:25:44
[ |B) sendcesdd jpg 15.06KB  2009/11/03 17.25.45
[ B storagejpg 2454KB  2009/11/03 17:25:45
[ &) trustijpg 18.14KB 20091103 17:25:45
0O B tust2jpg 4046KB 2000011103 17:25:46
7 B trust3 PG 903KB 200911103 17.25:46
0 [B wortdmMapt.jpg B 2635KB  2000/11/03 17.25:46
[ [B) wordMap2jpg 6576KB 200911103 17:25:45

List View
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The Thumbnail View

The thumbnaiview shows you small versio$ image files (JPEG, GIF, PNG and BMP
files) to make your images easier to find and select.

(in} 74 0 o C] & ) WO
New Renam Copy Mave Delete Link Lt Vew s
THUMSNAIL

~
: o> 2
@ iy
i % 2
& g
/ (/H | Ve
[ vl 3 1
[0] 14y Folder ] AdsveDiskMar ] yanPicipg [] pictjpg ] securityjpg [} senicesdd.jpg
The Value of Trust 4
.
Retuen on influence
[[] storage jpg [ trusti jpg ] wust2jpg [ wust3. PG [] wordMaptjpe  [[] WoridMap2 jp:

Thumbnail View

The Slideshow View

The slideshow allows you to view large versions of image filesabagime.

Viewing Disk Space
To view the remaining disk space

You can view how much space you have left in your online storage by looking at the
greenmenu bar that runs across the main screen. It shows the anfigpace used, the
total amount obpaceand the percent used.

Used Space / Total Space (Percent Used)

The disk space shown is based on the amount of data in the MyFolder and the Guest
Folders, not the Shared Folders.
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You can also wew the disk capacity in theptions screen. Click on theptions menu item
and look to the bottom left. This shows the total amount of spaceansetie amount used
by guest folders.

Total (My+Guest)

0% 50% 100%

0% of your total capacity is
full.
Used2.7 MB/1.00 GB

Guest folder

0% 50% 100%
Used 0B /100.0 MB

Disk Spac e (Settings Screen)
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Gett ing Started

Logging In
To Login

1. Enter the URL address for your administrator's account in your web browser.

/= OfficeHARD2010 - Windows Internet Explorer

@ y @ U http:/{youraddress. officehard.biz/admin

File Edit VYiew Favorites Tools Help

Enter Address
2. Enter your passworith thepw field.

ID:

l
|
PW: eseee e

Enter Password

3. Click Login.
ID: \admin !
% [
W | )|

Login Button
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User Account

About Users & Groups

Users, Groups and Permissions

OfficeHARD users ca be organized into groups to reflect your company's organizational
structure and for your convenience. You can also assign permissions to an entire group at
once. Permissions dictate whi€tificeHARD featuresisers are allowed to use. For

example, some ess can create file links and guest folders whereas others cannot. For more
information on permissions, stanaging User Permissians

Users > Manage User Information

AddUser  AsaGrew  Postons oependet Users 0 v. Searcn
L YourCompany
e A
.y |Groups | (s Users
“RiA O] o Mame Usage Copacity  Swwus
= Grow ) gemo demo 19K8 100G8  Adve
] [rancon Fason 169K8 Adie
] [ransomt jeansott oB Adwe
] [ransor2 o 08 Adve
] jransons jeansod o8 Adwe
[ tes00 test 0B 100008  Adie
] tes0O1 test 0B Adie
] tes1 wsic )8 Adie
] tesn2 testa 51M8 Adive
] tesn3 tesie 0B Adwe
12 ¥
Remove rom Group | Disable | Enabi! Delede Modty Group | Delete Group

Steps for Assigning a Group

Independent Users
Independent users are users who are not assigned to any groups. Clickdzpdhdent

Users button at the top of thanage User Information screen to view a list of all these users.
Users > Manage User Information

Add User Add Group Postions | Independent Users |

. 1
B4 O I'ourCompanyy ‘ YourCompany

B@7] ah

Independent Users Button
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manage-priv.html

To assign an independent user to a group
1. After clicking theindependent Users button shown above, click on a group in the
folder tree on the right side of the screen.
2. Click the check boxes next to the users that you teaassign to the selected
group.
3. Click Assign Group at the bottom of the screen.

H-l@ A
- O
] i Hame Usage Capacity  Status
testo3 @) testid 08 200018 Adive
[] testo4 testid 0B 200.0 MB Adtive
12 b
[2ssian Group| (3)

Steps for Assigning a Group

The Manage User Information Screen

Manage User Information Screen

Users > Manage User Information

oependent Users D v Search

Your Company
P 9 Group 1 10 items » Total
Owp Usne Usage Capacity Sutss
[ tesn3 testd 08 2000M8  Adwe
[ testd testd 0B 2000 M8 Adwe
[ tes0s testd 08 2000M8  Adwe
[ testdb testd 08 200M8  Adwe
] tes07 testd 08 2000M8  Adve
] tes8 testd 08 200008 Adwe
[ tes0o testd 0B 2000M8  Adwe
[ testto testd 08 2000M8  Adwe
[ testin testd 08 2000M8  Adwe
] test12 testd 0B 2000 M8 Adive
41121314 %
Remowe from Group | Disable | Enable| Delete Modty Group | Delete Geoup
oot Users Retresh

Manage User Information Screen
Click Manage User Information on the side menu to opéime Manage User Information screen.
This screen allows you to add, modify and organize OfficeHARD users. On the left side o
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the screen there is folder tree which displays user groups. Each folder is a group. If you
click on the name of a folder, a list of the users in that group will appear on the right side of
the screen. Click on the robém at the top of the folder tréie will be labeled with your
company namep view a list of all users. Clicking on a user allows you to modify the

user's information.

The Manage User Information screen provides the following buttons:

1 Adduser: Lets you add new users to the OfficeHARBtem. Sedaerefor more
details.

9 Add Group: Lets you create a new group. $eeefor more details.

9 Positions: Allows you to create and modifyositions which can be assigned to
users. Seberefor more details.

1 Independent Users: Displays a list of all the users which do not belong to any group.
Seeherefor more details.

1 mport User: Allows you to import groups ofsers via a CSV file. Sdeerefor
more details.

1 Refresh: Refreshes the folder tree and user list to reflecttineentstatus of the
system.

Group Folder Tree

The group folder tree shows all of the groups in the systeheifotm of folders. Each

group is a folder, and stdyoups are shown as stddders. The folder tree can be expanded
and collapsed to show and hide $alalers by clicking the plus (+) and minu3 icons

next to folders, much like in a Windows folder tr&ick on a group folder to view the

users who belong to that group. The topmost item on the tree is the root folder which will
be named after your company or organization. The root folder contains all users.
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group-add.html
user-position.html
user-about.html#independent
user-import.html

User List

The user list shows a list of theaus who belong to the group that is currently selected in
the group folder tree. Click on a user's ID to view or edit the user's profile information. The
following information is displayed in the user list:

f 1D:Theu s elb.6 s

Name: The name of the user.

Usage: The amount of storage space being used by the user.
Capacity: The total amount of storage space available to the user.
status: Whether the user is enabled or disabled.l&eefor more details.

= =4 4

User Information

If you click on a user in the user list, the user's information profile will be displayed. The
informationcan then be edited.

User Information
‘D ey
* Name Jenn@ferBames
[] change Password
* Password New Password v 12 characters or kss
Confirm Password
E-Mail liennyb@oficehard biz
Mobile Phone [702-123-1234
Telephone 7021231235
* Capacity I 1024|MB
* Select Disk [ Idisk1]Ex) idisk1~n
Link Availability ] 7| day(s) (unlimited if setto '0)
Status | Enabled v
Add to Group]
an Group Name Postion
Permission ® Group O User
Save

The profile contains the following information:

1 ID: The ID the user Miiuse tolog in.

Name: The name of the user.

Password: The password the user will use to log in.
Email: The user's email address.

=A =4 =
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user-enable.html

Mobile Phone: The user's mobile telephone number.

Telephone: The user's office/home telephone number.

Capacity: The disk capeity assigned to the user in megabytes.

Select Disk: The name of the disk that the user will use. The default is /disk1.
Link Availability: The default time that the user's file links will be available.
status: Choose Active to allow the user to use th&ey, or Disabled to disallow
the user.

= =4 =4 4 A -

1 Group: Thegroupwhich the user belongs to and the useo'sitionwithin that
group.

9 Permission: The system features the user is allowed to useh&eér more
details.

Modifying User Information

To modify user information
1. In theManage User Information screen, click on the ID of the user in the user list.

[ [ieany] jenny 0B
[] jiransoft jiransoft 816 KB

Click User Name
2. The user information will appear. Edit the user information as you wish.
3. Click save.

Permission ® Group © User

Save

Click Save

Deleting Users

To delete a user
1. In themanage User Information Screen, checkhe checkboxes of the users you want
to delete in the user list.

[ Name Usage Capacity Status
demo demo 0B 1.00GB Adive
jiransoft jiransoft 119KB 100GB Adtive

Select Users
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2. Click Delete at the bottom of the list.

jiransoft jiransoft 119KB

1

Remove from Group | Disable | Enable
Click D elete
3. Click ok in the dialog box that appears.
4. Click ok in that dialog box which informs you that the user has been deleted.

Enabling and Disabling Users

If you disable a user, you can prevent the user from accessing OfficeHARD without
deleting the user aount. This is helpful if you want to temporarily suspend a user without
losing their user information.

When you first create a user, you can choose if they are to be enabled or disabled when you
fill out the status section of their user information. Thefdult status is enabled. You can

view a user's status frothe User List under the Status column. You can also enable and
disable existing users frothe User List as described below.

To enable a user
1. In theManage User Information screen, check the chdmxes of the users you want

to enabldn the user list.

testid 6 KB 200.0 MB
testid 0B 2000 MB

Select Users

2. Click Enable at the bottom of the list.

testd2 testid 6KB

testd3 testid 0B
1121314

Remove from Group | Disable |Enablej Delete

Click Enable
3. Click ok in the dialog box that appears.
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To disable a user
1. In theManage User Information screen, check the checkboxes of the users you want

to disable in the user list.

test02 testid 6KB 200.0 MB
test03 testid 0B 2000 MB

Select Users
2. Click Disable at the bottom of the list.

tes02 testd 6KB
testd3 testid 0B

1121314
Remove from Group {Disable] Enable| Delete
Click Disable

3. Click ok in the dialog box that appears.

Searching for Users

To search for a user
Users > Manage User Information
AsaUser AdOGrosp Postions noependent Users D v Search

Your Company
10 items » Total
e Neme oS Swecly Swus
[ tes03 testd 08 2000M8  Aadwe
[ tesd testd 08 2000M8  Adwe

User Search Box
Use the search box at the top right of ki@nage User Informatioscreen to search for

users. You can use the drdpwn box to choose whether to search for users by ID, name,
email, telephone number or mabjpphone number. Then enter the information in the blank

field and clicksearch.
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Importing & Exporting Users

Saving User Information as a CSV

A B C D E F G H
jamesl MarkJames mark.james@officehard.biz 1111 /disk1 50 Assistant YourCompany>Marketing Dept
ellen8? EllenJames ellen.james@officehard.biz 1234 /disk1 100 Manager YourCompany>Marketing Dept
bobjones Bob Jones bob.jones@officehard.biz 6978 /diskl 50 Assistant YourCompany>Marketing Dept
teddyk TeddyKent teddy.kent@officehard.biz 3419 /disk1 50 Assistant YourCompany>Marketing Dept

CSV File in Excel

User information can be saved @a CSV CommaSeparated/alueg file so that it carbe
opened by other database or spreadsheet programs. Similarly, user information in a CSV
file can be imported into Offi¢#ARD to create new users, making it easy to transfer lists
of users.

CSV file entries are organized as follows:

ID* |Name* |[Email |Password* Disk* |Capacity* Position  |Group

Notes:

1 Columns marked wlit an astesk must be filled.

1 Capacity is measured in MB. @hdefault is 100MB.

91 If a user holds multiple positions, you can list thegparatedy "|" (the pipe
character)Ex) Marketing Manager|Director

91 If a user belongs to more than 1 group, use "|" and ">" to set the relationship
between the groups. Ex) Marked Dept > Sales Force TFT.|General
Administration Div.

To import users
1. At the bottom of thevanage User Information screen, clickmport Users.

Import Users Refresh

Import Users Button

2. In theRegister CsV file section, click th@rowse button and select a CSV file.

-»Open CSVfie

-Selecta CSVfile
!

Click Browse
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3. At the bottom of the screen, click teave button.

Backto List
Select Users
4. A screen will appear listing the files which have been processed.Hatikko List
to return to the user list on tiManage User Information screen.

Adding New Groups

To add a group

1. Click thelocation on the folder tree where you want the graulpet located.
1 Click the rootitem at the top of the trg@ will be labeled with your
company's name) to place the group outside of other groups
1 Click a group folder to place the group inside of another group
2. Click theAdd Group button at the top of theeseen.

Add User Postions Independent Users
B0 ourCompany YourCompany
&)-&] groupga
H{@7 test5 o 3
e testd [T iems e
@] test2 o
g ]
@] test1 [] jitansoft
Add Group Button
3. Entera group name.
Add a group
* Group Name {r-JewGroup Name
[Move Group Location]
Location Standard Group Name Location
YourCompany Child V‘ Del
Group Permission 7Selec’( Permissioniv
Save

Group Information

4. Use theasroup Permission drop-down list to assign permissions tetgroup users.
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5. Click save.

Modifying Groups

To modify a group
1. In theManage User Information screen, select the group folder that you want to
modify from the folder tree.

Add User Add Group Postions Independent Users
E{J My Company My Company
@ :

B@ tests .

B festd 10 items »
Select Group

2. Click Modify Group at the bottom of the User List.

[] testdg tesfid 0B 2000 MB  Adive
[] test4d4 THW 9713 MB 1000.0MB  Adive
1
Remove from Group | Disable | Enable| Delete ify Group|| Delete Group

Modify Group
Modify the group information as you wish.
Click save.

My Company > groupga

* Group Name laroupqal
[Move Group Location]

Location

Standard Group Name Location
Group Permission | Select Permission v ‘
Sa

Save Mod ifications

5. Click ok in the dialog box that appears.
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Group Information

My Company > groupga

* Group Name \!t H! h_'n E
Move Group Location]

Location

Standard Group Name Location
Group Permission | Select Permission v |
Save

Group Information
You can modify the following group information:

1 Group Name: The name of the group as it appears aftider tree.

9 Location: The location of the group in the folder tree. See below for more
information on changing group location.

1 Group Permission: Thestandard permissiomggven to group members. Choose a
permission from ta dropdown list.

To change a group's location

1. In theManage User Information screen, click on the group folder in the folder tree.

Add User Add Group Postions Independent Users

S| U My Company My Company
Eloroupaa %
@ tests | = |
B testd {‘10|temsrvj

Select Group
2. Click Modify Group at the bottom of the Uséiist.

[ testog testid 0B 2000MB  Adie
[ testaad THW 9713MB  10000MB  Adie
1
Remove from Group | Disable | Enable| Delete ify Group| Delete Group

Modify Group

User Account | 65


manage-priv.html

3. In theLocation section, clickMove Group Location.

My Company > groupga

* Group Name \M

Move Group Location]

Location
Standard Group Name Location

Group Permission | Select Permission v |

Save

Move Group Location
4. A folder tree will appear. Clicon the folder where you want the group to

bemoved and clicladd.

IMove Group Location]

E{) 1y company
RNl oroupaa
@] tests

Select Folder
5. Do one of the following:

1 To place your folder inside the selected folder, sealgiet from the drop
down list

1 To place your folder beforthe selected folder, selaatvious Sibling.

1 To place your folder after the selected folder, selestSibling.

Select Permission
6. Click save at the bottm of the section.

Save
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