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Installation  

Checking the Components  

        
OfficeHARD Console     Power Cable + AC Adapter           Crossover Cable         Installation Guide 

After opening the box, check that all the basic components are present. 

Note  

Customers who have ordered OfficeHARD with a pre-set 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 ordered OfficeHARD without a pre-set IP should follow the 

instructions on the next page to set up their IP address. Any inq uiries can be directed to 

officehard@jiransoft.com. 

Installation With a Pre -set IP  

1. Connect the OfficeHARD console to your network. 

2. Open your browser and enter your pre-set IP address followed by /admin 

(ex) http://111.111.100.10/admin 

3. The OfficeHARD administrator mode login page will appear as below. Enter your 

ID and password and click Login. 
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Note  

** Administrator ID : admin   

** Password : Initially, no password is needed  

   (After logging in, go to System settings ï Change your password to set the password.) 

4. After  logging in, click Software License in the menu on the left to open the software 

license page. 

5. Enter the license information that is enclosed with this installation guide and click 

the Accept button to register your license. 

 

6. Once your license is registered successfully, you can begin setting up the 

OfficeHARD environment.    For more detailed information, consult the 

OfficeHARD manual by clicking Help in the top-right corner of the screen. 

Installation Without a Pre -set IP  

If you did not order OfficeHARD with a pre-set IP address, follow the instructions below. 

1. Open the Internet Protocol (TCP/IP) Properties window on the PC where 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 the IP address as 192.168.100.200 and the 

Subnet mask as 255.255.255.0. Keep the default gateway and DNS server fields 

blank. 
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2. Use the crossover cable included in the box to connect the LAN port in the back of 

the OfficeHARD console to your computerôs LAN port. 

 

3. Turn on the console. 

4. Wait about 5 minutes, then open the PCôs web browser. 

5. In the web browser, enter http://192.168.100.100:8001/. The following window 

will appear. In the User name field, enter admin and leave the Password field blank. 

Click OK. 

 

Note  

When shipped, the OfficeHARD consoleôs default IP is 192.168.100.100 
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6. On the System Mode page, click Internet in the right-hand menu. 

7. Enter your IP Address, Subnet Mask and Gateway, then click Save. A dialog box 

will appear instructing you to wait. You will need to wait approximately 2 minutes. 

 

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 cable and 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 internet-connected PC to check if OfficeHARD can be accessed via 

the new IP. If it canôt be accessed, the IP may be in use by another PC. Contact 

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 OfficeHARDôs admin mode by entering the IP in your web browser 

followed by /admin 

 (ex) http://111.111.100.10/admin 

11. The OfficeHARD administrator mode login window will appear as below. Enter 

your ID and password. 

http://111.111.100.10/admin
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Note  

** Administrator ID : admin   

** Password : Initially, no password is needed  

   (After logging in, go to System settings ï Change your password to set the password.) 

12. After logging in, click Software 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 setting up the 

OfficeHARD environment. For more detailed information, consult the 

OfficeHARD manual by clicking Help in the top-right corner of the screen. 

OfficeHARD Startup -  Admin/User/System Mode  

Admin Mode  

Manage OfficeHARD operations such as adding and deleting users, setting up shared 

folders, etc. When you first use it, create user accounts and notify the users. Connect via 

http://Your Registered IP/admin. 

¶ Administrator ID: admin   

¶ Password: No initial password 

User Mode  

After receiving your ID and initial password 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 changing the IP, updates, backups, 

restoring, etc. Connect via http://Your Registered IP:8001/  
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¶ It is recommended that only the administrator and high-level technicians use this 

mode.  

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

How to Use Off iceHARD  

User Mode  

 

¶ My Folder: A space to save your personal files, you can connect to it and manage 

your files anywhere, anytime. 

¶ Shared Folder: Share files easily, safely and quickly by person, division, group or 

team.  

¶ Guest Folder: You can collaborate not only with internal staff but also external 

clients without worrying about capacity or security.  

¶ Links: Quickly and efficiently share large-sized files and folders by creating links 
to them. 

Admin Mode  

 

¶ User Account Management: Enter and modify information such as user names, IDs, 

groups and positions 

¶ Shared Folder Management: To increase the efficiency of internal operations, create 

shared folders and set the appropriate user privileges.  
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¶ Log Management: Strengthen your data security by managing the recording of file 

logs, link logs and login logs.  

¶ System Management: System Settings, Login Image Management and other 

environment settings. 

OfficeHARD Mini  

    

¶ Upload: Select a file or folder and upload it to the OfficeHARD server at once. 

(unlimited size) 

¶ Download: Use the OfficeHard mini explorer to download data from the 
OfficeHARD server.  

¶ Backup: Select files or folders to be automatically backed up on the OfficeHARD 

server. (unlimited size) 

¶ 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  

 

Create links to your files and share them with anybody. Password protection available. 

Folder Links  

 

Share links for not only single files but entire folders. OfficeHARD automatically puts the 

files in a zip archive. 

Guest Folders  

 

Allow other people to use a portion of your online storage space, easily and securely. 



14 | OfficeHARD 2010 Manual  
 

Mini Program  

 

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

browser. 

Various File Views  

 

View uploaded files in a data oriented list, as thumbnails, or in a visually oriented photo 

slideshow. 

Fast, Trackable Uploads  

 

Track upload information such as speed, queued files, time elapsed, errors, etc. plus a 

convenient progress bar. 
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Multiple Browser Support  

 

Access your data from anywhere that has an internet connection on any major browser. 

Administrator Features  

Shared Folders  

 

Open certain folders to users and groups of users for intuitive, controlled collaboration. 

Users and Groups  

 

Arrange users according to your organizations hierarchy, granting and restricting access to 

folders and features. 
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Permissions  

 

Give users and groups permission to read/write/create files in specified folders. 

Logging Features  

 

Oversee file modifications, file link downloads and logins by date, user name, IP address, 

etc. 

Security Features  

 

Password protect file links, enforce secure passwords, auto-delete files and disable shared 

and guest folders. 

License Management  

 

Quickly view your license information and renew your license or register a new license. 
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Customizable Logo  

 

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 from www.officehard.biz. 

 

Note  

OfficeHARD Mini doesnôt require any installation. Just save the program on your computer 

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. 

 

Tip  

Select automatic login to activate OfficeHARD Mini when Windows starts. 

4. The connected sign will appear above the system tray 

       

 

Note  

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

http://www.officehard.biz/
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Using the OfficeHARD Mi ni Menu  

 

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

system tray. 

2. Right-click the Mini icon to display the menu shown above. 

3. Click the menu command you would like to use. 

Menu Command ï Backup  

 

1. Click the Add button to select 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 automatic backups by clicking the menu button and then clicking 

Backup Options. 

(New/modified data will be automatically backed up to the selected folder) 
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Menu Command ï Upload  

 

1. Click the Add 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 the Upload button. 

Menu Command ï Download  

 

1. Click the Add button to download data from OfficeHARD. 

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

added files.  

3. Click the Download button. 
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Menu Command ï Link  

 

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

2. 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 the Upload & Link button. 

Using the Right -click Menu  

1. OfficeHARD Mini provides a right-click menu for every file & folder. 

2. The right-click 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  

 

¶ My Folder ï Open your main OfficeHARD folder.  

¶ Settings ï Change OfficeHARD Mini system settings. 

¶ Sign out ï Log out of OfficeHARD Mini. 

¶ Exit - Close OfficeHARD Mini. 





 

Chapter 2 User Mode 
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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://). 

 
The Login Screen  

To log in  

To log in, enter your information and click the Login button. 

ID Enter your ID. 

PW Enter your password. 

Save ID 
Check this box if you want the program to remember your ID the next time you 

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

 
The Main Screen  

Logging Out  

To log out, simply click the Logout button on the main screen. 

 
The Main Screen  

The User Interface  

 

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 are folders 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 access files via your 

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 folder tree 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 (-) sign beside a folder to collapse the tree and hide its 

subfolders. 

 
Une xpanded Folder Tree  
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Expanded Folder Tree  
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My Folder  

Uploading Files  

To upload a file  

1. In the Folder Tree, open the folder to which you want to upload the file.  

2. Click the Upload button.  

 

Upload  Button  

3. In the 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. 

 

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.  

 

File Progress Screen  

If you upload a file with the same 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 to it will be marked.  

 

Selected File  

2. Click the Download button. 

 

Download Button  
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3. In the dialog box that appears, click OK.  

 

Download Dialog Box  

Creating File Links  

About File Links  

File Links are links which 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 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 link will 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 file or folder and click the Link button.  

 

Link Button  
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The Link dialog box will appear.  

 

Link Dialog Box.  

2. Select the options that you want and click OK.  

Password 
Choose whether downloading the file requires a 

password.  

Expiration Date 

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 

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

3. A URL address for downloading the file/folder will appear. Copy the address or 

click the Copy URL button.  
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A File Link URL  

Renaming Files and Folders  

To renam e a file or folder  

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

 

Selecting an Item  

2. Click the Rename button.  

 

Rename Button  

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

Enter key. 

 

Entering a Name  

Deleting Files  

To delete a file  

1. Click on a 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. 

 

Multiple Files Selected  

2. Click the Delete button.  

 

Delete Button  

3. Click OK in the dialog box that appears.  

Copying and Moving Files/Folders  

To copy or move a file/folder  

1. In the file list, check the boxes next to the files and folders you want to copy or 

move.  

 

Selected Files and Folders  

2. Click the Copy button or the Move button.  

 

Copy Button  
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Move Button  

3. A dialog box will appear. Select the location to which you want to copy or move 

the data.  

 

Copy/Move Dialog Box  

4. Click the OK button and the data will be copied or moved.  
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Shared Folders  

Using Shared Folders  

To access   a shared folder  

1. Click the plus (+) sign next to the shared folder icon in the folder tree. A list of 

shared folders you have access to will appear. 

Shared folder access is controlled by administrators. If 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. 

 

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.  

Read  (R) 
You may read files but not modify or delete them. 

You cannot create new subfolders.  

Read / Write  (R/W) 
You may read, modify,  delete and upload files. 

You cannot create new subfolders.  

Read / Write / Create (R/W/C) 
You may read, modify, delete and upload files. 

You may also 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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Create Permission  Error Message  

 

Write Permission  Error Message  



Guest Folders | 37  

Guest Folders  

Creating Guest Folders  

To create a   guest folder  

1. In the folder  tree, click Guest Folder. 

2. Click the New Folder icon. 

 

New Folder Icon  

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

 

Guest Folder Information  

 

Folder Name The name of the folder as it will appear in OfficeHARD 

Guest ID 

The ID that  your guest will use to log on. 

Each guest ID must be unique. 

Password The password your guest will use to log on.  

Expiration Date 
The date the guest folder will be expire. When the guest folder expires, its 

data is deleted.  

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

 
Allow Uploads/Downloads  Uploads Only  Downloads Only  

Create Folders  Yes Yes NO 

Modify Folders  Yes Yes NO 

Delete Folders  Yes NO NO 

Upload Files  Yes Yes NO 

Download Files  Yes NO Yes 

Rename Files  Yes Yes NO 

Delete Files  Yes Yes NO 

Move/Copy Files  Yes Yes NO 

4. Click the OK button. 

5. A URL address will appear in the URL field. This is the address your guest can use 

to log on and access OfficeHARD. Record this URL and then click OK again to 

close the window. 
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Logging In to a Guest Folder  

To log in to a guest folder  

1. Use the address that was provided to you to access the login screen.  

(This address can be found in the URL field of the Guest Folder dialog box when a 

guest folder is created or modified.)  

 

The Login Screen  

2. Enter your ID and password and click Login.  

 

The Main Screen  
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Modifying Guest Folders  

To modify a guest folder  

1. Click on the top guest folder in the folder tree.  

 

Folder Tree  

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

3. Click the Rename button. 

 

Rename Button  

4. The Guest Folder dialog box will appear. Modify the information as you wish. 

 

Guest Folder Dialog Box  

5. When you are finished, click OK.  

Remember to contact your guest if you modify the guest ID or password. 



Guest Folders | 41  

Deleting Guest  Folders  

To delete a guest folder  

1. Click on a guest folder so that the check box next to it is checked. 

2. Click the Delete button on the folder toolbar. 

 

Delete Button  

3. Click OK in the dialog box. 
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File Links  

Creating File Links  

About File Links  

File Links are links which 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 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 link will 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 file or folder and click the Link button.  

 

Link Button  

The Link dialog box will appear.  

 

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

Password 
Choose whether downloading the file requires a 

password.  

Expiration Date 

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 

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

3. A URL address for downloading the file/folder will appear. Copy the address or 

click the Copy URL button.  

 

A File Link URL  

Downloading  from File Links  

To download a file from a File Link  

1. Enter the file link in the address field of your web browser and press the Enter key. 

2. Do one of the following: 

¶ If the link has no password, the normal browser dialog box for downloading a 

file will appear. 
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Download Dia log Box  

¶ If the link does have a password,  enter the password in the password dialog 

box and click OK. 

 

Password Dialog Box  

To download  from a Folder Link  

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

will appear.  

 

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  

¶ If a file link has expired, the following error message will appear.  

 

Expired Link Error Message  

¶ If a file link has been deleted, the following error message will appear.  

 

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). 

 

Link Symbol  
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2. Click the Link button to open the Link dialog box. 

 

Link File Dialog Box  

3. In the Link dialog box, click the View Link List button. A list of links to that file will 

appear. 

 

List of File Links  

4. Check the box next to a link and click the Delete button.  

 

Delete Button  

Copying a File Link to the Clipboard  

To copy a file link to the clipboard  

1. Click on a file which has a file link in the file list. 

 

Select a File  

2. Click the Link button. 
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Link Button  

3. In the dialog box which appears, click the View Link List button in the bottom left 

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

 

View Link List Button  

4. Click on the link in the URL column and then press CTRL+C to copy it.  

 

Selecting the File Link  

To copy a file link to an email or a file  

1. Follow instructions 1-3 above to open the list of file links. 

2. Click Edit/Copy beside the file link. 

3. Do one of the following: 

¶ Click the Mail button to open your email client and create a message which 

contains the link.  

 

Mail  Button  

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

¶ Click the Copy URL button to copy the link information to the clipboard. Then 

open a text file and press CTRL+V to copy the link information into a text file. 

 

Copy URL Button  
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System Settings  

Adjusting the Settings  

To adjust the settings  

Click the Options button on the green menu bar to open the Options screen. 

 
Settings Screen  

You can adjust the following settings. 

Personal Information  Enter your personal information such as name, email, etc. 

Change Password  

You can change your password by entering the old password, then 

entering a new password of your choice and re-entering 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 the Log button on the toolbar at the top left of the screen.  

 

Log Button  

2. The log file window will appear. Use the radio buttons at the top to select which 

log file you want to view. You can view the File Link Log or the Guest Folder log.  

 

The Log Window  

File Link Log  

The file link log records when a file is downloaded through a file link. It shows the date of 

the download, the IP address of the downloader and the name of the file downloaded.  

 
File Link Log  
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Guest Folder Log  

The guest folder log records changes to the files in your guest folders. This includes actions 

such as uploading, downloading, deleting, etc. 

 
Guest Folder Log  

File Views  

The List  View  

The list view is the standard view, showing a list of file and folder names, along with the 

files' size, type and date of creation.  

To open a folder in the view, double-click the folder. 

 

List View  
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The Thumbnail View  

The thumbnail view shows you small versions of image files (JPEG, GIF, PNG and BMP 

files) to make your images easier to find and select.  

 

Thumbnail View  

The Slideshow View  

The slideshow allows you to view large versions of image files one at a time. 

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 

green menu bar that runs across the main screen. It shows the amount of space used, the 

total amount of space and 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 view the disk capacity in the Options screen. Click on the Options  menu item 

and look to the bottom left. This shows the total amount of space used and the amount used 

by guest folders.  

 
Disk Spac e (Settings Screen)  



Chapter 3 Administrator Mode 
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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. 

 

Enter Address  

2. Enter your password in the PW field. 

 

Enter Password  

3. Click Login. 

 

Login Button  
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User Account  

About Users & Groups  

Users, Groups and Permissions  

OfficeHARD users can 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 which OfficeHARD features users are allowed to use. For 

example, some users can create file links and guest folders whereas others cannot. For more 

information on permissions, see Managing User Permissions. 

 

Steps for Assigning a Group  

Independent Users  

Independent users are users who are not assigned to any groups. Click on the Independent 

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

 
Independent Users Button  

manage-priv.html
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To assign an independent user  to a group  

1. After clicking the Independent 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 want to assign to the selected 

group. 

3. Click Assign Group at the bottom of the screen. 

 

Steps for Assigning a Group  

The Manage User Information Screen  

Manage User Information Screen  

 
Manage User Information Screen  

Click Manage User Information on the side menu to open the Manage User Information screen. 

This screen allows you to add, modify and organize OfficeHARD users. On the left side of 
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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 root item at the top of the folder tree (it will be labeled with your 

company name) to 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: 

¶ Add User: Lets you add new users to the OfficeHARD system. See here for more 

details. 

¶ Add Group: Lets you create a new group. See here for more details. 

¶ Positions: Allows you to create and modify positions which can be assigned to 

users. See here for more details. 

¶ Independent Users: Displays a list of all the users which do not belong to any group. 

See here for more details. 

¶ Import User: Allows you to import groups of users via a CSV file. See here for 

more details. 

¶ Refresh: Refreshes the folder tree and user list to reflect the current status of the 

system. 

Group  Folder Tree  

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

group is a folder, and sub-groups are shown as sub-folders. The folder tree can be expanded 

and collapsed to show and hide sub-folders by clicking the plus (+) and minus (-) icons 

next to folders, much like in a Windows folder tree. Click 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. 

user-add.html
group-add.html
user-position.html
user-about.html#independent
user-import.html
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User List  

The user list shows a list of the users 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: 

¶ ID: The userôs ID. 

¶ 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. See here for more details. 

User Information  

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

information can then be edited. 

 

The profile contains the following information: 

¶ ID: The ID the user will use to log in. 

¶ Name: The name of the user. 

¶ Password: The password the user will use to log in. 

¶ Email: The user's email address. 

user-enable.html
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¶ Mobile Phone: The user's mobile telephone number. 

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

¶ Capacity: The disk capacity 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 the system, or Disabled to disallow 

the user. 

¶ Group: The group which the user belongs to and the user's position within that 

group. 

¶ Permission: The system features the user is allowed to use. See here for more 

details. 

Modifying User Information  

To modify user information  

1. In the Manage User Information screen, click on the ID of the user in the user list. 

 

Click User Name  

2. The user information will appear. Edit the user information as you wish. 

3. Click Save. 

 

Click Save  

Deleting Users  

To delete a user  

1. In the Manage User Information screen, check the checkboxes of the users you want 

to delete in the user list. 

 

Select Users  

user-about.html
user-position.html
manage-priv.html
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2. Click Delete at the bottom of the list. 

 

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 account. 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. The default status is enabled. You can 

view a user's status from the User List under the Status column. You can also enable and 

disable existing users from the User List as described below. 

To enable a user  

1. In the Manage User Information screen, check the checkboxes of the users you want 

to enable in the user list. 

 

Select Users  

2. Click Enable at the bottom of the list. 

 

Click Enable  

3. Click OK in the dialog box that appears. 
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To disable a user  

1. In the Manage User Information screen, check the checkboxes of the users you want 

to disable in the user list. 

 

Select Users  

2. Click Disable at the bottom of the list. 

 

Click Disable  

3. Click OK in the dialog box that appears. 

Searching for Users  

To search for a user  

 
User Search Box  

Use the search box at the top right of the Manage User Information screen to search for 

users. You can use the drop-down box to choose whether to search for users by ID, name, 

email, telephone number or mobile phone number. Then enter the information in the blank 

field and click Search. 

user-search.html
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Importing & Exporting Users  

Saving User Information as a CSV  

 
CSV File in Excel  

User information can be saved as a CSV (Comma Separated Values) file so that it can be 

opened by other database or spreadsheet programs. Similarly, user information in a CSV 

file can be imported into OfficeHARD 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: 

¶ Columns marked with an asterisk must be filled.  

¶ Capacity is measured in MB. The default is 100MB.  

¶ If a user holds multiple positions, you can list them separated by "|" (the pipe 

character). Ex) Marketing Manager|Director  

¶ If a user belongs to more than 1 group, use "|" and ">" to set the relationship 

between the groups. Ex) Marketing Dept > Sales Force TFT.|General 

Administration Div.  

To import users  

1. At the bottom of the Manage User Information screen, click Import Users. 

 

Import Users Button  

2. In the Register CSV file section, click the Browse button and select a CSV file. 

 

Click Browse  

http://en.wikipedia.org/wiki/comma-separated_values
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3. At the bottom of the screen, click the Save button. 

 

Selec t Users  

4. A screen will appear listing the files which have been processed. Click Back to List 

to return to the user list on the Manage User Information screen. 

Adding New Groups  

To add a group  

1. Click the location on the folder tree where you want the group to be located. 

¶ Click the root item at the top of the tree (it will be labeled with your 

company's name) to place the group outside of other groups 

¶ Click a group folder to place the group inside of another group 

2. Click the Add Group button at the top of the screen. 

 

Add Group Button  

3. Enter a group name. 

 

Group Information  

4. Use the Group Permission drop-down list to assign permissions to the group users. 
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5. Click Save. 

Modifying Groups  

To modify a group  

1. In the Manage User Information screen, select the group folder that you want to 

modify from the folder tree. 

 

Select Group  

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

 

Modify Group  

3. Modify the group information as you wish. 

4. Click Save. 

 

Save Mod ifications  

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

 
Group Information  

You can modify the following group information: 

¶ Group Name: The name of the group as it appears in the folder tree. 

¶ Location: The location of the group in the folder tree. See below for more 

information on changing group location. 

¶ Group Permission: The standard permissions given to group members. Choose a 

permission from the dropdown list. 

To change a group's location  

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

 

Select Group  

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

 

Modify Group  

manage-priv.html
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3. In the Location section, click Move Group Location. 

 

Move Group Location  

4. A folder tree will appear. Click on the folder where you want the group to 

be moved and click Add. 

 

Select Folder  

5. Do one of the following:  

¶ To place your folder inside the selected folder, select Child from the drop-

down list 

¶ To place your folder before the selected folder, select Previous Sibling. 

¶ To place your folder after the selected folder, select Next Sibling. 

 

Select Permission  

6. Click Save at the bottom of the section. 

 

Save 






























































