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Getting Started

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

e Collaborate with members of your organization, as well as with people outside of your
organization

e Manage file revisions and versioning
e Audit and track your files

e Share files and folders through email with the Outlook add-in

Back up and restore important files

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

How to Log in to the Web Portal

When a user account is first created for you, you will receive a Welcome email from your administrator,
providing you with important information to help you get started using the system. For example, your
email might include a link to the web portal, a username (or an email address), and a password.

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

3. Click the Log In button.
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EMAIL

PASSWORD

v Login

Forgot Password?

a. Alternatively, if you do not remember your password, click the Forgot Password link.
You will be prompted to enter your email address to begin the password-reset process.

4. If Two-Step Authentication is configured for your account, enter your Authenticator Code and
click the Login button.

Enter an authentication code provided by your
authenticator app below.

AUTHENTICATION CODE

v/ Login

Need to disable two-step authentication?

How to Manage Account Settings

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

WebDAV access.

To manage account settings:
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. |nd select Account Settings.

£} Account Settings

ok SyncedTool

€ Logout

<1 Smitch beelavsic & AnneDering =

U iibirry

This asceurnt has used 125.78 G&

2. Inthe Account Settings page, you can update account information, including:

a. Usethe First Name field to update your first name.

b. Usethe Last Name field to update your last name.

c. Usethe Email field to update your email address.

d. Click the Change Password link to change your password.

e. Use the Mobile Phone Number field to change your mobile phone number.

f. Inthe Language drop-down menu, select your preferred site language, which controls
the language settings displayed in the web portal and mobile apps, as well as number
formatting. Leave this field blank to use the default language set for the system, which
you will see displayed when you hover over the blue Question icon.
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g. Inthe Timezone drop-down menu, select your preferred timezone, which affects dates
and times displayed across the system. You can also leave this field blank to use the
system default, which you will see displayed when you hover over the blue Question icon.

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

4. Inthe Groups section of the page, you can view the groups to which you belong.

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

How to Configure Two-Step Authentication

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

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

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

e You can optionally configure your own Two-Step Authentication settings in your Account
Settings page.

e Administrators can also require the use of Two-Step Authentication for your organization. If

your administrator has turned on this policy, you will be prompted to configure your own Two-
Step Authentication settings as soon as you log in to the web portal.

Configuring Two-Step Authentication

To configure Two-Step Authentication:
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Note: Your administrator might require that you use Two-Step Authentication. If you are required
to set up Two-Step Authentication, you will be prompted to configure an authentication mode
when you log in to your account in the web portal.

10
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3. Inthe Authentication Mode field, select the delivery method through which you want to receive
your authentication code. You can choose from Authenticator Mobile App, Text Message, and
Email.

Note: If you select Authenticator Mobile App as your delivery method, you must install an
authenticator app of your choice, such as Google Authenticator, Amazon AWS Virtual MFA, or any
of the many other TOTP-compatible apps available for download.

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

6. Ifyou selected Text message as your delivery method, you will also be prompted to enter your
mobile phone number.

7. Click the Submit button when you are finished. You will be redirected to the Confirm Two-Step
Authentication page, which will vary based on your selected delivery method.

a. Ifyou selected Authenticator mobile app as your delivery method:

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

ii. Onyour mobile phone, install a mobile authenticator app, such as Google
Authenticator, Amazon AWS Virtual MFA, or any of the many other TOTP-
compatible apps available.

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

11
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In the web portal, enter the authentication code provided by your authenticator
app in the Authentication Code field.

Click the Submit button when you are finished.

© Confirm Two-Step Authentication

Step 1
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Step 2
Configure your authesicator app:

1. Instak an authenticator app, such as Google Authenticator, Amazon AWS Virtual MFA, or any of the many other TOTP-compatiie apps
avaiable.

2. Add 3 new account

3. Use the app 1o scan the barcode below or enter your secret ey manualy.

W o A e - -
Step 3

Enter an authentication code provided by your suthenticalor app below,

Aumenticaticn Code

o |

b. Ifyou selected Text message as the delivery method:

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

You will receive a text message with an authentication code. Enter that code in the
Authentication Code field.

Click the Submit button when you are finished.

c. Ifyou selected Email as the delivery method:

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

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

Click the Submit button when you are finished.

12
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Accessing the Web Portal

After your Two-Step Authentication settings are configured, you will be prompted for a second step
authentication code each time you log in.

Note: Authentication codes are only valid for a limited amount of time. Make sure you enter your
validation code promptly.

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

1. IntheLogin page, click the Need to disable two-step authentication link.

Enter an authentication code provided by your
authenticator app below.

AUTHENTICATION CODE

v/ Login

Need to disable two-step authentication?

The Account Recovery page displays.

Account Recovery

Enber your emall ard backup key below to disatde byo-sbep authentication for yowr account. Once disatded, you may log: in using onky your user name and password.

L )

BACKUF KE¥

Cancel " Request

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

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

13
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Registering the Desktop Client

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

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

Two-5tep Authentication

Please supply the Authentication Code provided via
email, SMS or app.

AUTHENTICATION CODE

Unable to access Authentication Codes?

4 Back MNext b

2. Afteryou receive your authentication code, enter the authentication code and press the Next
button. You can then complete the registration process.

Registering and Accessing Mobile Apps

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

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

you will be prompted to enter an authentication code at the time of initial registration. Enter
the authentication code and press the OK button.

14
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2. fTwo-Step Authentication has been enabled for your entire organization, you will also be asked
to configure a passcode (for your iOS device) or a PIN (for your Android device). At subsequent
sessions, you will be prompted to enter this PIN or passcode when you access your mobile app.

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

15
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Qaandndeaid deyice yaiwill be directed to the Settings page. Select Require PIN.

0 Settings

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

16
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You will be prompted to enter a Passcode.
sacoo ATAT ¥ Set ﬁﬂﬂl cﬂ!ﬂg)
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-
&1 21 &
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c. When accessing the mobile app in the future, you will be prompted to first enter this PIN

or passcode.

Registering and Accessing the Outlook Add-In

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

when changing your add-in credentials.

17
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1. If Two-Step Authentication has been enabled for your organization or for your user account,

mn code when you open Microsoft Outlook.

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

Authentication Code:

Unable to access Authentication Codes?

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

18
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The Web Portal

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

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

e Click the Files tab to access your files and
My Files folders or create new files and folders.

\

e Click the Shares tab to access Team Shares,

B Shares items shared by you, and items shared with
you.
g Guests e Click the Guests tab to collaborate and share

with people outside of your organization.

Click the Backups tab to create and manage
your backups.

g

Backups

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

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

©

How to Upload Files in the Web Portal

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

19



AXxcient
To upload files in the web portal:

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

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

47} Switch to classic & Anne Daring ~
= MyFiles e
W il

= QT )

© Create ~ g3 Upload Files @ 4 @
g Gulests
B3 sackups HAME + sizL MODIFIED
a File Report E 2020 Sales Resounoes
(© Activity Log

ED a &M Docs

ACcount Management

B3 anchor Trainmg & Documsentation
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An Upload Files pop-up window displays, showing you the status up the upload process.

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

W/ Files

@ Create v & Upload Files

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

Saarch fils.

W s

& File upload

Filename Slze Status

Orag files here.

Build 2.9.0
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How to Create and Manage Files and Folders in the Web
Portal

You can create and manage all of your files and folders in the Browse Files page of the web portal. In
this page, you can utilize advanced drag and drop functionality, create files folders, upload files, and

manage revisions. You can also preview dozens of file types directly in your web browser and edit files
simultaneously with coauthors using the fully integrated Collaborative Web Editor.

Finding Content

1. Inthe web portal, click the Files tab. The Browse Files page displays, giving you access to your
files, folders, and Team Shares.

47 Switch to classic A& Anne Doring =
= m Files Swrdrch filni
™ Fikes

E Shares

© Create = g Upload Files 4 9
8 Guests
Backups HAME nze WIDIFIED
B File Repoat E 2070 Sales Resourdes
(D Activity Log

B3 4 &M Dacs

B3 Account Management

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

21
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3. Youcan also select multiple items at one time by holding down the Shift key on your keyboard.
You can then perform mass actions, including download, lock, move, deleted, and more.

Previewing Content

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

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

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

Editing Content

1. Right-click a supported file type, point to Open in and select your preferred editor. Depending
on administrative settings, you might have access to the Web Editor or a Microsoft app.

22
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For example, if you select Web Editor, the file opens in the fully integrated, real-time

Collaborative Web Editor.

@ T B e LTSS vsr £ v | E-is-w-3 AT
B/ we v onvao HExama

T EEEDES T SO DUAE SUET IR

SRED S

o oA o =

Taa e,

Team Report Al

e [Focat] |2

a

e by g i change scconding i whch

cange
sy by T e Bl safmg s sk b v b, s e

Rapan Detals

.
o

aaaaa

Dits Collaction

uuuuuuuuuuu

D s ) BN B 00 S OO, i RS i Pl A,

Fapn Vol Bz

Beoenweeney - & 0 B B B O oemwe &

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

comments.

Creating and Managing Content

1. IntheFiles tab of the web portal, you can use the toolbar buttons to manage content in the

selected folder.
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a. Click the Create drop-down button to create a new file or folder inside the web portal.
b. Click the Upload Files button to add files to the web portal.

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

d. Click the Show Deleted button to show files that have been deleted.
e. Click the Restore Deleted button to return any deleted files to their original location.

f. Click the Erase all Revisions button to erase previous revisions.
@ Create = & Upload Files 0 4 9 &

2. Use the folder menu to manage individual folders:
a. Right-click a folder. A menu displays.
b. Inthe menu,you can:
o Click the Share link to create a share link to the folder and its contents.

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

e Click the Erase Revisions link to remove previous revision of the folder from the
system.

e Click the Rename link to rename the title of the folder.
e Click the Move link to change the path of the folder.

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

Note: When you delete an item, it is still stored in the system for a pre-determined number of days.
Within this timeframe, you can restore a deleted file. Please contact your administrator for more
information.
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3. Alternatively, you can use the file menu to manage individual files; or, press and hold down the
Shift key to select multiple files at one time.

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

b. Inthe menu,you can:

Click the Open in link to launch the file in the native browser, the Collaborative
Web Editor, Microsoft 365 (if applicable), or the Web Preview tool.

Click the Share link to create a share link to the file.
Click the Download link to download the file to your local machine.

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

Click the Erase Revisions link to remove previous revision of the file from the
system.

Click the Activity link to review activity or events for the selected file.
Click the Rename link to rename the selected file.
Click the Move link to change the path of the selected file.

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

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

information.
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A Note about Excluded Extensions

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

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

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

E notes.exe is not allowed because ".exe" files are not allowed
Search files...
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Live Databases

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

and collisions.
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Mobile Apps

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

+7) Switch to classic 2 Mary Jehns ~
Search files...
™ / vownload
L “
Windows Client Mac Client Outlook Add-In for Windows
Android App i05 App Windows Phone App

How to Download Mobile Apps

You can manage your files and folders from various mobile apps, including the Android app, the i0OS

app, or the Windows Phone app.

e Find and download the Android app in Google Play,
e Find and download the iOS app (for your iPhone or iPad) in iTunes, and

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

To find your device-specific app:
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£ Account Settings

& Anchor Sync

€ Logout

The Download page displays.

2. Inthe Download page, select either the Android App

<) Switch to elassic

Ouithook Add-1n for Windows

AXxcient

utton and select Sync.

,i0S App, or Windows Phone App button.

& Mary Johns ~

Androld App Wi

u

dows Phone App

You will be redirected to the page that will allow you

How to Use the Android App

to download and install your device’s app.

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

to:

View, rename, delete, and move content,
Upload content from your device,

Easily edit Microsoft 365 content,

Lock files and folders,

Share files and folders (including secure shares),

Manage share links,

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

29



AXxcient
e Pinfiles so that they are fully downloaded on your device.
Logging In
To log in to your Android device:

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

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

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

c. Inthe Password field, enter your password.

d. Pressthe Sign in button when you are finished.
N T
¢ BymeedTed i

adorrpPetide et

v —

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

Enves the weelcation code providesiby pour dahesbcaios agg
Baken I log in

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

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

iii. You will be directed to the Settings screen. Select Require PIN.
L. .

& Gettings

nnnnnn
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You will be prompted to enter a PIN.

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

Navigating

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

1. Pressthe menu tab to manage your Android app.

2. Pressthe My Files link to view a listing of your files, folders, and Team Shares.

3. Pressthe Share Links link to view a list of items shared by you.

4. Pressthe Recent Files link to view your most recent files.

5. Press the Offline Files link to view a list of pinned files that can be viewed offline.

6. Pressthe Backups link to view a list of your backups.
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7. Rinseasasbmiesgodik to view a listing of files uploaded from your device.

€ Iterms Shared By You 2 i

Locking a File or Folder
Optionally, you can lock a file or folder. To lock a file or folder:

1. Inthe My Files screen, navigate to a Team Share.
2. Within the Team Share, select the file or folder you want to lock.

3. Inthetop right-hand corner of the screen, press the more options button and then press the
Lock link.

¢ toamm —

Dubein

B Au Archor Questiass
B ssotorseR

I FET ocks
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B Tech Suport Widess
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Thefile is now locked.

Editing Files and Folders

To edit files with Microsoft 365:
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Note: To edit content with Microsoft 365, you must first download supported Microsoft 365
applications. File formats supported for editing include *.docx, *xlsx, and *.pptx.

1. Download the Microsoft Word app, Microsoft Excel app, or the Microsoft PowerPoint app,
depending on your needs and preferences.

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

T
= Liva Trwinieg O ot
I ecnr
[

.

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

] Office

Sign in to create and edit dooumants.

Signin »

Create an account ¥

Cancel

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

6. Save your file when you are finished. The file will synchronize.
Sending Share Links
You can also send share links directly from your mobile app. To send a secure or public share:

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

& 1 pelected Eﬁi i

I st

I #epibn
o W | ™

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

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

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

5. Toview a list of share links that you have generated, click the menu tab and select the Share
Links link.
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In the Items Shared By You screen, you can view a list of shared items. Secure share links are

indicated by a lock icon.

= [tems Shared By You 5]

I Secure files. Access by invitation
I shared projects
Cakoulations.xlsy

'i.‘:\-'v’dc'.i! e::r_ra:.-r_',v

a Draft of agreement docx

I 1 MEeting riotes.ixt

i

E Product Presentationpgi:

Select an item in the list to manage share link details. For example, you can set an expiry date,

change an existing expiry date, and make a share link permanent.
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Backing Up the Gallery

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

1. Inthetop right-hand corner of the screen, press the more options button and select the
Settings link. The Settings screen displays.

2. Inthe Settings screen, press the Enable Auto Backup option.

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

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

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

may apply.

4. Pressthe Back Up Videos option to configure settings for backing up videos in your photo
gallery:

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

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

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

Pinning Files for Offline Viewing

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

based on space limitations and access needs.

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

t @ 5:14
= Live Training Q 2 O ¢
B Anchor
B Replibit
:ﬂfiltﬂfdofﬂxa.n 7,201811:32 AM .
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2. When you unpin a file, it will remain on your mobile device until your cache is cleared. You can
manually clear your cache through the Settings screen.

How to Use the iI0S App

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

e Open and view files and folders,

e Editfiles,

e Lockfiles and folders,

e Sharefiles and folders,

e Manage share links,

e Upload content from your device, such as photos,

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

e Favorite items for offline viewing.
Logging In
To loginto the iOS app:

1. InyouriOSdevice, press the app icon to launch the app. The Login screen displays, prompting
you to enter your credentials, including:

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

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

c. Inthe Password field, enter your password.
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4 are finished.

User

Password

Remember Me

Login

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

Enter authentication code
provided by your
authenticator app:

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

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

You will be directed to the Settings screen. Select Use Passcode.

Use passcode [ @)

You will be prompted to enter a Passcode.

000 ATAT ¥ s‘dmm Ca‘nc?

Enter your passcode
1] &
e | 2

42



AXxcient

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

Navigating

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

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

2. Pressthe Share Links button to view a list of items shared by you.

3. Press the Backups button to view a list of your backups.

4. Press the Favorites button to view a list of items that you have marked as favorites.

5. Press the Upload button to upload content—such as images—from your phone to the server.

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

Operations

Synced Tool for iOS provides a variety of actions a user can perform on a file or folder:

Operation Action

Open with Options Long tap on afile.

Share, Favorite, Rename Swipe to the right on a file of folder.

Delete Swipe to the left on a file of folder.
Lock Click Edit and select item(s).
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Viewing and Editing Files

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

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

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

4. Click the Edit button to open the file in edit mode.

| ATRT ¥ i a4 PM -

Done DeliveringExceptionalPartnerExperi...

&

Pelivering an Exceptional
Partner Experience

FARTHER REQUESTS
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The Collaborative Web Editor opens in edit mode, allowing you to edit the file and collaborate
with coauthors in real time.
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Locking Files and Folders

AXxcient

Optionally, you can lock a file or folder within a Team Share. To lock a file or folder:

1.

2.

Press the Files button. The Files screen displays.

In the Files screen, press the Edit link at the top right-hand corner of the screen.
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3. Select the appropriate file or folder, and then press the Lock button at the bottom of the

crronnn Thf\ ; [alaal i(‘ NN II\I‘III\I‘I H 1
ECLoon . tomais L nreventing other users from accessing your content.
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Sharing Files and Folders

You can also share files and folders directly within your app. To share afile or folder, or to send a
secure share:

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

2. Inthe Files screen, find the file or folder that you want to share and slide it to the right.
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4. Tosend ashare link, press the E-mail link option. Alternatively, to send a secure share, press
the E-mail secure link option.

Note: If your administrator has configured settings to only allow secure shares, you will only have
the option to send a secure link.
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E-mail secure link

E-mail link

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

5. To manage share links you created, press the Share Links button.
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6. Selectanitemin the list to view share link information and statistics. Secure share links are
indicated by a lock icon.
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You can also automatically back up your mobile phone's camera roll to a synced folder using the Auto

Backup feature. When this feature is turned on, your mobile app will automatically back up photos,

videos, or both, to a synced folder called Camera Uploads. With this feature, you always have a

backup of your mobile photos and videos.

1.

2.

Press the More button and select the Settings link.

il KTET & & 2141 P -
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Files:

The Settings screen displays.

Files Q,  Edit

Date Size Typa
4 & M Docs

Account Managament

Anchor Training & Documentation
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Axcient-Bugatli-Public
Axclent-Bugati-Shared

Company Wide-Public

Company Wide-Published
Company-Paolicies

E&T RICK K

Education and Training Webserver

Ll

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

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

Select the Background Upload option to initiate backups without accessing the app.

Note: When uploading content over your mobile network, charges from your service

provider may apply.
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Enable camera upload C

Upload videos O

Background upload [ @)
Resat Uploads

Resetting uploads will force all camera items 1o be
uploaded again, even if they have been uploaded
in the past

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

Setting a File or Folder as a Favorite for Offline Viewing

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

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

2. Press the Favorite button (staricon) to mark the file as a favorite. If you favorite an entire
folder, all if its files will become favorites as well.
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3. Toaview a full list of favorite files and folders, press the Favorites button.
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The Desktop Client for Windows
and Mac Machines

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

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

How to Download the Desktop Client

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

To download the desktop client on a Windows or Mac machine:
1. Click the Download button in the web portal.
2 Mary Johns ~

£} Account Settings

s Anchor Sync

4P Logout

The Download page displays.

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

47 Switch to classic 2 Mary Johns *
Search fies
M | pownload
E L
windows Client Mac Client Outhaok Add-In for Windows
0] g
Android App S App Windows Phane App

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

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

& Language Sel... 7 et
Please select the installation language
English - English
[ o | | concel |

5. Click the Next button to start the Setup Wizard.
& Setup — a *

Wedcome to the Setup Wizard,

53



AXxcient

In the License Agreement screen, click the I accept the agreement radio button if you accept
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Please read the following License Agresment. You must accept the terms of this agreement befare
continuing with the installation,

END USER. LICENSE AGREEMENT ]

IMFORTANT—-READ CAREFULLY.

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

ALL OF THE TERMS AND CONDITIONS OF THIS LICENSE AGREEMENT.

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

1 the
Do you - - (® 1 accept agresment
() 1do not accept the agresment

InstalBuilder

<Bak | | MNext> |  Cancel

In the Installation Directory screen, select the location where you want the installation files to
reside on your local machine. In most instances, you can accept the default location.
Alternatively, manually input a new directory or click the Folder icon to select a new directory
on your local machine. Click the Next button to continue.

& Setup - ] *
Installation Directory g

Please speafy the drectory where Synced Tool wil be installad.
Installation Directory | C: Program Files (x88) Synced Tool Ke

InstalBuider

< Back Hext > Cancal
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In +thA DanAvita lnctall crvann Alicl, +ha Nlavd hiittAan +A hegin the installation proceSS.
£ Setup - [m} X

l's |
Ready to Install
N/

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

Inst2iBulider

| <Bak | Nea> || cancedl |

When the Setup Wizard completes, you can optionally click the Create a Desktop Shortcut
checkbox. Then, click the Finish button. You must restart your computer to complete the

installation process.
& setup - O b,

Completing the Synced Tool Setup Wizard

Setup has finished instaling Synced Tool on your computer.
M Create a Desktop shortcut?

<tk | [ posn | [ canesl |

How to Register the Desktop Client

After the desktop client is installed, it must be registered to your user account so that it can recognize

the files and folders that belong to you.

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

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

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

2. Inthe Registration screen, enter your login credentials as provided by your administrator. Click
the Next button to continue.
sl-'sgl'.t'ﬁtrl‘ — ] X
Welcome to SyncedTool!

Please enter your login cradentials:

EMAIL

FPASSWORD

MNextp

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

Two-5tep Authentication

Please supply the Authentication Code provided via
email, SM5 or app.

AUTHENTICATION CODE

Unable to access Authentication Codes?

4 Back Nextp
b. After you receive your authentication code, enter the authentication code and press the
Next button.
3. Inthe Select Destination of Folder screen, select either a default or customized destination for

Synced Folder, where all files, folders, and team shares can be accessed on your local machine.
In most instances, you can select Default, and you will be able to access Synced Folder in the
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following location: C:\Users\[User Name]\Synced Folder.
£ Registration — O >
Select Destination of SyncedTool Folder

® Default destination

Select destination

a. Ifyou selected the Select destination radio button, you will be prompted to choose your
preferred folder location. In the Select Destination screen, click the Browse button to
specify another location on your local machine. Click the Next button when you are

finished.

Note: A folder named Synced Folder will automatically be created within the location you select.
You do not need to manually create a folder titled, Synced Folder.

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

Destination Conflict

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

. C:Wsers\Anne Doring\SyncedFolder

Press Merge or Change to resolve,

4. Inthe Selective Sync screen, click the Skip and do this later radio button to sync down all Team
Share content and personal folders currently available in the cloud. Or, click the Select what to
sync radio button to deselect content that you do not currently want on your local machine.
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£ Registration — O et

Choose Folders for Selective Sync

® Select what to sync to this device now

Skip and do this latar

a. Ifyou select the Select what to sync radio button, you will be prompted to deselect the
folders and Team Shares that you do not want immediately available on your local
machine. Remember that you can change these settings at a later date.

£2 Registration - a X

Only selected folders will sync down to this device

Select All Folders
Bl Anchor Videos

v v [l MyFiles

r v Training & Documentation

Files not within folders will always sync

-
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5. Click the Finish button when the Registration Wizard completes.

£ Registration — O et

n Congratulations. You're all set!

u IEI Open "SyncedTool” folder when finished

How to Upload Files in the Desktop Client

When files and folders are added to the web portal, they automatically propagate down to your local
machine; you can then find these files and folders inside your Synced Folder. In the same way, files
and folders that are added to Synced Folder will automatically sync to the web portal and any other
devices you have connected to your account. You can use the desktop client on both Windows and

Mac machines.

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

1. Onyour computer (local machine), open Synced Folder in an explorer window. Synced Folder
displays.

(3 0= |+ SymcedFolder » Files »

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

3. Usetheicons to understand when your files are syncing. For example:

e Ablueicon on afile indicates that the file or folder is currently syncing.
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e Agreenicon means that the file or folder has successfully synchronized, and is available
i makbila.devices.

How to Manage Preferences for the Desktop Client

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

Managing Preferences
To manage your preferences, or to change your settings:

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

5 - O Up to date
RECENT ACTIVITY
Report.xlsx No Warnings
Added |ul 20 2017 10:04 AM
B NewReport AtAnne callision 0)
Added Jul 20 2017 10:04 AM
About
B  Anchor Onboarding Outline.dor
Added Jul 20 2017 1004 AM Em
B NewReport Adocx
Addad Jul 292017 10:04 AM
B Anchor Onboarding Outline.docx
Added Jul 20 2017 10:04 AM
Bl s aee
5% Uptodate

The Preferences dialog box displays, showing the Overview tab.
2. Usethe Overview tab to view important information and status updates, including:

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

e Thetotal amount of space quota available and the total amount of space used
e The device name and the device account information

e The Unregister button, which unregisters the desktop client
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e TheActivity area, which lists the status of uploaded and downloaded files, as well as a
notification of excluded files

£¥ ymcedTool Preferences X
- Sync  Settings  Network  Warnings
TN €0 Uptodme
. |
'y \ DEVICE NAME
,\ » 1 % /l DESKTOP-VI3LIPS
13GB out of 1000G8 scharing@atoldornet
ACTIVITY
[ R
O 3 Added fle New Report A docx Dec22(
© 3 Added file DocEdit_NowkB.docx Doc22(
© (3 Addedfile Anchor_v25.1_Release_No...Dec 2 2(
© [ Added filn Unlock2 pog Dec22(
O 3 Added fle 21Release_PauseSyncdocx Dec22(

< | >

2 Flete Escidea

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

£¥ syncedTonl Preferences x
Ovarview _ Settings Network Warnings
Oy salactad foldars will syne down 1o this devics

Salect All Folders
Bl Ancher Videes

b i) [l My Fies

P Training & Decumentation

Filis not within falders will sways sync Cancel u

Click the Settings tab to specify language, locking, and remote browsing settings. For example:

e Click the Language drop-down menu to select your preferred language. You can also
choose to show or hide desktop notifications.

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

e Inthe Privacy section, click the Disable Remote Browsing checkbox to prevent
administrators from remotely browsing the contents of your Synced Folder (for example,
to create a backup of your local folders).

SyncedTocl Preferences - o X
Overview  Sync _ Network  Warnings
Language English -

Hida systray icon

®  Show systray kon

v Show icon and notfications

FILE LOCKING

@ Auzo Locking  Ask -

PRIVACY

e Disable remote browsing by administrators

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

a. Ifyou are working within a Local Area Network (LAN), click the Enable LAN Sync check
box to turn on the LAN Sync feature. LAN Sync refers to a file synchronization approach
that accelerates the sync process when a shared file already exists on a LAN.

b. Use the Bandwidth Throttling section to configure bandwidth settings; you have the
option to set a specific limit, or decide not to limit bandwidth. Please note that
administrator settings might override your personal settings.

c. Click the Proxies drop-down to configure proxy settings for your network. You can select
from:

e No proxy

e Detect Automatically, which auto-detects proxy settings from your system or
network

e Custom, which allows you to apply custom proxy configurations if you are unable
to automatically have the system detect your proxy server settings
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£ SyncedTool Preferences X
Overview  Sync Settings _ Warnings
Enable LAN Sync
BANDWIDTH THROTTLING

DownloadRate  Don'tLimit ¥ UploadRate Don'tLimit ~

PROXY SETUP

Proxy NoProxy

Click the Warnings tab to view a list of file sync warnings. While still in this tab, you can also
click the Export Sync Status Report link to save information about the current sync status to a

text file.

3 syncedTonl Prelerences =
Overview Sync Settings Metwork _
1 wamings Filber by: M Filver -
NAME WARNING REASON SOLUTION
[Z] Mow fepen Adocs Fila Callision [
€ ¥
0 Wamingis) Dismissed Export sync status report

Pausing a Sync Process

You may find times when you would like to pause the sync process, such as when you are gettingon a
plane, when you want to conserve bandwidth, or if you would like to work in isolation.

To pause a sync process on a Windows or Mac machine:
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1. Click the system tray icon and hover over the Status message (for example, Up to date).

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

SyncedTaol mo o
RECENT ACTIVITY

Il TechTuesday®s july 25
| [7] TechTuesdayats-

n‘ rerecard O.mpd

-

g audio_onty.mda

. Mew folder

[ B r—

w2 —C + Upto date

2. When the text changes, click the Pause button.

3. Toresume the sync process, hover over Paused and select Resume.
SyncedTool B e o

RECENT ACTIVITY

@ New Report A.docx

DocEdit_NewKB.docx

[Z_q Anchor_v2.5.1_Release_Notes.docx

Viewing Warning Messages

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

1. Click theicon onyour computer’s system tray or menu bar. The system tray menu displays,
allowing you to view and manage warning messages.
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o The Space Quota indicator SyncedTool E o O
message displays the amount of e s
space you are currently utilizing. Bl TechTuesday@s juy 25

9 . [ TechTuesdayat9-
The Resolve Sync Warnings L0

. . . [ d_0.
indicator activates when a file sync o8] reracent.Ommes

warning—such as a collision or a B auso.onymis

locked change warning—occurs on R

your local machine. When this ER New foider

indicator is active, click to resolve = o

the file sync warning. For more 4o 2 () e e S O

information, please reference the
How to Resolve File Sync Warnings
section of the End User Guide

e The Status indicator displays the
progress of the sync process. This

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

How to Use the Selective Sync Feature

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

To use the Selective Sync feature:

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

65



2.

3.

AXxcient

Syncedtool & uprodate
RECENT ACTIVITY
3] Reportdsx NoWamings
B NewReport AlAnne collision 0)
— About
B Anchor Onboarding Outéine.dox
- —— Exit
B NewReport Adocx
B Anchor Onboarding Outine docx
. e dee
Sn Uptodate (3

Click the Sync tab.

In the Sync tab, click to expand individual Team Shares to select or deselect Team Share roots
or Team Share subfolders. Alternatively, click to expand My Files to select or deselect personal
folders.

¥ SyncedTool Preferences *

Overview _ Settings Metwork Warnings

selected folders will down to this device
Hne

Select AN Folders
Il snchor videos
b [ - My Files
U E Traming & Documentation

Files reest within folden will alwins syne Cancal

Click the Save button when you are finished selecting and deselecting content.

A confirmation dialog box will display, notifying you that only the selected items will sync down
to your machine.

Click the Update button to confirm these changes.

All other folders will still be available in the web portal, and on any other device that can
selectively sync content.
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How to Add the Desktop Client as a Storage Location in
Microsoft 365

You can add the Desktop Client as a storage location in Microsoft products, making it easy for you to
open, edit, and save content stored in the cloud. When you sign in to a Microsoft or Microsoft 365
account, you can:

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

e View a list of your recently opened cloud content, allowing you to quickly access your most
relevant content supported by the Microsoft application

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

In this way, you can personalize your Microsoft experience by accessing your synced files from all of

your registered machines.

Note: This feature is supported for version 2013 and higher.

Adding The Desktop Client as a Storage Location

Before you can begin using this feature, you must add the desktop client as a storage location in your
local apps.
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The Open section of the backstage area displays, prompting you to open afile.

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

Select the desktop client from the list of available storage locations.
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4. You can now open files, edit files, and save new files to the desktop client directly from your

26E annlicatinn

Werd r - 0 x
Cpen
(%) Recent Today
£l z:_:f:‘ LEHI5 348 AM
g SynoedToal Older
@ - 5 mf'mﬂ‘”‘gm W0 A7 A
+ Add a Place
v Browse

i Rmcover Unseved Decumaents

Accessing Cloud Content from Other Instances of your Apps

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

1. Openanapp onyour local machine and click the Account link. The Account section of the
backstage area displays, allowing you to manage your account information.

2. Ifyou have not already signed in to your Microsoft or Microsoft 365 account, click the Sign In
button.

69



AXxcient

3. Whenyou are signed in, you will see a warning message if you do not have the desktop client

= SyncedTaol
We can't connect to SyncedTool because 3
pihag-in is missing or not working.

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

from within your local apps.

Removing the Desktop Client as a Storage Location

Open an app on your local machine and click the Account link. The Account section of the

1.
backstage area displays, prompting you to manage your user information.

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

3. Click Yes to confirm your selection. The desktop client will be removed as a storage location.
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Sharing and Collaborating

You can collaborate and share files in many ways.

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

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

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

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

How to Create a New Team Share

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

In both the web portal and in Synced Folder, Team Share folders can be recognized by icons with two
people on it.
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e Team sharesin Synced Folder:

s

v

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

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

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

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

Team Share Permissions

When administrators create Team Shares, they assign permission roles, which define how each
subscriber can interact with content in the Team Share. For example:

e The Co-Owner has total control over content.
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e The Collaborator (default role) has the ability to seamlessly work with others by creating share
links and modifying all content locally and on the web.

e The Editoris similar to the Collaborator, but without the ability to generate share links.

e The Web Editor is similar to the Editor, but without the ability to download or sync content
locally. Web Editors can edit the content within the Collaborative Web Editor only.

e The Viewer is a restricted role, only giving users the ability to view content.

e The Previewer is a restricted role, only giving users the ability to preview content in the web
portal.

e The Uploaderis arestricted role, only giving users the ability to view folder structures (not files)
and upload files and folders on the web.

If you perform an unauthorized action in the web portal, you will receive an error message.

If you perform an unauthorized action from the desktop client, you will receive a file sync warning.

£Y SyncedTool Preferences - o] x
Overview  Sync  Settings  Network _
© Swarnings Fiter by.  Show All Warmings
SOLUTION
fm eFolder BDR Cakuta... File Colision Eezodx
G eFolder Anchor Part.. Locked File Deleted Beaohe
) eFolder Anchor Pare.  File Added to Locked Folder Braohen
] eFolder Rephtic Best . Ivald Revision eai0hm l
B sterec e fickdocx  File Colision Seachn

,‘ - - .’.

O Warenings Dismissed

Please contact your administrator if you have questions about Team Share permission roles assigned
toyou.

Instructions

In many instances, an administrator will create a Team Share for you. As an end user, you can also
create your own Team Shares. To create a new Team Share:

1. Intheweb portal, click the Shares tab. The Team Shares page displays.

74



2.

AXxcient
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B MyFies Smarch b

™ Team Shares
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2 B3 Tean Shares BB iremas Shared Byvou BB items Shared With You @ Create Team Share
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B3 Backups
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B File Report

¥ Filles /Marketing Team Shaine Marchi11, 2015 [ )
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The Create Team Share page displays.

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

B3 create Team Share

Team Share Name *

Click the Create button when you are finished. You will be redirected to the Team Share
Subscribers page.

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

W/ TeamShares | Team Share Subscribers
PERSOM REMOVE

Jahns, Mary

—SelectaUser— Add to Share

Black, Jack

Integration, AD
Johns, Mary
Smith, John

Young, Julie

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

How to Send Share Links to Files

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

device.

To send a share link to afile:
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Or, if you are working within the desktop client, right-click on the file, point to the SyncedTool
menu, and select Share link.

Open
Prant
Edit

& Share
Open with

¥

¥

& SyncedToal

2| B Open in Web Editor

Festore previsus versions B3 View revissons

2 Share link
7

Cut
Copy

O Lock

B Lockfor.

Create shorcut

Properties

The Share Access dialog box displays.
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% Public Share URL
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Share Options
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Download Limit | |
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Share With
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Notify ® New Recipients © Everyone © None
Message ‘ |
LEL Can Modify Remove

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

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

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

The Share Options settings, which allow you to:
o Select whether the share link will expire after a certain date
e Seta limit for the total number of times the file can be downloaded
e Turnon email notifications for when the share is downloaded

The Share With settings, which allow you to specify share recipients and set permissions
for each of these users. This section is only required if you are sending a secure share
link. Alternatively, for public share links, you can optionally copy the share link and send
it to desired collaborators through third-party communication tools.

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

Click the Share button save your changes. You will be redirected to a confirmation page.
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4. Click the Delete button to cancel your configurations and delete the share link.

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

How to Send Share Links to Folders

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

device.
To send a share link to a folder:

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

BB New Folgas

& Share

s Download Zip
@ AnneAn

Al Rename

| % Move

@ My Guid

M Delete

Or, if you are working within the desktop client, right-click the folder, point to the SyncedTool
menu, and select Share link.

Open
Prirt
Edit

52 Shars
Open with

>
(Givve access bo b
4 SyneedTool 2 B Openin Web Editor

Frestore previous versons B View revisions
& Share link

Send o >

B Lok
B Lockfor.. >
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The Share Access dialog box displays.

Share Aocess x

Secure Share @
= Public Share URL

http://defaultorg. syncedtest.com/shares/fo m
Allgw anonymous users to edil files

Share Options:
Expirabion Date =
Motify on Upload?
Motify on Download?
Share With
Recpents Wdd names ar emails |
Motify ® Mew Recpients © Everyone O Mone

Message

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

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

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

The Share Options settings, which allow you to:
o Select whether the share link will expire after a certain date
e Seta limit for the total number of times items in the folder can be downloaded
e Turnon email notifications for when the share is downloaded

The Share With settings, which allow you to specify share recipients and set permissions
for each of these users. This section is only required if you are sending a secure share
link. Alternatively, for public share links, you can optionally copy the share link and send
it to desired collaborators through third-party communication tools.

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

e Can Modify permissions allow the specified user to edit files within the folder using
the Collaborative Web Editor. Can Modify also lets users upload files into the
folder.

e Can Delete permissions allow the user to delete files within the shared folder.
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3. Click the Share button save your changes. You will be redirected to a confirmation page.

4. Click the Delete button to cancel your configurations and delete the share link.

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

How to Manage Guest Accounts

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

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

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

Specifically, Guest accounts can:

e Access a shared file or folder through the web portal

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

o Utilize the desktop client, WebDAV, or mobile apps

e Subscribe to Team Shares
Best Practice: If you will be collaborating with a guest account on a regular basis, you might
consider sharing an entire folder with the guest account. When you create a secure share to a
folder, you can invite a guest account and decide whether or not to give that guest account
permission to upload or delete content from that shared folder. You can also choose to be notified

when the guest user uploads or downloads content. In this way, the shared folder becomes a
collaborative space where you can exchange and review content.

To manage guest accounts:
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1. Inthe web portal, click the Guests tab. The Guests page displays, listing all of your existing
guests.

2. Usethetoolsin the Guests tab to manage guests.

How to

The Create Guest button, which allows you to manually add a new guest. You can

configure the guest's name, email address, password, and even decide if and when the
password should expire.

The Remove button, which allows you to delete an existing guest.
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Manage Shared Items

You might find it useful to keep track of items in Team Shares, as well as items you have shared with

third parties.

Using the Shares tab in the web portal, you can generate and view reports that allow

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

To track shared items:

1. Inthe web portal dashboard, click the Shares tab to manage your shares.

2. Click the Team Shares button to access controls that allow you to create, view and edit Team
Shares.
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b. Click the On button to receive a Daily Digest email for the selected Team Share. A Daily
Digest email will outline detailed information about events that occurred within the
Team Share. You will receive a daily email until you turn off the Daily Digest option.

c. You can also turn on or off the syncing of Team Share content down to your local
machine. This functionality is useful if a Team Share contains large files (such as video
files) and you would rather only access the content when necessary from the web. Click
the Off button to turn off the syncing of content to your local machine. Alternatively,
click the On button to ensure that all content gets synchronized to your local machine.
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Click the Items Shared By You button to track how many times an item you shared has been
viewed, downloaded, and whether or not it is set to expire on a certain date.
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a. Find a previously configured share link and click the arrow to expand and view settings.

b. Click the Manage Share Access and Settings button to reconfigure settings configured

in the Share Access dialog box.
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c. Click the Deactivate Share button to delete the share link and remove all access.

d. Alternatively, click the Delete button to remove a share link for one or more share

recipient.
o m
J Al
E Product Certification) Product Training_Analysis ppo o Velimited Ko @
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Account o o : kY
Link

adoring@eioidertest

4. Click the Items Shared With You button to view files that were shared with you by others in
your organization, as well as information about who shared the file and what access rights you
were given (including read, write, and delete).
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5. Finally, in some instances, you might be invited to join a Team Share that is outside of your
standard work organization. When this happens, you will be alerted through email and by a
notification in the Shares tab of the web portal. Use the Shares tab to accept or decline this

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

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

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

e Editsimultaneously with coauthors and view their changes in real time
e Send and receive instant chat messages

e Add, view, and manage changes and comments

Revisions

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

e Editing a file within the Collaborative Web Editor will generate a revision in Anchor.

Anonymous Editing Permissions

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

Notifications and File Locking

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

<

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

D
WE
@
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Launching the Collaborative Web Editor

To use the Collaborative Web Editor:

AXxcient

1. Ifyou are working from the desktop client, right-click a supported file, point to the context

menu, and select Open in Web Editor.

Open
Prirt
Edit

¥ Share
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£ SyncedTool >
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Open in Web Editor

e £

42 Share link

£ Lock
B Lockior. >

Send to »

Cut
Copy

Create shorteut
Delete
Rename

Properties

2. Alternatively, if you are working in the web portal, navigate to a supported file, right-click the

file, point to Open in and select Web Editor.
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The file opens in a new tab.
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3. To configure advanced settings, click the File tab, and then click the Advanced Settings link.
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Use the Advanced Settings section to turn on and off features, such as commenting, spell check,
auto-save, and so forth. You can also choose to view or disable real-time collaboration changes.

4. While still in the Files section of the tool, you can:
a. Click Save to save thefile.

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

c. Click Share Link to generate a share link for a standard user or guest user. The recipient
will be given privileges to co-edit the document using the Collaborative Web Editor.
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d. Click Download as to download the file to your local machine. You will be presented with
the option to download the file in your preferred file format.

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

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

Inviting Coauthors to Collaborate

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

1. Click the File tab and select Share Link.

File Home Insert Layout Referg

Close Menu

Save

Save as...

Share Link

Download as...

Print

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

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

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

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

Secure Share &

= Public Share URL
|http://defaultorg.syncedtest.com/shares/file;
¥ Allow anonymous users to edit files ]
Share Options

* Share With

CANCEL E EEE

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

a.

b.

Select the Secure Share radio button.

In the Recipients field, enter the name of the coauthor. The name of this new user will
display in the lower portion of the screen.

Ensure the Can Modify checkbox is selected. The Can Modify permission allows this user
to edit thefile.
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d. Click the Share button to send the share invitation to the recipient(s).

Share Access H

Secure Share @
Public Share URL

Share Options

Share With

Recipients [Add names or emails |

Notify ® New Recipients © Everyone © None

Message |

Name Can Modity Remowve

Maiihew Dugan r n
mdugangefoldernat J x

¢

4. Toview a list of coauthors, click the View Users button. A pop-up window displays, showing a
list of users who are actively editing the document.

o

=
= Document is currently being edited by several
2| users
& Matt Dugan
8 I Guest Account
= ! Anne Doring
o
|
b n
3 |
Page 1 of 1

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

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

1. Inthe left-hand navigation bar, click the Chat button to reveal the chat window.
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2. Enteryour message in the Chat dialog box and click the Send button. A visual overlay displays
over the recipient's Chat button, indicating that a new message is available to view.

Editing with Coauthors

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

90



AXxcient

Note: If the file is later downloaded and opened on a local machine, these edits and comments will
remain, and will display in all applications that support Track Changes and commenting (for example,
Microsoft 365 products).

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

B Englsn United Stes) - @[] M B O Zeom 100 @
All changes made by you and coauthors will display in bubbles, allowing other users to accept
or reject these changes.
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2. Toaddacomment, highlight the appropriate portion of the file, right-click the highlighted
content, and then select Add Comment.
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A pop-up bubble displays, allowing you to type a comment.
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3. Toview all comments in the document, or to respond to an existing comment, click the
Comments button in the left-hand navigation bar. You can use the toolbar to edit, delete, or
mark a comment as resolved.
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How to Edit Files in the Web Portal Using Microsoft 365
Apps

If your organization has access to a commercial Microsoft 365 subscription, you can edit files in the
web portal using your Microsoft 365 apps. During the editing session, files are automatically saved,
and all versions are tracked.

Note: Your administrator must turn on this feature before it can be used.

Advanced functionality includes:
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e Quickly view or edit files directly from the web portal, without needing to download files or use
local applications.

e Access awide range of formatting tools to manage fonts, images, charts, styles, and more.
e Edit and collaborate using the Track Changes and Commenting features.
e Track file changes and revisions automatically through the auto-save feature.

e Collaborate with co-authors in real time.

Supported File Formats

The following file formats can be edited using Microsoft 365 apps:

e Microsoft Word (.docx)
e Microsoft PowerPoint (.pptx)

e Microsoft Excel (.xlsx)

Notifications and File Locking

¢ Inthe Web Portal, a file that is being actively edited within a Microsoft 365 app will be marked
with a Web Edit icon. Team Share subscribers will still be able to launch this file from the web
portal.

&

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

AN
m=

Launching a Microsoft 365 App
To view or edit files using Microsoft 365 apps:

1. IntheFiles tab of the web portal, navigate to the file that you want to view.
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2. Right-click a supported file, point to Open in, and select the appropriate Microsoft 365 app (in

thic inctanra win ara enlartina WWavd Anlina)

Eﬂa Overr= !
3 Openin... € Web Editor
- & Web Preview
I% Roac Share
o Download | Word Online

Native Browser

ﬂ Slide B Revisions

< Erase Revisions

@ Test. ©® Activity

Al Rename
@ Test, ' Move

M Delete
ﬂﬂ Test.xlsx

The file automatically locks and will be marked with an Editing icon in the web portal.

3. Ifyou are not logged in to Microsoft 365, you will be prompted to sign in. Click the Sign in with
a work or school account button to continue.

Almost there...

To edit business documents you'll need a commercial Office 365 subscription

Sign up for a new account

After you are authenticated, the file opens in the Microsoft 365 app.
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Note: Depending on administrative settings, you might only have the option to view files. Contact
your administrator for more information.

4. When working in your Microsoft 365 apps, you can access advanced functionality, including:

1. Click the File tab to rename your file. If you are working in the Excel app, you will also
have access to the Save As feature, which allows you to save to a different file. This new
file will be saved to your root folder.

2. Clickthe Home tab to manage your clipboard, change fonts, control paragraph settings,
and apply styles as defined in your file. You can also access the Find and Replace feature
if needed.

3. Click the Insert tab to add page breaks, tables, pictures, links, and comments; you can
also control headers, footers, and footnotes.

4. Click the Layout tab to manage margins and page formatting options.

5. Click the References tab to insert a Table of Contents or other reference tools.
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6. Click the Review tab to manage the Spell Check feature, add comments, and show
editing activity.

7. Click the View tab to set preferred viewing settings. For example, you can control the
display of the navigation page, adjust zoom settings, and so forth.

8. Click the Help tab to access the Microsoft Help file.

9. Click the Comments button to expand or collapse the Comments panel.

ﬂa Waord Restuirm to My Files » / Outline S

View Help G Tell me what you warit to do £ Editing ~ =

00000 000 o

5. Click the Return to My Files link when you are finished. You can also close your browser tab to
end the editing session. All changes will be automatically saved.

Note: The Sign Out link currently signs you out of the web portal; it does not sign you out of
Microsoft 365. This functionality will change in future releases.
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Locking Files and Folders

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

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

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

How to Lock Files and Folders in the Web Portal

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

To place alock on afile or folder in the web portal:
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1.
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The item is now locked, and is read-only for everyone else in the share.

2. Alternatively, to lock the folder or file for a specific amount of time, select Lock For. A pop-up

window displays, allowing you to select a time period, including: 30 minutes, 1 hour, 3 hours, 6
hours, or 1 day.

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

Viewing Lock Information
When you are working in the web portal, you can view information about who locked the file or folder.

1. Inthe web portal, right-click the Team Share item, and select Lock Info. A dialog box displays,

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

The page at syncedtest.com says:

Locked By: John Smith
Source: Web
Expires: Never

[ | Prevent this page from creating additional dialogs.
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How to Lock Files and Folders in the Desktop Client

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

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

1. Inthe desktop client, right-click on the Team Share item, point to the sync menu, and select
Lock. The Team Share item will remain locked until you unlock the item.

Open
Print
Edit
1= Share
Open with 3

Give access to >

3 SyncedTool > | [l Open in Web Editor

Restore previous versions [ View revisions
+2, Share link

Sendto >

Cut
Copy

Create shortout
Delete

Rename

Properties

2. Alternatively, to lock the folder or file for a specific amount of time, point to Lock for, and select
a time period, including: 30 minutes, 1 hour, 3 hours, 6 hours, or 1 day.

Auto-Locking Files

If your administrator has turned on Auto-Locking, please note expected Auto-Locking behavior:

e This feature applies to .doc, .docx, .xlsx, .ppt, and .pptx files. This feature also applies to .xls,
.odt, .ods, and .odp documents if the documents are opened with LibreOffice or OpenOffice.

e This feature is not supported for Word for Mac and .xls files opened with Excel.

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

To open afile using this feature:
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1. Click to open afile in the Team Share. You will be presented with a dialog box that will prompt

Lock Shared Document

Synced ool getected that you openad a shared document,
Editing it might cause version collisions.

B ocumentation\New Report A.docx
® Lock the document to prevent others from modifying it

Max Duration 1 hour -

Don't lock the document

Change Future Behavior Cancel

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

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

SyneedTaol

File &= curremly locked.
Lok will sxpire ol 0934 PM

Note: When attempting to edit a Microsoft Word 2013 or Microsoft Excel 2013 locked file, offending
users will need to actively clear the read-only notification before they can edit a file. Older
revisions of Microsoft Word, however, will only display a read-only notification in the toolbar area.
It is important to be mindful when working in Team Shares, and to pay attention to display
indicators and warning messages.
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Viewing Lock Information

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

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

7 Anchor Sync *

@ File: Template_|IndividualDoc.docx
Locked by: Anne Doring
Source: AMMEDORING-PC
Expires on: never

How to Resolve File Sync Warnings

The desktop client generates file sync warnings to alert end users of potential problems with the file
sync process. Each warning provides an automated resolution option.

Common Types of File Sync Warnings

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

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

Your administrator can configure file locking so that locks are stronger (hard locks); in these

instances, you will not encounter a locked change warning. For more information, please
contact your administrator.

Note: If Team Share subscribers forget to lock files and folders before making changes, file sync
warnings will occur more often; it is therefore considered a best practice to lock files or folders
before making changes.

Resolving a Collision
To resolve a collision on a Windows or Mac machine:

1. When a collision occurs, you will see a Resolve Sync Conflict icon.
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2. Click the icon on your computer’s system tray or menu bar and select the Sync Conflicts

nAatifiratinn irAn

SyncedTool mOo O

RECENT ACTIVITY
E Mew Report A.docx
Updated May 18 2017 12:33 PM

E Mew Report A.docx
Updated May 18 2017 12:32 PM

E Mew Report A.docx
Added May 18 2017 12231 FM

0x | 1 Uptodate (3

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

The Preferences dialog box displays, showing the Warnings tab.

g SymeedTool Prefenences x
Ohverview Sync Settings Metwork _
1 wamings Fierby: Mo Filter -
HAME WARMING REASON SOLUTION
= Maw Rapont Adocs File Calliion Rashos
< >
0 Wamingis) Dismissed Export sync status report

3. Inthe Warnings tab, click the Resolve link to learn more about the collision.
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Click the Rename button to rename your copy to include the term collision appended to
the end. When this option is selected, you will see two files: the original_file_name file

and the original_file_name (collision) file.

Click the Discard button to delete your copy without saving changes.

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

g SyncedTool Preferences s

Overview Synic Settings Metwork _

There is a new file revision
conficting with the local version #

NN NN

1 wamings Filtes by

|£ Rename ;‘1’ ::-,:.-n-:t

| MHAME WARNING RBEASOM
B New Repon Agocx File Callisian Besolve L ;
A A A A A A A P S S S A S A ra

4. Alternatively, you can resolve the file sync warning directly within Windows Explorer or Mac
Finder. For example, on a Windows machine, right-click the affected file, point to the sync

menu,

and select your preferred option.

S AR

).« SyncedFolder » Marketing Team Share » Colision .|4,']'|‘ Search Colisice

Pl

Organize v @ Open ~ Share with » Print E-mail New folder

T Mame : Date mod#ied Type
I Desitop @ Colliso 1243 MM Microsoft Word 0.
8 Downlosds
1 Recent Places
3 SyncedFolder
38 Libess
o Music I
= Pictres B Viewreviions
B Videos Delete Local
Auto Rename Local
4 Homegroup Overnrite Remote
Cut
& Computer Copy
@ Network Create shortcut
Defete
Rename
a—| Colision Properties Size: 110 KB
E Microzaft Word D

a e

Resolving a Locked Change Warning

To resolve a locked change warning on a Windows or Mac machine:
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olve Sync Conflicts icon.

2. Click the icon on your computer’s system tray or menu bar and select the Sync Conflicts

notification icon.

SyncedTool

RECENT ACTIVITY

Mew Report A.docx

m oo

Updated May 18 2017 12:33 PM

Mew Report A.docx

Updated May 18 2017 12:32 PM

Mew Report A.docx
Added May 18 2017 12:31 PM

o

O

| S

0

Up to date (£

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

The Preferences dialog box displays, showing the Warnings tab.

3. Inthe Warnings tab, click the Resolve link to view more information about the locked change
warning.
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&% SynoedTool Preferences x
Overview Sync Settings Maetwark _
1wnimings Filtar By Shaw All Wamings w

MAMNE WARMI W0 REABON SOLUTION

B tewRepart Adocs Locked File Deleted @

< >

0'Warning(s] Dismissed

4. Click the Dismiss link to clear the warning. The system will resolve this issue for you as soon as
the lock is removed.

| SyncedTeel Preference

| Overview Sync Settings Metwork
Fil o Talder 15
Twarnings Filber by~ Sk ety -

| o L

MNAME WARMING REASOMN &
B HewReport Adoo: Locoed File Modifed Brsotee
# PV AP S AV S S A SV NV S S A

YRR ANRN RN ANNAY

Other Types of File Sync Warnings

In total, the desktop client can generate six different types of file sync warnings:

File Collision

This file isn't syncing because the local This file isn't syncing because the

local changes are conflicting

changes are conflicting with the cloud with the cloud version.

version. To resolve this issue, you can select _
A] Rename i‘,}/ Discard

from:

@ Overwrite
e Rename - Rename the local file so the

new changes sync to the cloud. This
creates a new file.
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e Discard - Discard the new changes and
sync down the cloud version. This
option will send your recent local
changes to the Recycle Bin.

e Overview - Overwrite the cloud version
with the new changes.
Note: This option will only be visible if
it the Allow users to overwrite collisions
policy is enabled.

Folder Exists Upstream (Folder collision)

This folder isn't syncing because a folder with  This folder isn't syncing because
a folder with the same name

the same name already exists in the cloud. To -
already exists in the cloud.

resolve this issue, you can select from:
Y Al Rename ® Delete

e Rename - Rename the local folder to
begin syncing to the cloud. This creates
a new folder.

o Delete - Delete this folder and sync
down the cloud version. After choosing
Delete, users are prompted to confirm.
Clicking the OK button will send your local
folder to the Recycle Bin.

Invalid Credentials for Synced Network Path

AXxcient
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There is a problem connecting to this folder. There is a problem connecting to
this folder. You may try updating
your credentials to regain
regain access. After clicking Enter access.

You can try updating your credentials to

Credentials, the user will be prompted to log B8 Enter Credentials
in.

File Is Locked

The new changes won't sync because the file The new changes won't sync
has been locked. This error will resolve itself because the file has been locked.

when the file is unlocked. Locked by: John Doe
Source: John-MacBook-Pro

Expires: May 11,2017 5:21 PM

Sync Root Folder Missing

This folder isn't syncing because it could not This folder isn't syncing because
be found it could not be found.

Unsubscribe f_-; Re-Sync
This could happen due to one of two
situations:

e Folder was actually deleted or never
created.

e Not able to access the drive itself (for
example, the folder is located on a

flash drive or network share).

To resolve this error, you can select from:
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e Unsubscribe - this option will
unsubscribe the user from the Team
Share.

e Re-Sync - this option will re-sync this
data from the cloud.

Folder Permission

AXxcient

You don’t have the right permissions to sync You don't have the right

this folder. To resolve this warning, you can
select from: [> pismiss

e Dismiss - this option will hide the
warning; the folder will not sync.

Team Share Permission

You do not have permission to delete this file. To resolve this
warning, you can select from:

e Restore - this option will restore the deleted file.

permissions to sync this folder.

This file deletion won't sync to the cloud
because you don't have permission to delete
this content.

You may request an Administrator or a Co-

Owner of this content to grant you permission
to delete.

109



You do not have permission to delete this folder. To resolve
this warning, you can select from:

e Restore - this option will restore the deleted folder.

You do not have permission to move this file. To resolve this
warning, you can select from:

e Revert - this option will restore the moved file.

You do not have permission to move this folder. To resolve
this warning, you can select from:

e Restore - this option will restore the moved folder.

You do not have this permission to create files. To resolve
this warning, you can select from:

e Delete - this option will delete the newly created file.

You do not have permission to create folders. To resolve this
warning, you can select from:

e Delete - this option will delete the newly created
folder.

You do not have permission to edit files. To resolve this
warning, you can select from:

e Discard - this option will discard edits to the file.

AXxcient

This folder deletion won't sync to the cloud
because you don't have permission to delete
this content,

You may request an Administrator or a Co-
Owner of this content to grant you permission
to delete.

(D Restore

This file move operation won't sync to the
cloud because you don't have permission to
move content from the original location, and/
or into the new location.

You may request an Administrator or a Co-
Owner, possibly of both locations, to grant you

nermiccinn tn mous

This folder move operation won't sync to the
cloud because you don't have permission to
move content from the original location, and/
or into the new location.

You may request an Administrator or a Co-
Owner, possibly of both locations, to grant you
permission to move.

This new flle won't sync to the cloud because
you don't have permission to create files in
this folder,

You may request an Administrator or a Co-
Owner of this folder to grant you permission to
create content.

This new folder won't sync to the cloud
because you don't have permission to create
folders In this location.

You may request an Administrator or a Co-
Owner of this folder to grant you permission to
create content.

The new changes won't sync to the cloud
because you don't have permission to edit.
New changes from the cloud won't sync down
either.

You may request an Administrator or a Co-

Owner of this content to grant you permission
to edit.
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Restoring Files and Folders

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

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

How to View and Restore a Revision

When you edit a file, the system keeps track of each revision. Using the revisions feature in the web
portal, you can view—and optionally restore—older revisions of files. This feature is useful when you
make a mistake editing and saving a file, or if you want to see revisions made by other members of
your Team Share.

To view and restore revisions:

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

Open
Print
Edit

& Share
Open with p

Give access to >

Cut

Copy

Create shortcut
Delete

Rename

Properties

111



AXxcient
2. NiAavrnativinhs ifuni avraviarlzina in tha winh nAarkal viaht Alicl, A filA ‘)I‘\d Select RevisionS.

ﬂa AnchorTrainingSlides_Unbranded.ppt
% Openin...

-
ﬁ Training Script.docx 2 Share
B Lock
8 LockFor...

i Download

Revisions

@ Activity

Al Rename
<+ Move

M Delete

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

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

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

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

<) Switch to classic & Anne Doring ¥
Soarch fies.
M/ Anchor Training & Documentation | Work in Progress / EAT Playbook
Revisions for AnchorTrainingSlides_Unbranded.pptx
FILENANL RECOIVED FILE Size DOWNLOAD RESTORE
AnchorTrainingSlides_Unbranded.pptx Apr 1, 2016, 6:26:36 AM 1.82 M8 Download Current Current Revision
AnchorTrainingSlides_Unbranded.pptx Dec 18, 2015, 3:37:57 PM 1.82MB lDownIoad Revision Restore Revision I

Currently Displaying Revisions For 2 Files
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How to View and Restore Deleted Files and Folders

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

features available to you.
To restore files and folders from the web portal:

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

2. Inthetoolbar, click the Show Deleted button.

SasariF Mk
" Files
O Create ~ & Upload Files [0} 40

SIZE MOMHFIED

<7) Switch to classic & Anne Doring ~ I

HAME +

2020 Sales Resources

The deleted files and folders display as semi-transparent.

- Commission Plan Output

I Company Wide-Published

B Fusion Docs

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

B cdu ate
49 Restore

File server agent cluster

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

Restore Files

® Restore All Files
© Restore Files Deleted Between

Start Date

End Date

Cancel Restore

The selected files and folders will be restored.

Note: You cannot navigate away from the page until the restore process is complete.

How to Use the Rollback Feature

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

To access the Revision Rollback feature:

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

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

O|H 9

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

X

Rollback

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

Rollback to €} ::]

L) Unlock locked files before rollback?

Cancel Rollback

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

Please note that the Revision Rollback feature utilizes a 24 hour clock, and is based off of the
timezone of the Anchor server. The US SaaS server is located in the Mountain timezone; the

Canadian SaaS server is located in the Pacific timezone.

4. Click Rollback when you are finished.
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Backups

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

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

How to Create Backups in the Web Portal

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

To back up a folder from the web portal:

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

backups.
) Switch to classic A Anne Doring ~
B My Flies
' Backups
B Shares
@ Create Backup
8 Guests
FOLDER S CREATED MINAGE
B3 Backups
115 Files, 2.13 = 9
B ¥ C:\Users\Anne Daring\Documents (Web) EX April 4, 2018
ile Report GB ]
@ Activity Log = 9
¥ LOg 265 Fil S
C:\UsersiAnne Daring|Desktop|Pictures (Web) i March 7, 2018
655.66 MB ]
J 6, = 9
C:\Users\Anne Doring\Desktop\ My Files (Web) 1File, 9731 MB 2;’;;“7 $
o
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In the Backups page, click the Create Backups button. The page refreshes to allow you to

naviaatavianir lacal marcrhina and ealact tha fAaldavvan wiant +a hacls nin

<) Switch to classic 2 Anne Doring =

Search file

W Backups | Create Backup
B Backup Folders

B AMNEDORING-PC
¥ EFs_EDU-ADORING

Refresh Selected Folders

Click the Save button when you are finished. The page refreshes to show you all backups that
have been configured.

How to Create Backups on your Local Machine

In addition to backing up folders in the web portal, you can also back up your folders directly from

your local machine. Like backups configured in the web portal, backups configured on your local

machine continuously back up new changes, and will keep revisions.

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

1.

2.

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

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

Pin to Quick access

Give access to »
E Snagit »
£ SyncedTool | 15 Back up this folder

Restare previous versions T

Inelude in library »
Pin te Start

Send to >

Cut

Copy

Create shortout
Delete
Rename

Progerties
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Your browser opens, displaying the newly created backup.

47 Switch to dassic 4 Anne Doting *
Pr— Soarch s
* Backups
@ Creste Backup
B Guests
FOLDER SDE CHEATED A uGE
B3 Backups
. = 9
LIS FIl 213
B £:\Usersianne Daring\Documents (Web) e, Aqril 4, 2018
Tl Report B .
® activity Log 265 Fil = D
B Co\UsersiAnne Doring\DeskbopPictures [Web) e March 7, 2018
BAS G5 ME m
= a9
C\Users\Anne Daring\DeskiopiMy Files (Web) 1File, 5731 MB ;;'l'é"""'m
]

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

How to Manage Backups in the Web Portal

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

To manage backups:

1. Inthe web portal, click the Backups tab. The Backups page displays, showing a list of all
existing backups.

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

a. Click the Browse button.
47y Switch to classic 4 Anne Doring ™

sesrch files

ﬂ Backups
@ Create Backup
FOLDER SITE CREATED MANAGE
115Files, 2.13 D
C:UsersiAnne Doring\Documents [(Web) c& ! Agpril 4, 2018 %

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

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

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

f. Click the Erase All Revisions button to erase previous revisions to files in the backup.
&) Create = & Upload Files o & a9

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

a. Click the Restore button.

7 Switch 1o classic L Anne Doring ~
W dashup
€ Create Backup
SR SEE CREAFED RV
CiUzersiinne Doring' Documends [Web] 115Files, .13 GB Mpril 4, 2008 = m

A Restore Backup page displays.

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

c. Click the Save button when you are finished.
" 7 Switch 1o classic & Anne Dosing ™

W mokps | ResteeBackep | CUSETYANRe DoenpDacumEnts
D) Restans Biackup ta Fokler

B annEnoRInG-pe
' ersEnu-AnoRInG

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

71 Switch to classic £ Anne Doring ™
W Backuss
@ Create Backup
FoLEE SIE CREATER MEHAGE
Eﬂ C\usershAnme DoringDocuments (Web) 115 Files, 213 GB Agrila, 2018 =

The backup will delete.
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File Report and Activity Log

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

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

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

How to View File Reports

The File Reports page allows you to keep track of all of your content in the system from one central
location. In the File Reports page, you can filter by a specific folder or Team Share. You can then view
the files within the folder, the date that each file was modified, and the size of the file. You can even
export the report to your local machine.

To view file reports:

1. Inthe web portal, click the File Reports tab. The File Reports page displays.

47 Switch b elassic & AnneDering

B3 e Show Report For s - & C5¢

Files /1T Mabion ZOLEScks Videos' Re pllbi Vaull VaultWdeo

File 1T Mabinn J0LESicks Videmy Bepli b Vault

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

e Found In—the folder in which the file is located
e File—the path and the file name

e Modified—the date the file was modified

120



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

How to Track Activity

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

To track activity:

1. Inthe web portal, click the Activity Log tab. The Activity Log page displays.

7 Switeh to clamie & Anre Doring =
. W sty
BT shoees Show ativity i Wi antivity typsd of: Betwini bt
LR r——— . i ]
B v
S sctiwity by Finaree b
- - ) [ D
B Faenemn
erve Doring [We| detetnd fokder File serves ageni chesier Apr 3, 2030, 527705 AN
Hane Doring (Weh| creatisd ik Achona et FSE par B0, 2020, 52659 AN
#ena Caring [Weh| crwated fils Anchors gent S deca #iEr, 2030, 3020 AN
hene Boring [Web | creabed folder Fibs server agent chisier Apr 3, B30, BE5H AN
#ene oring (Web| detened fokder Efucatan asd Training Tl Aupe 8, 2020, S226:36 AM
ena Doring [Weh| cristied fils Phons Stand pag Apr, 2030, 5308 AM
ene Garing [Web| creatsd foider images Kpra, 2020, 525053 AN
#iene Dorieg [Web | created Molder Dighan Switc hvas Fhons System tige 4, 230, E:15:54 Ak
e Daring [Web| crmsted folder Projects - sctae #arl, 030, 5250 AM
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2. IntheActivity Log page, use the drop-down menus to filter activity based on a set of criteria.

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

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

o Usethe between date fields to enter the date on which the activity occurred.
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o Use the Show Activity By drop-down menu to select the user who performed the activity.
This list includes guest accounts that you have created, allowing you to track activity
performed by your guest users.

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

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

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

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

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

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

Configuring the Outlook Add-In

When you configure your default settings, you can decide to

e Send notifications when a shared item is downloaded or uploaded;
e Limit the number of times a shared item is downloaded;
e Expire a shared item after a specified number of days; or

e Depending on your organization policy settings, send all items as secure shares.
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Note: You can optionally configure the Outlook add-in so that all items are sent as secure shares;
however, if certain policies are enabled for your organization, this feature is turned on by default,
and you will not be able to configure this option.

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

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

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

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

e Only use the Outlook add-in when selected.

Using the Outlook Add-In

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

e Browse and select files and folders stored in Synced Tool,

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

Bacomeome 000 =
Choose your share: A%

= My Files
41 [ Team Shares 4, send afile

+ IS
e &¥ Convert to Synced Tool File

@ ghare ahe days

Clear Selected oK | [Cancst ]

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

How to Install the Outlook Add-In
Before you can use the Outlook add-in, you must first download it from the web portal.
To download the Outlook add-in:
1. Click the Download App button in the web portal. The Download page displays.
2 Mary Johns ~

i:l' Account Settings

s Anchor Sync

4P Logout
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In +thA NDAnnlaAA narA

Search files.

W cownlosd

-
L
Windows Client

Android App

AXxcient

Flicl, tha Anklaaly hiittAan

47 Switch to classic 3 Anne Doring ™
L
Mac Client Outhook Add-In for Windows
o} a
05 Apgp Windows Phane App

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

browser type.

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

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

- [m] X

Wiskome to the Setup Wizard.

<Back | MNext> || Cancel
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5. Inthe License Agreement screen, click the I accept the agreement radio button if you accept

tha liranca Than rlicl, tha NlavE hiittAan +A ARt e

£ Setup - o X
License Agreement g
Please read the follawing Licsnes Agreement. You must sooapt the terme of this agresment before
contnuing with the installation.

END USER LICENSE AGREEMENT ~

IMPORTANT--READ CAREFULLY.

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

ALL OF THE TERMS AND CONDITIONS OF THIS LICENSE AGREEMENT.

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

(@) 1 acespt the sgresment

Do you accept this icense?
(O 1do not accept the agreement

InstallSuider

| <Bak || Mext> || concd

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

Next button to continue.

5 Setup '

Installation Directory g

Please specify the drectory where Synced Tool for Outiook will be nstalled,

Instalation Deectory | C:\Program Fies (x86)'Synced Tool for Outiood] | (2] I
TN (T

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

8 sewp [E=EEETY)
&~
Ready to Install
=7
Setup s now ready to begin nstaling Synced Tool for Qutiook on your computer,
[
Instalfide
[ <tok || mext> || coe |
—d
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1in Nliznrd camnlatace clicl, thn Einieh n

Completing the Synced Tool for Outlook Setup Wizard

Setup has finished instaling Syncad Tool for Qutiook on your
computer,

<tosk [k || cores |

How to Configure the Outlook Add-In

After you install the Outlook add-in, you can configure default share settings and attachment policies.
When you configure these settings, the Outlook add-in operates as a truly intelligent tool,
automatically sending share links according to your preferences.

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

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

b. Inthe Username field, enter the same username that you use to access the web portal.
c. Inthe Password field, enter the same password that you use to access the web portal.
d. Click the Next button when you are finished.

O spemraiems | S

Welcome to
Synced Tool
H for Qutlock
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In the Choose your Default Share Settings screen, set default settings for how you share links.

a.

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

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

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

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

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

Click the Next button to continue.
g Synced Tool Settings | 23 |

Server Settings | Default Share Settings | Atachment Policy | About |

[ ] Motify on upload

[] Netify on download

[] Download limit

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

Back [l Mext |

L A

In the next screen, set default attachment policies.

a.

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

Click the Always use the desktop client for attachments radio button to automatically
use the Outlook add-in for all attachments.
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c. Click the Advanced radio button to only use the Outlook add-in when selected.

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

e. Clickthe Next button to continue.
rg Synced Tool Wizard =]

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

@ Automatic - use Synced Tool for atiachments over: 5 T‘ ME
) Always use Synced Tool for attachments
() Advanced - Use Synced Toal Only when | choose

|| Please specify a folder where all your files will be uploaded:
V] Use default folder: “Shared ltems”

4. When the Wizard completes, click the Finish button.
r
g Synced Tool Wizard == |

You are all set!

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

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

| Back ||| Finish |

How to Use the Outlook Add-In

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

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

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

The Account Browse dialog box displays.

£¥ Account Browser kY

Choose your share:
- = My Files
& L2 Team Shares
- & This PC

[[] Change Shaning Sethngs.

| Mosty an uplosd
| Moty on download
Diowmboad limit L |
| Expire share after | | days
| Secure Share by Defmdt

Dok cenest |

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

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

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

e Optionally, you can change your default share settings by clicking the Change Share
Settings checkbox.

4. Alternatively, to convert an attached item to a share link, click the Attach drop-down arrow and
select Convert to Synced Tool File.
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&3
=7

Attach

-

¥ L Send a file

g Convert to Synced Toal File

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

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

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

Synced Tool Secure Share Seftings @
Specify folder parmissions per-recipesnt of for gl

Fecipient Can Upload Can Delete
] ALL Recipients Settings il
(Lomen ]

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

Synced Tool Secure Share Settings @
Specify folder permissions per-recipent or for all:

Recipient Can Upload Can

Jahn Smith

Mary Smith
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WebDAV

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

How to Map a Network Drive on a Windows Machine
To map a drive on a Windows machine:

1. Inyour start menu, click Computer. The Computer dialog box displays.

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

Map network drive

The Map Network Drive dialog box displays.

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

b. Inthe Folder field, enter the location of the folder (for example,
https://dav.syncedtool.com).

c. When you are finished, click the Finish button.

4. Enter your username and password when prompted and click the OK button. Your personal
folders and Team Shares will now display. You will be able to access the WebDAV folder in My
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Network Places.
&) #[ » Computer » DaviWWiRoot (\dav.syncedtool.com@SSL) ()
A e =
Organize v Bumn New foider
W0 Favorites Name
B Desktop ). Files
8 Downloads J. New Share
. Recent Places 1. Shared Data

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

To map a drive on a Mac Machine:

1. InFinder, click the Go menu and select Connect to Server. The Connect to Server window

displays.
ann Cannect 1o Server
Server Agddresy:
L 1+ (2]
Fawvarite Senvers:
Remave ((Browse ) (e

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

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

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