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Getting Started




Overview

e Using your file sync tool, you
can:

e Access your files, folders, and
shared content across all of your
devices.

e Access your content anytime you
need it.

e Share content with your
coworkers and with colleagues
outside of your organization.




Goals

* You will be able to:

e Share files and folders,
Lock files and folders,
Configure the Outlook add-in,
Manage revisions,
Create and manage backups, and
Monitor and track activity.



Before We Begin

* You will need:
A welcome email from the administrator,
* Internet access, and
* A compatible browser.

You can login with the following information:

Usemame: jsmith
Temporary password: [UAwOyPEwCvfQeVLhmhl




Part |l:

The Web Portal




How to Log In

* First, navigate to the URL listed
in your welcome email.

* Log in using your credentials.

L Login

LIsername/Email:

FPassword:

Forgot Password?

Mat your organization?

LOGIN




The Basics

|~

* When you create folders and =
upload files in the web =
portal, all of these items will - = 77 :
propagate down to any of |
your connected devices. P f: —
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The Agent




What is the Agent?

e Using the agent, you have

access to a special folder
that holds all of your synced
content. =
° Shared ltems ﬁ; J v| I

* Content that IS added to . Organize = Include in library = Share with - Newfold{
your folder will o 7
automatically sync to the & Wy i /
web portal and any other - | R y
connected device. /
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How to Install and Register the Agent

* Call Think Technologies and request deployment
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How to Use the Agent

* Drag your files or
folders into the
explorer window.

* The icons will help you
understand the sync
progress.

G- 74
Organize = = Open - Share with -
Mame /

|l Mszl
Syncing F
/ / ¢ o ¢ 7/

<oNE

7 4

Organize = = Open - Sharewith?
Mame

|l My Files

Successfully
synchronized

/
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Mobile Apps




Finding Mobile Apps

* You can also manage
files and folders from
an app on your
mobile device.

* You can access a
direct link to your
device-specific app in
the web portal.

* Demo
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The Outlook Add-In




What is the OQutlook Add-In?

¢ You Can email a Iink to = H v Untitled - Message (HTML)

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

files and folders from X cole-E-e[E0 G| 0 & O3 [B T [Ql 8 @

. f | k » I B I U |25 A > = 5=  Address Check | Attach Attach Signature A;;n s i Zoom | Apps for
v Format Painter Book N Eile: Ttem~ v Policy~ ow Importance Offi
yO u r IVI I C ro S O t O u t O O [F} icTe ooNamesames - I::ude OICY Tags | Zoom Aplpcse Synced Tool
. .
application. I

* This feature is useful
when you need to
share large files or
folders with recipients.




How to Install the Outlook Add-In

e Call Think Technologies support for installation

Outiook Plugin For PC
s o




How to Configure the Outlook Add-In

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

@ Synced Tool Settings 29 w

Set default share

[ Motify on download Settings.

[] Download limit
[] Expire share after days
[] Secure Share by default

Back [l Mext |




How to Use the Outlook Add-In

EIE‘(')C)T¢=

Untitled - Message (HTML)

AL

m MESSAGE | INSERT  OPTIONS  FORMAT TEXT
= X Cut  p— S
[ j B5 Lo =
Eou | A ===

Paste

v

¥ Format Painter

Clipboard (7 Basic Text

=1

Send

[] Wotify on download/upload

[] Download limit \:I

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

REVIEW
.| [3]3 :&\’. [ﬂJ (U | ? EI [* Follow Up ~ Q\ a
@ S ! High Importance
rg Account Browser E Zoom AppS for
¥ Low Importance Office
Choose your share: . . n .
I ~
- My Files ags %! Zoom Apps | Synced Tool
; Team Shares :
- This PC ‘llllllllllllllIIIIIIIIIIIIIIIIIIIIIIIIIII'
Change Sharing Settings

Clear Selected
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Sharing Content




Team Shares vs. Individual Shares

e Team Shares can be
configured for
groups of users
within your
organization.

* Individual share links
allow you to share a
direct link to a file or
folder.

* Public Shares
e Secure Shares

Browse Files f} ) Fies )

4 CreateFolder [§J Upload Files

Name *
Share Access

& Training Department
, B Proj}Tea?are / ’

Team Shares provide

Individual shares
provide a recipient
~ with quick access to
search 1 one file or folder.

x

/

© Secure Share ©
® Public Share URL
’https://syncedtest.com/shares/folder/efa768‘m )

/
/
/

Files - New Folder / "> Share Options
@ Upload Files + Create Folder]] | - Share With

CLOSE SAVE

-!% Outline.docx F 5brua)

AR A A A Y AV SN 4D AV AP D Y v 4




How to Create Team Shares

 Work with department heads, colleagues, and Think engineering to
determine if a separate structure is required from the existing folder
structure

* |f so, request a new Team Share to be created by Think and
information on who approves access as well as which users should
have permissions to access the Team Share.



How to Send Individual Shares

Files - New Folder /

@ Upload Files 4 Create Folder

-!% Outline.docx

© Secure Share @

® Public Share URL
’https:// syncedtest.com/shares/folder/ efa768’ m

'~ Share Options

| Share With

CLOSE SAVE

February 1




How to Manage Shared ltems

B N (R & =

Files Shares Guests Backups File Report Activity Log

Shares - Team Shares

‘IIIIIIIIII;

22 Team Shares | Items Shared By You [ Items Shared With You

CREATE TEAM SHARE

Team Shares

Share Created Manage

> Files/Project Team Share January 19, 2015 W o X

> Files/Training Department January 19, 2015 W X
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Guests




What are Guests?

e Guests are special accounts that are created
for individuals outside of your organization.

| .

* You can manually create a guest account and @i = @b
give that guest account access to content. A
. . . . .« e Guests can
 Alternatively, if you send a private individual temporarily access
share invitation to a person outside of your .

organization, you are automatically creating
a guest within the system.



How to Manage Guests

* Demo

w | 2| B @ a

Files Shares Guests Backups File Report Activity Log
.
Guest Accounis

+ Create Guest

|
Compafly Name Remove
n

& Guestuser
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File and Folder Locking




What is File and Folder Locking?

* File locking allows users to place locks on
files and folders.

* This feature is useful when you want to
prevent other users from accessing your
items when you are making changes,
preventing sync collisions from occurring.

* You can place locks on a whole Team Share, a _Bovoveds bk
subfolder in a Team Share, or a file in a Team
Share.



How to Lock Files and Folders

* Manual Locking and Auto-Locking

& Approved for Publishing

| Published

d. Wo Open

Open in new window

W Scan with VIPRE...

Share with 3
E Snagit 3
;6‘}' SyncedTool v | (@) View onweb

Illllllllllllllllll@’relink

Restore previous versions

Include in library v & Lock
Send to y | @ Lockfor.. 3
Cut
Copy

Create shortcut
Delete

Rename

Properties




How to Manage Collisions

* If you forget to lock a file or folder, * You can resolve your

you might encounter instances collision in the Resolve Sync
where another user has made Conflicts dialog bog.

changes to the same item at the — -] =

Go to web portal .. .
Revisions not syncing
revi

L]
S a m e t I m e All files are up to date These revisions are currently not syndng up to the server
L] Collisions(1)

Show Synced Folders

Select All
© Resolve SyncConflicts(1) MEmEmmmmm . e
[ Test PowerPoint (ppk) 772014 105 P PPTH File 31 KB - — Ci\Users\EUser\SyncedFolder\Team Share A\Document.rtf
| @ Test bt Docume TAT/2014 1:50 P Text Documen | KB I 2.7% of 1000GB used
& Test Word File (doc) 2 KB
96 bytes Ll = 1 files selected, 1 total
bytes, Date modified: T/17/2004 1:50 PM 183 bytes 1S Computer

My Version...] [Delete My Version
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Revisions




What are Revisions?

* 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 versions 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.

Browse Files  fj ) Fies ) New Foider )

4 Create Folder & Upload Files

Name 1

[

— Outline.docx Download

Name ——  Date modified




How to Manage Revisions

Browse File Revision verview. rf

i

I8 Revisions for Overview.rtf

Filename Received File Size Full Size Delta Size Download Restore
Qverview.rtt October 06, 2014 at 08:02AM 4349k 8.50k Download Current Current Revision
Overview.rtf October 03, 2014 at 09:28AM 201k 864b I Download Revision l I Restore Revision
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File Reports and the
Activity Log



What are File Reports and the Activity Log?

* You can keep track of file listings

Show Activity In: | Files ) v | with activity type of. | Any activity type v berween.l & AnD I &

d ivity di ly from th b

a n a Ct I V I ty I re Ct y ro t e We Show Activity By: Anypng ¥ | filename contains [enter at least 4 char: cters |
O rt a | End User (Web) deleted folder My Folder March 2; at 04:44PM

| ° End User (Web) deleted file 0300001E.png March 23, 2015 at 09:13AM

End User (Web) created file 0300001E.png

° W it h th e fi I e re p O rt’ yo u Ca n ge n e ra te End User (Web) deleted file MyRecentlyDeletedDoc.docx :::: T: :::::: :j:::
reports for all of your files and export

the report to your local machine.
ile Repo

e Using the Activity Log page, you can I S— ® co
track usage, view audit trails and | Bl
follow activity on Team Share users
and guest accounts.

Files /New Folder/Outline.docx




How to View File Reports




How to Track Activity

Activity Log
Show Activity In:| Files v | with activity type of: | Any activity type v between:l & anD I =

Show Activity By: | Anyone v | filename contains

enter at least 4 characters | CLEAR suBmMIT




¥ Thank You
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